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Update Ticket

This guide provides a step-by-step process for updating tickets in the Colorado811
system. By following this guide, users can streamline their workflow, avoid potential
delays, and ensure that all necessary utility responses are obtained. It's an essential
resource for anyone involved in excavation or utility management in Colorado.

1 Update a Ticket

Navigate to your Ticket Dashboard. Under the "Tickets" tab, find an select the
ticket you would like to take action on. Click the ticket.
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2 Click "Responses" to view Positive Responses and comments. Read all Dates,
Service Areas, Responses and Comments carefully.
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3 An Update Ticket is processed when an existing ticket needs to be extended or
revised. Reasons to process an update ticket can be things like:

• Adding new information

• Changing existing information

• Correcting errors

• Marks need refreshed (later than 5 business days after the Locate By Date)

• Excavation will extend past thirty (30) days from the Locate By Date on the original ticket

To submit an "Update" ticket, take the same initial steps of finding the ticket, and
checking positive response, then, click "Update."
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4 In the "Reason" field click on the reason for updating the ticket from the
drop-down selections.

5 Select your reason.
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6 Click "OK" or click "Cancel" to go back to the ticket.

7 Add, change or remove information, make changes at this point to add, change or
remove information.
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9 Click "Save/Continue" to proceed or "Discard" to stop taking action on this
ticket. For this example, we will "Save/Continue."
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10 Carefully verify all information including the polygon and click "Above
Information is Correct."

11 Click "Send Ticket"
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12 The "Ticket Saved" screen will appear with your ticket number and new version
number. Click "Close"

13 All service areas will be suppressed (held back) from being re-notified. Click
"Un-Suppress" for all service areas or utility types that need to respond.
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14 Ensure all service areas that need to be re-notified have "No" under the
"Supressed" column and click "Send Ticket."


