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Zero out a saved by not submitted payment request on a Consulting Agreement

Payment request on a consulting agreement can not be deleted, instead, an invalid payment request needs to be zeroed out so it does not affect TI’s accrual process. 

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 Consulting Requests tab; Click on consulting agreements sub-menu link

5. A list of your consulting agreements will be displayed; locate the agreement of interest
6. Under the Actions column, select  [image: image5.png]manage consulting agreement v |=p



 and click on the arrow

7. Find the payment request. The payment request should be in “Needs approval” status
8. Under the Actions column, select  [image: image6.png]view payment request detail v |=p



 and click on the arrow
9. Go to the “Requested Deliverable Payment” field on the payment request and zero out the amount. 

10.  Click on [image: image7.png]
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