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Adjust a Timecard on a Work Order


**Note: An approved Timecard can not be deleted – it must be adjusted.  Below are the steps to adjust a timecard.
Adjust a Work Order Timecard
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



, then click the [image: image4.png]


 button
and enter in your login information
5. Click on the Time tab

6. Click on the timecard list sub-menu link
7. Find the Timecard that needs to be adjusted

8. Under the ‘Actions’ column click the blue arrow next to ‘adjust’
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9. Select the days that need to be adjusted, (click in the ‘white’ box at the end of the day) then click the ‘add adjustment’ button [image: image6.png]add
sdjustment]



.  
10. If all days need to be adjusted, click the ‘Select all’ button[image: image7.png]select all]



.
11. Enter in the correct number of hours worked that day(the system will calculate the difference in hours)
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12.  Click the ‘submit’ button to submit the adjusted timecard for approval.
**Notes: 

· If the entire timecard is incorrect, you would adjust each day and enter in 0 for the actual hours worked each day.

· All adjusted timecards will have the same original timecard number associated with it.  The number after the  ‘– ‘ will differentiate the adjustment from the original timecard. (i.e. the timecard adjustment number for original timecard T-A546644-0  will be T-A546644-1)
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