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Category Project Management Duration 10 Days

Base Fee $2,200 USD Delivery Mode
Online / On-site

Hybrid

Course Introduction

Effective project tracking is essential for organizational efficiency, timely deliverables, and successful team

collaboration. Asana has emerged as a leading project management platform that enables organizations to

plan, execute, monitor, and optimize workflows across multiple teams. Asana for Project Tracking Training

Course provides participants with practical knowledge and hands-on skills to leverage Asana’s powerful

tools for task assignment, progress tracking, dependency management, and reporting. By integrating

Asana into project management processes, organizations can enhance transparency, accountability, and

overall productivity while reducing delays and operational bottlenecks.

This course emphasizes both strategic and operational aspects of project tracking in Asana. Participants

will explore advanced features such as dashboards, timelines, workload management, automation, and

integrations with other productivity tools. Case studies, interactive exercises, and scenario-based projects

allow learners to develop real-world proficiency in using Asana to coordinate resources, optimize project

timelines, and ensure successful project delivery. By the end of the training, participants will be able to

manage complex projects efficiently, monitor performance metrics, and implement best practices in project

tracking for diverse organizational contexts.

Programme Curriculum

 Asana for Project Tracking Training Course 

Introduction 

Effective project tracking is essential for organizational efficiency, timely deliverables, and successful team

collaboration. Asana has emerged as a leading project management platform that enables organizations to

plan, execute, monitor, and optimize workflows across multiple teams. Asana for Project Tracking Training

Course provides participants with practical knowledge and hands-on skills to leverage Asana’s powerful tools

for task assignment, progress tracking, dependency management, and reporting. By integrating Asana into



project management processes, organizations can enhance transparency, accountability, and overall

productivity while reducing delays and operational bottlenecks. 

This course emphasizes both strategic and operational aspects of project tracking in Asana. Participants will

explore advanced features such as dashboards, timelines, workload management, automation, and integrations

with other productivity tools. Case studies, interactive exercises, and scenario-based projects allow learners to

develop real-world proficiency in using Asana to coordinate resources, optimize project timelines, and ensure

successful project delivery. By the end of the training, participants will be able to manage complex projects

efficiently, monitor performance metrics, and implement best practices in project tracking for diverse

organizational contexts. 

Course Objectives 

1. Understand the fundamentals of Asana for effective project tracking.

2. Set up workspaces, teams, and projects aligned with organizational goals.

3. Create, assign, and manage tasks, subtasks, and milestones.

4. Utilize project templates and workflow automation for efficiency.

5. Track progress using dashboards, calendars, and timeline views.

6. Apply dependency and priority management techniques in projects.

7. Collaborate efficiently across teams using communication and tagging tools.

8. Generate reports and analyze project metrics to improve performance.

9. Integrate Asana with other productivity and communication platforms.

10. Implement risk management and issue tracking using Asana features.

11. Customize workflows for different departments and project types.

12. Monitor team workload and optimize resource allocation.

13. Develop best practices for maintaining project documentation and audit trails.

Organizational Benefits

 

Improved project visibility and progress monitoring

Enhanced collaboration and communication across teams

Increased efficiency through automated workflows

Reduced project delays and missed deadlines

Better resource planning and workload management

Streamlined reporting and data-driven decision-making

Greater accountability and transparency for project owners

Scalable processes for multiple projects and teams

Enhanced client satisfaction through timely project delivery

Strengthened organizational project management culture

Target Audiences

 

Project managers and team leads

Operations managers and coordinators

IT and software project teams

Marketing and business development teams



HR and administrative project coordinators

Consultants and project management trainers

Product development and R&D teams

Organizational change and process improvement specialists

Course Duration: 10 days

Course Modules

Module 1: Introduction to Asana

 

Overview of Asana and project management fundamentals

Understanding workspaces, organizations, and teams

Navigating the Asana interface and dashboards

Setting up user profiles, permissions, and notifications

Key differences between tasks, subtasks, and milestones

Case Study: Implementing Asana for a small project team

Module 2: Creating Projects & Workflows

 

Designing projects aligned with organizational goals

Creating templates for recurring workflows

Organizing projects using sections and milestones

Customizing fields, tags, and labels for clarity

Best practices for structuring multiple projects

Case Study: Workflow setup for cross-functional teams

Module 3: Task Management

 

Creating and assigning tasks and subtasks

Setting priorities and due dates

Using task dependencies for sequential workflows

Applying task templates for consistency

Tracking progress and task completion

Case Study: Task assignment and follow-up in a marketing campaign

Module 4: Project Timelines & Calendars

 

Creating project timelines for visual planning

Managing task dependencies and critical paths

Tracking milestones and key deliverables

Integrating calendars for scheduling and notifications

Adjusting timelines based on project changes



Case Study: Timeline management for a product launch project

Module 5: Team Collaboration

 

Using comments, mentions, and tags for communication

Assigning responsibilities and ownership of tasks

Sharing files and documents within tasks

Managing notifications to avoid overload

Aligning team goals with project objectives

Case Study: Enhancing team collaboration on a cross-department project

Module 6: Reporting & Dashboards

 

Creating and customizing project dashboards

Monitoring task completion and project health

Generating status reports for stakeholders

Using charts and graphs to track KPIs

Exporting and sharing reports with teams and management

Case Study: Reporting on project performance for senior leadership

Module 7: Automation in Asana

 

Setting up rules to automate repetitive tasks

Using triggers and actions to streamline workflows

Automating notifications, assignments, and approvals

Integrating Asana automation with other apps

Monitoring automated processes for efficiency

Case Study: Automation of approval workflows in an MFI project

Module 8: Advanced Project Tracking

 

Tracking dependencies and project critical paths

Using progress indicators and milestones effectively

Applying priority matrices for decision-making

Forecasting project completion times

Identifying bottlenecks and mitigating delays

Case Study: Tracking complex IT development projects

Module 9: Resource & Workload Management

 

Monitoring team workloads and capacity



Allocating tasks to optimize performance

Balancing project demands across resources

Adjusting assignments based on availability and skill sets

Reporting on workload distribution for management insights

Case Study: Workload balancing in a multi-department project

Module 10: Integrations with Other Tools

 

Connecting Asana with Slack, Teams, and email platforms

Using calendar and file-sharing integrations

Automating cross-platform notifications and task updates

Analyzing project data from integrated apps

Best practices for maintaining data consistency across tools

Case Study: Integration of Asana with CRM and communication tools

Module 11: Risk & Issue Management

 

Identifying project risks using Asana tracking features

Logging issues and potential blockers

Assigning risk owners and mitigation tasks

Monitoring issue resolution progress

Reporting risks and issues to stakeholders

Case Study: Risk tracking in a large-scale implementation project

Module 12: Project Documentation & Audit Trails

 

Maintaining records of project activities

Documenting decisions and approvals

Version control and task history management

Auditing project progress and accountability

Ensuring compliance with organizational standards

Case Study: Documentation management in a consulting project

Module 13: Custom Fields & Advanced Filters

 

Using custom fields for project-specific metrics

Creating filters to view tasks by priority, team, or date

Saving and sharing custom reports with stakeholders

Applying search functions for large project portfolios

Using advanced views to analyze project trends

Case Study: Custom field utilization for performance tracking



Module 14: Scaling Asana for Multiple Teams

 

Managing multiple projects across departments

Creating templates for organization-wide adoption

Tracking cross-team dependencies and collaboration

Standardizing reporting formats for executive dashboards

Best practices for enterprise-level project tracking

Case Study: Scaling Asana for a global project initiative

Module 15: Best Practices & Continuous Improvement

 

Implementing continuous improvement for project workflows

Collecting feedback from teams on Asana usage

Reviewing and refining workflows based on performance data

Adopting best practices for task prioritization and follow-up

Maintaining alignment with strategic organizational goals

Case Study: Continuous workflow improvement for recurring projects

Training Methodology

 

Instructor-led demonstrations of Asana features and tools

Hands-on exercises for task creation, project setup, and dashboards

Scenario-based workshops using real-world projects

Group activities and collaborative problem-solving exercises

Analysis of case studies from multiple industries

Continuous assessment and feedback sessions

Register as a group from 3 participants for a Discount

Send us an email: info@fineskilltrainingcenter.com or call +254769199797

Certification

Upon successful completion of this training, participants will be issued with a globally- recognized certificate.

Tailor-Made Course

We also offer tailor-made courses based on your needs.

Key Notes                 

a. The participant must be conversant with English.

 

b. Upon completion of training the participant will be issued with an Authorized Training Certificate

mailto:info@fineskilltrainingcenter.com


 

c. Course duration is flexible and the contents can be modified to fit any number of days.

 

d. The course fee includes facilitation training materials, 2 coffee breaks, buffet lunch and A Certificate upon

successful completion of Training.

 

e. One-year post-training support Consultation and Coaching provided after the course.

 f. Payment should be done at least a week before commence of the training, to FINESKILL TRAINING

CENTER account, as indicated in the invoice so as to enable us prepare better for you. 

Upcoming Scheduled Sessions

Start Date End Date Location Price

10 Aug 2026 21 Aug 2026 Online $2,200

17 Aug 2026 28 Aug 2026 Online $2,200

24 Aug 2026 04 Sep 2026 Online $2,200

31 Aug 2026 11 Sep 2026 Online $2,200

07 Sep 2026 18 Sep 2026 Online $2,200

14 Sep 2026 25 Sep 2026 Online $2,200

21 Sep 2026 02 Oct 2026 Online $2,200

28 Sep 2026 09 Oct 2026 Online $2,200

Ready to enroll or request a customized program? Book online or contact us:

Register Online Now

Email: info@fineskilltrainingcenter.com | Website: www.fineskilltrainingcenter.com

https://www.fineskilltrainingcenter.com/courses/asana-for-project-tracking-training-course

