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1 I NTRODUCTION  

Kanban Task Manager  SharePoint  Add - in  help s a workgroup cooperate on project s and task s in  

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

The SharePoint  versions  of Kanban Task Manager  are especially suitable for users who need to 
reach the tasks from anywhere  and for managers who supervise several workgroups.   

Kanban Task Manager  SharePoint Add - in  is install ed from the SharePoint Store  to the site 

where it should be used .  

The traditional kanban board uses cards that tell what and how much should be produced and 
when it should be done. When managers get such a visual picture of the work process , they 
can quic kly 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.  

 

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

features:  

 Drag and drop tasks  within or between phases and lanes  

 Filter  tasks by project (s) , responsible (s)  and/or priority/priorities  and  if enabled also 

by a custom  value  

 Search  of task subjects and body texts  
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 Display of tasks for multiple projects  in one Kanban board  

 Possibility to create swim lanes  

 WIP limits gives a warning when there are too many tasks  

 Excel reports that show statistics on the task management  

 % c omplete d  bar  that shows task progress  

 Priority  icons  

 Task overdue  indicator  

 Set number of columns  per phase  

 Embed My Tasks  in any page  

 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 plans to replace the word ñappò with ñadd-inò. In this manual we are talking about 

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.  
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2 I NSTALL 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 . 

In the  óSite Contents ô click on  óNewô and óAppô. 

 

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

 

 

 

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 - in to the  farmôs or tenantôs Add -
in /App  Catalog.  

When this is done, you can i nstall Kanban Task Manager SharePoint Add - in  on a ny  site by 
going into Site Contents  and add an app  as de scribed under Download from SharePoint Store . 
Select óApps You Can Addô and choose Kanban Task Manager SharePoint Add - in . 
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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.  

2.3.1  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.  

2.3.2  USERS 

By default users have óEditô permissions on the óKTM Tasksô list, which means that they also 

can change the settings. If you restrict the permission on  the  óKTM Tasksô list to óContributeô, 
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.  

2.3.4  VISITORS  

For p eople who just nee d to see the task it is sufficient with Read permission  over the 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.  
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3 FIRST TIME USAGE 

When Kaban Task Manager SharePoint Add - in  has be en  installed in a site collection,  a ñGet 

Startedò page will be  shown when you click on  ñKanban Task Manager  SharePoint Add -inò in 
the  Site Contents . 

 

From the ñGet Startedò page you can either add you r  own list data  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 ócreate Example 

dataô link in the ñGet Startedò page. 

 

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 . Refer to 
Phases section.   
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The responsible persons are added to Kanban Task Manager  SharePoi nt Add - in  from the user 

accounts when they are assigned as responsible for tasks . As no other user  than the admin  
data is created , all the example data tasks will be assigned to this admin.  

3.1.1  REMOVE EXAMPLE DATA 

When you create Example data, you will have to remove them before you start using Kanban  

Task Manager  with your own data. To remove the Example data, delete all data in the  KTM 
Tasks list.  This is quickly done if you use the datasheet view for each list.  

 

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.  
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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.)  

 

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.  

 

http://www.kalmstrom.com/
http://www.kalmstrom.com/products/TaskManager/KTMSharePoint.htm


kalmstro m .com  

Business Solutions  

ï leveraging your Microsoft  

 

 

 

 

 

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

10  

Before you register Kanban Task Manager , the configuration page has a  licence  button for 

registration, refer to  Registration and Trial Info .  

The image above comes from an installation where the extra field used and where there is 
another tasks list in the s ite, besides the óKTM Tasksô list that was created when Kanban Task 
Manager  was activated.  

4.1  EXTRA FIELD  

Use the  Extra field when you want to create a custom 
parameter to be added to the 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 .  

Enter any name in th e field, and a tab  for  th at  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 

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 
ñCustomer ò.  

If you want to change the name of the custom field, write another 

name in the fie ld 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.  

 

In the Error! Reference source not found.  each phase has its own color.  

4.2.1  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.  
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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 a dd 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.  

4.3.1  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.  
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4.3.2  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.  
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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 1 to 9 
columns in a phase. In the image below the ñIn Progressò phase has three columns. 
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4.3.2.2  PHASE FOR CLOSED TASKS  

When a task is closed, it will be automatically moved to the third  
phase , which by default is the Completed phase . U sers close 
tasks by right click ing  on the task card  and checking the box i n 

the  detail s pane . 

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 will be suggested in the óAssigned Toô field. 

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 , if i t is not already present 

there.  

 

4.3.4  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 like ñCompletedò, which you want to keep 
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 . 
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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 ñZò in front of the name so that these item s show up last in the dropdown list.  

4.3.5  LANES 

You donôt have to use lanes on the kanban board, but if you want to  group the tasks in swi m 

lanes, ente r  at least two lane names  under this tab . Add a sequence number to get them in 
the correct order.  

 

4.3.6  WIP  LIMITS  

You can set WIP limits for the phases and lanes , so that users will have  red warning text on 

phase and lane names when the number of tasks in a p hase or lane exceeds the number 
defined in the settings.  
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