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Asana is a web and mobile work management platform designed to
help teams organize, track, and manage their work. It is produced by
the San Francisco based company of the same name. The company
was founded in 2008 by Dustin Moskovitz and Justin Rosenstein. The
product launched commercially in April 2012.

07 seines

Default name on Asana would be your email, so it would be nice
to change it.

My Profile Settings
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You can also update your photo, bio, as well as the team you're
working with.

My Profile Settings
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o z Notifications

You can adjust your notification settings whether you like to be
notified for/updates.

My Profile Settings

Do not disturb

Schedule

Do nst ity e from:

Do mot disturt me on mwy days off

Email notifications

alet kshar ok ¢ oo

Attty updates
Mew tasks assagred t w, Ermentsont, and completion notifications for tasks you're a aborator or

(] .'bml:funmn'n..ulm
Mew lasks asssgred 1
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My Profile Settings

Create Tasks by emaling
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Creating a
Team

Name your team and add members, and adjust your tea's
privacy.

Create new team

i nfo@nataliakalinsk.. * gy Pam X
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Creating a
Project

Marketing Team

Description

Members

= Marketing Team

o8

You can select from project templates or start with a blank project.

Choose a project template

L1 Meeting Agenda
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Adding
Project Details

Add project details

This is how your new project would look like.

Start adding tasks to your project.

Content Calendar
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Sections

Sections are helpful to categorize and group your tasks.

Content Calendar

You can drag your tasks to move them from one section to another.

Content Calendar

* Youtube

2
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Detailed Task

View
Click on a task to open the detailed task view. Here you can
see more information about the task.

Content Calendar

Record a How to Set Up Asana video

Add assignee, due date, description and subtasks for the task.

Record a How to Set Up Asana video

i :

% MNatalia Kalinska created this task
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Attachments

Attachments may also be made to the task using this button.

Changing Color
and Icons
Content CalendarD —
b . -
BN
. a 2

* Instagram

* Blog oLy : y

4
* 0 & X
P OO =

S;I

umi Content Calendar
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Board
[ ]
View
Tasks appear as cards.
A= Content Calendar P
Youtube Instagram Blng
; §

Calendar
View

i Content Calendar

June 2020
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Progress
View

Gives a view of the progress of the task.

sma Content Calendar P

This project has — yet.

Latest status m About this project

Status updates can be done for this view with the button
“Update Status”.

i=i Content Calendar &

This project has — yet.

Content planning done for this week
Let Highlights tell your story
_— g

—
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Changing the
Default View

You can add a project using the team button.

Summary

a Ideas Board AL

To change the default view, just go to the view and pick from
the dropdown and set it as a default

a Ideas Board D P =

B Setcolor &icon )

* Post ldeas

* Business Ideas

= Prioritized Mave 1 ther e b
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With My Tasks, you'll be able to see all your tasks in one glance. Default
tasks not assigned to any section goes to Recently Assigned.

& MNatalia's Tasks - nataliakalinska.com

= Recently assigned

If you click on a Task, the detailed view will show up.

= Recently assigned

Cat Pillow Launch

§
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To select several tasks, hold the shift key and drag the tasks you want
to highlight, then do a bulk action for them.

+ Add task ﬂ
* Recently assigned
 Idoas Board
* Today 1 r Lat
* Upcoming
 ideas Board J

i} ||

v lLater
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Completing
Tasks

MVASTAFFER

Tick the checkbox and the finished task will disappear from the list.

=+ Add task n

* Today

* Upcoming

*» Later

+ Ada task n

* Today

*  Upcoming

» Later
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Calendar view
for My Tasks
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Jeff ] Hunter

Founder VA Staffer
Pre-Trained, Pre-Vetted Executive
Assistants
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