
 

Onboard_Life_24May2016a 

1 

Get on board with Life 

Once you’ve mastered the basics of Life (Life: A User’s Manual) you’re ready to take your 

team to the next level. 

Why Life? 

As you’re getting up to speed, here are the 3 most important things to know about Life: 

1. Everything to run your QI project in one place. All the elements of the Model for 

Improvement integrated into a single platform. 

2. Collaborate with the QI community. One platform for all organisations promotes 

transparency and learning from others. 

3. QI reporting made easy. Generate project and programme reports to keep track of 

your team’s QI activity. 

Life helps you break down your improvement projects into the steps of the Model of 

Improvement, so everything is clear and you have the information you need in one place. 

With Life, you’ll always know where things stand without sending a single update email. 

Overview of the Life structure 

 

Add your first team project 

Once you’ve spent a few minutes getting familiar with Life, it’s time to create your first 

project. We recommend inviting two or three teammates who are also stakeholders on this 

project so you can work on it together. 
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1. Create and name your project 

From your project dashboard click on Start a New Project button. 

 

This will open a pop-up window and ask you to add the Title of your project. You can change 

this later.  

 

2. Describe the goals you are working toward 

Add a description – including Aim and Rationale – then create your project by clicking Save.  
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3. Invite your team to collaborate with you 

Now go into your newly created project and go to the General tab. Click on Edit and you will 

be able to set up your team in the project. Type in each teammate into the search box (e.g. 

below) and if they have a Life account you can click on their name to invite them. 

If they do not have a Life account you can invite someone new using their email address.  

  

You can also change the view and edit settings in this section.  

Communicate using Life 

Once you’ve added projects in Life, you can start communicating on your project using 

Group Discussions. You can either join an existing group, and start a discussion in that 

group, or create a new group in the Connect tab. 

 

Reasons why Life group discussions are more effective than email: 

1. Searchable and transparent, instead of complicated threads. With email, you can 

only search your own inbox. Getting added to email threads through forwarding and 

reply all is a mess. It’s really complicated to find past decisions, important 
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information, or next steps. With Life group discussions are searchable by everyone in 

the group, and history is saved so you can find what you need, even if you just joined 

the team or weren’t originally following the group. 

2. With email, status emails are sent back and forth to see what’s going on, wasting 

everyone’s time. In Life you can see the latest details from the project in the Project 

tab, so can keep yourself updated easily without email.  

3. With email, you can’t control the number of messages you receive. Email gets 

unwieldly to manage. With Life you can decide which discussions you want to follow 

in the group.  

4. Sharing articles and documents via email is a common way to exchange opinions 

with teammates, save useful information and keep-up-to-date with new development. 

It’s often difficult to find these articles or share them with more teammates later, and 

large files can be difficult to send via email. Instead, create a discussion thread for 

“interesting articles” or useful resources in your discussion group. You can also share 

project documents under the “documents” tab in your project.  

Here are some simple ways to start communicating with your teammates in Life:  

1. Join in an existing group discussion 

2. Start a new discussion 

3. Share a useful resource with the group or in your project documents.  

Introduce Life to your team 

1. Set up a few projects in Life first. Before inviting the rest of your team, make sure 

you’ve create a project for them to join. If the project you’ve created doesn’t involve 

everyone on your team, make one that all teammates can contribute to right away – 

like a discussion group or conversation.  

2. Get your team excited about Life. Find an opportunity — whether in a meeting, 

over lunch, or via email — to tell your teammates about the benefits of using Life. 

Then, invite them to the projects you’ve been working on. 

3. Get your teammates in on the action. Once you’ve introduced your teammates to 

Life and invited them to projects, you should also get them working on part of the 

project. Ask them to add their Change Ideas to the change idea tab, or run and 

document a PDSA in the project.  

4. Share Life: A User’s Guide with your teammates. Share the user guide with any 

teammates who need help getting on Life.  

Making your team’s transition into Life easy: 

 Highlight the benefits. Life has everything you need to run your QI project in one 

place making it easier to stay on track and more time making improvements. 

 Brainstorm potential projects your team could set up in Life and other things you can 

use Life for. Remember that you can have your own QI projects on here, they do not 

need to be projects that are part of the Patient Safety Collaborative. 
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 Share your report from Life with a manager or teammate who wants to know what 

you are working on. This way, your teammate will see how easy it is to stay up-to-

date at anytime.  

 Set up a 1:1 meeting with your manager or teammates so you can view Life together.  

 Encourage your teammates to update Life and contribute to projects and 

discussions. 

For more details on what makes Life different to other project management systems, check 

out this blog post on the Life website: https://www.lifeqisystem.com/articles/what-makes-life-

qi-different-to-other-project-management-systems-100094  

Tips for getting other teams in your organisation to use Life: 

 Find a team you work with frequently and invite them to a collaborative project so 

they can see how your team is using Life and can jump right in. 

 Use Life to present your project at your next meeting to show other teams how you 

can structure your projects and report using Life. 

As more teammates join Life it’s important to establish a few ‘rules of the house’ early on. 

We recommend you meet with your team to discuss how they will benefit from Life, and to 

start everyone off on the same page. 

 Explain “Why Life?” 

 Demo basic Life features 

 Show your favourite features 

 Discuss best practices 

 Provide resources 

 Review next steps 

You can also walk your team through our demo presentation with your own talking points to 

help organise your thoughts. For a copy of this presentation, contact 

Kevin.Hunter@weahsn.net  

Walk your team through Life’s key features that are critical to improvement projects. Be sure 

to cover the basics like: 

 Projects 

 Connect including group discussions and people.  

 Resources 

Life is a flexible tool that can be used in many ways. Because there isn’t one “right” way to 

use Life, make sure your team is on the same page about what works best for you. 

Make yourself available while your teammates get familiar with Life. Let your team know if 

you prefer they ask you whenever they have a question, visit you during “office hours,” or 

work on a particular topic when they need help. 

From our experience, your teammates will probably have questions during the first week with 

Life, but they should quickly get the hang of it after that. 

https://www.lifeqisystem.com/articles/what-makes-life-qi-different-to-other-project-management-systems-100094
https://www.lifeqisystem.com/articles/what-makes-life-qi-different-to-other-project-management-systems-100094
mailto:Kevin.Hunter@weahsn.net
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Review your timeline and establish next steps: 

 When is your team going to start using Life? We recommend that you transition 

immediately after the meeting to keep up momentum. 

 When should your teammates stop discussions in email and instead use Life? 

 Who is responsible for putting existing information into Life? 

Spending the time with your team to get started in Life quickly pays off as you track work 

efficiently, communicate more effectively, and do great things together, better. 

Team conventions 

Now that you’ve introduced your team to Life you’ll want to make sure everyone agrees on 

a few key conventions. Making decisions upfront about how your team will use Life will set 

your team up for long-term success, and help you get the most out of features like Search 

Views in the project dashboard and Reports later on. Agreeing on a few conventions will 

also help everyone on your team feel comfortable with Life. 

Setting conventions with your team will help keep Life organized for everyone, establish 

clarity, and ultimately help everyone contribute in the most effective way. Remember to 

share your team conventions project with new people as they join your team in Life. 

We recommend discussing team conventions at a Life kickoff meeting.  

 Who can create projects? 

 How should you name projects? 

 Who manages a project? 

 Who is responsible for updating measurement data? 

 How best to name measures?  

Life is most useful when anyone can contribute their ideas and move projects forward. Every 

team’s preferred conventions will be unique, but here’s some guidance to help get you 

started on defining your team’s conventions. 

Top tip: add !NEW in front of the title when uploading new documents to share so they go to 

top of the list. Remove once documents have been there for a while.  

Naming measures 

Our experience is that it is important to be quite structured when naming your measures, so 

that reports display correctly and to complete aggregate charts when comparing measures 

across different teams or organisations.  

For example you may name your measures: 

 1 [Measure 1] [Team 1] 

 1 [Measure 1] [Team 2] 

 2 [Measure 2] [Team 1] 

 2 [Measure 2] [Team 2] 

Or you can name your measures with the team name first, so that they are grouped together 

by team, e.g.: 

https://asana.com/guide/more/team/introduce
https://asana.com/guide/help/fundamentals/search
https://asana.com/guide/help/fundamentals/search
https://asana.com/guide/more/insights/reports
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 [Team 1] 1 [Measure 1] 

 [Team 1] 2 [Measure 2] 

 [Team 2] 1 [Measure 1] 

 [Team 2] 2 [Measure 2] 

Whichever you decide, keep the naming consistent and you will find it is much easier as you 

progress through your project! 

Get your team confident using Life 

Getting your team to use a new tool can be challenging. You might run into questions or 

hesitation from teammates somewhere along the way. Taking time to review the reasons 

why you chose Life and addressing team questions on a regular basis helps everyone on the 

team feel like they’re on the same page. Life is about teamwork, so nobody should get left 

behind. Here are some ways to help your teammates feel confident in using Life. 

Theme What you might be 
hearing 

Tactics to help you and your team 

I don’t see the 
value of Life yet 

The current way we work is 
fine 

We have so many other 
tools we don’t even use 

I don’t have time to use 
Life 

Remind your team of the benefits of Life and how 
it can save time compared to current processes. 

Solve a current pain point using Life 

Add as an agenda item to your team meetings to 
discuss how your team is doing with Life 

Update your Life project regularly to inform your 
team on progress 

Use Life to share documents and discussions 

Demonstrate how Life fits in with tools you are 
already using 

Share ideas and discuss any open questions at a 
team meeting 

I’m not confident I 
can learn how to 
use Life 

I don’t want to have to 
learn something new 

It looks too complicated or 
technical 

My work doesn’t map well 
to the project structure 

Share Life: A User’s Guide with teammates. 

Show your teammates how they use Life in their 
project. 

Start using Life for updates in a team meeting or 
1:1s to get your teammates comfortable with how 
Life works. 

Schedule time or drop-in session to show 
teammates how to use Life. 

I don’t think I’m 
using Life right 

I’m afraid I’ll mess things 
up 

I’m unsure if I’m using Life 
correctly 

Establish and share team conventions. Use a Life 
project for your next meeting and share your 
screen with your team so they can see how you 
navigate Life. 

Create a Life project for questions about using 
Life or testing out functions that any teammate 
can add to 

Designate a team champion to help answer 
questions and guide teammates 
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What you've learned 

Congratulations! You’ve reached the end of Get on Board with Life. 

Here are some of the concepts we’ve covered: 

 The benefits of Life 

 Overview of the Life structure 

 Adding your first team project 

o Creating and naming your project 

o Describing the goals you are working towards 

o Inviting your team to collaborative with you 

 Communicating using Life 

o Benefits for group discussions compared to email 

 Introducing Life to your team 

o Making the transition easy 

o Ways to get other teams in your organisation on board 

o Content of a team kick-off meeting 

o Team conventions 

o Getting your team confident using Life and overcoming some potential objections 

Further support is available from the West of England Academic Health Science Patient 

Safety team. Please contact any member of the team for support.  

References 

Acknowledgements are given to the Asana documentation 

https://asana.com/guide/more/team/introduce  

https://asana.com/guide/more/team/introduce

