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Home 

E-mail notice 
When a locate request is made that could affect your network, you will receive an email 
notification that a ticket is awaiting processing. This email includes a link, which will bring you 
to the Info-Excavation login homepage.  

User Credentials  

 
 

1. Email & Password: 
Our support staff will provide 
your initial login info during 
the start-up procedure. 
If the email address changes, 
contact our support team 
(groupesupport@info-ex.com) 
and we will make the 
necessary changes. 

2. Forgotten Email 
An email will be sent with a link, which will allow you to reset your 
password; it may take a few minutes. If you do not receive the email after 
several tries, contact our support team. 

3. English/Français 
The website, the webportal and every function within are available in both 
languages. You can switch between the two at any time. 
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Homepage 

 
1. Account settings* (1) (p. 5) 

Account settings allows you to modify some information. 
Help is a chat tool which allows you to speak to an Info-Excavation 
customer service agent.  

2. Account settings* (2) (p. 6 - 10) 
The account settings allows you to view the information as it appears in 
our database. You can modify certain fields, but if any changes are 
necessary, please contact us (groupesupport@info-ex.com)  

3. Search engine & processing tickets (p. 11 - 19) 
This section contains the search functions; you can either use the search 
engine (p. 11), or enter a ticket number in the field. It is also how tickets 
will be processed (WTM). 

4. Bulletin board 
This section is used by our webmaster to communicate important 
information, such as status updates, new functionalities, and other general 
information, destined to both member companies and excavators. 
 
 
 
 

* while both sections are called « Account settings » , these sections are 
different, and are thus covered separately 

mailto:groupesupport@info-ex.com


 
5 

 

Account  settings (member) 

Member Account 

 
 

1. Members 
This section contains member information as it appears in our database; in 
most cases, there will only be one associated member. In some rare cases 
however, a member could have several lines (eg: a city employee covering 
water, electric and sewer networks would have 3 associated members).  
 
To view the information, click on “View / Modify“. 
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Member Account – Info 

 

 

This tab is present as a means to visualize information ONLY. 

If any modifications are necessary, please send an email to 

 groupesupport@info-ex.com 

  

mailto:groupesupport@info-ex.com
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Member Account – 360 

 
1. Contact info 

This is the phone number that excavators will see on their locate requests, 
and allows them to do a follow up with you regarding their ticket. 

2. Automatic notes 
Notes that will automatically appear on the forms you send that an 
inspector is required, or that a special authorization is required, 
respectively. These are not required, and remain at your discretion. 

 

Please do not make any changes to the “Forms” section. 

 

* reminder: you must click on “Edit” before making any changes. 
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Member Account – 360 (cont.) 

 
1. Disclaimer 

This section allows you to write a disclaimer, which will be present on 
every form you send. This is not required, and remains at your discretion. 

2. Processed by 
Here, you can add the names of the people who will be in charge of 
processing locate requests. These names will then be available in a drop 
down menu on the Web Ticket Manager (see p. 15). 
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Member Account – 360 (cont.) 

 
1. Locator 

Here, you can add the names of the locators who will be responsible for 
doing on site markings. These names will then be available in a drop down 
menu on the Web Ticket Manager (see p. 16). 

2. Logo 
You can upload your logo here. The maximum dimensions are 200x63 and 
the supported formats are PNG and JPG. If you are unsure how to meet 
these specifications, contact us by email. 
 
 
 
 

The “Transmission” tab is not used by members. 
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Search Engine 

Using the search engine 

 
1. Ticket list (results of a search) 

This section will contain a list of tickets. Note that a search must be 
executed for this list to be populated. 
The legend* contains the color code for emergency priorities, (see p. 12) 

2. Search parameters 
Different methods are available to search through our database. Searching 
by date is the one most commonly used; you can search in periods of 1 up 
to 30 days (note: you can search through older tickets, but only one month 
at a time). 

 

Click on a ticket number to open it and proceed to the next step. 
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Ticket Priority 
Emergencies are defined as life-threatening conditions (gas leaks), or conditions that deprive 
citizens of necessary services (water breaks, power outages, cut telecom cables, etc.) 

This is the color code and corresponding times for emergency locates. Code 4 is included, but is 
not considered an emergency. These requests should always be processed first, in ascending 
order (Code 1 – Code 2 – Code 3). Code 4 always remains at your discretion. 

 

- 
 

 CODE 1  The work will begin within the next hour. 

 CODE 2  The work will begin after the following hour, but before 
6:59:59 AM the following day. 

 CODE 3  The work will begin after 7:00:00 AM the following day, 
up to the regular delays (5 business days). 

CODE 4 
 

The excavator would like to begin the work as soon as 
possible, but this remains entirely at your discretion. 
These are not considered emergencies. 

 

 

 

 

 

 

 

 

Click on a ticket number to open it and proceed to the next step. 
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Ticket Information 

 
 

1. Caller info 
Contact information (phone, cell, email, etc.) for the caller and/or the 
excavator. 

2. Information used to open Google Map 
The sketch now takes priority over any other information*; as such, any 
information entered in these fields was only used to open Google Map. 
(*within reason: a sketch in a different city than what is written in the field 
would not be accepted) 
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Ticket Information (cont.) 

 
1. Sketches and other attachments 

The sketch drawn by the excavator will always be in this section, and will 
always have the same syntax: Map_xxxxxxxx_xxxxxxxx.png. 
You MUST consult this sketch before processing the ticket. 
The excavator may also attach other documents, such as more specific 
plans, usually in PDF format. 
The documents sent by other members present on the request will also be 
available here. 

2. Dig info 
This section contains information pertaining to the dig site, such as depth, 
type of work, and begin/end dates. “Additional info” may contain 
important information. “Remarks” usually contains flags added by the 
system. 

When you are ready to process the ticket, click on “Edit“: 
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Web Ticket Manager 
Overview 
 

 

Web Ticket Manager - visual guide 
1. Ticket status 

Drop-down menu that allows you to change the ticket status (cleared, 
marked, etc.). The status will be seen by the excavator, and it is crucial to 
pick the correct status when processing the ticket. (see p. 16-14). 
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Ticket status 
 

 

 

 

NETWORK ADDED When a network update is done, and new network is 
detected in the work zone. The ticket will have to be 
processed again. 

REQUEST IN STANDBY Default status when a locate request is made; awaiting 
processing. 

SENT TO LOCATOR The request has been sent to a locator for on-site 
markings. 

REQUEST CANCELED If the work zone does not comply with established 
norms. You can also cancel test requests made by Info-
Excavation. 

REQUEST CLEARED A clearance means that markings are not required, and 
the excavator can proceed with the work. 

REQUEST MARKED On-site markings have been made (paint, flags, etc.); 
certain members also send pictures of said markings. 

SKETCH SENT Plans have been sent, by email or fax; this is usually 
done in response to engineering requests. 

INSPECTOR REQUIRED If an inspector is necessary to evaluate the work site 
and/or needs to be present during the excavation. 
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AUTHORIZATION REQUIRED When a special authorization is required. 

NOT AVAILABLE N.-A. 

IN 3RD PARTY CONDUIT If your network is in a conduit that belongs to another 
company (another utility, or a private conduit). 

 

 

It is important to choose the correct status when processing the request, and to 
then update it if necessary. 

Example: If the status is “sent to locator”, the status must be changed to 
“request marked” once the locator has completed the on-site markings. 

 

 

Web Ticket Manager - visual guide (cont.) 
 

2. Processed by 
The names written down in the “processed by” section in the “member 
accounts” (p. 9) will show up here as options. You can also write down a 
name manually. 

3. Accepted by 
Internal use only; this field is not required, and remains at your discretion. 

4. Work started 
It is important to notify us if work was started before the ticket was 
processed; someone from Info-Excavation will get in contact with the 
excavator to ensure the safety of all involved parties. 

5. Notes 
This section allows you to add notes to the request, visible by the 
excavator (eg: request cleared, but presence of network on the opposite 
side of the street). 

6. Clearance # 
This number will be generated automatically once you have processed the 
ticket. 

7. Type 
The type of infrastructure you are responsible for (eg: telecom, gas 
pipeline, etc.). 
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8. Locator 
The person responsible for on-site markings; the names written down in 
the “locator” section in the “member accounts” (p. 10) will show up here as 
options. You can also write down a name manually. 

9. Internal Order 
Internal use only; this field is not required, and remains at your discretion. 

10. Region 
Internal use only; this field is not required, and remains at your discretion. 

11. Check boxes 
“No network present” should be checked when you clear a ticket. 
“Flags/sticks/paint” should be checked when markings have been done 
(pick the one that applies). 
“Site visit” should be checked if an inspector is required. 

12. Sketches and other attachments 
You can attach any documents you deem necessary here (eg: a plan of 
your network) 

13. Create a sketch (see p. 19) 
This tool allows you to draw a sketch on Google Maps; you could, for 
example, draw where you conduit is in relation to the work zone. The 
sketch will be attached to the ticket, and sent to the excavator. 

14. Transmit 
This will save and transmit the correct forms to the excavator (by email or 
fax). The sent forms can then be seen in the attachments section of the 
ticket. 

15. Save 
If necessary, you can save the information without sending it to the 
excavator. 
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Creating a sketch 

 
1. Moves the map 
2. Deletes an object 
3. Deletes every object 
4. Sketch tools 

This will open a menu that will let you select the color and tool of your 
choice; the most commonly used tools are work line and work zone. 
Example: in the above image, the orange lines could represent a 
telecommunications conduit. 

5. Sketch drawn by the excavator 
6. Save sketch 

The sketch is then attached to the request. Can be viewed/deleted. 
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The sketch is not required. Once you have processed the ticket, you can click on 
“Transmit”. This process must be repeated until there are no more tickets 

awaiting processing. 

 

You can contact us for any additional questions. 
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