Basecamp Tips

A TwoTone Tutorial

«f> Basecamp creative



FIRST THINGS FIRST! DOWNLOAD THE DESKTOP APP

Yes, there is an online version, but the desktop app is the best way to work. You’ll be able to see
when you have notifications more easily, and you won’t have to worry about missing something if
you accidentally close out of a window. Google “Basecamp 3 for Mac or PC” and download the free

desktop app. BONUS: There’s also an

app for your phone if you want to stay connected on the go!

BREAKING DOWN THE FEATURES

o e R S G A _®  PROJECT TILES

Jump to a project..

Press 3¢+ to quickly jump to a project or team from anywhere.

BRAVE Church

« My Assignments (30}
My Bookmarks

” BRAVE - s

* My Drafts
CHURCH « My Recent Activity

« MyBoosts

Projects are a great way to divide
tasks out on a high level. For
example, in churches, we often divide
out by ministries. One project tile

G D could be called “Kids Ministry,” for
g:\.:y:::lladRQMEVQHIIQ AWANA 2018/19 Biblical Soul Care example.
00£00 Leoe
SRAVE Global evo doaton SRAVEPasor it Another example would be with a
company that offers various services.
\00¢sen 608ie0 For TwoTone, that might be:
He8mmunication Groups
* Web Design
0008 (] 600 O () * Print Design
iformation wics tobiy * Copywriting
00i880 " Q000EQ: © -

3 You're using Basecamp for Non-profits.

Once you’ve created your project tile,
you’ll want to customize the tools.
The only two tools you’ll need are
“To-Dos” and “Docs & Files.”

NOTE: every time you add a new
project tile, be sure to add in

CUSTOMIZE YOUR PROJECT TILE everyone involved. People will NOT

be automatically notified or added

i Atome. Bupnes Qi @ ety g = ¥ unless you do this. The following

Brave Ideation

@ ‘D %\c 6 % a Add/remove people

Campfire Message Board

sually with the

 progress upda
d keep feedback on-t

share stuff without ceremony.

Schedule

ttps:/fwwwtvcresources.net/res
ource-library @
BraveResources.co

feam about what's going o,

Change tools (add Email Forwards|

screenshots show you how to add
new people to projects.

N stop following

/' Edit name, description, type

5 Change tools
@ Archive or delete
X2 For developers

% Configure chatbots

[ CLICK HERE TO

® vanessa V.
CHANGE TOOLS
page idea: 1 John? (']
) Oct 31 @ Jenny C. ® Vanessa V.
Events Page = B0t 12
@ Jenny C. M vanessa V.

Docs &Files

Share docs, files, images, and

You don’t want to have too

Torbaresa tharva scay o i, | many projects. We recommend
no more than 10 to keep things
clean and organized.



WHAT A PROJECT SHOULD LOOK LIKE

ADD PEOPLE
TO PROJECT
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To-dos @) 305/324 Docs & Files
Physical Product Design 3 }
Physical Email Blast
Product Communi...
Video Commart- || o
Need to get a video done for Form Emall Blast
BRM and ENG that is 2-3 min of Physical tions Form
Jeff talking to 1st time visitors at - e
. @ ®o0ct17 @RyanB. Comminica ool
@ Mike W. Print Design
‘Communi... Sur!nun
Communication Tools rom Communi,
pmeen o
tions Form New
Request Sermon
FosinaProcas: Series
Change tools (add Campfire, Message Board, etc.
Project Activity
Yesterday
Mike W. commented on Need to get 4:19pm
avideo done for BRM and ENG that is
2-3 min of Jeff talking to 1st time
visitors at ...
We just had a meeting that this is being
pushed back, so no problem :) Going to
push this back and let's hit base next week
000 < A Home Wpings @Hey! ©Activity Q Find; @

Church Communication

=+ Invite people.
ol

~

People on the project

INVITE

Who do you want to invite?
PEOPLE TO

Add everyone from... & ®

People you invite will be immediately added to the project, and have full access to everything in the project.

PROJECT

Company

Name Email Title
Name E‘mail Title
Name Email Title
Add a personal note to the invitation...
CCILVIETTTES  Q Preview the invite
BRAVE Church
aguthrie@braveglobal.co Barb Oliver

Executive Assistant at BRAVE Church
aguthrie@braveglobal.co
Edit - Remove - Send a link to log in

Brandon DelLage

BRAVE Church
bdelage@bravechurch.co

Edit - Remove - Send a link to log in

Ministry Assistant at BRAVE Church

Company

Company

boliver@harvestdenver.org

Edit - Remove - Send a link to log in

£% _ Dave Kuntzman

1 47 Executive Pastor at BRAVE Church

dkuntzman@bravechurch.co

Edit - Remove - Send a link to log in

ADD IN NAME, EMAIL,
TITLE AND COMPANY

W
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Start your first to-do list below. TO' DO L I STS

Use to-do lists to outline tasks, set due dates, and assign work.

Once you have your
project tile, it’s time to
start breaking things

Basecamp Tutorial

To-dos down further. You can
create Lists under To-Dos.
Name this list.. Using our “Kids Ministry”
example, a few Lists might
be “Print Material” or

“Volunteer Information.”

TO-DOS

Once you have your lists, it’s time to start adding To-Dos! When adding a To-Do, be sure to:
* Give it a very clear name that describes the task, such as “Design New Business Cards”

* Then, assign the To-Do! In this case, you’d assign it to the TwoTone team members you’re
working with.

* Next, enter in who to notify when the task is complete. As the person who assigned the
task, you may want to know when it’s complete. You may also want to add any admins or
assistants if follow up is required after the task is complete.

* Then, fill in the due date! THIS IS VERY IMPORTANT. If you leave this blank, we may not
see the task, as it won’t show up on our “Assignments with dates.”

* Lastly, add in any relevant notes. For this example, you should include the content that
you’d like on the business cards, the size of the business cards, and the number of cards
you’d like printed.

o000 < A Home WPings GAHey! @©Activity Q Find %'1

Basecamp Tutorial > To-dos

Test 0/0 completed
|
Assigned to
When done, notify
Due on

Notes

Add this to-do

Discussion

B
"y

- ]
\J

Subscribers
1 person will be notified when someone comments on this to-do list.
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A) Home

=+ New list

%, Pings

Church Communication

G Hey! @ Activity

To-dos @ 305/326

Q Find &

LsT” M

Physical Product Design

Add a to-do

Video ) 3/4 completed

Need to get a video done for BRM and ENG that is 2-3 min of Jeff talking to 1st <'_'—J
time visitors at the church. @ (7] Wed, Oct 17 @ Ryan B. @ Mike W.

Add a to-do

0/0 completed

TO-DO

Sermon Clips > @ (&) Thu, Oct 11 @ Ryan B. @ Jenny C. @ Abby G. @ Mike W.

Need video of Jeff for Ridgeline launch service

' Q () Thu, Sep 27 @ RyanB.

Let's chat on what to do with Jeff's video from Men's Ministry @ (=) Thu, Sep 27 @ Ryan B. @ Mike W.

Communication Tools @ 3/3 completed - Now archive it!

Add a to-do

One thought just had with New Communication Request process * @ (=) Mon, Oct 1 @ Jenny C.

@ Kayla P. @ Vanessa V.

Need to have a Google Doc template created for SOP's. Can use this announcement one as the first
one @ () Fri, Sep 28 @ Jenny C. @ Kayla P.

2 Minor Fdits to the Fvent Checklist

A Home " Pings

© Activity

Church Communication

> @ A Thu. Sen 27 @ Kavla P.

Q Find

.
Docs & Files Unsorted ¢
Physical Email Blast Print Design New Sermon

Product C icati C icati Series
Design ons Form on Form Communicati
Communicati . . . on Form
ons Form Email Blast Print Design

Ci icati C icati New Sermon
Physical ons Form ons Form Series
Product Request Request Communicati
Design Posting Process: Go Posting Process: Go ons Form
Communicati to the Church to the Church Posting Process: Go
ons Form Communict Communice to the Church
Social Media Website Video Request
F\equest . ‘l{pdate o Form 1B Eeave

! Video Request Form
ons Form ons Form
Posting P : G

If you are wanting to Posting Process: Go to the sparopriate. brave-
request a social post to the Website Ministry Project in guidelines1_v1
for an event, please project that you are Basecamp and 3.pdf
visit the event wanting to make the Crote st +3-p
message project. change to: Brave d that list

Church, Brave T vides that you & Deve and @Lisa

Global, Brave Pastor Here are the

Posting Process: Go
to the Church

B

Jeff, etc. In that

All Events

are planning. After

Social Media

branding guidelines

Sermon

@ DOCS &FILES

This is the place to upload
all content, photos,
Google Docs, Word Docs,
Login Credentials, etc.
Note this is for commonly
used items ONLY. If it
relates directly to a task,
just upload it to the task.
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Email me this every Monday morning

.

¥

When you assign a To-Do, the task will go
into the person’s assignments.

¥,
Here's what’s on your plate

My ssefonments || My sssignmenia with dates || ST fve assigned The assignments section has three tabs.
USE THE MIDDLE TAB. This will list out
your tasks in the order that they are due,
so you can go through each task in the
5L OG- cremes flyrorstudent ity n s correct order of importance.

Flyer for Student Ministry @ @ Kaycie H. @ Brandon D. @ Jenny C. @ Kayla P.
@ Dillon G. @ Mike W.

Due today There may be times when you may want to

Wed, Oct 10 Projects in BRAVE Global
Need to have 3 square social posts created for Beacon Church Vision U Se th e Oth e I’ ta bS.
Night * © @ Jenny C. @ Kayla P.
Need to have mailchimp template created for Beacon Church * @
@ Jenny C. @Kayla P

For example, if you want to check up on a
We need to create 4 more Instagram stories that we can use as highlights task that you assigned (but is not assigned

on the account * @ @ Jenny C. @ Kayla P. @ Abby G.

Due tomrrow to you) look at the tab on the right.

Tue, Oct 2 Print Specific in Church Communication

One Page Handout Brave Church overview for 1st time guest [10]
@ Jenny C. @ Kayla P.

If an assignment does not have a date for
some reason, or you want to see which
Lists your assignments fall under, go to
the tab on the left.

EMAIL NOTIFICATIONS + HEY!

We recommend turning off your email notifications (UNLESS you’re only on Basecamp about
once a month, in that case emails might be a good option). Your inbox can quickly get flooded
with notifications from Basecamp, so turning these off will help you stay on task and keep
things organized.

Instead of checking tasks through emails, use the “Hey!” tool at the top. This will show you a list
of your notifications. Go through the list and click on each one.

HEY! /\L]

000 < A Home "yPings S Heyt ©Activity Q Find ﬁz
New for you Mark all read  ‘dminland
L Assigned you: Define Core Purpose °
Jenny Cross - TwoTone Creative HQ - 2:37pm
Overdue: New copy here °
Basecamp - TwoTone Creative HQ - 9:03am
Due soon: Case Studies Breakdown )
Basecamp - TwoTone Creative HQ - 9:02am

‘ Due soon: Services Breakdown °

Basecamp - TwoTone Creative HQ - 9:02am

‘ Due soon: Write about us copy with Storybrand thought-process °

Basecamp - TwoTone Creative HQ - 9:02am

@ Assigned you: Pop Up Lead Gen °

Jenny Cross - TwoTone Creative HQ - Oct 9

@ Assigned you: Digital Marketing Design Page °

Jenny Cross - TwoTone Creative HQ - Oct 9

Previous notifications
1 Re: Services Breakdown
A Jenny Cross - TwoTone Creative HQ - 9:21am

A2 Mentioned you in: Re: Services Breakdown
Vanessa Van Gorp - TwoTone Creative HQ - Oct 9

m Assigned you: Proof + Make edits if needed - compare to hardcopy edits

Eker KanBan 1A Hemp Immedia

3 008® 010800



IDEAL NOTIFICATION SETTINGS
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. Notifications are on
Jump to a project...
You're set t ive b tifications fi
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BRAVE Church Turn on Focus Mode
* My Assignm
o My.Bookmay Change your 1 settings
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* My Drafts .
CHURCH a—— Personal Settings N EXT, CL|CK HERE
* My Boosts My profile (avatar, title, password, etc)
My devices (Get our free mobile apps)
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Log out
Churchwide Events + AWANA 2018/19 Biblical Soul Care
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BRAVE Global Brave Ideation BRAVE Pastor Jeff
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000 < A Home "™Pings @ Hey! @ Activity Q Find %?
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Notification settings and Work Can Wait

What?

O

Notify me about everything
This includes new messages and comments, to-dos assigned to you, when someone
@mentions you, and Campfire chats and Pings you're part of.

Only notify me when someone sends me a Ping or @mentions me

Basecamp will only send you a notification when someone sends you a Ping or @mentions you
anywhere. You can always check the Hey! and Campfire menus manually to see what else is
new for you.

How?

Send me email notifications

Note: To prevent your inbox from overflowing, Basecamp will bundle Pings together if they
happen within a few minutes of each other. You won't be emailed if you are actively
participating in a Ping or Campfire chat in the Basecamp app or on your computer.

Pop up notifications on my computer when Basecamp is open
Note: To prevent you from being annoyingly overnotified, you won't get pop-up alerts about a
particular message, to-do, or chat if you're looking right at it.

Show the number of unread items
You'll see counts for each new Ping, Campfire, and Hey! notification when
Basecamp is open in your browser.

Hey! ®

Hey' @

0 off

You can also get notifications/alerts from Basecamp on your phone or tablet. Download our

free app for iOS or Android

When?

o Always! 24/7/365 no matter what.

O Work Can Wait! Only during my work hours...

Save my settings



YOUR PROFILE

We love seeing your beautiful faces in Basecamp! Add a
profile picture so that we can start putting faces to names.

000 < A Home ®MPings aHey! @Activity Q Find

. Notifications are on
Jump to a project...

You're set to receive browser notifications for

Press 38+) to quickly jump to a project or team fror  gyerything all the time.

BRAVE Church Turn on Focus Mode
* My Assignm
* My Bookmar L
’ BRAVE o My Schedyl 1umnotifications off
* My Drafts .
Personal Settings
CHURCH * My Recent A o
* My Boosts My profile (avatar, title, password, etc)

My devices (Get our free mobile apps)

+ New Projects
Log out
Churchwide Events + AWANA 2018/19 Biblical Soul Care
Classes: BRM

00&EO80» QOO0BO: E0@ -

BRAVE Global Brave Ideation BRAVE Pastor Jeff
00QEB0 O0BESBO L Ik Tl 1cle
bravechurch.co Website Church Communication Groups

PN o~ N N N A -

3 You're using Basecamp for Non-profits.
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Change your avatar... <'-j

Remove my avatar and show my initials instead

Name required

Kayla Parker

Title at TwoTone Creative

Graphic Designer

Short bio or current status

Email address required
kayla@twotonecreative.com

Choose a theme
Add a splash of color... Or tone it down a bit:

00000

Login info
You loa in with vour Gooale account

CLICK HERE TO START

NEXT, CLICK HERE

CLICK HERE AND UPLOAD A PHOTO
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o Comment
@ Front Desk
Hi Ladies! Hello winter!!

11/10
nm
12/9 (2 times)

All for now! xoxo

B
@

Barb Oliver
Brandon DelLage

4{ Dave Kuntzman

Add this comment

o000 < > AHome "yPings @ Hey! @Activity QFind

Assignedto @ Kayla P. @ Front D.
When done, notify @ Lisa V. @ Jenny C. § Kayla P.

Dueon [=]Thu, Oct11

o Comment

2:38pm
We need to remove BRAVE Basics from the calendar.
I S £ & M1 === e
aguthrie@braveglobal.co
vekis - Add/Edit Events 10.10
Added by Kayla P. 3 hours ago
Notes Add extra details or attach a file...
2:38pm

@ Front Desk
Hi Ladies! Hello winter!!

We need to remove BRAVE Basics from the calendar.
1/10

n/m

12/9 (2 times)

All for now! xoxo

QO®

& BOOSTS

TAGGING

Tagging is just like
on Facebook or
Instagram. Type
the “@” symbol and
then the person’s
name.

BOOSTS

Boosts are a fun
way to let people
know they did a
good job! Add a
few emojis or a
simple “Thanks!”
and hit the green
check mark.



ACTION ITEMS

Download the desktop app.

Add project tiles.

Customize tools within project tiles.

Add any applicable documents to the “Docs & Files” tool.
Invite individuals to projects.

Create to-do lists.

Add To-Dos to lists.

Customize your notification settings.

Add a profile picture and customize your profile settings.
Practice tagging someone on Basecamp.

Give someone a boost!

Check your assignments daily.

Check “Hey!” daily.

Reach out to TwoTone if you have any questions!

QUESTIONS?

If you ever have any questions about
how to use Basecamp, just reach out to
us, we’d love to help! Email
hello@twotonecreative.com.



