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1 [INTRODUCTION

Kanban Task Manager

SharePoint Add-in help s a workgroup cooperate on

SharePoint . The add-in visualize s the work flow and ma kes it easy to manage projects.

The SharePoint
reach the tasks from

Kanban Task Manager

versions of Kanban Task Manager

anywhere and for managers who supervise several workgroups.

SharePoint Add

where it should be used

The traditional

when it should be done. When managers get such a visual picture of the work process

-in is install ed from the SharePoint Store to the site

kanban board uses cards that tell what and how much should be produced and

Kanban Task
Manager’f SharePoint™

project sand task sin

are especially suitable for users who need to

, they

can quic Kkly reveal bottlenecks and blockers. Less time is spent on trying to sort out how

projects are coming along, because everything is visi

ble on the k anban board.

s 2

Kanban Task Manager SharePoint Add-in

Kanban Task Manager SharePoint Add-in

Not Started (9)

In Progress (11)

Completed (11)

| Q + & [l view Kanban

Deferred (10)

Waiting on s... (9)

| Customer (10)

Order rooms

Planting the garden
2017-05-1

g

| Send notices

Staff training day
2017-05-09

g

Order rooms

Inveoice customer

Sales team meeting
2017-05-07

School reunion
2017-04-28

<@

| Forward memos

Planting the garden
2017-05-1

7]

| File the papers

Book time at the ministry

Book time at the ministry

Order rooms

Forward memos

Insurance for cars (=] Health and safety ... 3 School reunion (=] Building a playgro... £3 Sales team meeting
2017-04-27 2017-05-07 8 2017-05-06 dd || 0170429 D || 2017-05-04
| sales (10) \
Order invitations and dist| [ | Forward memos Send notices | Order invitations and dist| || | File the papers
ribute ribute
Trip to India E’; Building a playaro... 8 Insurance for cars (=] Team meeting 8 School reunion Eg
2017-05-04 2017-05-02 2017-05-07 2017-05-04 2017-05-01
I Invoice customer Inveoice customer File the papers Inveoice customer | Forward memos
Sales team meeting 3 Team meeting a Sales team meeting Composing instruc.. £ School reunion
2017-05-04 2017-05-08 &d | | 2017-05-10 2017-04-29 D | 2017-05-02 3
Contracts (10) ‘
File the papers Send notices File the papers | Order invitations and dist||[ | Order rooms
ribute
Building a plavgro... A ‘ Insurance for cars 2] | School reunion 2] | ‘ School reunion %] | Composing instruc..

Working in kanban style with tasks in SharePoint gives you
on top of that the developers of kalmstrom.com Business Solutions have added several useful

features:

¢ Drag and drop tasks
tasks by project

e+ Filter

by a custom value
e Search oftask subjects and body texts

Kanba n Task Manager SharePoint Add

-in V2
3
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» Display of tasks for  multiple projects in one Kanban board
e Possibility to create  swim lanes

» WIPIlimits  gives a warning when there are too many tasks

o Excel reports that show statistics on the task management

e % c omplete d bar that shows task progress

e Priority icons

e Task overdue indicator

e Set numberof columns per phase

o Embed My Tasks inany page

e Various views in addition to the kanban vie w

Section 6 of this manual is intended for all users, while the rest is meant for the administrator.

Microsoft planstoreplace t he word fAapponwithniathds manual we are talKki
the Kanban Task Manager Add-in and App Part, so we are using the new term in the product

name but the old term for app part/add -in part.

1.1 LANGUAGES

The language of Kanban Task Manager SharePoint Add -in is automatically set to the same as
on the SharePoint site . The supported languages are: Danish, Dutch, English, French, German,
Italian, Norwegian, Portuguese, Spanish and Swedish. When the Sh arePoint site has another
language, Kanban Task Manager will be in English.

The Example data that can be generated for evaluation purposes are in English, and therefore

SharePoint Store does not allow us to add more supported languages in the description.

Kanban Task Manager  will however work on all supported languages even if you install it from
SharePoint Store.

1.2 REQUIREMENTS

To use Kanban Task Manager SharePoint Add -in you need to have SharePoint 2013 or above
(in -house or hosted)  or Office 365 SharePoin t Online .

Supported browsers are Microsoft Edge, Internet Explorer 9 and higher and the latest version s
of Google Chrome and Mozilla Firefox.

Kanba n Task Manager SharePoint Add  -in V2 www.kalmstrom.com
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2 INSTALL KANBAN TASK MANAGER SHAREPOINT ADD-IN

Kanban Task Manager SharePoint Add -in can be downloaded from Shar ~ ePoint Store or from
the kalmstrom.com website.

2.1 DOWNLOAD FROM SHAREPOINT STORE

Go to the SharePoint site where you want to use Kanban Task Manager SharePoint Add -in and
click on Site Contents

Inthe &ite Contents oOclickon 6 Newd and OAppbod.

New -~ e

Documents
o - .
Site visits
Site Contents o Page
& Edit Document library

Y 3 ]

‘ ' Subsite

Click on Sha rePoint Store in the left panel and select Kanban Task Manager

i
SharePoint Store
Your Apps
Apps You Can Add Price Most Relevant  Highest
From Your QOrganization All
Manage Licenses Free
Your Requests Categories
(5
All
SharePoint Store Kanban Task Manager
Best Apps of the Year
Business

2.2 DOWNLOAD FROM KALMSTR OM.COM

You can also download Kanban T ask Manager SharePoint Add  -in directly from the
kalmstrom.com website to your PC and then upload the add -intothe f ar mése ma nAdd s
in/App Catalog.

When this is done, you cani  nstall Kanban Task Manager SharePoint Add -in on any site by
going into  Site Contents and add an app as de scribed under Download from SharePoint Store
Select 6 Apps You Can Ad &énbaa fiadk MartagepnShaePoint Add -in.

Kanba n Task Manager SharePoint Add  -in V2 www.kalmstrom.com
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2.3 PERMISSIONS

Standard SharePoint permissions are used for the Kanban Task Manager SharePoint Add -in
lists . The permission for the  Add-in itself is set automatically when the download is trusted.

231 ADD-IN

Kanban Task Manager needs Manage permission on the site collection where it is installed.

Thanks to this permission restriction, the Kanban Task Manager SharePoi  nt Add -in cannot
make any other changes on the SharePoint site collection than the ones needed for the add -in
to work, no matter what permission the user has.

Kanban Task Manager sets the required add -in permission when you have clicked on the
Trust -it but ton during the installation.

232 USERS
By default users have O0Editd permissions on the
can change the settings. If you restrict the permission on the 6 KTM Tasksd |ist

users can still change the item s, but they cannot change the settings.

2.3.3 ADMINISTRATOR

The Kanban Task Manager administrator must have Full control over the site where Kanban
Task Manager is installed.

2.34 VISITORS

For p eople who just nee d to see the task it is sufficient with Read permission overthe Kanban
Task Manager Task list. Visitors will not be able to modify or add tasks, but they will be able to
review the tasks  in both the standard list and o n the kanban board page.

Kanba n Task Manager SharePoint Add  -in V2 www.kalmstrom.com
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3 FIRST TIME USAGE

When Kaban Task Manager SharePoint Add -in has be en installed in a site collection, a i Ge't
St ar t e d dwill pea shewn when you click on fiKanban Ta gek SHd@Poiat Add -i nio
the Site Contents

Kanban Task
‘B Manager - snreroint®

Get started with Kanban Task Manager

The Kanban Task Manager tasks are tagged with information about Phase, Project and Responsible (+
a custom value if you so wish).

You can enter the Project and Lane values in the Kanban Task Manager Configuration page. For Status
and Responsible, the SharePoint values are used. Should you want te change the settings later, there is
a Configuration button in the SharePoint kanban board.

If you are evaluating Kanban Task Manager, you might want to create Example data.

If you want to use Kanban Task Manager with your own projects, enter them in the Kanban Task
Manager Configuration page. If you want to use lanes, add at least two lanes also.

If you already have your values in an Excel sheet or another grid, you can copy the data from there,
and paste it in the corresponding grid in the Configuration page. You can also add the settings
(Projects, Lanes and custom values) directly to the comesponding choice field in the KTM Tasks list (Or
in your custom task list, if it is used instead of the KTM Tasks list).

In the Cenfiguration page you can configure Kanban Task Manager for the workgroup:

Switch to another task list than the default 'KTM Tasks',
Decide if the projects or the responsibles should be color coded and what colors should be
used.
Create a custom field for filtering and task info, When you write a name in the "Extra field' box, a
new grid will be displayed where you can enter the tag values for this field,
Change the sequence of the Lanes and Phases.
Enable the feature 'Move tasks between kanban boards'.
Generate the embed code for My Open Tasks.
All this is described in detail in the Kanben Task Manager manual , and | recommend you to download

and study it to get the most cut of the solution. Should you have questions, you are welcome to
contact the kalmstrom.com support.

Good luck with Kanban Task Manager!
Peter Kalmstrom

CEQ and Systems Designer
kalmstrom.com Business Solutions

From the fAGet St ar t eithe addyg e ownolist dataa or generate Example data
You can also reach the Manual web page, to download this manual

3.1 EXAMPLE DATA

If you choose to first generate Example data for the evaluation, click on the 6écreate Examp
datlaibnk in the fAGet Startedod page.

Kanban Task Manager

Select Number of tasks:

50 v
Ok Cancel

Example data is created for projects, lanes and tasks. T he phases are the SharePoint built -in
status options, which are used by default by Kanban Task Manager  SharePoint Add -in. Referto

Phases section.

Kanba n Task Manager SharePoint Add  -in V2 www.kalmstrom.com
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The responsible persons are added to

accounts when they
data is created

3.11

When you create Example data, you will have to remove them before you start using
with your own data. To remove the Example data, delete all data in the

Task Manager

are assigned as responsible for tasks
, all the example data tasks

i leveraging your Microsoft

Kanban Task Manager

REMOVE EXAMPLE DATA

. As no other user
will be assigned to this admin.

Kanban Task
Manager'f SharePoint™

SharePoi nt Add -in from the user
than the admin

Kanban
KTM

Tasks list. This is quickly done if you use the datasheet view for each list.
BROWSE | TASKS | UST ‘ ) SHARE Y FOLLOW [,
Version History | o = — T MovelUp E‘ 7
im = S s
Shared With VoD =) him
w View  Edit Insert  Qutdent Indent out Addto  Aftach Alert Workfiow se/Reject
New | Vew gt nsert Outdent Ingent utine Acdto st = rkfows Approve/Reje
New Manage Hierarchy Actions Share & Track Workfiows
Kanban Task Manager
Home Miay 2017 June 2017
| |Add tasks with dates to the timeline
Notebook
Documents
Pages . —
9 (® new task or edit this list
Recent
All Tasks ~ Calendar  Completed SAVE THIS VIEW
Tasks List
KTM Tasks B Task Name Due Date Assigned To
KTM Settings s sty 2 «  5daysfromnow | Rituka Rimza
Kanban Task Manager
SharePoint Add-in Boektimeat the ministy ¥ - Sunday bhupendra singh
Site contents 8 sty 3 = Thursday bhupendra singh®
Recycle Bin
istry X -  Saturday bhupendra singh®
# EDIT LINKS
Fite-the-papers # - 6daysago bhupendra singh’
Fitethe-papers 2 - May 10 Rituka Rimza
i u » 6 days from now bhupendra singh”
Fite the papers . May 11 Rituka Rimza

Also remove the project and lane names under the Projects and Lanes tabs in the
Configu ration page, by selecting them and clicking on the minus sign below the names.

Kanban Task Manager Configuration

Extra field

) Use colors for Responsibles ® Use colors for Projects

Projects Phases Responsibles Lanes

Project Hide Color
Insurance for cars

Planting the garden
Sales team meeting

School reunion

Staff fraining day
Team meeting

Trip to Indi

O0O0O0OO0O0O0OO0

Kanba n Task Manager SharePoint Add  -in V2
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4 THE CONFIGURATION PAGE

The Configuration page is opened from the all views . (At First Time Usage the Configure page
is instead reached from the Get Started page, as no kanban board has yet been created.)
Kanban Task Manager SharePoint Add-in
Kanban Task Manager SharePoint Add-in
O. + [l view Kanban -
Not Started (9) In Progress (11) Completed (11) Deferred (10) Waiting on s... (9)
Customer (10)
Order rooms I Send notices Order rooms Invoice customer | Forward memos
Planting the garden Staff training day Sales team meeting School reunion 3 Planting the garden 3
2017-05-11 3 2017-05-09 3 2017-05-07 2017-04-28 3 2017-05-11
| File the papers Book time at the ministry Book time at the ministry Order rooms Forward memos
Insurance for cars 2 Health and safety ... B School reunion [~ ] Building a playgro.. 3 Sales team meeting
2017-04-27 b | | 2017-05-07 2017-05-06 b || 2017-04-29 2017-05-04

In the Configur ation page the admin specifies how the kanban board and the tasks visualized
there should look. Click OK to confirm your selection or Cancel to abort it.

Kanban Task Manager SharePoint Add-in
E:' Kanban Task Manager SharePoint Add-in

Kanban Task Manager Configuration

Extra field | cystomer

O Use colors for Responsibles @® Use colors for Projects

Projects Phases Responsibles Lanes Customer Tasks List

T

)

Project Color
Building a playground
Composing instructions manual
Health and safety program
Insurance for cars

Planting the garden

Sales team meeting

School reunion

O0Oo0oooOoo0ooao

Staff training day
+ —

My Tasks

Exclude Status Mot Started v |

www.kalmstrom.com

Kanban Task
Manager o shareroin®

Kanba n Task Manager SharePoint Add  -in V2 www.kalmstrom.com
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Before you register ~ Kanban Task Manager , the configuration page has a licence button for
registration, referto Registration and Trial Info.

The image above comes from an installation where the extra field used and where there is
another tasks listinthes it e, besides the OKTM Tasks dKdnbasTaskt hat was
Manager was activated.

4.1 EXTRA FIELD

Use the Extra field when you want to create a custom
parameter tobe added tothe kanban cards. When you
have added a custom field, users can select va lues for
that parameter in the tasks, and the tasks can be filtered by those values

Extra field | Customerq

Enter any name inth e field, and a tab for that parameter will be added in the Configuration
page, where you can enter your values.

When a custom field is used, it will be displayed in the botton left Order rooms

corner of the task card, instead of the due date. In the image here

to the right, the organization has opted to use the parameter —

fiCustomer o . Trip to India ﬂ
If you want to change the name of the custom field, write another Chris Ameye—_

name in the fie Id on the Configure page (and change the values in the list if needed).

If you want to remove the custom field, remove the text in the field.

4.2 COLORS

By default the color  codes are used for projects, but you may also let each responsible person
have his/he r own color.

Mirffor Responsibles ® Use colors for Projects
In the Error! Reference source not found. each phase has its own color.

421 CHANGE COLOR

You can change the default colors to other colors. Click on the color you want to change and
hover over the colors until you see the correct color.

Kanba n Task Manager SharePoint Add  -in V2 www.kalmstrom.com
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Kanban Task Manager SharePoint Add-in
Kanban Task Manager SharePoint Add-in

Kanban Task Manager Configuration

) Use colors for Responsibles ® Use colors for Projects

Projects Phases Responsibles Lanes Tasks List

Project Color

4

24
@

Building a playground
Composing instructions manual
Health and safety program
Insurance for cars

Planting the garden

Sales team meeting

School reunion

O0O0OO0ODO0OD0OO0OD

Staff training day
+ =

4.3 TABS

Under the tabs in the Configuration page, you can enter values for the parameters you wish to

use in tasks and on the kanban board, and make several other settings. To add a value , click
on the plus sign below the settings grid to open a new row and th en write or paste in the

value . Remove values and rows by clicking on the minus sign.

43.1 PROJECTS

Under the Projects tab, you can enter project names to be selected in the tasks. When
projects are finished they can be hidden under this tab, and if you have se lected to color code
the projects, you can change the colors here.

Kanba n Task Manager SharePoint Add  -in V2 www.kalmstrom.com
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Kanban Task Manager Configuration
Extra field
) Use colors for Responsibles ® Use colors for Projects
Projects Phases Responsibles Lanes Tasks List
Project Hide Color
Building a playground O -
Composing instructions manual O
Health and safety program O
Insurance for cars O
Planting the garden O
Sales team meeting O
School reunion O
Staff training day O -
+ =
432  PHASE
The different phases in the work process are by default defined with the SharePoint options for
Status in the tasks list you are using with Kanban Task Manager . SharePoint gives the  Status

options Not Started, In Progress, Completed, Deferred and Waiting on someone else.

To edit the default options, click on a phase name and write in your own name instead. You
can also add or remove phase names here, by using the plus and minus sign s under the phase
names. All changes will be reflected back to the kanban board.

Note that the default status values cannot be changed in the Outlook edition of Kanban Task
Manager . Therefore you must keep the default SharePoint status values, if the team uses both
editions with the same kanban board.

Kanba n Task Manager SharePoint Add  -in V2 www.kalmstrom.com
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Kanban Task Manager Configuration
Extra field
Use colors for Responsibles ® Use colors for Projects
Projects Phases Responsibles Lanes Tasks List
Not Started (| 0 1 1
In Progress O 0 2 1
Completed O 0 3 1
Deferred O 0 4 1
Waiting on someone else O 0 5 1
O 0 6 1
+ -—

Under the Phase tab, you can also hide phases, for example the Completed phase, decide the
order of the phases and the number of columns per phase. You can also set a limit for the
allowed number of tasks (W IP).

4.3.2.1 COLUMNS PER PHASE

If the installation has few phases and you use big screens, you can set one or more phases to
have more than one column of tasks. This can be done for all phases, and you can have 1to 9

columns in a phase. I n t HPeg oigmage 0b elhaave et hea sfiltrhr e e
Projects Phases Responsibles Lanes Tasks List
Phase Hide Work in Sequence Columns
progress per phase
Mot Started O 0 1 1
‘ In Progress O 0 2 3

Kanban Task Manager SharePoint Add-in
Kanban Task Manager SharePoiptAdd-in

| ‘ Q + = few Kanban v

Not Started (7) In Progres: Completed (14) Deferred (8)

‘ Customer (12)

Order rooms | Send notices Book time at the ministry Order rooms Order rooms Invoice customer
Planting the garden Ea Staff training day g Health and safety .. Sales team meeting Building a playgro... g School reunion Eg
2017-05-11 2017-05-09 2017-05-07 2017-05-07 2017-04-29 2017-04-28
| File the papers Book time at the ministry Invoice customer Forward memos | Order rooms
Insurance for cars g School reunion g Composing instruc.. g Sales team meeting Composing instruc.. g
2017-04-27 2017-05-06 2017-04-29 2017-05-04 2017-05-07
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4.3.2.2 PHASE FOR CLOSED TASKS X Select samples before the meeting

When a task is closed, it will be automatically moved to the third [
phase , which by default is the Completed phase . Users close

tasks by right click ing onthe task card and checking theboxi n /Responsible

the detail s pane .

100%

4.3.3 RESPONSIBLES

People are added under the Responsibles tab automatically the first time they are assigned a
task. When you create a new task, your own name

wi || be sugge:
To change the suggested name, write the first letter of the name of the new responsible in the
field. Then SharePoint will suggest names from the user accounts.
The name you select will be entered under the Responsibles tab, ifi tis not already present
there.
Kanban Task Manager Configuration
Extra field
= Use colors far Responsibles = |se colors for Projects
Projects Phases Responsibles Lanes Tasks List
Responsible Name nitials Picture
Kate Kalmstrom KK L
Rituka Rimza RR J-1
Sumit Nandwal SN £
434 HIDE A PHASE OR PROJECT
By c hecking the Hide  option for a phase or project item, you may hide that phase or project
from the kanban board. It is suitable to hide phases |ike ACompletedo

for statistics  but not display on the kanban board. Finished projects that are no longer active
in the work group should also be hidden.

Hide an item by checking the Hide box under the item tab

Kanban Task Manager Configuration

Extra field ‘ |

) Use colors for Responsibles ® Use colors for Projects

Projects Phases Responsibles Lanes Tasks List
Phase Work in Sequence  Columns per
progress phase

Not Started O 0 1 1

In Progress O 0 2 3
| Completed 0 3 1

ﬂﬂfew“w ’.------~D...'---’A O-‘__,'-'.J“‘-"“.Jd
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Note that hidden projects are only hidden from the filter dropdowns. As Kanban Task Manager
uses standard list items, they cannot be hidden from the dropdowns in the open tasks. Instead
you can add a fizo in front ieMmsshbweup lastimbe dopdovinliseat t hes e

4.35 LANES

You dondt have to use | an ebstifgonwanthioe dgaumthedasks b mawi oh,
lanes, enter atleasttwo lane names underthistab .Add a sequence number to get them in
the correct order.

Kanban Task Manager Configuration
Extra field
) Use colors for Responsibles ® Use colors for Projects
Projects Phases Responsibles Lanes Tasks List
Lane Work in Sequence
progress
Customer 0 1
Sales 0 2
Confracts 0 3
Legal 0 4
Fulfillment 0 5
+ -

4.3.6 WIP LIMITS

You can set WIP limits for the phases and lanes , So that users will have red warning texton
phase and lane names when the number of tasks in a p hase or lane exceeds the number
defined in the settings.

Not Started (3) In Progress (21) Completed (14) Deferred (8) Waiting on s... (4)
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