Welcome to Module 1: Smartsheet Activity Schedule Overview ​
In this learning module we are going to review the Smartsheet Activity Schedule process, the tools and features within the Smartsheet software, and how we can use these tools to work collaboratively. ​
​
At the end of this module, you will be able to: ​
(CLICK) Locate your Smartsheet Activity Schedule. ​
(CLICK) Recall the tools and steps used to update your Activity Schedule. ​
(CLICK) Identify the columns you will be required to complete within your Activity Schedule.  ​
(CLICK) Interpret the reminder notifications sent to you throughout the year. ​
​
Let’s take a closer look at what a Smartsheet Activity Schedule looks like: ​
To do that, I will need to retrieve my Smartsheet Activity Schedule link. ​
(CLICK) When a sheet is shared, all Activity coordinators should receive an email notice that looks like this from your CME Coordinator.  ​
(CLICK) Click on the link or the blue box at the bottom and it will take you to your Activity Schedule Smartsheet form.  ​
This web address is static so please bookmark this page for future reference.  

Once opened you will notice a format similar to an Excel spreadsheet. Let’s review the column types and required information.  ​
Column Types: ​
There are a few different column types. First let’s discuss the colors: ​
(CLICK) Green columns - These are columns that you as the Activity Coordinator are responsible for completing. We ask that these green columns be completed at least 2 weeks before the day of the session.  (ON CLICK)​
(CLICK) White columns are columns that the CME Coordinator is responsible for completing. 
Besides the colors, each column, has different labels: (CLICK THROUGH TO HIGHLIGHT EACH HEADING)​
· Status ​
· Topic ​
· Session Objective(s)* ​
· Date ​
· Time ​
· Location (This can be the Virtual Platform if not in person) ​
· Virtual Info (If applicable) ​
· Speaker ​
· Disclosure Response ​
· Expiration Date ​
· Date Delta ​
· Disclosure Method ​
· Text In Code ​
· CME Approval ​
· Activity Coordinator Contact ​
· CME Coordinator Contact ​
· Actual Credits Offered 
Remember, you as the activity coordinator are responsible for completing only the green columns. If you’re not sure what to add for a certain column, please review the document titled “SMARTSHEET ACTIVITY SCHEDULE (SAS) COLUMN DESCRIPTIONS” also found on your RSS training course.​
Our next video will review the purpose of the disclosure response, expiration date, and date delta columns that have been created to streamline the financial disclosure process. (CLICK THROUGH TO HIGHLIGHT HEADINGS)​
Once the CME coordinator assigned to your activity has all green columns completed for an activity date, they will provide you with your text in code that has been generated by our CME portal. Your learners can then use this six-letter text-in code at your activity to claim CME credit. (CLICK TO HIGHLIGHT HEADING AND CELL EXAMPLE)
For details on this process and how your learners can create an account in our CME portal, please view the POCKET CARD also found in your RSS training course. ​
If we are missing any of the information in a green column 2 Weeks Prior to your activity date, you will receive this reminder email with the subject, Activity Schedule Updates Due.” (CLICK) As you can see in this example, we are missing our speaker email address. (CLICK) Your reminder email will include a link to your Smartsheet activity schedule and a snapshot of the relevant row. If all green columns are completed 2 weeks prior to your activity date, you will not receive this email. 
Once all information in your required green columns has been received and confirmed by the CME Coordinator, you will receive an automatic email update with the subject, “Your text-in code is here” and your text-in code will be pasted below.  ​
ADD TEXT FOR DISCLOSURE AUTOMATION IF USED​

If we are missing any of the information in a green column 4 days prior to your activity date, you will receive this reminder email with the subject, "CME Alert: Information Required for Session Approval.” (CLICK) As you can see in this example, we are missing our speaker email address. (CLICK) Your reminder email will include a link to your Smartsheet activity schedule and a snapshot of the relevant row. If all green columns are completed 4 days prior to your activity date, you will not receive this email. 

Lastly, if one of your activity dates is canceled, we ask that you simply change your activity status to canceled. (CLICK) This will cause your credits awarded to appropriately change to zero.  ​
This concludes Module 1. Please progress forward to Module 2.​
