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Add a Resource to a Consulting Agreement

Use these steps to add a resource to a consulting agreement.

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. Click on the Consulting Requests tab

5. Click on the consulting agreements sub-menu link; the system displays a list of consulting agreements
6. From the displayed list, locate the agreement you want to submit a resource to
7. Under the Actions column, select  [image: image5.png]manage consulting agreement v |=p



 and click on the arrow

8. Click on the Resources tab [image: image6.png]EventTracking  Resources
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9. Click on the [image: image7.png]add resources



 button

10.  There are 2 options:
· Choose a Resource from the left list box and [image: image8.png]j cclect > |



 it to move it to the right list box
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OR

· Create a Quick Resource
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· Enter First Name

· Enter Last Name
· MUST be a valid Social Security Number
· In the Actions section click on the [image: image11.png]


 button
11. Fill in the fields on the screen

· Job Title: Select from drop down list
· Supplier Project Manager:  Click on the drop down arrow and select a person
· Start Date:  Input the start date that the resource will begin working
· End Date:  Input the end date that the resource will stop working 
· Bill Rate Unit:  Defaults to Hourly; if correct, follow next steps
· Rate Details:  Input Pay Rate and Mark-Up; click on refresh icon [image: image12.png]


 to calculate Bill Rate
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· Bill Rate Unit:  If Monthly, select from the drop down, then follow next steps

· Rate Details:  Input Pay Rate and 0% Mark-Up; click on refresh icon [image: image14.png]


 to calculate Bill Rate
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· In the Actions section click on the [image: image16.png]Actions:




 button
12. The Resources screen will appear.
13. Click on the checkbox [image: image17.bmp] next to the resource and click on the [image: image18.png]


 button
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