9. Creating a Project

To create a project, first navigate to the Objective or Key Result you want to
contribute to.
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Once you open the relevant Objective or Key Result, locate Project Tags at the top of
the page and click on it.
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Next, click the New button to create a project.
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Keep track of the progress of your tasks from creation to completion.
Collaborate efficiently by chatting in real-time or via email.

On the project creation page:



e Enter the Project Title
e Assign the project owner by selecting the person responsible
e Add a Project Description to explain the purpose and s’ cope

e Set a Deadline (optional but recommended)

After filling in the required details, click Save, or allow the project to save automatically.
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Now through the Home Menu, click the select projects to see all available projects
including yours
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Managing Project Tasks

Once you have selected the project,
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You can now begin managing work using task statuses.Click on the icon to create
different task statuses such as:
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Under each status, you can click on the plus icon to:

e Create tasks



e Add subtasks

® Drag to move tasks across statuses as work progresses

This workflow helps track execution progress and ensures clear visibility into what is
pending, ongoing, facing any blocker or challenges, or completed within the project.
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