
03.08  How to Close Preventive Maintenance Work Orders 

Note: The fields displayed on the screen may vary from the illustrations below based on an individual user’s 
security rights or based on the specific configuration of the database. 

 
Locate the Preventive Maintenance Work Order you are planning to close. 
Right-click on the ID number to open it in a new tab.  
Scroll down to the update requests section. 

1. Go to the General Comments box and type in “Work Order Closed”. 

2. Go to the Status field and select “Closed” unless “Tech Not Able to Complete” or “Not 
Enough Resources – ADMIN” apply to the Work Order. 

PLEASE NOTE: You do not need to be concerned about the “Date Closed” field, as this will 
automatically populate the information when you update the Work Order. 

3. Click Update to save changes.  

 
 


