The intent of this job aid is to highlight key steps required in accepting an Amendment. An Amendment is created by the requester
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and is required if any contractual information such as rates or date information on the work order need to be changed. If the
Amendment changes the budgetary requirements from the original job requisition, 3M’s approval will be required. The supplier
must accept any Amendment changes before they can become effective.

In order to login to the N3M Workforce System web-based application, see ‘Login to the N3M Workforce System’ job aid for instructions.

Accept Amendment:
From Email Approval:

1 You may accept or reject the Amendment by
clicking on the link provided in the email. The link
will navigate to the login screen where you will be
prompted to enter your username and password.
Review the Amendment for rates and dates, then

click or at the top of the screen.

(Note: If approved, the Amendment will become
effective once the effective date has been
reached.)

By Logging into the System:

1 Under the Work Orders/Assignments tab
choose the Work Orders sub-menu link.

2 Amendments needing approval will appear in the
‘Amendment in Process #' column. Click on the
number hyperlink to view the Amendment. The
number reflects how many Amendments have
been made to the work order.
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If you have questions or require assistance with the new application please call the IQNavigator Customer Service Desk at
1-877-706-4394 or send an e-mail to igcustomerservice@ignavigator.com.
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Review the Amendment terms in the ‘Fields M Worldwide ™"
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Click or . If the Amendment is
rejected provide a reason code why.

(Note: If approved, the Amendment will become 3
effective once the effective date is reached.) o

rn—
Finkd  Provious Amended
Value  Value
Wffective i
Amandment Sats

ComparaalionRales  Reguiar Pay Regular Mark Feogular BiN @ contractea
o M s et : P RaimBumamant Rata
OF Paptiate x OF Maskctp = GO st - Contractoa i = 01 REMBUSOmONt

Fate

If you have questions or require assistance with the new application please call the IQNavigator Customer Service Deskat 2
1-877-706-4394 or send an e-mail to igcustomerservice@ignavigator.com.




