
Call Before You Dig’s OneCallAccess E-Ticket system updates Sept 2024! 

 

Here are some highlights of what is new and how to navigate commonly used funcƟons: 

 

1. The user interface has been redesigned: 

 

 

2. Users are now able to Cancel Ɵckets themselves online. 
3. Users can now share their Ɵckets with other OneCallAccess users. 
4. The new “Copy” Ɵcket acƟon replaces the former “Create From ExisƟng”.  This acƟon copies over all of 

the drop-down menu informaƟon from a previously submiƩed Ɵcket, and transfers it into a new Ɵcket.  You can 
then edit/modify any details of the Ɵcket before submiƫng.  This is a great Ɵme-saving feature for those who 
frequently do the same type of Ɵckets. 

5. We are now using Google Maps as our base map layer. 
 

 

 

 

 

 

 

 



How do I… 
1) Enter a New Ticket: 

Click the New Ticket” buƩon either in the leŌ-side menu, or on the top-right corner of your screen. 

 

2) Renew a Ticket: 

 

 

First-  Navigate to the Ɵcket you would like to renew by clicking on the Ɵcket in your recent history, or by clicking the 
“History” buƩon in the leŌ-side menu and performing a search for the specific Ɵcket. 

Second-  Once you have selected the Ɵcket you would like to renew, click on the “AcƟons” buƩon at the top-right corner 
of the screen and select “Renew Ticket”.  Then review the Ɵcket informaƟon and submit your renewal.  Note:  You can 

only renew a Ɵcket once the start date has passed, and you should only renew a Ɵcket that you are planning to be 
acƟvely working on in the next 30 days. 

 

 

 

 

 

 

 

 

 



3) View PosiƟveResponse: 

 

Click the “PosiƟve Response” buƩon on the leŌ-side menu and perform a search for any Ɵcket that you would like to 
view responses for.  Select the Ɵcket from your search results and click on each uƟlity name to view their responses. 

 

If your start date has passed and you have not received a PosiƟveResponse from a certain uƟlity, you may the Ɵck box 
next to that uƟlity and then click “Send Reminders” on the top-right corner of the screen to remind the uƟlity that you 

are sƟll awaiƟng their response. 

 

 

 

 

 

 



4) View My Ticket History: 

 

Click the “History” buƩon on the leŌ-side menu and you can perform a search for any of your Ɵcket history uƟlizing 
several different search filters. 

 

5) Share my Ɵckets with a co-worker: 

Click the “Ticket Sharing” buƩon in the leŌ-side menu

 

Then click “AcƟon” on the top-right corner 

 

Fill in either the username OR email address for the user that you would like to share your Ɵckets with, select a 
Ɵmeframe that you would like to share Ɵckets, permissions for that person to have (Read Only or Read/Write) and 

whether you want to share your enƟre Ɵcket history OR just Ɵckets created aŌer you iniƟate sharing with them.  Then hit 
the “Save” icon at the top-right corner.  This will send a noƟficaƟon to that user to accept your invitaƟon to share your 
Ɵckets.  If you selected “Read/Write” permissions, this user can perform any acƟons on a Ɵcket that you can, including 

Renew, Copy, Cancel or ConƟnue Ɵckets, on your behalf. 



 

 

 

6) Cancel a Ticket: 
Select the Ɵcket from your history that you wish to cancel.  Click the “AcƟons” buƩon on the top-right corner, 

then “Cancel”.  This will send a noƟficaƟon to all uƟliƟes that your Ɵcket has been cancelled, and when you view 
your Ɵcket history, the status for that Ɵcket will show as “Cancelled”. 

 

 

 

 


