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Approve/Reject a Work Order

Use these steps to view approve or reject a work order amendment.
1. Log on to http://iqnavigator.com
2. Click on the [image: image1.png]Customers



 tab, click on [image: image2.png]- Customer Login




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



, then click on the [image: image4.png]


 button
   and enter in your login information
4. Click on “offers to approve” link on your dash board in the “My status Items” section. The system display a list of work orders that are pending your action
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5. Click on the resource name to open up the resource profile
6. Click on the [image: image6.png]* General



 tab and verify the resource’s SSN is correct (Note: A contractor’s SSN is used as an unique identifier to match up with the contractor’s records on TI systems)
7. Click on the [image: image7.png]Summary.



tab, then click on [image: image8.png]



8. Click on the [image: image9.png]Dashboard




 link, then “offers to approve” link to go back to the work order list
9. Click on the work order number to open up the work order. Review the work order terms and conditions

10.  Click on the “approve” or “reject” button [image: image10.png]approve



to approve or reject a work order 

(Note: if you are rejecting a work order because of an error on the work order, before rejecting the work order, click on view assignment and make a note of the TI hiring manager name and contact information. Contact the TI hiring manager about the error)
11.  Upon your approval or rejection of the work order, an email notification will be sent to TI
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