MODULE 3: Activity: Activity Schedule & Disclosure Updates 
· Slide 1:  
1. Welcome to Module 3: Tips and Best Practices for using your Smartsheet Activity Schedule. In this learning module you will learn how you can best utilize the Smartshet Activity Schedule to submit activity session information and collaborate with your CME coordinator.  
· Slide 2: 
1. At the end of this module you will be able to: 
· Communicate your activity session information effectively using Smartsheet software techniques 
· Identify when updated activity session dates will be requested by the CME office. 
· Slide 3: 
1. First, let’s review some Smartsheet features and technical tips that can help you quickly add session details and communicate with your CME coordinator.  
· Slide 4: 
1. To quickly locate your Smartsheet Activity Schedule, we recommend saving it as a bookmark on your device. Should you ever lose it, you can find a list of all Smartsheet activity schedules on your RSS training course. If you’re having trouble, please contact your CME Coordinator or Team at CME@prismahealth.org 
· Slide 5: 
1. When adding data to your green columns within your Smartsheet activity schedule you can quickly copy and paste it should you already have your information elsewhere or type within the cell as you normally would on an Excel document. To quickly copy and paste you can also use keyboard shortcuts such as Control C and Control V on a PC or Command C and Command V on a MAC.  
2. As a reminder, if you’re not sure what information should be added to each column, refer to our Smartsheet Activity Schedule Column Description one pager on your RSS training course. 
· Slide 6: (maybe make quick couple second videos on acting out below steps) 
1. Drag and drop 
2. Email address only for speaker 
3. Importance of changing status to canceling (show credit value change) 
4. Saving often 
· Slide 7: Commenting & Attaching files 
1. If you have a quick question for your CME Coordinator while entering data, you can use the comment feature on the far left: 
2. Type @ and then the username and add your message or question – an email will automatically be sent to them  
· Slide 8: timeline for adding dates 
· Academic calendar year dates... 
· We understand that some activities will only be able to complete 3 months at a time or will need to make updates through the year. We understand.  
· Please complete the sheet as much as possible for you and update it as soon as you can. That way, we can get started creating the sessions for you within the Learning Portal. 
· Slide 9: Final Reminders 
· Making changes/updates 
·  
· Slide 10: 
· Thank you for your time completing all 3 learning modules. Progress forward to complete a short final assessment to finish this course! 

