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Submit a Resource to Job Requisition

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 the Supp. Labor Requests tab

6. Click on the job opportunities sub-menu link

7. The system displays a list of job requisitions
8. From the displayed list, locate the job you want to submit a resource to
9. Under the Actions column, select  [image: image4.png]submit resources v |=p



 and click on the arrow

10. Review the information for the job requisition
11. You can submit resources to a requisition in 2 ways
·  Submit existing resource profiles from the 'Available Resources' box by selecting their name(s), clicking the [image: image5.png]j cclect > |



button and then clicking the [image: image6.png]apply to list



button. The screen will refresh.  The Status now reflects [image: image7.png]
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OR

· Create a new Resource by clicking on the [image: image9.png]create new resource



 button
· Enter *Last Name (as it is on a passport)

· Enter *First Last Name (as it is on a passport)

· Click on the drop down and select the first option, then 

RE-SELECT First Name – Last Name – Date of Birth  [image: image10.png]


 
· Enter Date of Birth (MM/DD/YYYY)

· Click on the [image: image11.png]nigue id




 button

· Tab to the next field, attach a document if you choose

· Go to the Actions section click on the [image: image12.png]


 button
12. For the Supplier Account Rep, SAR, click on the drop down arrow and make a selection 
[image: image13.png]“ SAR: | Anantha Padmanabha, Ravi Prakash




 
13. In the Resource List section
· Click in the box [image: image14.bmp] next to the resource name and then on the [image: image15.png]mit



 button at the top of the column
· If you have more than one resource, click on the [image: image16.png]select all



 button then the [image: image17.png]mit



 button both at the top of the column
14. In the Resource Specifics section, input the Resource Rate Compensation
· Rate Type:  Defaults to Hourly, click on the drop down arrow to select ‘Monthly’ (screen refreshes)

· Currency:  Defaults to USD, click on the drop down arrow to select INR
· Rate Details:  Input Pay Rate, Mark-Up (always 0), Bill Rate; Click on the refresh icon [image: image18.png]
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· Use the comments box for additional information

· In the Actions section click on the [image: image20.png]Actions.




 button

15. The status now reflects [image: image21.png]Job Seeker Interested



 
16. Click on the [image: image22.png]return to list



 button
17.  The TI Hiring Manager has received email notification of the resource(s) and can approve or reject them
18. The TI Hiring Manager action will generate an email notification to the Supplier Account Rep (SAR)
19. The SAR will receive email notification to accept the Work Order created for the resource that was approved by the Hiring Manager
         
1
Last update: Feb 20, 2007

[image: image24.jpg]IQNavigator



