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THE TICKET CHECK PROCESS

Ticket Check® is a positive response system where locators provide their

TICKET X . - .
CHECK response with the status of the ticket which can then be viewed by the
excavator.
‘1. Excavator notifies Koatenai County One Call and 2. Ticket logged into computer and sent to Member
describes their dig area. Utilities and Ticket Check® system.

3. Each member utility determines the proper response to the locate ticket and communicates their responses to the
Ticket Check® system. Responses are stored and can be recalled and viewed with the ticket at any time.

Utility A - “Clear/No Conflict” Utility B - “Marked”

Utility C - “Not Yet Responded”

4. Ticket Check® closes the loop by sending a notice to the excavator with the status that has been supplied by each
member utility. Before even visiting the job site, the excavator has a record of the action each utility took.

5. Excavator’s work begins!




WELCOME TO TICKET CHECK!

Ticket Check is a web-based tool that allows a facility operator to provide a “positive response”

to locate requests from Kootenai County One Call. Locators and Utilities can use Ticket Check to
respond with status messaging regarding whether the ticket has been marked or cleared. Ticket
Check is accessed through iSite, the comprehensive web portal for all of Kootenai County One Call
web-based ticket management tools.

ISITE IS READY TO HELP
LOGIN TO BEGIN

USERNAME

SITE PASSWORD
LOGIN

| FORGOT YOUR PASSWORD?+—
| NEED TO REGISTER? |

| Search and Status ‘

To access Ticket Check point your web browser to www.managetickets.com

If you do not already have an iSite login, contact the Call Center by email at nwitic@occinc.com for
access to Ticket Check for Kootenai County One Call.

|
If you have forgotten your login information, you can click the FORGOT YOUR PASSWORD? link, also

located below the login and password fields.

Once you enter your password and login and hit return, you'll be logged in to iSite.



WELCOME TO TICKET CHECK!

Once logged in to iSite click the TICKET CHECK button on the left side of the page. This will bring you
to the Ticket Management page.

| SEARCH &

STATUS www.kootenaicountyonecall.com CALL DAL
ootenai County BEFORE

TICKET

CHECK @jtilitics Council YOU 8] 1

PO Box 1031 - Hayden ID 83835 D I G 1-800-428-4950

Contact Help Chat

WELCOME TO ISITE POWERED BY ONE CALL CONCEPTS
PLEASE MAKE YOUR SELECTION . . .




TICKET MANAGEMENT PAGE

The Ticket Management Page is the main interface for Ticket Check. Let’'s take a look at the different

functions available to you.

ISITE Home (Button) e
Clicking this button will
return you to the iSite Main
Menu.

Admin (Button)
Clicking this button will
bring you to the Ticket
Administration Menu.

| Map Tickets || Print Tickets | Batch Process Tickets |

Contact (Button) *——
Will display a page with
contact information for
the call center.

Help (Button)

Will display a page
with links to training
materials.

559 unviewed emergency tickets)
iSite User: oce-blogsdon

Change Current Display

b All Tickets in Production

T %HI- ATTHAWO1 (AT&T)
LI - HECOOT (HAWAIAN ELECTRIC CO)
HBD - ACDADT {AVISTA UTILITIES)
CJOR - GRESHO1 (CITY OF GRESHAM)
(IOR - TESTO1 (TESTO1)
WA - AVCO107 (AVISTA)

Al Locatars et

Districts:
Check All|
ERESSE)

UnCheck Al

Locator:

Refine Search: Select Field v =

Date Received Betwsan:

—
]

———0 02/06/2023 and (02/10/2023

A
Unviswed
Emergency

Viewed Mﬂe:r“c =

PFricrity
Ermergency oy

248 ticket records found.

Tickets for District ID - AVCDAO1
( 02/06/2023 to 02/10/2023 )

#11 OrigCall 1} Begintl Header 1 | Street T |

L

Ticket Management Menu./

Past Due

City T4

Reports (Button) e

LHI - COHTRO1 [CNTY OF HAWAII-TRAFFIC)

LIHI - TESTOT (HAWAI ONE CAl

CIMT - BLPUDO1 (CITY OF BILLINGS PW. DEPT.)

[LJOR - NWWIND1T (NW NATURAL)

CIWA - BLAKESO1 [THREE LAKES WATER ASSOC, |
(WA - TESTO2 (UTILTY NCTIFGATION CENTER)

— D!

T N
18 || Show Tickets

@ v

"] Multiple Z
Locked Ato- Update
Assignments

Pending

Extension

Countyt] STtTI District T |

LL- TESTING)

loct]  Statust]

|—° Chat (Button])

These fields allow you to
narrow down the list of tickets
received by your company.

Clicking this button will bring
you to the Reports menu.

Clicking this button will
connect you with the Live Help
Chat function. If Live Help Chat
is not available, you will be able

to send an email for help.



TICKET MANAGEMENT PAGE

On the Ticket Management screen you can display a list of tickets sent to your company that are
currently in the system. You can sort them in a variety of different ways. Let’s look at how you can do
that now.

Change Current Display
Ticket Set

Al Tickets in Production
Districta: CIH - ATTHAWD1 [ATET) CH - COHTRO1 [CNTY OF HAWAI-TRAFFIC)
Check Al TH| - HECOO1 (HAWAIAN ELECTRIC CO) “HI - TESTOT (HAWAI ONE CALL- TESTING)
— B0 - AVCDAD1 (AVISTA UTILITES) MT - BLPUDO1 (CITY OF BILLINGS PW. DEPT)
| Lncheac Al JOR - GRESHO1 (CITY OF GRESHAM) CIOR - NWINO1 (NW NATURAL)
IOR - TESTO1 (TESTO1) WA - BLAKESOT (THREE LAKES WATER ASSOC, INC)
WA - AVCOT01 (AVISTA) WA - TESTO2 (UTILITY NOTIFIGATION CENTER)

All Locators

Refine Search: Select Field E ot
Date Received Between:

Locator

02/06/2023 [ and 02/10/2023 = || show Tac<eTS]

Choose the ticket set you'd like to display on the Ticket Management
screen from the options available in the drop-down box.

Select Ticket Set

v All Tickets in Production
TICKET i
CHECK Cancelled TICket.S
Open Emergencies
Change Current Display Open Emergencies ALL

Ticket Set e . . - {
- Al Tickets in Production v Open Emergencies & Insufficient Notices - ALL
Districts: CIH| - ATTHAWDT (AT&T) .
Check Al JH - HECOOT (HAWAIAN ELECTRIC CO) Open Tickets
BID - AYCDADT (AVISTA UTILITIES) Open Tickets Due Toda
| Lrthec Al 10R - GRESHO1 (OTY OF GRESHAM) P . Y .
IOR - TESTO' (TESTOA) Open Tickets Due Next Business Day
I - AVCO107 (AVISTA) 5 = _
LEELe Al Locators v . " ®
s e Tickets without Responses
= -l -;v ’i| |:e = . .
okl v Unassigned Open Tickets
Date Received Between: [— =

02/06/2023 and 02/10/2023

Updated Tickets
No Response Tickets




Select District Code

TICKET
CHECK

Change Current Display
Ticket Set:

Districts: _
Check Al

UnChechk Al

Locatar:
Refine Search:

Date Received Between:

Refine Search (Optional)

TICKET
CHECK

Change Current Display
Ticket Set:

Districts: _
Check Al

UnChechk Al

Locatar:

Refine Search:

Date Received Between:

If you have more than one district code linked to your
Ticket Check account, you can choose to filter tickets by a
particular district code.

All Tickets in Praduction
HI - ATTHAWO1 (AT&T)
Hl - HECOO1 (HAWAIAN ELECTRIC CO)
ID - AVCDADT (AVISTA UTILITIES)
TOR - GRESHO1 (CITY OF GRESHAM)
CIOR - TESTO1 (TESTO1)
WA - AVCO101 (AVISTA)

All Locators b
Select Field hd

02/06/2023 Eland 02r10/2023

WO oo

[JHI - COHTRO1 [CNTY OF HAWAIIFTRAFFC)

LJHI - TESTO1 (HAWAIl ONE CALL- TESTING)

[LIMT - BILPUDOD1 (CITY OF BILLINGS PAW. DEFT.)

CJOR - NWNOT (NW NATURAL)

WA - BLAKESD (THREE LAKES WATER ASSOC, INC)
WA - TESTD2 (UTILITY NOTIFIGATION CENTER)

[+] =
[ || show Tickets

This optional step lets you refine your ticket search
based on a variety of parameters.

All Tickets in Production
HI - ATTHAWO1 (AT&T)
Hl - HECOO1 (HAWAIAN ELECTRIC CO)
®ID - AVCDADT (AVISTA LITILITIES)
TIOR - GRESHO1 (CITY OF GRESHAM)
CJOR - TESTO1 (TESTO1)
WA - AVCO101 (AVISTA)

All Locators b
| ¢ Select Field v
02/06/2023 E |and 02/10/2023

Select Field
Address

Alternate Contact
Alternate Phone
Area Marked White
Best Contact Time
Caller Address

Caller State
Caller Street
Caller Zip
Company Name
Contact Email
Contact Extension
Contact Fax
Contact Name
Contact Phone




Click the
button to refine your
search by additional
criteria.

Click the

button to clear
all Refine Search
criteria.

TICKET
CHECK

Change Current Display
Ticket Set:

Districts: _

Locator:
Refine Search:

Date Received Between:

Refine Date Range

TICKET

Change Current Display
Ticket Set:

Refine Search:

Date Received Betwesn:

27 ticket records found.

Tickets for District ID - AVCDAO1

( 02/06/2023 to 02/10/2023 )

mw #11 OrigCall Tl

All Tickets in Production

HI - ATTHAWO1 (AT&T)

Hl - HECCO1 (HAWAIAN ELECTRIC CO)
EID - AVCDADT (AVISTA UTILITIES)
_IOR - GRESHO1 (CITY OF GRESHAM)
_JOR - TESTO1 (TESTO1)

WA - AVCO101 (AVISTA)

All Locators b

S =

Select Field

02/06/2023 | = |and 0271072023

HI - COHTRO1 [GNTY OF HAWAITRAFAC)

HI - TESTO1 (HAWAI ONE GALL- TESTING)

IMT - BILPUDO1 (CITY OF BILLINGS PV, DEPT)

DOR - NWINGT [NW NATURAL)

(WA - BLAKESOT (THREE LAKES WATER ASSOC, INC)
([TWA - TESTO2 (UTILITY NOTIFICATION CENTER)

[F=] | Show Tickets

Refine your date range to what you'd prefer - select the start
and end dates you'd like to search for tickets within.

|

All Tickets in
LHI - ATTHAW

Productio

[HI - HECOO1
D - AVCDAD
(OR - GRESH

01 (AT&T)

(HAWAIAN ELECTRIC CO)
1 (AVISTA UTILITIES)
01 (CITY OF GRESHAM)

CIOR - TESTO
WA - AVCO1

All Locators

(TESTO1)
01 (AVISTA)

'

aller City v = PostFalls

Street w|= Seltice

o ——-
02/06/2023 and| D2/10/2023

CHI - COHTROT (CNTY OF HAWAITRAFFIC)
(I - TESTD1 (HAWAI ONE CALL- TESTING)
CMT - BILPUDOT (CITY OF BILLINGS P\, DEPT)
CIOR - NWNOT (NW NATURAL)

WA - BLAKESD1 (THREE LAKES WATER ASSCOC, INC)

-

[+]

]

I Show Tickets

L

o
A

Urviewed
Emergency

7| su Mo
Mestif

Wigwed Tu

= Priority
Emergency -

7
14
21
28

February 2023

We Th Sa

1 2 4
B 9 11

I\::l
18

221 23 25

WA - TESTOZ (UTILITY NOTIFICATION CENTER)

¥
FPending
Extensior

Begin Tl Header 1 |

City 11

County 1 l

STTl  DistrictTl Loctl  Statustl




Show Tickets

the parameters you've specified in the previous fields.

TICKET
CHECK

|I‘v1a|;; .'-i::kmz;” Prirt Tickets || Batch Process Tickets

Clicking on “SHOW TICKETS” will generate a list of tickets based on

@E CALL CONCEPTS ISITE Home
|

559 unviewed emergency tickets

iSite User: occ-blogsdan

Change Current Display
Ticket Set;

Districts:
Check All|

Locator:

Refine Search:
Date Heceived Betwaen:

A
Urviewed
Emergency

3 tickst records found.

Tickets for District ID - AVCDAO1
( 02/06/2023 to 02/08/2023 )

Origcall f | Begin T}

02/09/2023
o
02/00/2023
00:00
02/10/2023
00:00

#1l
230370007 02/06/2023
10:00
DOOB  02/06/2023
10:08
34 02/07/2023

records listed.

Al Tickets in Production

Hi - ATTHAWO1 (ATAT)

Hi - HECCO1 (HAWAIAN ELECTRIC CO)
FID - AVCDADT (AMISTA UTILITIES)

OR - GRESHO1 (CITY OF GRESHAM)

OR - TESTOT (TESTO1)

WA - AVCO101 (AVISTA)

Al Locators g

Caler City v = Post

Streat i

02/06/2023 angd

=~

Viewed Mesting

= Pricrity
Emergency Y

Street 1 |
30561 E SELTICE
ViaY
3101 E SELTICE
WVAY
2179 'W SELTICE
ViAY

Header T |
STANDARD
LOCATE
STANDARD
LOCATE
STANDARD
LOCATE

Past |

Falls

Saltice

02/08/2023

Due

City 11

POST
FALLS
POST
FaLLS
POST
FALLS

C WA - BLAKESO1 (THREE LAKES \)

HI - COHTROT (CNTY OF HAVWAL-
HI - TESTOH (HAWAI ONE CALL- T]
MT - BILFUDO1 (CITY OF BILLING
OF - NWNDT (NW NATURAL)

WA - TESTOZ (UTILITY NOTIFICATH

RAFFIC)
ESTING)
s PW. DEFT.)

IATER ASSCGC, INC)
DN CENTER)

Multiple
Auto-

¥
Pending

L
Yok Extension

Assignments

County 1 |

KOOTENA

KOOTENA

KOCTENA

sTtl District T |

D AVCDAD1

(8] AVCDAD1

(0]

AVCDADT

Loctl

Status T |
Does Mot Report (Not Yet
Responded)
Does Mot Report (Mot et
Respondad
Does Mot Report (Mot et
Responded)

You should see a list of tickets below the display options. If you don’t, choose
other filter parameters. The list of tickets will display a variety of information
including the total number of tickets matching your search parameters, the
ticket number for each ticket, and the start date & time for each ticket.

Clicking on a ticket number will display the complete ticket information.



VIEWING A TICKET

The excavation and contact information will be displayed in the top portion of the ticket window. The
bottom portion of the ticket displays the members notified as well as the ticket status and history.
You can check the History section to see how the locators have responded.

. T I
)

KCUC

Ticket Number: Revision Number: [
Type of Request: AT Original Call Darbe: (206
Work to Bogin Date: [0 X Expiration Date: (07

TICKET ACTIONS

s Facility owners can change
s the status of each ticket by
choosing the appropriate
response in the Change
Status drop-down menu (see
next page for more info).

Facility owners can add notes
on the status of the ticket in
the Status Comments field

(see next page for more info).

MEMBERS NOTIFIED

District

—= At the very bottom of the
ticket window you can see
a summary of all activity
i S— ] performed on that ticket.

Status Comments (250 character Bmit]




RESPONDING TO LOCATE REQUESTS

Responding to locate requests is accomplished by setting the status of a locate request (or
“statusing”). To set a status, navigate to the Locator Information section of the ticket and click the

Change Status drop-down menu.
1

Select a status that reflects the current marking status of the ticket, then click one of the three
Save buttons on the right side of the screen.

T

Past Work Start? Y Tigket b C|ear/N0 Conflict 7

Add Private Attachient|

Marked - Utility Representative Requwed

Private Attachments
None Work-In-Progress - Not Yet Completed
Public Attachments Not Marked - Contact Locator ASAP
Mone
| Save, Retum to Ticket List and Refresh \ﬂew.]_
CLu'ren’r Status: Nat Yat Responded
Change Status: | Save and Retum to Ticket List |

| Sawve and Stay on This Ticket |

Status Comments (250 character limit)

| Save and Go To Next Ticket |

| dust Go To Next Ticket |

Status Comments

Enter any additional status notes in the Status Commments field (located just below the Change
Status drop-down menu). Status Commments will appear in the Ticket History next to the ticket's
status.

Save, Return to Ticket List and Refresh (Button)
Clicking this button will save the changes you have made to the ticket, then return you to the Ticket Management page,
and update the ticket list with the changes you have just made.

Save, and Return to Ticket List (Button)
Clicking this button will save the changes you have made to the ticket, then return you to the Ticket Management page.

Save and Stay on This Ticket (Button)
Clicking this button will save the changes you have made to the ticket and return to this ticket.

Save and Go To Next Ticket (Button)
Clicking this button will save the changes you have made to the ticket, then go to the next ticket on the list.

Just Go To Next Ticket (Button)
Clicking this button will go to the next ticket on the list without saving the changes you have made to the ticket.

NOTE: If you do not save the ticket your
status change will not be saved.



ACCOUNT SETTINGS

Edit User Account

This menu will allow you to choose from a variety of default settings that appear when first logging in
to Ticket Check. The options include Password, Email, Default State, Default Ticket Set, and Default
District. The Account Settings menu can be accessed under the Administration menu.

SETTINGS ceprs

iSite User: wa-test1

Customer: 3113295

ISite User: wa-test1
Password: sscocece

Email: brianc@occinc.com

Default State: ldaho s

Default Ticket Set: Tickets available for Statusing ¥
Default District: | [D - AVCDAO1 - AVISTA UTILITIES




REPORTS MENU

The Reports section provides options for running reports on several different aspects of Ticket
Check. The types of available Reports will vary depending on your level of customer access.
Reports may be accessed by clicking the Reports button in the upper-right corner of the page.

REPORTS

Click the link for the type of report you would like to run.

(OnecauL concerrs  ISIISIRISIS

Report Name

District Detail

‘ District Summary ‘

‘ Ticket Check Compliance ‘

Ticket Marked |

‘ Ticket Count Report I

I REPORTS

Description

Provides details by district code per day for the provided date range. This includes a summary of tickets
received and statuses made.

Provides the Summary by District Code for the Tickets Received and Statuses provided. This report is for
Ticket Check centers.

This report provides on time, late and not responded tickets for a given timeframe, ticket header(s) and district
code(s)

This report will give a complete list of the tickets, header, and the provided statuses with their date and
method.

This report provides counts of tickets

ISTE Home | Cortact | Hel
@mu i

District Detail Report

Reports

Date: Mon Feb 13 16:49:52 EST 2023

Begin Date: |01/01/2023 [@
End Date: | &

[HI - ATTHAWD1 (AT&T)

CHI - COHTRO1 [CNTY OF HAWAIFTRAFFIC)

Districts: (| - HECOOT (HAWAIAN ELEGTRIC COJ_H) - TESTOT (HAWAI ONE GALL- TESTING) When prompted, fill in the
Check ALL| BAID - AVCDAOT (AVISTA UTILITIES) CIMT - BILPUDD1 (CITY OF BLLINGS PW. DEPT) ) i _
COR - GRESHO1 (CITY OF GRESHAM)  [JOR - NWINOT (NW NATURAL) appropriate fields to specify the

_IOR - TESTO1 [TESTO1)

WA - AVCO101 (AVISTA)

Format:

CIVVA - BLAKESO1 (THREE LAKES WATER ASSOG, ING)

WA - TESTOZ (UTILITY NOTIFIGATION CENTER) parameters of the report, and click

RUN REPORT.
!

| Run Report I|=




