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PyHKUMOHaN Asana

YnpaeneHue paboToii, NpoeKTamu 1 3agavyamm

MpoeKTbl — 3Ta GYHKUMA NO3BONAET CUCTEMATM3INPOBATb PaboTy, BeAyLLyHCA B paMKax MHULMATUB,
COBELIaHU 1 Nporpamm, B BUAE NPOEKTOB C 06LLIMM AOCTYNOB, NPeACTaBAAeMbIX B BUAE CNINCKA UK
KaHbaH-A0COK.

3agaum — 3Ta GyHKUMA NO3BOASET pa3aensaTb paboTy Ha erko ynpasasemble 4acTu, KOTOPbIMK
6yaeTe 3aHMMaTbCA Bbl M BaLLM KOA/ET.

MNopg3apaun — 31a PyHKLMA NO3BOAAET pa3aenaTb 3a4a4n Ha bonee menkme 4actu, YTobbl NoKasaTb
[OMNONHUTE/IbHbIE AENCTBUA, KOTOPbIE HY}KHO NPOU3BECTU, YTOBbI BbINOSIHUTL OCHOBHYIO 3a4auy.

UcnonHutenun 3apgay — oT1a (bYHKLJ,VIFI NO3BOJ/IAET HAa3Ha4YaTb OTBETCTBEHHbIX 3a BblMNOJIHEHWE 3a4a\,
4yTObbI BCE 3Ha/In, Ha KOro OHW BO3/10XKeHbl.

Pasgenbl 1 cTonbubl — 3Ta GYHKLUMA NO3BOAAET rPYNNMpPoBaTh 3a4a4m No pasgenam u ctonbuam s
NpoeKTax B BUAE CMUCKOB UM AOCOK, COOTBETCTBEHHO, ANA YNOPAA0YMBAHMNA 33434 M OpraHM3aLum
no atanam paboyero npouecca.

HactpanBaemble nona — 31a GyHKLUMA NO3BOAAET CO34aBaTh YNCI0BbIE M TEKCTOBbIE NOAA, @ TaKKe
NOAA C PACKPbIBAIOLLMMCA CMUCKOM B MPOEKTaX M nopTdensx Ans eamHoobpasHoro otobparkeHus
MHOPMaLMK, OTCAEKUBAHMA CTATYCa, a TaKKe AN COPTUPOBKM 1 GUALTPaLMK AaHHbIX. Kpome Toro,
MOXHO NoAy4YaTb YBeAOMIEHUA NPU M3MEHEHMM HacTpanBaemblX Noaei.

dopmbl — N03BOAAIOT COBMPATb HYXKHYIO MHPOPMALMIO NO Pa3IUYHbIM MPOEKTHLIM 3a4aHUAM,
3anpocam M NpoYMm anemeHTam. PopMbl HANPAMYIO MPMUBA3bLIBAIOTCA K NPOEKTam, YTOBbl MOXKHO
6bI10 KOHTPO/IMPOBATb OTNPAB/EHHYIO C MX MOMOLLbIO MHPOPMALMIO B OAHOM MecTe.

CpOKM BbINONHeHnA — obecneumnBatoT cBoeBpemeHHOe BbiNo/IHEHUE Ka)-KLI,OVI 3aga4u. 3agaumn
MOXHO NPOCMaTpmUBaTh B KasneHaape Asana unn gaxke B cobcTBEHHOM pa6oqu KaneHaape.

Bpems BbINONHEHUA — YKa3blBaeT BPEMA, KOTOPOMY A0/XKHa 6biTb 3aBeplueHa Ta AN MHaA 3a4a4a,
yTobbl AenaTh BCE B CPOK. pu 3TOM BCe COTPYAHUKM ByayT 3HATb, KOrAa BaM HYXKHO NOAYYUTb
pesynbTaT, He3aBMCMMO OT MX YaCOBOrO Mosca.

[aTtbl Hayana — NOKa3blBAIOT, KOr4a cnepyeT NPUCTYNUTL K paboTe, 4Tobbl ycneTb BbINOAHUTL BCE B
CpOK u 6e3 aBpana.

XpoHonorua — nokasblBaeT CPOKU BbINMOAHEHMSA 33434 U NPOEKTOB B BUAE AMarpammbl MaHTa,
KOTOpaa NoOMoraeT NaaHnpoBaTtb paboTy, NpocmaTpmBaTh rpaduKkm 1 cobnoaaTb CPOKM.

BnoxkeHua — pobasnaiTte dpainbl c KomnbtoTepa, Google Ancka, us OneDrive, Dropbox nnu Box B
nobyto 3apady unum beceay.

OtmeTKkM «HpaBuTca» — noaTBep:KAanTe NoayyeHue 3aaum UamM 03HaKOMIEHME C KOMMEHTapUeMm,
Bblpaxkante 61arog4apHoOCTb, 0A406peHMe UK NOAAEPKKY 3a4a4M.


https://asana.com/ru/guide/help/projects/basics
https://asana.com/ru/guide/help/tasks/actions
https://asana.com/ru/guide/help/tasks/subtasks
https://asana.com/ru/guide/help/tasks/people#gl-assignee
https://asana.com/ru/guide/help/projects/sections
https://asana.com/ru/guide/help/views/boards#gl-manage
https://asana.com/ru/guide/help/premium/custom-fields
https://asana.com/ru/guide/help/premium/field-notifications
https://asana.com/ru/guide/help/premium/forms
https://asana.com/ru/guide/examples/operations/work-requests
https://asana.com/ru/guide/examples/operations/work-requests
https://asana.com/ru/guide/help/tasks/fields#gl-due-date
https://asana.com/ru/guide/help/tasks/fields#gl-due-time
https://asana.com/ru/guide/help/premium/start-dates
https://asana.com/ru/guide/help/premium/timeline
https://asana.com/ru/guide/help/tasks/comments#gl-attachments
https://asana.com/ru/guide/help/tasks/fields#gl-likes
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3a4a4M B HECKONIbKUX NPOEeKTax — pasmem,ai/'lTe OAHY U Ty e 3a4a4y B HECKOJ/IbKUX MPOEKTaX,
4yTObbI KOHTPO/IMPOBATb pa3Hble aCNeKTbl pa6OTbI, He BbINO/IHAA OAHU U TE XKe Ll,eﬁCTBVIH ABaXAbl.

3aBUCcUMbIe 3/1eMeHTbl — MO3BOJIAOT NETKO MOHATb, K KaKMM 3aZ,a4aM MOXKHO NPUCTYNaTb, @ Kakue
OXMAAIOT BbINOJHEHMA ApYyron paboTbl.

MpaBuna — UCNoONb3YIOTCA ANA aBTOMaTM3aL MK BbINOMHAEMbIX BPYHYHYIO MPOLIECCOB, TaKUX KaK
paHXupoBaHue, HasHayeHue 3aaa4, obHOBAEeHUE nosei Asana 1 MHOTUX APYrMxX AeUCTBUNA.

LLa6noHbI — KONNEKTUBLI 1060ro TMNa MOryT ONepaTUBHO NPUCTYNaThb K paboTe C NOMOLLbIO
Wab0HOB, a TaK}Ke MCMOAb30BaTb X MHOTOKPATHO ANA 3aMyCKa NPOeKToB. Kpome Toro,
MOXHO COXPaHATb COBCTBEHHbIE NPOEKTbI B BUAE WabaoHa, YTobbl He YNyCTUTb HX OAHOrO AeNCTBUA.

MpoeKTbl, 4OCTYNHbIE TONbKO ANA KOMMEHTUPOBAHUA — MNPeaoTBPaTUTE C/ydaliHble M3MEHEeHUA
NPOEKTOB MK WabNOHOB, pa3peLlnB onpeaeéHHbIM YH4aCTHUKAM TO/IbKO OCTaBAATb KOMMEHTapuu
M OCTaBMB MM NPW 3TOM AOCTYN K MMELOLLENCA B NpoeKTe Hpopmaumu.

CornacoBaHuA — 3anpalunBaiiTe cornacoBaHme 1 yteepxaanTe paboty, Beayulytoca B Asana.

O6meH uHpopmaumei

KommeHTapum K 3agayam — OCTaBAANTE KOMMEHTapMM NPSAMO B 3a4a4e AN YTOYHEHUSA TOTO, YTO
HY}KHO CAeNaThb, a TaKXKe yNoMnHaiTe Koaner unum apyryto paboty B Asana, 4tobbl Bce 6b11M B Kypce
NpPOMCXOAALLErO.

KoppeKkTnpoBKa — ocTaBaaiiTe YETKME OT3bIBbl U KOMMEHTAPMMU, KOTOPbIE AAA NPOCTOTbI
OTC/NIEXXMBAHMA aBTOMATUYECKM NPeobpasytoTca B 3a4a4u, NpAMO Ha n3obparkeHusx nam PDF-
daiinax.

KoppeKkTupoBKka Ha M306pa)KEHMFIX — OCTaBNANTE OT3bIBbl U YKa3aHuA NpAMO Ha M306pa)+(eHVIF|X,
4YTOObl UCMONHUTENU 3Ha/N, 4YTO HYXKHO AenaTtb ANA BbINONHEHUA pa6OTbI.

Bbeceabl N0 NPoOeKTy — No3BOAAT 06CyKAaTb X0, PaboT No NPOEKTY, YTObbl NoAAEePKUBATD
HabpaHHbI Temn.

CTpaHUUbl rpynnbl — MO3BOAIOT NPOCMaTPUBATL BCE NMPOEKTbI rPynnbl B 04HOM MecTe, UMeTb
NPOCTPAHCTBO A4 06Lerpynnosbix 6ecea N 06bABAEHMI, @ TaKKe BO3MOMXKHOCTb pasmeLlaTb

onucaHue rpynnbl.

A3bIKM — Asana A0CTynHa Ha aHIIMINCKOM, GpPaHLy3CKOM, HEMELLKOM, MCMaHCKOM, MOPTYrasibCKOM U
AMNOHCKOM fA3bIKaX.

¢OpM3TMpOBaHHbIﬁ TEKCT — MOXHO MCMO0/1b30BaTb B 06 bEMHbIX TEKCTOBbIX nonsax, yTObbI caenatb
COO6LLI,eHVIe 6onee NOHATHbIM U CNCTeMaTn3npoBaTb TeE3NCbLI C NOMOLLBIO HYMePOBAHHbIX U

MapPKNPOBaAHHbIX CMNUCKOB.

MpeacTaBneHus

Mowu 3agaun — I'IﬂaHVIp\/l\/IITe CBO AeHb C NTOMOLLUbIO CNUCKa Aen C pacCTaB/I€HHbIMU NPUOPUTETAMMN.


https://asana.com/ru/guide/help/tasks/fields#gl-multi-home
https://asana.com/ru/guide/help/tasks/dependencies
https://asana.com/ru/guide/help/premium/rules
https://asana.com/ru/templates
https://asana.com/ru/guide/team/advanced/create-use-asana-templates
https://asana.com/ru/guide/help/permissions/user-permissions
https://asana.com/ru/guide/examples/project-management/approval-task-status
https://asana.com/ru/guide/help/tasks/comments
https://asana.com/ru/guide/help/premium/proofing
https://asana.com/ru/guide/help/premium/proofing
https://asana.com/ru/guide/help/messages/basics
https://asana.com/ru/guide/help/organizations/team-pages
https://asana.com/ru/guide/help/fundamentals/text#gl-rich-text
https://asana.com/ru/guide/help/fundamentals/my-tasks
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BxoaAwme — nony4yaiite u PUNLTPYHTE YBEAOMIEHMA MO NPOeKTam, beceaam u 3agayvam, KoTopble
Bbl OTC/IEXKMBAETE.

CnucoK — CTPYKTypa B BUAE CETKM, NO3BOAIOWLAA cO34aBaTb, dUALTPOBATbL U popMaTMpPOBaTh
3a4a4M AN aKTUBHOM COBMECTHOM paboTbl C KOMaHAOM.

MouncK — No3BoAAET ONepaTMBHO HaxoAMUTb HYKHYIO paboTy, He cUCTeMaTU3UPYA e€ B MebYanLumnx
aeTansx.

CoxpaHeHMe 3anpocoB PaCLIMPEHHOro NOUCKA — COXPaHsATe 3aaHHble paclMpPeHHble NapameTpsl
NoucKa, YTOBbl MOXKHO 6bIN10 NOBTOPHO HANTM PabOTY UK BbIMOAHUTL OLEHKY MO KPUTEPUAM
nouckKa.

3arpyska — dyHKLMA Asana Ans ynpasaeHna pecypcamm no3sosifeT B 04HOM mecTe
KOHTPONPOBAaTb NPOU3BOANTENIbHOCTb KOMaH/bl, MOMOras TeM CaMblM MPUHUMATb B3BELLIEHHbIE
pelweHna 06 obecneyeHnn NEPCoHaNoOM, a TaKXKe, B C/lyyae HeobXoAMMOCTH, NepepacnpeaensTb
pabouyto Harpysky.

KaneHpaapu — no3BonAoT NpOCMaTpMBaThb Ntobble CnUcKu 33434 Ha KaneHaape 1 YETKO BUAeTb
CPOKWM UX BbIMONIHEHUA.

MpeacrasneHne ¢pannoB — No3BoAAeT HbICTPO HAXOAMTb HYXKHble MaTepuasbl B ranepee, B KOTOPOM
XPaHATCA BCE NPUIOKEHHbIE K NPOeKTy daibl.

Pexxum pna nogein ¢ HapyweHUAMM LBETOBOro BOCNPUATMA — MO3BOSET MPOCMaTPMBaTh BCIO
nanuTpy uBeToB Asana B pexkume, yaobHOM Ana Ntogel ¢ HapyweHUAMU LBETOBOMO BOCNPUATHA.

OTYéTbl

Lienn — yctaHaBAnBaiTe, OTCAEXMBAMTE U yNpaBaaiTe LeNAMN KOMMNAHWKM, a TaKXKe CBA3bIBalTe
uenun c paboToit No UX AOCTUKEHMIO, POPMUPYS TEM CaMbIM €ANHbIA UCTOYHUK A0CTOBEPHOM
MHbOPMaLMKN ANA PYKOBOAUTENEN, MEHEAKEPOB U COTPYAHUKOB.

Bexu — no3BOAAIOT YETKO ONpPeaenunTb Lenu NpoeKkTa 1 NoAAepsK1saTb MOTUBALMIO KONNEKTMBA,
3a/1aBas K/JloYeBble TOYKM B npoLecce BbiNoHeHMs pabor.

MopTtdenn — opraHusyiite cTpaTerMiyeckme MHULMATMBbI M KOHTPOAMPYITE CTaTyC BCEX BaXKHbIX
NPOEKTOB B BUAE CNNCKA U XPOHOMOMMU B OAHOM MecTe.

O6HOBNEHUA cTaTyca — 3Ta GYHKLMA NO3BONAET B CYMTAHbIE CEKYHAbI CKOMMNOHOBATL aKTyaslbHYHO
MHPOPMALMIO MO NPOEKTY, NOAENANTLCA el0 C 3aUHTEPECOBAHHbIMK CTOPOHAMM U OTPA3MUThL B
noptdpenax. Kpome Toro, MOXHO COXpaHATb WabAOHbI 0OHOBAEHWUI M MUCMO/Ib30BaTb NPU UX
COCTaB/IeHUW rPpadUKKN C NaHENM MOHUTOPUHTA.

MaHeNb MOHUTOPUHIA — MO3BO/IAET UCNO/b30BaTb HAacTpaMBaemsble rpadpukn, obHoBAAIOLWMECA B
peanbHOM BPEMEHM, MOMOTatoLLME NOHATb, B KAKOM TOUKE MOMKET BO3HUKHYTb 610KMpPOBKa paboT
WAK oTcTaBaHuMe oT rpaduKa. Tak:Ke npeaycmMmaTpMBaeTCA BO3SMOMKHOCTb IKCNOpTa rpaduKoB.


https://asana.com/ru/guide/help/fundamentals/inbox
https://asana.com/ru/guide/help/fundamentals/search
https://asana.com/ru/guide/team/upgrade/advanced-search-reports
https://asana.com/ru/guide/help/premium/workload
https://asana.com/ru/guide/help/views/calendar
https://asana.com/ru/guide/help/views/files
https://blog.asana.com/2017/01/new-accessibility-feature-colorblind-friendly/
https://asana.com/ru/guide/examples/project-management/goals-okrs-planning
https://asana.com/ru/guide/help/premium/milestones
https://asana.com/ru/guide/team/onboard/portfolio-management
https://asana.com/ru/guide/help/projects/progress#gl-status
https://asana.com/ru/guide/help/projects/dashboards
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YnpaeneHue rpynnamu

Mpynnbl — pyHKUMA NO3BOAAET CO34aBaThb rpynnbl, YTOBbl CUCTEMATU3MPOBATL NPOEKTbI U CBA3bIBATbL
KOA/er Apyr ¢ APYrom ¢ NnomoLpbto obliero KaneHaaps n 6eces. Kpome Toro, MOKHO
KOHTPONPOBATb HAaCTPOMKM KOHUAEHUMANBHOCTM FPyNMbl.

Otcnexusatowme — GyHKLMA NO3BOAAET J0OABNATL KOAET B CMUCOK OTC/IEXMNBAIOLLMNX, YTOObI OHM
6bInn B Kypce paboTbl No 3a4a4e 1 NoayYann yBeAOMAEHUA C aKTya/ibHOM MHbOpMaLmen.

lfoctn — 3Ta yHKLMA N03BOAAET paboTaTb C NOCTAaBLMKAMM, NOAPAAYNKAMM U NAapPTHEPamK B Asana.

PaspelueHnMa — nNo3BOAAIOT OrpaHNYMBATL AOCTYN K ONpeaeEéHHbIM NPOeKTam, Co34aBaTb CKPbITbie
rpynnbl 4nA KOHPUAEHUMANbHOW paboTbl, a TaK:Ke AenaTb rpynmnbl U NPOEKTbl OTKPbITbIMK A8 BCEit
opraHusaumu.

dnemeHTbl yNpaBAeHUA agMUHUCTPATOPa — NO3BO/AIOT Ha3HaYyaTb CynepaamMHUCTPATOPOB U
aAMUHUCTPATOPOB OpraHM3aLmMm, KOTopble MoryT 406aBAATb U YAANATb YHAaCTHUKOB, YNPaBAATL UMM
M MX HAacTPOMKaMM, a TaKXKe 3a4aBaTb TPebOBaHUA K C/I0KHOCTM Napone.

HacTpoiikn KoHPUAEHLMNANbHOCTU — MNO3BOAOT OrPaHMYMBATL AOCTYN K onpeaenéHHbIM
npoeKTam, C034aBaTb CKPbITblE rPynmnbl AR KOHOUAEHUNANbHON PaboTbl U AenaTb rpynmbl
obuwenocTynHbIMN.

be3onacHOCTb AaHHbIX — PYHKLMA NO3BOAAET SIEFKO SKCNOPTUPOBATb M YAANATb AaHHble N3 Asana, a
TaK¥Ke C034aBaTb UX pe3epBHble KOMUKU Ha OTAENbHOM cepBepe. KMeHTbl, MCNoAb3yHoLME BEPCULIO
Enterprise, Tak}Ke MoOryT paccuymTbiBaTb Ha AOCTYNHOCTb CUCTEMbI HA YpoBHe 99,9% B COOTBETCTBUM C
cornaweHmem ob ypoBHe 06CnyKMBaAHMUA.

Co3paHue U cOBMeCTHOe UCNoJib3oBaHue pannos

Dropbox, Google Aiuck n Box — npukpennaiiTe panabl NPAMO K 3343a4aM C MOMOLLbI BCTPOEHHOTO
cpeacTsa Bblbopa ¢ainos.

Adobe Creative Cloud — npocmaTpuBaiTe HOBble 334a4M, AeNUTbCA 0ObEKTAaMM AM3aliHa U
nosy4anTe OT3biBbl, OCTaBAeHHble B Asana, He nokuaana Creative Cloud.

O6meH MHpopmaumei

Slack — yckopsaiTe paboTy, co3gaBasn, BbINOAHAA U U3MeHAA 3aga4m npsamo u3s Slack. Mpwu
0b6HOBNEHWW 3334 U NPOEKTOB B Asana, N3MeHeHMA aBTOMaTUYEeCKM NybMKytoTca B KaHane Slack.

DononHeHune Asana ana Gmail uan Asana ansa Outlook — npeobpasyinTe nepenuncky no
3/1IEKTPOHHOWM NOYTE C KIMEHTAaMM, 3aKa3UMKAMM U KOJIEraMm B MPAKTUYECKUE 3a4auM,
oTcnexunBaemble B Asana, He BbIXoAa U3 NMOYTOBOTIO fALLMKA.

Zoom — opraHusyinTe KoHpepeHUUM Zoom 1 co3gaBaliTe CCbIIKM HA HUX NpAMO M3 3aga4 Asana. Mo
3aBeplUeHNN KoHepeHUNN K 3aaue TaKKe byaeT npukpenneHa eé 3anmcb C TEKCTOBOM
pacwmdpoBKON.


https://asana.com/ru/guide/help/organizations/team-basics
https://asana.com/ru/guide/help/tasks/people#gl-followers
https://asana.com/ru/guide/help/organizations/basics#gl-people
https://asana.com/ru/guide/help/permissions/task-permissions
https://asana.com/ru/guide/help/premium/admins
https://asana.com/ru/guide/help/premium/admins#gl-console
https://asana.com/ru/apps/dropbox
https://asana.com/ru/apps/google-drive
https://asana.com/ru/apps/box
https://asana.com/ru/apps/adobe-creative-cloud
https://asana.com/ru/apps/slack
https://asana.com/ru/apps/google-gmail
https://asana.com/ru/apps/outlook
https://asana.com/ru/apps/zoom
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Mpoune nonynApHble UHTErpauumn

Google — noagxntoumte Google lnck K Asana, BbINO/IHANTE BXOA, C MOMOLLbIO MEeXaHM3Ma eANHOro
Bxoaa Google nan SAML, nobasnaiTe 3agaym B Asana c ntoboit Beb-ctpaHuubl 8 Chrome.

Microsoft — Asana uHTerpupyeTtcsa ¢ HA6opom TaKUx MHCTPYMeHTOB Microsoft, kak Teams, Office 365
n Outlook, OneDrive 1 Power BI, 4Tobbl Baw Konnektns mor a¢pPpekTMBHO KOOPANHMPOBATb paboTy
HEeoHXOANMbBIMU NPUNONKEHUAMM.

Salesforce — opraHusyiiTe apdeKTMBHOE B3aMMOLENCTBME Ha NPOTAXKEHMUW BCETO LUKAA NPOAAXK,
oTC/NeXMBaAn PaboTy MO CONPOBOXKAEHWNIO, aBTOMATUUYECKM CO34aBas MPOEKTbl MPU AOCTUNKEHUM
KAMEHTaMM K/IHOYEBBIX 3TAaNOB U MO/1b3yACb MHOTUMM APYTMMMW BO3MOMXKHOCTAMMU.

JIRA Cloud — obecneubTe YETKYIO ABYCTOPOHHIOK CMHXPOHM3aLMIo mexKay Asana u JIRA, uckntodas
ABOMHYI0 paboTy M cOXpaHAA NPU 3TOM HEOBXOAMMYIO COTPYAHMKAM MHPOpMaLMULO.

Harvest — BCTPOEHHbIM MHCTPYMEHT AN y4€Ta BpeMeHMU, NO3BONAIOLLMIA OTCAEXKMBATb BpEMA
BbIMNO/MIHEHWA 33434, He BbIxoaAa M3 Asana.

PYKOBOACTBO NOb30BaTeNA

C nomoLLbto Asana Bbl C JIEFKOCTbIO CMOXKETE OTC/IEXKMBATb NPOrpecc, AegsaliHbl U pe3ynbTaTbl ANs
NMPOEKTOB OT Ha4yana u A0 KOHLA ANA BCEN CBOEN KOMaHAbI. ITOT MHCTPYMEHT O4eHb NPOCTON B
MCMNO/b30BaHMMN U K TOMY e becniaTHbIN Ana 60AbLNHCTBA GYHKUMNA.

[na Bxoga B Asana MCNo/sib3yeTcs Balla KOPNopaTMBHAsA NoYTa M Naposib, KOTOPbIN Bbl camu cebe
npuaymanu.

Maposb 1 Npo4yto nHpopmaumio o cebe (MmsA, POTO) MOKHO MEHATb HA CTPAHMLLE HAacTpPoeK. s
3TOr0 K/IMKHUTE MO CBOEW MKOHKE B MPaBOM BEPXHEM Yy U Bbibepute NyHKT: “My Profile
Settings”.OTKpoeTca MoAaibHOE OKHO, rae byayT BKAaAKM C pa3HbIMKU NapameTpamu: uma n ¢oTto Ha
nepBoi. YTo KOHKPETHO Bbl XOTUTE MOJIly4aTb — Ha BTOPOM. Mi3meHeHMe napons — Ha YeTBepToi
(Account), Tam byaeT ccbinka “Change your password”.

1. Crpykrypa Asana

CnepB.a c/ieyeT onpeaenntsca ¢ padéoyden cpepo. Mo cytu, eciv Bbl pabotaeTe B 04HOM
KOMNaHMK, TO 1 cpega MoXKeT 6bITb y Bac o4H. Ecau xe Bbl, HanpMmep, areHTCTBO M Y Bac MOryT bbiTb
pasnuuHble 60/blMEe MPOEKTbI, TO U TAKMX OKPYXKEHNIN, MOXKET BbITb HECKO/LKO.

Bce KOMaHAHbIE U INYHbIE 334,34M CTAaBATCA TONIbKO B 3TOM cpese. Bbl MOXKeTe NepeKtounTbCs Ha
nepCcoHanbHble NPOEKTbI, KOTOPbIE BUAUTE TONBLKO Bbl.

JInyHble 3agaum byayT [OCTYNHbI A5 NPOCMOTPA TO/IbKO NPU NEePEKAOYEHMUN B JINYHYIO paboyyto
cpeay. B obuweit paboyeit cpese ToXKe MOXKHO CO34aBaTb NPMBATHbIE NPOEKTLI, KOTopble byaeTe
BUAETb TONbKO Bbl.

Janee naytr KomaHabl (teams). Bbl mokeTe ux co3gasaTb No oTAeNam UAK MO HanpaBieHUAM.
Kaxablh paboTaeT B cBOEM KOMaHAe, HO elle BUANUT 3a4a4n APYrMX KOMaHd, MOXeT y4acTBoBaThb B
3a/.a4ax, KoTopble co3AaHbl B 11060 U3 KOMaHA, ecan ero oTMeTUAN Kak donosepa (HabnwogaTens),


https://asana.com/ru/guide/help/api/google
https://asana.com/ru/guide/help/api/google#gl-drive
https://asana.com/ru/guide/help/api/google#gl-sso
https://asana.com/ru/guide/help/api/google#gl-sso
https://asana.com/ru/apps/chrome
https://asana.com/ru/apps/microsoft
https://asana.com/ru/apps/microsoft
https://asana.com/ru/apps/microsoft-office365-connector
https://asana.com/ru/apps/microsoft-office365-connector
https://asana.com/ru/apps/microsoft-one-drive
https://asana.com/ru/apps/powerbi
https://asana.com/ru/apps/salesforce
https://asana.com/ru/apps/jiracloud
https://asana.com/ru/apps/harvest
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YNOMAHYN B KOMMEHTAPUAX UM Ha3HaAYUAM UCNofHUTeNeM (OTBETCTBEHHbIM). Co3aaTent 3a4aum
aBTOMATUYECKM CTaHOBUTCA ponosepom. Kaxkablit MOXKET OTMEHWUTL 1 NepecTaTtb 6biTb poaosepom
(3HauoK 6yannbHMKaA B HUMKHEM NPaBoMm yry). Bce nsmeHeHums ¢ponosepbl BUAAT B pasgene Inbox.
Bbl MOKeTe coCToATb Cpasy BO MHOMMX KOMaHAaxX, Uiu B O4HON KOMaHAE M OTAE/bHbIX 3a4a4ax.
Mo3KHO co34aTb M 06LLME KOMaHAbI, TYT y¥Ke CMOTPUTE Ha CTPYKTypy Balei KomnaHuu.

YposHem Huke nayT MpoeKkTbl. NpoekT — 310 06beanHeHe 3a4a4 B eanHyto “nanky”. NMpoekTos
He AONXKHO BblTb MHOIO, ONTUMabHO 5-7. BaXHO npoaymaTb Ha3BaHMe npoekTa. [eno B Tom, 4To B
CNUCKe 33434 BbIBOAUTCA TONIbKO 7 ByKB, NO3TOMY CTapaiTecb, YTo6 Ha3BaHWE NPOEKTA UK
yKnaabiBanocb 8 7 6yKB, UAM OHW NepesaBanm CMbIC/ NPOEKTa.

B pamKax npoekTa cTaBATCcA 3a4a4vn. OTo YETKOE OMMUCAHME TOTO, YTO HYXKHO CAeNaTb, Hanpumep
“HanuncaTtb MHCTPYKLMIO NO MHCTPYMEHTam”,
Y 3aga4um moryT 6bITb NOA334a4M, TUMNA YEK/INCTA K 3a434e.

2. 3apauwm (Tasks)

Mpwu paboTe c 3aaa4amu cneayeT BbINONHATL HEKOTOPbIE NpaBuna:
eKa)kaas 3aga4a AO/XKHA MUMeTb OTBETCTBEHHOTO Ye/ioBeKa 1 HabaoaaTenei.

[lpn co3paHmm No60oI 3a4a4m TOT, KTO ee co34aeT aBTOMaTUYECKM CTaHOBUTLCA ee Habaogatenem
(Followers), a ucnonHutensa (T.e. OTBETCTBEHHOIO) HYXHO Ha3Ha4aTb BPYUHYIO;

*EC/Iv B 3a4a4e y4acTBYeT HECKO/IbKO Ye/I0BEeK, BCEX X MOXKHO OTMETUTb B KOMMEHTapPUAX UK B
onucaHuu 3agaum (Description) uepes @;

eCTapaiiTecb MaKcMMa/ibHO YETKO YKasbiBaTb 3aro/ioBok (7-10 cnioB), a B onMcaHUK yKasbiBaliTe Bce
noapobHocTU. Bce 06CyKAEHUA N YTOYHEHMA HYXKHO NUCaTb B KOMMEHTAPUAX, B TOM YMC/e U Yepe3
@ AnAa OTMETKU KOro-To;

o XenatenoHo, 4T06 y Kaxaon 3aaaum 611 oguH Ter. MoxeT 6bITb 1 0, MoXKeT bbITb 1 bonblie. Ho B
CNUCKe 3a4a4 BbIBOAUTLCA TO/IbKO OAMH.

2.1. NocraHOBKa 3apay

[nAa co3aaHnm 3a4a4m HY>KHO 3alTU B HYXKHbIM NPOEKT M HaxKaTb KHonKy “Add Task” nau npocto
K/IMKHYTb Mo ntoboit cBoboaHOM CTpoUKe U BBOAMTE Ha3zBaHWe 3aaa4un. [locne aToro 3anonHanTe
none Description (onucaHune) n BbiIbupalite OTBETCTBEHHOIO.

Ecnun xoTuTe 06paTUTb BHUMaHME HECKOIbKMX Ye0BEK Ha 33434y, YKaXKUTE UX B KOMMEHTapMAX
yepes @, cMCTEMa Cama MPEBPATUT HUK B UMS.

Ecnun HY)KHO NPUKPENUTb AOKYMEHT, KNMKaTe N0 MKOHKe “CKpenka” v BbiIbMpanTe HY*KHbIN BapuUaHT
(gogle.drive, dropboxunun nokanbHO), B OTKPbIBLLEMCA OKHE BblbUpaliTe HyXHbli ¢palin, oH
aBTOMATMYECKM NOABUTCA C Ha3BaHMEM, KOTOPOE Bbl 333N LOKYMEHTY.

Kaxgoi 3agauye MOXKHO Ha3HauYUTb 4aTy U BPEMSA BbIMOJIHEHMSA, B TOM YMCAE U NOBTOpsAtoLLeecs
cobbiThe (HanpMmep, NOArOTOBKA OTYETa Kaxaoe 3 uncno mecauya). OcobeHHOCTb MOBTOPSAIOLLMXCA
cobbITUIA B TOM, YTO NOKa TeKyLLee cobbITUE He NponaeT — cieaytollee He byaeT NoCTaBAEHO U
oTObparkeHo B KaneHgape Asana.
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Ecnmn nocne Ha3BaHMA 3a4a4M NOCTaBUTb ABOETOUMNE, 3aA4a4a nNpespaTuTbea B “Cekuuto”. B
NPUHLMNE, 3TO TaKanA e 3a4a4a co Bcemu GYHKUUAMMU M XapaKTepPUCTUKAMU, HO OHa Bblaensercs
KUPHbIM 1 BpocaeTcs B rnasa.

Kpome Toro, 3aga4m MoryT OoTHOCUTbLCA K onpeaesieHHoM cekumn. Bce 3aaaym, KOTopble HaxoasaTca
“nop, cekumen” cuMTaOTCA OTHOCALLMMMUCA K AAaHHOM CeKUMU. Takum 0b6pas3om, ecnm xotute
pa3mecTUTb He3aBMCUMble 33434 — OHW AOJIXKHbI HAX0AMTCA Haj, NepPBON ceKkUmel.

Y Kaxaol 3a/1a4m U CeKLUMMU MOTYT BbITb N0A334a4M (COOTBETCTBYIOLLLAA MKOHKA UK BbICTpble
Knasuwm Ctrl+S). Y Kaxaoi noasanayun MoxKeT 6biTb CBOM OTAENbHbIN MCNONHUTENb
(oTBETCTBEHHbIN).

B 3agavyax MOXKHO peaaKkTMpPOoBaTh BCe NoJiA B 1lo6oe Bpems: onucaHne, OTBETCTBEHHbIX, CEKLIUMU,
CPOKM 1 Npouee.

2.2 Pa6oTta c moumu 3agavamm

Bbl MorKeTe NpocmaTpMBaTh 3a4a4m Mo pPasHbIM NapameTpam U B PasHbIX Cpesax.
Bbl MOKeTe MpoCMaTPMBaTh 3a4a4M B KaXKAOM KOHKPETHOM npoeKTe. [115 3TOro NpocTo KAUKHUTE Mo
HEeMy M OTKpPOETCA CMUCOK

Bbl MOXKeTe NpocMaTpMBaTb BCE CBOM 3a4a4u. 1A 3TOrO KIMKHUTE B IEBOM BEPXHEM MEHIO MO
ccbinke MY TASKS u Bbl yBUAUTE CMIMCOK 334a4, B KOTOPbIX Bbl OTBETCTBEHHbIN.

Mo ymonyaHuio 3a4a4u BbIBOAATCA MO NMPUOPUTETY, XOTA TUMbI COPTUPOBOK MOMKHO MEHSATD (Mo
NpoeKTam, BbIBOAMTb BCE 3343a4M, TO/IbKO BbIMOMIHEHHbIE W HEBbINOHEHHbIE T.4.). XoTUM 06paTuTb
BHMMaHMe Ha npuopuTeTbl. X B cnucteme Tpu:

e CeroaHs (Today)

¢ Baunxaliwee spems (Upcoming)

¢ Ha notom (Later).

Mpw co3paHum 3aaa4m oHa nonagaet 8 pasgen New Tasks, 1 Bbl AOMKHbI HA3HAYUTD €M HYKHbIN
npuopuTeT. A 3TOr0 KAMKaeTe NO CUHEMY KPYKKY B KOHLE CTPOKU 1 BblbUpaliTe Kyaa ee
oTnpasnATb. Kpome Toro, MmoXKeTe NpocTo “nepetawmtb”’ ee MbILKOM, B TOM YMCNE BblIAENUTL Yepes
ctrl otaenbHble 3agaum nam shift c nepeoi No nocneaHOO BblAENEHHYIO U NEPETALLUTDL UX BCE
BmecTe. AHA/IOTMYHO BCEM BblAENEHHbBIM 33Z34aM MOXKHO MOMEHATb AAaTy, UCMOAHUTENSA, TETU U T.A,.
XoTnm 06paTUTb BHUMAHKWE, YTO MO NPUOPUTETAM COPTUPOBKA AOCTYNHA TONbKO B pasgene Moux
33[a4, B MPOEKTax TAaKOro TUNA HEeT, XOTA CaM NPUOPUTET BUAEH B KaXKA0M KOHKPETHOM 3agaue
pagom c OTBETCTBEHHbIM:

NkoHku cnepyrowime:

CMHMM 3aMN0/IHEHHbIM KPYr — HOBasA 3a4aua;

3Be304Ka B KBajpaTe — CerogHs;

NyCcTOM KPYr — OT/I0XKEHHaA;

3aKpbITasa KOpoboyKa — Ha NOTOM.

3To AeneHne YyCNOBHOE, U Bbl CaMW ONpeaenaeTe, YTo OHO 3HAYUT.

HanpoTuB cnucKa 3a4a4 BbIBOAMTCA KpaTKaa MHPOPMaLMA: T3T U MPOEKT:

Ecnn Teros HECKONBbKO, BbIBOAUTBLCA TOJIbKO OAMH, @ OCTa/IbHbIE CKPbIBAKOTCA 32 MHOTOTOYMEM.
KNMKHYB MO NPOEKTY — Bbl yBUAMUTE CNUCOK 33434 B STOM NPOEKTE, a KNMKHY BO Tery — CNUCOK
3a4ad ¢ 3Tum Terom. [lata pagom (Today, Tomorrow) — 3To CPOK, YCTaHOB/IEHHbIM Ha BbINOAHEHUE
3a4a4u (He NyTanTe C NPUOPUTETAMMU, OHWN BbIBOAATCA MKOHKaMM, a He CI0BamMK).

Pagom c MY TASKS ccbinka Ha pasgen Inbox. Mepeiias no Hei, Bbl yBuamMTe BCe 3a4a4K, KOTOpble
6b1211 NOCTaBNEHbI HE BaMK, HO KacatoTca Bac (Bbl OTBETCTBEHHbIN, MM Bac YNOMAHYAN Yepes @).
Ecnu Bbl noctaBmAM 3agadvy camu cebe, To B Inbox oHa He nonagaet. Ecauv ecTb HoBble 3a4a4un UK
ynomuHaHuA, Hag Inbox noABMTCA opaHyKeBas KHOMKa (KUpHas Kpyrnas Touka).
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Mocne 3axoaa B Inbox Bce 3aaaun cumTaroTca “NPoCcMoTpPeHHbIMK” 1 TOYKa NponajeT.

Korga Bbl BbINOAHWAM 3a4a4y, NPOCTO CTaBbTe ra/IoYKy, M 3a4a4a NponageT U3 CNm1cKa 3a4ay, Ho He
yAanuTbCa. B fanbHelwem MOKHO HaliTU BCe BbIMOMIHEHHbIE 3a4a4K. [03TOMY, He yaananTe 3agaum,
a NPOCTO OTMeYalTe Ux BbiNoAHeHMe. Ecin 3a4a4a He HyXKHa — ee MOXHO nepeHecTn B “Apxus”.

3. Taru (Tags)

B cucteme peannsoBaHa cuctema pa6OTbI C Teramu. Kamp,oﬁ 3a4a4e MOXHO Ha3Ha4aTb OAUH NN
HEeCKO/1IbKO Teros (HO B CMUCKe NPOEKTOB BbIBOAUTCA TO/IbKO OLI,MH). Bbl npocTo Ha4yMHanTe BBOAUTb
nepsble 6YKBbI Teros, CUCTEMA BaM NMOACKAXKET OKOHYaHUe.

Ka bl MOXKeT co3aaBaTbh CBOW COBCTBEHHbIE Tern, HO /ydlle UX BBOAWUTL MO 0bLemy
COrNacoBaHMIO, T.K. OAHO U TOXKE C/I0BO A/1A KaXKA0ro YeN0BeKa MOXET 03HayaTb 4To-To csoe. Mpu
no6aBneHnn HoOBOro Tera, Bbl CMOKeTe BblbpaTh eMy LBET, YTOD OTAMYANCA OT APYIUX.

Ecaun y 3a4a4M HECKONBKO TErOB, OHM CKPbIBAKOTCA 38 MHOFOTOUYMEM, HO NPU HaBeLEeHUN
NOKa3blBaeTCA NOJIHbIN CAUCOK.

4. Mowuck no Asana

B cucteme peannsoBaH MHOrOGYHKLMOHAAbHbIA MOUCK. MCKaTb MOXHO NO YeMy YyrogHo: no
Ha3BaHWIO 334a4u, No Tery, No cpokam u T.4. Hanbonee npoctoi cnocob — NpocTo nuwnuTe
Ha3BaHWe 3a4a4M Wan Tera B CTPOKE MOUCKa.

Kpome Toro, MOXHO MCMo/1b30BaTb PaCLLUMpPEHHbI MOUCK C NepecedyeHnaMu (B BbiNaaatoLLeM CriMcKe
nocneaHss ctpoka Advanced Search).

5. KaneHpapb Asana

B AcaHa ecTb CBOW BHYTPEHHWIA KaneHaapb, Ha KOTOPOW BbIBOAATCA 334a4M C YCTAaHOBAEHHbIM
CPOKOM BbInosHeHUa. ObpaTTe Ha 3TO BHMUMAHMWE, eC/M Y 3a[4a4M CPOKa HET — TO M B Ka/leHAapb
OHa He nonagaer. [PocMOTPeTb KafieHA4apb MOMKHO B TPEX Cpes3ax:

1. KaneHgapb npoeKTa. s 3TOro NpocTo nepenavTe B MHTEPECYIOLWMIA Ball NPOEKT, U B BEpXHEM
MEHI0 HaZ CMMCKOM 33434 NPOCTO KANKHKUTE Ha Calendar (cuHAA cTpenoyka) Ha CKpuHe.

2. Kanengapb Mpynnbl.3TOT KafieHAapb BbIBOAMT BCE 334a4M BCEX NPOEKTOB B pamKax AaHHOM
rpynnbl. Haxoantbca oH Hag, cnnckom npoektos Team calendar (KpacHas cTpenoyKka Ha CKpuHe)

3. KaneHaapb Bawux 3agad. [lnsa storo nepeigute B CNMcok ceoux 3agad (My tasks) v Ha
OTKpbIBLUEICA CTpaHMLE NepeianTe no CCbiKe KaneHaapb.

6. Hactpoiika yBegomneHui

Bbl MOKeTe camocToATe/IbHO HACTPOUTL YBEAOMAEHMS, KOTopble ByayT MPUXOAMTb Bam Ha NouTy.
[na aToro nepenamTe B HACTPOMKM CBOETO aKayHTa.

Bbl MOKeTe BK/OUYaTb M OTKNKOUYATb YBEAOM/IEHUSA, KacaloWwmMecs KOHKPETHO Bac (NepcoHanbHble
NPOEKTbI) MAN NPOEKTa B LLE/IOM
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3HaueHuAa cneayowme:

Task reminders (HanomuHaeT o 3agauyax) — oNoBeLLAET BAaC O TOM, YTO NOAXOAUT CPOK 3aBepLUEHUA
3a4a4M, B KOTOPOW Bbl OTBETCTBEHHbIN. HanommnHaHWA npuxodaT: 3a 7 gHel, 3a 1 AeHb, B AeHb
CPOKa, Ha creayowmii AeHb U Yepe3 7 AHel, eciv 3afa4a He BbiNoNHEeHa.

Bbl nonyunte yBegomnerHunsa TOJIbKO no Tem 3agavam, rae Bbl OTBETCTBEHHbIN. Ecnm Bac npocTo
ynomaHynun uau Bbl Habnoaatens (Followers) — coobuieHna npuxoauTs He ByayT.

All activity (n06aa aKTMBHOCTb) — B Z@HHOM C/ly4yae Bam byayT npMxoamuTb NUcbMa npu ntoboi
aKTMBHOCTW B NPOEKTE, B KOTOPOM Bbl Y4aCcTBYETE UM XOTA Bbl OTMEYEHbI Yepe3 @, HaNpUmep ecau
KTO-TO Hanmca/l HOBbI KOMMEHTapUi K 3aaa4e, USMEHUN CPOK, NPUKPENUI HOBbIN ¢ann n T.4.
Ntobaa aKTUBHOCT.

Dashboards (gawb6opa) — Bbicbl1aeT pas B HeAeNto OTYET O paboTe C NPoeKTamu, KoTopble
BblHECeHbI Ha Aawbopa. MpucblnaeTca CTaTUCTMKA O NPOLLECCE, CKOMbKO BbINOSIHEHO, CKO/bKO
0CTaNoChb U Npoyee. MMeeT cMbICn OCTaBAATb Fa/IOYKY, ecaun nosb3yeTtech Jawbopgom. B npoTneBHOM
cnyyae ybupamTe ee.

7. [faw6oppg

B Asana ectb [aw6opp (Dashboard), Kyaa Bbl moxeTe BbiHeCTU 0 3 NpoeKToB. Jalbopa MOoKHO
MCNOAb30BaTb 415 B6bICTPOro CaeXeHMs 38 HOBbIMM 3a4a4aMKn, OBHOBNEHUAMM U CTaTycaMu
Hambonee BaXKHbIX 15 Bac NpoekToB. CcblKa Ha gawbopa HaxoauTbCA B 1EBOM BEPXHEN YacTy,
pagom c My Tasks u Inbox.

8. 3apauu 1 KaneHaapb Apyrux ntopei

Bbl MoOXKeTe NpocmMmaTpmBaTh 3a/1a4M U KafeHaapb He TONbKO CBOM, HO 1 1t060ro Apyroro Yenoseka
(kpome ero nepcoHanbHbIX UK CKPbITbIX 3aAa4). [118 3TOro NPOCTO KAUKHUTE NO MKOHKE Ye/0BeKa B
nobom mecte Unm BoCnonb3ynTecb NOMCKOM.

Mocne 3TOro Bbl yBUAUTE CTaHAAPTHbIM CMIUCOK 33/1a4, KOTOPble OTCOPTMPOBaHbI MO YMOAYaHUIO NO
npuopuTetam. Ho COPTUPOBKY MOXKHO MEHATb.

YT106bI YBUAETb KaneHaapb — MPOCTO KAUKHUTE Ha ccbiniky Calendar pagom c List (3To cnncok
3aaa4). Haxkas Ha Files Bbl yBuauTe Bce dalinibl, KOTOpble AaHHbIN YENOBEK NPUKPENA K 3aa4am.
Cam KaneHaapb BbIMAANT TOYHO TaK Xe, Kak 1 Ball COBCTBEHHbIN.



