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Increase the Budget on a Work Order

Increase the Budget on a Work Order
1. Log on to http://iqnavigator.com
2. Click on the [image: image1.png]Customers



 tab, then 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. From the dashboard, click on the Work Orders/Assignments tab.

5. Click on work order list.

6. From the displayed list, locate the Work Order you want to amend. In the Work Order / Effective Amend. # column,  click on the work order number link, i.e. 323105/1.  Click on the ‘1’ or other # after the slash if a previous amendment has been created and approved.  
7. From the Work Order Actions:  click on the create amendment button. 

8. In the Amendment Effective Date field, enter the date when the amendment needs to become effective.
9. Estimated Expense:  Enter the additional amount you need to add to the work order
**Note: If you have previously entered an amount in this field, you will need now to enter the new Total amount expenses(including the amount that was previously enter in this field)
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10. Click on next.

11. Since you are changing the budget, the Work Order must be re-approved. Click on the  submit for approval button.
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