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Overview

This guide explains how to postpone a planned maintenance job in Knotical PMS. Postponing a 
job is a two-stage process: a crew member submits a postponement request with a new date 
and a reason, and a technical superintendent or technical manager then reviews and approves 
it. The job is postponed only once the request has been approved.

Part 1 — Submitting a postponement request

Step 1.  Open the Postpone Job option

From the navigation menu, select PMS, then Job List, and locate the job you want to postpone 
— for example, Hydraulic Start. You can open the Postpone Job option in either of two ways: 
click the Actions button on the job's row and choose Postpone Job, or click the job to open it 
and select Postpone Job from the toolbar.

The Actions menu on the Hydraulic Start job, with the Postpone Job option.

Step 2.  Enter the new date and reason

In the Postpone Job dialog, select the Postponed Date — for example, 3 June 2026 — and 
enter a Reason, such as “Spares not available”. Then click the Postpone Job button.
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The Postpone Job dialog with the new date and reason entered.

Step 3.  Request submitted (awaiting approval)

This creates a postponement request — the job is not yet postponed. The request appears in 
the Postponement Requests table on the Job Details screen, showing the requested and 
postponed dates, who raised it, and the reason. The Approved Date and Approved By columns 
stay blank until the request is approved.

The postponement request, recorded and awaiting approval.

Note:  A postponement request does not change the job's due date on its own. The job remains 
active until a technical superintendent or technical manager approves the request.
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Part 2 — Approving the postponement request

Step 4.  Open the request as the approver

The technical superintendent (or technical manager) logs in and opens the PMS Job List for 
the vessel. Pending requests can be found via the For Me tab. Opening the job shows the same 
Postponement Requests table, now with approve and delete actions available on the request 
row.

The approver's view of the pending request, with approve and delete actions on the row.

Step 5.  Approve the request

Click the approve action on the request row. A confirmation prompt appears — note that once 
approved, the request cannot be changed. Click Yes to approve. (Alternatively, the request can 
be deleted to decline it.)
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Confirming approval of the postponement request.

Step 6.  Job postponed

Once approved, the job's status changes to Postponed and the Postponed Date is updated. 
The Postponement Requests table now records the Approved Date and Approved By, 
completing the process.

The job is now postponed; the request shows the approval details.

This completes the process of submitting and approving a job postponement in Knotical PMS.
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