Trello —what are the first steps?

Registration

1. First, go to www.trello.com. You will see the following environment as shown
in the picture, for the successful use of Trello in project management,
registration on the given portal is required (notifications regarding newly added
overviews of project calls will be sent to the provided email address). Start

your registration by clicking on Sign up — it’s free.
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2. Registration can be done by entering any email address or by using an
existing Google, Microsoft, Apple or Slack account. Afterwards, you only
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the email with which you signed up to Trello. Please, send your mail to

Ing. David Kampo at david.kampo@mendelu.cz.
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Get to know Trello!

1. After logging in and being successfully added to main project board, you will
see the following working environment. The environment shown below may
change over time, in order to facilitate and improve clarity, but in principle it will
remain the same. In Trello you can see 4 columns - Suggested open calls,
due to be prepared (calls that will be processed), In the process of
preparation (calls that are being processed and their overview will be
available soon, depending on the scope of the topic and the project
documentation), Completed open calls (calls which are prepared and include
an attached documentation that contains an overview of the given call with all
relevant and basic conditions) and Overdue open calls (calls with passed
deadlines for the submission of the project application. Some project calls may
be opened to submission of an application more than once or are periodic
within the certain programs, therefore they are archived in this column).
Individual columns/sections can be edited, and therefore if you come
across any open call, or if you have experience with a regularly announced
open call, you can add it to the Suggested open calls, due to be prepared
section (At the bottom of the column there is a plus symbol (+) with the text
add a card, by clicking on it add your suggested open call -> more information
at the end of the document). In the columns Suggested open calls, due to
be prepared and In the process of preparation, often when clicking on the
call folders, there will not be much information attached to the given call (just
basic information or links to open calls), and these sections are thus more
or less indicative. For more detailed information about upcoming open calls,
please wait until an open call will be available in Completed open calls
section.
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2. Moving individual folders/cards between columns is easy, you just need to
move the mouse to the given folder/card, click on it, and by holding down the
mouse button, move this box to the corresponding column, where by enabling
the click, this folder/card will remain there. However, you will not use this
function in the main board of project calls, as they are prepared by the
main administrator. On the other hand, in the event that we decide to use
Trello in the implementation of the project, as a response to one of the calls,



this function can be useful when working on sub-tasks in the preparation of the
project application or its implementation.

. After clicking on the open call card/folder in the Completed open calls
section, the entire folder of the given call will be opened, with more detailed
information. Each call has its own Labels that describe its specifics
(open/closed call, type of financing, cooperation with SMEs, or others), these
labels can be used in the filter when searching for a specific call directly
based on your requirements and needs, including the possibility of searching
for the calls based on their names. In short, at the beginning, the given labels
briefly describe the given type of call (the picture shows a call with a funding
system in the form of refunds, it is a closed call and cooperation with SMESs is
necessary).

& Interreg CZ-SK
in list Skompletizoy

Labels Notifications Add to card

2

Refundacie | Uzavreta | MSP  + ® Watch

© Labels

Description Edit ~

& Checklist
INTERREG SK-CZ/2023/5_Biodiverzita

® Dates

N

Attachments Add @ Attachment

Interreg - Biodiversity-January 2024.docx * & Custom Fields
it 00:37

docx Added 11 Dec 2023 a Comment « Delete « Edit

Power-Ups

+ Add Power-Ups

Activity Hide Details tomation 0]

Az

O |ii

Write a comment.

In the Description you will find brief information, most often it is the name of
the call or program type, a specific full overview of the given call can be found
in the Attachments, which you can download after clicking on it. If you are
missing any information, you can add a comment regarding the missing ——
information or anything else you can think of and is relevant to the given call.
Your comment will be seen by everyone, and those who will follow the
project/call will be notified of the comment and will be able to respond to it
immediately. To make sure that you don't miss any changes, added comments
or anything else in the given call, you can activate the notifications by clicking
on Watch, which will ensure that you follow the given call and receive
notifications about all changes in it.




4. If there are more project calls, the filter may come as a useful tool.
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After clicking on the Filters button, the search is intuitive, individual calls can be
— searched for by their name, if the call has set deadlines, calls can also be selected
based on entering dates, after scrolling down, it is possible to select (already above)
mentioned labels or other parameters.

Enter a keyword.

Search cards, members, labels, and more.

& No members

=
Prord © cords assigned to me

Al
Due date

+ A B Nodates

© overdue
Due in the next day
O i A

& On Request Territorial Impact Assessments (TIA)

in list Skompletizované vyzvy (Completed open calls) ®

— You can express your

interest in the project Labels R
H H ender zavreta  + atchin - & Join
directly in Trello, each card s © waicnns [ o

Due date

Suggested e

of the project challenge e o150 & Members
contains a section where & Labels
you can express your = Description g Checn
. . ESPON 2030 Cooperation Programme, Provision of Support to European-level
I n terest y 0 r S en d a,n em a.l | to institutions with the implementation of Territorial Impact Assessments @ Dates
the project office. You will — . @ Attachment
= Ppolls lanage

& Custom Fields

then be contacted about any
further information.

Vyjadrenie projektového zaujmu:

Mam zaujem podat projektowvi Ziadost ower-Ups
& Add a poll

\ 4

Projektova vyzva je mimo moju oblast zaujmu
+ Add Power-Ups




Adding proposals for project open calls

As already mentioned in the introduction of this document, individual project calls can
be proposed and added in the Suggested open calls, due to be prepared section.
Neither you do not see the name of a call that would be of your interest within the
given section, nor in any other, do not miss a deadline and add it to the list of
Suggested open calls, due to be prepared.
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3.

If you can provide some more information, you will find the card you added in

the Suggested open calls, due to be prepared section and then click on it,
the window that you can see in the picture (below) will be opened. You will

definitely want to be informed of the process the challenge goes through
until you have it ready in the Completed open calls section, this can be done

by clicking on the Watch button as described above. You can also add a
short description of the call (or, for example, some of your specific
comments/requirements regarding the call) and if you can add a link to the

call, you can insert it into the call description or as an attachement.———
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