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Step: 02

Open an item or Sheet, which you want to share
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Step: 03

Click the Share button at the top of the item

Click the Share button at the top of

File Automation Forms Time Tracker for Client Projects with Form Shgiem
=] B Grid View * ¥ Filter Aigl* 10 B I U 5§ &+ A -~ TS AT B2 SRS - $% s 0 00 - @ to ff"ﬂhmh
= e re
Labor / Hourly  Total Submit Approval
Work Date  Work Performed Service Tech Materials Hours Rate Billable Request Approved  Flag =]
(i) (i) & (=K ] (i) 5 0 & 0 ®
el cjewomz o ] sl Jomml ]
- Client Name 1 6.5 $372.50
[/Rm] 01/25/20 Control Panel Bob Henderson Labor 6.5 $45  $292.50 Approved
01/25/20 Created wiring map Gary Deevers Materials $80.00 Approved =
]
= Client Name 2 35 $227.50
] 01/25/20 Task Tech Completed Tech Name Labor 20 $65  $130.00 Approved o
01/25/20 Task Tech Completed Tech Name Labor 1.5 $65 $97.50 o
= Client Name 3 35 $175.00
Q 01/25/20 Task Tech Completed Tech Name Labor 35 $50 $175.00
& Newly Submitted Hours & Materials
01/27/120 Task Tech completed Tech Name Labor 8.0 $0.00 =
01/31/20 Task Tech completed Tech Name Labor 1.0 $0.00
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Step: 04

If you don't see the Share button, click the down arrow icon in
the upper-right corner of the Smartsheet window, after that you

will see share button

smartsheet
(=) [EB Grid View * Y Filter afal> 10- BBEN I U S & - A ErSsS g B2 RS - $-9% v 0 00 v
5 - = 2 If you don't see the Share button,
. Labor / Hourly  Total Submit Approval click the down arrow icon in the B
Work Date ~ Work Performed Service Tech he tiala Tl oursH{ et Bllable | Request Approved  Flag upper-right corner of the Smartsheet u Bar
(] 0 & & 0 [i] =) =N ) window, after that you will see share o
o T e e e[S [ e e e )
= Client Name 1 6.5 $372.50 e
[T R=] 01/25/20 Control Panel Bob Henderson Labor 6.5 $45  $292.50 Approved
01/25/20 Created wiring map Gary Deevers Materials $80.00 Approved &
e
- Client Name 2 35 $227.50
[} 01/25/20 Task Tech Completed Tech Name Labor 20 $65  $130.00 Approved e
01/25/20 Task Tech Completed Tech Name Labor 15 $65 $97.50 o
= Client Name 3 35 $175.00
(] 01/25/20 Task Tech Completed Tech Name Labor 35 $50 $175.00
fa] Newly Submitted Hours & Materials
01/27/20 Task Tech completed Tech Name Labor 8.0 $0.00 =
01/31/20 Task Tech completed Tech Name Labor 1.0 $0.00
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Step: 05

In the Invite Collaborators box at the top, type the email
addresses of the people or group you want to share the item
with. Separate multiple email addresses with a comma or
semicolon

smartsheet
File Automation Forms Time Tracker for Client Projects with Form
(=] [EB Grid View » Y Filter == 4 ~
Work Date  Work Performed Service Tech Il\_:ab(::i’al & Hours ;::‘g y ;T\'I‘:LI e ::m;:\ pproval Approved  Flag 0
(] 2 x ®
v oo I [ sheet Sharing .
- Client Name 1 In the Invite Collaborators box at the =
o
top, type the email addresses of the
(V=] 01/25/20 Control Panel Invite Collaborators people or group you want to share
[ 01/25/20 Created wiring map [ | the item with. Separate multiple =
|1 email addresses with a comma or
semicolon @
= Client Name 2 ¥ Invite Details
1] 01/25/20 Task Tech Completed Subject Line @
01/25/20 Task Tech Completed (]

Time Tracker for Client Projects with Form - Invitation to Edit

= Client Name 3

[m] 01/25/20 Task Tech Completed
& Newly Submitted Hours & Materials |
01/27/20 Task Tech completed
01/31/20 Task Tech completed

Notify people Cc myself

» Collaborators (0)

m Share Sheet
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Step: 06

Select a Permissions level

File Automation Forms Time Tracker for Client Projects with Form

=] BB Grid View * ¥ Filter B £
5 Labor / Hourly  Total Submit Approval
Work Date  Work Performed Service Tech Materials Hours Rate Billable Request Approved  Flag (=]
(i) 2 x ®
¢ oo IR [ sheet Sharing
- Client Name 1
[/}=] 01/25/20 Control Panel Invite Collaborators Permissions @ Salecta P S | |
elect a Fermissions leve
] 01/25/20 Created wiring map 2 Ed an share =
@ ¢
= Client Name 2 ¥ Invite Details
[} 01/25/20 Task Tech Completed Subject Line
01/25/20 Task Tech Completed B 2 z E e B o
Time Tracker for Client Projects with Form - Invitation to Edit
= Client Name 3
Q 01/25/20 Task Tech Completed
) Newly Submitted Hours & muh’
0127120 Task Tech completed
01/31/20 Task Tech completed

Notify people Cc myself

» Collaborators (0)

m hare Sheet
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Step: 07

Click on "Share Sheet"

Time Tracker for Client Projects with Form

File Automation Forms
== [EB Grid View * ¥ Filter BB 4
5 Labor / Hourly  Total Submit Approval
Work Date  Work Performed Service Tech ataiais Hours Rate Billable Request Approved  Flag
(]
v oo I [ sheet Sharing
- Client Name 1
(V=] 02/08/20 Control Panel Invite Collaborators Permissions @
[} 02/08/20 Created wiring map AL Editor- can share
= Client Name 2 ¥ Invite Details
[1] 02/08/20 Task Tech Completed Subject Line
02/08/20 Task Tech Completed , p & = i = g
Time Tracker for Client Projects with Form - Invitation to Edit
- Client Name 3
[m] 02/08/20 Task Tech Completed
& Newly Submitted Hours & Materials
02/10/20 Task Tech completed
02/14/20 Task Tech completed

Notify people Cc myself

> Collaborators (0)
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Click on "Share Sheet"

The collaborators will be shared to the
item and will receive a notification if
you opted to send one. The Sharing
form will be updated to display the list
of shared Collaborators including
those you just added
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Thank You!
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