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Maintenance View
Job Aid



• ON TRACK (Use Google Chrome)
• System Navigation:

• Logging in
• Your ON TRACK home page

• System Settings
• Documents and Resources
• Maintenance View:

• Maintenance Activities/Information
• Asset List
• O&M Manuals
• Warranties
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Agenda
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Logging In
‣ From the OFCC website (OFCC.ohio.gov) in the bottom right 

corner, click the ON TRACK Online Maintenance Tool link
‣ Enter your User name and Password.  Usernames and 

passwords are given by OFCC.  Please contact Bill Bibbey @ 
William.Bibbey@ofcc.ohio.gov or by phone @ 614-466-6290

mailto:William.Bibbey@ofcc.ohio.gov
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Your ON TRACK Home Page 
‣ Click the System Settings to access system options and resources: 

‣ Maintenance View Job Aid
‣ Financial View Job Aid
‣ Glossary of Terms
‣ Program Guidelines
‣ Energy Star Portfolio
‣ Change Your Password
‣ Manage User Accounts
‣ Submit a Bug Report
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Maintenance View: Activities/Information
‣ For maintenance activities and information, click the 

Maintenance button.  
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Maintenance View: Activities/Information
‣ The tab at the top of the screen indicates that the Maintenance tab

is ‘open’. 
‣ Select a building by clicking on the School Name.



7

‣ Each building record contains the following options:
‣ Asset List
‣ O&M Manuals (# of files)
‣ Warranties
‣ Recommended activities in the next 30 days
‣ Navigation to earlier or later activity periods

Maintenance View: Activities/Information
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‣ Links to the maintenance activities, asset information, and 
status are listed.

‣ The status displays “To Do” until the activity has been 
completed.  

‣ Select any of the maintenance activities

Maintenance View: Activities/Information
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‣ The link displays the asset’s special instructions and maintenance steps.  

‣ The # Asset link displays the asset’s specific information that can be expanded, 
collapsed, edited or copied. 

‣ When the asset’s maintenance activity is complete, click the “To Do” indicator.  
The Status will change to a      indicating that the activity has been completed.

‣ Select the next asset in the list and repeat the steps above as needed.

Maintenance View: Activities/Information
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Maintenance View: Asset List
‣ Click on the Asset List button.
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Maintenance View: Asset List
‣ To expand or collapse specific asset information, click the + or –

next to each asset.
‣ Click the Edit button to update the asset information.

‣ Click the Copy button to copy asset information.

‣ Click the Add button to add another asset.
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Maintenance View: Asset List
‣ Assets can be:

‣ Updated

‣ Added

‣ Saved

‣ Saved and Upload O&M

‣ View Expendables for this Asset

‣ Retire this Asset
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Maintenance View: Asset List
‣ To upload updated O & M pdf’s, click the Upload button.
‣ Choose files to upload (not to exceed 500M). 

‣ Upload or cancel.
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Maintenance View: O&M Manuals
‣ Click the O&M Manuals button
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Maintenance View: O&M Manuals
‣ Select the O & M files to be viewed
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Maintenance View: Warranties
‣ Click on the Warranties button
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Maintenance View: Warranties
‣ Asset warranties and expiration dates are displayed.



Questions?
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Bill Bibbey
Maintenance Administrator

william.bibbey@ofcc.ohio.gov
(614) 466-6290

Jean Stephenson
Grants and Procurement Administrator

jean.stephenson@ofcc.ohio.gov
(614) 995-7162

www.ofcc.ohio.gov

mailto:william.bibbey@ofcc.ohio.gov
mailto:jean.stephenson@ofcc.ohio.gov
http://www.ofcc.ohio.gov/
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