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Asana in your organizations
How great teams get things done 

Asana is the place to organize your team’s projects and 
tasks, helping you communicate and stay up to date 
about all the things you’re working on. Communicate 
your intentions, organize your work, and track the 
results at your desk or on your mobile device.

Focus on the work

All action, no chatter. Asana 
transforms your team’s 
communication from messages 
to tasks, keeping everyone 
moving forward and on the same 
page.

Keep communication on task. 
Get all the history on something 
without asking. Easily create, 
assign, and comment on tasks, 
so you always know what’s 
getting done and who’s doing it.

Cut down on status meetings. 
Asana’s Inbox and email 
notifications ensure you’re 
always up to date on important 
projects, tasks, and discussions.

Less work about work. Create 
project templates and use 
recurring tasks to automate 
repeating work. Asana moves 
your assigned tasks marked for 
Later to Upcoming and Today as 
their due dates approach. 

A single source of truth 

Built for everyone. From simple 
to-do lists to complex projects 
and workflows, subtasks, priority 
headings and tags make Asana 
work for any type of work. Asana 
is the place all of your work lives 
– the one tool that’s right for any 
team and any task.

Single task, multiple projects. 
Tasks can live in more than 
one project, so only create the 
task once. Then, add it to your 
planning meeting agenda project 
as well as your team’s next sprint 
project. 

Find anything and build your 
own report views. Asana’s 
powerful search and filtering 
let you slice and dice your 
team’s tasks to get the precise 
views you need, whether you’re 
focused on people or projects. 

Nothing slips through 
the cracks

Ownership. Asana creates 
responsibility and accountability, 
ensuring the big picture and the 
small details remain in focus. 
Assign each task to a single 
owner, then add followers to 
keep relevant teammates in the 
know and up to speed.

Hit your milestones and Due 
Dates. Sort projects by priority 
or due date to see what’s 
important, what’s next, and 
what’s falling behind.
People and Manager views. 
Stay in sync with your team. 
With People Views and 
saved searches, you can see 
teammates’ upcoming and 
overdue tasks with a single click.
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Organize your Projects 
and People into Teams

Get a single Task list 
across all your Teams

Easily move and share 
Projects between Teams

Search across all the  
teams in your Organization

Unlimited Teams, Projects, 
Tasks, files and discussions

Administrative Controls Overview 

Premium Organizations provide a 
centralized way to organize your company 
in Asana. When you upgrade to a premium 
Organization, you’ll be able to administer 
all the users across your Organization. 
Admins gain visibility into usage and can 
enforce policies around Asana access. 

Centralized user management of Organization 
members. Any person who joins Asana with your 
company email domain will automatically become a 
member of your company Organization. In a premium 
Organization, only Admins can deprovision members.  
Admins have a centralized view of all the Guests in 
the Organization. 

See Last Activity of Organization Members. 
Want to know who’s logging in and when? Premium 
Organizations provide visibility into individual usage 
of Asana. 

Force Authentication via Google Accounts. People 
can log in to Asana using their email and an Asana 
password. They can also choose to log in via their 
company Google account. Admins can restrict log in 
to only accept authentication via a company Google 
account. This restriction coupled with Google’s two 
factor authentication can provide even more security 
around your company’s data.  

More Team Controls: Public or Hidden Teams. 
In free Organizations, Teams are Request to Join. 
In premium Organizations, Teams can be Public, 
Request to Join, or Hidden to give you even more 
access control options. 

Centralized Billing. You always have the choice 
of only upgrading a specific team in your free 
Organization. When you upgrade to a premium 
Organization, you’ll have a single place to manage 
your billing details for your entire Organization. 

Change the organization name. Organization 
names default to your company email domain, 
like asana.com. Only Admins can change the 
Organization name. 

Create additional admins. If you’re an Organization 
Admin, you can set other people as Admins or 
remove their Admin status.
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