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Supplier Instructions for Adding a New User

1. Log on to http://iqnavigator.com
2. Click on the [image: image1.png]Customers



 tab, then click on [image: image2.png]- Customer Login




3. From the dashboard, click on the [image: image3.png]‘ Customer
Login




4. Click on the My Company Info tab, click on the add staff sub-menu link

5. Fill out the following fields:
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· First Name
· Last Name
· Title
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· Standard Email
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· Primary Phone
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· Country:  defaults from supplier set up information; not used for any purpose
· Address:  defaults from supplier set up information; not used for any purpose
· City:  defaults from supplier set up information; not used for any purpose
· State:  defaults from supplier set up information; not used for any purpose
· Zip Code:  defaults from supplier set up information; not used for any purpose
6. Click on the [image: image8.png]


 button

7. The View Staff list page will display; Under the Config User Acct column, click on the arrow next to create login [image: image9.png]Config User Acct
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8. Fill in

· User Name

· Password

· Confirm Password
9. Add roles by clicking on the role under ‘Available Roles’ and click on the select button to move them to ‘Assigned Roles’ (See Supplier Roles job aid for additional information about roles)
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10. Click on the [image: image11.png]Actions:




 button
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