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Overview 

Beginning with the FY 2023 cohort, EED grantees and program officers (POs) will be able to access 

logic models, project plans, and grantee dashboards in Smartsheet Gov.  

How to use this guidance 

The guidance includes the following sections, which can be accessed directly by double-clicking on 

the title for each section: 

• Initial Login and General Tips for Using Smartsheet Gov: A description of initial sign-in 

procedures and an orientation to the Smartsheet workspace. 

• Logic Model: A description of how to access the logic model and key features. 

• Project Plan: A description of how to access, update, and share the project plan. 

• Project Dashboard: A description of the basic layout of the dashboard, including screenshots 

to help with navigation. 

• Using Smartsheet Gov as a Grantee: An explanation for how to use the tool, including 

detailed instructions and screenshots for logic model review and project plan tracking and 

maintenance. 

• Using Smartsheet Gov as a Program Officer: An explanation for how to use the tool 

including detailed instructions and screenshots. 
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Initial Login and General Tips for Using Smartsheet Gov 

Logging in for the first time 

Each grant’s project director will receive an email invitation to join a Smartsheet Gov account.  

1. Search for an email invitation from this email address: user@smartsheetgov.com.  

2. Select Open in Smartsheet in the email to proceed. After doing this, you'll be directed to the 

Smartsheet login page to set your password. 

3. Since Smartsheet Gov already knows your email address, you simply need to create a 

password for your account. Enter a password, agree to the Smartsheet User Agreement, and 

click Continue. 

  
Figure 1: Creating an account password in Smartsheet 

At initial login, you will be presented with a Smartsheet welcome video with user tips and a short 

overview of the built-in features.  

Watch the quick intro video to learn about your free user account. Your EED Workspace primarily 

uses the Sheets and Reports features.  

mailto:user@smartsheetgov.com
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Figure 2: Screenshot of introductory video 

Navigating Smartsheet Gov after signing in 

Once logged in, you will first be brought to the home screen. Here you will have access to your 

shared Workspace(s). If you have multiple grants, each grant will have its own workspace. Within 

this space, your access to view or edit individual sheets will vary based on the permissions granted to 

you. You have Viewer permissions for both the logic model and dashboard. You will have Editor 

access for the project plan so that you can make regular updates to your project plan. 

 
Figure 3: Example of the workspace 

 
Click on your Grantee Workspace folder to access the following: 

• Project Dashboard Files  

o Project Setup  

o Current Quarter  

o Task Status Report  

• 01_Project Dashboard  

• 02_Logic Model  

• 03_Project Plan  
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Returning to Smartsheet Gov 

The EED TA Center uses Smartsheet Gov. When you would like to sign into Smartsheet Gov, please 

make sure you use the following URL: https://app.smartsheetgov.com/b/home. We recommend 

bookmarking this URL. 

Logic Model 

Logic models provide a high-level description of the project strategies and associated activities, 

resources, and the outputs and outcomes of the project.  

 

Viewing the logic model  

After clicking into the grantee workspace folder, click 02_Logic Model to open the logic model. The 

EED TA Center uploaded your logic model to this format. You can reference, print, and comment on 

the logic model at any time.  

The logic model sheet is set to view-only mode. If there are extenuating circumstances where a 

change needs to be made, please contact eed-ta@aemcorp.com. 

 

Figure 4: Example of the logic model 

Project Plan  

Project plans provide an effective tool for grantees to quickly track and report on the status of an 

individual strategy or activity. The project plan sheet is the initial draft project plan submitted by the 

grantee. At a minimum, grantees must update project plans quarterly, at least two weeks prior to 

scheduled monitoring calls with POs, but grantees can choose to update project plans as often as 

needed to keep track of project tasks. 

Viewing the project plan  
After clicking into the grantee workspace folder, click 03_Project Plan to open the sheet. 

https://app.smartsheetgov.com/b/home
mailto:eed-ta@aemcorp.com
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Figure 5: Example of the project plan in grid view 

Project Plan Views 

The project plan sheet can be viewed in different ways: 

1. On the toolbar, select the View list.  

 
Figure 6: View menu with options 

 

2. Select Grid, Gantt, Card, or Calendar Views 

o Grid View – The default view; data is presented in a spreadsheet format, as shown in Figure 5.  

o Gantt View – Presents the data in a Gantt Chart; on the right side of the page, data is 

presented as a bar chart that illustrates a project schedule. 

 
Figure 7: Example of Gantt view 



Page 8 | Smartsheet Gov for Grant Management: User Guide  

o Card View – Displays summary information for each line within the sheet as a series of ‘cards’ 

within columns. Clicking the card displays a dialog box with all the fields related to that item. 

 
Figure 8: Example card view 

o Calendar View – Presents the data in a calendar (where appropriate). 

 
 Figure 9: Example calendar view 

Revising the project plan structure 

Project directors and other grant staff have permission to edit and revise the project plan.  

The project plan sheet consists of columns and rows. Columns in your project plan are named as 

follows: Milestone, Number, Strategy, Status, Start Date, End Date, Ongoing, Assignee, and Notes. 

o Milestone: Can be used to indicate that a particular task is a key achievement 

o Number: A reference number for the task 

o Strategy, Activity, or Task: The name or description of the task 

o Status: Indicates the current progress of the task 

o Start Date: The date when the task was or is to be started 

o End Date: The date by which the task is expected to be completed 
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o Ongoing: A checkbox to indicate if a task is an ongoing task with no end date 

o Assignee: The person or team responsible for the task 

o Notes: Additional details about a task 

Because the dashboard uses data from the project plan, it is important to keep all column headers 

the same. Do not rename columns. 

  
Figure 10: Project plan columns 

Indenting and Outdenting Rows 

Project directors and staff can establish relationships or hierarchies in the project plan by 

highlighting the rows that you want and using the indent or outdent buttons on the toolbar. Use the 

indention tool to match the number hierarchy. Subtasks should be indented under the parent task. 

 
Figure 11: Indent button 

1. Click on a cell in the first row you’d like to indent. 

2. Click the Indent button on the toolbar. The row above it will become the parent row. 

 
Figure 12: Example indent  

Inserting a row 

You can add new rows to your project plan as needed.  
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1. Right click on any highlighted row number.  
2. Select Insert Above or Insert Below. 

   
Figure 13: Example insert row 

Indicating a task is ongoing 

For actively ongoing tasks, ensure that the End Date fields are left empty and mark the checkbox to 

indicate they are ongoing. 

Figure 14: Ongoing check box 

Highlighting changes  

Project directors and staff can view any recent changes since the last time the project plan was 

viewed by using the Highlight Changes feature. 

1. Select the three dots at the end of toolbar. 

 
Figure 15: Toolbar highlight changes 

2. Select the Highlight Changes button  on the toolbar. Move the slider to ON. 
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Figure 16: Highlight changes feature 

3. Under Highlight changes in the last, select a time interval. 
4. When you enable the I last viewed the sheet option, you'll see highlighted changes since you 

Last viewed the sheet—anyone else who views the sheet will see changes since they last 
viewed the sheet. 

5. Select Background color  to set the highlight color. 
6. Select the X in the upper-right corner of the window to close it and save your settings. 

 

Sharing the project plan 

Project directors can share the project plan with both internal and external team members for 

collaboration.  

1. In the upper-right area of the screen, select Share. 

  
Figure 17: Share button 

2. In the Invite Collaborators field, type the user’s or group’s email address.  
3. Select the permission level for each of your collaborators. Only project directors should have 

the Editor – can share permission. All other grant team members should have Editor – cannot 
share, Commenter, or Viewer permissions. 
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Figure 18: Sheet sharing dialog 

Adjusting notifications 

The project plan includes default automation to notify assignees when the end date is two weeks out 

and status is Not Started or In Progress. Assignees will receive notifications via Smartsheet Gov from 

the email address automation@smartsheetgov.com with the subject line Upcoming Tasks Due. 

 
Figure 19: Upcoming Tasks Due email from Smartsheet 

Grantees can customize notifications if needed. We recommend watching this video to learn more 
about customizing notifications.  

Commenting 

Project directors, grant staff, and program officers can collaborate in the left and right panels of the 

sheet to add comments. Comments are available to anyone with access to the project plan. 

Comments can be an effective way to communicate about a specific part of the project plan or logic 

mailto:automation@smartsheetgov.com
https://youtu.be/oGl6hL56P7s
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model. All comments are time-stamped to easily track when a comment is made. Everyone shared to 

the sheet has access to the added information and can reply.  

Adding comments to the project plan: 

1. Select the row where you want to leave a comment. 
2. Click Add a comment. 

 
Figure 20: Sheet row comment 

 
1. In the comment box, type your comment.  
2. The Conversations panel will pop up. Type your post. You can tag someone in the comment 

by typing @<user’s email address>. The user will receive a notification in Smartsheet Gov and 

via email. 

3. Select the arrow in the bottom-right of Conversations panel to Post comment.  

   
Figure 21: Conversations panel 

 

Editing or deleting comments 

1. Hover over a comment and select the three dots. 

2. Select Edit comment or Delete comment from the list. 
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Figure 22: Comment menu with options 

Reviewing all comments 

Access all sheet and report comments by opening the Conversations panel towards the top-right 

portion of the screen. 

 
Figure 23: Accessing the conversations panel 

Attaching a file in Smartsheet 

Users can attach files to their project plan. Use of this functionality is not required, but grantees 

might find it helpful to upload documents. Users attaching only a few files and/or files that do not fit 

neatly within a row may want to follow the directions below. Users uploading multiple files or files 

associated with action items should refer to the directions on how to attach a file to a specific row. 

1. Select the Attachments icon  on the right panel.  
2. Select the Sheet tab.  
3. Drag any files to the Attachments pane or select the Attach Files to Sheet button.  
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Figure 24: Sheet attachments panel 

 

Attaching a file to a specific row in Smartsheet 

Users can also opt to attach files to specific rows in Smartsheet. This functionality is helpful if you 
have multiple attachments or want to associate a file with a specific task.  

1. Select the row where you want to leave a comment. 
2. Click Attach a file to this row. 

 
Figure 25: Attachment button in row 

 
4. The Attachments panel will pop up.  
5. Drag any files to the Attachments pane or select the Attach Files to Row (#) button.  
6. You can view files after they have been posted by clicking the paper clip button again or by 

accessing the Attachments panel. 
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Tips for Using the Project Plan 

 

The project plan is meant to be a living document. Here are some best practices for consideration: 

✓ Ensure all assignees have access to the project plan so they can monitor their own 

assigned tasks. 

✓ Use the project plan in check-in meetings to review the status of upcoming and overdue 

tasks. 

✓ Update the project plan regularly: 

o Update the status when you begin or finish a task. 

o Keep assignees up to date as responsibilities change or staff transition occurs. 

o Add additional rows as needed to capture the key tasks of an activity or strategy. 

o Adjust start and end dates as needed to ensure the project plan is realistic and 

aligned to key strategies of the grant. 

 

 

Project Dashboard 

The project dashboard summarizes and pulls important information from the logic model and the 

project plan. It shares important aspects, such as project plan status and other project plan key 

performance indicators, in a single place. The project dashboard dynamically reflects changes made 

to the logic model and project plan. 

Dashboard layout 

The main view has three key sections.  

1. At a Glance 

2. Project Plan Snapshot 

3. Logic Model Snapshot 

At a glance 

The at-a-glance section of the dashboard includes key information about the grant, including: 

• Award number 

• Award year 

• Project start date 

• Project end date 

• Project duration progress – Shows the percentage of time remaining based on the start and 
end dates of the grant, providing a quick view of the project’s timeline status 

• Project Plan Progress – Shows the percentage of the project tasks that are marked complete, 

and what percentage of tasks are still pending  

• Task Status Breakdown – Summarizes the status of various tasks within the project 

• Project Plan Last Modified – Date project plan was last modified 

• Project Plan Modified by – Displays the email address of who last modified the project plan 
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• Project Contacts – includes the name of the grant Projector Director and the assigned ED 
Program Officer 

• Project Documents – Incudes links to the full logic model and project plan 

Figure 26: Dashboard example 

Project plan snapshot 
The project plan snapshot includes project plan tasks that are ongoing, starting in the next 90 days, 
or ending in the next 90 days.  

 
Figure 27: Project Plan Dashboard Example 
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Logic model snapshot 
The logic model snapshot displays the information from the logic model sheet. This section might 
not have all the details of your complete logic model. This snapshot serves as a quick reference of 
the logic model.  

     Figure 28: Logic Model Dashboard Example 

Using Smartsheet Gov as a Grantee 

User access 

The EED TA Center provides initial access to project directors. Only project directors have the 

following permissions: 

• Dashboard: Editor – can share (All data will be locked) 

• Logic model: Editor – can share (All columns will be locked) 

• Project plan: Editor – can share 

Project directors can share the dashboard, logic model, and project plan with additional users. Other 

grantee staff should be given either Editor – cannot share, Commenter, or Viewer permissions. 

 

Sharing the project plan 

1. In the upper-right area of the screen, select Share. 

  
Figure 29: Share button 
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2. In the Invite people and groups field, type the user’s or group’s email address.  
3. Select the permission level for each of your collaborators. Only project directors should have 

Editor – can share permissions. All other grant team members should have Editor – cannot 
share, Commenter, or Viewer permissions. 

 
Figure 30: Sheet sharing dialog 

Removing users 

1. In the upper-right area of the screen, select Share. 
2. Hover over the row of the user account you want to remove. 
3. On the right side of the row, Select the X to remove sharing.  

 
Figure 31: Removing users 

Successful use 

Project directors meet quarterly with their POs to review project plans and logic models. The best 

way to prepare for these meetings is to keep your project plan up to date regularly. At a minimum, 
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project directors must update their project plan at least two weeks prior to their scheduled quarterly 

monitoring calls. 

Successful grant implementation requires careful planning and implementation. The project plan 

helps grantees keep track of progress to date.  

Using Smartsheet Gov as a Program Officer 

User Access 

Program Officers will have access to a workspace for each of their assigned grantees. The workspace 

uses the following naming convention: GrantProgram - Grantee – YearAwarded. 

If you have trouble finding a grantee workspace, please email eed-ta@aemcorp.com.  

POs have Commenter rights for each workspace, meaning that they can comment and upload files. 

Using grantee workspaces 

Each grantee has its own workspace. POs should access these workspaces regularly, but especially in 

preparation for quarterly monitoring meetings. POs can collaborate with grantees by providing 

feedback, leaving comments in logic models or project plans, or attaching relevant files either at the 

Workspace level or directly within the project plan and logic model documents. 

Questions and Support 

If you have questions about using Smartsheet Gov, please contact eed-ta@aemcorp.com.  

 

mailto:eed-ta@aemcorp.com
mailto:eed-ta@aemcorp.com

