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What we will cover....
* A Trello Overview
 Trello for Planning and Strategy
* Trello for Social Media Calendars
* Trello for workflow and feam
communications
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What is Trello?

Trello is a visual collaboration, productivity and
planning tool that can be used in real time for
many important tasks and functions within an

organization

Better yet.....it is FREE!
Available on desktop and mobile

Trello has Boards, Lists and Cards
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Trello Teams

~

[ Create Board...

A board is mat

up of

to manage projects, track i

anything.

A Create Team...

A team is a group of board
organize your company

friends

lered on lists, Use it
nation, or organize

f cards

nd people. Use it to

ide hustle, family, or

i

D Create Business Team...

Witk Bu:

administrat

5 Clas:

our team has more security,
s, and unlimited Power-Ups.

Let's Build a Team

everyone to access boards in one location.

Team Name

Taco's Co.
This is the name of your company, team or organization.
Team Type

Team Description Jctions

Our team organizes everything here,

Get your members on board with a few words about your team.

Boost your productivity by making it easier for

Choose... ~
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Let's Build a Team

Boost your prod ¢ by r easier for

tion.

everyone 10 access Doa
Team Name

Social Mediclogy Operations

Team Type

Choose... JﬁJ

Project management

Education
Sales

Business
Marketing
Engineering-IT

Other

Trello Teams

Invite Your Team

Trello makes teamwork your best work. Invite your new team
members to get going!

Team Members

e.g. calnissian@cloud.ci

Pro Tip! Paste as many emails here as needed.
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‘k Social Mediology Operations TEST g st

2 Edit Team Profile

Boards Memb Setti I B

Class

Need Unlimited Boards? Start with a template.

Upgrade Choose a popular template or browse more templates from the Trello community.
get unlimited Board:

P Ups, automa
much mo

Learn More

&

Building A Customer Feedback...

by Survey Monkey

Customer Support Knowledge Base

by Lana Panchuk, Marketing Manager @..

effective, central

Streamlined

ustomer feedback pros

Copy template

Create new board

Trello Teams

,\ Social Mediology Operations TEST ¢ s

2 Edit Team Profile

Boards Members Settings Il Business Class

MEMBERS OF TEAM BOARDS
Team Members .
Invite Your Team

Guests

Trello makes teamwork your best work.: Invite your new team members to get going!

Manage Your Team’s Security o et

e.g. calrissian@cloud.ci

Pro Tip! Paste as many emails here as needed.

Learn More
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Social Mediology Operations TEST & rr:

A

2 Edit Team Profile

Boards Members Settings @ Business Class

Team Visibility

@& Private - This team is private. t's not indexed or visible to those outside the team.

Slack Team Linking

*‘ Upgrade to Business Class for More Settings

Team Membership Restrictions @

Anyone can be added to this team.

Board Creation Restrictions @

Any Team Member can create & public boards.
Any Team Member can create .~ team visible boards.
Any Team Member can create & private boards.

Board Deletion Restrictions @

Any Team Member can delete & public boards.

Link your Stack and Trello teams tagether to collaborate on Trello projects from within Slack. Learn more.

Change

11

Trello Boards
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Trello Boards

2 =

190l 8

B

4

Create

To Do
Social Mediclogy Operations v
& Team Visible v

@ Create Board...

A board is made up of cards ordered on lists, Use it

to manage projects, track information, or organize

anything.
L You have used 3 of your 10 free Boards e e
A Create Team... - o gt
= =

A team is a group of boards and people, Use it to
e hustle, family, or

and

e your company,

Learn More
D Create Business Team... =
With Business Class your team has more security, =

Create Board i tart with a Template

administrative controls, and unfimited Power-Ups.
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[E Boards iy
% LENDLEASE CONTENT +
Find boards by name... Y% LENDLEASE DRAFT +
FR—— _ 3 Lenpiease pLannin +
A LENDLEASE VIDEOS +
A& OTHERS WEBINARS +
Yarrabilba - 03 March 2... £ SHORELINE #
Yarrabilba - 04 Apri ° SOCIAL LIGHTS +
. Yarrabilba Instagram - _.. 5Aww s
. Setinfisid ke - DR gy £ SOCIAL MEDIA SUCCESS +
: ACADEMY PUBLIC BOARDS
. Springfield Rise - 03 ... g
-~ A SOCIAL MEDIOLOGY -
. Springfield Rise - 04 Ap...
: & 2020 Business Plan

i Shoreline - DRAFT BOA...
- . Becky Comms Board

| Shoreline - 03 March 20...
e . Bethany - To Do ®

i Shoreline - 04 April 2... g
< . Brand Assets [
Podcast Guests b

Media Contacts

Resources & Tools Searen cards

(O RECENT BOARDS - .

Smart Virtual Staff ®
e et
T ToDO I
. 2020 Planning Purple Month e N
St YAR May DRAFT o R ————

. The Ultimate Board Of Trell... .

. 2020 Content Calendar ‘ Zac's Setup Board

I NsW/VIC 2020 Purple Month A SOCIAL MEDIOLOGY -

14
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D This board has reached its Power-Up limit. Upgrade to Business Class 1o enable additional Power-Ups.

— Featured Power Ups
Featurea

Ansiytics & Reporting
Automstion

Boars Utiitias

Communicstion 2 Callsboratien

Devaloper Tosls

ti= Managemant

Power-Ups

Unite

@ & story: 3 Roints

Femturea

Enabies 1
Communicstion & Collaboraten
Deveioper Tocls

File Management

HR & Operations

IT 2 Project Management

Markating

Social Madis

Power-Ups

Unite

@ @ s s Poine

Connect and Sync Boards with

Dismiss

rs they are warking. View

T R

Meet your team whare they orking. View
of Dropbox attachments.

[

15

Board Settings

I - —
search -« Advanced Comments by AJ

Featured m

Enabled 1 A focused WYSIWYG editor for card
comments,

Analytics & Reporting
Automation

Board Utilities

Q Automate.io
o |

Connect Trello with 100+ popular apps.
Automate routine tasks.

Communication & Collaboration
Developer Tools

File Management

HR & Operations m 10.000=

T 8 Project Management

Marketing & Social Media E Calendar
Product & Design £ Settings
Visual llo cards in a calendar vi

Sales & Support

© 4000000~ P Staff Pick

®
§ Contalist

-0

s Agile Cards - print your board

Seamlessly design and print your Trello
boards, lists and cards

E' BlueJeans Meetings
a0 |

Start a video mes
board for instant

ting right from your Trello
collaboration with your

team.

@ CloudApp
s |

Attach screen recordings, GIFS, and
screenshots to a board with a short link

R Alerts by Rung

Track your impertant alerts and notifications.

See updated information and previews for any
Box files ar folders attached to a card,

Attach Confluence pages to Trello cards to
manage content, strategy, and ideas right in
Trello.

® 10000+ {8 Bonus

:’: Drophox

16
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Board Settings

Search

Featured

Enabled

Analytics & Reporting

Automation

Board Utilities

Communication & Collaboration

Developer Tocls

Fi

Management
HR & Operations
IT & Project Management
Marketing & Social Media
Product & Design

Sales & Support

O Activity

ort put into every card. Make
count and find out what's taking s

Automatically track expiration dates for

contracts, s

f Approvals for Trello

pproval on Cards
tly in Trello!

om your teammates

G 10,000+

Q Google Hangouts

Skip the "Which video link are we using?” and
create a video chat button on your boards.

lose or move a

ur sales pipeline,

L daiioct o

Customizable Daily Questions

3]

Create A Custom Questionnaire Collecting
Respanses Daily Fram Your Team

@ 100+

/

/ JotForm

JotForm (h waw.jotform.com) is the easy
to create and publish onfine forms. Its

way

9 Price Checker

Track and manage produ
totals from links in your ca

rices, and cost

0 Unde for Trello
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Search

Featured

Enabled

Analytics & Reporting
Automation

Board Utilities
Communication & Collaboration
Developer Tools

File Management

HR & Operations

IT & Project Managemeant
Marketing & Social Media
Product & Design

Sales & Support

Settings

" Evernote

1 Create and attach netes right to your Trello
cards, and see whe ast edit

@ Publicate

The Publicate (https://
Power-Up... *
y Publ

v.publhic

y Twitter
[ Add ]

Attach tweets fo cards to
issues, fe
engage

€ support
community

re requests, and

@ 10000+

attach Litmus emails to your Trello

cards. Keej f due dates, statuses, and

more right in Trello

@ 100+

h\ Simple Feed Viewer

Get updates from R
cards

eeds right an your

stia.com) Trello Power-
akes it easier and more delightful to

The Wistia (http:
Upm

manage and measure your video-related wo...

‘c MailChimp

stats about temp
attached to a card

@ 10

SurveyMonkey

Quickly search for and attach surveys to cards
to see up

o date survey statistics.

=

b7 Zoho CRM

Track and follow up your leads with this
power-up. Al g Zoho CRM
records to with team...

rds and collaborat

=
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Board Settings

Search

Featured
Enabled
Analytics & Reporting
Automation

Board Utilities

E Calendar

3 Settings

1 Visualize Trello cards in a calendar view.

W Staif Pick

Communication & Collaboration

Developer Tools
File Management

HR & Operations

& Project Management

Marketing & Social Media

Product & Design

Sales & Support

19

Board Seftings

Menu

About This Board
Add ac

@

scription to your board
B8 change Background
Q  Search Cards
(@ Stickers

= More

CO Butler
Automate cards and more..

<7 Power-Ups

Calendar, Google Drive and more.

1 Add Power-Up..

8
Get Unlimited Power-Ups

Learn More

Activity

fé, Kate vanderVoort renamed this board
(from 2019 Business Plan)

a3 minute ago

< More X

£} Settings
@ Labels

& Collections @ Upgrade

Group Your Boards

&= Archived ltems

B Email-to-board Settings
@ Watch
I Copy Board

= Print and Export

Close Board...

Link to this board

https://trello.com/b/ZUWPX3Rs

All members of the team can see and edit
this board.

4 Settings X

Change Team...

Social Mediology Operations

Card Cover Images Enabled v

Show images on front of cards.

Commenting Permissions...

Members

Add/Remove Permissions...

Members

Allow Team Members to Edit and Join +

Any team member can edit and join this board.

20
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Board Labels

@ About This Board
Add a description to your board

B3 change Background
Q, Search Cards
@ Stickers

- More

D Butler
Automate cards and more..

<} Power-Ups
Calendar, Google Drive and more.
1 Add Power-Up..

a
Get Unlimited Power-Ups

Need more than ane Poy

Learn More

= Activity

¥, Kate vanderVoort renamed this board
(from 2013 Business Plan)

a minute ago

< More
£} Settings
© Labels

& Collections @ Upgrade

Group Your Boards
Create Collections based on te

projects, or anything el

Learn More
3 Archived ltems
& Email-to-board Settings
@ Watch

I0 Copy Board

% Print and Export

Close Board...

Link to this board

https://trello.com/b/ZUWPX3Rs

All members of the team can see and edit

this board.

X

- <

Search labels...

Labels X

L U T Y

Create a new label

Enable color blind friendly mode

21

Board Labels

Search labels...

ARTICLE

B O O% " % Y Y DY R RN N

Create a new label

Name

Enable color blind friendly m

Y " B D

Create Label X

Select a color

-
No color.

This won't show up on the front of
cards.

2

N
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11



Trello: A Social Media Powerhouse

15/04/20

Board Email

More X

<

Settings
Labels

Collections @ Upgrade

oup Your Boards

@ About This Board
Add a description to your bo;
B3 change Background s Wi
Q search Cards Add Cards via Email X
@ Stickers —= :
3 Archived items Your email address for this board
More
katevandervoort+exvanlyaa91gqdjma2pc
C3 Butler & Email-to-board Settings :
Automate cards and more.. Generate 3 new email address.
@ Watch .
Email me this address.
<7 Power-Ups 0 Copy Board
Calendar, Google Drive and more.
T < Print and Export Your emailed cards appear in...
- List Position
"~ Get Unlimited Power-Ups Emails & Steps Bottom
Close Board...
Tip: Don't share this email address. Anyone
s who has it can add cards as you. When
kink frystis bosed compasing emails, the card title goes in the
hitps://trello.com/b/ZUWPX3Rs subject and the card description in the body.
= Activity More ema r
Knte-vandeiVoort fenamed thishoard All members of the team can see and edit
(from 2019 Business Plan) this board.
a minute ago
< More X
£} Settings
Board - Copy © tabet

Menu

[@ About This Board
Add a description to your board

B8 change Background
Q  Search Cards
(@ Stickers

= More

CO Butler
Automat

ds and more..

<7 Power-Ups
Calendar, Google Drive and more.

~Up..

1 Add Powe

8
Get Unlimited Power-Ups

Learn More

Activity

f", Kate vanderVoort renamed this board
(from 2019 Business Plan)

g0

& Collections @ Upgrade

Group Your Boards

teams, topics,

&= Archived ltems

B Email-to-board Settings
@ Watch
I Copy Board

= Print and Export

Close Board...

Link to this board

https://trello.com/b/ZUWPX3Rs

All members of the team can see and edit
this board.

Copy Board X

Title

Like "Game Development Roadmap”...

Team @
Sodial Lights v

This board will be Team Visible. C

Keep Cards
Keep Template Cards

Activity and members will not be copied to
the new board.

24
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Trello Boards - Templates

@ Boards Featured Categories

10 Templates

Kanban Template
by Trel

A simple and visual workflow for engineering

teams,

@ Business

A mi

productivity

o comtral center for your team

Plan,

from-home schedule,

Mere templates for Business

Work From Home Daily Planner

te and monitor your work-

25

Trello Boards - Templates

Desig 0179 @510 MW

About this template

Home "WFH" Daily Planner Templ
working weeks.

This Trello Board includes:
* Guide tolabeling
® Task segmentation guidelines

® Best practices for daily scheduling

Work From Home Daily Planner

W Info
|
|

TalentHub

How to use this board

= 61
ta Template m
+ Home (D it | On Hold |
[ Help Needed |
opy Review Needed
TEAMS .
Create labels tailored to your daily
& 1.SMS Academy Courses work processes

1. SMSAcademy Calenders

2018 Content Sprint Boards. Q

th Busin

Work From Home Daily Planner

Crested by Sarah Costello @ TalentHub

TEMPLATE  © Public

To-Do This Week

TO-DO THIS WEEK

Create 2 "Weekly to Do” List, of tasks
you wish t

#

complete this week.

Newsletter
© 10 Apr

Publish Weekly Blog Website

Complete training course

Create Material for Webinar

With a lot of people in the world leaming and adapting to working from home, Talentiub has decided to share their Work From

that will help both individual contributors and management plan, collaborate and monitor their

TalentHub is a Marketing, Digital and IT recruitment agency. Visit TalentHub.je for more information

Monday, [Date]

MONDAY

(3 Tasks from "To-Do This Week" are
copied here

#

[ s Compietes

Create Mtera for Webinar
Conference Call with XX to discuss Q4
a1

26
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Trello Boards - Demo

@ [@ Boards Q
TODO | & ‘Sodial Mediology (Free & Team Visible
Self Care

T0DO Doing

Devi Prayer

® [=3]

e \ + Adda card

Disolve Toxins Music

= Change Custom Domain on T10S
e

OM Chanting
- Podcast Disclaimer

Happiness Frequency Music Mool

@ i CURRENT IDEAS
Ideas =
Look up Biteable as a video tool
March Look up Unfold
©1 Bos

Sotrender evaluation Works Comp for Bethany
Oct Business Success Interview
Green Brain Website =
Branding - Social Media Success
Academy

+ Add another card

o2

Strategy Webinar - Connecting Up

+ Add another card

Important/Not Urgent

Stripe - work out GST

+ Add another card

Set up Annual Payment Plan reminders

f

§

s+ Show Menu

27

Board Settings - Butler

€0 Butier

BED

0 Butier

to help you get started

to help you get started

28
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CA Butler
Rules
*+ Automation Tips
= Rules
& Card Button
M@ Board Button
Calendar
@ Due Date
Turn your Trello board into an automation machine.
@ Create rules to have Butler automatically react to your actions on a board
© Feedback
@ Take productivity to the next level with simple "When this, do that" format

@ Gethelp
L @ Here are some examples:

« When a card is created in list "To Do" by me, add the "Steps" checklist.
& Account

+ When a card is moved to list "Done" by anyone, mark the due date as complete and remove all

members from the card
+ When | am added to a card, set the due date in 5 working days and post a comment saying "
got this!"

29

Board Settings - Butler

Card Buttons

Card Buttons

|

Trello cards, your way.

t on the back of svery card

with just one aiicik

T labol, and an Sinply Chocklist named “To

30
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Nofifications

Q

Social Mediology Operations free' & Team Visible

31

Notifications X

Mark All as Read

Bethany

Closed the board Ellict Springs - DRAFT BOARD
27 Mar at 09:36

® Rent vs Buy posts (1 per week)
Springfield Rise - DRAFT BOARD: To Create

B Bethany

Archived card 24 Mar at 16:01

Andi Social

Joined Trello on your recommendation 18 Mar at
12:39

Report on Hours

2 Gerald Mahusay 17 har at 20:55

o

Hi @katevandervoort

Please see attached Time Tracking Summary
as of today 03/17/2020

Kate Vandervoort 03-17-2020.pdf

@

www.socialmediasuccess.academy

QUESTIONS

Menu

About This Board
Add a description to your board

Change Background

Search Cards

QoMW B

Stickers

. More

C3 Butler
Automate cards and more..

<J Power-Ups
Calendar, Google Drive and more.

1 Add Power-Up...

Get Unlimited Power-Ups

Need more than one Power-Up per
board? Go unlimited with Business
Class!

Leamn More a

= Activity

%. Kate vanderVoort 2dded this board to
Social Mediology Operations
an hour ago

Q“; Kate vanderVoort created this board

an hourago
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