
  Knotical PMS Planned Maintenance System

Assigning a Job to a Team Member

Knotical PMS — Planned Maintenance System
User Guide

June 2026

Assigning a Job to a Team Member Page 1 of 4



  Knotical PMS Planned Maintenance System

Overview
This guide explains how to assign a planned maintenance job to another member of your team 
in Knotical PMS. Assigning a job sets the crew member responsible for carrying it out, so that 
the job appears in that person's job list when they next log in.

Step 1.  Open the Job List

From the navigation menu, select PMS, then Job List. The Job List shows each job together 
with its component, job name, the crew member currently responsible, status, and due date.

The Job List. Each job can be acted on from the Actions button on the right of its row.

Step 2.  Open the Assign Job option

There are two ways to open the Assign Job option — use whichever is more convenient.

Method 1 — from the Job List

Click the Actions button on the job's row and choose Assign Job from the menu.
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Method 1 — the Actions menu on a job row, with the Assign Job option.

Method 2 — from the Job Details screen

Click the job to open the Job Details screen, then click Assign Job in the toolbar. This screen 
also shows the current Responsible crew member and an Assigned To panel.

Method 2 — the Job Details screen, showing the Assign Job button and the Assigned To panel.

Step 3.  Select the crew member

The Assign Job dialog opens with an Assign To list of all crew members, each shown with 
their rank. Select the person you want to assign the job to — in this example, the Second 
Engineer — and confirm.
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The Assign Job dialog. Choose a crew member from the Assign To list.

Step 4.  Confirm the assignment

Once assigned, the Assigned To panel updates to show the selected crew member and rank. 
In this example, the job is now assigned to Virender Kumar (II Engineer).

The job is now assigned to the selected crew member.

Tip:  When that crew member next logs in and opens the Job List, the assigned job appears in their 
list — for example, under the For Me view at the top of the screen.

This completes the process of assigning a job to a team member in Knotical PMS.
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