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Create a payment request on a Work Order


Create a Work Order Payment Request
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



, then click the [image: image4.png]


 button
and enter in your login information
4. Click on Work Orders/Assignments tab

5. Click on assignment list  sub-menu link; the system displays a list of your assignments
6. From the displayed list, locate the assignment you want to invoice
7. Click on the checkbox [image: image5.bmp] next to the assignment number

8. Click on the modify button [image: image6.png]


 (at the top of the column of checkboxes)

9. On the next screen, click the checkbox [image: image7.bmp] next to Create Payment Requests.  Then click on the [image: image8.png]


 button

10. Fill in the fields on the screen
· Choose Payment Type:  Select from drop down the applicable payment type
· Enter Requested Amount:  Input value to be invoiced
· Comments:  Optional field
· Supplier Invoice Number: Input your internal invoice number.  A maximum of 16 characters, including special characters, can be provided on the payment remittance.  The invoice number MUST be unique.  If the same invoice number is used, the TI A/P system flags the invoice as a duplicate and this will delay payment. 
· Supplier Invoice Date: Input the invoice date associated to your internal invoice number.  Your invoice date along with your pay terms will be used to calculate the payment date. 
· Payment Request Attachment: Attach an Excel file or a company invoice with billing details
11. Click on the [image: image9.png]


 button, then click on the [image: image10.png]


 button
12. Click on the payment requests list  sub-menu link
13. Status:  Submitted for Approval:  Supplier has submitted payment request; TI Approver has 


been notified

Approved:  TI Approver has approved payment request but has not submitted it for invoicing;  Supplier has been notified
Submitted for Invoicing:  TI Approver has approved payment request and submitted it for invoicing;  Supplier has been notified

Editing:  Supplier has not submitted the payment request to TI for approval and needs to Submit for Approval or Cancel
Rejected:  TI has rejected the payment request; Supplier needs to correct and re-Submit for Approval or Cancel the payment request
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