
Maintenance - Complete

Are you completing a 
Planned or a Reactive 

Maintenance?

Go to Planned Maintenance

Select the Site

Search and select the job 
you are required to complete

*Review job and select 
'Complete'

Upload evidence and enter 
notes as necessary

Planned

Go to Reactive Maintenance

Reactive

Select the Site

Search and select the job 
you are required to complete

Review job and select 
'Complete'

Is the job made safe or 
complete?

Upload evidence of 
completion and enter notes 

as necessary

Select 'Complete'

Complete**Select 'Complete'
***Upload evidence of made 

Safe and enter notes as 
necessary

Made Safe

Note:
Planned jobs 
*Only those jobs that are overdue or Review soon can be completed (review soon jobs must be in the notified period for it to be completed)
**Once the job is completed, the next due date will auto set depending on the frequency.

Reactive Jobs:
***Made Safe jobs are still open and review of completion is required.
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