
How to Use Monday.com Board

1. You will receive an email to set up your account. Accept the invitation and set up your
password. Multiple people in your office can be added to see and manage the board.

2. You will see a page like this.

3. Under Item, see the task that is being assigned to you.

4. This symbol brings up a chat window so you can see all the details required. At
the top is the name of the task, default chooses Updates. Next to that is files. You can
drop files into the main box on updates, or in the files folder.

5. To begin a thread of conversation, you must use @name of person you are addressing
in order to tag them for a notification. Then type your message, and add files if required.
BE SURE TO CLICK ON THE BLUE  REPLY BUTTON TO SEND THE MESSAGE.



6. To answer a question or approve files for a task, you must always answer by clicking the
reply button at the bottom of the comment or files.

If you click on the top field that says write an update, it starts a whole new thread of
conversation. This confuses the date timeline and makes it difficult to follow the task to
completion.

7. Choosing the reply button automatically tags the person you are replying to. You can add
other tags to include more people if you need them to see it as well.

8. After updating your message in the chat box, “X” out of that box.
9. The next box shows you who the task is assigned to. It can be one or multiple people.
10. The Priority level and Status are next. When you click on these boxes you get dropdown

menus to choose the level of priority and status. You can customize if needed.

11. Finally a due date can be set if required.

You should receive emails from Monday.com anytime you are tagged or assigned a task. This
will help to keep you up to date with the status of the work being done on your account, and
allow for a seamless process to get information back and forth.

Multiple staff on our team work together to ensure the right things are being done. This is
why emails directly to one individual may cause a delay in accomplishing our goals.


