
 Locate At Address 

Quick run through of a locate example at 16361 Table Mountain Pkwy: 

Alternate Contact ς CELL 

Alternate Phone # - 3031234567 

Done For ς SELF 

Work Type ς GAS/ELEC SERV NEW 

Explosives ς No 

Directional Boring ς Yes 

 

County ς Jefferson 

Place ς Golden 

Street Address ς 16361 TABLE MOUNTAIN PKWY 

Cross Street ς ¢9/Ibh[hD¸ 5w όƻǇǘƛƻƴŀƭ ǿƘŜƴ ƴǳƳŜǊƛŎ ŀŘŘǊŜǎǎ ƛǎ ƛƴŎƭǳŘŜŘ ƛƴ Ψ{ǘǊŜŜǘ !ŘŘǊŜǎǎΩ ŦƛŜƭŘύΦ 

 

Select the Find Street button (not the Address button). If the map contains all three layers of "Address 

Data" it will be displayed when "Find Street" is selected as shown in the next screen shot. The three 

layers are Address Range (red line), Parcel (boxed/red shaded area), Address Point (red circle). 



 If the map contains no address data for the address, please see Un-Posted Street Information On Map 

on page 10 of the WTE Training Processing Assistance Manual. And or call our WTE Help Line for 

assistance at 877-318-8188 Monday ς Friday 7:00AM ς 5:00PM.  

 

 

Select the Seg button placing a 250ft buffer around the parcel. 

 

A full 250ft buffer of the street in front of the address is also required. Select the Line button and draw 

along the opposite side of the street for the width of the parcel to extend the polygon as shown in the 

next screen shot. If the address/parcel is at corner lot, a full 250ft buffer of the adjacent street would be 

required.   



 

Note: It is a Colorado 811 procedure/requirement to cover the parcel and adjacent street/s with a 250ft 

buffer. If the map only contains the address point, a 250ft buffer of the address point and adjacent 

street/s is required.  

If the map only contains the address range, a 250ft buffer of the entire address range is required. Then, 

if any portion of the dig area extends more than 250ft from the street, select "Line" and extend the 

polygon to cover that area as well.     

 

Location Description ς LOC ENTIRE LOT*ACCESS OPEN* (can be stamped in using the Expand Last Word 

or Expanded Words List function ς see page 8 in the WTE Training Processing Assistance Manual).  

 

The 1000 foot increment recommendation is listed below. See 1000 foot increment reference 

documents.     

Select Legal Notice  

 

Select OK in pop-up. 

 



The locate by date will display in the Locate By field. 

 

Select Get Members ς The Members will display. The Tier One Members are in black letters with white 

background and the Tier Two Members, white letters with black background. The list displayed includes 

their member code, facility type or types (abbreviated) and the facility/utility company name.   

 

Select the plus button to display their contact information (select minus to hide it again).   

 

For a Normal Locate Request - Select Submit. If you wish to set up a Meet ς Select Schedule Meet (see 

Scheduled Meet page 24 in the WTE Training ς Processing Assistance Manual). 



 

When Submit is selected a pop-up will display with our Disclaimer. A Normal locate request will be 

released as a Legal Notice ticket. 

 

If there is something you need to add, remove or change on the ticket select Make Changes and you will 

be allowed to go back and make the correction.  

If the ticket is ready to be released select Submit and a pop-up will display with your ticket number. 

 

Select OK ς you will be taken back to the Menu page. 

 

To view the ticket select Recent Tickets which will list the option of viewing tickets processed Today, 

Yesterday or to view the Last 50 tickets processed.  The most recent ticket  processed will appear at the 

top of each list. 



 

Select the ticket just processed to view it. The type of ticket processed will display in the Type field. If 

you select Export to CSV all the tickets in the list will be exported to an Excel spread sheet. 

 



 

 

If you wish to process another ticket select New. A pop-up will display with the option of clearing the 

ticket fields of the previous ticket. If you wish to retain most of the information from the previous ticket 

select No. Iƴ Ψ/ƻƭƻǊŀŘƻ уммΩ ƧŀǊƎƻƴ ǘƘƛǎ ƛǎ ƪƴƻǿƴ ŀǎ ŀ άbŜǿ bƻέ όǘƘŜ ƳŀǇǇƛƴƎ ǿƛƭƭ ƴƻǘ ōŜ ǊŜǘŀƛƴŜŘύΦ Lǘ ƛǎ 

ŎƻƴǾŜƴƛŜƴǘκōŜǎǘ ǘƻ ǇǊƻŎŜǎǎ ŀ άbŜǿ bƻέ ǿƘŜƴ Ƴƻǎǘ ƻŦ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ŦǊƻƳ ǘƘŜ ǇǊŜǾƛƻǳǎ ǘƛŎƪŜǘ ǿƛƭƭ 

ǊŜƳŀƛƴ ǘƘŜ ǎŀƳŜ ǎƻ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ǘƻ ǊŜ-enter everything.  

bƻǘŜΥ ¢ƻ ŜȄŜŎǳǘŜ ŀ άbŜǿ bƻέ ȅƻǳ Ƴŀȅ ǎŜƭŜŎǘ ΨbŜǿΩ ƻƴ ǘƘŜ aŜƴǳ ǇŀƎŜ ƻǊ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ  ǘƘŜ {Ƙƻǿ 

Ticket page. 



Select Yes to clear all the fields from the previous ticket. 

 

 

 

 

 

 

 

 


