Asana Webinar

Project Management 101 Series



Session goals and objectives

® Asana Orientation
® Assume the role of a Project Manager or Admin
® Practical application of Workshop content

® Apply Asana Best Practices



Session Content

® Signing up

® Navigating the homepage

® Your Settings

® Your team

® Projects and Tasks

® Communicating with people
® Sample Projects

® Best Practices




Free

® Uptoigusers

® Limited Search
® Simple tasks

® Multiple Projects

Asana Pricing

Premium ($7.50/mth)

Pay as you go

Custom Fields

Start Dates and Dependencies
Project Templates

Advanced Search Features



Relationships

® Teams: People working
together on a collection
of projects

Projects: Groups of
related tasks. Each team
can have multiple
projects.

Tasks: Used to break
down projects into
smaller pieces of work
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/

Log In

Use Google Account

Demo: Signing up for Asana

EMAIL ADDRESS

Don‘t have an account?

About Asana - Blog -+ Jobs : Help - Terms




esAsaNa

Who's on your team?

Teammate's Email
Teammate's Email
Teammate's Email

Teammate's Email

=, Experience the full value of Asana when your
= team collaborates together.

Project Setup

» ASaNQ

What is the name of
your project?

‘ I\Aarketing Campaign, Product Launch ‘

Use projects to track the tasks needed to
= achieve your goal.

Choose a project
layout

LIST BOARD

>~ Organize your work in an itemized list or like
— sticky notes on a board.



Navigating Asana

Menu Bar Task View

Marketing

SWEWE ¢

Goals and reference

Website launct pan
PROJECTS Milestones

Jesig oL

Code J

Pic W CC

Roview oL

Q8A

Engineering

Sales
. op Bar/ In-P ement
Design
Launch day plans
Manaqgers
Deay o 18rkE g Coverage
Recruiting
Sox 9

Customer Quote plar

NUES//Ape S58na. Com/ 4S040 X088 1 5/ 4246033838815

Website Launch

@ 92H9HeO

— NG )



My Tasks Inbox Dashboard 6

My Tasks My Tasks
Inbox Inbox
Dashboard Dashboard

Add (+) shboard (€9

Task

Conversation

. Project

Invite

Search

® Search

® Help

Navigation Elements

Tasks I've Assigned

Tasks and Conversations I've Created

Tasks and Conversations I'm Following

ADVANCED SEARCH
' X More options to customize your search L

nise

+ Asana Quick Start

 Help with Features
Apps and Integrations
Ways to Use Asana
Keyboard Shortcuts

Contact Support

Help v

Help v

East Meadowbr...



Menu Bar

My Favorites
Reports

Team Members
Team Conversations
Team Calendar
Projects

e ASANA

My Favorites

Maker Faire

Outreach Program

Show Recents and more

Reports

Tasks I've Created
Tasks I've Assigned to Others

Recently Completed Tasks

XY JEX 1610
Team Conversations

Team Calendar

PROJECTS
Maker Faire

Outreach Program

Features



Profile and Preferences
* Select Workspace

* Upgrade to Premium

* Workspace Settings

* Name
* Invite Members
« Time Tracking

* Convert to Organization

Email automation

e Send to: x@mail.asana.com

Apps and Hacks

—

v East Meadowbrook Library

Workspace Settings...

More

My Profile Settings...

Log Out



Invite Users

Users who collaborate on the
same tasks together

Assign Tasks

Initiate Conversations and
Messages

Teams

Y EE

Team Conversations

Team Calendar



Creating a new Project

Click on Plus Button in Menu B or from the Navigation Bar &
Provide a name
Select a Layout (List / Board)

(Premium: Select Templates)



Project Settings

Project Settings from Dropdown

Project URLs
Highlight Colors
Import/Export Tasks

List Conversations

Edit Name & Description...
Manage Custom Fields...

View in Dashboard

Copy Project URL
Copy Project...

Save as a Template
Set Highlight Color

Add Tasks via

Export/Print

Archive Project

Delete Project

Calendar

v

Progress

Files



Project Views

v/ P1: Finalize Exhibitors

Conversations: Initiate or Respond D) P2 DefneEvon Space
to Questions and Comments Status Update - Feb 26 2

(" ? Patricia Jeffers Today at 5:57am . i
v Identify potential layout plans

List : Tasks Occupy Rows

Updated the project status to green:

Calendar: Synchs from Tasks

Identify Space requirements

Progress: Quick Status updates Update Status

| 000
Files: Extracts from Tasks and

Conversations

‘ 4 people will be notified. Add more project members.



Task Details

Unassigned

. Add i
® Sections section

® Assign Resources
® Seta Due Date Due Date ® Comment
® Tag S

® Create Subtasks

9y

® Attachments

More Settings



Inbox

Inbox

® Alerts you when task or project statuses change
® Tasks: Assigned/Unassigned/Due Dates/Attachments/Comments
® Task/Conversation Likes

® Projects: New Tasks added to a project



Conversations

® Activity Log for Projects,
Teams and Tasks

<

Followers 3 + A Following



Dashboards

® Quick Status view of Projects Maker Faire

Status on track

Feb 25
18 remaining
4 completed

o,



Search Views

Contains the words

ASSIGNED TO 3 Em Laerton

® Advanced Search Features

IN PROJECTS Maker Faire v

FOLLOWED BY | |

ATTACHMENTS | Has Attachments

COMPLETION | Completed | Incomplete

DUE DATE | Within the Next Days -~
Add Filter ~

Cancel Search




Best Practices

® Track Meetings in Asana
® Standardize using templates

® Use Comments and Link to Tasks
® Mention a team mate @username in a comment

® Link a taskin a project conversation @taskname and @username



Conclusion

* Individual Sessions: https://doodle.com/samsena

* Additional Resources:
* Website link to download: http://www.samsena.com/PM-101-2018




