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Create a Work Order Amendment

Use these steps to create a work order amendment.
1. Log on to http://iqnavigator.com
2. Click on the [image: image1.png]Customers



 tab, 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. 357121. Click on the # 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 that is applicable to the amendment being made.  For example,

· Extending End Date – enter today’s date if the work order has not already expired.  If the work order has already expired, enter the previous End Date so there is no break in duration and no impact to the contractor to submit time cards and expenses.

· Changing Rates – enter the date the new rate should be effective.  This date can be in the past, today’s date, or a future date.  The system will recalculate previously submitted and approved time cards with the rate change and create a debit or credit invoice to TI for payment to the supplier. 

· Other Changes – enter today’s date.

9. Make the desired changes to any of the rates, start/end dates, estimated expense, and/or travel and expenses allowed.

10. Click on next.

11. Review your changes and click on [image: image5.png]“submit for approval |



 to submit the amendment for TI’s approval

Note:  If your amendment is rejected by TI, you can either modify the amendment and re-submit it for approval, or cancel the amendment. Not cancelling a rejected amendment prevents TI from taking any actions on the work order. 
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