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Search Work Orders

Use these steps to search work orders.

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 Consulting Requests tab

6. Click on consulting agreements sub-menu link

7. The system displays a list of consulting agreements

8. Click on the “+” sign next to Search & Filter to expand it

9. Next to [image: image4.png]Search Options



, there are 2 choices
a. Rerun a previous search – Go to step 10
b. Create a new search – Go to step 11
10. Click on the radio button next to [image: image5.png]O Rerun a previous search




a. Click on the drop down arrow for [image: image6.png]Saved Search:



 and make a selection

b. If necessary, click on [image: image7.png]


 and update Criteria 1 and/or the Filter

c. Click on the [image: image8.png]


 button
11. To set a default that will display all of your consulting agreements, use the following steps:

a. Click on the radio button next to [image: image9.png]O Create a new search




b. Criteria 1: use the drop-down list to find ‘CAC1-segment1’.  Select ‘contains’ from the modifier drop down list.  Type a capital ‘C’ in the last box 

c. Filter: defaults to active (non-archived work orders); use the drop-down list to select a different filter
d. Save Search As:  a name of your choice and select the box next to ‘Is Default Search’

e. Click on the [image: image10.png]


 button
12. To limit the consulting agreements to a specific group, use the following steps:

a. Click on the radio button next to [image: image11.png]O Create a new search




b. Criteria 1:  use the drop-down list to limit the consulting agreements to a specific type.

c. Filter:  defaults to active (non-archived work orders); use the drop-down list to select a different filter
d. Save Search As:  a name of your choice

e. Click on the [image: image12.png]


 button
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