
TRELLO
Tutorials

J U N E

MAKE AN ACCOUNT ON

TRELLO. 

The very first thing you'll have to do is
create a trello account if you don't have
one already. 
 
You sign up clicking 'sign up' in the
right corner. This is where you will have
to add you email address and simply
click continue. 
 
 
Tip: use your work email, this will make
organising and creating easier. 
 
 
 
 



J U N E  C R E A T I V E  C O R N E R

Now, enter your full name and
create a password.
 
Click sign up, and let's get ready to
go! 
 
.



HOMEPAGE ON TRELLO

On this page, you have 3 kind of boards: your recently viewed, your personal
boards and the boards for the Team you created. 
 
If you want to collaborate with people for a wedding or photoshoot, simply
click on the + sign, next to teams. 
 
This will give you the option to create boards with other people, so you can
communicate with them via that specific board. This might make
communication easier as it is all in one place. 
 
 

 

 
But for now, let's just click on create a new board, under personal
boards. 
 



CREATE A BOARD

The next thing you will have to do is give
the board a title and a color or
background, if you like.
 

Furthermore, you have different options
here. You can decide to place the board
in a Team you created, and you can make
it a public or a private board. 
 
Have you given your board a name?
Good! Click on Create Board! 
 
 
 



THE INTERFACE

If you clicked create board, this is what you will get to see. 
In the top left corner, you see 6 dots, a house and boards, these are ways to go
back to your homepage or view other boards. 
Underneath, you see the name of your board, which you can always change,
you see personal and private. These two button allow you to make your board
public or share it with others. You can also invite people to collaborate. 
 
On the right hand side, you see show menu. If you click on this button, you'll
get a pop-up menu on your right. The most important feature from this menu is
the activity, especially when you are sharing board with others. 
 
If you click + add a list, you will be able to create a title for that list. 
You can organise your board however you want. You can do weekdays, special
events, or names of people as their to-do list. Get creative, and find a way to
organise your boards that fits your needs. 
 

 
Tip: Want to delete your board? Click in the menu panel on more, under stickers
and click on close board. It will also give you the option to permanently delete
the board. 



 
You add here everything that needs to be done that day. Let me
show you how it works. For example, on Monday you decide to work
on content for your website and for your blog. 
Okay, now it's your turn. 
Type something that needs to be done, no matter what it is. 
 

CREATING LISTS.

As you can see, I decided to divide this board into the weekdays, under the title
of the list, you can click on the + add a card. 
 
 
 

 
Now click on your list. Your interface will change into this. 



CREATING CARDS.

Let's dive into all the possibilities we have here, but first add a description to
your card. Ask yourself questions like: what is all about? What are the details to
this? What is important?
 
So for the content for the blog, I decided to brainstorm about ideas and content
for the blog. Everything that I come across that I find interesting I can put in the
comments. So now, press save.
 
When you save your comment, you'll have the chance to watch this comment,
this means you get notifications when somebody responds to it, when working
in teams. 
 
 
 
 

 
Let's dive into the options on your right hand side. 



The next one is checklists. Click on checklist and give it a title, click on add and
add items to it. These can be things you still have to do within that tasks, like
writing 5 blogposts. Your items can be things like, blogpost about mindset,
blogposts about creativity, or manifesting. If you finish a task you can check that
off of the list.The choice is yours! 
Press add and you are set to go! 
 
 
 
 
 
 
 

ADD-ON TO CARDS. 

The first one that might be important to you is labels. 
Go ahead and click on labels. If you click on create a new label, you'll be able to
add a colour and a name. For example, if a supplier needs to be chased or if
something is important, you can label these. Click on create, and you are all set. 
 
 
 
 
 
 



The last one is the most interesting one, attachment. Goodbye messy computer,
thousands of emails back and forth, because your attachments can now be all in
one place, on this card. Click on attachment, upload your file from your computer,
google drive, dropbox or others... and press attach.
And in no time your file will be attached. 
 
 
 
 
 
 
 
 
 

ADD-ON TO CARDS. 

The next one is due date. This can be useful when your cards has a deadline. 
Click on due date, set a date, click on save and you'll see it appear right under
the title of your cards. You can always change the date, simply click on the arrow
next to the date.
 
 
 
 
 
 

 
This is what your card will look like once you added everything. Just
remember, you don't need to use everything but it's there to help
you. Systems like these are so useful, if we give it a try.



NEARLY FINISHED. 

This is what your board will look like once you are finished. You have a nice
overview. Your card will show you when the due date is, how far you are with
your checklist, how many comments, and so much more. 
 
 

I  H O P E  Y O U  E N J O Y E D  T H I S  T U T O R I A L  A N D  W O U L D  L O V E  I T
I F  Y O U  S H A R E D  Y O U R  T H O U G H T S  I N T O  T H E  M E M B E R S

F A C E B O O K  P A G E .

The best part of all? 
Trello has an app that you can download on your phone,
computer and tablet. So, instead of an unorganised
email inbox, you are now a pro in Trello. 
Get creative, get organised and stay sane.
 
 
 
 


