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Today’ s agenda

What is Smartsheet?

How can Smartsheet help with collaboration and
reduce time spent on data collection and
management?

How is Smartsheet being used to improve processes in
URICA and OR?

How does licensing work and what are the differences
between free and licensed accounts?
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What 1s Smartsheet?

Web-based spreadsheet
application for collaborative
management of projects

Interface is similar to Microsoft
Excel, but with more
advanced features for

Smart Sheet collaboration

Northwestern login at
http://smartsheet.northwestern.ed
u
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http://smartsheet.northwestern.edu/

Key Advantages vs.
Excel

Atachments s« File attachments and links Column description allows you
o | can be added to individual to provide metadata for what is
ow 1 . . . . *
‘rows or entire sheet included in each field Column Description
ile . Automation Forms New Sheet

- H 1 BB Grid View * Y Filter = 4
b CJ = ¢ Primary Column Column2 Colum Column4 M
Drag and drop files from your computer, or click to upload.

Coe |

Column properties are more

Conversations ? X f| b| th E | 7 x
) Xl n eX - n - =
_Row_ Sheet Al Elease provide feedback e e a . ce you ca Edlt column Pmpertles
Row 1 add things like check boxes,
dropdown menus, automatic i
dates, etc.
Column Type
l:l +/ Text/Number
Comments can be added to Contact List...
Conversations in the context of your work |nd|V|dua|. rows or entire E:edown (Single Select)
Get started by entering the first comment below. Sheet - eaSIer to fo”ow than ° g.
. Dropdown (Multi Select)...
email, preserves checkbox
conversation history symbols...
Auto-Mumber/System...

- Coe | o

Comment or notify others with @
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Sharing 1n Smartsheet

Can share to anyone with a
2L Share

Smartsheet account, at
Northwestern or outside

[] Sheet Sharing o
I = Can give editor privileges,
- St e or view only
Publishing is also possible
to share on websites or via
4 Notify people Cc myself a Iink

Cancel Share Sheet
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Reports & Dashboards

Reports allow you to aggregate
data from multiple sheets and/or
summarize data from multiple
sheets - no copy and paste
required, changes made to data
are made everywhere

Employee Resource Portal (View Only) M smartsheet

Project Management Dashboard “*"°"

Dashboards allow you to create highly
customizable visualizations, graphs, and

Project Start Date Project End Date Project Duration Project Stats

. . Submit New Projects statDate: 03/05/18 EndDate: 05/10/19 ouraton: 310d % Complete: 15%
S u m m a rl es US I n g yo u r d ata At Risk Projects by Stage Key Project Links
e * 12 PmEP\an
Smartsheet can also be connected to —— o s L2
other tools like Tableau o : l : . : . .
o [ | —

Metric 1 ‘Smartsheet Work Execution Platfor.

- @ Proposal @ Kickofl @ Discovery @ Act @ Optimize  Close
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Metric

Display key cell values from
a sheet.

Ladan

Image

Add a company logo or any
other image to your
dashboard.

Chart

Chart data from a sheet or
report.

T

Title

Add a title to your
dashboard.

Dashboard Widgets

&

Shortcut

Link to commonly accessed
files, URLs, and Smartsheet
ltems.

T

Rich Text

Enter richly formatted text
for instructions or updates.

Report

Display a report on the
dashboard, with optional
Gantt view.

o —_ il

Web Content

Display videos, Smartsheet
forms, and other web
content for your team.
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Smartsheet Forms

Data and attachments from form are automatically
imported into Smartsheet

Northwestern | SMARTSHEET

VPR Signature Request Form for Proposal .. .
9 Relateeqd Materials P Additional columns can be included on

Smartsheet to help track status, add additional
info, etc.

To request a signature from the Vice President for Research (VPR), please fill out the
information below. This form is only for VPR signature requests related to proposals (letters of
support, cost share, cover letters, etc).

Fer non-proposal related materials requiring VPR review and signature, please use this form: ht FO rm i S p u b I i C ] S m a rtS h eet p ri Va te

ips://app.smartsheet.com/b/form/371605f{862d4d75851cd24168835bda

Materials requiring the signature of other individuals such as school deans should be routed
per their instructions.

% )5 i | DateReceived e Status o 5 e b | PiName Proposal Title Linkto FOA/RFA/ete.  Pagel  Amtachments 2 %
Note that OSR guidance states that all letters involving cost share must be received at least
one week before the proposal deadline. For all other letters, at least 2 business days lead time . A Row Sheet Al
are required to adequately review and process requests. Late requests could be a challenge to
address. . Sort by Date *
For questions or concerns, please contact Nick Angeloni, Director of the Office for Research ®
Strategic Planning and Coordination, at n-angeloni@northwestern.edu @
©
Are these materials research proposal related and do you require the signature of the Vice [ /
President for Research, Milan Mrksich? * yn
©
Yes
©
Due Date * @
;] _ t -
_— © @
Cost Share/Institutional Support *
Does this request involve cost share or institutional support, including cash, in kind, or other ]
resource committment? @
©
Select
[
Sponsored Project Number o @
If available, should correspond to the InfoEd SP number.
©
3 ‘ Attach Filesto Sheet
o v
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Smartsheet Workflows

Trigger: + When rows are added - Edits or additions to sheet can
When Anyfed + changes trigger programmed events

© Runworkflow: When triggered ~

Can cut down on the amount of
email and follow-up needed

Y Add a condition to filter rows

2 Alert someone

+4 Send to specific pecple ~

Workflows can trigger simple
= VRS r—— email alerts as well as requests
for approval or updates

listed below.

Includes sheet links, 8 fields
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Smartsheet Licensing

Current license cost - $349 per year per user
—  Group licenses are not currently available
—  Northwestern admin is Joseph Kurtin

Licensed User Free User

- Create, view, edit, update, View, edit, update sheets
and own sheets, templates, and reports (with
reports, workspaces, forms appropriate permissions)

- Insert and delete columns,
change column properties

Serve as editor or admin

Cannot create new items
- Publish sheets, reports,

Cannot add columns to
dashboards

existing sheets

https://help.smartsheet.com/articles/520100-user-types
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Key Takeaways

Smartsheet has additional features over Excel that
allows for improved collaboration, documentation,
and reporting of data

Forms, automation, and linkages in Smartsheet can
improve data intake process, streamline workflow,
and cut down on errors

URICA and OR are already using Smartsheet to
Improve processes

License is required to create new sheets but free users
can collaborate on existing projects
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Questions?

Contact Nick - n-angeloni@northwestern.edu

Learning Center -
https://help.smartsheet.com/

Center of Excellence (Northwestern licensed) -
https://learn.smartsheet.com/

Smartsheet Certification (normally $99) -
https://excellence.smartsheet.com/
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