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Contractor - Create an Enhanced Expense Report

**Note: As of Nov 21st 2007, TI Expense Report Approvers will not be allowed to approve Expense Reports if there is not sufficient budget remaining on the Work Order.
**TI has migrated from Standard Expense Report Functionality to Enhanced Expense Report**

How to create an Enhanced Expense Report
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. From the Time/Expense tab choose create expense report sub menu link
6. Choose  the Buyer organization (TI-US) from the drop down; 
**Note: If the Buyer organization drop down is blank, then your work order is not setup to allow for expenses.
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7. Fill in the expense information.  After the date is entered, the Assignment and CAC will default.  ‘Expense type’ and ‘Amount’ are required fields.  You can check if the original receipt is missing and can attach documents if necessary.
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8. You can choose to ‘save’ the report or ‘submit’ it for approvals.  
9. You will receive a message at the top of the screen that they have saved or submitted successfully.
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10. If you receive the following ‘Budget Threshold’ warning message, the expense report may not be approved by TI due to insufficient budget
      Please run the ‘Supplier- Assignment Budget Check’ report in IQN to find out the remaining budget on  

      the work order.
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11. Click on the ‘close’ button, you will be taken to the Expense Report List, where you can view all of the Expense reports that have been created.

**Note: Contractors will have access to ‘View’ Archived standard expense reports. They will not be able to create new expense reports or to take action on existing standard expense reports.  
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