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Posting Positive Response for Members

This guide provides a step-by-step process for effectively posting positive responses
within Exactix, ensuring users can navigate the platform with ease. By following the
outlined steps, users can efficiently attach files, add comments, and manage their
responses, enhancing communication and collaboration. Whether you're new to the
system or looking to streamline your workflow, this guide is an essential resource for
maximizing your experience.

1 As a member, there are multiple ways to post positive responses to tickets within
Exactix. Explore the different ways below and find what works best for you!
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2 From your Exactix dashboard, click either "Tickets" on the banner on the left side
of the screen or "Go to Ticket Dashboard" to find the tickets for your service
area(s).
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3 Once on the ticket dashboard, you will find a list of all tickets for your Service
Area(s). On the left side, you should see several categories for quick sorting and
viewing of available tickets: Response Due in 48 hours, Past Due, and Tickets on
Map. If you are also an excavator and submit tickets in Exactix, you may also see a
"My Tickets" category in this list. Check out our other training material,
"Members- Reviewing Tickets," for more information on these ticket
categories and steps for thoroughly reviewing tickets within Exactix!

Once you have found the ticket needing a positive response, click on the ticket
row. Clicking anywhere on the ticket row should open the ticket. Alternatively, you
can click on the 3-dot menu (⋮) and select "View Ticket" to open it as well.
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4 Positive Response Posting Method #1 - Posting via the "Service Areas" tab
within the full ticket view.

When the ticket is open for viewing, there are various tabs just under the ticket
information near the top. Click on the "Service Areas" tab.

5 The "Service Areas" tab shows all of the service area codes that were notified on
this ticket. For the Service Areas that you have access to post responses for, you
should see an "add new" link under the Positive Response Column.

Click the "add new" link for the Service Area code you want to post a positive
response to.
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6 A pop-up will appear to "Add Response for Ticket A000000000".

The top required field for "Service Area" will be auto-filled with the Service Area
you clicked the "add new" link for. Next, select the positive response you want to
post from the available responses drop-down in the required "Response" field.
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7 Next, add the Comment that will be uploaded along with the positive response.

Note: If you have picked a positive response that requires a comment to be
added, then there will be a little red asterisk (*) next to "Comment" for that
field. There is a 10-character minimum for required comments.

8 Next, upload your positive response supporting documentation by clicking the
"Select Files" button. This will open the file explorer on your device, allowing you
to browse and find the attachment(s) you want to upload.
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9 Once the file(s) have been uploaded, to the right of the uploaded file, you will see
a link to "open" the attachment for review, "download" the attachment to your
device, and "remove" the uploaded attachment if this is not the correct
attachment that you intended to upload.

Note: Always review the files you have uploaded by "opening" them before
continuing to ensure they are the correct attachments. This is the only time
you can "remove" an uploaded attachment if it is not accurate. After you hit
"save," you will no longer be able to remove any uploaded attachments.
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10 Sample "opening" of the uploaded attachment.
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11 Once you verify that everything on the "Add Response for Ticket A000000000"
pop-up is correct, it needs to be saved.

There are two save buttons:

  • "Save" will save what you have entered into the ticket and close the pop-up

  • "Save & Add Another" will save what you have entered into the ticket and reopen the "Add
Response for Ticket A000000000" for the ticket, allowing you to add another positive response.
This is useful if you have more than one Service Area code on the ticket that you need to
respond to positively.
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12 After saving the response, you should see the positive response posted, along
with the response comments, and the number of attachments that were included
on the row for your service code(s).

There are also options to "view/view all" the attachment(s) that were uploaded,
and an option to "add new," which allows you to add a new positive response to
the ticket for this service code if needed. There is no way to delete a positive
response or attachments that have been saved to a ticket; however, a new
updated positive response can be posted instead.
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13 Positive Response Posting Method #2 - Posting via the "Responses" tab
within the full ticket view.

When the ticket is open for viewing, there are various tabs just under the ticket
information near the top. Click on the "Responses" tab.
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14 The "Responses" tab shows the service area codes that you have access to post
positive responses for, as well as any responses that may have been posted
already.

Click the "add new" link under the "Response" column for the Service Area code
you want to post a positive response to.
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15 A pop-up will appear to "Add Response for Ticket A000000000".

Follow the same steps as before to complete this pop-up.
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16 After saving the response, you should see the positive response posted, along
with the response comments, and the number of attachments that were included
on the row for your service code(s).

There is also an option to "view" the attachment(s) that were uploaded, as well as
an option to "add new," which allows you to add a new positive response to the
ticket for this service code if needed. There is no way to delete a positive response
or attachments that have been saved to a ticket; however, a new updated positive
response can be posted instead.

The "Show" filters can sort responses on the "Responses" tab; "Current Only"
which will show the most recent response posted, "No Response" will show any of
your service area codes that do not have a response posted yet, "All" will show all
posted responses old and new, and "Include Events" will include the events log
rows in the display as well.
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17 Positive Response Posting Method #3 - Posting via the "Add Response"
button in the "Responses" tab within the full ticket view.

When the ticket is open for viewing, there are various tabs just under the ticket
information near the top. Click on the "Responses" tab.

18 A pop-up will appear to "Add Response for Ticket A000000000".

Follow the same steps as before to complete this pop-up.
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19 After saving the response, you should see the positive response posted, along
with the response comments, and the number of attachments that were included
on the row for your service code(s).

There is also an option to "view" the attachment(s) that were uploaded, as well as
an option to "add new", which allows you to add a new positive response to the
ticket for this service code if needed. If there is no "add new" button available,
then the ticket has been canceled.

There is no way to delete a positive response or attachments that have been saved
to a ticket; however, a new updated positive response can be posted instead.
The "Show" filters can sort responses on the "Responses" tab; "Current Only"
which will show the most recent response posted, "No Response" will show any of
your service area codes that do not have a response posted yet, "All" will show all
posted responses old and new, and "Include Events" will include the events log
rows in the display as well.



Made with Scribe - https://scribehow.com 17

20 Positive Response Posting Method #4 - Posting via the 3-dot menu (⋮) next
to the ticket on your Ticket Dashboard.

Find the ticket you want to post a positive response to on your ticket dashboard
and click on the 3-dot menu (⋮) on the left side of the ticket row, then select "Add
Response".
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21 A pop-up will appear to "Add Response for Ticket A000000000".

Follow the same steps as before to complete this pop-up.

22 After saving the response, you should see the positive response code that was
posted listed under the "Current Response" column for that ticket.

You can open the whole ticket and go to the "Responses" tab to fully view the
posted response as well as the response comments, and the number of
attachments that were included on the row for your service code(s).
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23 Positive Response Posting Method #5 - Posting to multiple tickets as once
via the Ticket Dashboard.

Find the tickets that you want to post a positive response to on your ticket
dashboard and select the checkbox for them on the left side of the ticket row.
Select as many tickets as you want, make sure that posting the SAME EXACT
response to all of them is appropriate.

24 Next, click the "Add Response" icon located at the top of the ticket dashboard
ticket list.
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25 Users will receive a pop-up confirming that they are about to post a positive
response to multiple tickets. Click "OK" to proceed.

26 A pop-up will appear to "Add Response for Multiple Tickets," listing the selected
ticket numbers under the "Affected Tickets:" section.

Follow the same steps as before to complete this pop-up.
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27 After saving the response, you should see the positive response code that was
posted listed under the "Current Response" column for that ticket.

You can open the whole ticket and go to the "Responses" tab to fully view the
posted response as well as the response comments, and the number of
attachments that were included on the row for your service code(s).

28 Those are all 5 methods of posting positive responses within Exactix!


