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Step 1- Sign into 3M™ SMART

Managers of 3M™ 
SMART will sign 
into the system with 
their assigned User 
Name and 
Password. Go to 
3m.com/smart to 
access the SMART 
Program.
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Step 2- Click on My Training Assignments

When a Manager has 
logged in, supporting 
training documents will be 
loaded on the right hand 
side under the HELP 
DOCUMENTS heading. 
There is no change to the 
PROCEDURE WIZARD. 
When a user clicks on MY 
TRAINING 
ASSIGNMENTS, they will 
be directed to a new web 
page.
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The manager will need to 
enter their 3M Academy 
log in credentials.

Step 3- 3M™ Academy
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Step 4- Access Catalog

Hovering your cursor over 
the “Manager” box while 
drop down two options: 
“Dashboard” and “Learn.” 
Hover over “LEARN,” and 
then click “Catalog.”
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Step 5- Access Cleaning & Workplace Safety Folder 

Scroll down to find the 
“SAFETY” category and 
click on “Cleaning & 
Workplace Safety.”
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Step 6- Access SMART Folder

The SMART eLearning 
subcategory has two 
folders: Infection 
Prevention & Working with 
Chemicals. Please see the 
3M™ SMART Training 
Brochure for a full guide of 
which modules pertain to 
which folder. Click on the 
folder of your choosing. 
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Step 7- Assign

With the respective folder, 
locate the module you 
would like to assign to your 
learners. In this example, 
we have chosen the 
“Protecting Yourself: 
Personal Protective 
Equipment” module. 

Once you have the module 
of your choice, click the 
drop down arrow next to 
“ACTION” and select 
“MANAGE 
ASSIGNMENTS.”
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Step 8- Adding Learners

Click “ADD.” 
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There will be a list of the 
names of your 
employees/users. Click the 
box to the left of each 
person you’d like to assign 
to the course. Then hit 
“NEXT.”
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Step 9- Select all applicable settings

Once you have selected the 
desired users, there are a few 
settings to choose from. First, 
selected whether you’d like the 
course to be REQUIRED or 
RECOMMENDED. Secondly, 
choose a desired due date. Third, 
click APPLY TO SELECTION. 
Finally, click DONE.  


