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1 INTRODUCTION

Kanban Task Manager for SharePoint helps a workgroup cooperate on projects and tasks in
SharePoint. The software visualizes the workflow and makes it easy to manage projects.

The traditional wooden kanban board uses paper cards that tell what and how much should be
produced and when it should be done. When managers get such a visual overview of the work
process and status, they can quickly reveal bottlenecks and blockers. Less time is spent on
trying to sort out how projects are coming along, because everything is visible on the kanban
board.

With Kanban Task Manager, you can show tasks from a Tasks list on a kanban board in
SharePoint and get many more features than you have on the physical kanban board.

[searcn | 2+ & (Kanban ~] 24/50
Not Started (12) In Progress (7) (F3) Waiting on someone else (3) Completed (26)
Contracts (11) Grid
| Book time at the ministry 1Select samples before the 1Transeribe 7 I Select samples before the | Book time at the ministry
202 5 Habits 22
Building a playaround ..... Team meeting :.: Composing | ——— anual Planting the garden :.: Composing instructions manual 8
- "
South [ WEES [ NESS = East 8 | | |south
| Send notices ! Order rooms Send receipts
2/4 /1
Building a plavaround - Staff training day ) Building a plavaround ==
West North 4] South » .
1Order invitations and distribute I Book time at the ministry Send receipts
0/4 2/5 3/3
School reunion ) Planting the garden Planting the garden
b 5
East East = West S&
Customer (17)
1Send notices 1 Order invitations and | Book time at the ministry | File the papers Send notices
2/4 13
Building a plavaround Staff training day G Building a plavaround ") Planting the garden o Planting the garden "
2 3 ¥
North North \ West ‘4 | ||East u East
| Forward memos Send receipts | Transcribe meeting notes
71 5/5
Composing instructions manual Composing instructions manual ...= Planting the garden
West West [ ) West
\Forward memos I File the papers ]
374

Working in kanban style with tasks in SharePoint gives you everything on a screen. On top of
that, the kalmstrom.com developers have added many useful features:

e Drag and drop tasks within or between phases and lanes

e 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

@ Automatic synchronization of tasks within the workgroup, so everything is always up to
date and everyone can see what is happening.

e Display of tasks for multiple projects in one kanban board

e Possibility to create swim lanes

e WIP limits gives a warning when there are too many tasks in a phase or a swim lane
e Extra field for a custom parameter to select in the task form

@ % completed bar that shows task progress

@ Priority icons on tasks

@ Task overdue indicator

@ Assigned person's image on the task if added in the system

@ Set number of columns per phase
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@ Create a Checklist for each task

@ Display the checklist count on the task cards

e Time Logging to keep track of invested time per task

@ Grid view to see and edit all the tasks in an Excel-like way

e 7 Habits view to display open tasks in four quadrants based on importance and urgency
e Switch between Tasks lists to display on the kanban board.

Both editions of Kanban Task Manager are used inside a site. Any new additions of Kanban
Task Manager will use the same tasks and settings lists as the first one, no matter which
edition it is.

Chapter 2 of this manual is intended for all users, while the rest is intended for Kanban Task
Manager administrators.

The screenshots in this manual show the Kanban Task Manager example data. These can be
generated by evaluators who wish to study Kanban Task Manager without using live data or
creating test examples, refer to chapter 4.

1.1 LANGUAGE

The SharePoint language will automatically be used for Kanban Task Manager. The supported
languages are Arabic, Danish, Dutch, English, French, Italian, Norwegian, Portuguese, Spanish
and Swedish. If the SharePoint language is not supported, English will be used instead.

1.2 REQUIREMENTS

To use Kanban Task Manager, you need to have SharePoint 2013 or above (in-house or
hosted) or Microsoft/Office 365 SharePoint Online. Tested browsers are Microsoft Edge and the
latest versions of Google Chrome and Mozilla Firefox.

1.3 EDITIONS

Kanban Task Manager comes in two editions, SPFX edition and Sandboxed solution, and in
three different packages. They are installed in different ways, but they have the same version
numbers and features. One subscription is valid for all packages, so you can use any
combination you wish.

1.3.1 THE SPFX EDITION
The Kanban Task Manager SPFX edition supports SharePoint 2016, 2019, SE and Online.

The SPFX edition is very easy to install and upgrade, so we recommend that you use it when
possible. It gives a web part that can be added to classic as well as modern SharePoint pages,
and a modern page with the Kanban Task Manager web part can be added to a Teams tab.

1.3.2 THE SANDBOXED SOLUTION

The Kanban Task Manager Sandboxed SharePoint solution gives a Kanban Task Manager page
in each site where it is installed. It supports SharePoint 2013, 2016, 2019, SE and Online and
comes in two packages, a WSP file for manual installation and a PowerShell script for quick
installation in multiple sites.
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1.4 PERMISSIONS
Standard SharePoint permissions are used for Kanban Task Manager.

1.4.1 UsE KANBAN TASK MANAGER

Users must have at least Contribute permission on the list to book resources. In SharePoint
Online, this generally means Edit permission. To view tasks, only Read permission is
necessary.

To manage the Kanban Task Manager settings, you need to have Edit permission on the site
where Kanban Task Manager is installed.

1.4.2 INSTALL THE SPFX EDITION

To upload the Kanban Task Manager SPPKG file to an App catalog, you need to be a Global or
SharePoint Admin of your tenant or farm. Deployment to all sites can be done in the same
process.

If Kanban Task Manager is not enabled for all SharePoint Online sites in the upload process, it
can be deployed in a single site by the Site owner.

1.4.3 INSTALL THE SANDBOXED SOLUTION MANUALLY

To upload the Kanban Task Manager Sandboxed solution to the Solutions gallery, you need to
be Site admin. To activate the solution for the site, you must be at least Site owner. Often, but
not always, the same people have both these permissions.

1.4.4 INSTALL THE SANDBOXED SOLUTION WITH A POWERSHELL SCRIPT

You need to be a SharePoint Admin of the farm or tenant to run the PowerShell script that
installs Kanban Task Manager in all sites included in the script.

1.5 THIRD PARTY JAVASCRIPT LIBRARIES

The kalmstrom.com team has modified and extended two third-party JavaScript libraries to
create Kanban Task Manager: jQuery and JQWidgets. No extra license is necessary to use
these libraries in Kanban Task Manager.

1.6 MAKE HOMEPAGE

If you want to use a dedicated site for project cooperation, it is suitable to make the Kanban
Task Manager page the homepage of that site.

To do that with the Sandboxed Solution, open the PAGE tab in the ribbon and click on the
Make Homepage button.

BROWSE PAGE

5 B i O AP

- s
Edit Page Edit E-maila Alert  Approve Reject Workflows Edit Mobile | Make Title Bar Tags &
- Properties - x Delete Page Link Me ~ Page « Homepagl}wopertles Notes
Edit Manage Share & Track Approval Workflow Page Action Tags and Notes

Make Homepage

Meet the team Itggrm

Make this page the homepage for this

Product Support Tracker site.

Not Started (13)
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For the SPFX edition, open the Site contents >Site pages and find the page where you added
the Kanban Task Manager web part. Select the page and right-click on the ellipsis and choose
Make homepage. The same command is also found under the ellipsis in the command bar.

1& Share [ Republish @ Copylink [i] Delete 3 Pintotop ¥ Favorite =D Rename X 1 selected
0% Automate
Site Pages ™ Copyto

iy

. Add to navigation

v ] Name Modified By Modified 1 Created

& Properties
~  Created By : Peter Kalmstrom (1) =

Version history
A -
(] B°| Kanban Task Manager.aspx (C-gEE Peter Kalmstrom A few seconds ago Yesterday at [ Alert me
[ Manage my alerts

~  Created By : System Account (1)

{t Make homepage
a8 Home.aspx Peter Kalmstrom Yesterday at 12:27 AM July 4
| Check out

Another option for the SPFX edition is of course to add the Kanban Task Manager web part on
the default homepage directly, or to add a page with the web part to a Teams tab.

1.7 MULTIPLE TASKS LISTS

One Tasks list called "KTM Tasks" is created automatically when Kanban Task Manager has
been installed and is opened for the first time, but a site can very well have multiple Tasks
lists.

The Tasks list is a classic list that that can be reached from:
e the Site contents or Home page >New >App >classic experience

e the settings icon >Add an app >classic experience

My apps Q, Sea

Filter Apps you can add

All
o There are no SharePoint Store or custom apps allowed by your organization right now. If you're looking for built-in apps
From my organization such as Custom List, Document Library, Calendar and others, you can check for them in the classic ﬁxperience.

e the Site contents >Return to classic experience >Add an app

(Search for and) click on the Tasks list tile to create a new Tasks list. All adaptations to
Kanban Task Manager will be performed the first time you select the new list from the View
dropdown, refer to 2.4.1. Each Tasks list has its own settings.

If you use multiple Tasks lists in the same site, it might be suitable to rename the KTM Tasks
list. Open the List settings from the LIST tab in the ribbon or by right-clicking on the list in the
Site contents and select 'List name, description and navigation' to rename the list.

One site for each Kanban Task Manager page might be the best for scenarios where different
people manage different kind of tasks, for example one site for each workgroup. Managers can
have access to all sites, while the workgroup staff only needs to access their own site.

Multiple Tasks lists in one site is better if the same group of people manage various kinds of
tasks and when managers want to quickly get an overview of work progress without opening
multiple sites.

Kanban Task Manager for SharePoint V11 Manual www.kalmstrom.com
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2 USE KANBAN TASK MANAGER

This chapter contains information that all Kanban Task Manager users should be familiar with.
If the Sandboxed solution is used, Kanban Task Manager is displayed in a page created when
Kanban Task Manager is activated on a site. The SPFX edition gives a web part that displays
the same Kanban Task Manager. The Kanban Task Manager web part can be added to any
modern or classic SharePoint page.

Kanban Task Manager can be customized in various ways, so it is possible that your
installation does not have all options activated. However, here we will describe how the
product works when all features are activated and the default tasks list is used without any
changes.

Kanban Task Manager has multiple views, but the default view displays the kanban board and
that is probably where most users will work.

2.1 VIEwS

Apart from the default kanban view, Kanban Task Manager has two more views where you can
study the tasks. Select your preferred view from the View dropdown above the current view.

At the bottom of the View selector, you can also select another Tasks list to show in Kanban
Task Manager, if multiple such lists have been created in the site, see 2.8. below.

]fKanban V"‘

lGrid |
|

|’7 Habits l

2.1.1 KANBAN VIEW

The Kanban view displays the items in a Tasks list as cards on a kanban board. The task cards
are grouped in phases according to their status value. By default, all items in the list are
shown on the board.

The kanban board may also have different lanes. Click on the lane's name banner if you want
to collapse a lane. Click again to expand it.
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y 14/ Manager‘(’ Shdr!rPui"t‘

Kanban v 24/50
Not Started (12) In Progress (7) Deferred (2) Waiting on someone else (3) Completed (26)
‘Contracts (11)
| Book time at the ministry 1Select samples before the ITranscribe meeting notes I Select samples before the I Book time at the ministry
2/2 i 2/3 2/2
Building a plavaround 88 | ||Team meeting @@ | ||Composing instructions manual Planting the garden ®® | |Composing instructions manual &
[ (] - ] "
South [~ RS [ YEE: | ||East &l | |souh “
| Send notices | Order rooms Send receipts
24 11
Building a plavaround 5 Staff training day ﬂ Building a plavaround =
West North 41 South ¥
1Order invitations and distribute | Book time at the ministry Send receipts
o/4 2/5 3/3
School reunion Planting the qarden Planting the garden -
East East g West
‘Customer (17)
1send notices I Order invitations and | Book time at the ministry I File the papers send notices
2/4 1/3
Building a plavaround Staff training day Building a playaround Planting the garden a Planting the garden
'
North North West A East u East
| Forward memas Send receipts I Transcribe meeting notes
171 5/5
Composing instructions manual Compeosing instructions manual :..‘ Planting the garden
West West West
T S S e v PP PP PP ISP PR PP P PP NP P P AP

You can use the Ctrl key + the plus or minus key to zoom in and out on the kanban board,

just like with any w

2.1.2

eb page.

GRID VIEW

In the grid view, you can see all information about all tasks.

You can also work with the tasks in various ways:

[ ]
values.

|8 Assigned To

Adele Vance

Alex Wilber; Patti Fernandez; Miriam Graham

[Bearch

i@ () Adele Vance
() Alex Wilber
' M Allan Deyoung
(] Christie Cline

("] Debra Berger
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Click on a cell in the Assigned To column to change the value.

Double-click on the column headers to sort the data ascending or descending.

Search ] /O + @ Grid | 567140
ID” % [Subject 18 Assigned To ILane [Project [Phase: [Direction DStart Date

1] 1 Sendreceipts Unassigned Sales Sales team meeting Mot Started North /112025
|2 (117 Send receipts Unassigned Sales Sales team meeting Mot Started North 9112025
|'3| 16 Forward memos Everyene except exteral users; Grady Archie Sales Insurance for cars In Progress East 712112025
T 85 Forward memos Everyone except external users, Grady Archie Sales Insurance for cars In Progress East TI2712025

5 2 Send receipls Unassigned Customer Building a playground Completed South 85/2025
? 106 Send receipls Unassigned Customer Building a playground Completed South 85/2025
T 20 . Order rooms Everyone Legal School reunion Wailing on someone else  North 8182025
[ 8 130 . Order rooms Everyone Legal School reunion Wailing on someone else  North 8182025
o] 87 Order rooms Unassigned Sales Team meeting Not Started South 62412025
[10|108 Order rooms Unassigned Sales Team meeting Not Started South 62412025
[11] 11 Invoice customer Unassigned Sales Staff training day Completed East 812212025
[12] 75 Invoice customer Unassigned Sales Staff training day Completed East 9/22/2025
[13] 4 . Send receipts Diego Siciliani; Sales Trip to India Completed East 712212025
[14] 12 . Send receipts Diego Siciliani; Sales Trip to India Completed East T12212025
E 13 . Book time at the ministry Retail Members Legal Team meeting Not Started North 1011172025
|16 90 . Book time at the ministry Retail Members, Legal Team meeting Not Started North 10M11/2025
|17 14 [_] Send notices Isaiah Langer; Grady Archie Contracts Building a playground Not Started East 10/M12/2025
E 89 [ ]Send notices Isaiah Langer; Grady Archie Contracts Building a playground Not Started East 101122025

Double-click on cells in all columns but Subject and Assigned To, to filter the column
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@ Select multiple cells by Shift + arrow keys to copy, paste or fill down values.

Lane \Project

Contracts Insurance for cars
Contracts Planting the garden
Contracts Composina instructior
Sales Y Copy

Sales [T} Paste

Contracts

Sales Y Fill Down

@ You can also use the Grid view to copy and paste information about the current task load to
other applications.

2.1.3 7 HABITS VIEW

The 7 Habits view is inspired by the highly popular book "The 7 Habits of Highly Effective
People" by Stephen Covey. The book and the view make it easier for users to understand
which tasks are most important and urgent and encourage the users to focus on those tasks
first.

The 7 Habits view displays the open tasks in four quadrants: Urgent-Important, Urgent-Not
Important, Not Urgent-Important and Not Urgent-Not Important.

The importance depends on the task's priority, while the urgency depends on the task's due
date.

Quadrant 1: Urgent-Important

High priority tasks that are overdue or due today, will be displayed in the first quadrant. When
a task is moved to this quadrant, the priority will automatically be set to High. The due date
will be set to the current date. These tasks should be taken care of immediately.

Quadrant 2: Not Urgent-Important

High priority tasks that are not due today, will be displayed in the third quadrant. When a task
is moved to this quadrant, priority will automatically be set to High. One more day will be
added to the due date if it is the current date. If the due date is a later date, it will remain
unchanged. These tasks should be scheduled.

Quadrant 3: Urgent-Not Important

Low or normal priority tasks that are overdue or due today, will be displayed in the second
quadrant. When a task is moved to this quadrant, the priority will automatically be set to
Normal and the due date will be set to the current date. If the task is urgent but not
important, you should consider if it can be automated or delegated.

Kanban Task Manager for SharePoint V11 Manual www.kalmstrom.com
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[esc ] 0 4+ & 7 Habits v 2750
2]

Not Urgent (3)
Send notices w

1 File the papers
o5

Iveoi o
Sales team meeting o \Hnl(hind safety program d [seles team meeting 2 ITeam meeting o‘ Health and s rm program
West East East st

1 Select samples befoee the. l

inswance forcas  ANNA| (Tearn meeting
lEast

1 File the papers w

[Planting the qarden Sales team meeting
ISouth st
ils

L Order invitations and w

{ | Transcribe meeting notes

Order rooms

Important (9)

T Select samples bafora the

o5 o3

ime at the minis
Sales team meeting Sales team meeting [Team meeting Team meeting 3 [Buildin a playaround Compasing instructions manual
west £ast [south North fwest

(Order rooms 1 Order rooms.
04

Team meeting Planting the garden |Staff training day asing instructions
East Scuth South INorth

Select samples before the ¥ Book time at the ministry
an [}

Insurance for cars Pianting the garden
Feorth Scuth

Quadrant 4: Not Urgent-Not Important

{; Send receipts 1 Sand receipts

Not Important (13)

Low or normal priority tasks that are not due today, will be displayed in the fourth quadrant.
When a task is moved to this quadrant, the priority will automatically be set to Normal and
one more day will be added to the due date if it is the current date. If the due date is a later
date, it will remain unchanged. Ideally, there should be no tasks in this quadrant, because if
tasks are neither urgent nor important you might ask if they need to be performed at all.

At the top left corner of the view, you can see the total number of open tasks displayed in the
view. In the center of the view, you can see the total humber of tasks in each quadrant.

2.2 THE TAsk CARD

In the two Kanban Task Manager views Kanban and 7 Habits, the items in the Tasks list are
visualized as cards. Each card is color coded, by either project or assigned, and the colored
field has information about progress and a checklist count if that is used. The task name is
visible above the colored field, and the task cards also contain some other crucial information.

2.2.1 PRIORITY

When you set the priority of a task to something else than the default Normal, the task card
will have an importance icon.

High priority tasks have red exclamation marks and low priority tasks have blue downward
arrows. Tasks with normal priority do not show a Priority icon.

p
| Send receipts 1 Select samples before the

9/8/2025 % 9/26/2025

\

2.2.2 Due DATE / EXTRA PARAMETER

If no extra field is used for Kanban Task Manager, the due
date will be displayed below the colored band in the task
card, see the images above. When an extra parameter is
used, the tasks value for the extra field is displayed instead.

Kanban Task Manager for SharePoint V11 Manual www.kalmstrom.com
10



http://www.kalmstrom.com/

Kanban Task
Manager" "1?‘.1't'P::|"|(

kalmstrom. - leveraging your Microsoft
Business Solutions

3

2.2.3 PROIJECT

When a project or similar can be selected in the task form, Send notices
the name of that project is visible below the colored band in
the task card, and then due date or extra parameter is

Health and safety program
moved down. .
North

2.2.4 TASK OVERDUE INDICATORS

When a task is overdue, this will be indicated by a red
border. The due date or extra field value on the card is also Buildi
uilding a playaground dl

displayed in red.
9/1/2025 i /)

2.2.5 ASSIGNED

The person that the task has been assigned to is displayed with a photo on the task card. If no
photo has been added to the SharePoint account, the image icon will have the responsible
person's initials.

1 Forward memos

Tasks that have not yet been assigned, have a U on the image icon. If multiple assignees is
allowed in the Task list, a multiheaded icon is shown on tasks with multiple assigned people.

2.2.6 MOVE TASK CARDS

You can drag the task cards within a phase, from one phase to another, from one lane to
another or from one quadrant to another. Move the cursor over the task, and when the cursor
transforms into a hand you can drag the card and drop it in the new place.

If you have a touch screen, you can move the cards with a finger.

When you move the task card to another phase, lane, the phase/lane info in the task will be
changed automatically. When you move a task card between quadrants, the specific quadrant
parameters will be modified in the same way.

2.3 WORK WITH THE TASK FORM

The image below shows the biggest possible Kanban Task Manager form, when checklist and
time logging have been activated and a custom parameter (Type), Lanes, Projects and Actions
are used. The task form in your installation might be considerably simpler if all these optional
features are not used.

Kanban Task Manager for SharePoint V11 Manual www.kalmstrom.com
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B Task i= Checklist < Time Logging

Task Name (Send notices )

Task Status (In Progress v || 10%
Assigned To 8 Allan Deyoung x v @
Start Date (2025-08-10 B su
Due Date (2025-08-10 0)| su
Project [Health and safety program vJ
Lane (Contracts v
Direction (East <)

B(Z UIA ~| &~ EET EBE =)= eo Iy &»

| have a friend who just bought a computer and was instructed to load a program by typing A: and then the name of the program.My
friend told me it would not work because his keyboard was no good.He said he couldn”t type the dot over dot thingie and that e

[i] Remove ] {DCopy ] [@SharePoint] [DComment ] | V:‘ {XCancel ] [Save ]

Save your changes with the Save button in the bottom right corner of the task form. The page
will be refreshed automatically, so that you can see any modification immediately.

2.3.1 CREATE A NEW TASK
There are multiple ways to create a new task:

1. Double-click in an empty space in the Kanban view. This will create a new task in the phase
and lane where you double-clicked.

2. Double-click in a quadrant in the 7-Habits view. This will create a new task in the quadrant
where you double-clicked, and it will have the typical parameter values for that quadrant.

3. Click on the plus sign above the view or press CTRL + Enter on the keyboard. This will
create a new task in the first lane and first phase or in the fourth quadrant.

£+ B

In these cases, the Kanban Task Manager task form will open in edit mode.

You can also type in the task details in the Grid view. In that case a task card with those
parameter values will be created.

2.3.2 EDIT AN EXISTING TASK

Double-click on a task card to open the task in edit mode. You can also right click on the task
card and select Edit.

Kanban Task Manager for SharePoint V11 Manual www.kalmstrom.com
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2.3.3 TASK PARAMETERS

In the Kanban Task Manager task form, you can select values for various task parameters.
These values are fetched from the settings.

2.3.3.1 PRIORITY

To the right of the Task name field is a Priority area. It is blank in the image above, which
means Normal priority. If you click once in this area the task priority is set to Low. Click twice
to set the priority to High.

When you click a third time, the priority value is set back to Normal, and the area becomes
blank again.

2.3.3.2 % COMPLETE

In the Kanban Task Manager task form, you can set the completed value by clicking on the
percentage icon to the right of the Status field.

Task Status (In Progress v 5%

Assigned To I8 Adele Vance vig

If you set the % Complete, the value will be shown as a line at the bottom of the color field on
the task card.

1 Send notices

Building a playground .
North '

When you set the % Complete to 100, the Task Status value will change to Completed, and
when you save the task form the card will be moved to the Completed phase.

Note: the automatic changes of Task Status value follow the sequence order set in the Kanban
Task Manager Configuration, not the actual phase names. Therefore, these automatic changes
should work well even if your status names are changed into something else.

2.3.3.3 ASSIGNED TO

By default, the dropdown where you select the person or group who should work with the task
is called Assigned To, but this can be changed, so your organization might use another
caption, for example Responsible.

By default, multiple choices are allowed and the dropdown has checkboxes at the names, as in
the image below. Check the box(es) for at the name(s) you want to assign to the task and
click OK.

If multiple choices are not allowed, there are no checkboxes and no OK button to press. You
just select a name, and the dropdown will be closed.

Kanban Task Manager for SharePoint V11 Manual www.kalmstrom.com
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Assigned To (lSearch Il £
I8 () Adele Vance I
Startbate (] Ana Trujillo i 5
Due Date (1) Antonio Moreno Mo
(] Christina Berglund d
Project (] Elizabeth Lincoln v
(] Frederique Citeaux
Lane () Hanna Moos :]
N (1) Laurence Lebihan
Directions (] Maria Anders :]
~ () Martin Sommer
B 7|V A () Megan Bowen
§ B peter Kalmstrom
() Thomas Hardy
@ (J Unassigned

When the task was unassigned and you assign the task to someone, the Unassigned box at
the bottom of the list will be unchecked automatically.

If you switch to the SharePoint form, you can add new people by writing the first letters of the
assignee name in the Assigned To field. Then SharePoint will suggest hames from the user
accounts. When you save the task, the new name will be added to the settings and can be
selected in the Kanban Task Manager form.

2.3.3.4 START AND DUE DATES

Open the Date picker to set start and due dates for the task. You can also type in the dates.
The weekday name abbreviation is set automatically by Kanban Task Manager.

Start Date (2025-e9-27

D] Sa

Due Date (2025-18-29

Al we

2.3.3.5 CHECKLIST

To make it easier to work with extensive tasks, you can add a
checklist to it. You can manage the checklist in the Kanban Task
Manager form, while creating or editing a task. The finished steps are

displayed on the task card.

L Order rooms

Staff training t:Ia)«r
5/1/2020

i

Write a step in the field and press Enter on the keyboard. Now a new entry will be added
below the field. Check the entry when that part of the task is finished.

This feature can only be entered in the Kanban Task Manager form, but it can be seen in the
SharePoint form too and the values can be deleted.

Task = Checklist - Time Logging

Title

| Done |

Plan

Prepare presentation
Communicate with early adopters
Research

Deploy

[olal[s[w[N[=
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2.3.3.6 TIME LOGGING

Keep track of how long you have worked on a task with the help of time logging. You can
manage the time logging in the task form, while creating or editing a task. Add the number of
minutes you have worked with the task and press Enter or go to the next cell. Now, the date
and your name will be added automatically.

When several people work on a task, each of them should add their minutes in the form if the
feature is used.

B Task = Checklist < Time Logging %

Duration | Date |

2 8/27/2025 Laurence Lebihan
2 56 8/27/2025 Hanna Moos

This feature can only be entered in the Kanban Task Manager form, but it can be seen in the
SharePoint form too and the values can be deleted.

[y

2.3.4 COMMANDS IN CONTEXT MENU AND TASK FORM

When you right-click on a card on the kanban board, you can manage the task in various
ways. Use the Edit command if you want to open the Kanban Task Manager form.

| Send notices
0/5

Sales team mestina A
£7 Edit

O Copy
IEI Remove

West

[-] Comment

=2 Needs research

The same commands except Edit can be found in the Kanban Task Manager task form. The
form always open in Edit mode. Use Save to save your changes and close the task form and
Cancel to discard them and close the task form.

[PV VRV VPPV VTV VPPV PV PV VS P Y L E PV VPV Y P VS VT PV VP T P VS PV P VP PV VS PR P PV VR VS P P

IE[ Remove | D Copy @) SharePoint -1 comment ‘ V‘ ‘X Cancel Save ‘

The last command in the context menu, here Needs research, refers to an Action, see below.
Kanban Task Manager can have multiple such actions, and they can also be selected in a
dropdown in the task form.

2.3.4.1 EDIT IN SHAREPOINT FORM

When you select SharePoint in the task form or context menu, the task will open in the
standard SharePoint task form instead of the Kanban Task Manager form. Here, you can
upload images from your computer to the task.

Kanban Task Manager for SharePoint V11 Manual www.kalmstrom.com
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2.3.4.2 Corpy

When you copy a task, a new task will open. It will have the same data as the original task,
but the % Complete value will be set to 0 % and any time logging and checklists will be
empty. Make any changes you wish and then save the copy.

If you use the Copy command in the task form, the original task will close and the new task
will open instead. Any changes to the original task will be lost.
2.3.4.3 REMOVE A TASK

You can delete a task with the Remove button in the open task dialog. Just like other deleted
SharePoint items, the deleted tasks will be moved to the sites recycle bin, where they are
usually kept for 30 days. This makes it easy to restore deleted tasks.

2.3.4.4 COMMENT

When you use the Comment command in the context menu, a dialog will open where you can
enter your comment without opening the task.

m365x71826307.sharepoint.com says

Comment

( )

The comment will be added to a comment field in the task description, below any description
text (and earlier comments).

When you click on the comment button in the Kanban Task Manager task form, you can enter
your comment directly in the field below the description (and any earlier comments).

AN NN LN NN NN

PV

s AAASLAS

B 7 U A-ovL_

minutes into the class, she got up to leave the room.| reached between our computefs and switched the inpdts for the keyboards.S &

= e Ty <~

f,‘ Peter Kalmstrém 8/26/2025 05:57 PM
Needs to be fully researched and discussed further. Setting due date to a week from now.

£ Peter Kalmstrém 8/26/2025 06:04 PM

| v

@ Remove [D Copy ® SharePoint [} comment v X Cancel = Save

In both cases, each new comment will have its own comment field in the task description. The
person who made the comment and the time it was entered will be added automatically.

2.3.4.5 ACTIONS

When you choose an action, one or more task properties will be changed automatically when
you save the task. The action might also save and close the task. If actions are used, you can
find them at the bottom of the context menu and in the dropdown at the bottom of in the
Kanban Task Manager task form.

Kanban Task Manager for SharePoint V11 Manual www.kalmstrom.com
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The Kanban Task Manager administrator decides in the Kanban Task Manager settings how the
various actions should affect the tasks. If that is done correctly and the actions have suitable
names, you don't as a user need to know exactly which the changes are.

2.4  FILTER AND SEARCH TASKS
Click on the Search icon to open the left panel.

Here you can filter tasks by project(s), assigned and/or priority/priorities. If your installation
uses a custom field, you can filter on those values too. In the image below, that field is called
Branch.

Filters

Project
Assigned To
Branch

Priority
. Low
Normal
& High

106 of 106 displayed.

To search, type a word or phrase in the search field and press Enter or click on the Search
icon. Kanban Task Manager will search and show tasks that contain the word or phrase, and
the rest of the tasks will be hidden.

Refresh the page to reset the view. This search and filter feature work on all views.

2.4.1  MULTIPLE TASKS LISTS

One Tasks list is created automatically when Kanban Task Manager is installed, but a site can
very well have multiple such lists. When additional Tasks lists are created in a site, Kanban
Task Manager will pick up these sites and the View dropdown will get a extra entry for each
Tasks list. The name of the current list is displayed to the right of the counter above the view.
Switch list by clicking on the list in the View dropdown.

| Grid v| 56 /140 KTM Tasks

Kanban

Grid
7 Habits

Marketing Tasks

Sales Tasks

NN

QVAVAV N VS

AVAVAVAVAVAVV

Kanban Task Manager will remember which task list you used last time, so that the same list
will be shown when you open Kanban Task Manager again.
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3 INSTALLATION DETAILS

Within Microsofts limitations we have tried to make our products as easy as possible to install.
The installation files can be downloaded from the kalmstrom.com website. Download pages for
all packages can be reached from
https://www.kalmstrom.com/products/TaskManager/DownloadSP.htm. The download pages
have videos that show the installation process.

You can also find all installation demonstrations on the Kanban Task Manager Demonstrations
page at https://www.kalmstrom.com/products/TaskManager/DemonstrationsSP.htm.

Another option is to use the kalmstrom.com installation service, please refer to:
https://www.kalmstrom.com/Services/Installation-Assistance.htm.

3.1 THE TASKS LIST

The first time you open Kanban Task Manager on a site, a KTM Tasks list will be created. If
there is an existing Tasks list in the site, Kanban Task Manager will use that list instead, and
no KTM Tasks list will be created.

3.2 THE SPFX EDITION

The Kanban Task Manager SPFX edition gives a modern client-side web part that can be added
to modern as well as classic SharePoint pages. It comes as an SPPKG file that is downloaded in
.zip format from the kalmstrom.com website to your PC and then extracted and uploaded to
the App catalog in the tenant or farm.

There are two download files, one for SharePoint Online and one for SharePoint On-Premises.

3.2.1  SHAREPOINT ONLINE

1. Go to the tenants App catalog/Apps site. (If you have not already created such a site, it
will be created the first time you click on the Open button in the SharePoint Admin center
>More features >Apps.)

2. Upload the SPPKG file. (If there is a warning message for add-ins, it can be ignored. It
does not apply to SPPKG files.)

S0 Contoso Electronics  Apps

§= Manage apps
I o erp Manage apps
@ App requests v
Upload, enable, and manage apps. To update SharePoint Store apps, go to
+  More features the classic experience.

Learn more about managing apps
|fi SharePoint Store

@ Starting April 2, 2026, SharePoint add-ins will be retired for Sha... ¥ x
ﬁ API access

T Upload = Apps ¥~ Y ® e

® SharePoint admin center
Apps for SharePoint
lcon ~ Title ~

3 Kanban Task Manager

3. A right Enable app pane opens. Select one of the options:
o Enable the file.
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o Enable the file and add Kanban Task Manager to all sites. This option is default and
makes it possible to use the Kanban Task Manager web part in pages in the whole
tenant.

Enable app

.‘ Kanban Task Manager

The app package has finished uploading. Would you like to enable the app now?

The app you're about to enable will have access to data by using the identity of the
person using it. Enable this app only if you trust the developer or publisher.

This app gets data from:

e SharePoint

App availability
O Only enable this app

Selecting this option makes the app available for site owners to add from the My
apps page. Learn how to add an app to a site

@ Enable this app and add it to all sites

Selecting this option adds the app automatically so site owners don't need to.

Enable app Cancel

4. Click on the Enable app button.

5. Close the right pane.

If you have used the default option and added Kanban Task Manager to all sites, you can now
stop adding Kanban Task Manager to new sites.

&) Stop adding to new sites View app details T[] Delete | Download

Apps for SharePoint
© Icon v Title v~ App version v
e 3 Kanban Task Manager 11.0.0.4

If you instead have chosen to not add Kanban Task Manager for all sites, you will have a
command that adds Kanban Task Manager to all sites.
3.2.1.1 DeEePLOY IN A SITE

If you have selected to only enable the file but not add it to all sites, Site owners must deploy
Kanban Task Manager manually in each site where it should be used.
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1. In the site where you want to use Kanban Task Manager, click on + New >App in the
modern homepage or Site contents, or click on the settings icon in the top navigation bar
and select Add an app.

2. Select "All" or "From your organization" in the left menu.

3. Click on the Kanban Task Manager tile.

B SharePoint... My apps  SharePoint Store My requests

€ Back to Contoso marketing

My a pps Q. search by app name or publisher
1= Filter
Apps you can add M Sort by: Newest -

These are custom apps allowed by your organization. Built-in apps such as Custom List, Document Library,
Calendar and others can be found in the classic experience.

S :

Kanban Task Manager
Find more apps in

My organization SharePoint Store

o) >

4. Click on the Add button.

o

Kanban Task Manager

Provided by: My organization

About  Details & Support

About
Kanban Task Manager visualizes tasks and projects on a kanban board in SharePoint. When managers and teampﬂ

members get such a picture of the work process, they can quickly reveal bottlenecks and blockers. Less time is s|

on trying to sort out how projects are coming along, because everything is visible on the board. -

Now Kanban Task Manager will be installed in the current site, and the Kanban Task Manager
web part can be added to pages in that site.

Repeat the process for each site where you want to use the Kanban Task Manager web part.

3.2.2 SHAREPOINT ON-PREMISES

Microsoft has created the SPFX edition for SharePoint Online, but the kalmstrom.com team has
managed to get it to work for SharePoint On-Premises too.

We can however not change the text in Microsoft s "Deploy" dialog, so it might look confusing
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for on-premises users to see "SharePoint Online" there, as in the image at step 3 below. Dont
worry, you will get a Kanban Task Manager web part that works on all pages in SharePoint
2016, 2019 and SE.

1. Go to the SharePoint farms App catalog >Apps for SharePoint and upload the SPPKG file.

2. A dialog opens. Check the box at Make this solution available to all sites in the
organization.

3. Click on Deploy.
Do you trust Kanban Task Manager for SharePoint?

The client-side solution you are about to deploy

| contains full trust client side code. The components
in the solution can, and usually do, run in full trust,
and no resource usage restrictions are placed on
them.

This client side solution will get content from the Kanban Task Manager for SharePoint
following domains:

SharePoint Online

Make this solution available to all sites in the
ization

Deploy Cancel

4. Now the Kanban Task Manager web part is available in all pages in the farm.

3.2.3 ADD THE WEB PART TO A PAGE

The Kanban Task Manager web part is found among the other web parts when you edit a
page. In classic pages, Kanban Task Manager is found in the kalmstrom.com category. In
modern pages, you can find it under Advanced or search for it.

We recommend that you use a one column or full-width section, remove the default comments
section in modern pages and not add any additional web parts to this page.

< Web parts |

Q, Search
All ~ ?E

Frequently used

s A W

Kanban Task Text Image
Manager

PSP

The Kanban Task Manager kanban board will not be visible until you have published and
refreshed the page. In a classic page, you might need to make a hard refresh with
Ctrl+Shift+R to make it appear after publication.
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3.2.3.1 ADD TO TEAMS

To use Kanban Task Manager in Microsoft Teams, add a modern page with the Kanban Task
Manager web part to a new Teams tab.

1. Create a new modern page. You can start in SharePoint or open the Shared tab in the
Teams channel you wish to use and go to SharePoint from the link under the ellipsis.

a. Give the page a name - it will be visible on the Teams tab.
b. Publish the page.
2. Add a new SharePoint Page tab to the Teams channel.

3. Select the page you created or paste the page link.
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The process is described in a demo at
https://www.kalmstrom.com/products/TaskManager/DemonstrationsSP.htm.

3.3 SANDBOXED SOLUTION

The Kanban Task Manager Sandboxed solution is uploaded to a sites SharePoint Solutions
gallery. It adds a site feature to the site, and this feature needs to be activated for the site
and any subsites where it will be used. The upload and activation can be done manually or
with a PowerShell script.

When the Kanban Task Manager feature has been activated, a Kanban Task Manager link will
be added to the Web Designer Galleries group in the Site settings. Click on this link to get
started, refer to 3.3.

B Kanban Task Manager &

3.3.1 SITE ASSETS

When the Kanban Task Manager feature is activated for a site, two files will be created in the
Site Assets library of that site: a JavaScript file, KTM.js and a SharePoint page with the
Kanban Task Manager kanban board, KTM.aspx. Another page, KTMSettings.aspx, will be
created in the Site Assets the first time you save the Kanban Task Manager settings.

Before you start the installation, you must therefore make sure that the site really has a Site
Assets library. If there is no such library, activate the Wiki Page Home Page feature under Site
settings >Site actions >Manage site features, to create the library. (Your homepage will not be
affected by this.)

3.3.2 MANUAL INSTALLATION

The manual installation of the Kanban Task Manager Sandboxed solution is performed with a
WSP file that is downloaded from the kalmstrom.com website. The WSP file is uploaded to a
SharePoint Solutions gallery and activated there. After that, the Kanban Task Manager feature
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must be activated on the site, and on any subsites where it should be used, as described

below.

3.3.2.1 SHAREPOINT ONLINE

If you want to use the Sandboxed solution in SharePoint Online, custom scripts must be
allowed in the site during installation and upgrade. This is done in the SharePoint Admin
center >Active sites >the sites Details pane >Settings, by a Global or SharePoint

administrator.

3.3.2.2 SHAREPOINT ON-PREMISES

If you use SharePoint on-premises and have problems with the activation, please make sure
that the Sandboxed code service is running on the SharePoint server.

3.3.2.3 UPLOAD TO A SOLUTIONS GALLERY

1. Go to the root site of the SharePoint site collection where you want to use Kanban Task
Manager and click on the Settings icon in the top navigation bar.

2. Select the Site settings option or select Site information and then Site settings.

3. (If you dont see these options, most likely you dont have the appropriate permissions. You
need to be Site admin to install solutions.)

4. Under Web Designer Galleries, click on Solutions.

Web Designer Galleries
Site columns

Site content types

Web parts

List termplates

haster pages

Themes

Solutions

Composed looks

5. Click on the Upload Solution button and browse to the WSP file you downloaded from

kalmstrom.com.

il

Upload Delete  Activate Deactivate
Scluticn
Mew Commands

Upload Solution

gallery.
Documents

Site Contents

BROWSE SOLUTIONS LIBRARY

Upload a solution into this solution

Upgrade

6. When the file has been uploaded, you will be shown a dialog where you can activate the
solution for the site collection and make Kanban Task Manager is available for the site and

any subsites.
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3.3.2.4 ACTIVATE FOR A SITE

Before Kanban Task Manager can be used, the solution must be activated on each site or
subsite where you want to add the Kanban Task Manager page. Note that you need to activate
Kanban Task Manager this way if you want to use the solution on the root site of the site
collection, even though you activated it when you uploaded.

1. Click on the settings icon in the top navigation bar and click on Site settings. You might
need to first click on Site information.

2. Click on Manage site features under the Site Actions

Site Actions
heading. (If you dont see this option, most likely you Manage site features
dont have the appropriate permissions. You need to be Save site as template

at least Site owner to manage site features.) Enable search configuration export

Reset to site definiti
Find Kanban Task Manager in the list of Site features. seet o sie deinien

4. Click on the Activate button to activate the Kanban Task Manager feature.

The activation adds a Kanban Task Manager link in the site settings. Klick on it to open the
Kanban Task Manager page.

3.3.3 POWERSHELL PACKAGE

The PowerShell script is most useful when you want to automate the process of installing
Kanban Task Manager in multiple sites. This edition comes as a ZIP file that includes a
PowerShell script, which must be modified for each organization before it is run. The
PowerShell package works in both Online and On-premises SharePoint.

The changes that must be made for each organization are explained in the script, and the
demos on the download page shows the process, but you should still have some experience of
PowerShell to use this installation method.

It is the same script for all SharePoint editions, but note that SharePoint Online only supports
PS7, which does not work with PowerShell ISE.

1. Open PowerShell ISE or Visual Studio Code as an administrator.
2. Open the .psl file included in the downloaded .zip file.
3. Modify the script:
a. Change to your SharePoint version if necessary.
b. (For SharePoint Online, add your Client ID.)
c. Include the sites where you want to install Kanban Task Manager.
d. Connect to your farm or tenant.
4. Run the script.

5. Now the script installs Kanban Task Manager in each site that has been added to the
script.

6. Click on the Kanban Task Manager link in the site settings to open the kanban board page.
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4  EXAMPLE DATA FOR EVALUATORS

If you are new to Kanban Task Manager, it might be a good idea to load the example list. It
gives you an opportunity to see how Kanban Task Manager works when you have many items
in a list, what performance you can expect and so on. Example data is available in all the
supported languages.

To create example data, open the Example Data tab in the Kanban Task Manager settings and
select number of tasks.

By default, all boxes are unchecked under the Example Data tab. Select nhumber of tasks and
check all boxes - or just some of them if you want a simpler installation. Your choices will be
reflected in the example data and in the Kanban Task Manager configuration.

When you click OK, Kanban Task Manager starts creating the example tasks.

Phase Project R Assigned Lane Branch Example Data

Number of tasks

;50 v;

O Project
(JLane

(J Extra field

[ Time Logging
() Checklist

The Kanban Task Manager kanban view opens when the example data has been created.

4.1 REMOVE EXAMPLE DATA
If you have tried Kanban Task Manager in a test site, you can just remove the whole site.

However, if you have created Example data and want to use the same Kanban Task Manager
installation in production, or if you simply want to start over, you can remove the KTM Tasks
list in the same way as you remove other SharePoint apps: open the Site contents, select the
list and delete it, or open the list settings and delete the list from there.

Contents  Subsites

Show actions

Name ype +
v KTM Tasks : @ Tasks list
0b  Site Pages Delete
Settings
O Style Library "9
Details
mn Citmn Acente

The next time you open Kanban Task Manager, the KTMTasks list will be created again.
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5 THE KANBAN TASK MANAGER SETTINGS

The Kanban Task Manager settings can be opened from all views via the settings icon.

O+ G o

Not Started (11) In Progress (3)

In the settings, the admin specifies how the kanban board should work for the current Tasks
list and how the visualized tasks should look. Click Save to confirm your selection or Cancel to
abort it with the buttons in the bottom right corner of the settings. The page will be refreshed
automatically when you save the settings, so that you can see any modification immediately.

The settings are organized under tabs, where the values are entered in a grid. Each grid has
an empty row at the bottom, and when you type something there and press Enter, a new row
will appear.

When you have changed something in a cell, move to the next cell before you save the new
setting.

Right-click on the number to the left of an entry in the first column under each tab to show a
small context menu.

Phase Project o3
|Lane |Work in g
— p——
i [0 Copy
] Remove

If your organization does not need some of the features, do not fill out any information under
the corresponding Settings tab.

The images below show the settings when example data has been created. The Tasks list is
called KTM Tasks, and it has the default column names (= the task Status values, see 5.2
below).

Phase Project & Assigned Lane Direction 5 Actions Other Example Data Registration

Task Status [% [Hide [Work in progress [Sequence |Columns per phase|
1|Not Started 0 O 0 1 1
2/In Progress 0 (] 0 2 1
3| Deferred 0 O 0 3 1
4] Waiting on someone else 0 O 0 4 1
15| Completed 100 O 0 99 1
6! 0 O 0 0 0

The Registration tab will be hidden once Kanban Task Manager has been registered. Premium
copies of Kanban Task Manager do not have to be registered, so they have no Registration
tab.
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5.1 CHANGE COLUMN CAPTIONS

The captions of the Settings tabs "Project"”, "Status", "Assigned To" and "Lane" can be
replaced with any other captions that better suit the organization.

Open the Tasks list(s) you are using with Kanban Task Manager. Open the list settings from
the ribbon and click on "Project", "Status", "Assigned To" or "Lane" under Columns. In the Edit
Column page, change the column name and click OK.

5.2 PHASE

The different phases in the work process are by default defined with the SharePoint options for
task status: Not Started, In Progress, Waiting on someone else, Deferred and Completed.

To edit the default options, click on a phase name in the Kanban Task Manager settings and
type in your own name instead. You can also add more phases here, hide phases from the
kanban board and set their sequence on the kanban board. There are also other settings:

5.2.1 PERCENT COMPLETED

By default, the Completed phase has the setting 100 percent completed, which means that
closed tasks are moved automatically to the Completed phase. Under the Status tab you can
change that setting and also set default percent completed for other phases.

5.2.2 HIDE A PHASE

By checking the Hide option for a phase, you may hide that phase from the Kanban view. It is
often suitable to hide the "Completed" phase, which you want to keep for statistics but not
display on the kanban board.

5.2.3 WORK IN PROGRESS

The Work in progress sets a limit for the allowed number of tasks in the phase. The Work in
progress setting is not a hard limit. It does not stop users from creating new tasks in or
moving existing tasks to the phase when the limit has been reached, but the phase name will
be displayed in red, as a warning to indicate that a business rule has been broken.

Not Started {5) | In Progress {11) |  Waitingons..(3) | Deferred (3) | Completed (5) |

5.2.4 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 up to
9 columns in a phase.

Here, we have set the In Progress phase to have three columns.

Not Started (8) In Progress (10) DE
Forward memos | Invoice customer Select samples before the Forward memos 1 Send receipts
0/5 1/2 2/3
Team meeting @@ | ||Trip to India Health and safety program @@ | [Scheol reunion Health and safe
] -] .
South & | |[vorth North G | |west Sd| |[Eest

5.3 PROJECT

Under the Project 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 selected to color code the
projects, which is done under the Other tab, you can change the colors here. You can also
decide in which order the projects should be displayed in the task form dropdowns.
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Phase Project 8 Assigned Lane Extra field Example Data

Project [Hide [Sequence |
Planting the garden

Building a playground

Trip to India

School reunion

Sales team meeting

Team meeting

Composing instructions manual
Insurance for cars

Staff training day

Health and safety program

© 0 ~NO O WN =

BEEEEIEIRENE
—_
o

O0o0o0ooooooo

=
=
o

5.4 ASSIGNED

When Kanban Task Manager first is used, all users of the SharePoint site are automatically
listed under the Assigned tab. By default, each person or group has a specific color.

Phase Project 2 Assigned Lane Direction = Actions

Assigned To [Hide |Color
Ana Trujillo
Antonio Moreno
Christina Berglund
Elizabeth Lincoln
Frederique Citeaux
Hanna Moos
Laurence Lebihan
Maria Anders
Martin Sommer

Peter Kalmstrém
Thomas Hardy
Unassigned

Oo0oo0ooooooaoooao

HEHBEEREEEENE

People can be removed or added in the grid. You can also add assignees to the Assigned tab
from the SharePoint form. Start writing and then select the person or group you wish to add.

People or groups can also be hidden from the Assigned dropdown in the Kanban Task Manager
task form. When you remove a person's SharePoint account, that person is also removed from
Kanban Task Manager.

54.1 MULTIPLE ASSIGNED

When a task is assigned to multiple people, a multiheaded icon is displayed on the card on the
kanban board, instead of the photo or the initials of a single assigned. In the Timeline view,
such tasks are sorted after the first assigned. By default, multiple assigned is allowed in Tasks
lists, but that can be changed in the list settings.

In the Tasks list settings, you can disallow multiple assignee choices. In that case, there are
no checkboxes at the names and no OK button in the task form dropdown, so only one name
can be selected.
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5.4.2 ASSIGN EXTERNAL USERS

When external sharing is allowed in the site, tasks can be assigned to externa users as soon as
they have accepted an invitation to the site.

5.5 LANE

You don't need to use lanes on the kanban board, but if you want to group the tasks in swim
lanes, enter at least two lane names under the Lane tab. Add a sequence number to get them
in the correct order.

Phase Project 2 Assigned Lane Extra

|Lane [Work in progress |Sequence

1/Contracts 1
2|Customer 2
3| Legal 3
4/ Sales 4
5 0 0

You may set Work in progress limits on the lanes, in the same way as with the status phases.

5.6 EXTRA FIELD

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

If you use the Extra field, the Settings tab will have the name you choose, instead of "Extra
field".

Phase Project R Assigned Swim Lane Branch

Extra field

Branch ‘
Branch

HQ

East

5 West
4

N[ =

When a custom field is used, its value will be displayed in the bottom left corner of the task
card, instead of the Due date. In the Kanban Task Manager example data we have chosen the
parameter Directions and the values North, South, East and West,

but you can set any caption and values that suit your organization. 4 Order rooms

In the image to the right, the organization has opted to use the —
parameter "Customer". The value selected in the task is the Trip to India ﬁ
customer name Chris Amey. Chris Amey

Enter any parameter name in the Description field under the Extra field tab and enter your
values.

If you want to change the name of the custom field, write another name in the Description
field under the Extra field tab (and change the values if needed).
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5.7 ACTIONS
An action changes multiple properties of a task at the same time.

For example, if you add the action "needs research" as shown in the image below, you can
specify that it should be assigned to a specific person, placed in a specific lane and postponed
for 7 days. When a user then selects the "needs research" action for a task, these three pro-
perties will be changed automatically.

Phase  Project @ Amigred  Swimlone  Earafiekd  ExmpleDats e Aegistration

[Swam Lane Description [Chechiist nutes
s Nesas to discussed furlher 10 8 e from naw.

ame Tite Task Stas  [Assigned o
1 Newas resemen 2 10003

Ll 3

Give the action a name and select or type in the values you want to give the task when the
action is selected in the Kanban Task Manager task form or from a context menu.

As the action will be used for a longer period the due date value cannot be given with a date.
Instead, it is given with the number of days from the current day.

Actions are added to the context menu and to a dropdown in the task form.

The Save checkbox decides what will happen when the defined actions have been performed
on the task. It works differently depending on if the command is executed from the context
menu or from the task form.

e If the task form is open and the Save box is not checked, the form will remain open.
e If the task form is open and the Save box is checked, the form will be saved and closed.

e If the command is executed from the context menu and the Save box is not checked, the
task form will open.

e If the command is executed from the context menu and the Save box is checked, the task
form will not open.

5.8 OTHER

The image below shows the default settings under the Other tab. Check the boxes if you want
to use Time logging and/or Checklist, and choose the radio button for color that you prefer.

Phase Project A Assigned Lane Extra field Example Data = Registration =B Actions Other

O Use colors for Projects
@ Use colors for Assigned
OTime Logging

[ checklist

5.8.1 COLORS

Colors in the different Kanban Task Manager views are by default associated with the assigned
person. When you have projects, you may instead let each project have its own color.

Click on the color you want to change, to replace the default assigned/project colors.
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Phase Project R Assigned Lane Extra field Example Data = Regist

Assigned To Hide [Color |
1 |All Users (windows)
Ana Trujillo

Antonio Moreno
Christina Berglund
Elizabeth Lincoln
Frederique Citeaux
Hanna Moos
Laurence Lebihan
Maria Anders

10/ Martin Sommer
11| Peter Kalmstrém
12| Thomas Hardy
13
14

[ ] .

Iy‘—@x =

Unassigned 55 133 80

O0o0ooooooo|o|o|o|o

R G B ]

The grey border around the selected color in the Color column will disappear when you save
the settings.

5.8.2 CHECKLIST

To make it easier to work with large tasks, users can add checklists to them. Users can
manage each checklist in the task form, while creating or editing a task. This feature is
disabled by default.

5.8.3 TIME LOGGING

Keep track of how long users have worked on a task with the help of time logging. Users can
manage the time logging in the task form, while creating or editing a task. This feature is
disabled by default.

B Task = Checklist < Time Logging

Duration Date Comment
1 29/3/2025 Christie Cline 217
2 22 97312025 Lidia Holloway
3 109/3/2025 | Alex Wilber
4 84 9/3/2025 \Lee Gu
5 17 |9/3/2025 |Alex Wilber
6 43 |9/3/2025 | Alex Wilber
7 39 |9/3/2025 |Isaiah Langer
g 0 |

Each user enters how many minutes he or she has worked with the task, and the time is
automatically summarized and shown to the right of the grid. User and time are entered
automatically.

5.8.3.1 EDIT OR DELETE TIME LOG ENTRY

If users make mistakes, the time log entry can be edited or deleted in the SharePoint task
form. It can also be edited or deleted in the Tasks list associated with Kanban Task Manager.
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5.9 CustoM COLUMNS

You can add any custom columns that you wish to the Tasks list. They will be shown in the
SharePoint form but not yet in the Kanban Task Manager form. That might come in a later
version if so requested.

5.10 REGISTRATION FOR STANDARD SUBSCRIBERS

This information is only valid for organizations with a Standard Subscription. Premium
Subscribers do not need to register their installations, so there is no Registration tab in the
Premium copies.

Register Kanban Task Manager by clicking the Registration button under the Registration tab
in the settings. Here, you can also see how many days are left of the evaluation period.

Calendar Browser

Please enter your e-mail address and your registration key
for Calendar Browser and click Registration.

You need to be connected to the Internet for this to work.
This version will function 29 more days.

E-mail

Registration key

| Registration |

The person who registers the Kanban Task Manager should have Owner permission on the
site. Each site installation needs to be registered.

Add an e-mail address with the domain name of your company/organization and the
registration key you have received from kalmstrom.com.

Kanban Task Manager for SharePoint V11 Manual www.kalmstrom.com
32


http://www.kalmstrom.com/

Kanban Task
Manager - shareroint®

kalmstrom. - leveraging your Microsoft
Business Solutions

CrsS
S0

6 UPGRADE AND REMOVAL

We have made our utmost to make the Kanban Task Manager upgrade process easy and
quick, and we also want the removal process to be smooth if your organization should decide
not to use Kanban Task Manager anymore.

6.1 UPGRADE

Upgrades are free for all subscribers to kalmstrom.com products, and we recommend that you
always use the latest version of Kanban Task Manager. That is the only version we support, so
we have made our utmost to make the upgrade process easy and quick.

Premium subscribers will have an e-mail when their unique copies of Kanban Task Manager
have been updated. Standard subscribers can download the new version of Kanban Task
Manager from the kalmstrom.com website. At major updates, we will send an e-mail also to
Standard subscribers.

You can see all the revisions and file numbers at:

https://www.kalmstrom.com/products/TaskManager/RevisionsSP.htm

The Sandboxed solution och PowerShell package use the same folders, so you can very well
upgrade the Sandboxed solution installations with the PowerShell script and vice versa.

The SPFX editions are different, so you cannot upgrade these installations with a Sandboxed
solution .wsp file or PowerShell script, and vice versa.

If you still have the old version after upgrade, it is probably left in your browser cache. Please
clear the cache to solve that problem.

6.1.1 UPGRADE THE SPFX EDITION

All the tenants installations of Kanban Task Manager will be upgraded automatically when you
add the new SPPKG file to the app catalog.

1. Download the file.

2. Remove the old Kanban Task Manager file from the app catalog.
3. Upload the new SPPKG file to the app catalog.
4

In SharePoint Online, enable the SPPKG file in the way you prefer. In SharePoint On-
premises, deploy the file.

5. All Kanban Task Manager installations will now be upgraded automatically.

6.1.2 UPGRADE THE SANDBOXED SOLUTION MANUALLY

To upgrade Kanban Task Manager, replace the old Kanban Task Manager WSP file with a new
version of the file. This is the upgrade process for each site collection where Kanban Task
Manager is used:

1. Deactivate and remove Kanban Task Manager under Site settings >Solutions in each
(root) site where it is used.

2. Delete the Kanban Task Manager files in the Site Assets library.

3. Upload the new Kanban Task Manager WSP file to the Solutions gallery and activate
it.

4. Activate Kanban Task Manager under Manage site features on each site.

SharePoint Online: custom scripts must be allowed in the site before you upgrade Kanban
Task Manager with the WSP file.
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6.1.3 UPGRADE WITH A POWERSHELL SCRIPT

Use this upgrade method whether you have installed Kanban Task Manager with the
PowerShell script or with the WSP file and want to upgrade using PowerShell.

1. Open the new Kanban Task Manager script in PowerShell ISE or Visual Studio Code.

2. Modify the script so that it suits your installations. This is quickly done if you have saved
the part of the old script that contains the sites where Kanban Task Manager was installed.

3. Run the script to upgrade the installations in all sites that are included in the script.

6.2 REMOVE KANBAN TASK MANAGER

We of course hope that you will be satisfied with Kanban Task Manager, but if you want to
remove it from a site that is an easy process.

If your organization cancels the Kanban Task Manager subscription, the product must be
removed in all sites. The Tasks list will not be removed if you delete the Kanban Task Manager
installation files.

e To remove the Kanban Task Manager SPFX edition, remove the file from the App
catalog/Apps site. The web part will still be left in the pages where it has been used. If you
dont remove it, these web parts will be populated if you install Kanban Task Manager again.

e To remove the Kanban Task Manager Sandboxed solution WSP installation, follow step 1-2
in the Upgrade instruction above.

e To remove Kanban Task Manager with a PowerShell script, run the parts of the script that
remove Kanban Task Manager.
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7 SUPPORT

To use Kanban Task Manager, you must have a valid subscription. Free upgrades and the
kalmstrom.com Support Services are included in all subscriptions. Support is also free for
evaluators, and we welcome all communication.

7.1 CONTACT

The solutions of kalmstrom.com are designed to be very easy to deploy, use and
manage. However, if you have any kind of problems or questions about our software, there
are several ways of contacting us:

E-mail support@kalmstrom.com | Technical issues

sales@kalmstrom.com General and sales issues

finance@kalmstrom.com | Subscription issues

Teams peter@kalmstrom.com
Zoom peter@kalmstrom.com
Telephone +46 739 206 106

7.2  MORE SHAREPOINT TIPS

You surely have noticed that Kanban Task Manager uses what is best in SharePoint. For tips
on SharePoint usage in general, please refer to the Tips section of the kalmstrom.com website.
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