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Virginia 811
108 N Jefferson St. Suite 312

Roanoke, VA 24016
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WORK TYPE
•	Locators need to know the type of 

work to help determine what markings 
are needed.

•	If there is more than one work type, 
then please add the additional types 
in the Excavation Area. 

•	This will ensure that your request is 
covering all types of work that will be 
done on the property.

DONE FOR
•	Provide the company or homeowner 

that you are doing the work for. 

•	If you are a homeowner, contractor, 
or utility company that is doing the 
work for yourself, enter the word 
“Same.”

SUBDIVISION
•	If  the work area is  in a new 

subdivision, it is helpful for the 
locator if the name of the new area 
or subdivision is entered here. 

•	It is also helpful to know if the work 
is at a place with a known name: 
malls, parks, schools, military 
bases.

LOT #
•	The lot number, building number, or section number 

will go into this field to help the utility locators find the 
excavation area.

COUNTY/CITY
•	The county or city that the work is taking place. 

•	Please note that the area of excavation may have a city 
address, but could be within the neighboring county. 

TICKET ENTRY BEST PRACTICES BY TICKET FIELDS

STREET ADDRESS / CROSS 
STREETS

•	Provide the address where the work is taking place. 
•	If there is no address, then the street where the work is 

taking place will be needed. A cross street, or two will 
also be required, to find the location on the map.

•	It is recommended to have at least one cross street, even 
if an address is provided.

EXCAVATION AREA
The description of the work area will be entered in this 
section. 
This provides a clear explanation of where the work is 
taking place. 

•	Property parcel - Indicate if the work is at the front, sides 
or rear of the property. Also indicate if the street(s) or alleys 
bordering the property need to be included.

•	Road or highway - Begin by describing where your 
excavation will begin and end. Include any distance and/
or direction and how far out on either side your excavation 
will take place.

•	Access issues – Any gates, fences, animals, gates codes, 
check-in at a guard building. Hours of operation are also 
helpful.

•	Military bases or government property - If the work is at a 
military base or government facility, indicate if utility locators 
need proper ID or special clearance to have access to the 
excavation area.

STANDARD SAFETY 
QUESTIONS 

•	Boring – Will a boring machine or horizontal drilling 
machine be used for part of the excavation? The 
utility locators need to know this information for 
marking purposes.

•	Blasting – Will explosives of any kind be used during 
excavation?

•	White Paint – White paint, flags or stakes that clearly 
indicate the excavation area are always helpful for 
the utility locators. The color white is the color used 
for proposed excavation.
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Normal locate requests can be entered in Exactix.

Qualified users can also use the ticket entry software to enter 
Emergency and 3HR Notice tickets.  

Update, Re-Mark and Cancel tickets 
can be entered as well.

All ticket types can be processed by our Damage Prevention 
Specialist (DPS) by calling 811.  
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Virginia 811 Training provides the training you need to 
fill out a locate request.  It is intended for professional 
excavators. By using the system at this level, users become 
very familiar with the notification requirements. 

Virginia 811 Exactix Training

CBT training is available with no test, as well as an option to 
test at the end of training to demonstrate that you successfully 
passed the course. You must go through a registration process and 
have an account to use the test option.

In addition to Academy training, 
online CBT on the Virginia Underground Utility Damage 

Prevention Act is also available.

CBT training covers information and requirements 
found in the following:

Excavator Computer Based Training (CBT)

The Virginia Professional 
Excavator’s Manual

Virginia Underground Utility 
Marking Standards

The Code 
of Virginia

Go to the Virginia 811 Training here:
https://app.coursettra.com/n/credential/public/
marketing/51598812-8e27-f011-a882-c2395677bcd6
or scan the QR code

Get started with CBT here: 
partner.its-training.com/
va811/index.htm or scan 
the QR code

Go to page 36 to learn more 
about how to access these Virginia 
State Corporation Commission 
resources.

TRAINING & RESOURCES
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Web Ticket Entry (WTE) Users
Engineers, professional excavators, and utility owners who are 
qualified to enter locate requests using the Virginia 811 ticket 
entry software.

20


