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INTRODUCTION

ASANA is a collaborative project
management tool.

It helps teams set objectives, develop
strategic plans, manage tasks,
resource allocation and automation
workflows efficiently.







ASANA keys features: . O g
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@ ......."'l-..- Yag,
Portofolio
Organize your different -
projects by type or category in .
a portofolio to have a global . "~....
work overview Projects e,
Group, vizualise & track your ---->
tasks and teams task from the
same project in one place.
= ) Tasks
O Break down your project in

tasks. Organize and track their
completion easily to stay on
track.
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Keys benefits for team member: Q

Organization &
Clarity

Organize and clearly define
individual tasks with due
dates, assignees, and details
to stay focused.

Increased efficiency

Streamline repetitive tasks
and workflows with
automations to save time and
reduce manual effort,
summarize and get insights
from Al Asana.

e

Priority & Time
Tracking

Set priorities and deadlines to
ensure important tasks are
tackled first and work is
aligned with goals.

Accountability &
Transparency

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

@,

e

Collaboration
Easily communicate with
teammates through task

comments and project
discussions for seamless
collaboration and iteration.

L3S

Integration
Connect Asana with other
tools to centralize all work

and stay in sync across
different platforms.

O




Lets Deep
Dive!




What is the Asana Hierarchy?

F Mission
Goals showcase the global priorities of your team
A Goals & a a Goal: “Achieve work plan 2025"
Portfolio regroup several projects and give a global

projects overview and progress in one space

£ Portfolios . .
+ Portfolio: “Agricultural Master Plan”

Projects regroup several tasks across teams

Projects + Project: “Farmers financing Event”

Tasks and subtasks are smaller piece of work

» Task: "Finalize concept note X"
© Tasks )
© © © © © * Substasks: "Review draft”, “Approve content”



Projects ]

Projects are flexible collections of Closing:
tasks that let us build workflows and
track our progress across tasks. @ cyverdyne Systems 4 .
0 Apollo Enterprises Yesterday e
0 Everest, Inc. Today .
[l 0 Tyrell Corp. ‘
Buy n Large, Inc. 49 Tomorrow e
Leads:
Reliant, Inc 2
Poor Yorick Entertainment Thursday ’
Infinidim Enterprises a9




ASANA is how we track

e Whoisdoing...
e What by...
e When.

A Project in “List view”
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Set status

Overview 3=Llist ~- WBoard < Timeline (3 Calendar 3% Workflow

+ Add new

Tas!

Assigned
[Instagram] ‘Celestial Shift' Alert &
[Case Study] ‘Epic Odyssey' Strategy 5 =

[Interview] *Dream Weaver' Insights

[Q&A] Live G&A ‘Enigma Realm' & &

Add task

In Progress
[Q&A] Fan GBA 'Parallel Harmeny' 6 =
[TikTok] ‘Wonder World' Fan Blast &
[Case Study] YInfinite Dreams' Social Buzz &t
[Interview] 'Eternal Echo Spotlight &
[Q&A] BTS Live QBA ‘Quantum Pulse' 81

Add task

Dashboard

Assignee

Q smiesupl..

£ micnota we..

© ron warg

© o v
) s supt

© crisk..

§ it e
© i virs

25 Customize

a0 m o Ask Al

Messages 0 Files +

Fiter T, Sorts:1 X @ Group & Options  Save view

Save as a new tab
Due date - ch g

Audience URL

O Revert to last save

sosal dotie. (D)
10t Casest_. Advertis.. tinyu.biz...  Assigned
3 Interview First-Ti.. (alkiiz3’  Assigned
3 0ct Live Q&... Critics. snip.cx..  Assigned
30et Live Q8. Critics wee.bzl...  Assigned
3 00t GEHED ot briettol. =
8 Oct Case St.. Advertis... zipga.m...  Assigned
9 0ct Intarview Crities mini.urtf.. |  Assigned |
10 0ct Live Q&... FirstTi.. (switol.. |  Assigned

S, asana
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Editorial Colendar
jto Launch
omed proj
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Marketing

De:

Recruting
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Mini tutorial: Create a Project

» » ASANAQ

Cregte a
project

How to Asana




Tasks

) A task is a piece of work that we need
to do. When it's done we simply mark
it complete. With tasks, you can:

=] ) Tomorrow

. Skylar J.

Design flag to place on moon

Flag size should be 4ft x 6ft and three colors.
* Add an assignee

* Set a due date % ™ unicorn.pdf

* Provide a description

O * Upload attachments
Skylar J. 3 days ago

Does anyone have ideas on what should be on the flag?
Ryan O. maybe you have suggestions?

Loop in followers

RyanO. 7 oy vgo
Maybe a catstronaut or a unicorn?

Ryan O.  attached = <uy: 200
unicorn.pdf




Mini tutorial: Create a task

» 0 ASANA

Create and
assign tasks

How to Asana




ASANA key features include also... -

O O

Inbox
Receive centralize -

notifications like task due date

reminder... .

Conversation
Comment and update content
of shared task, request help
from a colleague, send
|:| 1
appreciation... .Depende.ncy
O Establish connection between
your and your colleague task,
O
- request task approval before

completion...
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How to create an Asana account

% ﬂ Home - IFAD Intranet X ® New Tab X + = o X
&< > C @ G SearchGoogle ortype a URL Yo o} a

Gmail Images  3:%

oogle

H Q | I $ @
Trending searches
nyt connections hints - Google Search
brighton vs chelsea fa cup
macadamia nuts immature harvesting crackdown
kra customs tax growth

bolton vs crawley prediction

Solo Leveling
Novel series

' /' Customise Chrome
Solo Leveling Shalbbaadhaaiaiiatin)

tad caria:

- A
B Q sen AL . EC0F#as@E 1 3 “al ram g




How to access trainings:

°AsanﬁxluHowIX|°Asanzx|°How1X|°How\X|Gyttas‘X|PendixleRemoxlaSel‘tinx - (=] X

%) 8 2

Gmail Images &% t

\'.-) New X +

v

(——)Gm(6|

Google

Q Search:%oogle or type a URL

-
f

(i © & o A #. e it

Home monday.com ... Web Store Add shortcut

Notion ChatGPT Asana presen... Development...

/" Customise Chrome

1840
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Guiding you through the basics




Learning goals

)

L SOy T

Create clear
project plans to
get everyone on
the same page

Get your daily
work organized
using the My
Tasks feature

Communicate
with teammates
every step of the
way



Y Practice Time!

Context Learning objectives

« Asanew member of the
ATO team, you already

received several mails v" Discover the tool
with tasks to complete v' Translate external information's in
i \\Y; and meetings to follow ASANA to stay organize
onboarding up. v' Create a task and describe it
week at ATO” v Apply 2 customs field to a task
« You want to stay organize | v

Choose your favourite view <
and start off well, so you
create your ASANA space.

N



Ex 1: My onboarding week at ATO

9
Activity instructions 1 5
O 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.

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

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

O Chose an appropriate project view. <




e |
\@ Ex 1: My onboarding week at ATO

A B C D E F G H
" T . . .
1 |Timeline Actions Details ;Departmenthslgnee Due Date Estimated Time Department 'Notes
i
2 Dayl 3 ;
3 Employee welcome tour Office manager will welcome and escortyou around ouroffice | SaraChang Feb-15 30 mins Officeops |
; i
. I
Attend session on overview of the ATO's Raom:Kiboko | !
L L d Time: 10am ! |
4 mission, values, and structure. Floor 6 } Feh-15 80 mins Office Ops !
5 Introduce keyteam members. Lunch with your team | Feb-15 60 mins Office Ops i
I
5 Day2 ! 3
7 Requestworkspaceitems Submit request throughIT help desk forworkspace modifications i Feb-16 30 mins IT |
D ) -Gatherworkspace accomdations (i.e. keyboards, mouse, computer ! |
8 [Treview submission forworkspace reuest stand, and other preferences) | Carl Kennedy Feb-16 10 mins T |
I
9 Setupworkspace Collect items from IT and set up your workspace i Feb-16 30 mins IT |
Ensureyou have completed the folllowing items: | |
-Set up your computer | |
I
Acquirs company equipment, software, and -Install Slack ! !
tools from IT -Login to Salesforce | |
|
D -Loginto Asana ! |
10 -Checkfor G suite applications | Feb-16 B0 mins IT |
I
11 Day 3 ! !
Review ATO policies, including code of conduct, | i
communication guidelines, and security Seearticle sent to youremail | Feb-17 30 mins HR !
12 protocols. i !
Explain HR dures, benefits, and availabl !
plain ik procedures. henefits, and available Attend the session i Pierre Dayon Feb-17 B0 mins HR !
13 rESOUICEs. ! |
|
14 Day 4 3 !
Review the overview of projects and teamsin ~ Yourteam should have been added to Teams Driveto seeyourteam's | Feb-18 15 mins Team !
15 Asana projects and Asana for project plans | i
I
|
16 Schedule meetings and 1:1 with yourteammates Create 1:1 meetings with your manager and mentor i Feb-18 A0 mins Team !
" !
17 \Day 5 ! 3
Loginto the IFAD space igned mandat o !
Complete IFAD assigned mandatory courses ogintothe spaceto seeyourassigned mandatory courses to | Feb-19 4hours Training |
18 complete. | I
19 | |
Congrats on completing yourweek 1 general onboarding! Once this isi |
u General Onboarding Complete verified, you will be assigned additional onboarding that is mare | Feb-19 |
20 specificforyourrole. i !
u = E =

0



O Lets correct!




5 SOLUTION, Ex 1 “My onboarding week at ATO"

v ‘_1 Home - IFAD Intranet

< C M 23 app.asana.com/0/1209357620023301/12093!

= & Create

Insights

Reporting

5 Portfolios

Projects ar
@ Cross-functional project p...
Team

42 My workspace

Advanced free trial

Add billing infa

- & Invite teammates

== Q search

&a @ My tasks - Asana ll .

Pausdy  00:00:00

Q search

G My tasks ~

8= List [PBoard ©JCalendar D Files +

+ Add task

Task name

~ Recently assigned
@ Schedule kickoff meeting
@ Draft project brief
Add task...
¥ Do today

Add task...

~* Do next week

Add task...

v~ Do later

Add task...

¢

Audio

3
Record
Pointer

Due date
10-12 Feb

Today — 11 Feb

Lm-.m,@-q-:l:sm 1 2

@ Share =0 Customize
= Filter T, Sort [ Group &2 Options
Collaborators Projects Task visibility

Cross-functional project...  [Fh My workspace

Cross-functional project...  [Eh My workspace

L3

19:20 g

~ = x
e ( @ 08/02/2025 =




Bonus exercise to finish at home:

Learning objectives

« ATO Tanzania: Select a
flagship from the

A.Masterplan and v' Create an Asana for upcoming
. organize it into ASANA projects
Moving v' Add atimeline for each of the
{181 RYii{s ]l © ATO Sierra Leone: Select a activities
ASANA component of the work v Define tasks and assign them to
plan 2025 and organize it team members
into ASANA v Automate the reports to your email <




.
Wrap up/Conclusion

)

O Asana will be launch in the coming weeks

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

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

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



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

O
THAN KS'



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