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PRODUCT REVIEW / ÉVALUATION DE PRODUIT 

 
 Product: Asana  

URL: www.asana.com 

Abstract 

Asana is a project management tool designed 
to support collaboration and enhance teamwork. 
Small libraries can create projects and goals and 
then create, follow, and update the small tasks 
necessary to complete the projects and goals. This 
free tool is ideal for a smaller library of up to 15 
staff members.  

Purpose 

Asana is a project management tool, intended 
as a visual aid for managers and staff. It promotes 
collaboration and teamwork as it encourages a 
team to work together to complete a project. 
Tasks can be created as granular as a team or 
manager prefers. Overall, Asana can be adapted to 
the needs of the library team. This flexibility is 
what makes Asana such a powerful tool.  

Product Description 

Asana is designed to support collaboration and 
enhance teamwork. Individuals or teams less than 
15 people can create a project folder and within 
that folder, create and assign the small tasks 
needed to complete it. When a task is created, the 
leader can assign it to individual(s), leave 
comments (or further instructions) and attach 
files. This process of creating a project and 
subsequent tasks is the most tedious part of using 
the platform. Asana does integrate with Microsoft 
Excel so that you can import a list from a csv 
spreadsheet to create a task list.  Unfortunately, 
you cannot export the Asana task list. Ongoing 

projects can be viewed by all library staff, 
enhancing transparency and ensuring that due 
dates are held.  Individuals can also track their 
individual tasks from all their group projects. Due 
dates can be modified at any time and new tasks 
can be added to an ongoing project as new 
concerns arise. 

Intended Audience & Users 

Staff and management to use simultaneously, 
up to 15 different users.  

Special Features 

The app and the online dashboard work in 
tandem to keep teams and individuals on track. 
Individual team members will most likely get 
more use from the app, whereas project leaders 
will find the online dashboard more beneficial. 
File attachments can be accessed separately 
through the File Attachment window, which 
makes it easy to keep track of all project 
documents. When a task is complete, individuals 
can check it off, which notifies the team leaders. 
Teams can also create a recurring task that 
reappears when it is completed.  Asana has 
multiple notifications through email or app alerts.  
Users can receive a daily email with upcoming 
tasks, or when new tasks are assigned to them. 
These notifications can be turned off in the profile 
settings. There is no limit to the number of 
projects or tasks in the basic version.  In the 
premium version, library staff can add goals and 
portfolios, view the progress of goals and projects 
as a percentage, create forms and create custom 
fields in the task form. The premium version also 
provides the ability to track the priority level of 
different project, whether low, medium or high. 
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Usability 

Asana is a visually appealing tool. The colours 
and toggles make it easy to follow.  The menu, 
buttons and links are where you expect them to 
be. It is an intuitive product and would take 
minimal training to understand how to integrate it 
into the workplace. The app and dashboard do 
work in tandem and Asana suggests using both; 
however it’s not necessary. 

Compatibility 

The web interface will work on Chrome, 
Safari, Firefox and Microsoft Edge browsers. It 
does not work with Internet Explorer 10, 11 or 
Opera. The web dashboard is accessible online 
and does not require any additional installations. 
The Apple app requires iOS 12.0 and Android 
requires Android 7.0. The apps are free to 
download and use. 

Comparison with Similar Products: 

Asana is very similar to Microsoft Planner 
(available through Microsoft Teams). If a library 
has access to Microsoft Teams, they would not 
benefit from having Asana, as well. Monday is a 
newer project management tool that is very 

similar to Asana. It claims to support prioritizing 
of tasks better than Asana.  

Strengths: 

Easy to use; visually appealing; ideal for small 
group work; encourages collaboration; integrates 
with Gmail, Microsoft Teams and Slack; import 
data from a csv spreadsheet.  

Weaknesses: 

Freemium model not ideal for library teams 
larger than 15 people; task list cannot be exported; 
takes time to set up projects and tasks.  

Conclusion 

For a small library, Asana is a very useful tool 
that captures the big picture and the more minimal 
tasks. It supports communication within a team 
and makes clear the tasks necessary to complete a 
project. Asana is easy to use and with minimal 
effort staff can create a meaningful way to 
demonstrate their ability to complete a task. 
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