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contact to set up 

interview
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Acceptance 
(Partner completes 

form)
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receipt of submission, 
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5. Retreat  
Acceptance 

(PH Marks "Add 
Partner to Retreat 

Orientation" in WIU 
on Smartsheet)

Partner receives 
notification they are 

moving to next step 
(Retreat Orientationl) 

and will receive invite 
to WIU 

6. Retreat 
Acceptance 

(TUMI enters Partner 
[as learner] in WIU 
and checks box in 

Smartsheet)

TUMI 
receives notification 
to enter Partner in 

WIU as learner
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Head notified that 
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7. Retreat 
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(Partner completes 

Retreat Orientation and 
notifies Retreat 

Representative when 
complete 

Notification FROM 
WIU: Partner receives 
invitation to WIU and 

Retreat Orientation

8. Retreat  
Acceptance 
(PH marks Partner 
Accepted on form)

9. Retreat  
Acceptance 

(TUMI changes 
Partner dashboard 

giving Retreat access 
to Partner content on 

Smartsheet)

Notification Legend

Program 
Head 

TUMIApplicant 
/ Partner

TUMI receives 
notification to change 

partner status in 
dashboard to Retreat 

Partner

PHs, Exec team, 
Marketing notified new 
Partner accepted in 

Retreats (incl. 
Background Data)

How Does a Retreat Program Head Accept an Applicant into Retreats
Application Process with Smartsheets and Notifications

Partner Application Smartsheet Retreat  Acceptance Smartsheet

Partner receives 
notification that their 
dashboard has been 
updated to Retreat 

Partner Status

FINAL STEP: VIRTUOUS ENTRY
Upon Final Approval (completion of #9), enter data into CRM
1. Go to Virtuous, look of Partner Org or Contact Name
2. List Date "Coordinator Accepted" in field provided
3. Click on Retreat Coordinator for Accepted Program

Note: Steplist to be provided when Virtuous complete

Notification 
FROM WIU

NOT 
AUTOMATED 

Program Head 
receive email from 

Partner. PH checks 
box and adds info on 

Retreat Acceptance 
Smartsheet

Retreat Partner Application
Retreat Acceptance Form

ACTION by PH 
Approves, dates, and 

"Signs" Smartsheet Partner 
Application form

ACTION by PH 

NOT 
AUTOMATED 

https://app.smartsheet.com/b/form/dca618523c3b4ead845a997a76f2c00a
https://app.smartsheet.com/b/form/dca618523c3b4ead845a997a76f2c00a
https://app.smartsheet.com/b/form/dca618523c3b4ead845a997a76f2c00a
https://app.smartsheet.com/b/form/5246e71b9f7d4826bc56d26ff8c995ca
https://app.smartsheet.com/b/form/5246e71b9f7d4826bc56d26ff8c995ca
https://app.smartsheet.com/b/form/5246e71b9f7d4826bc56d26ff8c995ca
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