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ASANA is a collaborative project 
management tool.

It helps teams set objectives, develop 
strategic plans, manage tasks, 

resource allocation and automation 
workflows efficiently.

INTRODUCTION



Keys aspects01
ASANA for team members



ASANA keys features:

Tasks

Projects
Group, vizualise & track  your 

tasks and teams task from the 
same project in one place.

Break down your project in 
tasks. Organize and track their 

completion easily to stay on 
track. 

Portofolio
Organize your different 

projects by type or category in 
a portofolio to have a global 

work overview



Keys benefits for team member:

Organization & 
Clarity 

Priority & Time 
Tracking

Set priorities and deadlines to 
ensure important tasks are 

tackled first and work is 
aligned with goals.

Organize and clearly define 
individual tasks with due 

dates, assignees, and details 
to stay focused.

Collaboration
Easily communicate with 
teammates through task 

comments and project 
discussions for seamless 

collaboration and iteration.

Accountability & 
Transparency

Gain visibility into team 
progress and tasks, so you 
know where projects stand 

and how you contribute.

Increased efficiency
Streamline repetitive tasks 

and workflows with 
automations to save time and 

reduce manual effort, 
summarize and get insights 

from AI Asana.

Integration
Connect Asana with other 
tools to centralize all work 

and stay in sync across 
different platforms. 



Lets Deep 
Dive!



What is the Asana Hierarchy?

Tasks and subtasks are smaller piece of work
• Task: ”Finalize concept note X”
• Substasks: ”Review draft”, ‘’Approve content”

Projects regroup several tasks across teams
• Project: “Farmers financing Event”

Portfolio regroup several projects and give a global 
projects overview and progress in one space
• Portfolio: “Agricultural Master Plan”

Goals showcase the global priorities of your team 
Goal: “Achieve work plan 2025”





ASANA is how we track
● Who is doing…
● What by…
● When.

A Project in “List view” A Project in “Calendar view”



Mini tutorial: Create a Project





Mini tutorial: Create a task



Dependency

Conversation
Comment and update content 

of shared task, request help 
from a colleague, send 

appreciation…
Establish connection between 
your and your colleague task, 
request task approval before 

completion…

Inbox
Receive centralize 

notifications like task due date 
reminder…

ASANA key features include also…



Website & Log In
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How to log in your ASANA and find your trainings 



How to create an Asana account



How to access trainings:



Practice time!
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Guiding you through the basics  



Learning goals



Practice Time !

Context Learning objectives

“My 
onboarding 

week at ATO”

• As a new member of the 
ATO team, you already 
received several mails 
with tasks to complete 
and meetings to follow 
up.

• You want to stay organize 
and start off well, so you 
create your ASANA space.

✓ Discover the tool
✓ Translate external information's in 

ASANA to stay organize
✓ Create a task and describe it
✓ Apply 2 customs field to a task
✓ Choose your favourite view 



Ex 1: My onboarding week at ATO

Activity instructions

❑ Use one of the activity resource options below: Access the
Excel spreadsheet “My onboarding week at ATO” to review
the details required to create a new Asana project.

❑ In your Asana workspace, create a new project from
scratch and name it "My onboarding week.“

❑ Decide which sections and custom fields to add to the
project, based on the information in the spreadsheet.

❑ Chose an appropriate project view.

15’



Ex 1: My onboarding week at ATO



Lets correct!



SOLUTION, Ex 1 ‘’My onboarding week at ATO’’



Exercise Learning objectives

Moving 
forward with 

ASANA 

• ATO Tanzania: Select a 
flagship from the 
A.Masterplan and 
organize it into ASANA

• ATO Sierra Leone: Select a 
component of the work 
plan 2025 and organize it 
into ASANA

✓ Create an Asana for upcoming 
projects

✓ Add a timeline for each of the 
activities

✓ Define tasks and assign them to 
team members 

✓ Automate the reports to your email

Bonus exercise to finish at home:



Wrap up/Conclusion

❑ Asana will be launch in the coming weeks

❑ To practice and reinforce the basis learnt today, don’t forget to complete the
course Asana Foundations Skill Badge

❑ We will conduct subsequent trainings on ASANA to ensure all team
members have a good understanding and are able to use the tool efficiently

❑ We want to know what are your expectations on the upcoming trainings

https://certifications.asana.com/group/559740


Slidesgo

Flaticon Freepik

CREDITS: This presentation template was 
created by Slidesgo, including icons by 

Flaticon, infographics & images by Freepik

THANKS!
Do you have any questions?

Q&A 
time

http://bit.ly/2Tynxth
http://bit.ly/2TyoMsr
http://bit.ly/2TtBDfr
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