asana
How to use Asana

Welcome to your project management hub
Asana helps us track tasks, approvals, and deadlines together

1 Accessing your project ewib @D -
- Click the invite link from Creative Bulls.
- Create a free Asana account (if needed).
- You’ll enter your project board directly.

2 Understanding the |ayout IHWDQ:;S‘ " + - Dapubblicare + - Pubblicati w.mm + o

- Board view = "cards" for each task

- Columns like To Do, In Progress, Done organize
stages.

- Click a task to see details, deadlines, and assignees.

- Tag people with @ (e.g., @Azzurra) in the comment -
section to notify us.
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3 How to comment or update

ﬂ Azzurra Felici created this task - Oct 22, 2024

. Open a taSk Card °AzlurraFeIicimarked(his(askcomple(evNovs,ZOZA ]
- Use the comment section typing @ (e.g., @Azzurra) to:
- Ask questions
- Upload files (logo versions, references)
. Approve deS'gnS + AQ @ ®® 9% 3 people will be notified
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Collaborators ﬂ S+ £ Join task

Dos and Don’ts

= Comment directly inside tasks by start typing “@” and the name of the person you want to tag
3 Upload documents inside the right card
X Don’t mark tasks complete

. Tip: Enable email notifications to stay updated!
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