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Introduction

ITIC is an online application developed by One Call Concepts for use by Lone Star
Notification Center (LSNC), through which underground facility owners and contractors
may file new routine locate requests, and updates. You can also view an existing locate
request.

The following pages will explain the process you must follow to file a locate request with LSNC
using ITIC. This document will also discuss the various terms and features you will need to be
familiar with before using ITIC.

NOTE: This manual ONLY covers policies and procedures for Texas ITIC.
For policies and procedures for ITIC in other states, please consult that
state’s ITIC manual.

Requirements

In order to file a locate request using ITIC with mapping, you must attend a training session with
an ITIC specialist. A “text-only” version of ITIC is also available and does not require the user to
attend formal training. For more information or a schedule of training sessions, send an e-mail to
darla_lonestar@msn.com, or call 713-432-0365.

The following is a list of system requirements — an approved operating system and web browser,
Internet access, a valid e-mail address, Java and a color monitor.

e Operating System - The most compatible operating systems are Windows XP, Windows
Vista, and OS 10. ITIC may function properly under older operating systems, but using
the above-mentioned systems will help ensure proper access to enter locate requests.

e Web Browser — ITIC works best with Microsoft Internet Explorer 6.0 or higher,
Firefox version 1.5.0 or higher, or Safari 3 or higher.

o E-mail address — Any valid e-mail address, for registration, login and support purposes.

e Java - You will need to download and install the latest version of Java 2 Runtime
Environment plug in. For more information, and to check to see if Java is already
installed on your computer, see section 6 on page 27.

e Color monitor — This is important for mapping purposes. Streets, TRSQ grid lines,
railroads, lakes, etc. are all different colors, and having a color monitor will enable you to
see all of those feature differences so your location will be easier to find.
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Section 1

Logainginto ITIC

» Atthe ITIC login/Registration Screen (refer to Figure 1.1) enter your e-mail address and
password in the respective fields. Then, check I agree to “Terms and Conditions”, if you

agree to the terms, and click the Login button.

The Terms & Conditions for ITIC use may be read in either the ITIC drop-down panel or on

the ITIC log-in page itself.

Assistance is available Monday thru Friday between the hours of 8am-5pm by calling 713-

432-0365 or sending an e-mail request to darla_lonestar@msn.com.

A\

A\ 4

ONE CALL

MMN ONE CALL

Email Address:

Password:

[] I agree to "Terms and Conditions"

Forget yvour password?

Figure 1.1 ITIC Login Screen
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Section 2

Submitting a Locate Request

In this section you will learn how to submit a routine locate request as well as an update request using
ITIC. New routine locates and updates that provide at least 48 hours notice, excluding weekends and
holidays, but are no more than 14 calendar days in advance may be processed using ITIC.

Submit a Locate Request

Begin by clicking “Submit a Locate Request” at the ITIC menu screen to proceed to the first page of the
new locate request form, which is shown in figure 2.1.

LOCATE EEQUEST FOEM
TICEET INFORDMNATION
Tine of Call:

CONTACT INFORMATION

*Phone Mo ) - Ezxt 341 Caller T
Last Called

*ontact: SrOUE MaAakE

ot any: CO A2
*4 ddress: 2020 Street:  CENTRE FOINTE BELWD
* by FEMDOTA HEIGHTS *State: (kAN *ap: [BR1ED =
*Flade:

Fax IHo: (651 MELEE] - |797a

At Clontact: ALTERMATE/NFIELD COMNTACT

Fhone Mo (651 0454 - |B8388

Cantact Email: (email@aemailcompany. net

Eest Time: Pl

EXCAVATION INFORMATION
FExplosives: | ¥ % | *HDD: [ ¥ » | *BEOW | Y % | Duration

Flvpe of Worlc Search I

A orle Being Done For
* 2 ounty e *Fotate: | kAR

[ MNext Fage ][ Cancel ][ Displayw Help ]

Figlds maried with an astzrisih (™9 st be eriorsed.


javascript:menu(0)
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Figure 2.1 ITIC Locate Request Form — Page 1
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ITIC Field Definitions

All fields on the request that are marked with an asterisk (*) are required. Data must be entered
into these fields before you will be able to release the ticket.

Ticket Information

Time of Call
This field cannot be modified. It displays the time in which the locate request was started.

Contact Information
These fields are used to identify the person filling the request.

note: The contact information must match the e-mail address listed on the locate request or the
request will be voided.

This section should populate automatically. If the Contact Information fields are incorrect or do not
auto-fill, you may continue your current locate request by manually entering your contact
information. You can request a permanent correction to this information by sending an e-mail
request to darla_lonestar@msn.com and including the caller ID and login in the e-mail.

Phone No, Ext., Caller ID, Last Called

Enter the ten-digit telephone number and extension of the ITIC user in the phone number field. This
is used by the call center or facility operators in case additional information is required. The caller
ID is used as a key to activate computer databases, which can automatically populate all the fields
through the “BEST TIME?” field. The “LAST CALLED” field cannot be modified. It displays the
time and day the last locate through Lone Star Notification Center (LSNC) was made.

Contact
The first and last name of the ITIC user entering the information should appear in this field. It is
necessary that the user entering the locate request appears in the Contact field.

Company
The company name of the ITIC user.

Address, Street, City, State, Zip Code

The mailing address of the ITIC user’s company is recorded in order to enable the computer to store
this information in a mailing list database. This mailing list can be utilized to notify excavators of
information pertaining to LSNC.

Code
This is a hard-coded field — ITIC users cannot enter any data here.

Fax No
Enter a ten-digit fax number, if available. The member utilities may respond to a locate request via
fax to this number.
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Alternate Contact Name and Phone No.

Enter the name and number of the person who is able to answer any questions the utilities and/or
locators may have. Locate requests can often be expedited when the person or field contact
supervising the work can be reached directly. We strongly encourage that an alternative 10-digit
number such as a cellular phone, pager, etc. be provided so that it can be passed on to the utilities.

E-mail Address
This field will populate automatically with the email address associated with the user’s login.

Excavation Information

These fields are used to identify specifics about the type of work and where the work is taking
place.

Explosives
Select “Y” if there will be explosives involved in the excavation or “N” if there will not be
explosives involved.

Duration
Enter the approximate length of time the work will take to complete.

Type of Work

Field locators need to know the specific reason for excavation rather than the work method. For
example, “installation of sanitary sewer and water laterals” is much more helpful than “digging for
a sewer line.” “Digging”, “Excavation”, and “Trenching” are not valid types of work. Please be as
specific as possible when describing the work you are doing.

Work Being Done For
Enter who the work is being done for. The customer’s name, your company name, or general
contractor’s name is sufficient.

County, State
Applies to the county and state in which the work will take place.

Button Definitions

Next Page
The next series of questions will appear after clicking this prompt. This may only be used if all of
the required fields (marked with red asterisks) have been filled in.

Cancel
This option will lead you back to the main menu.

Display Help
Under this option will be a list of various help topics.



Copyright One Call Concepts, Inc., 2004 All Rights Reserved. Unauthorized use prohibited

IMPORTANT! DO NOT CLICK THE ‘BACK’ AND ‘FORWARD’ BUTTONS AT THE
TOP OF YOUR BROWSER (i.e. AOL, INTERNET EXPLORER etc.). ALL OF YOUR
INFORMATION ALREADY ENTERED WILL BE DELETED! USE THE BUTTONS
AT THE BOTTOM OF THE ‘LOCATE REQUEST FORM’.

After completing page one accurately and completely, click on “Next Page” to advance to
page 2 (figure 2.2).

LOCATE EEQUEST FORM

Time of Call:
*C ounty *Etate:
* it Place: b

Address:
*Fotreet:

Intersectng Street:

*Fhlarlong Instructions:

Eemarks: Search I

Eemarks:

Cloord Type: b
LatTTorth: LonEast: Zone:
Township: Eange: S-0

A minimumn of 2 full working days mnotice is required
*Ticleet Type LORO ROUTIMNE  +
Motk to Begin Date: | Jun » || 16 [~ || 2007 | at |03 + |:| 45 ~ | Phd =

[ “iew bap ][ Suspend Ticket ][ Frewvious Fage ][ Cancel ][ Display Help ]

Fields mariced with an asterisk ) must be enterad.

Figure 2.2 ITIC Locate Request Form - Page 2

Ticket Information

Time of Call
This field cannot be modified. It displays the time in which the locate request started.

Location Information

County, State
The county and state will automatically carry over from the previous page.
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City/Place
Select the city or township where the work is taking place using the drop-down menu.

Address

Enter the numerical portion of the address in this field. For example, if the address is 101 Miller
Ave, enter 101 in the address field. If there is no physical address, this field must be filled with a
“0”. (note) Letter, fractioned addresses, multiple addresses, i.e. 101A, 101 thru 108, or 101%
Miller Ave will need to be inserted in the Marking Instructions field of the locate request
form. Only whole numbers may be used in the address field, as the map search engines will
not be able to find letters or fractions. This is a typical scenario for apartment complexes,
town homes, or multi-family dwellings.

*City/Place: BLAINE CITY b
Address: 13258
*otreet: Aberdeen StNE

Intersecting Street:  |133rd StMNE

Address iz 132580 Aberdeen St NE. Mark within white patnted area located on

e stde of budding
*Wlarkang Instructions:

Eematles: SITE 15 A 4-FLEX> Search |

ITIC Entry - Lettered Address

Street

Enter the street in which the digging will take place on or along. This is known as the “dig street”.
In the event the street is not named, or is unknown, enter either unnamed or unknown into this field.
If the dig street is an alleyway connecting two known roads, enter “alley” in the street field. The
name of the street that intersects with the alley nearest to the actual dig site should be entered in the
Intersecting Street field. Do not use punctuation (i.e. do not enter: N. 2" St., enter: N 2™ St). A
separate ticket must be processed for each street the work will take place on. Marking
instructions and directions will need to be precise.

10
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*CitwPlace: UTICA TOWMNSHIF W
Address:
*otreet: Linnamed Grawel RBd

Intersecting Street: | Unknown Rd

From TS Hwy 14, 2o n approz 1000ft on Co Ed 33, then go e approx 2000f on
unlenewn rd, then go noapprox 5008 on unnamed gravel rd to white flag on e side
*Marking Instructions: |of rd. Mark 10t radius of flag.

Unnamed Roads with Driving Directions from Nearest Major Intersection

note: Using the approved abbreviations will aid ITIC in searching for your streets. If you are having
difficulty in finding streets, try using the abbreviated name for the street suffix.

The following are accepted street name abbreviations for highways:

STATE HWY 5 US HWY 5 I-5 (Interstate)

Tip: Spelling the word “county”, ie: COUNTY HWY 5 or COUNTY RD 5, will
normally speed the mapping process.

Following are the ONLY accepted abbreviations for street name modifiers other than highways. If
you do not know the abbreviation, spell it out.

Avenue - AVE Boulevard - BLVD Business — BUS Expressway — EXPY
Circle- CIR Court-CT Drive - DR Traffic way — TFWY
Highway - HWY Interstate — 1 (1-70) Lane- LN Terrace — TER
Parkway — PKWY Place — PL Road - RD Street — ST

Intersecting Street
In this field, enter the name of the street that intersects the dig street closest to where the work will
take place. This should be the nearest intersecting street, not necessarily a major intersection.

note: Do not insert AKA’s (also known as) in either the street or intersecting street fields.
Example: MAIN ST/US HWY 14. ITIC maps will not be able to find streets entered in this manner.
Insert the AKA street into the “Remarks” field of the locate request form. (US HWY 14 AKA
MAIN ST)

Marking Instructions

This field is used to describe the area of the excavation site where the digging will be taking place
(located), and or to give driving directions to the work site. This field must contain enough
information for the utility locators to find the site, and understand what to locate (mark) once on
site. See “Marking Instructions” in Attachment A for more information.

11
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Remarks

This is a multi-purpose field that may be used for providing the facility operators/locators with
information pertinent to a specific locate request. Requesting paint and flags, describing specific
landmarks, and comments/remarks should be entered in this field.

Latitude/Longitude
Complete instructions regarding the use of latitude/longitude coordinates are described on
Attachment B.

note: Although the lat/long coordinates will show as one particular point centered in your
map (as in “X’” marks the spot), the ITIC user must still confirm the entire area of actual
excavation and map accordingly. You must provide distance and direction to verify the
mapped (polygon) area of excavation when necessary, as locators may not have GPS units.

Map, Page, and Grid

You will need to populate the map field with TX. The page field will be the page number, and the
grid field will be the corresponding letter pertaining to the work site. In areas that have a map, page,
and grid, it must be provided. For more information please contact Darla at 713-432-0365 or email
darla_lonestar@msn.com

Update Request

If you wish to UPDATE an existing ticket, click on the drop-down menu and select the UPDATE
ticket type. note: Update tickets can ONLY be used to request remarks or a “refresh” of a
previously entered ticket when there are NO changes in the location of work area (area to be
marked.) A new ticket number and 14 calendar day period will be generated, and the identical list
of facility operators as originally notified will be re-notified.

No mapping will be required for this ticket type, as there are no mapping changes. The Remarks
field may be used to update any changes from the originally filed locate ticket, as this information
does not affect the previously notified list of facility operators/locators. The Ticket Type may also
be changed to an appointment if required, and the Work to Begin Date/Time field may be advanced
up to 14 calendar days from the time of the Update. (Note Figures below)

Update Ticket

Message Mumber: |70336001

Rew MNumber:

Search Cancel

12


mailto:darla_lonestar@msn.com

Copyright One Call Concepts, Inc., 2004 All Rights Reserved. Unauthorized use prohibited

Time of Call:
*Z ounty; *otate:
* i TPlace:

Address
*Street:

Intersecting Street:

*larking Instructions:

Femarles: LIFDATE PER REMAREK Search |

Eemartles:
Coord Type:
LatMorth: LonEast: Zone:
Towmnship: Fange: ==
A minimum of 2 full working days notice is required
*Ticket Type LORO UFDATE  »
Wotl to Begin Date: | Jul s || 24 » || 2007 » | at |01 »|:|00 || Phd =

Update Ticket Remarks, Ticket Type, Work to Begin Date

Work to Begin Date

These fields will default to the two working day notice (a minimum of 48 hours not including
weekends or holidays) required by state law. These fields may be modified but will not allow a
start time/date less than the two working days notice, or more than 14 calendar days in advance of
the request

Button Definitions

View Map - Allows users to view the map as well as draw the excavation polygon.

Suspend Ticket - Allows users to suspend a locate request if more information is needed to
process the locate request, or if there are difficulties mapping the excavation area. If you choose
to suspend your locate request, you will have to call 1-800-669-8344, (713) 223-4567 (Greater
Houston) by 5pm on the day the locate request is suspended (Monday through Friday) to
complete your locate request with an operator or it will be voided.

Previous Page — Returns to the last page that was viewed.
Cancel - You can use this button to cancel out of the current locate request and return to the One

Call Concepts main menu.

13
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Display Help - Opens a dialog box containing definitions of fields and buttons within the request
form and map.

Section 3

Marking Instructions

Use this field to enter a description of the excavation site that needs to be marked (located), give
driving directions to the work site, and to describe where excavation will take place. It is
absolutely essential to enter enough information to permit the utility locators to find the site, and
understand what area needs to be marked (located) once they have arrived on site. If this
information is vague or unclear the ticket will be voided.

Without accurate and complete information, it is impossible for the locator to determine the correct
area that must be located or to be sure they have marked the entire dig site. Once the “due date” is
passed and you arrive on site, verify that the entire dig site has been marked or cleared (positive
response) before you begin excavating.

Driving Directions

Address available

With a numbered address and the excavation inside the city limits, driving directions are not always
required. However, if the address is relatively new the prudent and careful excavator may wish to
provide driving directions so locators can avoid possible delays in the mark-out process.

No address, or if the “dig” street or intersecting street is an unnamed or unknown road

If the dig street and/or the intersecting street are unnamed/unknown, driving directions to the job
site are required. Begin your description at a SPECIFIC STARTING POINT (i.e., named
intersection, named road/hwy). Driving directions from a city’s “limit” should only be used as a last
resort. note: DO NOT use RIGIHT or LEFT as part of your directions; these are relative points of
view. Compass points are necessary when describing directions (N,S,E,W,NW, NE, SW, SE).

If the project is not associated with a street address, please provide the following:

1. The road name the work site is on or nearest to. (dig street, whether named or

unnamed);

The side of the road (N, S, E or W) the work will be done on;

3. The nearest intersecting street to the dig street, (whether named or unnamed)
closest to the work site; and

4. A measurable distance and compass direction to the site from the nearest
identifiable, (or: ‘“major”) intersecting streets or roads.

N

Your driving directions can then be formatted according to the following model:

FROM (NEAREST INTERSECTING STREET) GO (N-S-E-W) ON (DIG STREET)
APPROXIMATELY (DISTANCE IN FT, YARDS OR MILES) TO THE DIG SITE ON (N-S-E-
W) SIDE OF ROAD).

14
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Example

(Dig) STREET: E 22"° ST

INTERSECTING STREET: N ROCK RD

LOCATION OF WORK: FROM N ROCK RD GO N ON E 22" ST APPROXIMATELY 300FT
TO WHITE FLAGGED DIG SITE ON W SIDE OF ROAD.

Marking Instructions for Routine Locates

After entering any necessary driving directions, please describe the specific marking instructions for
your job site. All instructions should begin with the word “MARK?” to distinguish them from other
descriptive information you may have already entered. Locaters will mark the area described
following the word “mark”.

If the job site has a specific address, marking instructions should identify where the work will take
place. (It is suggested to pre-mark the area of proposed excavation with white marks, unless it can
be shown that to do so is not practical.)

Examples:

e MARK WITHIN THE WHITE PAINTED AREA IN THE REAR OF THE
PROPERTY FROM THE HOUSE TO THE REAR EASEMENT.

¢ MARK WITHIN THE WHITE MARKED AREA IN THE NW CORNER OF
LOT.

e MARK 5FT EITHER SIDE OF WHITE FLAGGED ROUTE IN FRONT OF
PROPERTY FROM HOUSE TO EDGE OF ROAD.

¢ MARK A 20FT RADIUS OF THE POLE MARKED WITH WHITE PAINT IN
THE REAR OF THE PROPERTY.

¢ MARK THE ALLEY ON W SIDE OF PROPERTY, FOR WIDTH OF THE
AREA BETWEEN WHITE FLAGS

e MARK WITHIN WHITE PAINTED ARROWS ON E SIDE OF LOT.

Rural lots can be very large, so whenever possible refrain from using “MARK THE ENTIRE
LOT”. Try to be specific in the marking instructions and pre-mark the digging area (using white
marks to avoid confusion with the colored utility markings). If the excavation area is staked or
marked in any way, enter this information in the marking instructions area.

If the work will be within in the road right of ways, marking instructions should specifically
identify where the work will take place.

Examples:
e MARK 1°" ST FROM CURB TO CURB, FROM MAIN ST GOING N FOR 200
FT.
¢ MARK FROM CENTER OF ROAD GOING E TO FRONT LOT LINE.
¢ MARK ENTIRE EAST ROAD RIGHT OF WAY OF PAYNE AVE FROM SIMS
ST GOING N TO MAGNOLIA ST

If the work is not at a specific address, lot, or job site, marking instructions should describe the
extent of the job.

Examples:

15
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e MARK 20FT W OF CENTERLINE OF JEFFERSON ST FROM 2™ ST GOING N
FOR 1 BLOCK TO 3"ST.

e MARK THE S RIGHT OF WAY OF 2™ ST FROM ROCK RD GOING W FOR
200FT.

e FROM ROCK RD GO E APPROXIMATELY 500FT TO 401 2™ ST. MARK THE
N RIGHT OF WAY OF 2" ST FROM ADDRESS GOING E FOR 200FT.

DO NOT use abbreviations when describing the location of work or driving directions. The only
abbreviations that can be used are the approved street modifiers (page 10), directional identifiers,
and units of measurement.

Feet— FT North — N West - W
Inches — IN South-S East— E

Miles — Ml Northeast — NE Southeast - SE
Yards - YDS Southwest — SW Northwest - NW

The ONLY fields throughout the ticket where punctuation is acceptable are in the Marking
Instructions and Remarks fields. The only punctuation approved for use is periods and commas.

Summary

Once the ticket information has been completely entered, review it for accuracy. Then, click the
“VIEW MAP” button at the bottom of the screen. This will bring up the mapping application. The
computer will start a search for the address or intersection that was provided. The computer map
will either bring up the general location, or a further search may be needed to locate the correct
area. Once the correct area is found, draw a polygon to cover the entire area of excavation. After
verifying the area and polygon, select “APPROVE POLYGON.” This will bring up a new screen
with a list of utilities that will be notified. Next, click “SUBMIT TICKET.” The ticket will then
go into review and an e-mail will be sent to the e-mail address entered on the first page of your
ticket.

16
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Section 4

How to Map a Locate Request

In this section, you will learn in detail how to use the mapping application to draw the excavation
polygon.

The entire proposed area of excavation must be located within the polygon to notify member
utility companies. It is important to do this correctly to avoid over-notification and/or under-
notification of member utility companies.

Utility Members that are notified DO NOT receive a copy of the map with the ticket information;
therefore, it is necessary to be as accurate as possible when drawing the excavation polygon.

Locating the Correct Area

Search by Address
If you provide a numerical address for the excavation site, the computer’s first search is according
to that address. If the computer finds the address it will highlight a range on the street. (figure 4.1)
Check the following information to verify that you have found the correct location of work:

e The street name is spelled correctly.

e The address is within or near the address range provided (if applicable).

o The nearest intersecting street provided, is the closest street to the correct area.

e The polygon is located within the Map, Page, and Grid (if provided).

Address Range/Search “Hit” Figure 4.1

If you are working on a street or road with “State”, “County”, or “Hwy” in the name, and it has
an alternate name, use the alternate name or just the number to expedite the map search. This will
make your search a little faster and more effective.

If you have provided an address that is not found by the computer, a dialog box will appear
displaying a list of address ranges for the selected street (figure 4.2). Find and double-click on the
range that encompasses the address of the excavation area and confirm the correct location is
displayed on the map. If the address range is not available in the list, searching by the intersection
may get you to the general area.

17
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{éb Matching Streets 10| x|
- _____________

L=000002: 000024 R=000001:000023 MATN AT ODESSE CITY i
L=000100:00012Z6 R=000101:000127 MAIN 3T N BROWHS VALLEY TOWNSHIP

L=0000Z2Z6: 000050 R=000025:000045 MATN 3T ODES34 CITY

L=0001Z28:000132 R=000129:000133 MAIN 5T N BROWHS VALLEY TOWHNSHIP

L=000051:000099 R=000052:000095 MATIN 3T ODES34 CITY

L=000134:000142 R=000135:000143 MAIN 5T N BROWHS VALLEY TOWHNSHIP —
L=000101:0001%9% R=000100:000195 MATIN 3T ODESS34 CITY

L=000144:000156 R=000145:000157 MAIN 5T N BROWHS VALLEY TOWHNSHIP

L=000201:000299 R=0002Z00:000295 MAIN 5T ODESSA CITY

L=000155:000170 R=000159:000171 MAIN 5T N BROWHS VALLEY TOWHNSHIP -
« [ A
IJava Applet Window

Figure 4.2 ITIC Address Range

If you have defined the work site by two Intersecting streets, the intersection will be displayed in
the center of the map (provided it has been found by the computer). Draw the polygon to include
the entire excavation area. If the computer does not find the intersection, use a map (i.e. paper
map, plat book, Gallup, Wunnenberg, etc.) or search by Map, Page, Grid, or Lat/Long) to find the
excavation area. Apply this information to find the work site in the ITIC map. The intersection
may not appear on the map if the work is being done on newer roads.

Search by Latitude/Longitude

note: Although the coordinates (Lat/Long) will show one particular point on the map, the ITIC
user must still confirm the area of excavation and map accordingly. A Lat/Long coordinate
represents one particular spot on a map, like an X. Determine the entire excavation area using that
“spot” as a point of reference. You must provide distance and directions when necessary, as
facility locators may not have GPS units, and do not receive a copy of the ITIC map. For
complete instructions on how to search by lat/long coordinates, see Attachment B.

Search by Map Page Grid

Another method used to search for the excavation area is by Map, Page and Grid. You may
search for the Map, Page, and Grid using the “Grid Search” feature located on the upper right side
of the map screen. After the grid search is completed, proceed by narrowing the polygon as much
as possible by drawing a polygon to encompass the excavation area.

note: first try to find the excavation area using the address and/or intersection information.

ITIC Mapping Definitions

Location Information Fields
These fields will automatically populate the data entered from “Location Information.” The data
in these fields can be overwritten, but please note:

VERY IMPORTANT: ANY CHANGES made in Location Information fields,
(see Figure 4.3) while in the mapping application, WILL NOT be sent to the
member companies. Therefore, you MUST change the information on the
locate request itself, by clicking on *“cancel lookup”. This will return you to
page 2 of the location information screen. Enter the correct Location
Information, then click on “view map”
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ONE CALL CONCERTS ANOEA County, MN
City/Place BLATNE CITY Q?
Street Address 13258 ABERDEEN ST NE
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Location Information Dialogue Box & Mapping Function Icons Figure 4.3

Approve Polygon - Use this function after you have drawn the polygon to encompass
the entire excavation area. It approves the polygon and picks up any utilities affected in
that area.

Cancel Lookup - Cancels the map lookup and takes you back to the second page of
the locate request.

[~
)
(S0

Display Help - This function will display a list of help options for the mapping
application.
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=1 Street Search - To use this function, click on the “Street Search” button and the
specific streets will again be searched.

|§I
LA
i

Grid Search - This function will allow users to search for Map Page and Grid (if
provided)

B3]

= Latitude/longitude - (x,y) Coordinate search. This function will allow users to

search for a lat/long point.

Zoom In — Gives greater detail to the map and less area of map.

Zoom Out — Gives less detail to the map and greater area of map.

INTCIgre

Zoom Region - This feature allows you to select a specific area on the map to zoom in
on. To use this function, click on the “Zoom Region” button. Click and release on the
map, drag the mouse, and you should see a yellow rectangle form. Highlight the area you
would like to zoom in on and click the mouse again.

Identify Feature - This feature can help identify any roads, highways, rivers, lakes,
creeks or areas on the map that may not show a name. A box will be displayed showing
the name, address range (if applicable) and the township or city in which it is located and
any alias names the street may have. Sometimes zooming in on the map will make the
names more visible.

X

Delete Point - This function deletes the previous vertex of the polygon while it is still
being drawn.

@ Clear Polygon - Use this function to clear the entire polygon drawn and then begin
to draw a new one.

Modify Polygon
To edit an existing polygon, follow these instructions:

» Click and hold the “left or right mouse* inside any vertex circle (point) of the polygon .
» “Drag” the vertex a new area on the map.
» Release the mouse to set the new point.

Repeat these steps until you have re-shaped the polygon to encompass the entire excavation area.
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Location Identifier Panel (Bottom of ITIC map page)

This panel provides the ITIC user with a “real-time” location position within the area on the map.
As the “pointer arrow” is moved within the screen, both lat/long positions will be identified and
will constantly track the position of the tip of the pointer. Used in conjunction with the “Location
Information Dialogue” box at the top of the map, this will help verify the correct location of
work.

Drawing the Polygon

To begin drawing a polygon, click on the map where you would like to start. Drag the mouse to
the next vertex (circle) point, and click to establish the next vertex. Follow the same procedure to
encompass the entire area of excavation. To close the polygon, simply click within the circle of
your first point of the polygon.

Please Note: When drawing a polygon, if possible, draw it using a block-to-block scenario.
For example, see figure 4.5 . It is very important to draw the block-to-block area large
enough to cover the entire dig-site.

Knowing which direction (N, S, E or W) from the road the excavation area is located will assist
you in drawing an accurate polygon. If you are unsure which side of the road the dig-site is
located, redraw the polygon to encompass both sides of the road by extending the polygon one
block in either direction. The polygon should be drawn large enough to include the entire
excavation area. Once you have drawn an accurate polygon, submit your locate request by
selecting the “Approve Polygon” button.

Mapping 100FT Radius of Entire Intersection Figure 4.4

note: LSNC has determined the current maximum and minimum polygon size. You will
receive a warning if the polygon is too large or small. In addition, if you believe the work
will take place in the ROW draw your polygon at least 100 feet in to the ROW. For
example, see figure 4.6.

Notes for mapping rural areas with ITIC
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In rural areas it’s helpful if you know approximately how far and in what direction from the intersection the
digging will occur. Some areas have box numbers for addresses and the computer will not be able to bring
up an address range. Measure the correct distance from the intersection and be sure to draw a large enough
area to encompass the entire area. It helps to know how far you will be digging from the road and which
side of the road the work will take place to narrow the site down and get a more accurate polygon. If the
side of road is unknown, be sure to cover the same distance on both sides of road.

Also, when no address is provided and the worksite is a specified or approximate distance from the
provided intersection, it is important to NOT draw your polygon to include the intersection, if work is not
being done at the intersection. In that case, you should draw your polygon to cover ONLY the digging area,
rather than including the intersection.

Mapping examples

The next few pages will detail mapping examples for use with ITIC. Most of your locate request polygons
should be drawn according to the following examples. If you have any questions on how to draw your
excavation polygon accurately and completely, please call 713-432-0365 or e-mail
darla_lonestar@msn.com

Address: 118 Washington St

Intersecting Street: First St

Location of Work: Mark within white marked area throughout entire lot. (Site is E of First St and on N side
of Washington St)

ITain
a8
Washington WEes
Jefferson
o

ks : g
F E ﬂ
" =

Figure 4.5 Block-to-Block Polygon
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Address: 118 Washington St
Intersecting Street: Second St

Location of Work: Mark within the white marked areas on entire lot and both sides of
street. (Site is W of Second St and on N side of Washington St)

Tulaity
T
Washington wEg=
IP Oft
Jefferson

5 ki kS
2 o =
= [

Figure 4.6 Mapping the private property and entire ROW (both sides of St)

Address: 118 Washington St
Intersecting Street: Second St

Location of Work: Mark 10ft radius of each of 20 white painted X-marks throughout entire
property. (Site is W of Second St on unknown side of Washington St.)

Washington @

Tefferzon

Firat
Second
Third

Figure 4.7 Mapping Entire Property, Unknown Side of Road
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Street: Washington St

Intersecting Street: Second St

Location of Work: Mark 5ft radius of white stake in NE corner of intersection.

Il ain
Washington IIDD ft
L
“
100 it
Jefferson

f; i T

i = 3
2 (=

Figure 4.8 Mapping Stake in NE Corner of Intersection (All work within ROWonly)

Street: Washington St

Intersecting Street: First St

Location of Work: Mark within white painted area in S road right-of-way of Washington St from

First St going E for 600ft.

Washitgton

Jefferzon

IIIDD&

4

o0t

Y

First

Hecond

Figure 4.9 Mapping from Intersection

Third
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Address: 407 Hwy A
Intersecting Street: County Road 105

Location of Work: From County Road 105 go W on Hwy A approximately 600ft to site on N side
of rd. Mark within white flagged area in front of lot.

County Road 500
) 1 mile
{Appropriate Footage)
= 200ft in each direction from
™ the 600f point. =
o g
- o
g &
5 5
e 200 ft minimum o
Huwry &

&00 ft.
Figure 4.10 Driving Directions & Mapping Entire Front of Property

Section 5
Utility Notification List

After you have mapped the excavation area accurately and selected “Approve Polygon”, a new
“printer-friendly” screen will appear containing the “Utility Notification List” for your excavation
area. Remember that how the polygon is drawn affects which underground facility operators
are (or are not) notified. This screen shows a listing of district codes associated with the

underground facility operators’ names and their contact telephone number(s), which you may use
as needed.

UTILITY HNOTIFICATION LIST
[ District [ Companis [ Phone MNMumbher
CTHMMOG CENTURYTEL (507 426-—1000
TRIAXO1 TRIAX CABLEWVISION [(320) S589-45064
BIG=TROL1 BIG STOME COLNTY CO0OF OIL (8771 826-5569
CCLMETHO1 CITY OF CLIMNTON (800) 996-18515
OTTERTO4 OTTER TAIL FPOWER [(320) S89-3434
# of districts: 5
Submit Ticket I Suspend Ticket I Cancel I Backl

Figure 5.1 Utility Notification List

25




Copyright One Call Concepts, Inc., 2004 All Rights Reserved. Unauthorized use prohibited

At this point you can submit, suspend or cancel the ticket by choosing one of the options at the
bottom of the utility notification list page. If you cannot complete your ITIC locate request at the
present time, click “Suspend Ticket.” This will put your current ITIC locate request in a
“suspend” or “holding” file pending further processing. Please be aware, if you suspend a ticket,
you must call LSNC by 5pm on the day the locate request is suspended (Monday through Friday
only) to complete your locate request or it will be voided. If you choose to “Cancel” your locate
request, you will return to the ITIC main menu. Clicking “Back” will bring you back to the
location information page of the request.

Submitting Your Locate Request

If you are ready to complete your current ITIC locate request, click on “Submit Ticket.” The
ticket will bring up a new screen that explains the ticket will then be placed into review at the call
center and then sent to the affected utilities if all the necessary data is included. A copy of the
ticket will then be sent to the e-mail address provided.

If you have multiple tickets in the same geographical area and the marking instructions, etc. are
the same, click the “New Ticket” button and you can create a new ticket using information
previously input by you. Clicking on the “Finished” button will send you back to the main menu.

Your ticket number will immediately follow after you click the “Submit Ticket” button. Once you
have completed 40 error-free tickets, the call center no longer reviews your tickets on a regular
basis, but occasionally will “spot-check” tickets in the system. Therefore, it is very important for
you to be just as accurate on your first ticket as you are on your 500™ ticket. Congratulations!
You have successfully processed your locate request.

Losing a Ticket
If you lose a ticket, or if you have any questions or comments regarding ITIC please e-mail us at

darla_lonestar@msn.com. Please feel free to call LSNC at (713) 432-0365. Monday through
Friday 8am-5pm for further clarification of these instructions or for further assistance.
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Section 6

Java 2 Runtime Plug-In

One of the primary requirements necessary to use ITIC to its fullest capacity is to download and
install the Java 2 Runtime Environment plug-in. Currently, ITIC works best with Java version
1.4.2 or better. The Java plug-in enables you to view and use the map. Without Java, you will not
be able to map with ITIC.

Download Java for your desktop computer now!

What iz Java? | Dolhave Java? | Meed Help?

To check for Java, and to install and run Java: Access the internet and type this address in the
address field of your browser: http://java.com. At Java’s home page, in the upper-left corner of
the page is a link entitled “Free Java Download” (see above graphic). Next to that, there is a link
that states “Do | have Java?” Clicking that will take you to a page that will tell you if you have
Java installed, and what version it is. If you need to install Java, click the “Free Java Download”
button to begin downloading and installing Java. Scroll down further on that page to see detailed
installation instructions. After Java 2 has finished downloading you are ready to map with ITIC!
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Section 7

How to View or Update Locate Requests

In this section you will learn how to view, update, or default from existing locate request tickets
using ITIC.

After logging in and accepting the agreement, the ITIC main menu with corresponding identifier
commands will be displayed on your screen. To enable any of the functions, click on the

respective identifier you need. Clicking on “Cancel” in any of these identifiers will take you back
to the ITIC main menu.

Submit a Locate Request

View Locate Request
Update Ticket

Ticket Default

Incomplete Task

Logou

View a locate request

Enter the ticket number for the ticket you wish to view in the “Message Number” field and click
the “Search” button. This will allow you to view the ticket without viewing the map. You can
also print the ticket at this point. Clicking on “Cancel” will take you back to the ITIC main menu.

When done, you can hit “Backspace” on the keyboard or click the ”Back” button on the browser
toolbar. (This is the only time the “Back” button is okay to use.)

View Ticket

Message Number:
Rewv Number:

Search | Cancel
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Update a locate request

The Update function can ONLY be used to request a re-mark of refreshing of marks that have
gone missing or have become obliterated at the excavation site. Only the original ITIC user
and/or his/her company will be able to update their previously filed locate request via ITIC. The
Location of Work (Marking Instructions) field cannot be altered in any way, and no mapping will
be required, as there are no changes in the actual excavation area. Only the Remarks, Type of
Ticket and Work to Begin date/time fields may be modified as needed.

Enter the ticket number for the ticket you wish to update in the Message Number field. The
previously filed ticket will be displayed. After verifying that there are NO changes to the
“Location of Work” field, type the reason of the update, in the REMARKS field of the locate
request form. You may also click the default search button for remarks, scroll to the update
comment in the drop-down menu, and insert the same command. New or changed contact
information and/or phone numbers may be entered in the REMARKS field, as needed. Then, in
the “Ticket Type” field, select the UPDATE ticket type from the drop-down menu. (note) Be
careful to select the correct Ticket Type while updating a ticket. Failure to do so may cause your
Update to be delayed or cancelled in its entirety.

ITIC will automatically default to the minimum 48 hours (excluding weekends & holidays)
period allowed the facility operators to respond. (This time may be extended out to a maximum of
14 calendar days by the ITIC user, if so desired.) Then, click on “Submit Ticket”. A list of the
same facility operators originally notified will appear on the utility page along with contact
numbers. A new LSNC ticket will be issued and a new 14 Calendar Day period will begin from
the Work to Begin Date/Time field listed on the ticket.

Update Ticket

Message Number:
Rev Number:

Search Cancel
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Frequently Asked Questions/Troubleshooting

Q. Why is LOGOUT the only option | have after logging in?
A. If logging out is the only option showing after logging in then you have not been completely registered
through LSNC, you must e-mail or call LSNC Monday-Friday 8am-5pm for assistance.

Q. What if | forgot my password?
A. If you have forgotten your password, you can simply click on the “Forget your password?” link at the
bottom of the login screen, or you can call LSNC Monday-Friday 8am-5pm for assistance.

Q. Why can’t | submit a non-excavation locate (boundary survey or design) or a locate request that is
before the 2 working days, or if it’s an emergency?

A. Currently, ITIC tickets can be done if the locate is a new routine ticket, or update. Design or boundary
survey requests (non-excavation requests) must be faxed or called into the call center. A minimum of 48
hours, (not including weekends or Holidays) must be allowed prior to “routine” locate requests according
to Texas State Law. Currently, Emergency tickets must be called into the call center at (800) 669-8344 or
(713) 223-4567.

Q. What if the computer doesn’t find the address, street, or intersection I am looking for?

A. First check to see that all street and intersecting streets are spelled correctly, contains no punctuation
marks, and correct abbreviation and directional indicators are listed. (ST, AVE, BLVD, N,S,E,W...etc.)

A further search will need to be done to locate the correct area. You may change any information in the
Location Information fields that are found at the top of the map. These changes will not change any of the
information previously entered into the ticket. If changes are made in these fields that will affect the ticket,
you must go back into the ticket and make those changes. Then, you need to go back to the map, via the
View Map button. You can do a street search or grid search from the Location Information fields.

Q. What if my excavation area is larger than what the computer is letting me map?

A. If your area of excavation is larger than what the computer is letting you map, you will need to suspend
the ticket and call LSNC at (800) 669-8344 or (713) 223-4567 to finish the locate with an operator before
5pm that day. You may also choose to break the project down into smaller map-able areas by doing
“multiple” tickets in that area.

Q. What if I’m working on or near the county/state line and on both sides of the road?
A. If working along a county line road or state line road a ticket must be done for both counties and/or
states to cover both sides of the road.

Q. I am receiving an “Invalid Map/Grid Coordinate” error when | hit View Map. Why am | receiving that?
A. The reason for that error is because you are not entering Map, Page, and Grid in the way in which ITIC
accepts. Please refer to page 18 of this manual for complete instructions on how to correctly enter in ITIC.
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ATTACHMENT ‘B’ How to Enter and Use Latitude/Longitude

IMPORTANT: Even if lat/long coordinates are provided, ALL necessary information is
still required on the ticket! These fields should be filled out when using lat/long
coordinates:

Coord Type: Lat/North: Lon/East: Zone: (leave blank)

Follow these simple steps to ensure correct and accurate results:
1. Determine if the projection is NAD 27 or NAD 83
(If the lat/long is Datum WGS84, don’t panic, it’s the same as NAD 83)
2. Determine whether the coordinates are in degrees and decimal degrees or
degrees, minutes, and seconds.

Degrees and decimal degrees should be entered as follows:
Lat/North: 38.03546 Lon/East: -94.32124

Degrees, minutes and seconds should be entered as follows:
Lat/North: 380134 Lon/East: -94 30 16

The seconds field may contain a decimal.

Example: Lat/N: 380134 Lon/E: -94 30 16.4

NOTE: If an ITIC user does not know which type of projection or type of
coordinate is provided, enter the coordinates in the REMARKS field and map the
work area accordingly. You will not be able to complete the lat/long search.

3. Enter the digit that corresponds with the correct lat/long provided or type F2
for a list to choose from.

1 =NAD?27 DEC Lat/Lon coordinates — decimal form
2 = NAD83 DEC Lat/Lon coordinates — decimal form
3 =NAD27 DMS Lat/Lon coordinates — degrees, minutes, seconds
4 = NAD83 DMS Lat/Lon coordinates — degrees, minutes, seconds

4. Enter all coordinates exactly as provided with a single exception of entering a
“-* before the longitude, or you’ll be in China. (We’re W of the Prime
Meridian, longitude measures E, therefore, we need to make it negative).

5. Continue your search as normal. ITIC will search the lat/long first, then the
address, intersection, etc.

Although the coordinates will show one particular point on the map, you must still
confirm the area of excavation and mark accordingly. Keep in mind a lat/long coordinate
represents only one particular spot on the map, like an X. Determine the entire
excavation area using that “spot” as a point of reference. The ITIC user must have
distance and directions when necessary, as the locators may not have GPS machines.
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ATTACHMENT E - Driving Directions Tips and Formats

DRIVING DIRECTIONS FORMAT FOR ITIC PROFESSIONALS

ARE DRIVING DIRECTIONS (DD) NECESSARY? (With physical
address, not necessarily required.) May be helpful to locators to “drive™
them to a new address or site whether in city or remote township areas.

DD with NO physical address? Is work beginning AT the intersection? If
YES, 1¥ word in “Marking Instructions” is “Mark”. Example: MARK
white painted area in E road right of way of Main St FROM 1°T St
going N for 400ft.

DD with NO physical address? Is work beginning AT the intersection? If
NO, 1% word in Marking Directions is “From”. Example: FROM 1 St go
N on Main St approx 500ft to white stake on E side of RD. MARK 20ft
radius of stake.

Basic DD Format: FROM (nearest intersecting Street) GO (N,S,E,W)

ON (Dig Street) approximately (distance) to Dig Site ON (N,S,E,W) side
of road.

32



	Address, Street, City, State, Zip Code
	The mailing address of the ITIC user’s company is recorded in order to enable the computer to store this information in a mailing list database. This mailing list can be utilized to notify excavators of information pertaining to LSNC.
	Location Identifier Panel (Bottom of ITIC map page)
	Drawing the Polygon
	How to View or Update Locate Requests



