
Trello for collaboration



What we’ll cover today

✓ Some Trello use cases
✓ Trello demos - key basic features
✓ Hands on time on your own Trello boards

✓ See also Trello getting started guide

https://trello.com/guide/trello-101


Why Trello
Trello helps you:
✓ Break down your projects into smaller tasks
✓ Assign tasks to people
✓ Set deadline dates 
✓ Upload documents & add links
✓ Clearly categorise your information
✓ Cut down on emails (everything in one place)
✓ Integrates with other apps
✓ Enables you to automate workflows



Project management



Event planning



Participatory meeting



Collaboration & work flow



Retrospectives



Navigating Trello
✓ Workspaces
✓ Boards
✓ Lists
✓ Cards
✓ Sharing inviting cllabratrs



Cards
✓Add your tasks to Cards
✓Add Descriptions, Attachments & Comments
✓Add members (assigning people to tasks)
✓Categorise tasks 
using Labels and 
set deadline Dates
✓Breakdown into 
sub tasks using 
Checklists



Lists
✓Organise your tasks into Lists
✓Rename Lists to suit your scenario
✓Add additional Lists as needed
✓Add cards to Lists
✓Drag and drop from one List to another



Boards
✓ Set up a Board for a specific project
✓ The free Trello account includes up to 10 Boards
✓ Build yours from scratch or choose a template



Inviting members to your Boards
✓ Click on the Share button (top right)
✓ Two ways to share:

o Inviting specific people (start typing their name)
o Share the board via a link (anyone with the link can join)



Workspaces
✓ A Workspace is linked to a Trello 

account and is where all your Boards sit
✓ In the Workspaces drop down, you’ll see 

other Workspaces you have been invited 
to join

✓ Here you can switch between 
Workspaces as necessary

✓ You can also invite people to join your 
Workspace and then select them to join 
specific boards



Next steps
✓You can integrate Trello with other apps you user and auto-

mate workflows using the Power-Ups & Automation functions



Plans & upgrades
✓Free plan is free for individuals and teams to use and 

create up to 10 boards
✓ Upgrade to Standard (£48 per user per year) to unlock 

additional features such as:
✓Different Views – Calendar view, Table view etc
✓Assign sub task in Checklists to specific people

✓See accounts, features lists and pricing here
✓Charities registered with the Charity Commission, or for 

tax exemption with HMRC as a charity, are eligible for a 
75% discount - apply here

https://trello.com/pricing
https://www.atlassian.com/software/views/community-license-request


Digital Foundations programme

Find out more about the Digital Foundations programme

https://superhighways.org.uk/who-we-are/partners-and-programmes/digital-foundations
https://superhighways.org.uk/who-we-are/partners-and-programmes/digital-foundations


About Superhighways
Providing tech support to small local charities in London 
for over 20 years
✓ Support
✓ Training
✓ Consultancy
✓ Digital inclusion
✓ Datawise London
✓ See all services
✓ E-news sign up

https://superhighways.org.uk/training-advice-and-technical/training/
http://www.datawise.london/
https://superhighways.org.uk/training-advice-and-technical/
https://superhighways.org.uk/e-news/


Kate, Sorrel & Paul

info@superhighways.org.uk
@SuperhighwaysUK

Thank you for listening

mailto:info@superhighways.org.uk
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