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Learning Objectives

Learn to set up an 
effective intake 
process and prioritize 
projects strategically. 

Identify and mitigate 
common bottlenecks 
using Smartsheet 
tools.

Ensure brand 
consistency and 
compliance with 
approval workflows 
and proofing 
processes.

Foster collaboration 
and create a 
structured 
environment that 
supports creativity.
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Marketing Shared Services Template



Marketing Shared Services Template



Marketing Shared Services Template

Additional 
Slide



Dashboard 
Theme

Dashboard Tip:



Dashboard Theme

Additional 
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Intake form with logic for creative requests



“Marketing Shared Services” template



Grouping like tasks together



Created new drop down column



New dropdowns in Board view



Categories in a Report



Categories in a Report: Referenced for a chart



Proof Info Columns



Contact 
Column

Proofing Tip: Invite using a



Using Contact columns to invite reviewers to a proof



Pushing final asset to Brandfolder with metadata from the intake sheet



Uploaded! 



Asset in Brandfolder



Fields from Smartsheet

Additional 
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Use AI to Suggest Description

Additional 
Slide



Use AI to Suggest Description



Append

Brandfolder AI 
“Suggest Description”

Will keep the link to Smartsheet

Additional 
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Easily search in Brandfolder



Set availability and Expiration dates for assets in Brandfolder



Make updates to assets in Brandfolder



Search Brandfolder while in Smartsheet



From solid foundation to scaled solution

Process = ✅ 
Collaboration and workflow 
are going well

Thoughtful Changes
Improve but don’t break

Adapt to needs

Scaling the Solution
Building automation and 
using formulas to reduce 
manual effort

Scaling setup with Control 
Center



Streamlining Success
Using Automation to reduce manual effort
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[ACTION]
Automations Tip:

EX: [DATE] Update “Routing/Revision Status Date Changed” column

- Brief description of 
action



Example list of automations



Update Overall Status

What:  Workflow to update “Status” column

Why: Reduce duplicative manual updates

How:

1. Define different status columns
2. Determine grouping
3. Create Workflow 



Status & Routing Status



Routing Status in Board View



Status in Board View
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Submitted

Creative 
asset 
start

Status | Routing/Revision Status

With 
Creative/
Designer

In 
Review

Complete

Creative 
asset 
finish

Assigned 
for Build

In 
Revision

In 
Review

Legal 
Review

Approved - 
Ready for 

DAM
Completed

Proof 
Review

Complete
New 

Request



Screenshot: Workflow Automation 
(Update Status)

Update overall status: Automation Setup



Auto-fill dates

What:  Workflow to automatically stamp the date 
when a particular column is updated. 

Why: Having a “Stage Due Date” column means that 
there will always be a due date for each phase. 

How: 

1. Create 3 Columns 
a. Routing Status Changed [date]
b. Days to complete task [text]
c. Stage Due Date [date]

2. Create workflow to change date in “Routing 
Status Changed” column

Additional 
Slide



Auto-fill dates: New Columns

Additional 
Slide



Auto-fill dates: Automation setup

Additional 
Slide



Review is Complete

What: Notification and/or update routing status 
when proof review is complete.

Why: Having a stage specifically for review complete 
can be handy for several reasons. 

- Alert routing person 
- Arrange on board view to show task required

How: Workflow can include both steps. When 
“Pending approval” changes, update “Routing 
Status” and alert Jordan that review is complete.



Review is Complete: Smartsheet notification
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Review is Complete: Email

Additional 
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Review is Complete: Automation Setup

Additional 
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Review is Complete: Automation Setup (cont’d)
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Review is Complete: Update Routing Status

Add screenshot of new automation to update Routing Status

Additional 
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Review is Complete: Update Routing Status



Turnaround time by 
“Type”

What: An automation that places the turnaround time 
based on the type of request  

Why: We will use this column to identify if a new 
request has a reasonable due date.
  
How: An automation will place the number of days 
required to complete the type of asset. 

Additional 
Slide



Turnaround time by “Type”: Column

Additional 
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Turnaround time by “Type”: Automation setup

Additional 
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Conditional 
Formatting

What: Conditional rules to help visually sort data 

Why: Colors help visually interpret the data
  
How: Determine what information is important and 
how you want to visualize that information.



Conditional Formatting: Formatting Rules

Additional 
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Consider 
Order

Conditional Formatting 
Tip:

The order of conditions is important



Auto assign 
designer/creative based on 
type Time to complete task Clear cells Move Rows
Ex: You know which 
designer or creative will be 
assigned based on type of 
request

Ex: When review is 
complete, change cell to 1, 
meaning that the router 
has one day to review and 
assign to designer or legal

Ex: If an asset is cancelled, 
certain cell data might be 
deleted to prevent 
skewing of metrics

Ex: When an asset is 
completed, move the row 
to an archive sheet 

More Automations
Ideas of other automations



Formula Magic3



Routing stage due date

What: A formula that identifies when the current stage is 
due.

Why: We know when the final asset is expected, but it 
helps to know when each phase is due. 

How: Workday formula that calculates the date stamp in 
the “Routing Status Changed” column plus the number 
of days in the “Days to Complete” column. The “Days to 
Complete” column must be updated for each phase.

 



Phase Due Date: Formula (IFERROR is added to keep the cell blank if there is no date)
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Phase Due Date: Formula (IFERROR is added to keep the cell blank if there is no date)

=IFERROR(WORKDAY([Routing 
Status Changed]@row, [Days to 
complete task]@row), "")



Complex Dates 
Example

What: Each routing phase has its own start date and due date columns.

Why: Useful when you need visibility into a projected due date and if 
something is on track. Breaking it down gives better insight to when a 
deliverable is ready and to see the impact.

How: 

- Date column for each phase
- Formula to calculate SLA between each phase (Phase begin / 

Phase end)
- Due Date column (formula that calculates the due date - MAX 

formula) 



Example of a sheet with complex status and date columns



Examples on the next slides

Complex Dates: How to set up

1. Create two date columns for each “routing status”. First column will have a date added automatically (see step 2) and the 
second will be a formula to indicate the due date (see step 3). Ex: First Column: “[Routing Stage] Sent”; Second Column: 
“[Routing Stage] Due”

2. Create an automation that adds the date to the first date column when the “routing status” changes.
3. Add a formula in the second date column that adds the SLA (or expected number of days to complete that phase) to the 

date in the first column. Use WORKDAY formula to ensure the date falls on a workday.
4. Repeat for each phase.
5. Add a date column that will calculate the due date no matter which phase the asset is in (this column will be used on 

reports and for the “Task due in” column so there’s only one due date that needs to be referenced).
6. Add a MAX formula to this column that looks across all date columns.

Additional 
Slide



Task Due in

What: Dropdown column with formula to identify when 
tasks are due (Past due, Due in the next 5 days, Due in 
the next 10 days, Upcoming)

Why: Using this column helps identify priority and tackle 
tasks in timely manner.

How: Create a dropdown column and then formula 
referencing the “Stage Due Date” column and today to 
identify when the task is due.



Task Due in: Dropdown column



Task Due in: column, using AI to help build the formula



Task Due in: formula

Additional 
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Task Due in: formula

=IF([Stage Due Date]@row < TODAY(), "Past Due", IF([Stage Due 
Date]@row <= TODAY() + 5, "Next 5 Days", IF([Stage Due 
Date]@row <= TODAY() + 10, "Next 10 Days", "Upcoming")))



Projected due date

What: Formula that calculates the projected due date 
based on the submitted date and the turnaround time

Why: This date column is going to help us quickly 
identify any requests that may have a requested due 
date that is before our projected due date. This helps us 
have conversations early about any unrealistic requests.

How: Workday formula that calculates the submitted due 
date plus the turnaround time.

- Workday, Day Submitted, Turnaround time



Projected due date: formula

Additional 
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Projected due date: formula

=IFERROR(WORKDAY([Date 
Submitted]@row, [Turnaround time \[By 
Type\]]@row), "")



Requested due date 
flag

What: A dropdown column that will indicate when a 
request needs reviewed because the requested delivery 
date is before the projected due date.

Why: Quickly identify and address any potential 
concerns.

How: 2 formula columns : 

- Req Date / SLA Difference [text]
- Networkday formula, requested due date, 

projected due date, -1
- Due Date Needs Review [symbol]

- If Req Date / SLA Difference is greater than 
6, “Red”, if less than 6, “Yellow”, otherwise, 
“green”



Requested due date flag: Req Date/SLA Difference formula

Additional 
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Requested due date flag: Req Date/SLA Difference formula

=NETWORKDAYS([Projected Due 
Date]@row, [Requested Due 
Date]@row) - 1



Requested due date flag: Due Date Needs Review formula

Additional 
Slide



Requested due date flag: Due Date Needs Review formula

=IF([Req Date / SLA Difference]@row > -1, "Yes", IF([Req 
Date / SLA Difference]@row > -6, "Hold", IF([Req Date / 
SLA Difference]@row < -5, "No", "")))



Requested due date flag: Seeing results in Timeline view



Requested due date flag: HOT JOB Approved Column



Requested due date flag: HOT JOB Approved Column



=IFERROR(
Formula Tip:

Use “IFERROR” to make any perceived errors blank. For example, 
some date formulas will throw an error if information is missing.

[formula)))], “”)



Use AI! 
Formula Tip:



Consider a 
Dropdown

Column Tip:

- type (single vs multi)
- Board view and grouped reports can only be used with 

single



Schedule Snapshot4



Marketing Campaign Calendar



Marketing Campaign Calendar: Calendar Settings

Additional 
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Marketing Campaign Calendar: Calendar Settings

Additional 
Slide



Marketing Campaign Calendar: Calendar Settings

Additional 
Slide
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Resource Management in the Sheet



Resource Management Expanded

[tygre]



Scaling Collaboration6



Scaling Success Together: Dynamic View Report



Scaling Success Together: My Proof Reviews Report - only shows proofs that current user has 
been invited to review



Scaling Success Together: Dashboard for collaborators



Scaling Data
Control Center, DataTable, and DataMesh
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Control Center



Campaign Dashboard



Video Project Plan
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Wrap up



Learning Objectives

Learn to set up an 
effective intake 
process and prioritize 
projects strategically. 

Identify and mitigate 
common bottlenecks 
using Smartsheet 
tools.

Ensure brand 
consistency and 
compliance with 
approval workflows 
and proofing 
processes.

Foster collaboration 
and create a 
structured 
environment that 
supports creativity.



Take the survey
We’d love to hear your thoughts on the session. 

Open this session in the mobile app, click “Survey,” 
and answer two questions — it's that easy!

Thank you.

Next steps...
● Stop by the Smartsheet for Marketing & Creative Managers booth
● Check out the Experience Hub
● Other sessions to consider:

○ [Next] SEA1Intro - The Smartsheet product vision: A look ahead
○ [Next] SEA52Intro - Building Connected Content Workflows featuring File Library
○ [Wed] SEA21Intro - Maximize project efficiency with our new views
○ [Wed] SEA62Inter - Streamline product development processes for faster time to market
○ [Thur] SEA15Intro - How to get your marketing department to embrace Smartsheet



Continue to expand your Smartsheet skills 
and connections by attending a User Group.

Smartsheet User Groups

● Discover how others are using 
Smartsheet

● Network with the Smartsheet team 
and your peers

● Virtual and in-person events around 
the globe

Register for upcoming User Groups



by participating in the conversation on social media!
Use #SmartsheetENGAGE and tag Smartsheet 
in your posts all week long.

@smartsheet

@smartsheetplatform

@smartsheet

@smartsheet

@smartsheet

Share your experience 
at ENGAGE


