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System/Developer Requirements

Operating System
Microsoft Windows Server 2008, 2012

Server
- SharePoint Release 2013 (Microsoft Office SharePoint Server 2013; Microsoft .NET Framework 4.5)
- Office 365.

Note: This product is not compatible with SPS 2003, SPS 2010 and WSS v2.

Browser
Microsoft Internet Explorer, Mozilla Firefox, Opera, Google Chrome.
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Virto Kanban Board for Office 365 Adjustment

Virto SharePoint Kanban Board Add-In is a tool intended to visualize and manage tasks in
SharePoint. Using this component, you can show any SharePoint lists as a Kanban Board, where
cards are divided into the columns and swimlanes, usually depending on the status and showing
the tasks to be done. With this visual picture of the task process, managers can quickly reveal
bottlenecks and blockers of workload. Less time is spent on sorting out how projects are coming
along due to the visual method of tasks management.

Hiting: All departments (# [ 4 @ 5 | 2 Entersearch value T e

@ Front-End Develaper

Harry Ferguson Susan Vader Mzurazn Kowslski Kathy Wishmanger

City: New York City: San Jose City: New York City: New York

Years of experience: 12 .. | Yearsof experiencer 4 _ Yearsofexperience: 3 . | Yearsof experience: 7 ..
CVHanyF... Susan Vad_ Attachments: CV Mauree. | Amtachments: Resume K.

Path: Applisd Path: Applied Path: Apphed Path: Hunted

=] © Notset [=} © Not set @ 40 122020181130 | @ 6@ 12/20/2018 1200

© EBusiness Analyst

e :

Gregory Farker Caitlin Blaess: o Kimberly Connor Graham Chan
City: New York City: New York City: 5an Jose City: New Yorh
Years of experience: 5 . Years of experience: 6 .. Years of experience: 5 . Years of experience: 7 ..
Attachments: CV - &. Far... Attachments: Caitiin Else_. Attachments: CV Kim Co.. Attachments: CV Grahar..

Path: Applisd Path: Apphed
O @ 21472019 2:00 © @ 12/20/20181200

Path: Applied
@ Q
10 2/24/2018 15:00

© Web Designer Pool (0) Screening (0) HR meeting (0) Head meeting (0) Test request (0) Test review

Installation

You can learn how to install the app from the video or in the post of our SharePoint blog.

When Virto Kanban Board Add-in for Office 365 is installed, open the “Site Contents” section of your SharePoint
site, select “Kanban Board for Office 365” from the list of available apps and start using.

Sales and Marketing

Public group
Notebook -+ New 47 Siteusage ) Site workflows
Home
MName Type Iltems Meodified

Documents

I Documents Document library 32 6/23/2020 10:24 PM
Product List

O Form Templates Document library 0 6/23/2020 7:00 PM
Pages

I Site Assets Document library 8 6/23/2020 9:50 PM
Site contents

O Style Library Document library 0 6/20/2020 10:14 PM
Recycle bin

m Product List List 53 6/23/2020 7:38 PM

Edit

& Kanban Bozrd For Office 365 App 7/12/2020 3:57 PM
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Click on link with app name to configure the app.
New Authorization (Coming soon)

Now the authorization process is quite different from the previous versions. The changes will
be invisible to Azure App users. In other cases, you may need to do two additional steps to
finalize the installation and enable full Kanban functionality to its users.

So, the first part of the installation process is the same.

Step 1

Open the SharePoint site page where you want to add the App. Switch to Edit mode and click
"+" to add the App.

Step 2

Search for Virto Kanban App in the SharePoint Store and install it as you usually do (steps 2-3
described in this blog post).

Step 3

Add installed Virto Kanban as a web part to the SharePoint site page.

Starting from here, you will see two authorization requests.

Step 4

After you've added the installed App, you will see the first Authorization message. If you have

tenant administration rights, click "Accept." If not — please refer to your tenant administrator
to do this.
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B® Microsoft
avlinnik@80jx7g.onmicrosoft.com

Permissions requested

@ Virto Apps
Virto solutions ¢
This app would like to:
Maintain access to data you have given it access to
Read and write user and shared calendars
Read user mailbox settings
Sign in and read user profile

Read all users' basic profiles

< <KL

Create, edit, and delete items and lists in all site
collections

<

Access mailboxes as the signed-in user via Exchange
Web Services

Consent on behalf of your crganisation

If you accept, this app will get access to the specified resources for
all users in your organisation. No one else will be prompted to
review these permissions.

Accepting these permissions means that you allow this app to use
your data as specified in their Terms of Service and Privacy
Statement. You can change these permissions at
https://myapps.microsoft.com. Show details

Does this app look suspicious? Report it here

Step 5

Now go back to the Kanban settings. You will see that Virto Kanban requires additional
permissions. If you have tenant administration rights, click "Grant Required Permission."

Then choose the "Consent on behalf of your organization" checkbox and click "Accept." If you
do not have administrator privileges, please refer to your tenant administrator to do this.
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m Sign in to your account - Google Chrome

& login.microsoftonline.com

B® Microsoft
avlinnik@80jx7g.onmicrosoft.com

Permissions requested

& Virto Apps

Virto solutions ¢

This app would like to:
Maintain access to data you have given it access to
Read and write user and shared calendars
Read user mailbox settings
Sign in and read user profile
Read all users’ basic profiles
Create, edit, and delete items and lists in zll site collections
Read and write all groups

Read all company places

C K

Access mailboxes as the signed-in user via Exchange Web
Services

Consent on behalf of your organisation

If you accept, this app will get access to the specified resources for all
users in your erganisation. No one else will be prompted to review these
permissions.

Accepting these permissions means that you allow this app to use your
data as specified in their Terms of Service and Privacy Statement. You can
change these permissions at https://myapps.microsoft.com. Show details

Does this app look suspicious? Report it here

After that, Virto Kanban Board will be available to tenant users with its full functionality.

Important note: current Virto Kanban users may also receive the authorization request. In
this case, please ask your SharePoint administrator to add the Virto Kanban application. Or,
if you are the administrator, accept the request described above.

If you need any help with Virto Kanban authorization, don't hesitate to get in touch with our
support team at support@virtosoftware.com or submit a ticket.

License and Permissions

To configure license and permission settings, click the gear icon in the top left corner.

Note: learn more about license management and permissions in the Virto Kanban Board Permissions
Guide.

€ Back to site = o ® VIRTO

SCFTWARE

12 wiEw@ 13 wiZa 14 i+ VR |
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8
Note: when you install Virto Kanban App from the Office Store, 30-days free trial period is activated.
If the trial period is over and you have not made a purchase yet, you can continue using Virto Kanban
for free with full functionality for 3 users.

In the license center you can check the status of your license and add users to the license.

License center Admin panel

Edition: Standard Edition

Status: Valid

Domain: virto365.sharepoint.com
Licensed users limit: 14/ 100 assigned
Expires on: 30 June 2021

Payment duration: Yearly

Subscribe to Virto ONE Cloud and save up to 77% of separate apps price

= 100 + users across my company will use Virto Apps (minimum purchase for Virto One Cloud is 50 users)

Kanban Board V1 Standard V1 PRO V1 Ultimate
$1.08 user/mo $1.58 user/mo $2.46 user/mo $2.92 user/mo

You save §1 578 You save §3 726 You save $6 993

Agile Task Management for

SharePoint Online Best for companies that Best for companies that Best for companies that
need to increase general need to increase general need to get maximum
productivity in Office 365 productivity and project flexibility in Office 365

manaaement in Office 365

Ei]
Users with a license =

Today Bm+
Last login time:

Autc-zzsign license

Add and delete users and groups

‘_I Alexander Siniouguine = a Alexsy Linnik x w Dmitry Leytner b4
a Ekatering Zhemoszek b4 ﬁ Gennadiy Andriznow » o Tatizna Sushchenko »
'-3 Wadimir Motorin x Alexey Linnik * Annz Timofesve *»
Develoger Virtosoftware = g Dmitry Bobrovsky x ‘ Dmitry Malnikov x
Eilesn Dempsey = ﬁ Eugeny Listopad x konstantin Kisilevsky@virtoway.co... x
. Larisa Remneva ® @ Meria Kosareva ®¥  Enter a name or email address...
Type or paste users and groups
License managers
Add and delete license managers
i Alexander Siniouguine 4 Alexesy Linnik x '  Dmitry Bobrovsky
% Eugeny Listopad = Lariza Remneva x Tatizna Sushchenko
£ Wladimir Matorin b4 ‘ Dimitry Menikoy 4 w Dmitry Leytner
=
@_ Maria Kosareva ®¥  Enter a name or email address..
Users and groups with permissions to assign 2 icense and t=namt admins. Mo admin permissions. No beense assigned by default. If empty - sveryone has access

Back to Boards

You can also define the type of a user avatar displayed on Kanban boards (Office 365 avatars or
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SharePoint ones). Open the “Admin Panel” and select the type you need in the dropdown.

. Back to Boards
Q Global settings m

User avatars *

Use ShareFPoint avatars hd
© Use SharePoint avatars

| Use Office 365 avatars

There you can select users allowed to edit Kanban Settings. If external users have access to your
SharePoint site collection, you can also add them by typing their full email addresses.

There are 3 roles in the Virto Kanban Board App:
¢ License Manager;
* Board admin;
¢ A user with default or defined board permissions.

You can find the description of every role in the Virto Kanban Board Permissions Guide.

Then you can return to the previous page and create a new board or choose an existing board to edit
it.

Boards Page

All existing boards from current site collection will be displayed on the boards page.
There you can adjust an existing board or create a new one.

If you have no previously configured boards on this page, you will be offered to create a new board
with a new list or configure an existing list.

Create new board X
Quick Board Configure board for existing list(s)

will be created the Tasks List and Board with you will adjust the Board manually with
general settings advances settings

Creating a Quick Board

To create a new board quickly with “Quick board” feature, type a board name and customize it later.

Copyright © 2022 All rights reserved. www.virtosoftware.com
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Create new board

Virto test board

rX B
1 [

The list with the same name will be created. You can see the test task and default set of columns.
You can adjust this board by clicking Edit icon next to the board name.

€ Backtosite i Boards

Viro test board [ + P Enter search value ¢ T
© (default) (11asks)
Welcome To Virte Kanban Board 0

Priority: (2) Marmal
© Notset

The second option is to configure an existing list. Click “Edit board” to start.

= Back to site

MK Demo Board (Marketing)] & || @« = 1= [F
Edit board

@ AF Department

@ KE Department

Verizon Communications - In store General Motors - Instrument Panel UX &
ul b
Edit labels
] @8/26/2020 =7 @10/11/2020
List Setup

Start creating and adjusting a new board in the list setup tab.

Copyright © 2022 All rights reserved. www.virtosoftware.com
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List Setup Board Setup Cards Setup Advanced Setup
Board name *

MK Demo Board (Marketing)

Board description
Demonstration board with pack of test tasks for screenshots and video

Add New Board

Type a board name, add a description (optionally), and click lists picker to select SharePoint list(s)
from the site collection, which contain the data you will display on the Kanban board.

Board name *

Virto Board 1

Board description

Virto test board

Wake Board accessible on the current Site only.

Board lists *

Demo from VirtoWay Team Site
WTasks from VirtoWay Team Site

Open lists picker

Templates - save and load settings to (from) template file

Save Cancel

Choose a List

List picker allows you to choose several lists with the same content type to display on Kanban
board. The dropdown menu contains the current site collection’s sites and subsites.

Copyright © 2022 All rights reserved. www.virtosoftware.com
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Select list X

Select site * Available Content Types

VirtoWay Team Site v Task v D Search
Selected Lists: MK Demo Multiple Lists from VirtoWay Team Site  AB1 from VirtoWay Team Site

= _gb mwv 06 _test release 201007-2

_trst release 202007 -3 11111 123321123321

AB1 AB2 AB3
v

Agile Kanban Al1

Cancel

Fields and Content Types

To adjust the board correctly, it is required to know how the fields of different types correspond
to future board card fields. This is especially important, when you need to merge multiple lists in
a single board.

Available Content Types dropdown allows you to select the lists containing the chosen content
type. The “Task” content type is the most appropriate for the Kanban board and usually contains
all fields required for a board creating.

However, you should check the set of fields of the source list before choosing it (it will be
unavailable in the list picker in case it does not contain the required fields). A SharePoint list used
as a source for a Kanban board must have at least one “Choice” field and a “User” field. The
choice field is used for displaying swimlanes and the user fields will let you assign users.

To use swimlanes, you check that the SharePoint list contains fields with several values, such as
“Choice”, “Multichoice”, “User”, “Lookup”, “Boolean”, etc.

To have an ability of adding comments, check for a “Multiple Lines of Text” type column. This
field will be used for keeping comments in the list.

Copyright © 2022 All rights reserved. www.virtosoftware.com
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Select site * Available Content Types
VirtoWay Team Site w Task W
. Mot selected )
Selected Lists: MK Demo Mu n Site
lzsue
_qb mvv 06
— Task
KT Task

Summary Task

e trst release 202007

Note: you can use a library as a Kanban source, where library files are presented as Kanban
cards. The library must have at least one choice field to be used for the set of swimlanes.

The table below shows the list columns compatibility. These columns taken from 2 or more
SharePoint lists can be merged and used as:

- Kanban columns;

- Kanban swimlanes;

- required fields for a board (such as Task Title field)

For example, if List 1 is a Task list and has the “Assigned to” field renamed to the “Users” field
and List 2 is a custom list with the “Created by” field renamed to the “Users” field, this field
“Users” will be available on a board as a column or swimlane when both lists are merged.

If List 1 has the “Assigned To” field and its copy “Copy of list 2” list has the renamed field
“Assigned Users”, these fields will be available to edit and displayed on the Kanban Board, but
you can’t use them as columns or swimlanes.

List1l List 2 Available to overlay
Field Field Field Content | Field Field Field Content | +yes

Title Type Internal | Type Title Type Internal | Type - not

Name Name

Titlel Text Title Task Titlel Text Titlel Task +

Titlel Text Titlel Task Titlel Text Titlel Custom | +

Titlel Text Titlel Task Titlel Text Title Task +

Titlel Text Title1l Task Title1l Text Title Custom | +

Titlel Text Titlel Task Titlel Number | Titlel Task -

Title Text Titlel Task Titlel Text Titlel Task -

Note: if you’re changing the fields applied for the board and the new values do not appear, open
the board settings (“Edit”) and click “Save” one more time. This will let you to update the cash
data on the server and apply the changed settings.

Copyright © 2022 All rights reserved. www.virtosoftware.com
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Adding Fields to Custom List

Kanban Board App for Office 365 allows adding fields to a custom list, when you’re creating a
board from an existing list.

Start creating a list and choose “Create a board for existing list(s)”. Choose a list from your
SharePoint site in the list picker. When you have chosen a list and switched to the “Task
Information” step, take a look at the fields. Some of them are already chosen, and some of them
are not selected.

Task Information - task appearance

Task title field

Task Name N
select field which contains title of task
Card title field

Task Name ~ Mot selectad ~ Mot selectad N
field to display as a task title on card
Users field Member's filter title

Assigned To ~

select field which contains users assigned to task
Visual date field

Not selected ' Add new field €9
The text field to add comments for cards

Not selected | Add new field €
The field must be Multiple Lines Of Text type with enabled checkbox Append Changes to Existing Text. The list must have enabled lem
Version History.

Labels

Not selectad ' Add new fisld @9

You should choose the following fields: the visual date field, a text field for comments, and labels
field. And in case the list does not contain an appropriate field, just click “Add new field” next to
it. No need to navigate to the list settings and add fields. You're creating a board and adding the

required fields right here and at this very moment.

Visual date field

Not selectad ~ || Add new field @9

The text field to add comments for cards
Not selectad v Add new field @

The field must be Multiple Lines Of Text type with enabled checkbox Append Changes to Existing Text. The list must have enabled tem
Version History.

Labels

Not selectad | Add new field @9

Specify the name for your field and save it. Choose the checkbox “Require that this field contains
information” if you need it.

Copyright © 2022 All rights reserved. www.virtosoftware.com
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Add new field
List Setup dvanced Setup

This wall field be added to SharePomnt listfs)

N Field title -
Due cate

2 v e ]
Task Information - t=sl . Oate only
Require that this field contains information

Task title field * _ ‘

Yask Name mm. v
selcdﬁednﬁchmnsmk; '
Card title field *
| Task Name v | | Not selected ~ || Not selected v
ikt to Gisaisy 3 3 task btk on card - - '

The added field appears. Do the same actions for other fields, if necessary. For example, in the
same way you can create fields of multi-choice type for comments and labels.

Visual date field

Due date “ Add new field @)
The text field to add comments for cards
Not selected v Add new field €

The field must be Multiple Lines Of Text type with enabled checkbox Append Changes to Existing Text. The list must have enabled ltem
Version History.

Labels

Nat selectad o Add new field €9

The option of adding fields is available for all users with the right of creating fields.

Note: make sure you have enabled the version history for the list you’ve chosen. Or otherwise,
choose the checkbox to enable it. The version history is required for the comment field.

Search for Lists

Search field allows you to filter lists by name, according to a specified parameter.

Select list X

Select site * Available Content Types

VirtoWay Team Site v Task v MK|

Selected Lists: MK Demo Multiple Lists from VirtoWay Team Site

MK Demo Multiple Lists

v

Adding Multiple Lists

If you need to select multiple lists, choose the required content type in dropdown menu. All lists

Copyright © 2022 All rights reserved. www.virtosoftware.com
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from the selected site/subsite with this content type will be available to select.

Select list

Select site * Available Content Types

Virtoway Team Site v Task v

. Mot selected )
Selected Lists: MK Demo Mu n Site
: lssue .
_qb mvv 06 ary
— Task
KTM Task

Summary Task

_trst release 2020[}?.

Select list X

Select site * Available Content Types
VirtoWay Team Site v Task ~ 0 Search
Selected Lists: MK Demo Multiple Lists from VirtoWay Team Site  AB1 from VirtoWay Team Site
AB2 from VirtoWay Team Site  AB3 from VirtoWay Team Site
e b mvv 06 test library T test release 201007-2
. o ;

_trst release 202007 -3 11111 123321123321

AB1 AB2 AB3
v v v

ol Agile Kanban e ALT Alert for Announcements
& v

Link to the Board List

The list name contains link to this list, and you can also see the list collection where this list
belongs to.
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Select list

Select site * Available Content Types
Virtoway Team Site W Task v

Selected Lists: | MK Demo Multiple Lists from|VirtoWay Team Site

_gb mvv 06 _test library

Board Templates

Virto Kanban Board App for 0365 supports creating boards from templates.

You can find the option of saving the board as a template in the List Setup tab of board
settings. There are three options:

e Save the board as a template (save a KBOT file to your disc according to chosen
fields);

o Export board settings (save a KBOI file to your disc with the current board settings);

e Import board settings (choose a file from your disc to load previously saved settings).

List Setup Board Setup Cards Setup Advanced Setup
Board ———
N

Board name *

Demaonstration

Board description

Demonstration board with pack of test tasks for screenshots and video

Make Board accessible on the current Site only.
Board lists *
Sales&Marketing Demo & from VirtoWay Team Site

Open lists picker

Templates - save and load settings to (from) template file

Save the board as a template Export board settings Impert board settings

Save Cancel |

To save a template, find “Templates” in the List setup tab and click “Save the board as a
template”. Check the fields you would like to export and pay attention to the fields that are
not included.
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Cannot export
ID; Completed; Modified; Created: Created By: Modified By: Attachments;
Avaiable fields

available values selected values
Goal - Due Date -
Foints o Labels
Order ¢ ParentID
Priority
Project

Include content

Export to file | Cancel |

Export rules

1. You can only create a template from a board if it is based on a single list.

2. Not all fields can be added to the template. For example, external Lookup fields
cannot be exported. You can see the exact list of fields that cannot be exported from
the board in your export window.

3. You can include up to 50 cards into the template. For this purpose, subtasks are
counted as separate cards.

4. You can exclude the content and only import list fields and structure.

Make a preview before you complete the export (click “Preview data”).
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Y

Task Mame: Medicare - Platform for better handling patients
Predecessors:

Priority: (1) High

Task Status: \Waiting on someone else

% Complete: 0.5

Assigned To: mk@virtoway.com

Description:

Start Date: 13.08.2020 00:00.00

Due Date:

Parent ID:

KanbanComments:

Labels: Meeds duscussion; Partnership; Test Mode; Meetings; Ideas; Changes; Conference room
Project: AF Department

Task Mame: Scony Digital - Mobile App and Website

Predecessors:

Priority: (2) Normal

Task Status: Deferred

% Complete: 0.5

Assigned To: mk@virtoway.com

Description: Prepare the concept, the detailed plan is required. Present before the deadline to

discuss and...
Start Date: 25.10.2020 00:00.00
Due Date: 21.07.2021 00:00.00 <7

Export to file | Cancel

Finally, save the generated file to your disc for future use.

You also can create a new board from a template. Start creating a new board and click “Create
new board” on the Boards’ page.

& Back to site E=E Boards

~+ Create new board

Favorite Boards

* ZOD N Agile Kanban * LODI Contracts
* Z O] Demonstration Demonstration board with pack of test tasks ... 9 &7 O &) [i] Help Desk

* 7O Hiring Database hiring database W 0D Marketing | VirtoSoftware
* 0D MK Demo Multiple Lists

Now click “Create from a template” — the button we’ve added in this update.
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Create new board X

Quick Board Configure board for existing list(s)

will be created the Tasks List and Board with general  you will adjust the Board manually with advanced
settings settings

Create from a template

Then choose the previously saved template file from your disc and start working.

Once you create a board based on a template, you have options for customizing it to meet
your specific business needs. This way you can work with templates by saving any board
settings and content and then using the pre-saved files for extra quick adding of a new board.

Board Setup

The board setup tab contains basic board settings. Continue your new board adjustment in
this block of settings.

List Setup Board Setup Cards Setup Advanced Setup
Cancel
Columns - columns visualize the flow of work across the board m

Set of columns *
Task Status v

Mot Started Waiting on someone else Completed

Columns

Usually columns visualize the flow of work across the board, though you may have your own
concept and apply another field for columns.

Choose the “Set of columns” list field, which will be used for generating columns for Virto
SharePoint Kanban. This field must be of choice type.
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List Setup Board Setup Cards Setup Advanced Setup
Cancel
Columns - columns visualize the flow of work across the board m

Set of columns *

Task Status v
Mot Started Waiting on someone else Completed
Title *
Mot Started

Column value
Mot Started

Max work tasks *
20

count €

When you have assigned a field for columns, all choice values from this field will be displayed as
columns. Then, you can choose the exact columns that will be displayed on board.

Click “...” next to a column name to define the position of the column (move columns left or
right) or delete it.

Delete
Title *
Move left
Deferred
Move right
Column value
Deferred

“Insert left” and “Insert right” buttons from dropdown allow you to add back the previously
deleted columns.

L1 1)
Completed Naiting on someo
Delete
Move left
Move right

Insert left

Insert right

You can specify a custom title for each column; in this case the column name will be left
unchanged in the list.

Copyright © 2022 All rights reserved. www.virtosoftware.com



http://www.virtosoftware.com/

22

Not Started Tasks

Title *

Not Started Tasks

Column value

Not Startec

WIP Limit

You can set the WIP limit (work-in-progress limit) and specify maximum count of items in a
column. If the WIP limit is exceeded, the column will be highlighted with red. The first and the
last columns do not have WIP limit.

Note: the WIP limits don’t work in the default swimlane.

“Enable WIP restrictions” checkbox disables adding new tasks in a column with exceeded WIP-
limit.

Enable WIP restrictions

WIP limit for each swimlane

2

Max work tasks

20

Count ﬂ

WIP-limit appears at the bottom of the column.
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Write webinar agenda a

Hours: 2
Task Name: Write webinar agenda
Due Date: 9/29/2018

© 9/13/2018 11:23 PM

Publish post 6

Hours: 3
Task Name: Publish post
Due Date: 9/21/2018

@ 9/19/2018 10:57 AM

Publish ads

Hours: 3
Task Name: Publish ads
Due Date: 9/27/2018

© 9/19/2018 8:09 PM

“Max work tasks” option allows you to set the count of maximum tasks available to display in
this column. Setting the value to 0 specifies no task count limit. This feature may be useful if
you work with large lists with a lot of tasks in a column.

Max work tasks =

20

With SharePoint Kanban Board, you can use the count feature to aggregate data for columns.
This can be used, for instance, if a task has a "Hours" field (custom content type field), that
defines the time required for task closing. You can select this field and choose the Sum function
(you can also use the Average function to count average value). Now, the time required for task
closing will appear above all tasks from this column.

Click "+” next to the “Count” and set values in appeared pop-up window, then click "Save" to
save the settings.
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Not Started Tasks

Title *
Count option performs calculations of the values shown in the entire column
| Completed
Name *
Hours
Column value
Completed
Field *
) ) Hours
Work in progress lim
0
- B Function *
Setting it to 0 specifiez no
sum

Max work tasks *
20

The maximum number of t

Count o

Current version of Virto Kanban has two functions — Sum and Average.

Note: selected task field must contain a number.

Now, total cCount shows the total amount of hours for "Completed" column.

Cnmpleted Hours: 3

Count X

Upload images s Performance s
w testing y
Task Name: Upload images Task Mame: Performance
Attachments: False testing
Attachments: True
Hours: 3

Click “X” next to the Count name to delete this Count.

Max work tasks *

20

count €9

Hours X

Swimlanes

Swimlanes visualize different classes of work as horizontal lanes on the board.
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MK Demo Board (Marketing) & 0] # & |z |7

e AF Department

Ford Moter - In-dash Ul ‘0 Sony Digital - Mobile App and Website ‘0 Exxon Mebile - Internal communications ‘0 3
28 -~ app 28
Edit |zbale
=] ©10/12/2020 =] ©8/26/2020 =8 ®10/8/2020
ENP Paribas - Android App ‘0 UnitedHealth Group - Website McKesson - Motion Graphics
-8
I
=] ©10/12/2020 Q2 @10/11/2020 > @10/12/2020
Penster Docs - Social Pet responsive platform ‘0 Daimler- Digital Brochure e
-8

(=N ©10/14/2020 2 ©8/19/2020

© KE Department

I

Verizon Communications - In store General Motors - Instrument Panel UX & Ul ﬁ Cardinal Health - Promo Landing ﬁ
- hS
Edit lzbels
=] ©8/26/2020 =) ©10/11/2020 i &10/12/2020
| JPMorgan Chase - Financial Dashboard General Electric - Tablet App a | Samsung - Digital Market Place ‘0
w

Default swimlane is used as a main Kanban section if there are no other swimlanes.
All tasks not fitting to other swimlanes conditions are automatically placed in default swimlane.

You can create swimlanes by selecting a list field. For example, you can use swimlanes to
distinguish task priority (“High”, “Normal”, and “Low”) or create swimlanes by Assigned User field
or a Project.

If the list fields contain several values, for examle Choice, Multichoice, User, Lookup,
Boolean, etc.), it can be used as a swimlane field.

Swimlane field

Priority

add swimlane o

(default lane) Name *

(1) High (default lane)

(2) Normal

Is collapsed by default

(3) Low

This lane is the default lane. Tasks not satisfying a condition from other swimlanes are placed in
this lane.

Now, you can select a swimlanes set to be displayed on Kanban Board. Click on dots to
remove swimlane or move it up or down, then add more swinlanes. The default swimlane
can be also deleted.
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add swimlane )

(default lane) Name *
PPN = U

Delete

(2) Normal
Move up
(3) Low Maove down

You can rename swimlanes.

AF Department

Name *
KE Department AF Departmen
Value

AF Department

Is collapsed by default

If you check the box “Is collapsed by default”, this swimlane will be collapsed in hidden view
when you open your Kanban Board. Also, any swimlane is collapsed by default if it does not

contain any tasks.

AF Department

KE Department

Mame *

AF Department

Value

AF Department

|s collapsed by default

€ AF Department

@ KE Department

Verizon Communications - In store

Edit labels

= ®8/26/2020

JPMorgan Chase - Financial Dashboard

Edit labels

= @8/26/2020

General Motors - Instrument Panel UX & ‘e
ul i

(=} ™10/11/2020
General Electric - Tablet App 0
[ &) @D8/14/2020
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You can apply the task sorting feature to change the order of tasks inside a column or inside a
row.

Sorting *
Manually v

Manually
Ascending

Descending

Dynamic swimlanes (values are taken from the list)

Sorting manually means sorting with drag-and-drop feature. You can also sort tasks in
descending or ascending order by title.

Allow to drag tasks between swimlanes

Allow to change task value by moving item to default swimlane
Hide empty swimlanes

Separated columns scroll for multiple swimlanes

Dynamic swimlanes (values are taken from the list)

Display tasks total count for swimlanes

1) “Allow to drag tasks between swimlanes” checkbox allows you to move task
between swimlanes. The task will change the corresponding field in the source list
accordingly. For example, if the swimlane is defined by a project field, it will be
changed to another poject.

2) “Allow to change task value by moving item to default swimlane” checkbox option
is intended to change task value after you move it to the default swimlane. If this
checkbox is selected, you should choose a new value after moving the task or leave
this field empty.

© Low (0tasks)

Publish ads & Publish an article ‘

in blog
‘Start Date: 8/29/2017 Start Date: 8/29/2017
Due Date: 8/30/2017 Due Date: 8/30/2017
% Complete: 0% % Complete: 0 %

@ 8/30/2017 @ 8/30/2017

Priority
* Not selected

© (default lane) (0 tasks)

Not Started Tasks

Buy coffee

‘Start Date: £/29/2017
% Complete: 0%
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3) “Hide empty swimlanes” option allows you to hide swimlanes that don’t contain any
tasks at the moment. You can show them again using the button on the board

header.

€ Back to site

Virto Board (# M + . A Enter search value = IF
e (1) High | Show empty swimlanes |

e (2) Normal

4) “Separated columns scroll for multiple swimlanes” option allows you to scroll the
columns of muptiple swimlanes seperately.

5) If you enable checkbox “Dynamic swimlanes”, the values will be taken from the list
without the ability to customize them. This feature may be useful if the swimlanes
set of your source list is always being changed. In this case, you don’t have to change
the swimlanes settings in Kanban Board and the swimlanes will be added or deleted
automatically. If you always use a concrete set of swimlanes for this board, you may
disable this option and customize the swimlanes more flexible.

If you choose the “Dynamic swimlanes” checkbox, there are displayed more options.

Dymamic swimlanes (values are taken from the list)
Add swimlane for tasks without defined value of the field used as swimlane

Is collapsed by default

“Add swimlane for tasks without defined value of the field used as swimlane” option adds
default swimlane, where the tasks which values don’t fit to current swimlanes set (for
example, their value field is empty) are placed. You can name this swimlane.

6) “Display tasks total count for swimlanes” option allows you to count the number of tasks
in chosen columns of a swimlane. You can check the required column to use them for
calculating the total amount of swimlane’s tasks.

Total count option for swimlanes allows you to count the number of tasks in chosen columns of a

swimlane. You can check the required column to use them for calculating the total amount of
swimlane’s tasks.
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Display tasks total count for swimlanes

Select columns that will be used in tasks total count for each swimlane

Mot Started
In Progress
Waiting on someone else

Completed

In the following example, the total count of tasks for “High priority” swimlane from the “In Progress”
and “Completed” columns is 5. The column “Not started” was not calculated.

© High priority (5 tasks)

: I8 K

Team 0 r

#
meeting ’ Z
Start Date: 3/31/2016

Due Date: 3/9/2016
% Complete: 0%

@ 3/9/2016

Views & Filters

Write webinar ‘ Performance et Presentation O Departmental O
tuning & budget

agenda

Start Date: 8/24/2017 Start Date: 3/1/2016 Start Date: 8/23/2017 Start Date: 8/24/2017
Due Date: 8/24/2017 Due Date: 9/15/2016 Due Date: 8/26/2017 Due Date: 8/24/2017
% Complete: 0 % % Complete: 0 % % Complete: 50 % % Complete: 50 %

© 8/24/2017 ® 9/15/2016 © 8/26/2017 @ 8/24/2017

Buy coffee

Start Date: 8/29/2017
% Complete: 100 %

Performance
testing

Start Date: 7/29/2016
Due Date: 7/30/2015
% Complete: 100 %

© 7/30/2015

You can choose list views for each list to filter tasks on the board.

Views & Filters views & Filters description
Allow filter by user

Sales&Marketing Demo

Select list views to apply them as filters

All Tasks
Late Tasks °
Completed o
My Tasks

Gantt Chart

ralendar

Upcoming

>

Upload images qp
Start Date: 6/4/2016

Due Date: 5/6/2016

% Complete; 100 %

© 5/6/2016

If you choose the “Allow filter by user” checkbox, user filter will be added to Filters on the

board.
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Views & Filters views & Filters description

Allow filter by user

Sales&Marketing Demo
Select list views to apply them as filters
avallable values

All Tasks

30

@ Apply

Filters &

Members

e Anna Timoni
‘e Maria Kosareva
Ty &

Click “Filter on” / “Filter off” button in the right upper corner to display or create filters.

A M & e

£ Enter search value T

o \/IRTO
SOFTW,

¢ 9 A

Waiting on someone else + Completed +

Exxon Mobile - Internal
communications app .

(=N @10/8/2020
Current views
Tacks
ENN e
Fes
Y Filters X
San
Dol

| Tasks In August / B8
By Uroenttasks 7 0

‘sun & Pesonalfiter # @

. ©

Members

0 Alex Ant
.’

You can define which list views to use as filters.
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Views & Filters views & Filters description
Allow filter by user

Sales&Marketing Demo

Select list views to apply them as filters

All Tasks - Late Tasks

Completed o Upcoming
Gantt Chart o My Tasks
Calendar

To apply the filter, click “Filters” on the Kanban board, choose a filter for a list and click “Apply”.

Z Apply

Current views

Sales&Marketing Demo

[ Upcoming v ]

Mot selected

- Lat= Tasks
. Upcoming

My Tasks

w Anna Timofeeva

Cards Setup

Continue your board adjustment in the cards setup tab.

List Setup Board Setup Cards Setup Advanced Setup
. Cancel
Task Information - task appearance m

Task title field *

Task Name v
Card title field *

Task Name v Mot selected w Mot selected v

Task Information

You can customize the task information and card appearance in the “Task Information” block of
settings.
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Choose a field to be displayed as a task title. You can add any list field to display it on the board

(for example, task or project name).
Task Information -task appearance

Task title field *
Task Name
Card title field *

Task Name Not selected Mot selected

In this example, the task title field is equal to the card title field.

Completed

Buy coffee

Buy coffee .

Start Date: 8/29/2017
% Complete: 100 %

Task Name: Buy coffee
Start Date: 8/29/2017

In another example, the task title field of item is an actual task name. And the Card title field for
displaying on the task body contains the value from the column “Project” (the custom column
added to the current Content Type).

Task title field *

Task Name

Card title field *

Project

Completed

Project A 0

Start Date: 8/29/2017
% Complete: 100 %

Buy coffee

Task Name: Buy coffee
Start Date: 8/29/2017

Note: the card title may contain up to 3 list fields.
Then you should select from which field users assigned to a task will be taken.

Users field *

Assigned To

: Aszzigned To
| hei

Created By

| Modified By
Labels
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You can select a date field to display on the bottom of card. For example, you can display Due
Date field to track overdue tasks on your board or use Start Date.

Visual date field
Start Date

| Not selected
Start Date
Due Date
Modified

| Created

In Progress +

Fannie Mae - Mobile App [9

3 ®10/20/2020

Labels
SharePoint Kanban Board labels are actually color-coded tags on Kanban cards.
Labels

Labels

llow users with edit rights to add new labels

B

In Progress +

IMedicare - Platform for better handling [@

patients
Priority: (1) High
|

{=] @Mot set

Label values are taken from a custom multichoice column added to your Kanban list.

Copyright © 2022 All rights reserved. www.virtosoftware.com



http://www.virtosoftware.com/

34

Settings + Edit Column o

Mame and Type Column narme

| Labels

The type of information in this column is:
(0 Single fine of text
2 Multiple lines of text
® Chaoicz (menu to dhoose fram)
O Mumber (1, 1.0, 100
(O Currency (5, ¥, £)
(O Date and Time

Acditional Calumn >EINgs :‘Es:riptiﬂn:

e

Require that this column contains information:
O Yes @ Mo
Enforce unique values:
Yes o
Type each choice on a separate line
needs duscussion
partnership

Display dhoices using:
(O Drop-Diown Menu
O Radio Buttons
Checkboxes (allow multiple selections)

Just choose this column in the cards setup settings block.
You can also allow users with Edit permission (selected in Kanban Settings > Advanced Setup >

Permissions) to create and edit labels (values from multichoice column). You have to add Labels
column to Kanban card edit form to manage values and colors.

& Back to site 282 Boards

MK MK test (& [ MK MK TEST ITEM #1
IMedicare - Platform for better handling patients
© (default)
Task Status *
In Progress
Welcome To Virto Kanban Board ‘ Assigned To
Priority: (2) Normal ﬁ Maria Kosareva X  Enter a name or email address...
o) ONot Labels
New label: partnership EATa43 o
Priority
(1) High
Description
Paragraph viA v = = =
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Appearance

The size of tasks on your board is also can be adjusted. You can select the Small, Medium, or
Large task’s size to match the board design.

Card size

Small Get caught in a summer rainstorm
s, Medium

Large Priority: (2) Normal

% Complete: 50%

Card fields settings allow you to define the set of fields displayed on task body.

Card fields
Card fields

D Priority
Task Name % Complete
Predecessors

Task Status

Assigned To

Necrrintinn

Hide empty fields

General Electric - Tablet App

4

Priority: (2) Normal
% Complete: 50%

o O]

Note: you can allow users to add choices to fill-in choices fields.
When you have to add some new values to the choice type fields, you usually leave the Virto Kanban
interface and access a SharePoint list to make changes. Sometimes these new choice values appear

during the work process and require extra time to manage them. You can enable 'Fill-in' choices
feature for a column to allow end users to add choice values right on SharePoint Kanban Board.

Tooltip

You can also define which fields will be shown in a task pop-up window — in a tooltip.
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Tooltip - task callout settings

Tooltip fields
available

D

Task Name
Predecessors
Task Status
Assigned To

Parant 1IN

Callout fields description

Sony Digital - Mobile App and Website @

Priority: (2) Normal }
% Complete: 80°%
|

=’} @10/26/2020
UnitedHealth Group - Website

Priority: (2) Normal
% Complete: 30 %

@MNot set

2

Daimler- Digital Brochure

Priority: (2) Normal
% Complete: 50 %

Comments

36

selected values
Description
Due Date

Labels

00

Waiting on someone else + l

4920
Sony Digital - Mobile App and

Website

Description:
Prepare the concept, the detailed plan is required. P
resent before the deadline to discuss and...

Due Date: 10/26/2020
Labels: Needs duscussion, Partnership, Test
Mode
Maria Kosareva
g
(& Edit wee

You can add comments to your tasks. Click the comment icon and type the message you’d like to leave.

In Progress * Waiting on someone else + l

Sony Digital - Mobile App and Website @

Priority: (2) Normal
% Complete: 80%

©10/26/2020 B I U =
UnitedHealth Group - Website How is it going?|
Priority: (2) Normal
% Complete: 30 %
22 @Not set

Daimler- Digital Brochure

Priority: (2) Normal
% Complete: 50 %

@ Wl

Use the font format you wish to highlight your ideas.
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In Progress i Deferred +
Verizon Communications - In store ‘g

% Complete: 50%
Assigned To: Maria Kosareva

Labels:
Edit labels —
---------- B I U® = =@
=g OMNot set
. Yes, probably. Play with colors. I think we should
ATET- Marketing and SEO ‘g change the font also)
% Complete: 50% g

Assigned To: Maria Kosareva
Labels: |d=as, Changes

(=Y @1/25/2020 m
i

You also can attach images to the comments. Easy way to elevate your ideas visually. Click an image icon
and paste the copied link to the image to attach it. Set the width and height or alternate text if you need.
And click “Insert”.

Insert image

Web address
Alternate text
Width (px)

Height (px}

The chosen picture will appear in the comments feed.
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Verizon Communications - In store @

% Complete: 50%

Assigned To: Maria Kosareva
Labels:

Edit labels

(=N @Not set

ATET- Marketing and SEQ f

% Complete: 50%
Assigned To: Maria Kosareva
Labels: |d=as, Changes

AmerisourceBergen - Mobile App @ ‘e Maria Kosareva Jul 6, 2021 1-41-39 PM

% Complete: 50% I think it should look like this. Any
Assigned To: Maria Kosareva thoughts?

Labels:
Edit labels

Q @8/1/2020 N
= o

5]

If you create your Kanban list via Virto Kanban Quick board, this list will have “KanbanComments” field by
default. If you use already existing list, you need to add a text field to keep the comments. Create a
custom “Multiple Lines of Text” type column added to the selected content type of your Kanban list.
Please check the column has the checkbox “Append Changes to Existing Text” chosen.
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Mame and Type Column name:

Type & name for this column | KanbanComments

The type of information in this column is:

Multiple lines of text

Additional Column Settings Description:

Specify detailed options for the type of
information you selected.

s

Require that this column contains information:

() Yes (@) Mo

Mumber of lines for editing:

e ]

Specify the type of text to allow:

() Plain text

(") Rich text (Bold, italics, text alignment, hyperlinks)
@ Enhanced rich text (Rich text with pictures, tables, and hyperlinks)

@ Yes () Mo

Append Changes to Existing Text

The “Item Version History” in the list versioning settings should also be enabled. Please check it.

Home Test Subsite Community Subsite nfrastructure&Transport

Settings » Versioning Settings

Content Approval

Specify whether new items or changes to existing items should remain in a draft state unti

they have been approved. Leam about requiring approval.

Item Version History

Specify whether a version is created each time you edit an item in this list.
Versions.

Learn about

Special Projects Explorations Den

Require content approval for submitted
items?

() Yes (@ Mo

Create a version each time you edit an
item in this list?

® Yes () Mo

Kee? the following number of versions:

Keep drafts for the following number
of approved versions:

Now, you can select the field for comments in “Cards Setup” tab of Kanban Board and add it to Tooltip
and Form. In the following example, a custom column “KanbanComments” was added.
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Card fields

U-u;:L;dl_:e- se :-.".:-. e

- Priority
Parent ID
'°' % Complete
Completed
o KanbanComments

Points

Labels

Project -

Hide empty fields

TDOHip - task callout settings
Tooltip fields

::_‘.::li;r:l%l.li;l-tf_lz e

- Description -

Parent ID Due Date

Completed ° | abele 0
Points o 0

KanbanComments
Project

Modified -

Now, comments are available from the task tooltip. You can format text, add pictures and links to
comment text.

2
v
P
%
K
B I U = = g
Working on it.. |
0 | €
2
@ -
%
m K
B ‘g Maria Kosarava new
=t >
How is it going?

e
' A
[ I
The count of task comments is displayed in the left lower corner of the task card.

Sony Digital - Mobile App and Website @
Priority: (2) Normal -
% Complete: 80%

KanbanComments: Working on it.__

@10/26/2020
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If a task requires someone’s attention, you can mention this user by entering @ sign and choosing the
name from the search suggestions. The selected person will receive notification about comment to the
task, where he or she was mentioned. To enable this feature for board’s users, you need to activate
relevant notification in the board settings.

Welcome To Virto Kanban Board

O

Priority: (2) Normal
(o} (o2

Short View/Full View

€

Comments

Dmitry Bobrovsky
db@virtoway.com

R ': Dmitry Leytner
i/ dle@virtoway.com J

The short view is for the tooltip and the full view is for the edit form. Just remember it when
you’re changing the settings and decide which fields to show.

Short view | short view settings
Short view fields

ID

Task Name

Predecessors

Priority

Task Status

Full view | new/edit fu

m

Full view fields

Predecessors
Parent ID
Goal

Order

open form by double click

Description
Due Date
Attachments

Assigned To

Assigned To
Description
Start Date
Due Date

KanbanComments
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Styles

You can specify task card colors: body color, border color, and font color. There are default
styles and ability to create custom ones.

Border color * Body color * Font color *

#009cce #dbecf2 #000 Task's font colo
o [

Style rules

Add style rule

Suggested Style rules

Overdue [ o+

Name *

Overdue

Border color Body color Font color

. #0000 nherited from other styles Inherited from other styles

Conditions
And/Or Field Operator Value
+ X Due Date is less than (@Today v

+ X And Due Date is not null

+ Add new clause

DueDate is less than 2 days ()]s
High Priority ()]s
Low Priority @ <

You can set custom conditions and color-code tasks according to a condition rule. There are 4
suggested style rules already customized. You can disactivate these style rules or enhance them
with additional information (use reset button to apply new rule).

To create a new condition, click "Add style rule".
In the first example, the deep blue border marker is applied to all tasks from “Project A”.

In the second example, the green color marker is applied to body color of all tasks lasting longer
than 5 hours.
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Project A [}

Name *

Project &
Border color Body color Font color
i sas5acf #dbecf2 @ :oe
Conditions

And/Or Field Operator Value

+ X Froject is equal to Project A
+ X O Assigned To is equal to 39, #dh@virto.com -

+ Add new clause

Time consuming tasks ]

Name *

Time consuming tasks

Border color Body color Font color
@ z009ccc #91ed9d @ :oe
Conditions
And/Or Field Operator Value
+ Hours is greater than 5 -

+ Add new clause

If the condition is true for the task, it will look like the example below.

In Progress +

Presentation . Departmental budget .
Project: Project C Project: Project A
@ 9/2/2017 @ 9/1/2017
Performance testing -.%
Hours: &
Project: Project B
@ 9/1/2017
3/0

You can create another condition by clicking on "+" or delete condition by clicking "x".

If you have selected several lists to be displayed on this board, you can apply the list filter and
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create a precise multi-step condition for a particular list.

Note: if you create several style rules and a task matches more than one rule, only the first rule
will be used.

Note: you can use drag and drop feature to place one of the created rules above the other rules
and make this first rule prioritized.

Now you can save this board or proceed to advanced settings.

You have completed general Board configuration. You can adjust additional settings now or later.

Advanced Setup Go to Board

Advanced Setup

Use advanced setup settings block to complete the board adjustment. This is not required, but
may be quiet useful for most cases.

Board Setup Cards Setup Advanced Setup
q C |
Filters Filters description m ance

Add filter

High priority th @

Filters

You can adjust filters for tasks. Click “Add filter” and define custom conditions. Check the box
“is enable by default” to apply filter to default board view.
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Filters

Add filter

Urgent tasks e

Mame *

Urgent tasks

is enable by default

Conditions operator

@ AND
OR
Conditions
And/Or Field Operator Value
+ X Due Date is greater than or e @Today- 3 -
+ X and Due Date is less than {@Today+ 1 -

+ Add new clause

A date filter allows you to choose the date limitation manually. Today +1 is tomorrow, Today -
7 is a week ago, etc. You can change “-” to “+” and type any other number of days.

To apply the new filter, click “Filters” on board and choose an appropriate one. Then click
IIAppIy"-

I
E Current views

Tasks

Co Mot selected

Pres:
Filters &
Start
Due
Tasks in August

Start & Personal filter
Due |

If you choose multiple filters, all the tasks that fit the selected filter will be shown. If you need
to make a more detailed sorting, use required filter conditions in a single filter. Just click “Add
new clause” and create new sorting option for the same filter.

You can copy or delete a filter, using the icons in the right upper corner of a filter.
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Add filter

Urgent tasks 2
Project 2
Notifications

You can create email notifications about any Kanban board changes. Create conditions and
define the list of users who will receive email notifications concerning these changes.

There are 4 default notifications which inform about new comments.

Notifications - email notifications about board changes

Send notification, when task has been assigned to a user

Add notification

A comment is added

Suggested Notification rules

Sugoocted Naotification mulae decerintion

New comment to task ‘[tag:Title]' (you are mentioned) D e
New comment to task ‘[tag:Title]' (assigned to you) [ ol s
New comment to task ‘[tag:Title]' (created by you) [ ol s
New comment to task ‘[tag:Title]' (you commented) [ ol s

These notifications have customized email body.
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New comment to task ‘[tag:Title]' (assigned to you)

Notification title *

New comment to task ‘[tag:Title]' (assigned to you)

1—

Format VIiAV OV B I U # =E =E E = E o @
Insert tags Recipient Name Board Link Task Link Comment value
Insert field values Add one by one - Old value = | % Complete v Add

Dear assignes (RTINS,
e ey commented on task [EEE gt @at Virto Kanban Board

Comment Value

Users can unsubscribe from comments in particular tickets

You can allow users unsubscribe from these alerts using checkbox “Users can unsubscribe from
comments in particular tasks”. In this case, users can enter their email in “Task Watchers” pop-
up to unsubscribe from current task notifications. Click the bell icon in the tooltip.

In Progress + Waiting on someone else +

Sony Digital - Mobile App and
Website ‘Q, . . ‘ 9@6
Priority: (2) Normal Sony Digital - Mobile App and

% Complete: 80% Website

KanbanComments: Working on it...

I Description: I
5 ©10/26/2020 Prepare the concept, the detailed plan is required. P
2 e resent before the deadline to discuss and. .
UnitedHealth Group - Website Due Date: 10/26/2020
o Labels: Meeds duscussion, Partnership, Test
Priority: (2) Normal Mode f
% Complete: 30%
KanbanComments: KanbanComments: !
Working on it...
‘e Maria Kosareva |
&2 ®Not set e |
(& Edit res

Daimler- Digital Brochure a |
|
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Task Watchers
55| Release documentation a

Task type: Any task updates
Created By: Maria Kras
Esthours: Enter a name or email address
= © 3/15/2019 Comments

33| Reporting part 1 ﬁ Enter a name or email address
Tasktype: New festure Ignore admin comments rule
Created By: Maria Kras _

= : Enter a name or email address
®) ® 2/7/2019

v Save X Cancel

5| Labels ﬂ I 39 | WIP limit tor column B

You can also deactivate these notifications or enhance them with additional information (use
reset button to apply new notification form).

New comment to task ‘[tag:Title]' (you are mentioned)

Enable this notification to allow mentioning users in comments
Notification title *

New comment to task Ttag:Title] (you are mentioned)

Format vIiA v O v B I U % =E E =E = £ o @ i
Insert tags Recipient Name Board Link Task Link Comment value
Insert field values Add one by one v Old value v Task Name v Add

In the following example, 2 users will receive notifications when the “Product testing” task will
be completed.
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Notifications - email notifications about board changes

Add notification
Completed task i

Notification title *

Completed task

Users receiving this notification *

ﬁ Alex Shell X Michael Rava X

Enter a name or email address...

Conditions
Task Name is equal to Product testing
Task Status is equal to Completed - ’
Condition o
Permissions

You can define board admin, set default permissions, define users with edit/view/no access
rights.

Permissions

Everyone can edit settings

Boards admin
‘e Maria Kosareva X  Enter a name or email address...

Users list with permission to edit board settings

Default user permissions *

No access v
Edit
‘e Maria Kosareva X Enter a name or email address...

Full access list for managing all tasks

View only
0 Anna Timofeeva X Enter a name or email address...

Users or (and) groups list with permission to view this board

No access

Users or (and) groups list with no access to this board
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Please check for detailed permissions information in the Virto Kanban Board Permissions Guide.

Additional

Additional options are placed int this block of settings.

Additional

Show/Hide “Add new task” button

Allow editing directly on card

Select the checkbox “Add new task” to show the add button on the board.

Back to site 222 Boards
&

MK Demo Board (Marketing) (& [ @ & |z |7 Add task

e AF Department

Ford Motor - In-dash Ul Sony Digital - Mobile App and
‘9 5 Website @ 5
Priority: (1) High Priority: (2) Normal
% Complete: 0 % % Complete: 80 %
KanbanComments: KanbanComments: Working on it...
!E_C_|[t_ I_ql_:_e_l_q ]
= @10/2/2020 22 ®10/26/2020

The “Allow editing on card” option allows to edit task values right from the card. If you pit a
cursor on the field in the card and it appears as underlined, you can edit thie field right on the
card. Use this option to edit task fields without opening the full edit form.

[ [
Sony Digital - Mobile App and Sony Digital - Mobile App and
N Website a

Website
Priority: (2) Normal

KanbanComments: Working on it...

2 @10/26/2020 2 @10/26/2020
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Using Virto Office 365 Kanban Board App
Managing Tasks

Virto Office 365 Kanban Board App allows users to manage tasks grouped in columns and rows
(swimlanes) according to their values.

&= Back to site

MK Demo Board (Marketing) (& [0 @ »~ |z |7 Add task P enter search value T &9

o AF Department

Ford Motor - In-dash Ul @ Sony Digital - Mobile App and Website @ Exxon Mobile - Internal communications Q 3 American Airlines - Responsive Website @

x » app 3 »
Priority: (1) High Priority: (1) High Priority: (2) Normal Priority: (2) Normal
% Complete: 0% % Complete: 80% % Complete: 50 % % Complete: 100 %
Edit abels ——
=1 ©10/2/2020 22 ©10/26/2020 21 ©8/31/2020 21 O@Not set
BNP Paribas - Android App @ UnitedHealth Group - Website ‘Samsung - Digital Market Place @ AT&T- Marketing and SEQ @
Priority: (1) High ~— Priority: (2) Normal Priority: (2) Normal ~— Priority: (2) Normal -~
% Complete: 0% % Complete: 30 % % Complete: 100 % % Complete: 100 %

Edit labels
=1 ©10/2/2020 22 ©Not set (=7 ©10/12/2020 =] ©8/2/2020
N . . .

o KE Department

Verizon Communications - In store General Motors - Instrument Panel UX & Ul @ Cardinal Health - Promo Landing @ CVS Health - UX for In-store app map

Priority: (2) Narmal Priority: (2) Normsal -~ Priority: (3) Low . Priority: (3) Low

% Complete: 0% % Complete: 50% % Complete: 0% % Complete: 100 %

Edit Jabels Edit labels

=1 ©Not set k=1 ONot set 1= ©Not set =] @Not set
‘ ‘ ‘ ‘

Copy to the Clipboard

Use the “Copy” button on the board header to copy the board link to your clipboard.

4= Back to site

MK Demo Board (Marketing) &) T |& »~ 1= |3

Add task
© AF Department

Ford Motor - In-dash Ul ‘e Sony Digital - Mobile Apg

Priority: (1) High Priority: (1) High
% Complete: 0% % Complete: 80 %

You can also copy link to a task from the tooltip or task edit form.
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In Progress + Waiting on someone else + Completed

Sony Digital - Mobile App and Website =
, 22D

American Airlines - Resp

Priority: (1) High ; Sony Digital - Mobile App and Copy this task link to clipboard

% Complete: 80 % Website omplete:
] I
22 @10/26/2020 =21

Description:
Prepare the concept, the detailed plan is required. P
resent before the deadline to discuss and...

UnitedHealth Group - Website AT&T- Marketing and SE
Priority: (2) Normal Priority: (2) Normal
% Complete: 30 % Due Date: 10/26/2020 % Complete: 100 %
1 I

Labels: Needs duscussion, Partnership, Test
&2 ONot set Mode (=7
2 z
‘e Maria Kosareva
g &
[ Edit ses

232 Boards

& SALESARMARKETING DEMO ITEM # D)
Sony Digital - Mobile App and WEI Copy this task link to clipboard

Task Status
- In Progress

| Assigned To

‘e Maria Kosareva ¥  Enter a name or email address...

Labels

_- Test Mode X  Enter label name...

Priority
(1) High

Add Task

Use “Add task” button to add new tasks to this board.

= Back to site

MK Demo Board (Marketing) & ) @ » = [F £ Entersea

@ AF Department

Not Started In Progress + ] Waiting on someone else + ]
Ford Motor - In-dash Ul Sony Digital - Mobile App and Website Exxon Mobile - Internal
@, @_ communications app Je,
Priority: (1) High Priority: (1) High Priority: (2) Normal
% Complete: 0% % Complete: 80 % % Complete: 50 %
Edit labels
= @10/2/2020 22 @10/26/2020 21 ©8/31/2020

If there are multiple lists added to the board, select a list where this task should belong to.
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&= Back to site

MK Demo Multiple Lists @ T |2 |F

MK Demo Multiple  VirtoWay Team

© (default lane)

Not Started Sales&Marketing VirtoWay Team
JPMorgan Chase - Financial Medicare - Platform for better
Dashboard | | handling patients | |[Maria \
Edit labels Edit [abels
@8/26/2020 38/14/2020
L' [

You may also use “+” to add a task directly to a required column or swimlane.

6 AF Department

Not Started (+]
Ford Motor - In-dash UI ‘e
Priority: (1) High '

% Complete: 0%

Edit labels

24 ©10/2/2020

Hide/Collapse Swimlanes

Use “Hide empty swimlanes” button to hide all swimlanes that do not contain any tasks at
the moment.

MK Demo Board (Marketing) & O @ | » 1= IF
@ AF Department

Ford Motor - In-dash Ul ‘e Sony Digital - Mobile App and Website ‘e
Priority: (1) High g Priority: (1) High =
% Complete: 0% % Complete: 80 %

Edit labels 1

= @10/2/2020 2 &10/26/2020

You can collapse or show all the swimlanes at once. Use the special icon.
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é Back to site ﬁ Boards

Demonstration [ [ <3 |2 17= ¥ viewby:| Project v Add task

| Collapse all swimlanes |

@ AF Department

Switch Swimlanes

You can change the field directly on the board and view tasks grouped in swimlanes. No need
to open the settings and make modifications. Just choose the swimlane field from the
dropdown.

&~ Back to site = Boards
Marketing Demo (& [ @ \."x‘:.r.':wyl Project v | Add task

Predecessors .

| @ Blog Posts I Priority
Not Started Assigned To Waiting on someone else &

Parent ID

Backlink Outreach for Existing Posts Yost ﬁ New video on demo Oﬁ
Area v, i

Priority: (2) Normal labelsChoice Priority: (2) Normal

(=] ONot st ®ONot set = ONot set
Labels 5

New Blog Post: How to Market Introduction Video to Onboard ‘Q

Effectively on a Budget Users >

Priority: (2) Normal Priority: (2) Normal

(=) ONot set (=) O®ONot set

|6 Facebook & Video I

New Blog Post: New Approach Check Activity Q Welcome Video for Best Product

Priority: (2) Normal Priority: (2) Normal Priority: (2) Normal

(= ®Not set f= ®Not set (=N ®Not set
Move Task

To change the value (usually, status) of a task, drag and drop this task to the required column or
row.
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In Progress + Waiting on someone else +

Sony Digital - Mobile App and Website Exxon Mobile - Internal
b, communications app .,
Priority: (1) High Priority: (2) Normal
% Complete: 80 % % Complete: 50 %
|
2 @10/26/2020 = @8/31/2020
Samsung - Digital Market Place ‘e
Priority: (2) Normal ' UnitedHealth Group - Website
% Complete: 100 %
Edit Iabels Priority: (2) Normal
e @10/12/2020] % Complete: 30 %
|
=2 @Not set
3

View and Edit Task

Click a task to view brief information about it in the tooltip.

In Progress + Waiting on someone else +

Sony Digital - Mobile App and Website
€ FEED

Priority: (1) High Sony Digital - Mobile App and
% Complete: 80 % Websiie
]
2 &10/26/2020

- Description:
ST = LA TR T ‘e Prepare the concept, the detailed plan is required. P
Priority: (2) Normal resent before the deadline to discuss and...
% Complete: 100 % Due Date: 10/26/2020
Edit labels Labels: Needs duscussion, Partnership, Test
oy ®10/12/2020 Mode

‘e Maria Kosareva
& Edit wee

You may edit task from a full Edit form or right on the card if you have enabled option
“Allow editing on card” in the settings. You can edit card fields underlined by a white dotted
line. With this option, users may edit task fields without opening the full edit form.

Note: by the way, if you change the percentage complete to 100, the task will be automatically
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moved to the “Completed” column.

In Progress + In Progress +

Sony Digital - Mobile App and Website ‘e Sony Digital - Mobile App and Website ‘e

Priority: (1) High o Priority: (1) High '

% Cnmplet- % Complete: 100

2 @10/26/2020 =2 ®10/26/2020
Task Watchers

Click on bell icon in the right upper corner of ¢ task tooltip to assign task watchers.

&= Back to site 888 Boards

MK Demo Board (Marketing) @ T @« » = |7

© AF Department

Ford Motor - In-dash Ul @
A 500
Priority: (1) High Ford Motor - In-dash Ui
% Complete: 0%
Edit [abels
oy &10/2/2020 Due Date: 10/2/2020
BNP Paribas - Android App ‘e @ Maria Kosareva
Priotity: (1) High u o
% Complete: 0% & Edit wee
=] &10/2/2020 I o) @MNot set

Task watchers receive email notifications about any changes in this task.

© AF Department

Ford Motor - In-dash Ul @

Priority: (1) High ' Task Watchers

% Complete: 0%

Edit labels

o 310/2/2020 Any updates of this task

BNP Paribas - Android App ‘e die@l J
Priority: (1) High ' ; .'.- Dmitry Leytner

% Complete: 0% dle@virtoway.com

= @10/2/2020 | — el
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Leave Comments

You and other users can leave comments to the board tasks. To add a new comment, click comments
icon on the tooltip and start typing.

@ AF Department

Ford Motar - In-dash U @

Priority: (1) High : Ford Motor - In-dash Ul

% Complete: 0%

Edit labels

(=N ©10/2/2020 Due Date: 10/2/2020

BNP Paribas - Android App @ @ Maria Kosareva

Priority: (1) High ! o

% Complete: 0% (£ Edit “ee
] 10/2/2020 I "l @MNot set

The comments history will appear in the tooltip as well.

© AF Department

Ford Motor - In-dash Ul ‘e

Priority: (1) High '

% Complete: 0%

Edit labels

1 ©10/2/2020 B I U & = < (&
BNP Paribas - Android App ‘e still working||

Priority: (1) High '

% Complete: 0%

o @10/2/2020

[

@ Maria Kosareva new
@ L3l D Any changes, guys?

Not Started + . i
Maria Kosareva new

I Verizon Communications - In store How is it going?

Task History

Task history is available for tasks in the tooltip pop-up.
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Note: make sure the “Item Version History” option is enabled in the list versioning settings.

In Progress + Waiting on someone else +

Samsung - Digital Market Place
, - 4950
Priority: (2) Normal Samsung - Digital Market Place
% Complete: 50 %
Edit labels
= ©10/12/2020 Due Date: 10/12/2020
General Motors - Instrument Panel UX & Ul ‘e le Maria Kosareva
Priority: (2) Normal g -
% Complete: 0% [ Edit ee
=1 @Not set I =22 @Not set

This way, you can track the task history and see all the changes.

In Progress + Waiting on someone else +

Samsung - Digital Market Place ‘e
Priority: (2) Normal !
% Complete: 50 %
Edit labels
oy O10/12/2020 No. Medified Modified By
12.0 10/23/2020 24742 AM Maria Kosareva
General Motors - Instrument Panel UX & Ul Task Status  In Progress
. @- % Complete  50.00 %
;T;::;&::‘g? al 1107 10/23/2020 2-29-39 AM Maria Kosareva
Project AF Department
o @MNot set 10,0 10/7/2020 9:58:53 AM Maria Kosareva
2 Project KE Department
9.0 10/5/2020 9:40:17 AM Maria Kosareva
Task Status  Waiting on someone glse
8.0 10/2/2020 4:31:28 AM Maria Kosareva

Task Status  Completed

% Complete  100.00 %
. ]

Note: any changes of attachments and pictures are not displayed in both task and board history.

Edit/View Form and Remove/Clone Task
There are additional actions available when you click on dots in the tooltip: you can open edit or view

form, remove task or clone it. When you clone a task, it is opened in a new task’s edit form that
contains all field values from the cloned task.
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In Progress + Waiting on someone else +

Samsung - Digital Market Place ‘e

Priority: (2) Normal Edit form

% Complete: 50 %
Edit labels

e @10/12/2020 Due Date: 10/12/2C

View form

Remove task

General Motors - Instrument Panel UX & Ul Maria Kos
o |y Clone task

Priority: (2) Mormal
% Complete: 0% [# Edit "ee

= ONot set I =2 @Not set

Note: Attachments and images can’t be transferred to a cloned task.

Task Filters

There are the following filtering options available for the Kanban Board: search control, sorting,
and more specific condition filters.

_ — & VIRTO
4= Back to site £22 Boards A M & e SC}FTCWARE

MK Demo Board (Marketing) @ T @ Add task £ Enter search value ¢ 9

© AF Department

Search control allows you to show only tasks matching to any entered task values (text, numbers,
and symbols) that are displayed on cards.

MK Demo Board (Marketing) (& T @ » [z |F General T & 9

© AF Department

General Motors - Instrument Panel UX & Ul ‘e

Priority: (2) Normal
% Complete: 50%

= @Not set

@ KE Department

General Electric - Tablet App a

Priority: (2) Normal
% Complete: 50%

= @Not set <

If you enable tasks sorting according to a specified field in the settings block, you may apply this
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filter on Kanban header and sort tasks in ascending and descending order by the selected field.

&= Back to site

MK Demo Board (Marketing) @ O @« »~|1z] |5 Add task L Enter search value

@ AF Department % Complete

Not Started Created
Ford Motor - In-dash Ul ‘i Due Date & Ul @
Priority: (1) High ) -
% Complete: 0% Modified
Edit labels . f—
Q4 @10/2/2¢ "oty ©Not set
BMP Paribas - Android App ‘Q Task Name @
Priority: (1) High - Priority: (2) Normal —
% Complete: 0% % Complete: 50%
Edit labels

=] @10/2/2020 ] @10/12/2020

2 2

Click “Filters” icon in the right upper corner to open filters.

‘ - 2 £ VIRTO
€ Back to site £22 Boards 4 M & @ ‘USC}FTWAR

MK Demo Board (Marketing) (& [ « > |z |7 L Enter search value ‘5 D

@ AF Department

Ford Motor - In-dash Ul General Motors - Instrument Panel UX & Ul Exxon Mobile - Internal
@ Az @ " communications app

Priority: (1) High Priority: (2) Normal Priority: (2) Normal
% Complete: 0% % Complete: 50% % Complete: 50%
(=% @10/2/2020 (=’ @Not set 21
BNP Paribas - Android App @ Samsung - Digital Market Place ‘e UnitedHealth Group - Web
Priority: (1) High > Priority: (2) Mormal = Priority: (2) Mormal
% Complete: 0% % Complete: 50% % Complete: 30%

!E_Q[t_l_a_tggl_s: |
= ®10/2/2020 =] @10/12/2020 22

Select the required list view from the dropdown to filter tasks on the board. This option is available
only if a view filter is adjusted in Settings.
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sss Boards

|_J Current views

Sales&Marketing Demo

[ My Tasks W
Waiting on someone else
Not selected
trument Panel UX & Ul Exxon Mabile - Internal
communications app My Tasks
Priority: (2) Normal
% Complete: 50 % Upcoming
Members
@Not set 21 @8/3

arket Place ‘ e Anna Timofeeva
‘e Maria Kosareva

You can use custom condition filters created in the app settings (“Advanced Setup” block) or create a
new filter from the board view, using the edit button next to filters.

Filters| &

High priority

Members

a Anna Timofeeva
‘Q Maria Kosareva

Define the filter parameters according to your needs.

Name *

To Discuss

is enable by default

is available for everyone

Conditions
Labels W iz equal to w Meeds duscussion -
+0R
+AND

Add Conditions Set

In the example below, tasks with “Needs Discussion” label are selected for the “To Discuss” filter.
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Filters »
High priority $S 8
To Discuss S 8
[+]

Now you can use this filter to see the tasks that need to be discussed with your team.

222 Boards

@ 2 125 Add task L Enter search value
© AF Department

Sony Digital - Mobile App and Website @

4= Back to site

MK Demo Board (Marketing) (&

Priority: (1) High
% Complete: 80%

22 ®10/26/2020

© KE Department

Fannie Mae - Mobile App @ cardinal Health - Promo Landing ‘e
Priority: (2) Mormal = Priority: (3) Low -
% Complete: 49% % Complete: 0%

23 ©10/12/2020 (=] ONot set

Use “Clear filters” button to clear the filters you've applied.

————e e
P Enter search value To Discuss % Clear filters
————
Waiting on someone else + Completed

Add more filters with “+” button.

Filters
High priority P
To Discuss &S O
[+

It is possible to enable this new filter by default. If you select “is available for everyone” checkbox, the
filter will be visible for all users. If you do not enable this option, the filter will be saved as a personal filter

and will be available only for its creator.
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Name *
To Discuss
is enable by default

is available for everyone

If you have multiple lists on the board, you can also use the lists filter. This filter allows you to sort tasks
by the list they belong to and by other conditions as well.

In the following example, the tasks are sorted by 2 filters: My tasks with duration time in October from
the “Demo Tasks” list.

@ Apply

Current views

Demo Tasks

All Tasks

Tasks
Mee

tean All Tasks

Publ Lists
Demo Tasks v
Publ Tasks
Filters (&

& My tasks in October

I

&d

You can filter tasks by the board members. You can click on a user to see the tasks assigned to him.

Current views

Sales&Marketing Demo

My Tasks v
Filters x

High priority s o
To Discuss S 8
[+]

Members

e Anna Timofeeva
‘Aﬁ Maria Kosareva
e all

Note: The filters selected from the menu use “AND condition”. Filters by a user use “OR condition”.
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Subtasks

You can use subtasks to split tasks and work on them step by step.

Go to the “Advanced Setup” and choose “Enable subtask/checklist” to start using subtasks.

Additional

Show/Hide “Add new task" button
Custom button text

Add task

Allow fast task creation from a column
Allow editing directly on card

Disable drag & drop
|2 Enabie subtask/Checkiist

Parent 1D

Allow multi level

Note: if you check the box “Allow multilevel”, you can create subtasks for subtasks.

Now the “Add subtask” button appears on cards. Click if you need to add a subtask to this
task.

In Progress +

Edit Images of Blog Post ‘e

Priority: (2) Normal

= 0/0 |Add subtask
=] @Not set

Now use the “Add new subtask” button.

MARKETING TEM 24 (2] D A [0
Edit Images of Blog Post

‘ -+ Add new subtask | 2 Task ID

Task Mame Task Status Due Date

Now fill in the form and save the subtask.
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MNEW TASK
Subtask of Edit Images of Blog Post
Full view
Task Status
Mot Started e

Assigned To
‘c Maria Kosareva X
W

Priority
(2) Mormal o

Description

1—

Paragraph VA v e B I

=
¥
I
I
(il
1l
|
8
2|

Check the required extension.

Due Date
1Sep, 2021

Save & Close +« | Close

The subtask appears in the list of subtasks.

MARKETING TEM#4 (71 D 4 (O
Edit Images of Blog Post

| + Add new subtask | O Task ID

Task Mame Task Status Due Date

Subtask of Edit Images of Blog Post 2] Mot Started " 1Sep, 2021 e
summary: 1 on 9/1/2021

Also, you can choose an existing task to be a subtask instead of creating a new one. In this
case, type the task id or start typing the title to find it.
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SALES&MARKETING DEMO ITEM #41 [} "0 0 =
Edit mages of Elog Post

| + Add new subtask | Add existing task | Chevron |
Chevron - Internal com...
Task Mame Task Status Due D
Subtask of Edit mages of Blog Post (2 Completed e e
Subtask of Edit mages of Blog Post 2 (2] Mot Started N @
summary: 2 I

Parent ID Field

The parent ID field is used by default by task lists. But you can change this and use any other
lookup field as a parent ID field. This may be useful if you need to group or categorize your
tasks in your special way.

We use the parent ID field for quick boards because the board is made for a task list. This
provides the maximum compatibility with such tools as MS Project, Gantt and etc.

Note: starting from 5.2.2 version you can also use external lookup for parent ID field.

If your board is created from a custom SharePoint list, it may not contain the Parent ID field
(as it is usually done by default for task list functionality). To use the subtask mode in this
case, you should add at least one lookup field to it for proper work of parent-child task
relations.

When you're creating a quick board, the source task list is created automatically. It already
contains the Parent ID lookup field required for using the subtask mode.

View Subtasks on the Kanban Board

On the Kanban board, subtasks have also the name of their parent task (with blue
background). For example, below you can see the task “Prepare the roadmap” which is a
subtask of “Verizon Communications — In store”.

Prepare the roadmap @

% Complete: 50%

Assigned To: Maria Kosareva
Labels:

ID: 44

Edit |abels

Oy @OMot set

T
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Subtask Counter

You can track how many subtasks the parent task has with help of the subtask counter. It also
appears on a card when you enable the subtasks for the board. In this case, 1/2 means that
the parent task has two subtasks, and one of them is in the “Completed” status.

Edit mages of Blog Post G
s 8

% Complete: 50%

Assigned To: Mara Kosareva

Labels:

Edit |abels

=2

g Mot set

Edit Subtasks in a Subtasks tab

You can edit subtasks directly in the card of its parent task. Just switch to the “Subtasks” tab,
make the required changes and save them.

Edit mages of Blog Post

| SALESEMARKETING DEMO ITEM #41 [ D 0 =

| —+ Add new subtask | Add exasting task |/~ enter task ID or name
| Task Mame Task Status Due Date
|  Subtask of Edit mages of Blog Post (A Completed N G
|  Subtask of Edit mages of Blog Post 2 (4 Mot Started h G
| summary: 2 D

Using subtasks is a special feature for the cases when tasks need to be split into steps.

Charts

Virto Kanban Board App supports making reports for your boards in a charts view. Click “Charts”
icon in the right upper corner to open a chart view.
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£ Enter s=arch value T|&]2D

Waiting on someone else + Completed

Exxon Maobile - Internal American Airlines - Responsive Website

communications app r

Priority: (2) Normal Priority: (2) Mormal

% Complete: 50% % Complete: 100%
]

21 ®8/31/2020 =1 (

There you can see the tasks statistics displayed in four graphs — “Status”, “Members”,
“Completion” and “Burndown”.

Marketing campakgrs &

o~ mescoccassle..- |

Bl 1 2

Urassignad

\ U
U

Torat a7
Tatiana Sushohanko

Eugany Listansd
Miaria Kosareva

Augay Lk

ot Staetad InFrogemss @ wiutting on somecs she Complated  Dufuerad
Andrew Yunlsoy

Dmitry Laytesr

© Hotiatad O infrograss @ Waiing on ssmasns s Complated ' Dwuerad

.

Woenksr af trsle

® T @ Ovardum

Define the required parameters for your analysis.
1) Status
Here you can choose in the dropdown the field you need, for example, Due date, the period

to analyze, and the unit — number of tasks, percent, or budget. You can always save this chart
as an image.
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All dates

Budget

Tasks

% Complete

Budget v

' Total: 222400 '

@ Not Started @ In Progress
@ Waiting on someone else Completed
Deferred

2) Members

The same idea works with the second chart — Members. For example, see the board members
who modified the tasks during the last month.

ol

Unassigned

Eugeny Listopad

Maria Kosareva B

Andrew Yunisov

3) Completion
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Use the “Completion” chart to see the tasks completed in-time and overdue. Since the data
displayed in the chart comes from the SharePoint source list, the completed tasks may also be
in other columns, such as “Deferred” or “Need someone else”. You can add them to your
report as well.

@ Completion All dates

Waiting on someones..

. Mot Started
In Progress

Waiting on
someone else

Completed «
Deferred

® InTime @ Overdue
Tasks with no Due Date: 4

Note: the “Completion” chart shows only the tasks with a due date set. If a task has no due
date, it does not appear here on this chart (see the marker under the chart).

To see the completion report in detail, you can export the chart to a CSV file. In this format,

you can sort the tasks and for instance, see the team members responsible for the overdue
tasks.
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@ Completion All dates

Waiting on someone

—
—
—
Marketing campaigns.csv ~ p Search -
File Home Insert Page Layout Formulas Data Review View Help
Eﬁ & Calibri “1n AN === v BwapTed General M = @ @
@~
Paste == === B Conditional Formatas Cell
B I U ~ = . A . = == | 2= EFM 8 Cent - - O &0 .00
w 5 - - - — = = . erge Emter $ % 9 6 Formatting ~ Table~ Styles ~
Clipboard Font ] Alignment ] Mumber = Styles
P8 & F

1| B column2 B2 column3 B columna B columns B columné Bl column7 B columns B (
2 |Task title Assigned To Completion Priority % Complete Labels Budget Start Date
3 |Special Project with Cnet Maria Kosareva In Time (1) High 0% Online one to man' b2c

4 |Context advertising Andrew Yunisov Overdue  (2) Normal 50% Online one to man b2c

5 |Landing page Eugeny Listopad In Time (2) Normal 100% one to many Online b2c

6 |select influencers Adilya Barmakova In Time (2) Normal 50% Online one to man' b2c

7 |lead tracking tool Andrew Yunisov In Time (1) High 100% Online one to man b2c

8 |Content development Maria Kosareva Overdue  (2) Normal 100% Online one to man b2c

g |Viral video: concept selection Dmitry Leytner In Time (2) Normal 50% Online one to man' b2c

10 |Souvenirs order Anastasiya Maltseva In Time (2) Mormal 100% one to many offline 56
11 |Competition landing page Tatiana Sushchenko In Time (2) Normal 100% Online one to man b2c

12 |Print leaflets Anastasiya Maltseva In Time (2) Mormal 50% one to many b2c offline

13 |Schedule and invitation Anna Timofeeva In Time (2} Mormal 0% one to many b2c offline

14 \Workshop in London Ekaterina Zhernosek In Time (1) High 0% one to many b2c offline

4) Burndown

You can also use burndown chart to represent the work left. The graph is formed automatically by the

board tasks left. Just choose the period and start to analyze the efficiency.

a Bumdown by tasks 8/1/2020- 2/2/202% I Months I In Progress, Waiting I Completed,

In Progr= l

MNumber of tasks
Fa
[=}

Aug Sep Oct MNowv Dec Jan Feb

-0~ New == Open Done
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Turn Off the Charts

You can turn off some of the reports. For instance, you do not need all of them to show. Open the
board settings and find “Charts” in the “Advanced setup” tab.

Uncheck the charts you wish to hide from the dashboard. Please, remember to save the changes at the
bottom of the settings page.

Charts - specify charts to display on charts page

Status chart Members chart Completion chart
Burndown chart Lead Time chart

Chart Permissions

You also can set the permissions of the charts and choose users to view the board. This option is
useful when you have financial or any other information which should not be available for all the
board members. Find the user you wish to choose and add him/her to view the charts of this board.

Also, save the settings.

Note: it is also possible to choose groups.
Charts - specify charts to display on charts page

Status chart Members chart Completion chart
Burndown chart Lead Time chart

Available for

% Alex Wilber )4 'ﬂ Adele Vance X

Users or (and) groups list with permission to view charts of the board

Board History

The board history icon is available in the right upper corner. This feature allows you to track the tasks history
to see all changes on current board.

n e VIRTO
4= Back to site 222 Boards A M % o SOFTWAI
MK Demo Board (Marketing) & © @ »~ |t |7 Add task P Enter search value h ¢ G A
© AF Department
Ford Motor - In-dash Ul ;0 Sony Digital - Mobile App and Website ‘0 Exxon Mobile - Internal ‘0 American Airlines - Responsive Website
-8 . communications app -8
Priority: (1) High Priority: (1) High Priority: (2) Normal Priority: (2) Normal
% Complete: 0% % Complete: 80 % % Complete: 50 % % Complete: 100 %
Edit labels I ——

Note: the Item Version History option must be enabled in list versioning settings.

Here you can select filters to view specified changes. All the changes will be displayed.
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) - s £ VIRTO
€ Back o site 222 Boards A m o e IR

MK Demo Board (Marketing) &

Last month Priority, Task Status Modified by not selected ¢ =

Modify date Title Changed fields New value Modified By
0/30/2020 9:46:49 AM UnitedHealth Group - Websi = Task Status Waiting on someone else | Maria Kosareva
te| Project AF Department

Note: any changes of attachments and pictures are not displayed in both task and board history.

Save to PDF

You can save your board to PDF. Click an icon in the left upper corner to save your board and choose the
required format. Now you can share this file or print it for any purpose.

_ + £ VIRTO
€ Backtosite A m o e Y

MK Demo Board (Marketing) (&

o # LI Py v ¢ o[E]

6 AF Department

Ford Motor - In-dash Ul Sony Digital - Mobile App and Website Exxon Mobile - Internal American Airlines - Responsive Website
‘G, ‘G, communications app ‘Q,

Priority: (1) High Priority: (1) High Priority: (2) Normal Priority: (2) Normal

% Complete: 0% % Complete: 80% % Complete: 50% % Complete: 100%

Edit labels —

(=T} ©10/2/2020 @2 ©10/26/2020 1 ©38/31/2020 21 (

N » ThisPC » Documents » VirtoSoftware

Organize « Mew folder
V5_MewsArticles & Mame
@ OneDrive - VirtoWay Downloaded Documentation
Microsoft Teams Chat Files iCal Export Files
MNotebooks MS Store
MNewsletter
Bnoxerua
Offers&Promo
3 This PC VS Guides
“J 3D Objects V5 Video
I Desktop V5_MewsArticles
D - whp-hide-posts.0.5.3
ocumen
* Downloads
ﬁ Music
[&=] Pictures
m Videos

‘i Local Disk ()

ARl =B lK Demo Board (Marketing).pdf]

Save as type: | Adobe Acrobat Document (*.pdf)

Managing your Kanban Boards

Click “Boards” in the left upper corner to view all created Kanban boards.
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. &€ VIRTO
&= Back io site ‘ mn o e SOFTWARE

MK Demo Board (Marketing) & [ @« » [z |F

© AF Department

pEntersearchvaIue T G D

Ford Motor - In-dash Ul Sony Digital - Mobile App and Website Exxon Mobile - Internal
b, b, communications app
Priority: (1) High Priority: (1) High Priority: (2) Normal

Add more boards, remove the ones you do not need any more or mark your mostly used boards
with a star.

4= Back to site 832 Boards

+ Create new board

Favorite Boards
Marketing *Z9D2¢@ MK Demo Board (Market.. % ( D & @ MK Demo MultipleLists % @ 9 & &

Marketing projects Demonstration board with pack of test tasks
for screenshots and video

All boards
_MVV Personal Viewof T.. ¥y (2 D & @ _test mv lib w9 ¢a _testrelease201007-2 Y [ 9D €& @

You can edit board settings from this view or go to setting right from the board view by clicking
on edit icon on the right side of the board name.

Favorite Boards

Marketing * D¢ @

Marketing projects

You can also view the boards as a list. Click an icon in the right upper corner.
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& Backto site £22 Boards A M & e \ii"s"gf}?w

+ Create new board P Enter search value T ﬁ

Favorite Boards

Marketing * D¢ d MK Demo Board (Market.. & @ D €& W MK Demo Multiple Lists W @ 9 @& @

Marketing projects Demonstration board with pack of test tasks
for screenshots and video

Now the boards are shown in the list view as follows.

&= Back to site £22 Boards A B & 0

+ Create new board £ Enter search value

Favorite Boards

*ZD@M Marketing Marketing projects * (DM@ MK Demo Board (Marketing)  Demonstration board with pack of test tasks

*(FDGM MK Demo Multiple Lists

All boards

wEDGE _MVV Personal View of Tasks wZDGMm _testmvlib

7D _testrelease 201007-2 testing TEDEG @ _trst release 202007 -3
TEDGT AAA DM Agile Kanban
wEZDGM AL MultiList wZDGM AL Perfomance

Working with Virto Office 365 Kanban Board as an App
Part

Choose specific Kanban board for a site page

You can add unique Kanban board to each site page, where Virto Kanban is added as app part.
Go to “Site Settings” and edit Kanban app part.

NSERT || WEB PART O sHaRE Yy Folow Egsave O

Body Rl - EE=E A - A P D,
oy e assbeeodt | A g Bl |AaBbCc| |AaBbCeDq [aaebeeodi| | W/
B I Uabx, X /A, % Paragraph | | Heading L | | Headng2 | | Heading3 | | Heading4 ||| PiPe To
Font Styles Spellng | Layout
4 Kanban Board For Office 365 x
- Appearance
Kanban Board For Office 365 @
Layout
Availzble boards for the current site collection: How to display default SharePoint form instead Virto Kanban form. Advanced
AdditionalLookups : < IR - 1. Check the box "Use the default SharePoint form* in Kanban Board for Office 365 section of App Part I Kanban Board For Office 365
gazy - 270 n Settings.
2. Add following script to page (for example, using Script Editor web part). Board ID
«script sre="htip: DI "> & /seript>
3. Save the page 71267 ——————
O Use the default sharePoint form
ok Concel Aoply

Below the default Kanban name are displayed IDs of all available Kanbans on this SharePoint
farm. Copy ID of required Kanban, which you will display as default Kanban on current site page.
Paste this ID to app part properties field “Board ID”. Now this Kanban will be shown as specific
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Kanban board for current page.

How to Display Default SharePoint Form instead Virto Kanban
form

In case you’re using the Virto Kanban as a web part, you should use the script as follows for
correct work.

Go to the SharePoint site page where the Kanban Board as a web part is added and switch to
the edit mode.

Check the box "Use the default SharePoint form" in Kanban Board for Office 365 section of App
Part Settings.

4 Kanban Board For Office 365 x
—] Appearance
Title

Kanban Board For Office 365

Height
Should the Web Part have a fixed height?
Yes Pixels

® No. Adjust height to fit zone.

Should the Web Part have a fixed width?

+] Layout

4] Advanced

-] Kanban Board For Office 365
Board ID

e27cl345-c9ee-4264-9521-3a¢

¥ Use the default SharePoint forr

Copy the script and check the box “Use default SharePoint form” in the Kanban Board app
settings.
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4 Kanban Beard ®

Script Editor

[l Appearance

Title

Kanban Board

Kanban Board

Available boards for the
current site collection:

Type to filter

_MWV Personal View of
Tasks
a16ebfd8-f75f-4bf5-a839-
2ac7fe52ce36 &

_test mv lib
92eb72e4-77c7-48d4-
a8b4-aa%143cfolde &
_test release 201007-2
cd758860-837e-40f0-ac5f-
28064a51d0bs &

_trst release 202007 -3
da31a243-f02a-42b8-
9c6b-1902d9a0b955 b

How to display default SharePoint form instead Virto

Kanban form.

1. Check the box "Use the default SharePoint form” in Kanban

e

Board for Office 365 section of App Part Settings.
2. Add following script to page (for example, using Script Editor

web part).

<script src="https://kanban-

</script>

app.virtosoftware.com/Scripts/spmodal.js”>

3. Save the page

[ Layout

+ Advanced

[ Kanban Board For Office 365

he Web Part have a fixed height?

600 | Pixels hd

@ No. Adjust height to fit zone.

Width
uld the Web Part have a fixed width?
O Yes Pixels ol

@ No. Adjust width to fit zone.

Chrome State
(O Minimized

(@ Normal

Chrome Type

Default A

Insert the copied script to the Script editor added to the page and save the changes. Start

using!

Script Editor

Embed

Kanban Board

Paste some script or embed code below.

4 Kanban Board

[ Appearance

E Title

F Kanban Board

Available boa
current site c

<script src="https://kanban-app.virtosoftware.com/Scripts/spmodal,js*> < /script >|

Should the Web Pz

O Yes 80!

@ No. Adjust heic

Type to filter

_MVV Per

Tasks

a16ebfd8!
2acTfe52cesomsn

_test mv lib
92eb72ed-T7c7-48d4-
aBb4-aa%e143cf63e B
_test release 201007-2

AOTT AP DT ML LED e F GG

app.virtosoftware.com/Scripts/spmodal.js”

</script>

3. Save the page

Should the Web Pz

Cance =
() Yes

@ No. Adjust wid

O Minimized

@ Normal

Nafanlt ~

Using Virto Kanban Board on Modern SharePoint site

Virto Kanban Board online supports the modern SharePoint interface. You can use the Kanban

online application on the SharePoint modern sites as well. In other words, the users of modern

sites have a great opportunity of working with full Virto Kanban functionality.

To start using please follow the steps below.

Step 1. Install the Kanban Board app to the SharePoint site or make sure it’s already installed.

Step 2. Download the Kanban Board Modern web part and add it to the app catalog.
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Step 3. And finally, add the “Virto Board Modern Web Part” to your SharePoint site page.

| fiea rch e |

= »

Sites Spacer Stream

9 L

Timeshest Twitter

39 &

Virto Calendar  Virto Calendar  Virto Calendar I
add-in add-in for O...  Modem We...

Virto Board
Ma-dem\1 ‘u"irta Board Modern Webpart

The Virto Kanban Board on your modern site looks as follows.

SharePoint 2 Search this site

Home  TestSubsite  Community Subsite  Infrastructure&Transport  Special Projects  Explorations
VIRTO
H B Not foll 2 Sh
\USOFTWARE VirtoWay Team Site ¥ Notfollowing & Share
Kanban Task Manager —+ Mew ~~ [ Send by email =3 Promote 5 Page details Published 8/13/2020 # Edit
v Home ALTasks @ [ @ ~ |z |7 Add task P Enter search value T ¢ & h
Dev tasks Kanban board ° Unassigned

Kanban Sales Pipeline
Task 12 Task 13 Task 14
Notebook

Start Date: 10/15/2019 Start Date: Start Date:
Documents Due Date: 10/16/2019 Due Date: Due Date:
Assigned To: Alexey Linnik Assigned To: Assigned To:
Pages @9/6/2019 3:05 ©12/10/2019 5:44 ©12/10/2019 5:45
1 1/3 1/3

Or how the SharePoint form looks in the Virto Board Modern app.

Task 13

EDX

E ﬂ o, X Cut x _f nj ABC
D B copy [¢ J

Save Cocel  Paste Delcte Fie Uploader by Atlach | Speing
ftem firto Fie -

Commit Cipboard Actions Speiing

Task Name * [Ta;k 13

Start Date @

Due Date ‘

Assigned To Enter names or email addresses.
% Complete m

SHOW MORE

Created at 12/10/2019 444 AM by " Alexey Linnik Save Cancel
Last modified at 8/7/2 3:28 AM by Kanban Board By Virto - AVL on behalf of [ | Alexsy Linnik
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Working with Virto Office 365 Kanban Board in
Microsoft Teams

If you have a customized Virto Kanban board in your SharePoint, you can add it to Teams as a
separate tab. This way you will not need to switch between the applications to manage your
and your team's tasks.

You can create and manage tasks as usual in Teams and set up board settings in SharePoint.
The Kanban board customization is available in SharePoint environment only. In Teams, you can
display and manage board’s tasks without access to Kanban Settings.

The Kanban boards on Teams inherit user permissions from SharePoint and are invisible for
external users in Teams. If a user doesn’t have access to a board in Teams, a pop-up window
with “Access denied” message will appear.

Click dots on the left menu of your MS Teams.

Microsoft Teams ZBl . Search

Teams T n Monthly Reports pos

Your teams Miriam Graham 6/24 3:4{
¥ | |MPORTANT!
n Sales and Marketing -

Regional sales manager

General « Reply
Monthly Reports

Pradeep Gupta G/24 3:48
n LS, Sales The Data Team has add

This is live data pulled i

General
_ 2 replies from Megan and £
Sales East
«' Reply
Sales West ’
ontoso Pradeep Gupta G6/24 3:48
The sales data model h;

Digital Initiative Public Relations  ++s o Reply
H Mark & Project Team

General
Design 1

Digital Assets Web

Start o naw ranvarcatiog

Find Virto Kanban app.
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Teams R

virto Q,

Virte Kanban
Manage your tasks and projects using Kanban E...

Virte Calendar
Overlay and share SharePeint, Exchange and Me...

Mow Virtual Agent
Find answers, file requests and complete routine ...

ADP Virtual Assistant
Enable your employees to access their own work...

Get all the important changes from Miro. Embed...

As Virto Kanban Board overview appears, click “Add to a Team”.

Virto Kanban %

Project management, Productivity, Workflow + business management

‘ Add to a team - '

About
Maore from Virtosoftware

Permissions

Manage your tasks and projects using Kanban Board view

Wirto Kanban Board for teams is a convenient scrum board to visualize and manage
tasks in SharePoint. The component displays any SharePoint task list as a Kanban/Scrum
Board, where Kanban cards are divided into the columns usually depending on the

Select any of your Teams channels that you are going to add the Kanban board for. Click “Set
up a tab”.

Copyright © 2022 All rights reserved. www.virtosoftware.com



http://www.virtosoftware.com/

81

Select a channel to start using Virto Kanban

Virto Kanban will be available for the entire team, but you can start using it in the channel you
choose,

Typs 2 tzam or chamnzl nams

Lales and Marketing > General e

< Back Set up a tab

Open the channel where you’ve decided to add the created Kanban board, and click “Add a
tab”.

Microsoﬂ feams @ O\ — m
Teams e n General Posts Files Wiki FruductLaunchEvem@ @ Org

Your teams

g MOD Administrator has added Debra Berger to the team.
n U.5. Sales &' MOD Administrator has sdded Diego Siciliani to the team.
General Bl  MOD Administrator has created channel Monthly Reports. Hide channel
Sales East
Miriam Graham 6 A 2
Sales West Great job team! The latest campaign was a great success - you all did an awesome job. (&
. Sales and Marketing 2 replies from Alex and Megan
« Reply
General B
Meonthly Reports !
Nestor Wille 6/24 7.26 A 1 @
Cont = Hi Sales and Marketing - I'm attending a conference next month. Do you have any Contoso swag for me to hand out?
.ontoso

Megan Bowen /24 7:26 A
Yes! Stop by my office when you have a moment. If I'm not here, Alex Wilber can show you what we have.

Digital Initiative Public Relations
« Reply
Mark 8 Project Team

(<~ -

July 13, 2020

General

235 MOD Administrator changed team description.

Select the board to add.
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) About X
Virto Kanban

Welcome to Virto Kanban Board!
Please configure your board before use.

Select the board you would like to see *
My Virto Kanban Board d

Post to the channel about this tab Back “

Now the board is added to your Teams channel in a separate tab. Start using it right from your
Teams — create and manage tasks with Virto Kanban Board without switching to SharePoint.

Teams v n General Posts Files Wiki Product Launch Event Board: My Virto Kanb... ~ g J O -

Your teams
My Virto Kanban Board 2 ) D Enter search value T ¢ D
US. Sles

General © (default)
Sales West
‘Welcome To Virto Kanban Board
- Sales and Marketing
Priority: (2) Normal
General (=) ®Not set
Meonthly Reports 1

- Contoso

Digital Initiative Public Relations

Dark Theme Mode (Coming soon)

Open Teams settings (right-click on the Teams icon in the tray) and turn on the dark theme
mode.
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Settings X
£33 General Theme
3] Accounts &
[5) Privacy é
.':'. Notifications
Default Dark High contrast
7 Devices d
(*) App permissions Chat density
Captions and transcripts a a
)
(3 Files é 0
L
4 calls
Comfy Compact
Application

To restart, nght-click the Teams icon in the taskbar, then select Quit. Then reopen Teams.
B Auto-start application
[J] Open application in background

B On close, keep the application running

The screen will switch to the dark mode.

=] Accounts

(-] Privacy

[ Motifications

- . High contrast
Devices

) App permissions

ct] Captions and transcripts

-
v
w
L)

Comfy Compact

Application
To restart, right-click the Teams icon in the taskbar, then select Quit. Then reopen Teams.

Auto-start application

[[] Open application in background

On close, keep the application running

Now open the Teams channel where you have added the Virto Kanban Board as a separate
tab. Or find how you can do this in the “How to Install Virto Kanban Board for Microsoft

Teams” blog post.

The Virto Kanban Board will also become dark.
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Kanban on Dev

11 | Feedback from Participants 8 | Fix the list of attendees 10 | Find the Conference Rom

Edit labels Edit labels Edit labels
Eono = ¢ set Eon = Not Blon =

5 | Prepare he Roadmap 9 | Present Budget
Project 1

Edit labels Edit labels

Eon E 8/8/2022 Elop =

Note: if the board is somehow not synchronized to the Teams to mode, open the board
settings (Advanced Setup) and make sure you have the checkbox “Use Microsoft Teams
theme” chosen.

List Setup Board Setup Cards Setup Advanced Setup

v

Parent ID
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