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Overview
This guide explains how to mark a planned maintenance job as completed in Knotical PMS. 
Completion is handled through a short wizard that records the completion date and remarks, the 
resources and spares used, any supporting documents, and finally confirms the job as 
completed.

Step 1.  Open the job and start completion

From the navigation menu, select PMS, then Job List — this shows the jobs assigned to you. 
There are two ways to begin: click the Actions button on the job's row and choose Update / 
Complete Job, or click the job to open the Job Details screen and click Update / Complete 
Job from the toolbar.

The Actions menu on a job row, with the Update / Complete Job option.

Step 2.  Review the job details

Opening the job shows the Job Details screen, where you can review the job name, job text, 
and procedure text. The tabs across the top show the Component the job applies to, the Job 
Resources required, the Spares / Items, and any Job Groups. When you are ready, click 
Update / Complete Job to open the completion wizard.
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The Job Details screen, showing the job information and related tabs.

The Complete Job wizard opens. It has five steps, shown across the top: Completion Details, 
Resources, Items / Spares, Documents, and Finalise.

Step 3.  Enter completion details

On the first step, Completion Details, select the Completion Date (the date the job was 
finished) and enter any Remarks about the work done. The Show job remark on next job 
option, when ticked, carries your remark forward so it appears the next time this job is triggered. 
Click Next.

Step 1 — Completion Details: completion date, remarks, and the next-job remark option.
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Step 4.  Record resources used

On the Resources step, record who helped perform the job and for how long. This is optional. 
Click Add New, select the crew member (for example, Chief Engineer) and enter the man-
hours; the total cost is calculated automatically. Click Next.

Step 2 — Resources: man-hours recorded against each crew member (optional).

Step 5.  Record spares used

On the Items / Spares step, add any spares consumed in completing the job. Click Add New, 
search for the spare, and add it. This step is also optional. Click Next.

Step 3 — Items / Spares: add any spares used (optional).
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Step 6.  Attach documents

On the Documents step, attach any supporting files, including photographs of the completed 
job. Click Add Task Documents to upload, then click Next.

Step 4 — Documents: attach files or photographs of the completed work.

Step 7.  Finalise the job

On the final step, Finalise, choose how to close the job. Keep task history open lets you 
continue updating the task's progress, while Finalise task history marks the job as completed 
and locks it from further changes. Select the appropriate option and click Finish.

Step 5 — Finalise: keep the task open, or finalise it to mark the job completed.

Note:  Choosing Finalise task history sets the job status to Completed and prevents further changes. 
Use Keep task history open if the work is still in progress.
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Step 8.  Completion confirmed

The task is updated and the job's status changes to Completed, shown at the top of the screen 
along with the start and completed dates and who completed it. In this example, the job was 
completed on 3 May 2026 by Capt. Rahul Anand.

The job is now marked Completed, with the completion date and completed-by details.

This completes the process of marking a job as completed in Knotical PMS.
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