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Overview

When PMS jobs are first imported into Knotical PMS, many of them have no last done date.
This guide explains how to set that date once, so the system can work out when the job is next
due. Setting the last done date recalculates the job’s next due date from that date and the job’s
trigger.

Important: The Update Last Done Date option can be used only once per job. As soon as a job has
any job history — that is, once it has been marked completed at least once — the option disappears.

Step 1. Open the PMS Job List

Go to the PMS Job List. If a filter is active, reset it so the job you are looking for is shown.

Step 2. Choose Update Last Done Date

Find the job in the list — for example, a job that is Overdue with a due date carried over from
import. On that job’s row, open the Actions menu and select Update Last Done Date (the
second option).
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The Actions menu on a job row, with Update Last Done Date as the second option.

Step 3. Set the date and save

In the Update Last Done Date dialog, use the date picker to choose the date the job was
actually last completed — for example, the date you are confident the work was last carried out.
Then click Save.

Update Last Done Date x

The Update Last Done Date dialog. Pick the date the job was last completed, then Save.

Step 4. Check the new due date

The job’s next due date is recalculated from the date you entered. In the example below, the job
moved from 23 Feb 2026 (Overdue) to 06 May 2026 (Scheduled) once the last done date was
set.
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The job’s due date recalculated — now Scheduled for 06 May 2026.

This completes the one-time update of a job’s last done date in Knotical PMS. From here, the
job follows its normal schedule.
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