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How to update Resource’s Email Address

Use these steps to update a Resource’s Email Address
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
There are 2 ways to update a resource’s email address:

5. Click on the My Company Info tab
6. Click the view staff sub menu link

7. Click on the resource’s name that needs the update.

8. In the Standard Email field, updated the email address.

9. Click the ‘save’ button.

Or you can update the resource’s email address using the following steps:
10. Click on the Work Order/Assignments tab.
11. Click on the assignment list sub menu link.
12. Find the resource’s assignment in the list.
13. Click on the resource name.

14. Click on the ‘General’ tab.

15. In the Email field, updated the email address.

16. Click on the ‘Summary’ tab.

17. Click the ‘save changes’ button.
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