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ENTER/Check-In:

To check in, the SubTrac program must receive an ENTER text that is tied to a specific location, such as “Enter ABC” (not
case sensitive). It then checks the incoming phone number against a pre-loaded list of all approved workers. Another
check is performed using a pre-loaded list of locations/substations. If an entrant is requesting access to a substation that
they are allowed to access, the Check-In conversation will continue.

ATC SubTrac Overview:

NUMBER USED FOR SUBTRAC TEXTING: 855-423-2650

ENTER PROCESS Text messages are highlighted in yellow

To request access to location, the worker must text:
“ENTER [CODE]”
o Codes are unique to each location. A list of location codes will be provided to approved workers.
o Call 262-832-8932 to order a copy of the code list.
o Visit https://www.atcllc.com/subtrac/ for an electronic copy of the code list.

If worker is identified in the approved entrant database and the location is valid, ATC responds and asks for the reason
for your request.
“ATC: Respond with one of the following numbers indicating your reason for entry.
1=Comms,2=Const,3=Distr,4=Insp,5=Maint,6=Switch,7=VegMgt and 8=0ther”
Worker must respond with a valid reason code. For example, “1” for Communications
- Worker: “1”
ATC Reason Code table

Reason code table hosted @ West

“1" or “Comms” = Communications

“2" or “Const” = Construction Work

“3" or “Distro” = Distribution

“4" or “Insp” = Inspection

“5" or “Maint” = Maintenance

“6" or “Switch” = Switching

“7" or “VegMgt” = Vegetation Management
“8" or “Other” = Other

*NOTE: THESE ARE NOT CASE SENSITIVE

If worker responds with a valid reason code, a confirmation message will be sent
- ATC: “You are requesting access to {Location full name} for {Full reason description}. Is this correct? ReplyY
for yes or N for no”
Worker must respond within 15 minutes
- Worker: “Y”
ATC confirms you have been checked into the substation
- ATC: “You are now logged into {Location full name}. Remember to text EXIT upon completion of work”

NOTE: Line and substation names may change. Please call the appropriate System Operations Center if the code being texted doesn’t work:

Cottage Grove: (800) 937-3762 | PEWAUKEE: WE North/Cloverland: (877) 402-5227 = WE South: (877) 402-5228 = WPS/UPPCO: (877) 977-8726
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EXIT PROCESS

After the worker has completed his or her task, they must text Exit
“Exit”
- Not case sensitive
- Worker does not have to use the substation name when exiting
ATC confirms exit status
- ATC: “You are now logged out of {Location full name}. Call the control center for any additional questions or
concerns”

EXIT REMINDER

If the estimated location exit time has been reached, the worker will receive an exit reminder text
- ATC: “The anticipated exit time has passed. Are you still at {Location full name}? Reply Y if yes, N if no”

A ‘Y’ response will extend the exit time by 4 hours. The text exchange will be the following:

o Worker: “Y”

o ATC: “Thank you. Please respond Exit when work is complete”

OR
A ‘N’ response means the work is done, but the worker forgot to send ‘Exit’. The system will log them out at this

time.

o Worker: “N”

o ATC: “Thank you. The system will log you as having left {Substation full name}. Call control center with

any questions”

NOTE: If worker does not respond to the Exit Reminder text within 15 minutes, the conversation will time out and a ‘N’
or ‘Y’ response will be considered invalid (Entrant will receive the standard HELP message). However, EXIT can still be
sent and the program will check the worker out of the location.

NOTE: Line and substation names may change. Please call the appropriate System Operations Center if the code being texted doesn’t work:

Cottage Grove: (800) 937-3762 | PEWAUKEE: WE North/Cloverland: (877) 402-5227 = WE South: (877) 402-5228 = WPS/UPPCO: (877) 977-8726
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ATC SubTrac details

ENTER KEYWORD

User must text the word ‘enter’ + location code (For example, “enter 111”)
- SMS keywords and responses are NOT case sensitive
- Aspace is NOT required. SubTrac will recognize, for example, ‘enter 111’ or ‘enter111’
- Other text will not be recognized

Example: The word “access” will be rejected

4 .

wsess Varizon = 11:53 AM

<E&BD (855) 423-2650

ATC: Invalid text entry,
please try again. For
assistance contact the
control center.

| —

INVALID LOCATION CODE
The location code must also be valid or the user will get an invalid location response.

4 . -

Seva Verizon = 1159 AM

<e&D (855) 423-2650
ATC: You are now logged
out of 1561 FOX-POB. Call
the control center for any
additional questions or
concerns.

— 1 S—

ATC: taco is not a valid
location. Please try again
or call the control center
for assistance.

NOTE: Line and substation names may change. Please call the appropriate System Operations Center if the code being texted doesn’t work:
Cottage Grove: (800) 937-3762 | PEWAUKEE: WE North/Cloverland: (877) 402-5227 = WE South: (877) 402-5228 = WPS/UPPCO: (877) 977-8726
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APPROVED ENTRANT
The next check is to make sure the user is registered to use SubTrac to enter a location. If you are not in the entrant
database, the ATC control center will have to add you. An unregistered user will receive the message shown below.

( .

#see0 Verizon F 3:59 PM (13

<€D (855) 423-2650 @
HAY. Call control center
with any questions.

|| —

ATC: The number you are
texting from is not a
registered number.
Please call the control
center for assistance.

giwlelrjtiyjulijolp
alsfid|flglh]ilk]!

B z x| clv|b|n|m|Es

123 @ space return

. -

= 4

CHECKED IN TO ANOTHER LOCATION
SubTrac will only allow an entrant to be checked in to one location at a time. When actively checked in to a location and
trying to enter another, the user will receive the message shown below.

( .

----- Verizon ¥ 12:16 PM
<&D (855) 423-2650
ATC: Invalid text entry,
please try again. For
1 assistance contact the —=
| control center.

ATC: Please exit from 151
FOX-POB and resubmit
request. You cannot be
logged in to more than
one location at a time.

alsfjdlflalhlilk]!

B z I x clv]b|n|m| s

123 @ space return

QO

NOTE: Line and substation names may change. Please call the appropriate System Operations Center if the code being texted doesn’t work:

Cottage Grove: (800) 937-3762 | PEWAUKEE: WE North/Cloverland: (877) 402-5227 = WE South: (877) 402-5228 = WPS/UPPCO: (877) 977-8726
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ALREADY CHECKED IN

SubTrac will also check to see if you are already checked in to the location you’re requesting. For example, if you are
currently checked in to location ‘151 FOX-POB’ and try to enter into the same location, user will get the following
message.

4 .

"""" Verizon ¥ 12:20 PM
<D (855) 423-2650 G
ATC: Invalid text entry,
please try again. For
assistance contact the =
control center.

C

| —

ATC: Our records indicate
you already have access
t0 1561 FOX-POB. Text
EXIT when work is
complete.

glwlelr]tlylulijolp
alsldlflalhlilkl]!

&z x|clv|b|n|m} s

128 @ space return

. o

=

LOCATION STATUS
ATC locations have two statuses, ‘Normal’ and ‘Restricted.” A user who tries to enter a location that is ‘Restricted,” will
receive the message shown below.

( .

weeen Vorizon T 12:26 PM

<€D (855) 423-2650
ATC: You are now logged
out of 157 FOX-POB. Call
the control center for any =

additional questions or
concerns.

ATC: Access to 111 BRV-
POB is restricted. Please
call the control center for
assistance.

NOTE: Line and substation names may change. Please call the appropriate System Operations Center if the code being texted doesn’t work:
Cottage Grove: (800) 937-3762 | PEWAUKEE: WE North/Cloverland: (877) 402-5227 = WE South: (877) 402-5228 = WPS/UPPCO: (877) 977-8726
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REASON CODE
Once all of the ‘checks’ take place (good keyword, valid location, approved entrant, not checked in, normal status), the

entrant will be asked to respond with a valid reason for the entry request.

/ °

ssse0 Verizon F 1156 AM
<&D (855) 423-2650 ©)

assistance contact the
control center.

ATC: Respond with one
of the following numbers
indicating your reason for
entry. 1=Comms,
2=Const,3=Distr,4=Insp,
5=Maint,6=Switch,
7=VegMat and 8=0ther

L | —

INVALID REASON CODE
If entrant does not respond with one of the valid reason codes, an invalid-reason-code message will be received. User

must start over when this occurs.

( .

weens Verizon F 12:28 PM i -
<&D (855) 423-2650 O)
2=Const,3=Distr,4=Insp,
5=Maint,6=Switch,
7=VegMgt and 8=0ther =

)

ATC: That is an invalid
reason code. Please call
the control center for
assistance or start over
by texting ENTER and
sub code.

giwlelritlylulilolp
alsldlflalhlilk]!
Bz x| clv|b|n|m| s

123 @ space return

NOTE: Line and substation names may change. Please call the appropriate System Operations Center if the code being texted doesn’t work:
Cottage Grove: (800) 937-3762 | PEWAUKEE: WE North/Cloverland: (877) 402-5227 = WE South: (877) 402-5228 = WPS/UPPCO: (877) 977-8726
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ENTRY CONFIRMATION
If a valid reason code is provided, entrant will receive an entry confirmation text, asking them to confirm their request.

/ )

e Verizon F 11:56 AM -
<&D (855) 423-2650 i

entry. 1=Comms,

2=Const,3=Distr,4=Insp,
5=Maint,6=Switch, -
7=VegMgt and 8=0ther

L |

ATC: You are requesting

access to 1561 FOX-POB

for Communications. Is

this correct? Reply Y for

yes or N for no.

e | L)
qgiwlelrjt]lyjulijolp

als{dlflglhlilk]!

& zIxlclvibin|m|

123 @ space return

. il

=4

APPROVED ENTRY
If the entrant responds Y to the entry confirmation message, they will receive an approved entry message.

/ °

—

wen Varizon = 57 AM T
{E&D (855) 423-2650

ATC: You are requesting
access to 151 FOX-POB
for Communications. Is =
this correct? Reply Y for
yes or N for no.

ATC: You are now logged

into 151 FOX-POB.

Remember to text EXIT

upon completion of work.

(> (2]
glwlelritiylulilolp

NOTE: Line and substation names may change. Please call the appropriate System Operations Center if the code being texted doesn’t work:

Cottage Grove: (800) 937-3762 | PEWAUKEE: WE North/Cloverland: (877) 402-5227 = WE South: (877) 402-5228 = WPS/UPPCO: (877) 977-8726
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TRY AGAIN
If user responds N to the confirmation message or doesn’t respond within 15 minutes, the user will receive a message
indicating to try again.

( -

®8880 iprizan F 12:32PM ¢
<€D (855) 423-2650

access to 151 FOX-POB

for Maintenance. Is this

correct? Reply Y for yes =
or N for no.

| — | —

ATC: Please try again by
texting ENTER followed
by the substation code or
call the control center for
assistance.

e )

2 xicivib)nim i
123 @_ space return
EXIT KEYWORD

Upon completion of work, entrant should text EXIT. A location code is NOT required for exiting.

/ e

& cnmmpeer
eeeec Verizon F 11:58 AM -
<& (855) 423-2650 ®

ATC: You are now logged
into 151 FOX-POB.

Remember to text EXIT <
upon completion of work.

| — | S—

Hatisd

ATC: You are now logged

out of 151 FOX-POB. Call

the control center for any

additional questions or

concerns.

> ] @
qiwle|rjt]lyjulijolp

(
A

(At this time, entrant is checked out of the location)

NOTE: Line and substation names may change. Please call the appropriate System Operations Center if the code being texted doesn’t work:

Cottage Grove: (800) 937-3762 | PEWAUKEE: WE North/Cloverland: (877) 402-5227 = WE South: (877) 402-5228 = WPS/UPPCO: (877) 977-8726
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EXIT BUT NOT CHECKED IN
If a user texts EXIT, but is not currently checked in to a location, they will receive the following message.

./ | ¢

wees verizon = Tz:35PM =
<&D (855) 423-2650
texting ENTER followed
by the substation code or

call the control center for =
assistance.

ATC: You are not
currently logged in to a
substation. Please
contact the control
center for assistance.

EXIT REMINDER
Every location will have a suggested exit time associated with it. Once this time is reached, the entrant will receive an

Exit reminder message to see if they are still there.

£ .

e e W (R

@D [855] 423-2650

ATC: You are now logged
nto 321 VLY-PEH.
Rernambes 1ot EXIT
upan campletian of wark,

ATC: The anticipated st
lire has passed, Are yau
still &t 321 VLY-PRH?
Reply ¥ if yes, Nif no

NOTE: Line and substation names may change. Please call the appropriate System Operations Center if the code being texted doesn’t work:

Cottage Grove: (800) 937-3762 | PEWAUKEE: WE North/Cloverland: (877) 402-5227 = WE South: (877) 402-5228 = WPS/UPPCO: (877) 977-8726
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EXIT REMINDER RESPONSE =Y
If user responds Y, that means they are still there. At this point, the exit time will add 4 hours and the entrant will
receive another exit reminder in 4 hours unless they check out prior.

/ e

weees Vorizon F 1:52PM 24
0294 ] (855) 423-2650
Today 1:4
ATC: The anticipated exit =
time has passed. Are you

still at 321 VLY-PKH?
Reply Y if yes, N if no.

ATC: Thank you. Please
respond EXIT when work
is complete.

8 | 1]

giwlelrjtiyvjul]ijolp
als|dlflalh]lilkl]!
&z xlclivibln|miEE

23 O space return
EXIT REMINDER RESPONSE = N

If user responds N, that means they have left and forgot to text EXIT. A ‘N’ response will check the user out of the
location and an exit confirmation text will be received.

( .

weess Verizon F 2:46 PM -
{&D (855) 423-2650 @
ATC: The anticipated exit

time has passed. Are you

still at 1642 RAC-HAY? =

Reply Y if yes, N if no.

ATC: Thank you. The
system will log you as
having left 1642 RAC-
HAY. Call control center
with any questions.

giwjelrjtlyjulijolp
alsidlflalhlilkl]!

8 z | x| c|v|b|n|m} S

E & — i *NOTE: The SubTrac SMS conversation will time out after 15 minutes if there
) is no response to the Exit Reminder message. If a response of ‘Y’ or ‘N’ is
— J received after 15 minutes, it will be considered invalid. However, the user can

still text EXIT to check out after 15 minutes.

NOTE: Line and substation names may change. Please call the appropriate System Operations Center if the code being texted doesn’t work:

Cottage Grove: (800) 937-3762 | PEWAUKEE: WE North/Cloverland: (877) 402-5227 = WE South: (877) 402-5228 = WPS/UPPCO: (877) 977-8726
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