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Introduction 

Coordinate PA 

Pennsylvania 811 (POCS) has introduced Coordinate PA, a web application to help project owners 
coordinate their projects with other project owners, designers, excavators, and facility owners. The goal of 
this application is to help maximize the benefits of shared costs and much more; combined with the 
ongoing efforts to prevent damage to underground facilities.  

Coordinate PA enables users to add and/or import existing projects, coordinate opportunities with others 
who want to collaborate, share project communications with designated contacts, and notify facility 
owners at any stage of a project:  

Track your project lifecycle as you connect, communicate, and document along the way. 
• Create Projects using mapping tools in early planning; 
• Import a GIS Shapefile as a boundary; 
• Add, manage and set security for project Contacts; 
• Upload project attachments (photos, documents, diagrams); 
• Communicate with Contact(s);  
• Plan and Design 

o Add projects early while planning your future work; 
o When budgeted, add preliminary design tickets; 
o Then add final design tickets 90 days before the final design is complete; and 
o Find opportunities to collaborate with others on projects overlapping in place and time. 

• Construction 
o Add complex project tickets to meet/agree with facility owners on locate schedules;  
o Breakdown a project into phases; 
o Create project- and/or phase-related routine tickets. 
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Accessing Coordinate PA 

 To the Pennsylvania 811 website at: http://paonecall.org 

New users, click  in the top left menu bar to get started. Once you are able to sign in, please 
email contact@pa1call.org to request access to Coordinate PA 

IMPORTANT 

Create new Complex Project tickets from PROJECTS in the Coordinate PA application 
All Web Ticket Entry users will have access to Coordinate PA 

 

The Complex Project Portal is available for open, previously entered complex projects (before 1/31/19).  

 -- find these in Facility Owner Member Web Access or Excavator Designer Web Access – 
 

Go to “Date Range Lookup” or “Serial Number Lookup” 
Enter your Complex Project Serial Number   

Click  to find and manage your pre-existing complex project 
 

 
To Copy – a copy can be done in Web Ticket Entry to create a different ticket type and associate to an 
existing Complex Project ticket. WTE does not support creating new Complex Project tickets – please use 
Coordinate PA (except those that existed before 1/31/19 in the old Complex Project portal). 
 
To Cancel or Update a Complex Project ticket: Call the center at 1-800-242-1776 or 8-1-1.  

  

http://pocsconnect.azurewebsites.net/
mailto:contact@pa1call.org
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Opening Coordinate PA 

Click the “Applications” tab in the red sub-menu bar  

Click on “My POCS Links”  

Open by clicking in the list of links. 

 

You will be prompted to confirm your information (see below). Click the check box to confirm and agree to 
the Terms and Conditions. After agreeing to terms and conditions, your Coordinate PA dashboard will open 
and default to a map of PA. 

 

 

To request an update to your contact information, please click  
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Account Logout, Communications Links and Help 
On the right of the title bar, Coordinate PA will show you are logged in with your user name and your 
company name with a “current user account” icon. 

Click the icon   to show a menu for the following navigational tools: 

 
 

 Manage your Notifications when you are a contact on other projects  

 Click to choose an unread message to view (hidden when no unread comments) 
 Access this User’s Guide for help 
 Open, type, & save online or download & print a PDF form for attendance at Meetings 
 Open, type, & save online or download & print a PDF form for notes at Meetings 
 Logout of Coordinate PA and go back to the “My POCS Links” applications 

 

Navigating Projects on the Map 

 

Setting and Using Your Home Extent 

The first time you launch the Coordinate PA application, the map will zoom to an area in the center of 
Pennsylvania. Using the tools in this section, navigate to a desired geographical location 
(where you do work). Once your map viewer is where you want to be when you open 

Coordinate PA, create your “home” zoom extent with a click on the  button. A 
window will launch asking “Do you want to set your initial extent to the current area?” 
with a “Yes” or “No” button. Click “Yes” to set your home extent. The “home” extent can 
be changed again as needed. Anytime you have navigated outside your home extent and want to return,  

click the   or  button in the upper left hand of the screen. 

 

Using the Mouse to Navigate the Map 
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After logging into the application, you will be brought to the dashboard / home screen, where projects and 
opportunities may be viewed both spatially in the map viewer and as a project list grid form at the bottom 
of the screen. 

Navigate the map with your mouse by hovering the mouse pointer over the map. With a left-click, the 
pointer will become an open hand symbol, hold it to change to a closed hand. Moving the mouse while the 
symbol is a closed hand will scroll the map. Another navigation method is to hold the Shift key at the same 
time as you click the left mouse button and drag – you will draw a rectangle shape and when you have the 
area you like, let go to zoom to zoom close to the selected location. 
 

Expanding the Map View 

If more map space is needed, click the project button  at the top of the dashboard project list to 

collapse the list. To bring the list back up, click the project button .  

 



  Page 8  

Copyright © Pennsylvania One Call System, Inc. 

Using the Map Legend Button 

The Legend will help you understand displayed map color codes and symbols. Find the Legend icon in the 
upper right-hand corner and click to launch a 
new window. Use the scroll bar on the right 
to view the color codes and symbol 
descriptions used on the map. To close the 
window, click the “X” symbol in the upper 
right hand corner of the legend pop up.  

 

Using Map Layers 

To the right of the legend button is the Layers button. Click to launch a pop up window with a list of layers 
in the map. Layers may be turned off and on by clicking the check box to the left of the layer. Moratoriums 

will be turned on by default. To close the window, click the  button in the top right corner 

 

Using Project Search  

Click the Search icon to launch a pop up window for Project Search.  
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The radio buttons filter by either Project or Location. In either view, the check box for “Search only current 
map extent?” will only search what is in your map window. 

Select the “Project” radio button to enable searching by facility type, date range, specific tickets or 
conditions and project status.  

Select the “Location” radio button with a County and a Municipality (with Wards as needed) from 
dropdowns. Once the map for the area loads, enter a road name and, if a project is not found, “from” and 
“to” streets. Note the map zooms to the most recently found area and displays nearby projects. To close 
the window, click the click the “X” symbol in the upper right hand corner of the Search pop up. 

 

Using Basemaps  

Basemaps refer to a collection of GIS data and imagery that form the background setting for a map. The 
function of the basemap is to provide background detail necessary to orient the location of the map. 
Basemaps also add to the aesthetic appeal of a map. To the right of the layer’s button is the basemap 
button. Clicking on it will launch a pop up window with a list of available basemap options. Basemaps may 
be turned off and on by clicking the check box to the left of the layer. By default, the POCS Base layer will 

be checked. To close the window, click the  button in the top right corner. 

 

Using the Zoom Buttons  

There are two options for zooming in and out in the map viewer. The first is using the  buttons in the top 
left of the screen. Clicking the plus “+” button will zoom in and, clicking the minus “-“button will zoom out. 
Another way to zoom is to use the wheel on your mouse. Spinning the wheel forward will zoom the map in, 
spinning the wheel backwards will zoom the map out. 
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Using “Search as I move the map” 

When navigating the map browser in areas with lots of projects the time it takes for the projects to load 
into the dashboard’s project list may slow down the application. That is why when you launch the 
Coordinate PA application, the “Search as I move the map” check box is off. 

Click the “Search as I move the map” check box to display projects on the 
screen as the map moves.  

Use this to control whether or not the project list automatic loads lists of projects as you navigate the map.  

 

Using the “Action Buttons”  

In the dashboard project list grid, next to each of your company’s projects is a set of 
buttons for “View” “Details” OR “Edit” if the project is for your company or its agent, 
and “Zoom.” 

Clicking “View” will zoom and center the project in the map browser and launch a pop up for that project.  

 When inside the popup, clicking “View” will open the project details with read-only access to project 
information, related tickets and, if applicable, project communications. 

 

If you have full rights to the project, you will see “Edit” to open project details to see related tickets, enable 
you to change project details, and view or add project documents, and access the Phase and 
Communications tabs.  The project or phase geometry may also be modified only if there were no project 
tickets created to date.  When done editing, adding documents, or communications, please remember to 
“Save Project Changes” on the bottom right before you click the “Cancel” button in the bottom left corner 
to return to the Dashboard.  



  Page 11  

Copyright © Pennsylvania One Call System, Inc. 

Clicking the “Zoom” button locates and centers the map on that project.  

 In the dashboard project list next to each of visible project other companies will see 
“Details” only.  “View” and “Zoom” are described above. Clicking “Details” will bring 
up a read-only page showing the specifics and attached documents saved to the project. 

 

Using the “Zoom To” Menu 

At the top of the dashboard is the zoom to drop down menu. It allows a zoom into a County with or 
without a Municipality. To use the County Municipality search, click 
on the “County” dropdown menu. A list of all 67 counties in PA 
displays. Choose the county you want to zoom into from the list. The 
map viewer will zoom to that county. After the county is chosen, a 
second drop-down menu will launch with a list of all the 
“Municipalities” in that county. This will include Wards, if in 
Allentown, Erie, Philadelphia or Pittsburgh.  Choosing a municipality 
will allow you to further zoom into the municipality.  

 Moratoriums in Coordinate PA  
Viewing Moratoriums 

Construction Moratoriums occur in municipal areas where 
digging cannot happen because of a waiting period set by an 
authority. Local government provides moratorium information 
for other project owners to consider when planning or 
coordinating their work. Moratorium segments are represented 
on the map layers as maroon street geometry. 

Moratorium intersections are symbolized as a red circle symbol 

with an exclamation mark  on the map viewer. They will only 
be visible when clicking in a project boundary. When many 

moratoriums are clustered together instead of each one being represented by a , they will be 

symbolized with a red circle with the number of moratoriums within in the circle . As you zoom in, the 

points will pull apart until each moratorium may be seen. Clicking on the  symbol launches a pop up 
window with the project name, the reason for the moratorium, as well as the start and end dates. . 
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Moratoriums are also found on the dashboard’s project list. Projects with moratoriums will have a red 

exclamation point in a circle  icon to the left of the project.  

Importing Moratoriums 

Municipal government users will show an additional “Import 
Moratoriums” button on the Project Dashboard to import their 
moratorium layer.  

To import a moratorium, map your shapefile data to the Coordinate PA 
system and imported (see Field Mappings Moratorium Attribute in the 
image below). Please note the requirements to upload single-part 
polylines and include all files times in the data uploaded.  

 

Viewing Projects  

Projects may be viewed spatially within the map browser or as a grid list 
at the bottom of the screen. The dashboard project list has many filtering options.  

Your projects and those created by another person in your company are always visible to you. If your 
company has authorized another company as an agent, they, too, will see your projects. Adding a user as a 
Contact on your project and clicking “Can view details before tickets issued?” checkbox will grant individual 
visibility (see below). For others to see your projects, at least one project related ticket is required. 

Other company’s projects become visible to you after they have created project tickets, clicked “can 
view…” in your Contact record. 

Viewing Projects in the Map 

You may view your projects in the map viewer using the same 
workflow explained above. Each facility has a color. Refer to the 
“Legend” icon to see how each project is represented. When you 
click on a project, its name, facility type, start date, and end date 
will be presented in a pop up and the project boundary outline will 
be highlighted in blue.  
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Viewing Projects in the List 

Another way to view more details for each of your projects is by using the functions in the dashboard 
project grid below the map viewer. With each of your company’s project in the list, you are provided with 
the ability to view project details, edit the project, zoom to the project on the map. 

 

Using “Narrow By” to Filter Projects 

You may also filter the dashboard’s project list by using the the “Narrow By” drop down menus at the top. 
Using the drop down menu will filter the projects listed as well as what is viewed in the map viewer. There 
are four ways that projects may be filtered. When filters are applied, only the projects listed will be present 
in the map browser.  

“My Projects” “All Projects” “Projects with Collaboration” “Projects Ready for Final Design” 

•  “My Projects” shows  only those your 
company created.  

• “All Projects” shows everything in the 
geographical area or page you are 
viewing. 

• “Projects with Collaboration” are those projects that have at least one comment 
associated with it– note: this is different than an opportunity (see Browsing Opportunities, 
below). 

• “Projects Ready for Final Design” are the projects with a bid date within 30 days.  

 

Dates  

This filter option allows you to choose a date window for the project start and end. Click 
once on start date and once on the end date. The date range will show at the top of the date 
picker.  
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Facility Type 

Use this to filter the projects listed by the facility type 
selected.  

 

Owner 

Show the projects listed by the owner of the project. 

 

“Reset Filters”  

Click on the right to start over. 

 Browsing Opportunites 

Opportunities to coordinate mean there is a Design ticket and an overlap in time and geography for 
multiple projects. Opportunities 
may be seen in the dashboard by 
clicking on the boundary of a 
project.  All opportunites show an 
exclamation point in a green 

circle.  Clicking on the symbol 
will launch a pop up with 
information about the Opportunity.  When multiple opportunities are located close together and viewed at 
a zoomed out scale, the opportunities will appear as a green circle with the number of opportunites within 

the area  . When zooming into the cluster of opportunites, the points will pull apart until the dashboard 
map shows each individual opportunity.  

Opportunities may also be viewed in the dashboard’s grid project list.  Projects with a  symbol have 
opportunities to coordinate. The number within the green oval contains the number of opportunites for 
the project. Click on the “View” button. The dashboard map will zoom and center on the project, and a pop 
up will show information about the project and potential opportunities. When there are multiples, above 
the potiental opportunities section are two buttons that allow you to go through projects that share a 
boundary and have potiental for opportunities. As you toggle through the opportunities, each one will be 
highlighted in the dashboard map viewer.  
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In the bottom right hand corner is the “Opportunity Search Option,” which allows you to expand the search 
for opportunities through a spatial or temporal buffer.  

 

When clicked, a panel drops down from the window to  expand the search distance in either feet or miles 
and create a temportal buffer in either days, weeks or months. Once the desired setting is set, click the 
“Update Opportunity Search” button at the bottom of the window. The search will now include the 
parameters entered. 

Creating Projects in Coordinate PA 
Adding Projects 

 In the upper right hand corner above the map is the  button. Click to launch the add 
projects screen.  

“Project Type” 

 Select an option as your the first step:  

• If your project work is planning or design, select 
“Design” and click “Create Project” 

• If you are working on a Complex Project, select “Construction/Complex” and click “Create Project” 
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“Project Geometry”  

When the project entry form opens, begin by defining the geographic area for your project. To 
draw a polygon tool to select the project boundary, click the “Start Drawing” button. 

Move your mouse to the project map where the mouse pointer will change to cross hairs. Create 
the boundary by clicking the mouse for each corner of the boundary. Double-click to finish the last 
side of the polygon to complete your project boundary. Once done, your boundary will display in 
the map highlighted in blue.  

Another way to add your project boundary is to use the “Import Boundary” 
button. Upload a valid GIS Shapefile (see importing projects, below). 

When Creating Project Boundaries 

Project geography will be cropped or cleared, and you will be prompted to start over if you draw:  
• Outside the state of Pennsylvania 
• Cross more than seven (7) municipal boundaries 
• Attempt to save boundary lines that cross over each other 
• Attempt to import multiple polygons or lines per project area 

 
Edits to your project boundary can be done until tickets are created for the project 

“Project Name”  

Free form text where you type your project name.  

“Project Owner”  

Add if different from your company. Search and select a company name for the company for whom 
the work will be done.  

“Facility Type”  

Chose from the dropdown.  

“Work Type”  

Enter the project’s work type. 

“Project Status”  

Pick the appropriate project status from the dropdown. 
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• For a “Construction/Complex” project type, use the calendar control to select start and end dates 
for your “Planned Construction Dates.”  

• For a “Design” project type, click and select a start and end date in each calendar control, as 
required, for “Preliminary Design Stage” “Final Design Stage” “Bid Date” (“Let” date) and “Planned 
Construction Dates.”  

“Make Project Public”  

Click in the check box to allow all Coordinate PA users (even those not a contact to your project) to 
view your project and details.   

 “Project Contacts”  

Click in the textbox and start typing a name. Suggestions 
based on the characters you typed are offered. If you see 
the person you wish to add as a contact on your project, 

click the name and then click the  button. This 
will pop up a window for “Add Existing User as a 
Contact.” 

Confirm the information for the contact in this window, 
then select a “Subscription Status” for your contact and 
then a “Security Role” (see detail below). Decide whether the contact should view your project 
before tickets are issued, and if yes, click in the checkbox. Select Save. 

“Create New Contact” 
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If the name is not found, click “Create New Contact” and fill out a form by typing in the contact’s 
information.  

 

 

 

 

 

 

 

 

 

After a contact is added, the name and 
email address will show up to the right 
of the dropdown in italics. You may add 
as many contacts as you need for your 
project. For each, select a “Subscription 
Status” and a “Security Role” (see detail 
below). Decide whether they can view your project before tickets are issued, and select “Save.” 

The Project Creator will be a contact by default and show in bold font with an asterisk in the 
Contacts list on the right side of the Project Contacts section of the Project details page.   

 

New Contacts will show in italics with red 
highlighting until they are contacted by 
PA One Call staff for a login and 
credentials to use Coordinate PA. 
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“Subscription Status” 

The “Subscription Status” is where you, the project creator, identify how Coordinate PA 
communicates with each of your Contacts.  There are four selections for the subscription status: 

1. Do Not Receive Project Emails 
• Gets all notifications inside Coordinate PA, but will not get emails 

2. Receive all Communications  
• Gets all notifications inside Coordinate PA and receives emails for this 

project 
3. Receive CPA Daily Digest 

• Gets all notifications inside Coordinate PA and will receive one email per 
day to show all communications that day for this project along with all 
projects where they are listed as a contact 

4. Receive Individual Project Communications 
• Gets all notifications inside Coordinate PA and will receive one email per 

project 

“Security Roles” 

The “Security Role” is where you, the project creator, grant permissions for how the Contact may 
interact with your Project.  There are five roles: 

1. Project Administrator 
• This is the person who is creating the project, and Project Administrator 

role may be assigned to any Contact in your project and will grant them 
the same rights as you have: they can be your designated backup, or a a 
designated age who is authorized to add Contacts, edit Project details, add 
and edit Phases, or add Locations 

2. Project Editor 
• This person is authorized to edit Project details, add and edit Phases, or 

add Locations but they will not be permitted to add new Contacts 
3. Communication Only 

• All contacts added to a project get “Communication Only” by default – if 
you wish to increase or decrease a contact’s permissions, change the role 
to one of the other options 

4. Viewer 
• A contact with “Viewer” may see project information in Coordinate PA but 

will not have permission to make any changes 
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5. Inactive 
• An “Inactive” contact is no longer working on your project –  reasonw: 

determined by you when they are no longer working with the company, or 
determined by the system when the contact is no longer valid in the 
Coordinate PA application or the PA One Call database 

“Can View Details Before Ticket Issued?“ 

At the bottom left of the window is a check box used to identify whitch projects to make public. If 
you have another contact outside your company with whom you wish to share project details 
before tickets are created, click the “Can View Details Before Ticket Issued?” check box.  

“Save New Project” 

“Save New Project” displays at the bottom right of the screen- this button will check that the 
project geometry was saved and all required fields marked with an asterisk (*) are complete. The 
page will show a message “Please complete the required information” if the map or any required 
fields are incomplete. 

When “ Save New Project” is successful, the following confirmation pop up will display: 

 

Click “Yes”, to take you to the “Create Ticket prompt to open a separate Ticket Entry form in 
Coordinate PA.  

Click “No” to take you back to this Project’s details form. On the project details, click “Cancel” to 
return to the Coordinate PA Dashboard. 
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Create Ticket 

After saving the project, it will prompt you to “Create Project Ticket”  

 

Alternately, add tickets to an existing project from the Project Details page by clicking the “Create 
Project Ticket” button. 

 

Either method will pop up to ask you to define your ticket: 

 

Select the Ticket Type (use the dropdown arrow to navigate to the proper Ticket Type) 

 

 

Select the Ticket Class (use the dropdown arrow to navigate to the proper Ticket Class) 

 

Click the Create Ticket button to open the form 
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Preliminary and Final Design tickets  share this form: 

 

 

Always confirm the street names the system automatically assigns, and edit as needed.  



  Page 23  

Copyright © Pennsylvania One Call System, Inc. 

After you complete all required fields and confirm the map geography, click the “Create Ticket” 
button at the bottom to submit your Web Ticket. 

Take note of the confirmation message displayed that shows your temporary reference number 
and check your email to confirm you receive a Serial Number, which will be sent from the “from” 
address: Delivery@pa1call.net. 

 

  

 

Complex Projects 

Complex Project tickets are created in Coordinate PA to initiate excavation work on large projects 
in an expanded area and/or to schedule locates over time. Multiple complex project tickets are 
possible within a Coordinate PA project to accommodate work phases and more than one 
excavator performing work on a single project. In all cases, the phase boundary used for a complex 
project ticket must be within the Coordinate PA project geography. 

For more thorough guidance on the Complex Project process, please reference the Complex 
Project Policy and Complex Project Flowchart for Excavators on the Pennsylvania 811 website  

https://www.pa1call.org/pa811/Public/POCS_Content/Resource_Center/Brochures/Complex_Proj
ect_Policy.aspx  

  

mailto:Delivery@pa1call.net
https://www.pa1call.org/pa811/Public/POCS_Content/Resource_Center/Brochures/Complex_Project_Policy.aspx
https://www.pa1call.org/pa811/Public/POCS_Content/Resource_Center/Brochures/Complex_Project_Policy.aspx
https://www.pa1call.org/pa811/Public/POCS_Content/Resource_Center/Brochures/Complex_Project_Policy.aspx
https://www.pa1call.org/pa811/Public/POCS_Content/Resource_Center/Brochures/Complex_Project_Policy.aspx
https://www.pa1call.org/pa811/Public/POCS_Content/Resource_Center/Brochures/Complex_Project_Policy.aspx
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Complex Project Ticket form 

 

In the Complex Project ticket form, select a work location type -either Bounding or Linear Streets.  

• Add a minimum of three and up to four bounding streets to define the project area 
• When Linear streets are selected, add three street names, starting with the site street 

and then list the starting and ending intersecting streets. 
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Documenting Complex Project Meetings in Coordinate PA 

• Complex Project meeting agreements are to be documented in your Coordinate PA 
project for reference. To assist with documenting meeting attendees and notes, go to 
the top row in the upper right and click the “current user account” icon 

 where you will find links to editable PDF forms for Complex Project meetings. 

 

• Before the meeting:  
o download or make a copy of the editable PDF to type in the form. 

 

• During the meeting: 
o  print the Meeting Notes form to take notes either by typing in the copy 

downloaded or by hand. Pass the Sign In Sheet around at the meeting to take 
roll.  

 

• After the meeting: 
o if you took notes in the form, save to a file. If you took hand notes, scan the 

Meeting Notes pages, or take a picture and save to upload. Do the same for 
the Sign In Sheet.  

 

• To attach files to the project: 
o find your project in the dashboard and click to edit. 
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o In the “Project Details” page, scroll down to “Project Documents,” find “Select 
File to Upload” and click “Browse” and search. When you find your saved PDF, 
scanned files or picture files on your computer, click until the file path and 
name show in the textbox. Add a file description and click “Upload Document.” 

 

• Once the file is uploaded: 
o you will  be able to view or delete attached files in your project as needed. 

Others those with visibility to your project will be able to view.  
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Routine (Construction)Ticket form 

 

A Coordinate PA Routine ticket is created before construction begins. Routine ticket geometry must 
be within the project or phase boundary where the Routine ticket was created. 

In the case of a complex project ticket, related Routine tickets are created based on locate 
schedule and other agreements between the project creator, the facility owners and other parties 
attending meetings. (see Documenting, above). 
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Importing Projects 

Format Requirements 

 
Need Fie 

 
Coordinate PA imports from both a shapefile and an XML file. When importing projects, several 
fields must be included and formatted in a specific way. 

 
• Project name is formatted as text with a maximum of 255 characters. 
• Start, End, and Bid date are formatted as a date or as text. 
• Work Type is a text field with a maximum of 44 characters. 
• Facility Type is one of a possible 31 selections, entered with their numeric value,; see 

the look up table shown below. Use the Look Up Value number as the Project Status 
format. 
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• There are four options for Project Status: “In Progress,” “Completed,” “Inactive,” and 
“Planning.”  

 

Importing XML Files 

Import data in Extensible Markup Language (XML) for a single-part polygon to represent the 
project area (does not accept multiple polygons or lines). 

To begin the process, click on the  button. The “Import Projects” window launches 
with two options “Import From XML File(s)” and “Import From Shapefile(s)”. By default, the 

“Import From XML File(s)” is checked, Click the  button and navigate to where the 
XML file is stored. Double click on the file. 

 

NOTE: Multipart geometry cannot be used in this application, all geometry must be single part. 

Once the XML file is loaded in, a list of projects in the XML file is listed with a check box next to 
each project. Select which projects to include in the import by checking the box next to the project 
they wish to include. By default all the import boxes will be checked. Once the projects to be 
imported are checked click the “Import Project”  button. The “Import Projects” window launches 
with a summary of the projects imported. To upload additional XML files, click the “Upload File(s)” 
button and repeat the process above. 
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Importing Shapefiles 

Import a single-part polygon to represent the project area (does not accept multiple polygons or 
lines). 

Importing shapefiles is like the import XML file process. First click on the “Import Projects” button. 
Then click the “Import From Shapefile(s)” option. Note that only polygon shapefiles are allowed; no 
line or point data may be imported. Next click on the “Choose Files” button and navigate to where 
the shapefiles to be imported are located. A shapefile is made up of several files. Four of them are 
needed for the import process; the .shp, .shx, .dbf, and .prj files. To select multiple files at once, 
the control key must be held down while clicking on the file names. Once the files are chosen, click 
the “Open” button. 

 

 

This will launch the “Field Mappings” page. Listed in the window will be the fields that need to be 
populated to import the project. Next to each of the fields will be a drop down listing every field in the 
shapefile. Map the necessary fields. The fields need to be formatted as explained earlier in the section.  
Once the correct fields are mapped out, click the “import Projects”  button.  A list of all the projects that 
are in the shapefile displays in a window with a check box next to each project, so the user may pick and 
choose which project to be imported. Once the projects to be imported are checked, click. 
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This will launch the “Field Mappings” page. Listed in the window 
will be the fields that need to be populated to import the project. 
Next to each of the fields will be a drop down listing every field in 
the shapefile. Map the necessary fields. Remember that the fields 
need to be formatted as explained earlier in the section.  Once the 

correct fields are mapped out, click the  button.  A 
list of all the projects that are in the shapefile displays in a window 
with a check box next to each project, so the user may pick and 
choose which project to be imported.  

 

 

 

Once the projects to be imported are checked, click the 

 button. You will be brought back to the “Import 
Projects” window.  

 

 

 

 

At the bottom of the window is a summary of the last import: 
“48 projects imported successfully. 0 project imports failed”. To 
import additional projects, click the upload files button and add additional files as explained above. If you 

are finished, click the close   button in the upper right-hand corner of the window. The imported  

 

 

 

 

projects will be listed in the project list and seen in the map browser.  



  Page 32  

Copyright © Pennsylvania One Call System, Inc. 

Adding Phases 

To add phases to the project, find your 
project and click “Edit” from the Actions 
in the Dashboard grid, or “View” from 
the project within a Map View window. 
This will launch the “Project 
details”window. 

 

 

 

 

 

 

Click on the Phases tab, located to the right of “Project Details.”  

 

 

 

Click the “Add Phase” button. Entering a project phase is very similar to adding a 
project. First step is to draw a boundary for the phase using the draw polygon tool. 
The phase boundary must be within the project boundary as shown here. If drawn 
outside, the boundary will be cropped to be within the project boundary when the 
phase is saved. 

By default, the name of the phase is “Phase 1” – we strongly encourage you to change the phase name to 
something more descriptive by clicking and typing in the dialog box. Next, add your Work Type, Dates, and 
Contacts like you do when creating a project. Like project geometry, phase boundaries can be edited untl 
tickets are created. When saving, you will be prompted “Phase 1 Saved. Would you like to create a ticket 
for this phase?” then an option will be presented to create phase related tickets.  

Contacts from the parent project are inherited into a new phase, and you may add new ones, as needed. 
Note that the tickets created from the Phase will reference the parent Project Id and assign a new Phase Id. 
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Adding Locations to Phases 

Locations are areas for dig tickets and are created within a phase. Adding Locations is very similar to adding 
phases.  

 

.Click Create New Location, draw the boundary within the phase geometry, name 
the location, and complete the form.  

 

Save the location and you’ll be prompted to create a ticket. Clicking “Yes”, to the create a ticket prompt will 
open a separate entry form in Coordinate PA. 

Note: a Construction ticket created from “Add Location” will reference the parent Project Id, the parent 
Phase Id and assign a the new Location Id. 

Editing Your Project 

To edit your own project, find your project and click “Edit” from the Actions in the Dashboard grid, or 
“View” from the project within a Map View window. This will launch the “Project details”window and you 
can modify data as needed, and edit the project/phase/location geometry so long as tickets were not 
created.  

 

Notice that in Edit mode, the ability to 
add attachments is now available. 
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Project Communications  

 

Add Comment 

Click on the Communications tab  

• Enter your comments in the “Message” textbox.  
• Select each contact to share the comments by clicking in the check box in the “Recipients” textbox.  
• Upload attachments as needed.  
• Click “Add Comment”  
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Notifications will be sent to your selected Contacts according to their “Subscription Status.*”  

Add Attachments 

To add an attachment, under “Select File to Upload” click “Browse” and search for your file. Attachments 
are generally documents, spreadsheets, maps, graphics and plans. Coordinate PA’s file size maximum of 
158,000KB per attachment and will not accept executable (i.e. “.exe”) files. 
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View Comment History 

All contacts in a project may view the history of all comments posted, whether or not they were a recipient 
for the comment. Comment history is sorted in reverse chronological order (newest comments on top). To 
view a comment: 

Click the twisty symbol to expand or contract the comment 

When there are many comments, use the “Filter By Sender” dropdown to narrow your selection by Contact 
name. Please note the ability to view attachments that were saved with a particular comment by clicking 
the “download attachment” link to the right of the comment history row. 
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Configure Project level Communications Preferences 

In the Communications tab, you are able to chose how you are notified for this project only. Click the 
dropdown “My Communications Preferences” to control how you are notified.  

* Use of this feature will override the “Subscription Status” selected by the Project Administrator for this 
project only.  

Help 

For additional assistance, Email us at contact@pa1call.org or Call us at 1-800-248-1786, extension 7168 

mailto:contact@pa1call.org
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