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I. Introduction 
NC HIEA utilizes Smartsheet as a collaboration tool on data connections and data quality 
initiatives. It allows the creation of a dynamic online spreadsheet which eliminates the need for 
sharing spreadsheets via email. Smartsheet allows NC HIEA, Participant, SAS/J2, and EHR vendor 
collaboration to interactively track progress of requested changes. No PHI or PII is shared within 
Smartsheet. 

The Smartsheet Quick Reference Guide was developed to walk users through creating a 
Smartsheet account, navigating the sheet, accessing assigned tasks, and finding and adding 
comments. 

II. Smartsheet Account 
If they are not already using Smartsheet, the Participant contact(s) and EHR vendor contact(s) 
should sign up for a free Smartsheet account to be able to access the NC HIEA Smartsheet 
workspace. If you do not already have an account, you may be given a 30-day trial of a full license 
when you sign up, which gives you access to create your own workspace and sheets during the 
trial. You do not need a full license to collaborate with the NC HIEA.When the 30-day trial ends, 
your Smartsheet account will remain active for collaboration in the NC HIEA licensed workspace. 

1. Create a free Smartsheet account by clicking here: Smartsheet.com.  
2. Steps may include: 

a) Navigating to the Smartsheet signup page 
b) Entering your email address (use the same one that NC HIEA staff use to contact 

you). 
c) Setting up your password 
d) Completing your profile  

III. Smartsheet Collaboration 
NC HIEA will send an email granting you access to a shared Smartsheet. (See example on next 
page.) This email contains: 

• A link directing you to the shared Smartsheet 
• Instructions to create or log into your password-protected account 

https://protect.checkpoint.com/v2/r01/___https:/www.smartsheet.com/___.YzJ1OnNhc2luc3RpdHV0ZTpjOm9mZmljZTM2NV9lbWFpbHNfYXR0YWNobWVudDo5ZDBhMGVhNTIxMThmNzQzYmVkY2YxOTc2MGFiZWQ3Zjo3OmJkMjI6N2RlZGYyZDI3ODZhYjMyNzE3NzAxNDdhYzQwNzBiYjAwMWIyODUwNjg5ODUyZjJjOTg0ZWNjZDU3ODE5YWNmMTpwOlQ6Tg
https://protect.checkpoint.com/v2/r01/___https:/www.smartsheet.com/___.YzJ1OnNhc2luc3RpdHV0ZTpjOm9mZmljZTM2NV9lbWFpbHNfYXR0YWNobWVudDo5ZDBhMGVhNTIxMThmNzQzYmVkY2YxOTc2MGFiZWQ3Zjo3OmJkMjI6N2RlZGYyZDI3ODZhYjMyNzE3NzAxNDdhYzQwNzBiYjAwMWIyODUwNjg5ODUyZjJjOTg0ZWNjZDU3ODE5YWNmMTpwOlQ6Tg
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Note: The access granted by NC HIEA does not give collaborators the ability to edit the formatting 
of the sheet or to share with additional users. 

 

IV. Smartsheet Navigation 
Highlighted Columns 
When you click on the Smartsheet link from the email invitation, your Smartsheet will look like the 
screenshot below. The highlighted columns will be your primary focus. The remaining columns 
provide additional information for the issue identified in that row. 
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Comment Icon 
This column contains a clickable comment icon that will open the conversation panel for the 
selected row, allowing you to view and respond to comments related to that issue. 

Assigned Resource 
This section helps you locate the entries or tasks that have been assigned to you. Your name will 
appear in the “Assignee” column for any row where you are responsible. There are two ways to 
access your assigned items: 

1) From the invitation email: 
a) When NC HIEA shares a Smartsheet with you, you will receive an automated email 

invitation.  
b) Selecting the link in the email opens the sheet directly, where you can view rows 

assigned to you in the “Assignee” column.  
2) From Smartsheet.com:  

a) Go to Smartsheet.com and log in to your account. 
b) Open the Home tab. 

 
c) Select the Smartsheet shared with you. 
d) Look for your name in the Assignee column to identify which tasks are assigned to 

you. 

Issue Description 
This column provides a description of the issue identified during analysis. 

Latest Comment 
This column displays the most recent comment. We will explore comments in more detail on the 
next page. 
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Comments 
Comments are used to provide updates for the issue on the row. When a new comment is added 
to a row, a red dot appears on the comment icon (in the first column of the sheet) to indicate there 
is unread activity. 

 

 

How to View All Comments 
There are two ways to view all comments. 

 
1. From the first column in the row: 

a. Click on the Conversations/Comments 

icon.  
b. This window displays all comments, 

including the history and latest comments, 
which can be viewed at the sheet, row, or 
workspace level. You will be asked to 
focus on the row level comments.  
 

 

2. From the Latest Comment field: 
a. Click on the Latest Comment field in a 

row.  
b. Click on the blue 

Conversations/Comments icon that 
appears when you click on the Latest 
Comment field. 
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How to Add a Comment 
You can add comments at the row, sheet, or 
workspace level. For most of our collaborations, 
you will generally use row level comments. 

1. Follow the same steps from the “How to 
View All Comments” section above. 

2. The Conversations pane displays all 
comments. The prompt for a new 
comment is located at the bottom of the 
pane. See red outline in the picture to the 
right. 

3. Type your comment. 
 
 

4. If you want to direct your comment to a 
specific person, type @ followed by the 
person’s name or email address. See 
picture below. 

 
5. After entering the comment, click on the Post icon to save the comment. See picture below. 

 
 

6. Your new comment is added to the Conversations pane and viewed in the Latest Comment. 
If you used the @ functionality, the named person will receive an email alert to let them 
know that they have a comment mentioning them.  
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V. Periodic Reminders 
Smartsheet may automatically send reminder emails for tasks still assigned to you. This reminder 
asks you to update or acknowledge the task. You will receive a reminder until the task is updated, 
reassigned, or closed. Click the link to open the Smartsheet, as shown in the example below. A 
response, acknowledgement, or timeline estimation is expected within 5 days of the initial 
notification of issues.  

 



9 
 

 

Smartsheet Quick Reference Guide                                                                                                    
Version 1.0                      June 2026 

 
 

 

Acknowledging a Reminder  
We encourage you to acknowledge a reminder by responding with a new comment in the sheet. 
Providing an estimated time and details for resolution is ideal. Comment recommendations are 
listed below: 

• An estimated time to completion 
• A confirming comment, such as “under review,” “resolution in progress,” or a list of blockers. 

 

 

 

 

VI. How to Favorite a Smartsheet  
To add an item to favorites, click on the start next to the title of the sheet in the upper right-hand 
corner. 
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Your favorite Smartsheets will be available in the “Favorites” section of the left-hand panel. 

 

 

 

 

 

We look forward to collaborating with you! 


	I. Introduction
	II. Smartsheet Account
	III. Smartsheet Collaboration
	IV. Smartsheet Navigation
	Highlighted Columns
	Comment Icon
	Assigned Resource
	Issue Description
	Latest Comment

	Comments
	How to View All Comments
	How to Add a Comment


	V. Periodic Reminders
	Acknowledging a Reminder

	VI. How to Favorite a Smartsheet

