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

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

Virto SharePoint Kanban Board Web Part  
for SharePoint 2013, 2016, and 2019 

 
v. 5.3.3 

 

Installation and User Guide 

http://www.virtosoftware.com/


2 

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

 

 

Contents 

SYSTEM/DEVELOPER REQUIREMENTS ...............................................................................................................................4 

VIRTO KANBAN BOARD OVERVIEW ...............................................................................................................................4 

INSTALLATION AND LICENSE ACTIVATION .....................................................................................................................4 

EXPECTED OUTAGE ................................................................................................................................................................ 4 
INSTALLING VIRTO KANBAN BOARD WEB PART ........................................................................................................................... 4 
SPFX WEB PART INSTALLATION ............................................................................................................................................... 7 
ERROR ά{ORRY APPS ARE TURNED OFFέΥ WHAT TO DO ............................................................................................................... 7 
LICENSE ACTIVATION .............................................................................................................................................................. 8 
UPGRADING VIRTO KANBAN BOARD ......................................................................................................................................... 8 
UNINSTALLING VIRTO KANBAN BOARD ...................................................................................................................................... 9 

VIRTO SHAREPOINT KANBAN BOARD ADJUSTMENT......................................................................................................9 

ADD WEB PART .................................................................................................................................................................... 9 
QUICK BOARD AND BOARD FROM AN EXISTING LIST ................................................................................................................... 11 
KANBAN BOARD ADMINISTRATION TOOLS ................................................................................................................................ 13 
LISTS AND COLUMNS COMPATIBILITY ...................................................................................................................................... 19 
LIST SETUP ......................................................................................................................................................................... 20 

Select List ................................................................................................................................................................................... 21 
Available Content Types ............................................................................................................................................................. 22 
Board Templates ........................................................................................................................................................................ 23 

BOARD SETUP ..................................................................................................................................................................... 26 
Columns ..................................................................................................................................................................................... 26 
Adding Required Fields ............................................................................................................................................................... 31 
Swimlanes .................................................................................................................................................................................. 32 
Sorting ....................................................................................................................................................................................... 37 
Views & Filters ............................................................................................................................................................................ 37 

CARDS SETUP ..................................................................................................................................................................... 39 
Task Information ........................................................................................................................................................................ 39 
Short View ................................................................................................................................................................................. 43 
Full View .................................................................................................................................................................................... 44 
Comments .................................................................................................................................................................................. 45 
Styles ......................................................................................................................................................................................... 50 

ADVANCED SETUP ............................................................................................................................................................... 53 
Filters ......................................................................................................................................................................................... 53 
Notifications ............................................................................................................................................................................... 56 
Permissions ................................................................................................................................................................................ 58 
Additional .................................................................................................................................................................................. 59 

USING VIRTO SHAREPOINT KANBAN BOARD WEB PART .................................................................................................... 61 

MANAGING TASKS ............................................................................................................................................................... 61 
Toolbar ...................................................................................................................................................................................... 61 
Short View (tooltip) .................................................................................................................................................................... 62 
Task Watchers ............................................................................................................................................................................ 63 
Comments .................................................................................................................................................................................. 64 

USING SWIMLANES .............................................................................................................................................................. 66 
TASK FILTERS ...................................................................................................................................................................... 67 
ACTIONS ............................................................................................................................................................................ 72 

Auto-assign tasks .......................................................................................................................................................... 72 
Bulk swimlane change ................................................................................................................................................... 74 

CREATE AND EDIT A NEW TASK .............................................................................................................................................. 74 
TASK DELETE NOTIFICATION .................................................................................................................................................. 77 
IMAGES ............................................................................................................................................................................. 78 
SUBTASKS .......................................................................................................................................................................... 79 

http://www.virtosoftware.com/


3 

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

 

 

Add New Subtask ....................................................................................................................................................................... 79 
Edit Subtasks in a Subtasks Tab ................................................................................................................................................... 81 
Sorting of Subtasks ..................................................................................................................................................................... 81 
View Subtasks on the Kanban Board ........................................................................................................................................... 82 
Group Subtasks on the Board by Parent Tasks ............................................................................................................................. 83 
Parent ID Field ............................................................................................................................................................................ 84 
Subtask Counter ......................................................................................................................................................................... 85 

CHARTS ............................................................................................................................................................................. 85 
Status ......................................................................................................................................................................... 86 
Assigned To ................................................................................................................................................................ 87 
Completion ................................................................................................................................................................ 88 
Burndown .................................................................................................................................................................. 89 

BOARD HISTORY .................................................................................................................................................................. 90 

VERSION RELEASE HISTORY .......................................................................................................................................... 91 

 

http://www.virtosoftware.com/


4 

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

 

 

System/Developer Requirements 
 

SP version Operation System Server Browser 

2019 64-bit edition of 
Windows Server 
2012 R2 Service Pack 
1 AND 64-bit edition 
of Microsoft SQL 
Server 2014 Service 
Pack 1 (SP1) 
 

SharePoint Server 
2019, Microsoft .NET 
Framework 4.5.2 

Microsoft Internet 
Explorer 10 or 
greater, Google 
Chrome, Firefox, 
Mozilla 

2016 64-bit edition of 
Windows Server 
2012 R2 Service Pack 
1 AND 64-bit edition 
of Microsoft SQL 
Server 2014 Service 
Pack 1 (SP1) 

SharePoint Server 
2016, Microsoft .NET 
Framework 4.5.2 

Microsoft Internet 
Explorer 10 or 
greater, Google 
Chrome, Firefox, 
Mozilla 
 

2013 Windows Server 
2012 Standard or 
Datacenter X64 / 
2008 R2 SP1 

SharePoint Release: 
Microsoft SharePoint 
Foundation 2013 or 
Microsoft SharePoint 
Server 2013; 
Microsoft .NET 
Framework 4.5 

Internet Explorer 8 or 
greater is 
recommended for 
Advanced 
Administration 
features, Mozilla, 
Firefox, Google 
Chrome supported 

2010 Windows Server 
2008 x64 / 2008 R2 

SharePoint Release: 
Microsoft SharePoint 
Foundation 2010 or 
Microsoft SharePoint 
Server 2010. 
Microsoft .NET 
Framework 3.5 

Internet Explorer 7 or 
greater is 
recommended for 
Advanced 
Administration 
features, Mozilla 
Firefox supported 
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Virto Kanban Board Overview 
 
SharePoint Kanban Board Web Part is an agile tool to visualize and manage tasks in SharePoint 2019, 
2016, 2013, and 2010. Virto Kanban web part allows you to show any SharePoint list and multiple 
lists as a Kanban Board, where you can drag & drop and sort tasks between columns and swimlanes 
of a project. With this SharePoint task management web part, managers can quickly reveal 
bottlenecks and blockers. Less time is spent sorting out how projects are coming along, because 
everything is visible on the SharePoint Kanban board. It is a part of Virto ONE License. It is also 
available as Kanban Board App for Office 365. The web part supports SharePoint Server Subscription 
Edition. 
 
 

 Installation and License Activation 
 

Expected Outage 
 
The expected outage time is from 2 minutes to several hours depending on your hardware and 
number of SharePoint sites. Though we recommend all Virto users to upgrade on a weekend. 
 

Installing Virto Kanban Board Web Part 
 
Before you begin, you need to make sure you have access to the server and your account must 
have the appropriate administrative privileges to install applications. 
 
To access Virto Kanban Board Setup program download 
Virto.SharePoint.20XX.KanbanTaskManager.zip file and unzip it. Run extracted Setup.exe file. The 
install process for all the SharePoint versions looks very similar. LŦ ȅƻǳΩǊŜ ƛƴǎǘŀƭƭƛƴƎ ǘƘŜ VirtoOne, 
you need to follow almost the same steps.  
 
The setup wizard window will appear. 
 

http://www.virtosoftware.com/
https://www.virtosoftware.com/bundles/virto-one-license/
https://www.virtosoftware.com/sharepoint/kanban-board-app-for-office-365/
https://www.microsoft.com/en-us/download/details.aspx?id=103599
https://www.microsoft.com/en-us/download/details.aspx?id=103599
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Virto Kanban Board Setup wizard performs a system check before to the installation. All the system 
checks must be completed successfully to proceed with the installation. After the checks have been 
ŎƻƳǇƭŜǘŜŘΣ ŎƭƛŎƪ άbŜȄǘέΦ 
 

  
 
/ƘŜŎƪ άL ŀŎŎŜǇǘ ǘƘŜ ǘŜǊƳǎ ƛƴ ǘƘŜ [ƛŎŜƴǎŜ !ƎǊŜŜƳŜƴǘέ ŀƴŘ ŎƭƛŎƪ άbŜȄǘέΦ {ŜƭŜŎǘ ǘƘŜ ǿŜō ŀǇǇƭƛŎŀǘƛƻƴόǎύ 
where you want to install the product. 
 

http://www.virtosoftware.com/
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¢ƘŜƴ ŎƭƛŎƪ άbŜȄǘέΦ 
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/ƭƛŎƪ ά/ƭƻǎŜέ ǘƻ ŎƻƳǇƭŜǘŜ ǘƘŜ ƛƴǎǘŀƭƭŀǘƛƻƴΦ 
 
 
 

SPFx Web Part Installation 
 
Virto Kanban Board web part for SharePoint 2019 can be used as SPFx web part. To start using Virto 

Kanban Board web part on modern sites/pages of SharePoint 2019  please do the steps as follows. 

 

1) Create Tenant App Catalog in your SharePoint if necessary: https://docs.microsoft.com/en -

us/sharepoint/administration/manage -the-app-catalog. 

 

2) To install Virto Kanban Board web part run Setup.exe file under the farm administrator account (click 

the right mouse button on the .exe file and  choose òRun as administratoró). 

 

The "kanban-webpart-spfx.sppkg" file will be automatically uploaded to your Tenant App Catalog into 

"Apps for SharePoint ". However, please verify your app catalog for existence of "kanban-webpart-

spfx.sppkg" file. 

 

Now you can add Virto Kanban Board on the modern pages/sites. 

 
Warning! Please do not use service administrative account to install and activate SPFx web part on your sites. 

 

9ǊǊƻǊ ά{ƻǊǊȅ ŀǇǇǎ ŀǊŜ ǘǳǊƴŜŘ ƻŦŦέΥ ²Ƙŀǘ ǘƻ 5ƻ  
 
If you are trying to install the web part on SharePoint 2019 server and got below error while Adding 
it to your site: 

http://www.virtosoftware.com/
https://docs.microsoft.com/en-us/sharepoint/administration/manage-the-app-catalog
https://docs.microsoft.com/en-us/sharepoint/administration/manage-the-app-catalog
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Sorry, apps are turned off. If you know who runs the server, tell them to enable apps. 
 
Possible Reasons and Solutions 
 

Reason Solution 
Apps are not enabled in your farm Make sure your have Apps enabled in your SharePoint 

2019 farm. 

Subscription service is not setup The first and most probably problem would be the 
subscription service is not configured in your farm. 
Please configure it. 

App management service is not associated with your 
web application 

Make sure App Management Service Application is 
associated with your web application where you want to 
add the SPFx web part. 

App Url is not configured If you have not configured the App Urls. please ensure 
you have given values to App Domain and App Prefix in 
your App Store settings. 

 
 
If after ensuring above solutions, you still have the same error, please register a ticket  to let our 
technicians analyze the problem. 

 

License Activation 

Full instruction for successful activation of your component is placed in our blog. 
 
 

Upgrading Virto Kanban Board 
 
If you already use Virto Kanban Board and need to upgrade it to the latest version, download 
the.zip file from the VirtoSoftware official website. 
 
On step 3 select the ŎƘŜŎƪōƻȄ ά¦ǇƎǊŀŘŜέ ŀƴŘ ŎƭƛŎƪ άbŜȄǘέΦ 
 
Note: if you had activated the license while installing the previous Virto Kanban Board version, you 

http://www.virtosoftware.com/
https://www.virtosoftware.com/getsupport/
https://blog.virtosoftware.com/how-to-install-virto-kanban-board-for-microsoft-teams/
https://virtostorage.blob.core.windows.net/download/2019/Virto.SharePoint.2019.KanbanTaskManager.zip
https://virtostorage.blob.core.windows.net/download/2019/Virto.SharePoint.2019.KanbanTaskManager.zip


9  

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

do not need to activate it now. 
 

Uninstalling Virto Kanban Board 
 
To uninstall the component: 
 
1. Double click the Setup.exe extracted from downloaded 
Virto.SharePoint.20XX.KanbanTaskManager.zip file. 
2. The program performs the system checks again. Once that has been successfully completed, 
the program prompts you to Repair or Remove the solution. Select άRemoveέ ŀƴŘ ŎƭƛŎƪ άbŜȄǘέΦ 
 
 

Virto SharePoint Kanban Board Adjustment 
 

Add Web Part 
 
When Virto Kanban Board web part is installed, you can add it on a page of your site collection.  
 
1. Switch to the edit mode on the Web Part Page: click άEdit Pageέ ƛƴ ǘƘŜ άtŀƎŜέ ǘŀō.  
2. Click on a zone of a Web Part page where you wish to add the web part, and then ŎƘƻƻǎŜ άWeb 

Partέ on the άInsertέ tab ǳƴŘŜǊ άtŀǊǘǎέ to open the Web Part Gallery.  
 

 
 
3. Select a Virto Kanban Board web part in Virto solutions block and drag it to the zone or click the 

Add button.  
 

http://www.virtosoftware.com/
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In case you need to change ǘƘŜ ǿŜō ǇŀǊǘ ǇǊƻǇŜǊǘƛŜǎΣ ŎƘƻƻǎŜ άEdit Web Partέ from the Edit drop-down 
list.  
 

 
aŀƪŜ ŀƭƭ ǘƘŜ ŎƘŀƴƎŜǎ ȅƻǳ ƴŜŜŘ ŀƴŘ ŎƭƛŎƪ ά{ŀǾŜέ όǎŎǊƻƭƭ Řƻǿƴ ǘƻ ǘƘŜ ŜƴŘ ƻŦ ǘƘŜ ǎŜǘǘƛƴƎǎ ōƭƻŎƪύΦ 

http://www.virtosoftware.com/
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Now you can start working with Virto Kanban Board web part.  
 
 

Quick Board and Board from an Existing List 
 
Virto Kanban Board web part provides two options of how to create a new board. The web art takes 
data from a SharePoint task list and visualizes them as a classic Kanban board. If you already have the 
SharePoint list with all the required data for your new board, you can configure the board for the 
existing list.  But if you do not ƘŀǾŜ ǎǳŎƘ ŀ ƭƛǎǘΣ ŎƘƻƻǎŜ άQuick BoardέΦ Lƴ ǘƘƛǎ ŎŀǎŜ ǘƘŜ ǿŜō part creates 
the board and an appropriate SharePoint task list automatically.  
 

 
 
How to Create a Quick Board 
 
To create a new board quicklyΣ ŎƘƻƻǎŜ άvǳƛŎƪ .ƻŀǊŘέΦ 
 

http://www.virtosoftware.com/
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Then type a board name to customize it later. The list with the same name will be created. 
 

 
 
The new board will contain the default task with basic set of columns. You can adjust this board by 
clicking ǘƘŜ άEdit ōƻŀǊŘ ǎŜǘǘƛƴƎǎέ icon next to the board name. 
 
Note: quick boards have swimlanes organized by a project by default. You can change this setting 
later. 
 

 
 
 

http://www.virtosoftware.com/
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Board from an Existing List  
 
/ƘƻƻǎŜ ά/ƻƴŦƛƎǳǊŜ ŦƻǊ ǘƘŜ 9ȄƛǎǘƛƴƎ [ƛǎǘέΦ 

 
 
Then adjust your board according to your needs. To do this you need to configure the settings in the 
άList SetupέΣ άBoard SetupέΣ άCards Setupέ ŀƴŘ άAdvanced Setupέ ōƭƻŎƪǎ όƻǇǘƛƻƴŀƭύΦ !ƭƭ ƻŦ ǘƘŜƳ ŀǊŜ 
described below in the user guide.  
 

 
 
 

Kanban Board Administration Tools  
 
You can set common settings for Virto Kanban on the board and farm level. Find the settings block 
under the gear icon on the left top corner. 
 

http://www.virtosoftware.com/
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!ƴŘ ǘƘŜƴ ǎŎǊƻƭƭ Řƻǿƴ ǘƻ ǘƘŜ ά±ƛǊǘƻ Yŀƴōŀƴ ¢ŀǎƪ aŀƴŀƎŜǊ ǎŜǘǘƛƴƎǎέ ǳƴŘŜǊ ǘƘŜ ά{ƛǘŜ !ŘƳƛƴƛǎǘǊŀǘƛƻƴέΦ 
 

 
 
The block of administration tools with three tabs appears.  
 

http://www.virtosoftware.com/
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CƛǊǎǘΣ ȅƻǳ ŀǎ ŀƴ ŀŘƳƛƴƛǎǘǊŀǘƻǊ Ŏŀƴ ǎŜƭŜŎǘ ǘƘŜ ŎƘŜŎƪōƻȄ ά!ƭǿŀȅǎ Ŧƻƭƭƻǿ ǇŀǊŜƴǘ ǎŜǘǘƛƴƎǎέΦ ¦ƴŎƘŜŎƪ ƛǘ ƛŦ 
you want to tune the web part according to your needs. 

http://www.virtosoftware.com/
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¢ƘŜ ά{ƻƭǳǘƛƻƴ {ŜǘǘƛƴƎǎέ ōƭƻŎƪ includes the settings as follows: 
 

 
 

¶ Disable Quick Board (select this check box if plan to create boards only from an existing list); 

¶ Disable list event receivers (use this option to disable notifications when a task is moved to 
ǘƘŜ ά/ƻƳǇƭŜǘŜŘέ ŎƻƭǳƳƴύ. 

¶ Enter the URL of a required CSS-file ŀƴŘ ȅƻǳΩƭƭ ōŜ ŀōƭŜ ǘƻ ǳǎŜ ŎǳǎǘƻƳ ǎǘȅƭŜǎ ƻƴ ȅƻǳǊ ōƻŀǊŘǎΦ  
 
In the Virto Kanban settings, you also can tune the task notification text. Just make the required 
changes to the default message that will be sent to recipients. By default, users will get the alert with 
the task link, mention by whom the task was assigned, and the board links inserted. The settings are 
applied to the current site collection.  
 

 
 
¢ƘŜ άSwimlanesέ ōƭƻŎƪ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ǘǳƴŜ ǘƘŜ ǎǿƛƳƭŀƴŜǎ ƻƴ ȅƻǳǊ ōƻŀǊŘΦ CƻǊ ŜȄŀƳǇƭŜΣ ƘŜǊŜ ȅƻǳ Ŏŀƴ 
allow drag tasks between swimlanes, allow to change task value by moving the item to default 
swimlane or hide empty swimlanes. You can also allow separated columns scroll if you need to view 
the items separately on your board.  It is also possible to display the total count for swimlanes. 
 

http://www.virtosoftware.com/
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You can ǎŜǘ ŀ ŦƛŜƭŘ ǘƘŀǘ ȅƻǳΩǊŜ ƎƻƛƴƎ ǘƻ ǳǎŜ ŦƻǊ sorting by default or allow manual sorting. 

 
 
¢ƘŜ άCards Setupέ ōƭƻŎƪ Ŏƻƴǘŀƛƴǎ ǎǳŎƘ ǎŜǘǘƛƴƎǎ ŀǎ ƘƛŘƛƴƎ ŜƳǇǘȅ ŎŀǊŘκǘƻƻƭǘƛǇ ŦƛŜƭŘǎΣ ¦w[ ŦƻǊƳŀǘ ŦƻǊ 
user avatars, or editing directly on a card, sending notification when a task is assigned and etc. 
 
Choose άSend notification, when a task has been assignedέ ǘƻ let assigned users receive alerts when 
they are assigned. 
 
If you choose άOpen form by double clickέ, the edit form will appear by double click on a task. Here 
you can also allow using the SharePoint form if you prefer using the classic SharePoint view of a card. 
 
 
 

 
 
¢ƘŜ άAdvanced Setupέ ǎŜǘǘƛƴƎǎ ōƭƻŎƪ ƛƴŎƭǳŘŜǎ ŘŜŦŀǳƭǘ ǎŜǘǘƛƴƎǎ ȅƻǳ Ƴŀȅ ŀǇǇƭȅ ŦƻǊ ƴŜǿ ōƻŀǊŘǎΦ IŜǊŜ 
you can define the first day of the week, allow creating new tasks, allow creating a task from a 
column, use the horizontal scroll, and enable drag & drop tasks. 
 

 
 

http://www.virtosoftware.com/
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tƭŜŀǎŜ Řƻ ƴƻǘ ŦƻǊƎŜǘ ǘƘŀǘ ȅƻǳ όŀŘƳƛƴƛǎǘǊŀǘƻǊύ Ŏŀƴ ǎŜƭŜŎǘ ǘƘŜ ŎƘŜŎƪōƻȄ άOverride all boards to defaultέ 
to forbid other users from changing the chosen settings on their permissions level. 
 
It is possible to define default values for new boards or override existing board settings. Any option 
activated in the column "Override all boards to default" makes the corresponding feature unavailable 
(grayed out) in the board settings. 
 

 
 
Lƴ ǘƘŜ ά/ǊŜŀǘŜ ōƻŀǊŘ ƭƛǎǘέ ȅƻǳ Ŏŀƴ ƎŜƴŜǊŀǘŜ ǘƘŜ ƭƛǎǘ ƻŦ ŀƭƭ ōƻŀǊŘǎ ƻƴ ǘƘŜ {t ǎƛǘŜΦ /ƭƛŎƪ ǘƘŜ ōƻŀǊŘ ǘƻ open 
it.  
 

 
 

The correlation ID field is used for technical support όƛƴ ǘƘŜ ά{ǳǇǇƻǊǘέ ǘŀōύ. 
 
Enable debug module (when you need additional admin information, select this checkbox, and the 
ά5ŜōǳƎ ƛƴŦƻǊƳŀǘƛƻƴέ ǘŀō ǿƛƭƭ ŀǇǇŜŀǊΦ ¢Ƙƛǎ ƳƛƎƘǘ ōŜ ǉǳƛǘŜ ǳǎŜŦǳƭ ŦƻǊ ǘŜŎƘƴƛŎŀƭ ǎǳǇǇƻǊǘ 
 

http://www.virtosoftware.com/
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Here the administrator also can enable or ŘƛǎŀōƭŜ ŀŎǘƛƻƴǎ ŦƻǊ ǘƘŜ Yŀƴōŀƴ ōƻŀǊŘ όǎŜŜ ǘƘŜ άActionsέ 
section).  
 

 
Also, use the search to find the appropriate board in the list or filter the list.  
 

 
 
 

Lists and Columns Compatibility 
 
You can overlay lists with the same content type and any lists with coinciding fields. The list to display 
on Kanban Board must have at least one Choice field and a User field. 
 
Lists can be merged in 2 cases: 
- They have an identical content type with the same fields. 

http://www.virtosoftware.com/
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- They share the same parent content type. In this case, only the coinciding fields will be merged (A 
field type and field title must be identical in both lists to merge it and make it available to select as a 
Kanban Column, a Kanban Swimlane, or a required field in Board Settings) 
 
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 ά!ǎǎƛƎƴŜŘ ǘƻέ ŦƛŜƭŘ ǊŜƴŀƳŜŘ ǘƻ the ά¦ǎŜǊǎέ ŦƛŜƭŘ 
and List 2 is a custom list with the ά/ǊŜŀǘŜŘ ōȅέ ŦƛŜƭŘ ǊŜƴŀƳŜŘ ǘƻ the ά¦ǎŜǊǎέ ŦƛŜƭŘΣ ǘƘƛǎ ŦƛŜƭŘ ά¦ǎŜǊǎέ 
will be available on a board as a column or swimlane when both lists are merged. 
 
If List 1 has the ά!ǎǎƛƎƴŜŘ ¢ƻέ ŦƛŜƭŘ ŀƴŘ ƛǘǎ ŎƻǇȅ ά/ƻǇȅ ƻŦ ƭƛǎǘ нέ ƭƛǎǘ Ƙŀǎ ǘƘŜ ǊŜƴŀƳŜŘ ŦƛŜƭŘ ά!ǎǎƛƎƴŜŘ 
¦ǎŜǊǎέΣ ǘƘŜǎŜ ŦƛŜƭŘǎ ǿƛƭƭ ōŜ ŀǾŀƛƭŀōƭŜ ǘƻ ŜŘƛǘ ŀƴŘ ŘƛǎǇƭŀȅŜŘ ƻƴ ǘƘŜ Yŀƴōŀƴ .ƻŀǊŘΣ ōǳǘ ȅƻǳ ŎŀƴΩǘ ǳǎŜ 
them as columns or swimlanes. 
 
 
Columns Compatibility 
 

 
 

 

List Setup 
 
Type a board name and open the lists picker to choose a SharePoint list(s) from the site collection, 
which contains the data youΩǊŜ ƎƻƛƴƎ ǘƻ display as a Kanban board.  
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Select List  
 
You can overlay lists with the same content type and any lists with coinciding fields. The list to display 
on Kanban Board must have at least one Choice field and a User field. 
 
Lists can be merged in 2 cases: 
- They have an identical content type with the same fields. 
- They share the same parent content type. In this case, only the coinciding fields will be merged (A 
field type and field title must be identical in both lists to merge it and make it available to select as a 
Kanban Column, a Kanban Swimlane, or a required field in Board Settings) 
 
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) 
 
CƻǊ ŜȄŀƳǇƭŜΣ ƛŦ [ƛǎǘ м ƛǎ ŀ ¢ŀǎƪ ƭƛǎǘ ŀƴŘ Ƙŀǎ ǘƘŜ ά!ǎǎƛƎƴŜŘ ǘƻέ ŦƛŜƭŘ ǊŜƴŀƳŜŘ ǘƻ ǘƘŜ ά¦ǎŜǊǎέ ŦƛŜƭŘ 
ŀƴŘ [ƛǎǘ н ƛǎ ŀ ŎǳǎǘƻƳ ƭƛǎǘ ǿƛǘƘ ǘƘŜ ά/ǊŜŀǘŜŘ ōȅέ ŦƛŜƭŘ ǊŜƴŀƳŜŘ ǘƻ ǘƘŜ ά¦ǎŜǊǎέ ŦƛŜƭŘΣ ǘƘƛǎ ŦƛŜƭŘ ά¦ǎŜǊǎέ 
will be available on a board as a column or swimlane when both lists are merged. 
 
LŦ [ƛǎǘ м Ƙŀǎ ǘƘŜ ά!ǎǎƛƎƴŜŘ ¢ƻέ ŦƛŜƭŘ ŀƴŘ ƛǘǎ ŎƻǇȅ ά/ƻǇȅ ƻŦ ƭƛǎǘ нέ ƭƛǎǘ Ƙŀǎ ǘƘŜ ǊŜƴŀƳŜŘ ŦƛŜƭŘ ά!ǎǎƛƎƴŜŘ 
¦ǎŜǊǎέΣ ǘƘŜǎŜ ŦƛŜƭŘǎ ǿƛƭƭ ōŜ ŀǾŀƛƭŀōƭŜ ǘƻ ŜŘƛǘ ŀƴŘ ŘƛǎǇƭŀȅŜŘ ƻƴ ǘƘŜ Yŀƴōŀƴ .ƻŀǊŘΣ ōǳǘ ȅƻǳ ŎŀƴΩǘ ǳǎe 
them as columns or swimlanes. 
 
 
Table. Columns Compatibility 
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List picker allows you to select one or multiple lists to display on Kanban board. The list name contains 
link to the list, and you can also see the list collection which this list belongs to. 
 

 
 
 
 
Available Content Types 
 
¢ƘŜ άAvailable Content Typesέ dropdown allows you to show the lists that contain the chosen content 
type. 
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Note: this option is usually used for multiple lists to show on the Kanban board. So, you need to choose 
the content type first and then decide which lists with this content type you display on the board.  
 

 
 
 

Board Templates 
 

The Kanban Board web part (including SharePoint 2013, 2016, and 2019) supports templates. 

Navigate to List Setup block of your board settings. The three options are available: 

¶ Save the board as a template (save a KBOT file to your disc according to chosen fields); 
¶ Save as template (save a KBOJ file to your disc with the current board settings); 
¶ Load template (choose a file from your disc to load previously saved settings). 
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¢ƻ ǎŀǾŜ ŀ ǘŜƳǇƭŀǘŜΣ ŦƛƴŘ άTemplatesέ ƛƴ ǘƘŜ [ƛǎǘ ǎŜǘǳǇ ǘŀō ŀƴŘ ŎƭƛŎƪ άSave the board as a templateέ. 

Check the fields you would like to export and pay attention to the fields that are not included 

(cannot be exported). 

 

 
Export rules 
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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. 

¸ƻǳ Ŏŀƴ ƳŀƪŜ ŀ ǇǊŜǾƛŜǿ ōŜŦƻǊŜ ǘƘŜ ŜȄǇƻǊǘ όŎƭƛŎƪ άtǊŜǾƛŜǿ ŘŀǘŀέύΦ 

 

Finally, save the created file to your disc and use it later. 

¸ƻǳ ŀƭǎƻ Ŏŀƴ ŎǊŜŀǘŜ ŀ ƴŜǿ ōƻŀǊŘ ŦǊƻƳ ŀ ǘŜƳǇƭŀǘŜΦ ²ƘŜƴ ȅƻǳ ŎǊŜŀǘŜ ŀ ƴŜǿ ōƻŀǊŘΣ ŎƘƻƻǎŜ άCreate 

from a templateέ ƻƴ ǘƘŜ Yŀƴōŀƴ .ƻŀǊŘ ǿŜō ǇŀǊǘ ǇŀƎŜΦ 
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Now just choose the previously saved template file from your disc and start working. 

 

Board Setup 
 
Columns 
 
Columns visualize the workflow across the board. 
 
Select the ά{Ŝǘ ƻŦ ŎƻƭǳƳƴǎέ ƭƛǎǘ field, which will be used for generating columns for Virto SharePoint 
Kanban. This field must be a choice field. Usually, the columns mean the status of a task, but you can 
select any other choice field.  
 

 
 
Note: please be careful when you change the set of columns and rename the column names. For 
example, if you change the task status set of columns to another one and rename the columns, your 
task cards might appear without a status. In this case, to change the column value, please re-select 
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ǎǘŀǘǳǎ ŦƛŜƭŘ ōŀŎƪ ǘƻ ά¢ŀǎƪ {ǘŀǘǳǎύΦ 

 

 
 
 

When you have assigned a field for columns, all the choice values from this field will be displayed as 
columns. Then, you can choose the exact columns that will be displayed on Kanban board.  
 
/ƭƛŎƪ άΧέ next to a column name to define the position of a column (move columns left or right) or 
delete it. 
 

 
 

άLƴǎŜǊǘ ƭŜŦǘέ ŀƴŘ άLƴǎŜǊǘ ǊƛƎƘǘέ buttons from dropdown menu allow you to add previously deleted 
columns again. 

 

Note: you can define a custom title for each column; the column name will be left unchanged in the 
list. 

 

 

You can set WIP limit (work-in-progress limit) and specify maximum count of items in a column.  
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If the WIP limit is exceeded, the number of tasks in this column will be highlighted with red. In the 
following example, the WIP is 1, but the column contains 2 tasks. In this case, the first red character is the 
ŀŎǘǳŀƭ ƴǳƳōŜǊ ƻŦ ǘŀǎƪǎ όǎƛƴŎŜ ƛǘΩǎ ŜȄŎŜŜŘŜŘΣ ƛǘΩǎ ǊŜŘύΦ !ƴŘ ǘƘŜ ǎŜŎƻƴŘ ŎƘŀǊŀŎǘŜǊ ƛǎ ǘƘŜ ²Lt ƭƛƳƛǘΦ 

 

Note: the first and the last columns do not have the WIP limit. 

 

The άaŀȄ ǿƻǊƪ ǘŀǎƪǎέ ƻǇǘƛƻƴ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ǎŜǘ ǘƘŜ 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 many tasks in a column. 

 

Note: this option is available when you choose the small size of tasks on the board. 

 

The άaƛƴƛƳǳƳ Ŏƻǳƴǘ ƻŦ ǘŀǎƪǎ ƛƴ ŎƻƭǳƳƴ ǇŜǊ Ǌƻǿέ ƻǇǘƛƻƴ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ǎŜǘ ŀ ƴǳƳōŜǊ ƻŦ ǘŀǎƪǎ ǘƘŀǘ 
will fit to the selected column.  

 

In the following example, we have applied 3 max work tasks to the column. This means, only 3 tasks 
will be displayed. 

 

 
 

Lƴ ŦŀŎǘΣ ǘƘŜ άLƴ tǊƻƎǊŜǎǎέ ŎƻƭǳƳƴ Ŏƻƴǘŀƛƴǎ п ǘŀǎƪǎΣ ōǳǘ ƻƴƭȅ о ŀǊŜ ŘƛǎǇƭŀȅŜŘΦ 

 

You can see the first number ƛǎ оΣ ƛǘΩǎ ƳŀȄ ǿƻǊƪ ǘŀǎƪǎ ƭƛƳƛǘΦ ¢ƘŀǘΩǎ ǿƘȅ ȅƻu can see only 3 tasks in 
this column.  

 

The second number ƛǎ п όŀŎǘǳŀƭ ƴǳƳōŜǊ ƻŦ ǘŀǎƪǎύΦ LǘΩǎ ƘƛƎƘƭƛƎƘǘŜŘ ǿƛǘƘ ǊŜŘΣ ōŜŎŀǳǎŜ ǘƘŜ ²Lt ƭƛƳƛǘ ŦƻǊ 
this column is 1 task (the last number is 1, this is WIP limit). 
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If you have to display all tasks, click on the numbers to expand the column. Click again on this 
number to collapse the column again according to max work tasks count.  

 

 
 

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

 

Click "Ҍέ ƴŜȄǘ ǘƻ Counter and set the values in appeared pop-up window, then click "Save" to save 
the settings. 
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The current version of Virto Kanban has two functions ς Sum and Average. 

 

Note: the selected task field must contain a number.   

 

Now, total Counter shows the total amount of hours for tasks in "Lƴ tǊƻƎǊŜǎǎέ column. 

 

 
 

Click άXέ next to the Counter name to delete it. 
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Note: If the board has swimlanes, the counter will be applied to each cell (a part of a column 
included into a swimlane). 

 
 

Adding Required Fields 
 

Lƴ ŎŀǎŜ ȅƻǳΩǊŜ ŎǊŜŀǘƛƴƎ ŀ ōƻŀǊŘ ŦǊƻƳ ŀ ŎǳǎǘƻƳ ƭƛǎǘΣ ƴƻǘ ǘƘŜ ǉǳƛŎƪ ōƻŀǊŘΣ ȅƻǳ Ŏŀƴ ŀŘŘ ƳƛǎǎƛƴƎ ŦƛŜƭŘǎ 

right from the board settings. Start creating a board ŀƴŘ ŎƘƻƻǎŜ ά/ǊŜŀǘŜ ŀ ōƻŀǊŘ ŦƻǊ ŜȄƛǎǘƛƴƎ ƭƛǎǘόǎύέΦ 

Choose a list from your SharePoint site in the list picker. When you have chosen a list and switched 

ǘƻ ǘƘŜ άCards setupέ ǎǘŜǇΣ ǘŀƪŜ ŀ ƭƻƻƪ ŀǘ ǘƘŜ ŦƛŜƭŘǎΦ {ƻƳŜ ƻŦ ǘƘŜƳ ŀǊŜ ŀƭǊŜŀŘȅ ŎƘƻǎŜƴΣ ŀƴŘ ǎƻƳŜ ƻŦ 

them are not selected. 

 

You should choose the following fields: the visual date field, a text field for comments, and labels 

ŦƛŜƭŘΦ !ƴŘ ƛƴ ŎŀǎŜ ǘƘŜ ƭƛǎǘ ŘƻŜǎ ƴƻǘ Ŏƻƴǘŀƛƴ ŀƴ ŀǇǇǊƻǇǊƛŀǘŜ ŦƛŜƭŘΣ Ƨǳǎǘ ŎƭƛŎƪ άAdd new fieldέ ƴŜȄǘ ǘƻ ƛǘΦ 

No need to navigate to the list settings and add fields.  
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{ǇŜŎƛŦȅ ǘƘŜ ƴŀƳŜ ŦƻǊ ȅƻǳǊ ŦƛŜƭŘ ŀƴŘ ǎŀǾŜ ƛǘΦ /ƘƻƻǎŜ ǘƘŜ ŎƘŜŎƪōƻȄ άwŜǉǳƛǊe that this field contains 

ƛƴŦƻǊƳŀǘƛƻƴέ ƛŦ ȅƻǳ ƴŜŜŘ ƛǘΦ 

 

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. 

 

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

bƻǘŜΥ ƳŀƪŜ ǎǳǊŜ ȅƻǳ ƘŀǾŜ ŜƴŀōƭŜŘ ǘƘŜ ǾŜǊǎƛƻƴ ƘƛǎǘƻǊȅ ŦƻǊ ǘƘŜ ƭƛǎǘ ȅƻǳΩǾŜ ŎƘƻǎŜƴΦ hǊ ƻǘƘŜǊǿƛǎŜΣ 

choose the checkbox to enable it. The version history is required for the comment field.  

 
 

Swimlanes 
 

Swimlanes visualize different classes of work as horizontal lanes on the board. You can select a list 

field containing several values, for examle Choice, Multichoice, User, Lookup, Boolean, etc.) to use 

as swimlanes. 
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Default swimlane is used as a main Kanban section if there are no other swimlanes.All tasks not 

fitting to other swimlane conditions are automatically placed in the default swimlane. 

 

You can create swimlanes by selecting a list field. For example, you can use swimlanes to distinguish 

ǘŀǎƪ ǇǊƛƻǊƛǘȅ όάIƛƎƘέΣ άbƻǊƳŀƭέΣ ŀƴŘ ά[ƻǿέύ ƻǊ ŎǊŜŀǘŜ ǎǿƛƳƭŀƴŜǎ ōȅ !ǎǎƛƎƴŜŘ ¦ǎŜǊ ŦƛŜƭŘΦ 

 

Now, you can select a set of swimlanes to be displayed on Kanban Board. Click on dots to remove 

swimlane or move it up or down, then add more swimlanes. The default swimlane can be deleted. 

 

 
 
You can rename swimlanes.  
 
LŦ ȅƻǳ ŎƘŜŎƪ ǘƘŜ ōƻȄ άLǎ ŎƻƭƭŀǇǎŜŘ ōȅ ŘŜŦŀǳƭǘέΣ ǘƘƛǎ ǎǿƛƳƭŀƴŜ ǿƛƭƭ ōŜ ŎƻƭƭŀǇǎŜŘ ƛƴ ƘƛŘŘŜƴ ǾƛŜǿ ǿƘŜƴ 
you open your Kanban Board. Also, any swimlane is collapsed by default if it does not contain any 
tasks.  
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