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An access key is required the first time the 
tool is used. Contact the State Board for 
the access key. 
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Choose “New” when providing 
data for a new biennium. 

Choose “Continue” if previous data has been entered 
for the biennium or to review data from a previous 
biennium. 
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If opening data from a previous session, 
choose from the list of data files and click 
“Open”.  

Older data files will be located in the 
“Archive” folder. Each time the data is 
saved, a new file is generated in case the 
older data is needed. 
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Start here 

Fields will populate as 
data is entered in each 
section 

You can 
complete 
sections in any 
order. 

Open or save data. 
Email data to SBCTC 
when finished. 

Help is 
provided for 
each section. 

Steps are shown 
with instructions. 

Additional notes are 
shown here. 

Links to SBCTC website 
and previous survey 
reports 

Note: Data can be entered using 
the tool in multiple sessions. 
Alternatively, data can be collected 
by other means and entered in 
tool by State Board surveyor at the 
time of the Survey. 
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Click the yellow cell or 
the “Add” button to 
enter deficiency data 
in pop-up user forms. 

Return to Dashboard 

Reset deficiency data 

Red/Yellow hatch will 
show at the end of a row 
if a building has been 
previously identified to 
be demolished within 6 
years. 

Can provide cost 
data after the 
survey 

Scores will show 
up after survey 

An entry can 
be omitted 
at any time. 

 

Deficiencies can be 
added one at a time 
or several at once. 
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Identify Carryover Deficiencies 

 

  
Prior deficiencies that were not funded can 
be selected to be re-evaluated. Scroll 
through drop-down list to review and 
update prior data. Click “Add to survey list” 
button to add the data. Prior cost data is 
automatically escalated. 

When finished adding carryover deficiencies 
or if there are none to add, click this button. 
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Enter New Deficiencies 

 

  
Choose the location of the deficiency. Click 
“Continue” to enter data in the next tab. 
Alternatively, each tab can be selected. 

Data will automatically be placed in the 
spreadsheet (in the background) as 
carryover and new deficiencies are 
added. 
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Add Data for New Deficiencies  

Enter data in each tab of the user form. Critical 
data must be provided to add the deficiency. 
Cost data can be added after the survey. All 
data can be modified at a later time. 
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Review Budget Information 

 

  

Review minor works 
projects included in 
the capital budget. 
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Review and Edit Deficiency Data 

 

 

  

Click this icon to 
print the entire list 
of deficiencies. 

After deficiencies have been 
entered, data can be changed by 
selecting individual cells. When 
finished, click the “Back” button 
to return to the dashboard. 
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Click each radio button 
and select service level. 

Return to Dashboard. 
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Select individual maintenance staff and 
enter the average number of hours per 
week they dedicate to maintenance 
efforts. Do not include time for 
administrative duties, moving furniture, 
cleaning, setting up for events and other 
non-maintenance activities. 

Enter data in the three 
blue cells. Click the “Help” 
button for clarifications. 

Previous survey data and benchmark 
data is provided for reference. 

Return to Dashboard. 


