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Approve a Work Order

Use these steps to view approve or reject a work order.
1. Log on to http://iqnavigator.com
2. Click on the [image: image1.png]Customers



 tab
3. Click on [image: image2.png]- Customer Login




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




5. Click on Work Orders/Assignments tab

6. Click on work orders sub-menu link
7. The system displays a list of work orders
8. From the displayed list, locate the work order you want to approve
9. Click on the Work Order / Effective Amendment # link

10. Review the summary of the work order
11. Click on the [image: image4.png]


 button; An email notification will be sent to TI stating your approval of the work order terms
12. Click on the [image: image5.png]


 button; An email notification will be sent to TI stating your rejection of the work order terms

13. Contact the BU Admin for any further communication regarding the work order
Work Order Statuses:
· Offer Pending: the Work Order is in work at TI and has not been released for supplier approval or rejection
· Offered:  the Work Order requires supplier approval or rejection
· Pending Effective: the Work Order has been approved by TI and the supplier but the start date has not been reached

· Effective: the Consulting Agreement has been approved by TI and the supplier and the start date has been reached
· Completed:  the Work Order has been closed by TI and no further activity can take place, i.e. no payment requests can be submitted

· Terminated:  the Work Order has been ended by TI and no further activity can take place, i.e. no payment requests can be submitted
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