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How do | create a site record?

Creating a Site Record - DESKTOP

You can create a Site Record by selecting the ‘+ Add record’ icon in the top right of the UAR
interface. You will be presented with a liability disclaimer, which you must accept to proceed.
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Your basemap will switch to World Imagery, the ‘Select Record Location’ panel will open, and a
pin will appear in the centre of the screen. You can then move your map to align the pin with the
desired location for your site record. You will need to zoom in to at least 30m, but we recommend
you zoom in as far as possible to make sure your location is accurate.

You can toggle the ‘Show nearby assets’ option on in the ‘Select Record Location’ panel. This
will show assets within a radius around your pin to help you identify the correct location for your
site record.
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Click ‘next’ to choose which site record type you are creating. You can create the following site
record types:

¢ General Record - observations of your worksite, such as ground conditions etc.

¢ Unidentified Buried Object (UBO) - an underground object or asset that has been found
but does not appear in any existing asset owner's records at all.

¢ Wrongly Recorded Object (WRO) — an underground asset that has been found in a
different location, depth, or condition than what is shown in the existing asset data,
indicating

e (A Service Strike is a related but distinct record type - used specifically to report an
incident where an underground asset has been damaged or struck - which will be
introduced into the site record workflow in a future release and help guides will be
updated.)

Once you have selected the type, you will need to fill in a form about what you have discovered.
You can also upload photos to your record. See ‘Tips for Creating Site Records’ section below for
more information.
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General Record Cancel

What asset type does your record refer to?

Communication Electric

Gas Potable Water

Storm Water Waste Water

Fuel Transportation

Protected survey marks Unknown

g Describe what you found *
It could be helpful to include things such as ground
~ conditions, depth, material, location. y
=4
Does this cause a hazard? *
Yes No

Choose image(s) to upload (optional)

“4- Tips for taking photos
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i, Upload image Select file

Date of record *

17/08/2026

Contact details

Name *

| Bob Joneg ‘

Click ‘next’ when you have filled in the questions and uploaded yourimages. You will geta chance
to review your record, if you’re happy with it, click ‘Submit’. If you need to edit anything, click
‘Back’.

Your site record will now appear on the map, and be visible in the ‘My Records’ panel.

Creating a site record - MOBILE/TABLET

Selectthe ‘+ Add Record’ button’. You will be presented with a liability disclaimer which you must
accept to proceed.
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Your basemap will swap to world imagery and a pin will appear in the centre of the screen. Using
your fingers on the screen, move the map to the site location. You will need to be zoomed in to at
least 30m and we advise you zoom in further to be as accurate as possible. If you are on site, you
can also use the GPS button in the top right to zoom to your location.
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Fillin the questions and provide information — see below for some tips on what makes a good site
record. You will get a chance to review your record, if you’re happy with it click ‘submit’, if you need
to edit anything, click ‘back’.

Once submitted, the site record will appear on the map and be visible in the ‘My Records’ panel.

Tips for Creating Site Records

When entering the details of your site record, please provide a brief description of the asset,
object, or excavation site, and any recommended actions. Ifyou can see an asset, please provide
notes on:

¢ Condition of the asset or object

e Approximate depth of the asset or object
e Approximate width

e Material type and colour

This helps us identify and find the asset in the owner’s system. Only if it is safe to do so, use a
measuring stick to record:

o The depth from ground level to the top of the asset or object
e Width from one side to the other of the asset or object

¢ Write down or photograph any identifying marks and tags
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When taking photos:

o Take afew photographs at different angles and distances to show size of the asset/object,
the surroundings (e.g.an above-ground featuresuch as a nearby bus stop,
tree, or letterbox), and any identifying markings / tags.

o Keep peoples’ faces out of the images, or blur them, for privacy.

e Check with the site manager before uploading photos.

Your Health and Safety

Do not compromise Health and Safety when recording observations or capturing photographs for
site records. Always follow the National Code of Practice and WorkSafe Guidelines on PPE,
emergency plans, first aid, health and exposure.

If there is animmediate threat to life or property, call 111. The emergency services will notify
the relevant utility to attend if required.

Obsolete, abandoned or unknown cables may still be live:
o Do not handle unknown assets trying to find identifying marks
o Direct buried cables can sometimes look like pipes

o If an asset has been damaged, keep your distance and call the utility to identify it and
make it safe

Asset plans and maps will show currently active assets but:
o May not show works that recently occurred in the vicinity;

o May not include other items like: service connections to nearby properties, copper
earthing wires, buried cable loops, oil lines, multiple cables at differing depths;

o Electrical cable depths are typically between 300mm and 1200mm but can be present at
ANY depth

Treat all assets as live until you have confirmed that they are not.

If you have any questions, don’t hesitate to contact us:
support@nzuar.org.nz
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