
[image: image5.jpg]IQNavigator




Supplier Instructions to run the Timecard On Hold report

How to run the Timecard On Hold 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. Click on the Report tab.

6. Click on the Custom Reports hyperlink

7. Find the ‘Supplier – Timecards On Hold’ report
8. Under the ‘Actions’ column, Click the blue arrow next to ‘Submit’
9. Under Parameters, for ‘Assignment ID’ enter in the Assignment/Work Order number(s) 
10. Click the Submit button
This report will provide a list of timecards that have not invoiced because the budget has been depleted.  
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