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Contractor Create a Timecard on a Work Order


**Note: As of Nov 21st 2007, TI Timecard Approvers will not be allowed to approve timecards if there is not sufficient budget remaining on the Work Order.
Contractor Create Timecard on a Work Order
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 create timecard sub-menu link
7. Select ‘Create new timecard’
8. Enter in the ‘Weekending Date’
9. Click the ‘create timecard’ button [image: image5.png]creste timecard




10. Comments: optional field

11. On each applicable day input the hours worked, the Comment field on each day is optional
12. Click the submit button [image: image6.png]submit |




13. If entering the timecard on any day before the Weekending Sunday Date  you entered (i.e. on Friday or on Saturday, you will receive the following informational message, confirm that you are using the correct Weekending Date then click ‘OK’, otherwise click ‘Cancel’ and update the Weekending Date.
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14. If you receive the following ‘Budget Threshold’ warning message, the timecard may not be approved by TI due to insufficient budget, 

      Please run the ‘Supplier- Assignment Budget Check’ report to find out the remaining budget on the                                  

      work order.
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15. Timecard Status: Approval Pending
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