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Manage Assignments

The intent of this job aid is to highlight key steps involved in managing assignments. Assignment Management is a ‘generic’ term
used to describe transactions in the application that track information about non-3M workers’ work details. Assignments hold all
non-contractual terms of the work order and the supplier has the ability to edit general information as well as the on boarding
checklist.

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

Manage Assignments (Fields with a red asterisk* are required):

1 Under the Work Order/Assignments tab choose 3'!' WMOTL(.&“dEw:w::
the Work Orders sub-menu link

2 From the Work Order Actions drop-down menu
on the right side, choose the view assignment

action and select the button.
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3 Choose the General Supplier Organization tab
to edit supplier information.

4  The Managing Supplier Agent and/or the Supplier
Accounting Representative fields can be edited.
A resource identifier can also be added and can
track a supplier’s unique identifier for reporting

purposes.
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6 The non-3M worker’'s email address may be
added to the assignment.
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If you have questions or require assistance with the new application please call the IQNavigator Customer Service Desk at 1
1-877-706-4394 or send an e-mail to igcustomerservice@ignavigator.com.
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7  After making any changes to the assignment, 3M Worldwide ™™ .
click on the Assignment Management T S WSS, ston_|._on Doucciog chectist | Asseis [ pammmmrt et sy | [ 9
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8 Click the button to save any changes.

oy JoBLovEl  Job Category

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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