
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	



Asana	Pricing	

Free	
•  Up	to	15	users	
•  Limited	Search	

•  Simple	tasks	

•  Multiple	Projects	

	
	

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	



Demo:	Signing	up	for	Asana	
		



Project	Setup	



Navigating	Asana	

							Menu	Bar 	 							Task	View	



• My	Tasks	

•  Inbox	
•  Dashboard	
•  Add	(+)	

•  Search	
	
	
	

•  	Help	

Navigation	Elements	



Menu	Bar	
•  My	Favorites	
•  Reports	
•  Team	Members	
•  Team	Conversations	
•  Team	Calendar	
•  Projects	



Profile	and	Preferences	
•  Select	Workspace	
•  Upgrade	to	Premium	
•  Workspace	Settings	

•  Name	

•  Invite	Members	

•  Time	Tracking	

•  Convert	to	Organization	

•  Email	automation	
•  Send	to:	x@mail.asana.com	

•  Apps	and	Hacks		



Teams	

•  Invite	Users	
•  Users	who	collaborate	on	the	
same	tasks	together	

•  Assign	Tasks	
•  Initiate	Conversations	and	
Messages	



Creating	a	new	Project	

•  Click	on	Plus	Button	in	Menu											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	



Project	Views	

•  List	:	Tasks	Occupy	Rows	

•  Conversations:	Initiate	or	Respond	
to	Questions	and	Comments	

•  Calendar:	Synchs	from	Tasks	

•  Progress:	Quick	Status	updates	

•  Files:	Extracts	from	Tasks	and	
Conversations	



Task	Details	

•  Assign	Resources	
•  Set	a	Due	Date	
•  Tag	
•  Create	Subtasks	
•  Attachments	

• More	Settings	

•  Sections	
•  Comment	



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	



•  Activity	Log	for	Projects,	
Teams	and	Tasks	

Conversations	



Dashboards	

•  Quick	Status	view	of	Projects	



Search	Views	

•  Advanced	Search	Features	



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	task	in	a	project	conversation	@taskname	and	@username	



Conclusion	

•  Individual	Sessions:	https://doodle.com/samsena	
• Addi,onal	Resources:	
• Website	link	to	download:	http://www.samsena.com/PM-101-2018	


