(Plans: Personal / Basic ) Board view with no task limits: Group tasks in projects or
My Tasks boards, no matter the number of tasks.

Board view
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Boards let you organize your work like sticky notes that you can move across
sections. They give you a clean, visual overview with the same power as a project
in list view. Add items to your board, then drag and drop to move work around or
track it through multiple stages. Tasks can be grouped differently across list and

board views.


https://help.asana.com/s/article/board-view?language=en_US&_gl=1*1bvcq0v*_gcl_au*OTE2MDU4Njk2LjE3MzY3MDg5MDA.*FPAU*OTE2MDU4Njk2LjE3MzY3MDg5MDA.*_ga*MTE3MDk4NjU2Ny4xNzI3Nzk1NTEz*_ga_J1KDXMCQTH*MTczNjcwODg5OS4xMS4xLjE3MzY3MDk3NjEuMC4wLjczNTAwMTQ0Mw..*_fplc*aW55eDZ0ZWtWWEZhNDhncVpIVG9iR2xHMXhyQmlpSHhmczFrUWlRd2VaQXpSU1p4M3IlMkZIM2dYNXBvU2NNZGJHNU4lMkYyY254QnRmemgyQnY4bVUxYXdQSGJaSmNxY0NDak1WeGlYbWtGY1JFOVlPbiUyQnJWSDZSclZxRmZESWFRJTNEJTNE#gl-board
https://help.asana.com/s/article/board-view?language=en_US&_gl=1*1bvcq0v*_gcl_au*OTE2MDU4Njk2LjE3MzY3MDg5MDA.*FPAU*OTE2MDU4Njk2LjE3MzY3MDg5MDA.*_ga*MTE3MDk4NjU2Ny4xNzI3Nzk1NTEz*_ga_J1KDXMCQTH*MTczNjcwODg5OS4xMS4xLjE3MzY3MDk3NjEuMC4wLjczNTAwMTQ0Mw..*_fplc*aW55eDZ0ZWtWWEZhNDhncVpIVG9iR2xHMXhyQmlpSHhmczFrUWlRd2VaQXpSU1p4M3IlMkZIM2dYNXBvU2NNZGJHNU4lMkYyY254QnRmemgyQnY4bVUxYXdQSGJaSmNxY0NDak1WeGlYbWtGY1JFOVlPbiUyQnJWSDZSclZxRmZESWFRJTNEJTNE#gl-section
https://help.asana.com/s/article/board-view?language=en_US&_gl=1*1bvcq0v*_gcl_au*OTE2MDU4Njk2LjE3MzY3MDg5MDA.*FPAU*OTE2MDU4Njk2LjE3MzY3MDg5MDA.*_ga*MTE3MDk4NjU2Ny4xNzI3Nzk1NTEz*_ga_J1KDXMCQTH*MTczNjcwODg5OS4xMS4xLjE3MzY3MDk3NjEuMC4wLjczNTAwMTQ0Mw..*_fplc*aW55eDZ0ZWtWWEZhNDhncVpIVG9iR2xHMXhyQmlpSHhmczFrUWlRd2VaQXpSU1p4M3IlMkZIM2dYNXBvU2NNZGJHNU4lMkYyY254QnRmemgyQnY4bVUxYXdQSGJaSmNxY0NDak1WeGlYbWtGY1JFOVlPbiUyQnJWSDZSclZxRmZESWFRJTNEJTNE#gl-tasks
https://help.asana.com/s/article/board-view?language=en_US&_gl=1*1bvcq0v*_gcl_au*OTE2MDU4Njk2LjE3MzY3MDg5MDA.*FPAU*OTE2MDU4Njk2LjE3MzY3MDg5MDA.*_ga*MTE3MDk4NjU2Ny4xNzI3Nzk1NTEz*_ga_J1KDXMCQTH*MTczNjcwODg5OS4xMS4xLjE3MzY3MDk3NjEuMC4wLjczNTAwMTQ0Mw..*_fplc*aW55eDZ0ZWtWWEZhNDhncVpIVG9iR2xHMXhyQmlpSHhmczFrUWlRd2VaQXpSU1p4M3IlMkZIM2dYNXBvU2NNZGJHNU4lMkYyY254QnRmemgyQnY4bVUxYXdQSGJaSmNxY0NDak1WeGlYbWtGY1JFOVlPbiUyQnJWSDZSclZxRmZESWFRJTNEJTNE#gl-image
https://help.asana.com/s/article/board-view?language=en_US&_gl=1*1bvcq0v*_gcl_au*OTE2MDU4Njk2LjE3MzY3MDg5MDA.*FPAU*OTE2MDU4Njk2LjE3MzY3MDg5MDA.*_ga*MTE3MDk4NjU2Ny4xNzI3Nzk1NTEz*_ga_J1KDXMCQTH*MTczNjcwODg5OS4xMS4xLjE3MzY3MDk3NjEuMC4wLjczNTAwMTQ0Mw..*_fplc*aW55eDZ0ZWtWWEZhNDhncVpIVG9iR2xHMXhyQmlpSHhmczFrUWlRd2VaQXpSU1p4M3IlMkZIM2dYNXBvU2NNZGJHNU4lMkYyY254QnRmemgyQnY4bVUxYXdQSGJaSmNxY0NDak1WeGlYbWtGY1JFOVlPbiUyQnJWSDZSclZxRmZESWFRJTNEJTNE#gl-bulk
https://help.asana.com/s/article/board-view?language=en_US&_gl=1*1bvcq0v*_gcl_au*OTE2MDU4Njk2LjE3MzY3MDg5MDA.*FPAU*OTE2MDU4Njk2LjE3MzY3MDg5MDA.*_ga*MTE3MDk4NjU2Ny4xNzI3Nzk1NTEz*_ga_J1KDXMCQTH*MTczNjcwODg5OS4xMS4xLjE3MzY3MDk3NjEuMC4wLjczNTAwMTQ0Mw..*_fplc*aW55eDZ0ZWtWWEZhNDhncVpIVG9iR2xHMXhyQmlpSHhmczFrUWlRd2VaQXpSU1p4M3IlMkZIM2dYNXBvU2NNZGJHNU4lMkYyY254QnRmemgyQnY4bVUxYXdQSGJaSmNxY0NDak1WeGlYbWtGY1JFOVlPbiUyQnJWSDZSclZxRmZESWFRJTNEJTNE#gl-drag-and-drop
https://help.asana.com/s/article/board-view?language=en_US&_gl=1*1bvcq0v*_gcl_au*OTE2MDU4Njk2LjE3MzY3MDg5MDA.*FPAU*OTE2MDU4Njk2LjE3MzY3MDg5MDA.*_ga*MTE3MDk4NjU2Ny4xNzI3Nzk1NTEz*_ga_J1KDXMCQTH*MTczNjcwODg5OS4xMS4xLjE3MzY3MDk3NjEuMC4wLjczNTAwMTQ0Mw..*_fplc*aW55eDZ0ZWtWWEZhNDhncVpIVG9iR2xHMXhyQmlpSHhmczFrUWlRd2VaQXpSU1p4M3IlMkZIM2dYNXBvU2NNZGJHNU4lMkYyY254QnRmemgyQnY4bVUxYXdQSGJaSmNxY0NDak1WeGlYbWtGY1JFOVlPbiUyQnJWSDZSclZxRmZESWFRJTNEJTNE#gl-manage
https://help.asana.com/s/article/board-view?language=en_US&_gl=1*1bvcq0v*_gcl_au*OTE2MDU4Njk2LjE3MzY3MDg5MDA.*FPAU*OTE2MDU4Njk2LjE3MzY3MDg5MDA.*_ga*MTE3MDk4NjU2Ny4xNzI3Nzk1NTEz*_ga_J1KDXMCQTH*MTczNjcwODg5OS4xMS4xLjE3MzY3MDk3NjEuMC4wLjczNTAwMTQ0Mw..*_fplc*aW55eDZ0ZWtWWEZhNDhncVpIVG9iR2xHMXhyQmlpSHhmczFrUWlRd2VaQXpSU1p4M3IlMkZIM2dYNXBvU2NNZGJHNU4lMkYyY254QnRmemgyQnY4bVUxYXdQSGJaSmNxY0NDak1WeGlYbWtGY1JFOVlPbiUyQnJWSDZSclZxRmZESWFRJTNEJTNE#gl-filter-tasks
https://help.asana.com/s/article/board-view?language=en_US&_gl=1*1bvcq0v*_gcl_au*OTE2MDU4Njk2LjE3MzY3MDg5MDA.*FPAU*OTE2MDU4Njk2LjE3MzY3MDg5MDA.*_ga*MTE3MDk4NjU2Ny4xNzI3Nzk1NTEz*_ga_J1KDXMCQTH*MTczNjcwODg5OS4xMS4xLjE3MzY3MDk3NjEuMC4wLjczNTAwMTQ0Mw..*_fplc*aW55eDZ0ZWtWWEZhNDhncVpIVG9iR2xHMXhyQmlpSHhmczFrUWlRd2VaQXpSU1p4M3IlMkZIM2dYNXBvU2NNZGJHNU4lMkYyY254QnRmemgyQnY4bVUxYXdQSGJaSmNxY0NDak1WeGlYbWtGY1JFOVlPbiUyQnJWSDZSclZxRmZESWFRJTNEJTNE#gl-custom
https://help.asana.com/s/article/board-view?language=en_US&_gl=1*1bvcq0v*_gcl_au*OTE2MDU4Njk2LjE3MzY3MDg5MDA.*FPAU*OTE2MDU4Njk2LjE3MzY3MDg5MDA.*_ga*MTE3MDk4NjU2Ny4xNzI3Nzk1NTEz*_ga_J1KDXMCQTH*MTczNjcwODg5OS4xMS4xLjE3MzY3MDk3NjEuMC4wLjczNTAwMTQ0Mw..*_fplc*aW55eDZ0ZWtWWEZhNDhncVpIVG9iR2xHMXhyQmlpSHhmczFrUWlRd2VaQXpSU1p4M3IlMkZIM2dYNXBvU2NNZGJHNU4lMkYyY254QnRmemgyQnY4bVUxYXdQSGJaSmNxY0NDak1WeGlYbWtGY1JFOVlPbiUyQnJWSDZSclZxRmZESWFRJTNEJTNE#gl-sections-search
https://help.asana.com/s/article/board-view?language=en_US&_gl=1*1bvcq0v*_gcl_au*OTE2MDU4Njk2LjE3MzY3MDg5MDA.*FPAU*OTE2MDU4Njk2LjE3MzY3MDg5MDA.*_ga*MTE3MDk4NjU2Ny4xNzI3Nzk1NTEz*_ga_J1KDXMCQTH*MTczNjcwODg5OS4xMS4xLjE3MzY3MDk3NjEuMC4wLjczNTAwMTQ0Mw..*_fplc*aW55eDZ0ZWtWWEZhNDhncVpIVG9iR2xHMXhyQmlpSHhmczFrUWlRd2VaQXpSU1p4M3IlMkZIM2dYNXBvU2NNZGJHNU4lMkYyY254QnRmemgyQnY4bVUxYXdQSGJaSmNxY0NDak1WeGlYbWtGY1JFOVlPbiUyQnJWSDZSclZxRmZESWFRJTNEJTNE#gl-subtask-boards

= =+ Create Q) Search Phoenix Corp

B Customer Experiences / ¢a9g 2 a: Customize
+  Request for Creative Production ~ ® On track
[ Overview 35-List @PBoard %2 Timeline 5 Calendar & Workflow i Dashboard (O Messages @ Files @ Jamie'stasks @ Workload +
+ Add task |~ = Filter 4 Sort & Group 52 Options
New Requests 15 5] + e Assigned 7 + e In Progress/Active 7 + e Review and Approval 0 + - Recently Compld
¥ Host trainings \ + Add task -
% Updated sports design for social
1 25 Jan, 2025 - 31 Jan, 2025 .
- stories [ ]
\ . 14 NA 16 | Graphic »
\ v
e * 2 Social
‘W
x 4 y
= A
i % 5 R -
o A Vel -~
. LAY
N » 4 — Global (ALL
= (
f{\ ‘\\/‘I/:\f/ Product Launch|
r e m - : . (2) Design for new shopping cart
! \'QJGJ Help with graphics for our B [T
I .j seasonal marketing campaign 9 Web 12 [UIUX UXR - 9 Gilobal (ALL,
- L Product  Social
20 NA 20 [UJUX| Sales |Email [ 1410
Customized marketing assets for USA q
"We are here for you" campaign
o AL -
q 3ib 30 1520 () Design for new landing page
8 Web 6 [UIUX Marketing
_Wahaita_ -

Creating a board project

Create a new project

How would you like to start?
A
L ]
d_h

Blank project Use a template Import spreadsheet

Start from scratch Choose from library Add from another tool

Create a new project by clicking the Quick Add button in your top bar. Select

Project from the drop-down menu. Click +Blank Project.


https://asana.com/guide/help/projects/basics

A pop up window will next give you the option to add your project details. Here

you can choose Board as your project layout and default view. Then, click Create

project.

New project

Project name
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Click + Add section or the section placeholder. A new section will appear as soon

as you name it in the header field. You can also drag and drop a task to the

section placeholder to create a new section.

Use sections as categories to group related work or as stages like "Ready,"” "In

Progress," and "Done" to track a specific workflow.

Adding tasks
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To add tasks to your board view, you can:

1. Click the +Add task button and select the type of task you want to add

2. Click the + button next to the section name

3. Click +Add task at the bottom of the section

Adding a cover image and more options



You can add a cover image to your task by right clicking on the the task. From

there, choose Add cover image and select where you’d like to upload the image

from.
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After uploading your image, you can show the most recent image, show no

image, or add a new cover image.

Bulk actions on tasks

You can perform bulk actions on tasks by holding down the command key on

your device and selecting the desired tasks.

Once you’ve selected the tasks, a toolbar will appear.
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From the toolbar, you can:

Move the tasks to a different section

Edit a project or section
Assign the tasks
Add a due date

Delete tasks

Click to view more options

Drag and drop

You can drag and drop tasks and sections to reorganize your work or move it

through stages. Project members can rearrange tasks as needed, and



collaborators will get updates when tasks move sections, so all members stay on

the same page.
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To edit the section:

Click the three dot icon to the right of the section's title

From here you can add a rule, rename, delete, or add a section




Sections need to be empty to delete them. Move tasks to other sections or delete them

in order to clear a section.

Filtering, sorting, and grouping tasks

Saved views
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You can filter, sort, and group tasks using the options on the top left of
each project

Click Save view to save the view for everyone, or click + Save as a new tab

Clicking Save view will save this project view for everyone you're collaborating

with. Read more about saved views.
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To save Board as your default view, right click the Board tab and click Set as
default.
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Hide empty groups

When grouping tasks by certain attributes, some groups may appear empty. For a

more focused view, you can choose to hide empty groups.

In the below example, tasks are grouped by their status. There aren't any tasks in

the project with status Not started or Complete, so their groups are empty.
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Custom fields

Custom fields are the first step toward tracking all types of work in Asana. You
can provide even more information on each task and track it in a way that suits

your team’s needs.

Manage custom fields
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To access and manage a board project's custom fields:

Click on the Customize button
Click on Fields under the Edit section to edit an exisiting custom field

Click on the Fields button under the Add section to add a new field

To view a task’s custom fields, click any task on your board project to reveal its

task details.

Note
Custom fields are the best way to tag, sort, and filter work. See them in action
with a free Asana trial. Try for free.

Searching for board sections

You can search for tasks in specific sections of board projects using the

advanced search tool.
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Once you've opened advanced search and selected a project(s):

Click on the drop-down next to the project's name and select a section

Click Search

Subtask count on boards

You can view the amount of subtasks on a particular task directly from your

board project.
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The subtask count will appear next to the task name on your board project.

Click on the arrow next to your subtasks from your board view to expand and

view them.
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