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CREATE YOUR PROJECT
BOARD

The first board we're going to check out is called "Project Board"
and is a great example of a high-level board! A high-level board
allows you to see a quick overview of one or more projects so that
you always know where things stand. This kind of board is a great
tool for managers and team leaders who need to see how the
project is progressing but don't necessarily need to see every
detail.

They can also be used by an entire team as a hub for collaboration and
updates!

Froject boara

© Start Here Owner © & Status Priority & Timeline ® Cost Text [+]
| Hithere! £ Read this £3

© Planning Owner ) ¢ Status Priority & Timeline @ Cost Text [+]
| Activity 1 Done ~May 6 -12 $17,000
%ﬁpo

Owner © ¢ Status Priority & Timeline ® Cost Text [+]
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CREATE YOUR PROJECT
BOARD

Group is a color-coded section on your board that
contains your items (rows). Our groups are a really
central part of our board because they help us categorize
our board's content. There are unlimited ways to group
our items!

Columns are the building blocks of our board, and they are
super diverse!l Each column can be used in a variety of
different ways! Browse through the Column Center to
preview all of the options, and start to get inspired to see

which ones can work for you best!

Column Center

Essentials

Super Useful

Status
Get an instant overview of where
things stand

D15k

Add to board

Timeline

Visually see a breakdown of your
team's workload by time

Q784

Add to board

Long Text
Add large amounts of text
without changing column width

Add to board 730

Juje

People
Assign people to improve team
work

Add to board QO 678

Date
Add dates like deadlines to
ensure you never drop the ball

Add to board 950

Link To Item
Link a column to other boards’
columns

Qo977

Add to board

Tr

B =

Numbers
Add revenue, costs, time
estimations and more

Add to board 0726

Text

Add textual information e.g.
addresses, names or keywords

Add to board Q 452
Mirror

Show a column from another
board ("lookup”)

Add to board ) 585




CREATE YOUR PROJECT

BOARD

The People Column allows

Project Board Co) a0 w0 O &I dcesn
- P . ... Yyou to assign one or more of
your team members to an
I::;":, e ’ item! Assign who's responsible
|- — to complete a task, review a
| P R——— document, or schedule next
. o Week's meeting! You can even
o e assign an entire team to a
snow project.

Status Column to track the
progress of an item, assign its

Q/o /0 © Start Zoom call 23/2  Activities /0 ses

Project Board

priority, or create any set of v
custom labels to categorize the e o e
items on your board! Get I::::: -
creative  with  this versatile | wm
column and the sky is the limit! a -
Here, we're using two different — GEEES e

Activity 5

o EEZEN
+ Ad 2

$23,000

Status Columns; one to display
the item's update status, and
one to reflect the priority of the
item.

$18,000

$41,000




CREATE YOUR PROJECT
BOARD

Timeline Column gives you a visual representation of how long
you or your team has to complete an item or project! Use the
column to display a timeline for any item, or the total for a group of
items! In our "Project Board", the Timeline Column is synced with
the Status Column in Deadline Mode to track whether the project
has been marked as "Done" by the time the project's allotted time

Pl‘Oject Board q J Q70 @5/0 @ Start Zoom call 88/1  Activities /0 ees
CI— Cien ] © o
@ Planning Owner & Status Priority & Timeline Cost
I Activity 1 o “ High - $17,000
| Activiy2 “ High §5000
- I Activity 3 o m May 20 - 26 $25,000
D ——
| s Set Dates Viewintmelne s12:00
— May 2020 -~ June 2020 ~ —
hge ] $59,500
S > M u W = J i
1 2 3 1 2 3 4 5 6 7
dine Cost
4 5 6 7 8 9 10 8 9 10 11 12 13 14
Activity 5 —~\ $23,000
! 1 12 13 14 15 16 17 _/15: % 17 18 19 20 21 D
N
Activity 6 - D $18,000
8 19 @ 21 22 23 24 22 23 24 25 26 27 28
25 e 27 28 29 30 AN 29 30
TS $41,000




CREATE YOUR PROJECT
BOARD

If you are trying to track simple expenses or even calculate the total number
of hours spent on a project, you can use the Numbers Column! The
Numbers Column will calculate the sum, average, median, minimum,
maximum, or a count of all the numbers in your group.

Make sure to check out some more of our awesome columns, like the
Formula Column, the File Column, or the Location Column!

. = 20 .
Project Board Qo) an e © Start Zoom cal 82/1  mctivities /0w
sdd board descrintior
B e < @ o 0=

@ Planning Chemer & Status Priority & Timeline Cost [+]

| nciiy 0 “ High $17000
| ———
Unit $59,500
Nnna[T € £ % Typeyourown m R \
Ovmer & status| Function Cost [+]
J— ] None [Sum | Average Median Min Max Count —
Activity & QOverall sum of column: $109,500 §18,000

$41,000

° Launch Owmner & Status Priority & Timeline Cost e




CREATE YOUR PROJECT
BOARD

Get insights with board views Now that we have all of the components of our
board set up, we can choose how we'd like to display this information! The "Main
Board View", which is what we've already set up here, is just one way to see all of
our items and datal We can focus in on dates and deadlines or see numbers and
progress in more comprehensive, visual format with board views!

y Project Board G ) Aso  éro @ Start Zoom call 82/1  Activities /0
5 Main Table [7] [ newtem ~] @ o % =
g Searchview Owner & Status Priority & Timeline Cost o
42 Workload Vokmgan | weon | s25000
(5 Workdoad by owner s12500
(% Activities' Status
May 6 - Jun 77 $59,500
Timeline
- Owner & Status Priority Cost 9
» {1 Calendar
il & Chart
P Kanban
2 Map
s41.000
© Launch More views Owner & Status Priority & Timeline Cost [+]
B s =

$9,000




DISPLAY YOUR DATES
IN A CALENDAR

The Timeline View works together with the Timeline Column by collecting its
data and displaying it all together in a calendar. All of your items are shown in
their place on the calendar and are color-coordinated with the group it belongs
to, which is displayed in the left panel. This view is a great way to visualize the
length of your projects and how several projects can overlap in your calendar.

Project Board Q) /1 cwmesso e
2 T ® s o
Today Days Weeks Months Years =
June July
18-24 25-31 1-7 [ 514 ] 15-21 22-28 29-J5 6-12 13-19 20-26 27-Aug 2
. Planning

Execution




MANAGE YOUR
RESOURCES

The Workload View helps you visualize and understand work allocation across
your whole team! You can see in one glance who is over capacity and assign
upcoming tasks accordingly. If needed, you can always reassign or change due
dates to make sure everyone stays on target with the amount of tasks they can
complete within that timeframe.

PI'OjeCt Board qﬂj\ 0,/0 &/0 © Start Zoom call 82/2  Activities /0
Add board description
2o Workload ~ m @ e £ =T @
Today Days Weeks Months =
May June July

-10 n-17 18-24 25-31 1-7 B-14 22-28 29-Jul § 6-12 13-19 2
o ® © o o O o o
1 1 1 1 1 1
Marketing Manager . . .

e o ©
1 1

@ Matthew Adams . .
1 1




VISUALIZE YOUR DATA
WITH CHARTS

The Chart View allows you to create a chart with any of the data from your
board! Here, we have two different chart views to show different examples. The
first chart, called "Activities' Status", displays the progress of our project. The x-
axis represents the different status label from our status column while the y-axis
counts the number of items associated to each status.

»

. )
Project Board Q) &/ sctvies/o e
The essence of this board is to provide a high-level overview of your project. This is the place to plan and track your progress. You
his board by adding or removing columns and explore different views to see data your way
(% Activities' Status v New Activity v @ e = ©® L
STATUS COLUMN
10
B
8
6
E 5
4
3
| -
2
| -
0
‘Working on it Stuck Future steps Daone Planned

Take a look at some of the other views available in the Views Center! We
recommend the Calendar View, the Files View, and the Forms View to start!.




AUTOMATE YOUR
WORKFLOW

Automations are a great way to set actions to be triggered by certain events in
your workflow! They save time, effort, and remember to carry out certain actions
when you might have forgotten! There are lots of customizable recipes in our
Automations Center and you can even make your own! You can access the
Automations Center by clicking the robot icon at the top right-nand corner of your

board right here. You can see a list of all of the automations on our "Project Board"
in the pop-up window:

TO| oal oar utomations Center oard Automations / ccount Usage
Project Board board Automations Cent Board Automat 1 It t Usag

1 Active automation on Project Board board 0 Actions

 0n @)

= [1  When Timeline arrives and Status is not Done, change it to Stuck




AUTOMATE YOUR
WORKFLOW

While our high-level "Project Board" gives a really great
overview of the entire project, our team needs another
board to manage all of the details between the larger
milestones of the project.

A low-level board is a great tool to manage all of the important aspects and
details of your tasks! Unlike a high-level board, which is intended to give more
of a project overview, low-level boards track a project closely. They can be
used to manage time, shifts, resources, and can even be used as a to-do list
for daily or weekly tasks. In this case, we've supplemented our high-level
"Project Board" with a lower-level weekly "Task Board". This allows managers
to see the overall status updates needed, while the team handles the day-to-
day tasks at a more granular level.

> Tasks Board a ) 00 &0 © Start Zoom call B8/1  Actvities /0 ses
Q@ Today ow st Typ oY ge Aactivity Status €
I Hithere! % Read this &
T — o T - |
I Order marketing materials o @ Flaming “
I Build remarketing campaign 9 @ Fioming :
©@ Tomorrow Cwner AP Lactivity Starus @
[ ottt [ ot |
Owner roject B A P je 1) Activity Status o
Conduct home appraisal 9 Activity 6 m
e ) Activity Status

o 2
i
E g
o
[ ]

I Build project board




CONNECT YOUR
BOARDS TOGETHER

Our "Project Board" is made up of
different activities, which are broken down
into smaller tasks in our "Tasks Board".
Since these two boards are dependent on
each other, it is important to have a
connection between our high-level and
low-level boards.

To achieve this, we've used the Connect boards Column on our "Tasks Board"!
We use the Connect boards Column to link each of the small tasks on our
"Tasks Board" to the larger activity from the "Project Board" that it belongs to!
This really helps us stay focused and understand the bigger picture, and how
everything is interconnected.

Tasks Board ‘@ /0 &/0 @ Start Zoom call Qa/2 A
Add board description
B MainTable ~ m @
k
° Today Owner Status Type Link to Project Board ) Project Stage

I Hi there! ) Read this &3

I Conduct comparative market analysis o Administrative Activity 1 . Planning

I Order marketing materials o Marketing Activity 2 . Planning

I Build remarketing campaign ? aiting Marketing Activity 3 . Planning

+ Add

° Tomorrow Owner Status Type Link to Project Board 1 Project Stage

Owner Status Type Link to Project Board 1 Project Stage

o — @




CONNECT YOUR
BOARDS TOGETHER

To take our linked boards even further, we've added two Mirror Columns
to our "Tasks Board". With the Mirror Column, we can display specific
information from our "Project Board" right inside our "Task Board"! This
way, we can work directly in our "Tasks Board", while still being able to
reference important details from our other board! We can see everything
we need in one frame, rather than flipping back and forth between two
boards. If we need to, we can even make changes to our mirrored columns
right in our Tasks Board!

S
3 Tasks Board @“ ) Qo &/0 © start Zoom call 23/1  Activities /0
vy
Add board description
f5 Main Table - W \ @ = 97
° Taday Owner Status Type Link to Project Board 71 Project Stage 71 Activity Status 0
I Hi there! 1 Read this &3
I Conduct comparative market analysis o Activity 1 . Planning “
| order marcetiog marerae 0 kg Actviy 2 o~ [HIEEE
| suisremaketiog campaign & DI o @ Frerving —
© Tomorrow Owner Status Type Link to Project Board 71 Project Stage i ) Activity Status + o
Owner Status Type Link to Project Board 7} Project Stage 71 Activity Status [+]
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GET A VISUAL monday.con
OVERVIEW WITH
A DASHBOARD

You can create a dashboard connected to your two project management boards (and
any other relevant boards) to get a great visual overview of our projects loaded with apps
and widgets! Let's check out a few widgets that might help us with our "Project Board"
and "Tasks Board":

Progress & O view | &2 Edit 8212 e

L Boards /2 Add widget

Project Status

20% Done

®0one  Notstarted © Planned @ Workingonit @ Waitng @ Stuck @ Futuresteps @ empty

To-do

Project Cost

109,500

P Progress »

[J Boards/2

Add widget

Today < > June 2020 Week Day




GET A VISUAL
OVERVIEW WITH

A DASHBOARD

- The Battery Widget shows us the distribution of the labels in our
Status Columns across our boards!

- The Numbers Widget shows the grand total of the project cost
calculated by our Numbers Column.

- The Chart Widget generates a chart based on the data in our boards!
This one shows us how many items are in each of our groups.

- The Calendar Widget shows all of the tasks and activities across our

boards in one concise calendar.

>
Dashboards Center C )
Widgets
v Widgets by categories + - =
All Widgets
Recommended Battery Numbers

Your progress in a glance
Staying on Top

Get a quick view on all number columns

Motivation Add to Dashboard Q277 Add to Dashboard D93
Media
v
Personal
v
Apps by Monday ([
Todo List Llama Farm
List things you need to do and never drop the ball Get motivated as a team to turn all of your llamas
again. green!
Add to Dashboard (VT Add to Dashboard D 448




