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Convert Existing Resource from Non-Billable to Billable on a Consulting Agreement

1. Click on the [image: image17.jpg]IQNavigator



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




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




4. Click on the  Work Orders/Assignments tab

5. Click on the assignments sub-menu link; the system displays a list of assignments/work orders
6. Find the consulting agreement number under the [image: image4.png]Consulting
Agreement

AY




 column (if this column is not available on your list view, refer to the List View Configuration job aid to add this column)

7. Locate the Work Order / Effective Amendment # for the resource and click on the link [image: image5.png]



8. Click on the [image: image6.png]Work Order Actions:




 button to modify the Bill Rate for the contractor
9. In the box provided, input the date (mmddyyyy) the new bill rate will become effective [image: image7.png]@ Amendment Effective Date:




10. Input the new bill rate in the box provided across from the Standard Bill Rate  [image: image8.png]Standard Bill Rate: 0.00




11. Input ‘0’ (zero) in the Estimated Labor field and click on the [image: image9.png]


 button [image: image10.png]@ *Estimated Labor: 0.00




12. Provide additional information to TI explaining the amendment to the bill rate and the effective date for this change in the Public Notes section
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13. In the [image: image12.png]Customer Defined Fields|



 section, click on the drop down list and select Billable [image: image13.png]: | Billable





14. Scroll to the top of the screen and click on the  [image: image14.png]Amendment Actions:



 button

15. On the next screen, click on the [image: image15.png]Work Order Actions: [IETTaY




 button

16. An email notification will be sent to TI requesting approval of the amended work order terms
17. Contact the BU Admin for any further communication regarding the amendment to the work order
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