
 

Asana: How to use it efficiently 

What is Asana? 

Asana is a project management tool that helps teams organize, track, and manage 

their work. For startups, it can be used to structure the entire business planning 

process, assign responsibilities, and monitor progress. 

Why Use Asana for Business Planning? 

● Organize all business plan components in one place 

● Track tasks and deadlines 

● Collaborate with team members 

● Break complex planning into manageable steps 

Tip: Treat your business plan as a project, not just a document. 

Step-by-Step Guide: Setting Up Asana 

Step 1: Create a Project 

● Open Asana and create a new project 

● Name it: AI Startup Business Plan 

● Choose List View (recommended for beginners) 

Step 2: Create Sections (Business Plan Structure) 

● Executive Summary 

● Market Research 

● Marketing Strategy 

● Financial Planning 

● Sustainability & Impact 

 

 

 



 

Step 3: Add Tasks 

Example: Market Research 

Task Description 

Identify target users Define customer segments 

Analyze competitors Research 3–5 competitors 

Define value proposition What makes your solution unique 

 

Step 4: Assign Responsibilities 

● Assign tasks to team members 

● Set deadlines 

● Add notes or links 

This improves accountability and teamwork. 

Step 5: Track Progress 

● Status updates 

● Completed tasks  

● Timeline view 

Example: Asana Workflow for Business Planning 

Section Task Status 

Market Research Define target users In progress 

Marketing Define channels Not started 

Financial Planning Estimate costs Completed 

 

 

 

 



 

Best Practices 

 

● Break tasks into small steps 

● Update progress regularly 

● Use comments for collaboration 

● Attach documents (research, templates, links) 

 

Useful Tutorials & Resources 

✔ https://asana.com/guide 

✔ https://www.youtube.com/watch?v=47cKkK7xH8I 

✔ https://asana.com/resources/asana-for-beginners 

✔ https://www.youtube.com/watch?v=2w1k6Vj7X0Q 
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https://www.youtube.com/watch?v=47cKkK7xH8I
https://asana.com/resources/asana-for-beginners
https://www.youtube.com/watch?v=2w1k6Vj7X0Q


 

Mini Exercise 

 

● Set up your business plan structure 

● Add at least 5 tasks 

● Assign deadlines 

● Track your progress 

 

Reflection: Did this help you organize your idea better? 
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