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This is a management module allows you to plan future maintenances and keep a history of 
performed maintenances on your vehicles.

By using this Maintenance module, you will be saving time and avoiding the risk of forgetting maintenances by 
following the use of your vehicles and being notified when maintenance is required.

01  Introduction
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Permissions
In the Configuration module, Roles section, you can define the role of the different users. By default, when the 
Maintenance module is activated, users will have access to the complete module. 

You can then define the actions allowed for each user. You can choose from the following accesses:

Activation
The Maintenance module is presently not available for all of ODOTRACK’s customers. You must have the Plati-
num package. To activate the module, you must place a request to our technical department. To do so, we invite 
you to communicate directly with your ODOTRACK’s representative.

Once activated, a new icon will appear in the menu on the left

02  �Activation & permissions
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Below is a brief overview of what the Maintenance module contains.

03  Bref aperçu

1 2
5 3 8 9

4 6 7

1.	 Main menu – left section: Allows you to 
quickly execute desired actions i.e.: Add, Edit, 
Delete, etc.;

2.	 Main menu – right section: Allows you to view 
all notifications, send comments to technical 
support and allows you to logout of your 
account;

3.	 Selection menu: Allows you to choose which 
maintenance and in which order you wish it to 
be displayed:

3.1 	 Display scheduled maintenances;

3.2  	Display maintenance history;

3.3  	Display maintenances by vehicle or type 
of maintenance. By default, all scheduled 
maintenances will be displayed by status 
(completed, upcoming, late, idle, or to do);

3.4  	Filter maintenances by status (completed, 
upcoming, late, idle, or to do) or by 
comment. By default, all maintenances are 
displayed by status;

3.5  	Sort maintenances by type, date, 
vehicle or status, either in ascending or 
descending order;

3.6   Refresh the displayed maintenance view 
by clicking on the refresh button;

4.	 Selection boxes: Allows you to select desired 
maintenances. To select all maintenances, click 
on the box to the left of the selection menu. To 
select all maintenances with the same status, 
click on the box to the left of the status;

5.	 Status: Indicates the status of scheduled 
maintenances (completed, upcoming, late, idle, 
or to do);

6.	 Maintenance & Recurrence: Indicates the 
type of maintenance and its recurrence. A 
maintenance can be unique, either based on 
an odometer value or a specific date, or can 
be periodic, either according to a distance 
travelled (i.e.: every 6000 km), a time-frame 
(i.e.: every 6 months) or a specific date;

7.	 Vehicle & Comments: Indicates the vehicle’s 
name which is associated with the said 
maintenance along with all comments listed 
when adding this maintenance;

8.	 Next Maintenance: Indicates the expected date 
or mileage required for the next maintenance; 

9.	 Add Maintenance: Allows you to add a 
scheduled maintenance to the Maintenance 
History list.
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Before starting to configure, you must 
first define all parameters applicable in 
the Maintenance Module.

Please note that any configuration within this
module may be modified at any time.

To configure, click on Options in Main menu
followed by Configuration.

Automatic conversion to maintenance history
Select this option when you wish to automatically transfer scheduled maintenances to performed 
maintenances (Maintenance History) once certain criteria have been met.

04  Configuration

Warning: Once this option is configured, the system will automatically assume that the maintenance has 
been performed notwithstanding the fact that it might not have been. Therefore, in this case, a difference 
might exist between the maintenance history and the actual maintenance that has been performed. 
When this option is not activated, you must click on Add Maintenance to be able to convert a scheduled 
maintenance to a performed maintenance in the Maintenance History list once it has been completed.

Garage
You can select which garage will perform the 
maintenance from your favorites that are already 
created in your account.

Click in the frame provided to search for your favorite 
either by address or key word. To create a new 
favorite in this section, click on the star icon in the 
configuration panel and populate the required fields 
in the pop-up window.
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Conditions
Define the frequency that maintenance must be 
performed by distance (i.e.: every 6000 km) or by 
time-frame (i.e.: every 6 months).

If both options are established, the cycle will plan 
according to the first occurrence of the two pre-set 
conditions.

Notifications
Chose who and at what frequency users will receive 
notifications.

Indicate how far beforehand you wish to be advised 
of the upcoming maintenance as well as the delay of 
notification when the said maintenance is late.

Finally, if desired, choose to notify either the driver or 
the manager.

By default, 28 types of maintenances have been created in the 
account. At any time, you can modify or delete the service types 
and/or create new ones.

Two options are available should you wish to view or modify the 
maintenance listing already created in your account. First, you can 
click on the Service Types button from the selection menu. A side 
panel will appear to the right of your screen.

To make any changes, click on the service type icon at the top right 
of the panel. A pop-up window containing all service types will 
appear allowing you to add, modify or delete one or more type(s) of 
maintenances.

Note : When adding scheduled maintenances, 
you can manually establish the next occurrence 
by indicating the odometer reading that the 
vehicle must reach for its next maintenance.

Note : You may also define the recipient of the 
notification when you add a maintenance.

05  Maintenance types
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You can also make changes by clicking on the
Options button in the Main Menu followed by
Service Types Management.

Use the icons to the right of the listing to either 
modify or delete types of maintenances.

To add new types of maintenances, click  
Add Service Type, populate the required fields  
(name & description) and click Save.
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This section allows you to have a bird’s eye view of all maintenances created in the account. By default, all 
maintenances will be listed and sorted according to their status (completed, upcoming, late, idle, or to do);

6  Scheduled Maintenance

A. View scheduled maintenances
Thanks to the selection menu, you can view scheduled maintenances either by its related vehicle or by 
maintenance type.

Click on the appropriate button (vehicle or service type). A panel will open to the right side of your screen 
allowing you to make your selection.

Click Apply at the bottom of the panel. You can filter maintenance types by status (completed, upcoming, late, 
idle, or to do) or by note (comment).

You can also sort by service types, date, vehicle or status, in either ascending or descending order. To refresh 
the view, simply click on the refresh button.
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B. Add a scheduled maintenance
To add a scheduled maintenance, click Add in the main menu, populate 
the required fields and click Save.

C. Edit a scheduled maintenance
To edit a scheduled maintenance, select which maintenance you wish to 
modify and click Edit in the main menu. Make the necessary changes and 
click Save. Only one entry may be modified at a time.

D. Delete a scheduled maintenance
To delete one or more scheduled maintenance(s), select those you desire 
to delete then click on Delete in the main menu. Confirm your selection as 
required.

E. Change a scheduled maintenance to a completed maintenance
Once a scheduled maintenance is completed, you can then convert it to a performed maintenance in 
Maintenance History.

If the account has been configured, the action can be automatically treated once the required criterion (distance 
or time) have been met. To configure, click on Options in the Main menu followed by Configuration. Activate the 
Automatic conversion to maintenance history then click Save.

 If the automatic conversion function is not activated, you must convert all scheduled maintenances to 
completed manually by clicking Add Maintenance in the scheduled maintenance listing. 

Populate the required information 
for adding a maintenance history 
(add maintenance history).

If more then one maintenance has been completed 
at the same time, you can add all additional mainte-
nances by selecting them from the left side table.

Once completed, click Save.
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The section allows you to view all completed maintenances.

Below is a brief overview of the various elements specific to this section.

6  Maintenance History

Warning:  : If you have configured the Automatic conversion to maintenance history option, the system 
will automatically assume that the maintenance has been performed notwithstanding the fact that it 
might not have been. Therefore, in this case, a difference might exist between the maintenance history 
and the actual maintenance that has been performed.

1

2 53 4 6 7 8

1.	 Mode of payment: Indicates payment method;

2.	 Multiple maintenances: The tiny arrows 
indicate that more then one maintenance is 
present. Click on the arrows to view the details;

3.	 Type of maintenance and payment method: 
Indicates the type of maintenance and payment 
method;

4.	 Vehicle and driver: Indicates the vehicle’s 
name and its associated driver relative to the 
maintenance;

5.	 Date: Indicates the date of said maintenance;

6.	 Odometer : Indicates the odometer reading at 
time of maintenance;

Important note: When adding a completed 
maintenance, once you select a vehicle, its 
odometer reading will be automatically 
populated in this field. If you wish to modify 
the odometer reading to be reflective of 
its reality, this update can be made in the 
Configuration module, Vehicles section, 
Odometer tab.

7.	 Cost: Indicates the total cost of the 
maintenance; Note: When adding a completed 
maintenance with an expense attached to it, 
this entry will automatically be duplicated in 
the Expenses Module under the Maintenance 
and Repairs entry.

8.	 Comment: Indicates the comment entered 
based on this maintenance.
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B. View completed maintenance
By using the selection menu, you can view all completed maintenance by date of these maintenances. Click on 
the calendar to select the dates you wish to view.

You can also view completed maintenances by vehicle that is in direct relation with thatmaintenance or by 
service type. Click on the appropriate button (vehicle or service type) and select within the pop-up window. 
Click Apply at the bottom of the window.

To filter maintenances by status (completed, upcoming, late, idle, or to do) You can also sort by service types, 
date, vehicle, warn, late, idle, due or cycle late) or by note (comment) click on the appropriate button.

You can sort the different maintenances by type, date, vehicle or status, in ascending or descending order.  
To refresh the maintenance history, simply click on the refresh button.

C. Add a completed maintenance
To add a new completed maintenance, click on the Maintenance History tab followed by Add in the Main menu. 
Populate the fields and the click Save.

If more then one maintenance has been performed, all can be inserted by selecting from the left side table.

D. Modify a completed maintenance
To modify a completed maintenance, select which 
one you wish to modify and click Edit in the Main 
menu. Once modifications completed click Save. 
Kindly note that only one maintenance may be 
modified at a time.

E. Delete a completed maintenance
To delete one or more completed maintenance(s), 
select those you wish to be deleted and click Delete 
in the Main menu. You will be asked to confirm your 
selection.
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You must first create the maintenance plan by 
clicking on Add a new maintenance plan or on the 
plus icon to this end. Name the plan you wish to 
create then click on Save. 

If you wish, use the appropriate icons to modify, 
duplicate or delete any maintenance plan created.

In the Maintenance plan window, add the number of 
scheduled maintenances needed by using the icon to 
this effect.

Repeat the above-mentioned procedures, by clicking on the plus icon to add and create new 
maintenance plans.

You can create various maintenance plans in order to regroup several maintenances together and then apply 
them to different vehicles. 

To do so, click on the Scheduled Maintenance tab, then on Options in the Main menu, followed by Apply 
maintenance plan.

08  Maintenance Plans

Click on Apply Maintenance Plan at the top left 
of themaintenance plan window so that you can 
select the vehicle that you would like this plan to be 
applicable to.



For any questions or additional information, 
we invite you to contact your ODOTRACK 
representative directly or to contact our 
customer service.

Contact us
514-388-7734          1 877 388-0810
 
odotrack.com


