
Company Tools: Core

Task & Project Management Internal Communication
(unrelated to clear deliverable)

File Repository & Office Tools
Email (external communication)

Calendar



Company Tools: Extended

Task & Project Management Internal Communication
(unrelated to clear deliverable)

File Repository & Office Tools
Email (external communication)

Calendar

Code Repository

Custom Integrations



Task & Project Management

Assignee
1 per task or subtask
Due date
no start date field > keep track in INBOX, MY 
TASKS, or via custom searches (see further)  

Followers
one or more team members
entire project or task specific

Moderators



Team Moderator Duties

• only create new team when absolutely necessary
• set permissions

• assign team members

• make sure purpose is clear (via title and/or description)

• set privacy to “hidden” to avoid cluttering everybody’s workspace

Task & Project Management



Task & Project Management

Team Moderator Duties

• create new project
• set clear description

• assign team members and set privacy



Team Moderator Duties

• create new project

• choose list vs. board layout

Task & Project Management

When using boards:
• Stick to 1-3 column layouts per team
• Use tags
• Add a team-specific sticky project



Team Moderator Duties

• create new project

• update project status weekly

• set appropriate “custom fields”

Task & Project Management



Team Moderator Duties

• create new project

• purge or archive non-active projects

• project can serve as template for
new project

Task & Project Management



Team Member Duties

• create new task
• WHAT: have “action” in title of task

• WHO: set assignee and followers

• WHEN: set due date

• INFO: set description, custom labels, tags, 
attachments, dependencies, and
subtasks (optional)

Task & Project Management



Task & Project Management

Team Member Duties

• create new task
• WHAT: have “action” in title of task

• WHO: set assignee and followers

• WHEN: set due date

• INFO: set description, custom labels, tags, 
attachments, dependencies, and
subtasks (optional)



Team Member Duties

• have project-related conversations directly in Asana, rather than Slack, if 
they contain important reference information
• @user, @task, @project, ... to generate links

• attach relevant files

• project-specific calendar

• project-specific file repository
• use Google Drive to keep links live!

Task & Project Management



Team Member Duties

• have team-related conversations directly in Asana, rather than Slack, if 
they contain important reference information
• @user, @task, @project, ... to generate links

• attach relevant files

• team-specific calendar

Task & Project Management



Tools for keeping track of tasks and workload

• My Tasks
• Should be first thing to check in

the morning

• Notify appropriate team member(s)
if due date is not possible

• Calendar view (can be connected to
Google Calendar)

• Add Google Drive integration when
attaching files

Task & Project Management



Tools for keeping track of tasks and workload

• Inbox 
• = “newsfeed”

• better insight into who did what (for the projects
and tasks you are following)

• suggestions from Asana

• archive items (“X” on hover) to mark as done

Task & Project Management



Tools for keeping track of tasks and workload

• Dashboard
• add important projects

• only useful if moderators update
progress regularly

Task & Project Management



Tools for keeping track of tasks and workload

• Search

Task & Project Management



Github Integration

• 1-way sync with Github issue tracker possible via Zapier (optional)

Task & Project Management



(Internal) Meeting Agenda

• repository for meeting agenda, notes and comments

Task & Project Management



Personal Projects

Task & Project Management



When in doubt ...

Task & Project Management

... if all else fails, blame him.



www.byteflies.com


