1. Beginning Screen. Click on the circled button to begin a line location request.

2. After reading the Additional Information window, click the “x” or anywhere on the screen to
close the window.

3. Click on “Start New Request”.

4. In the window on the right, select “Locate Line” from the drop down. Fill out the “Line Locate
Details:” box with specifics about the location request. Please be as specific as possible here
and include any and all details about the request. Fill out the “First Name”, “Last Name”, “Phone
Number”, and “Email” boxes. Please verify that the contact and request information provided
are accurate. SD1 will use the provided email address to inform the requestor of the status of
their locate request. If you cannot provide an email address, enter “No Email” in the email box
and SD1 will call with your work request (ticket) number.

5. Enter the address of the location request in the “Where is the Location?” box. Once you begin
to type in an address, the tool will automatically pull up addresses from SD1’s system. Once
your address appears in the dropdown, click on it.

6. The map will zoom to the entered address. From here, you can verify that this is the correct
location, and see if there are any storm and/or sanitary sewer lines in the area of your work. If
there are sewer lines within your area of work, you can click on “Report It” and your line
location request will be processed. All of the fields must be filled out or the request cannot be
submitted. If there are no sewer lines in your area of work but you would like the area marked
clear, click “Report It”.

7. If there are no sewer lines in your area of work and you do not need the area marked clear, you
may click “Cancel” and proceed with your work.

8. If your address does not appear in the dropdown, use the map to manually zoom to your area of
work. Once you are in your desired location, click on the map where you will be doing work.
The tool will pull the nearest known address and then you will type in the specific address in the
“Line Locate Details” box. Click “Report It” and your line location request will be processed.

9. You will receive an email with your Work Request Number stating SD1 has received your line
location request. Please allow 48 hours (excluding weekends and holidays) for SD1 to complete
your request. If you have any questions about your request, please contact SD1 Customer Care
at 859-578-7450 with your Work Request Number.

10. Once your request is completed, you will receive an email stating your request has been
completed.

