Shglue daals 2024

Hlay) 4l

ile g yial) B3l [and

Cile gydall 8J30 ol B L glgisil) S

gl puusa S5 el )
241001866 [ aalal) 4

e ol clad. s [l



ERROR! BOOKMARK NOT DEFINED. cecceccccccsccccsccscssccssscsssccsssssssscsssscassssssssssssssssss datis
ERROR! BOOKMARK NOT DEFINED.ceuureueeeeeeeeensennerenssennnses e g puall B a) okt J oY) Juadl)
ERROR! BOOKMARK NOT DEFINED. .......eevvvennnnnnnns Gile 5 el 310 7 ) J
ERROR! BOOKMARK NOT DEFINED. .« v eveeeneneneeneensensnaenaenaenns AgLl) o) -
ERROR! BOOKMARK NOT DEFINED..eevseeeerseeeerssecerssneeessscessssennnnnes cile g ydall 3 1) < g3
ERROR! BOOKMARK NOT DEFINED. <.« eeeneeeeneneeeneeeeenanaenaeaenns Jadaidl ¢l g A
Error! Bookmark notdefined. ...........ccceeiiiiiiiinuniiiiiiiiieneieeenennnnnss Microsoft Project
LS Asana

2 ettt ettt ettt ettt et et etaaaettetanttteatanateaaanaarann Ol <l gl [
22 Slack
D2 Microsoft Teams

D2 SO PRPTRPPIN e 1Y) it ) Rul
25 Jira

K 7. SRR cle g pdiall 3elS o L glgisil) il U Juadl)
Bttt AN WO A
B pleall S (G pial] gl JldT

B s ) s Cppans

B ettt Al dul R
1S TR el A8 i 4 Sle g piiall 5 )10 pLad 2adis

B e Al il

B s kil g Jolad/

B e Ll

- SRR e g pdall 3 0) b ALdL ey
BBttt et selilaay) oS3 J
36 Sile g pdiall 5 )3 A e libia ) o (SY) Cilofasiin)

S TP eliba Y/ oS3 2if 46

37 e clibay/ 83 Cliuhi e iLiaf

B e Y alas -
37— aaaas Sle g pdiall 5 )3 8 UY) alei Cilolaiin/
37—ttt UY) alei i) 54

T TP OROPPRPPPI UY) alei il e iLiaf
Bttt aaan i «ﬂju‘ &
B8 e g puiall 5400/ LH JJL—” Silo/asin/

1 T s & gLl 23 8
30 Crl bl lguba e dLief

K1 B L of 53S0 rad clyans
B0ttt ettt ettt ettt enan waniill A gLl i
1S R il da glial] 5 s¢da
30— Lo glial) ol



O e e e e Logliad] Ao caleill Cilasil yinl

B0t e e e e e et e ———————————a cayllsal) <
A0t e et e e e aaaeen 5_plcsal) L)
Q0. et 5 pllal] e ol
0. LIS 8 ) Sl i
AT oo Aadai¥) G 38153 &
AT oottt ettt ene e 3915 Zaasf
PR 9/ i) M
AT et 3951l Glescal Cibacsi] il
B2 ooeeeeeeeeeeeeeeeeeeeeeeeereaaaaeeeeeesssssasnnnnnnnns dna ) o JLiall 3 03) iy o V) Juadl)
A2, Ll Ll 3} <l sl J
N e dla so
B2 Esrdall 5Lhbi paai dls s
R S ) el o Sl lLin Y 3 ) s e
B e e e e e —————————— JELY) Ua ya
A3 et et e aaaas Getial) R s s
Aottt S piall jlai) dha s
B, ———— Aol o jLiall 3 l) et <
Ah.oooaaii e ol Lubss
G e e et e ettt ettt tr et e e e ean e ereanaas Glhill 5 )l
T S PRUT il 5 o)
SN Ugandl 5 40/
A5 et Eamdiall 3 )l 30 5 1)
A5ttt abdadl yhlse s )1/
A5ttt eeeeeees Erdall OYLail 5 0]
B e aaas s miall (p 5555 )1/
46 .eeeeeennnnnnnnnnnne BDD (AIAGILE (s 1dua sl g bl 5 02) (8 dpaad y b siaa) p) 1) o)
BB (AGILE):4&s )l daagidl) J
A7 e aaaaan : Agile LY/ sl
. SO PP PO U UOUURRUUPPPRI V- (- QR o 111
49....cueennnnn. (WATERFALL): (2 el raduiilly Cilaana jall 3 glas -
4. $ DU 73 gaill 650 g pal) Dlinlosl] S ) pall o5 Lo
B0 ettt e et ettt e e PN
LY 0N bl
B et (SCRUM):A3 _yall 5 3805 5| Cilaaa pall o gdat O
B et (CI/CD) saiusall yy ghatll &
B Cl el LolS1/
L SRR CD _saiesal] axluil/
B (PAIR PROGRAMMING):42> 5 ) 42 .z
55, (BEHAVIOR DRIVEN DEVELOPMENT, BDD): & shully & g0y gl .z
55l éle 5 il Jial) dpagil il jlidl 48 .z
B ettt c4ilutbaio g & g pball dank 2aa ¢ Y5/
B e e e e e e e i) )i S )55 aan A S8 LG
B s Ll sl g o il Jpand] liie VI 4 g (L
BBttt e Y1 Cpm s gall 5 G pdll 4815 33T cla),
57 ettt ettt ra e sendlall 5 bl ]

b



B ettt e e e e aaa e LY/ i gé
B et LY/ clipks e 4L/
B0 FLdinall ay jliiall g e lgaling A O jlgall oo Lo
B0 et dadall ULl aladsiad 32l ) ul
B0 e aes Ladial) Sl /2] il 68
BT ettt Lediall clilul) cilinks e Lisf
B et 2 e Jaad) Ll &
BT ettt a et e et —————— ozl Lai (J ga3
BT ettt et et et a ittt ea et aaaas sl & g0l
BT ettt —————— e e Jard] 2l 4
BT ettt ettt e et e et aaaaaas Cbaadll e 4Lie/
B2 eeeeeeeeeeeeetterttett———————————t—————————t—————————————ttt————tttttttttttttttttttttattttttrrarrreranes dalal)
B ettt ettt e et et e eaaaeas SlaliaV) ans \
B e et enas Claliin Y/ agdi 41aa/
B2ttt ettt ettt ettt ettt il o] ya) LS
B2ttt e Claliis Y/ andi e 4L

[ 1 F OLRAY Hulas 2
B3 et e e e e e LY _puileall
B3 e LR Y/ dalac
L3 J TP RURPRPRPRP led e AL/
B3ttt e ettt e e e e e e e e e e e e e e eraaaaeans acall 5 il dpaa <
B et e et ————————— il g0
L3 PP a2l Colancsi] yil



L PPN ASANA 1
B ettee ettt e ettt e et eeeee—eeeee—eeeait—eeeaitaeeeatteeeatteeaabeeeaatteeeaatteeeaareeeataeeaaareeeannes Al 2
/2R il by )3l 3
< T PP DASHBOARD 4
< T PROJECTS 5
D e et e e g soidl A 6
10 ettt ettt et et e et e et e et e it e at et e et e et eaneanaaaes abaliu) gg g piall s 7
o O PN FAVORITES <:obadall 8
T ettt e e e e et eeaeeeeer————————————nana Aliadall (e adall/ JJddLay) 9
1 ettt e e e e e e ee e et et ————————————_—_ iliadall (e cadall/ Jl dslay) 10
1T ettt e e e e ettt ——————aeae ettt ———————————tttaaa——— RECANTS 4iaall dlaii¥y) 11
2 e e e e e e — e e e e e ——eeeeeraaaeaaas el byl ledal s elaa) 12
2 ettt —a e e e e e e e eee——————taaeeeeeaana——————aaaaeaaaans Gl oyl s 13
L PP PP PR PPPTPRRRP \My TAsks <lg= 14
< TR My INBOX L) i) (352 15
L PP QUICK ADD 4yl 8LaY1 )5 16
TZ ettt e et ettt e et ——ta——ata— et SEARCH Sl 17
1D ettt ettt e ettt et et eanaaas SEARCH VIEW Uaiadall Sl 18
1B tttreee et e e e e et e e e e e e e e e —————aaaee e e e e e a————aaaaaeeeeaaannnraaaaes @ slall Iy pall dlasiall A3l 19
L1 2 PPN duy il 20
L7/ VIEWS & s el (e 3k 21
8 ettt ettt ettt e ettt e e tb e e et e e eareeeaeeeans A s ) (A Al Aaldll ) A 22
10 ettt ettt — e e e — e e e e —e e e et e e e e ——eeaatbeeeatbaeeabaeeearbaeeetaaeeeareas Ll Al 23
b2 O saalldalll 24
D N Al ede gy 25
2 et eeeeeedeeeeeeetedeeeeteseseeeeteteteeetatetetateteterertatateteatatatenerenaaaaaan SLACK 26
2 e et eeeeeedeeetetesedeeeeteteeeeeeteteteteeeetetetatatatereeatatatenenanen MICROSOFT TEAMS 27
B S JRA 28
G P SMART SHEET 29
P AcILE30
L WATERFALL31
L S ScrumM32



o -

4dadla
Calaa¥) 3dan b aald @Y Aahsal eWlaall G Ll eV e aopliall 5 aa
Lf,lj)-‘éh (e ¢ eﬂ.d\ ‘éﬁ G ij\ c\)ﬁu&\ @}S}.\Sﬂ\ M\ &= Bl et Aadandl doa) )
CalaaY) 3] aadied 8l 3yme Laglei€all a3 ol g piall ol o Laglei€all sda il 214K agd
B cililee Al Balefs sas Gladl i) aveeai b bl Jpale ciaal S
Ge waal) O i (Fmaly o pandall Bl b o Eaal) Laglgsall il (0 8
028 ad & Lggals Al sl (e dall lia o Y ¢ saaa Ak sl an 3l cladaid)
Ajee adey ¢ mll AalSSs ¢ 3ol U8 e i) daglie cabaatl) oda Jadiy cJlad J<a lgaV)
len gl o€l 23} Kas S Cpmanjlaally cpfinll) e uaedl Jelacy ¢ Al L dualidd) 8y jlad) s
bl Qldg g g ydall e\l e
L ¢ Aol ALY (e dlide e LYY ) duhall Caagd ¢ i) sl o ggual) Jaslial
HEIL
aokiad) gly) b 1ab Ay i) eyl L
Janl (318 86US (ppaen’ & Lt lsall Linslgi€ill (Kay (2S00
aobiall 3l 8 L glgi€ill mas die Sliacsgall lggals Al cbaatll a Lo
Lalall Wolaloa) 4l Luliall el laal claaidl (Ko S L&
Gl Jl 8 aoliall Bla) 8 Laslei€all o0 aedl dalall dalall o i) 138 doaal aus
Doallad) laagdn Al dasyull
ol 13} e layiliy Aiasl) L glgall oSl ALels Ly jhse =
MoasleiSal) 8 lena) oliy sptie @A S e clagall soly
atdg Jaadl 328 5elS et Lasliall Laglgi€all aladia) 40S macagi 4 dagall Jiamg
sk 8 ad g aylisal) Bylal il Jea AnalSY) A jlaally Ailial) Lushall s3a (g5 L oISl
ceonnlatill ol el Allad il il



[ s g Lo g pdiall 3] S Jual

&Jw‘ @\Jl ”h:
sl s e gopdiall Bla) Jlae Lagd (Al whskally bl ) g pdall )} sk jady
sl gl L ggydall JWS) lacal dllay @lldy ¢ el aseieS goydall By <y
sy Clagiall (o degane po i ale ) gosdall Bl cojela ¢ gl g yandgiliually

Eopdall Calaal gaaail

teh Lo popldall B} (8 dawetyll clyslaill any Jads

Sle el Al mably sl (e degiie desene LaglgiSill jig :LagleiSall s
Allad ST (K00 aosliial) 3lalg aalass

Jelally glaill Ao adiad Al ag Ky (50diy Jie Glingia Hseds tdeafiall Glagidl slaie) .
cedlaally B3l G aieadll

gl P (e elges apliaall B3] iljlga ook alaia¥) 8al) za)liall 8)la) culylga duali .y

Alae¥) clalgd sl Al
Iy Zae LV g Liall Jalgall ) oladl) asad) aslisall 53] e cany tialia) e 5S 5
12 Jeliy (oS maagis gopdall Bl skt Jiad Al Lpeeyl) il ans o3a L Apalai) (algall

Aoaglgi€ally dualladl iyl g Jlaall

aosbial) B\ s

Al M\ ‘_Al Z\M)LAAS\ AT ”A; t\;)l uSA:t &"_15‘55\ 9l ‘l# (';_.3.35 ('J:- & &ULJAAS\ @\Jl
el ey ¢ Jlal Qe e 2680 aoylinall oy 8 dasiial) Lpeabanil) ) aladiiad 25 Lavie ¢
Unslads dadiaall Bylaal) 038 clilas) calhas bl 3oy Lliiad Ylie dadll jean 8 cilalaY)
pleall Gty Jandl aands Jie Byka Jaad) (308 a2ana) L olgally dapdall 3)lsall aaysip Vlad Lapkatiy 1Bds



Allad ST ki ) dalal) GuSe L ¢ oLl 513 5 cadlad cajela « 20 cpll Ay b
il HAY Lo e Y 8 sl g ¢ el Sl Al Al sk w3 ¢ 50 b
12 DA Ge cgapdall Joas (Ao Hdle & 55 Al eyl plgal) paas ozl s S
alig 5ol anen ol o) oSar llg ¢ Austlaall Jalpall anad aoliall (gyaaad (Say ¢ Jlall
p3eatl  Sal) ace )l 138 223 L (cuila Jakade) cuila Jalde a3 ¢ gl @lld Dla ¢ L
A8l aelsall e GRaally aglee ax8 ain G o dewn Lae ¢ e gopdiall a3l Joaad)
e o Aaal) aoylaall 5oy (558 Gl Galed) Lnadanilly Al Cullul) (e gaiall 138 uag
¢ A il B g ALl aoyliall Bla) zigal Jhe zilad sk a3 ¢ AN AL 3gkal
olc L@J)ﬁ ):D;Cij 6)05\ O Jelall Oyl ‘_Al CJLA.\S\ AT (0 M\ Q:g tv\.&d\ EJ\Jl Q)A:\ub
ol BeliSy allad 5215 8 Craalis ) oyl e oSl

Llad) cbaadl) .o

O il e A Bagdl Sibanill e Al i) 3] gy ¢ Banll Lol 5l 8

ealas e pg

L5l Dbl L) cle W) DA e @l o Jealgill 2 e W s Jlatyl ilbisaaa
Lao ¢ ill o cilagleal) Jalis b dagnaa 3l anly . Goul) (ailiy agil) spm ) (53] Laa ¢
Dlaaly sleac) aal asty of @il e OIS ¢ Jlad) duw o L lall 33 deju e i
Joean) Ogmlivn ¥ A sliac¥) o i 2all Gaeiil) pre oS ¢ g laial 8 lasledl)
Ol Y sag Lae ¢ lgisaling A clasladl e

cdalanll Jilags calilall (ads conen A28y 4K ) pad colS Lo Wlle RSk Ll
Auslpal) Capslat ddle JSUie () (5 Laa ¢ Autlpdiall laiilly doadal) 58 o 3dl) acicl
LSl g piall ani sale] ) Godll shdal ¢ CVA Gan b g ydall axi cilels 3 jiall
AP TR (P UV SR PSP

aacg . Ol Masl dgeaa ) Alladl) bl Judas cilgal ) U] (505 5hgiall e clild)
& Agma il anly oY) anl Gl e dasy dangie pea UL pead L 35ag
Bl ehals oY) sl o agi o S Lae ¢ aglee aai Jss clibd) didatg pen
L8 il e Yy Geanl) e Wl IS D o e 138 LA DU



G0 & L odd) Wadll Gad e ai Lae ¢ g Sllaall e uaal) Bla) 5 gl BlY) =
e Bl slaael o WS liag eall Jgeasll onall (1o Jana Laa ¢ )y U (3 claiianal)
Mas) il ) gk Lee ¢ Lgadat egu G dagall latiall it ey ¢ Jliad) Jae

. Ll

aosliall 819 gl

138 5 L Bgmpall Calaal) Gaiaty Jealsill Jujaty Jasll 5ol Cppnant] &g i il Bla) s
o) g slailly Jadadill Aeaiusall ducd N ) (he de sena (S ¢ il
Bdail) cufgal .
Microsoft Project
Johan oLty awlasiol iy aliall 3y Jlae 8 g ymall @lodV) Jeadl e 52n)s L)
Jled ds.dl.\ &D\.JMJ\ 6553 2\_131).: ‘_As @ﬁ\ U:D:mﬂ Jﬂﬁ e ¢ JJ\}A\ atadly
Haayll Gl
Al pelgall aaas Ao aelid (Al due il
Gt Je el 1a.dege JST daliall 2)lgall fuat anyliall (gl (Sar 1a)lgall Guan
cDlsally ballaall o 0l
¢ gopdall a8 didlyal 5N (e desiie degane SAY) Jigi: dedll gl 8 adal Jilas
Al clypalil) dalleay aaat Jgun Las
cGgedilly Cilaslaall Lagleiig Ll Jie cileliall cabiia 3 Microsoft Project axiie
¢ Gl sk Al e Jadadal BAY) oda aladiial malull sk il oSa ¢ Jldl da e
Al je JS1 A5 delgall anaaTy ¢ HLEAY ]S daeplly arecail) Jie dpws)l algall aag



Asana

digals e gy (Bl e axiie 3l Jals il ggasal) daatg algal) acdil Alled 8ol ey
tanet ) Claal) L daladin) A sguss Adasesl)
S lgsanal) (paad den Lae ¢ daeh alge () ayliall puds @Hill (S dalgall dlac)
-Gl (F puae
Cigl) 6 dagall a3 A0a€ dyae (peddiceall mi S a3 & Bjae BY] s tpdll ain @
 sledl
o el Lee ¢ algal) Cariat S (e Lglae @iligll aaat @Hall (S sibishg¥) daas
algal aal e 35
et 3l K ¢ Jia) danes o agell (3138 3 LDleY) cOlaal) Ll aalasial o
aga < Al tehsall dpanty SR daaty (gginal) eliily Y manal Jie plea () Dlaall

Portfolios > Marketing Campaigns

Editorial Calendar ~ 7 ® onusck w0 Q i £ Customize

imeline - Calendar  Workflow Dashboard Messages Files

5 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 3 1
.

= Article Backlog of ...

@ Which Industry Leaders Should You Be Following on Linkedin?
/= [Case Study] Launching
~ New Requests G  New Europesn Dain.. |

~ Approved to Create: “+ 5 | (BB New Podcasts for Your Commute 16 &
,

(BF. Which Industry Leaders Should You Be Following on Instagram?

AL Which Industry Leaders Should You Be Following on Instagram?
\s . [Blog] D&l in the U

» € copyfor New Landing Page 1 3

! asana



Asana 4. o gilkal) dagl ajlaiily dgalgl) Ao il

l MY TASKS \ E Apollo Enterprises @ l

© My Tasks in Apollo Enterprises - 3]
List
| Acd Task | View: Incomplete Tasks Q) soeew
Marketing n E
- g «New Tasks Weekly Team Meeting
SHYIBH I @
Demo new website [Weekiy Te.. | Demo new website
~Today
PROJECTS
Send contract to ABC Designers Product La... RELEN
Review new website design 199 Tomorrow
~Upcoming
Design pages 0us
Publish blog post Oct 30
Email blast for college recruiting program
» Later

Qll 2
taludl et 1) Asana dgaly awd
-Sidebar slall Lyil)
.Top Bar (gslall Jayyill =
.Header a5l =
.Main Pane &)l 4s5ll) =

.Right Pane . .l da5lll =

.b‘)\-ci &544“ ‘:é E‘A.AWA)A LQSJ



ulall Lanyall sl e
MY TASKS Apollo Enterprise @

© My Tasks in Apollo Enterprises -

List
‘ Add Task | View: Incomplete Tasks
~New Tasks
Review new website design samples 14 Wednesday
Marketing ~Today
C A TOL Toa™ Send contract to ABC Designers Today
Demo new website LEETACEY Tomorrow
~Upcoming
PROJECTS
Design peges oas
Publish blog post Marketing .. [ela¥el]

Email blast for college recruiting program

» Later

DESIGN

lad Lyl 3
tgilall Byl DS (e galiios

.My Dashboard Saill dagl Jseagll .

Ayt g casusl) o agalgn allgd) (alidVl cayliall (1e (Favorites chiliaie ) Jsuasll .o
et By i ally

Recants 5 se Ll caad ) asusll calddV) caliad) Aais) ) Gyl .z
Aol sl fan g

.Team Conversations 3l clislas ) Jsagll .2

.Team Calendar il arsss | Jguasll . »

dalie’ ayjlia ) ¢(Li "Organizations cilawsall' s & 13a5) @lind ) Jouasl) - 5
LEh Al "Workspace Jaall

Sibnsd 8 @A) B ) aleal¥l L) i A Gl pabaial



Dashboard .Saall 4al

s Wil Leyg ¢ laade Jant Al L) Allad Yoad 5iSTs auns) 455 Clagladl dagl i
Asgall 5alie G0 cllee Bl o ST Ja L alial) @l 8 ) sl aaml)

My Dashboard -
Editorial Calendar ~ @) 2015 Conference Plan @)  Bugs &
Marketing We successfully published 6 blog posts We have selected a venue! We're
€ .’ ) .@ < and sent 2 newsletters in August. We had finalizing the contract this week and will
ey - @ our highest readership ever. We are begin the rest of planning then. Stay
currenty on track to publish 4 blog posts tuned for more details! e o
PROJECTS 1

e

DESIGN

Add Project Summary

Dashboard 4

Aol dalll A W jlehs) 2iss My Dashboard e 2l

Projects a,liwll

Jasd) daloca 51 Guill B gyl (ilall Ty 2l s - plgall (10 dsana G Blie g5yl
Giaal Gl clme¥ diaads plge be ) Aot Da o el adan g5 phall Gy un

Al daglll (B sedaas g sdall aud 358 jail adaa
Tases ¢ apolo Enterprses Y

© My Tasks in Apollo Enterprises -

List
Add Task View: Incomplete Tasks v
~New Tasks
Review new website design samples 19 Wednesday
Marketing ~Today
& 1% .g £ @ Send contract to ABC Designers Product La... RIS
Demo new webste [Weekiy Te.. RRS
~Upcoming
PROJECTS
Design pages Websito Ls... Jut)
Publish blog post [ Marketing . el

Email blast for college recruiting program

» Later

DESIGN

Projects 5

8



Chla 2l 1 Private Project (ala ggyid) G ) odtel ssall 8 Jall) d3gad i
2 A bl duagias

il 5aalie aq &y aal Y (6l el als :Private you .

i g5 pial) eliacly als :Private to Members .

35 4d) Jsaagll "Jand) daliad’ 5l 31jdll b padd IS auliins cple :Public .

goriall hlba

gl ChlA G (alain Ll EOE dighl e il g ydall sl (38 Sl 5

My Tasks in Apollo Enterprises - List
‘ Add Task | Migw: Incomplete Tasks

Marketing ~New Tasks
j:’ ¢ "‘ \&) .‘ ,; &) Review new website design samples 14 Wednesday

Draft website copy Website La...

~Today

PROJECTS

Ads plan Today
Editorial Calendar

ew website DEIAEEN Tomorrow
B Highlight Color > B

Remove from Favorites

Use as a Template (Copy Project)

pages ous
Archive Project
blog post [ Oct 30

Delete Project

Email for callege recruiting program

» Later
DESIGN

gudd chls 6
3l Ll ) Jpasll cgud) e
gassall (sl yuail :Highlight Color .1
Alaidl (e cadall /) ALyl 2
g9 aall il :Use as a Template (Copy Project) .3
£yl 428,Y :Archive .4
g9 4all dal :Delete .5

ol mid die ahlball e el ) Jseasll padiiad LS



Drop & Drag akhlaw)s &g pdall o

MY TASKS [+ Apolio Enterprises @

© My Tasks in Apollo Enterprises -
List
Add Task View: Incomplete Tasks v
Marketing
& 1 y ¢ «New Tasks
VIt @
Review new website design samples Tomormaw
~Today
PROJECTS
Ads plan Product La.. [Nt
Demo new website Friday
Editorial Calendar |
~Upcoming
Design pages Website La... FeI=F]
Publish blog post oat30

Email for college recruiting program

» Later

Design

SVIROE

blich gapdel caw 7
ceilall apdll A ayliall asifi mpal Aualdl) sda aadiaag

Favorites ¢lcasall

s Grb gl aldlall gl (ageleas pgish balk) Galail) o aojliadl e ddle quag Sl
v dalal) dlcaddl 45 4l add IS o G ¢ @l A pe s

MY TASKS [ Apollo Enterprises @

€ My Tasks in Apollo Enterprises -

List
Add Task View: Incomplete Tasks »
Marketing
IO T +New Tasks
Review new website design samples 199 Wednesday

~Today

Favorites claid) &

el Lsal Lgils oy ilall i) e ggslall eiall 8 il piage b cDLak) el
Lalewyly ol Bkl e clatd) (i sale] cli€ag

10



Alazdll (e adall/ ) diLaY)

&N Al gl s Baa Dy cAliadall Y L g pdie A8l dowsg il 3 deadl) Dad e i)
Ll Tl e (glall el (B pgsdall Hselas il

\ Apollo Enterprise: @
Editorial Calendar - Paae

View: Incomplete Tasks ~

Marketing Add Task
% ‘ & ‘ " &) S Official editorial calendar for all blog posts
P\ 5 and email newsletters being sent to our
ad s Week of 9/21: 9
customers.

Customer spotlight #1

September email newsletter to new users Today 9am (S8
PROJECTS Tatiana K.

Week of 9/28: We st published 6 blog posts and

dleniall (yo Cidny ) dilzyl 9

) el (gl iy Aliaiall (e il Al s s (e Aenil Disil e il cadd 13l
cetlall il e g pdial) litidly )

+ e
Editoniall Calendar “ﬂ 29

s
Fareoriies acposr 1 the et
cure

errcve fom b

Editorial Calendar

i OfMcial ecitorial calendas for 8 bicg posts
Markeotin:
9 X ; and email newsietars being sent 10 our
Week of 9/21
customers.

L T T
LN UL &) P

Customer spatiight #1

-~

September emsil newsietier to new users
. Tatians K.
Week of 9/28 We successfully pubished 6 blog posts and

Ainiall yo ciisdy ) dilayl 10

Recants duaall dail|

Sage Lgahyainls ol ) aguasll sl ¢ palas) cayliall () el JUEY) LAl 13s @l iy
e L) Aigh Lgailang (Bpilie cDLcaball Jaud Gilal Zaal) ddaid) gl

MY TASKS \ Apolio Enterprises @
© My Tasks in Apollo Enterprises -

List
Add Task View: Incomplete Tasks ~
~New Tasks
Review new website design samples 19 Wednesday

~Today

Recants diusdl ik 1

11



ol ydll lehly (i)
05 o€ 1) aie sl gl 8 X Adle Lo Ll ok oo olal) Jdll clia) S
sl Aasllly 3Sal) dalie pousd
MY TASKS Apollo Enterprise @

© My Tasks in Apollo Enterprises -

List

Add Task View: Incomplete Tasks ~
~New Tasks
Review new website design samples 199 Wednesday
~Today

bl Tyl 1Ll o

© My Tasks in Apollo Enterprises

~New Tasks

Emst biast for colege recrulting program

bl Lyl :Lits 13

tgstel) Lyl DA (e aobiieds

My Tasks cllge 2ailE | Joasgll .|

My Inbox )5l Gsaia N Jeasll .a

ialaa g g yie (Aaga oLy + Lty Jiaial) Quick Add eyl A3l 5 aladiad .z
oalrdYl Lall Be B

L 0alaiY) ol cagugl) cclislaall caslial) calgall (e Gany gha)

Help sacliddl ) Jouasll . 2

Jatd) o Claaall o "Jaall ilalid @lalag] ¢ padll Cilall clalae] ) Jgeasll -
ol ) Slewall o " Jeadl cilalid

12



My Tasks  _algs

L Saley (My Tasks daild & "dac dalid’ o "duswdd IS 3 cl) i€l ) algall el
vie Lot daglll 3 Al sda jeduivg LGag Asana b JgY) clilae o clalge dailE o6

= MY TASKS

.My Tasks e il

© My Tasks in Apollo Enterprises -

List

‘ Add Task |

~New Tasks

Review new website design samples

~Today
Send contract to ABC Designers

Demo new website

~Upcoming
Design pages
Publish blog post

Email for college recruiting program

» Later

199 Wednesday

Product La...

[Marketing .. Jwebsite La... FoEE
om30

My Tasks olge 14

il JAT a5 axiing (o3 5 ¢ Ulad aDle)/ans S pa 8 nSaill Sy el Laladl 5 ) 5l dle
red e Galall o)l (5 saia ) Ul clasll | 58 8 D) U e

MY INBOX

<L) 418 gl e‘-@-ﬂj‘ "
Lo Al algal)
A L Al e g il m
led S LS Al sl w

Inbox - Notifications on Items I'm Following

Activity
Go over feedback on speech
Tatiana K. assigned to you.

“ Team offsite
Tatiana K.

We have been working hard and deserve a little break &. Have

offsite? Add your ideas here!

[ 2 Follow conversation

2015 Conference Plan

Finalize presentation

Pop-up window

My Inbox 3))sll (§gtia

13

ideas for

our next team

oaz @

15



Quick Add dayudl dilay) )

= MY TASKS e Apoli Enterprises @
© My Tasks in Apollo Enterprises -

B o
List
B| O coversaion
View: Incomplete Tasks v
n Invite
n website design samples 199 Wednesday
~Today

Quick Add desedd] Zilsyl i 16
Aaga sl

&9}.‘.&0 ;Li.'tl =
Aalsa sy oz

el Ll A gl §"Jaal) dabliad ) dds gac Bsea .3
Search ¢aall)

Jaa Jals Jally J8 . aladl) gl cagusll cculiolaall caoylisad) calgall Lo jgiell Gand) i
Advanced '.igall Gl pal ol LEnter bl & aie Gl np ) aill (oSly Gl

.Search View _aiai. &y (Lasy Search

= | s e roduc sooto Enerpses )
Q. Hemswith product »
Product Team
Add Task Product Launches [View: Incomplete Tasks -
~New Tasks Product

Review new websits 199 Wednesday

Launch a new product

~Today Top Bar/ In-Product announcement
Demo new website| I — | Weekly Te... RESubirm
+Upcoming Product Meeting Topics
Deslon pages X More options to customize your search r e ] o
Publish blog post Marketing .. Lol

Email for college recruiting program

» Later

Search cudl 17

14


https://academy.hsoub.com/tags/%D8%A5%D8%AF%D8%A7%D8%B1%D8%A9%20%D8%A7%D9%84%D9%85%D9%87%D8%A7%D9%85/
https://academy.hsoub.com/tags/%D8%A5%D8%AF%D8%A7%D8%B1%D8%A9%20%D8%A7%D9%84%D9%85%D9%87%D8%A7%D9%85/

Search View acailll éaall

aal) die laaass 3 uleall ol 3 algall e Al e Bl g8 (adedd) Gl
@) ey any o) GllSal L algall (e Bane Ao gens (gl o giall (aadall il aasil
el Feylgi casmsll canliall cassignees algall agdl Syl () (alid) e il de sene

= MY TASKS [+

Add Task

~New Tasks

Review new websitz

~Today

Demo new website|

~Upcoming

Design pages

iS) laye s «due dates alil)

Publish blog post

product

x

Product Team

Product Launches

Product:

Launch a new product

Top Bar/ In-Preduct announcement

Show More Tasks

Product Meeting Topics

More options to customize your search

[View: Incomplete Tasks ~

14 Wednesday

Weekly Te... [REINGTY

Pm

Email for college recruiting program

» Later

18 sacasiall Cinlll

Marketing .. [e=tcl

e Gl Gavaddl agaladial @liay Al Gliaiall e ael) safiell Eisal) 5380 A 8Lt
Search by Another jLall 3uh e @Al cilprie dadin) e WS .cbialaddl 5l algal

15

el Canll 338U Jaul iField



bl Jasyll daaial) ASlaY
= MY TASKS \ Apollo Enterprises @

© My Tasks in Apollo Enterprises - v Apolio Enterprises

List

Apolle University

Add Task View: Incomplete Task Redwood Hills Community Center
Personal Projects
~New Tasks
Review new website design samples 19 Wednesday E
BApoHu Enterprises Settings
~Today

n Create New Workspace More >
Demo new website

E Remove me from this Organization

ﬂMy Profile Settings
~Upcoming
7 P
Design pages Website La... Jolut:]
Publish blog post Marketing ... Jelagcli]

Email for college recruiting program

» Later

(lell opl] seiall L) 19

TS e s A Alsesial) LG lelaY (gsbell Taydl) 3 pad ) Cald) Bygea o 2l

b Ll "Slegall' s "daall laliad G ol

Premium de ganall Laaall ) &) "dsgall' o " Jaadl dalowd’ 40855 .o

Al Fgall gl "Jand) dabid dlae) ) Jgeagl) .z

Sans "dae daled cla) L2

Adlal) "Eessall' o " Jasd) dalisd’ 5y0lie .8

Ll ) calae) ) Jgeasll g

oA das L)
Al basablin Al gl ol "deall dalias’ ) i el 3ypall b mall Adle G LY

16



z\d—ﬂ:\j‘):\n WG e

Website Launch 09 €

[ AcaTask | View: Incomplete Tasks
— Launch Date:

September 30th
Draft website copy g . )
Overview of Launch: Engage with

Review new website design samples Wednesday a customers.

Goals and reference:

Website launch plan oct3 (3

duwg il 20

JunteS Wl dmpe 2ty 3 Gacaddl Gl gl degall ol goydall o Adle pa
Al jay aladialy

G Ganadall Gl o algall ol gg il @hla I Jseasll Jand agadl 3o aatind .o
L_;n; PRYY I

s 2l A anaddll Gindl ol dagall sl gyl (mpe 4o ks

.&5)&«5\ cleac] 44318 Ul .2

Views ¢g,idll (axe $)h
Q

Editorial Calendar Qﬂ'le

(3
3 )
Official @ g post
and ama baing e
Week o 1
ustomes
Custo spotiight #1 (%)
Septemoer emal newsieter o new users » @
Tatians X
Wesk of 9/2
Week of 9/28 success publshed 6 blog posts and

Views gspiall sase b 21
g Al Bk (e gopdall ddlida Gaje Grb paed Gn daaall clilsal
calgall e 4B (amyay (A g pall (el al V) LAYl ga 1y :List
chuskd &g pdall (8 GDla) pe Slalaall ey 038 el dayk ol =05 :Conversations ..
it il ol Ll 3y
JS& e lgumse g Leilgmil flsi e dadd algall duaeal o0 028 (:jall 42yl 8 :Calendar .~

e

.?:Ijﬂ.i
cadil) Jaladag Allad) lipaas ol 8 Loy cdadiig g yiiall Jga Dlasladll a2l :Progress .
b oLl o Load Lal) 1ag
17


https://academy.hsoub.com/uploads/monthly_2015_11/563e57453f3f9_23-__.png.90376f60d6982649ab0463d07beb2ee0.png

Ay Al 8 Alseiall el il yla

e
W20

Leasg il A Aseial] Lailél] <l 22

A0l LAl ) Joeash agedl o il oo Alawiall Zalal) oll s
+Sle g e Ciuagg aul Ll :Description & Edit Name .|
cdags asfiS ¢ oa)la arghi ) LAl 2)lg g clalga 4ialial :Synce to Calendar .
URL (gliall dauddgs i) ell =y Al st gl 4l iCal «Outlook
adhadin) (Ko S9SN vy Olsie HLall 1 3e :Add Tasks by Email .~
Asana Jahy g5l vy ) Gl e alge sl
‘g9 dal) deLhal Print .o
-(2055) g4l il :Use as Template (Copy Project) . »
e G e celivnge & HAT 318 ) g5 54l Jill :Move to Another Team .
"l gl 2l L)
saaall gl il :Highlight Color
.JSON 4l CSV al& "My Tasks ol o gasdall il :Export
£ayiall 4235Y :Archive
.g94all il :Delete .

G b C

18



Gt l) Al ey

algalls 438 Gt )l) A glll (et ¢ ilad) oyl e Lo (add ol Adle ol g pde 2aal dic
gaiall Cilaglas dagl clilasg s3)lell Cilgamlly ) il Liad (g1 Badaall degally daleial

Add Task ‘

September email newsletter to new users

Upcoming:

List

Editorial Calendar -

Customer spotlight #1
Product update blog post and newsletter

October newsletter

Tocay 6N
Weanesaay (@)
Thurseay @

Prepare first draft of copy for new campaign Oct2
Planned near future:
Social media contest oct3o @

Reference:

Circulate voice and tone document
Template for all blog posts
Channel goals

Write blog post

Oct 30 “

roos @)

Gyl daglll 23

el Gy sdiiag

Apollo Enterprises @
(s TXY

Official editorial calendar for all blog posts
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Home
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# announcements
DMs .
random
(2}
0 # design-crit
Activity
¥ Gizmo
H # launch-gizmo
Later
‘ # team-gizmo
More

Direct messages
€ LeeHao
!‘. Sara Parras

3 project-gizmo v

% 3Pinned v

B3 Resources v +

SUUa g

" LisaZhang & 9:59AM

How's it going?

I=3) Arcadio Buendia 10:01 AM
W% Good! Just wrapping up a few things. £

4

# project-gizmo 2

Lisa Zhang 22 10:12AM
You all set for the design review?

Arcadio Buendia 10:13AM .
Should we be nervous? . .

Lisa Zhang 2 10.15AM
Not at all!

@ 1reply Last reply today at 10:27 AM

Everyone is excited to see the designs.
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All from a single source of truth

@ Track Release Report Automate

Plan =

Break the big ideas down into
manageable chunks across teams
with user stories, issues, and tasks.

Work becomes a lot more visible
whenit's allin one place. it makes
collaboration a whole lot easier.

JEFF LAI
INTERNAL INFRASTRUCTURE, CANVA
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