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Dear User,

Welcome to the Kanban Tool
guide manual. On the following
pages, you will find a collection
of Kanban Tool's key
functionalities, allowing you to
start managing your projects
better.
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1. Creating your first board using
a template

First of all you will need to create at least one board to work on. When you log in
to your account please select the option Create new board visible on the vertical
panel on the right side of your screen.

In this section you are able to name your board, provide a short description and,
most importantly, choose one of the predefined types of the board that will allow
you to start the work as quickly as possible.

There are two kinds of boards — simple and team, each with three sub-types:

1.1. Simple Kanban

A Basic Kanban Board template

This is a very simple workflow, suitable for basic personal work and time
management. It has three self-descriptive states:

e To do to store and organize things you want to work on.

 In progress with limit to keep you from doing too many things at the same
time.

» Done for reference and to track your performance.

In Progress
0i2

To do Done

+ add fask + add fask + add fask

Fig 1: A basic Kanban board template
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A Time driven Kanban Board template

The time driven version of basic workflow. Works best if you plan in a time based
manner. The board layout looks as follows:
« To do
« Scheduled with three categories:
« Soon - things to do in near future
« Tomorrow - limited number of things scheduled for tomorrow
« Today - things to do today with limit of 7 cards to keep you focused and
organized
e In progress with limit to keep you from doing too many things at the same
time.

« Done for reference and to track your performance.

Scheduled
L In progress
To do s Done
VW W
+ add task + add task + add fask

23 ¢
-] a =
) <
I
3 % =

==t O

=]

Fig 2: A time driven Kanban board template

An event-driven Kanban Board template

The event driven version of a basic workflow works best when some external
event (like approval, or a predefined completion of a particular stage etc.)
determines which tasks are ready to be worked on next. The board layout looks as

follows:
e To do with three categories:

« Backlog - things to do some time in future

6
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« Waiting - a limited number of selected tasks waiting for some event to
happen (i.e. approval)
e Ready - things ready to start working on

 In progress with an all important limit to keep you from doing too many things

at the same time.

« Done for reference and to track your performance.

To do i
n
progress Done
0/2
Backleg v W
+ add task + add task + add task

7
= =
5 £
=1
- D
= —
o =

Fig 3: An event driven Kanban board template

1.2. Team Kanban Board

A Basic Team Board template

Team boards use buffers to signal that tasks are ready to be pulled to the next
workflow stage, possibly by other team members. The board layout looks as
follows:

« Backlog - containing all the things a team can work on

 In progress with two columns:
« Waiting - for tasks ready to be pulled when enough capacity is reached
« Working - limited number of tasks currently being worked on

« Done for keeping a reference and to monitor team performance.

;
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In progress

Backlog Done
Working

0/4

<

+ add task + add task + add task

(L0 Buipepy

Fig 4. A basic team Kanban board template

A Team Board template for product development

This template can act as a base for describing a product development process.
e Requirements gathering
e Requirements analysis
e In development
« Waiting

« Working on

In QA
o Waiting
« Working on

In verification

« Waiting
« Working on

 Done.
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In

In development In QA |
verification
v oW Done
Waiting Working on
v v W w
oI o4
+ add task +add task + add task
-~ =
73 £ 5 %
£ E £z F =
2 o e = & =
: : ° 3 = 3
- - - -
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2 - =
- e -
s 2 = =
=
s ¢
= w
= —
— B
s =

Fig 5: A team Kanban board template for product development

management

Board template for sales pipeline

This template can act as a base for describing your sales pipeline.

Leads

New opportunities
Initial communication
Solution development
Proposal

Solution evaluation
Negotiation

Closed

« LOST

« WON

kanban tcol
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Closed
Leads VW W W v Negotiation
~ WON
+ add task + add task + add task

= 5 w T —
g = 2o s [=}

= £ = wn
e 2 2 8 2 5
T 8 5 2 5 3
=2 5. 2 '
c E 3 =2 =85
=
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o - =1
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= o o«
2 3 Z =
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Fig 6: A team Kanban board template for a sales pipeline

A Team Board template for online marketing

This template can act as a base for running your online marketing processes

« Alerts

« To do

« Scheduled
« This Week
« Today

* In Progress

« Monitoring
* Done
Scheduled
Alerts v i p;"gess Monitoring v
W
+ addtask + add task + add task
3 3 g g
g 2 = 3
g = °
s & = =
e 3
-

Fig 7 A team Kanban board template for online marketing

10
kanban tOOl © 2021 Kanban Tool® by Shore Labs. All rights reserved.


http://www.shorelabs.com/

Kanban Tool

Creating folders

For better organization, Kanban Tool allows creating folders, in which you can
store your boards (very helpful once you get going and end up with a lot of
boards). While on the Dashboard, just click Create new folder. To place a board in
a folder, go to more option and choose the “move” option to decide where to put
your board.

A word on initial clarity:

As you can see, there are many available options of designing the board to suit
the needs of a particular team or project. At first glance it may look confusing, but
we do not want you to get confused. For this reason, it is best to start with any of
the basic Kanban Boards and suitably develop them on further steps of the
project depending on your needs. This way you can avoid confusion among the
team members that need to learn the tool as well — keep it simple from the
beginning and it will stay simple even when you've created a whole network of

projects.

Before you leave the board creation screen, you can tick the option “I want to
further customize this board” to be transferred to the board edition screen.

X
kanban tC/Ol © 2021 Kanban Tool® by Shore Labs. All rights reserved.


http://www.shorelabs.com/

Kanban Tool

2. Customizing your board
2.1. Editing the board

Board edition screen is the place where you can change the layout of your board,
as well as add further columns and swimlanes that will suit your project flow.

The board edition screen is accessible through Settings - Board Editor, located
In the top-right corner of your board view.

Settings x

Card Types Card Template Board Editar Board Background Power-Ups Process Automartion
In Progress

To do 2 Done L e
s hw * e gt w | KB i

Fig 8: Board layout edition screen

In the board edition screen your board is a little faded and each column has a set
of four icons that can be used to introduce changes to this particular column (or
swimlane):

- the pencil icon allows you to edit the column or swimlane

- the split fork icon is used to divide a particular column into two separate ones.
There may be a situation when one group of items has to be further divided into
two more, like TO DO items into: - TO DO (this week) and - TO DO (next week), etc.
You can divide and subdivide the divisions as much as you need

- the bin icon is used to delete a particular column or swimlane when you decide
it Is no longer needed

12
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- the gray right / left arrow icons - these icons allow for changing the location
of

a particular column or swimlane on the board. Click on the arrow icon for the
column / swimlane to swap places with the one indicated by the arrow's point.

To add a column or a swimlane just click on the big green icon visible on the
right and at the bottom of the board respectively.

2.2. WIP Limits

Column name:
THIS WEEK

WIP limit {optional, numeric vake).
3 | tasks
tasks
Lane Polic difficulty points

fours of esimated time

Lana Type: {opfinral)
Cueus  Wailing

Lane width cards visitla in single row:
1

L Allow tasks to be archived hara

nrmm

Fig 9: Adding a WIP limit to a column

The Work In Progress limits are designed to reduce multi-tasking and maximize
throughput. To add work in progress limits per column go to Settings - Board
editor and click the pencil icon to edit the limit. Fill the work in progress limit in
WIP limit field and save.

To add a Kanban policy, while on the board, please go to Settings - Board
editor. Click on edit (pencil icon) next to the column (or swimlane) name where
you want to add the policy.

Then fill the Lane (or Swimlane) Policy/Description field. The policy will be
available for every Kanban board user when hovering over the blue info icon on
the board.

13
kanban t%l © 2021 Kanban Tool® by Shore Labs. All rights reserved.


http://www.shorelabs.com/

Kanban Tool

3. Adding people to your account

3.1. Sharing the account in full capacity

Start collaborating by adding new users to your account. Please click the People
tab, visible in the top left the menu.

In the screen that follows, you are able to set an entire sub-account for any
person you need to take part in using your Kanban board.

£ Account administration

X+ Add new person
Add friends., employees and clients so they can
access this account and collaborate with each other.
They will have separate login, password, and you
can decide what they will be able to see and do.

# edit @ suspend

# edit @ suspend

Fig 10: Adding other team members to the account

There, you can also assign privileges that determine how much change the
particular person can introduce onto the boards:

If you want this person to view all boards and folders, select the Account
owner privileges. These privileges allow to see and do everything with and
within your account.

If you'd like for a user to be able to see, manage and create new items within
the account, assign them Account administrator privileges. They will not be
able to edit any account settings.

When you want a user to only access the boards that were shared with them
and create and manage new ones, give them Project Manager privileges.
Project Managers will be able to invite new people, but will not be able to edit
the People section to edit users' options.

14
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3.2. Sharing selected boards and folders only

# Dashboard 1% People

* Cloud#9 Development & share = g Cre
Mar
| External Contracts Lushare = B Cre
Cre
. wor
PBD Projects I, share =
mm Cre
* Project CD992 I share = Gro
and
2 Project 779M A2

+ Rei

As

| Knowledge Base & SOP I share = left

Fig 11: Sharing a selected board with other team members

However, if you only want a user to have access to one selected board or a folder,
after inviting this person, please go to the share option and select this person to
give access. When you fill the pop-up form, the person will receive an email with
their user name, password and URL to access your account.Then, click Add new
person and fill the form. Choose the full access option to allow invited person to
create, modify, move and delete tasks. This person will have access to this board
or folder only.

In the custom access option you can specify what exactly a particular person is
allowed to do on the board. A read only access will only allow to view the board,
no modifications of any kind allowed.

Individual boards can also be shared with others directly from the board view -
just use the Share option in a board's top right corner, next to Settings, Tools and
Help links.

15
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Share Se]ings Help Tools = Filter by fille, tags or card name T Q L]

NG PASS DONE

SOTAORTY

Fig 12: Sharing the open board with others, without exiting the board view

3.3. Adding multiple users to the account

If you have a .csv file with details of people you would like to add to your account,
you can import them at once instead of adding each person individually. Please
go to the People - Invite a Whole Team option.

Cal # Dashboard 1L Pecple £ Account administration

£ Invite a whole team

Enter one person per line, each line in following format:
John Smith, JS, john smith@companyemail. com

Joe Sixpack, J5, joe@companyemail.com

-or upload a CSY file @ -

Choose Fiie No file chosen

ﬁ oE el

Fig 13: Adding an entire team to the account
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3.4. User Groups - easier access
management

Enterprise plan subscribers can take advantage of a user groups feature. This
saves you from having to share individual boards with individual people -
instead, when creating users, you assign what groups they belong to. Then, boards
only need to be shared with a group once — all current and future members of
a group will automatically get access to them. It's a great feature for larger
teams, for which data access control is crucial and user management more
complex.

To learn more about user groups please visit this page..

Name

Aksel Svensson AR Maragament & edit {you)
Daria Comnell AR Hurman Resources # edit @ suspend
Jesse Romeijn AP Finance Team # edit & suspend
Jodnn Dee Business Development Team # edit @ suspend

John R. Gonzalez Development Team # edit @ suspend
Finance Team
Jansi Bohn FingncaTeam  Human Resources # edit @ suspend
Kris Argentina Busineszs Development Team # edit @ suspend
Mike Daniels Finance Team  Human Resources # edit @ suspend
Montgomery Flock # edit @ suspend
Morty Smith AP Susmess Development Team # edit @ suspend
Pat Smitthers Managemant # edit @ suspend
Philip J. Fry sz Development Team # edit @ suspend

Management

Fig 14: User Groups assigned to team members
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3.5. Personalized company logo on your login
page

Account owners can add a logo image to the account, making a visual connection
between your company workflow and company branding. Simply upload a logo
Image from Account Administration - Account Settings. The image will be shown
on your account login page, and on the dashboard.

& SHORE LABS Dashboard people

£ Aaccount administration AB  Jackson Fuller =
£12 Create new board
3+ Q4 Sales Plan Lnsnare = Visually manage and oiganize your wark.
[E] Create new note
% 788 Co. Development B share = Create, store and share any text
document with word like editor.

Fig 15: Dashboard with a custom company 0go
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4. Using your Kanban board

4.1. Creating Kanban cards

With your board edited to suit the needs of your team or project, you can now
begin adding tasks. To add a task to a particular column either just double click
on the empty space within the column or click the + link.

A card creation screen will appear. Here you are able to:
« name the task (this field is required to fill)

- create a checklist of items that are part of this task (each of them can be
assigned to a specific user)

e write a task description, or simply copy & paste any external information about
it

« add card attachments that make the task easier to complete / understand - at
this point, you can only attach files from your computer, unless you have
previously enabled the Google Drive / Box integration, or had you switched on
the fabulous Web Attachment Power-Up (read more about this in Section 20.9,
page 69).

The file attachments (uploads from a computer) are not a feature supported in
Kanban Tool's Free plan. Free plan users can, however, utilize the Google Drive /
Box and other file hosting service integrations to attach files to cards.

« change the type of the card - types are usually connected to colors and will be
discussed in sections that follow

 set the priority of the task

« add tags, to help in managing and searching tasks via the search engine visible
In the top right corner of your board

19
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A new task

Pmject QL / Buffer
& checklistitem 1
[ checklistitem 2

4

Description
My mew Kanban Tool fask
Attachments

Card typs rICrtyY Estimated fime

Bfinances v 2

sgs

=invoices  =urgent

Create and close Create and add next Create and edit

Fig 16: Creating a new task

The Add at the top option

Once you've filled in all the information on your task, you have the option to
place this newly created task at the top of the column (bottom right corner of the
task card) - this is particularly helpful when adding last-minute or urgent tasks to
highly populated columns.

Note: Please note this is a standard layout of a card. Adding further functions
(fields) to the cards will be described in the next sections.

20
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4.2. Editing Kanban Cards

Comments and Card History

When you open your new card you will notice some additional options available.
In the side panel opened with the red chat-like icon, any user with access to the
board may leave notes concerning this particular task. Each comment comes with
the name of the user that wrote it, as well as a date, so it is not necessary to sign
the commentary.

Comments will be intertwined with card history - given in chronological order,
since the card's creation to the latest changes and comments. All changes are
accompanied by date, time and name of the person who made them.

Comments are to be entered via the bottom text window, and can include
attachments and links to convey more information.

A new task

Project G/ Bulles
[ checklist tem 1

2 checklist iterm 2

Description
My new Kanban Tool task
Attachments

Cai0 lype
i finances

Tags
#Invoices = urgent

lentar your comment hers %

Fig 17: Additional options available when editing a newly added task

Comment notifications can also be sent to a specified person, people or user
group via email. To address the comment to a team member, you can either click
the area below the comment text editor, and select a user from the list, or you
can type @Name, @Surname, @NS, or @group - directly inside the comment.
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The person you point here to will receive an email with this comment and a link
to the card.

Comments can be exchanged either by replying in Kanban Tool or by replying to
the notification email — whichever works for you.

At the bottom of the card, you will also notice the time passed since the card's
last edition. If you're using Kanban Tool's Time Tracking - once the team had
been working on a card, and timing this work — under the task's name there will
also be information on the time already worked on it.

If you're not using Time Tracking, the only additional information under the task's
name will be the name of the column, in which that task is currently placed.

give this task a name...

Project Qi [ this week

Deseription

Attachments

Card type

B finances v Estimated time

Tags

Create and close Create and add next Create and edit add at the top [

Fig 18: Information on current card location on the board
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5. Moving around the Kanban board

Kanban boards are all about simplicity. The aim of using a Kanban board Is to see
the card progress through various stages of the project (left to right) until it
reaches the end (i.e. completion) at the far right end of the board.

To move a card around the board just use the standard Drag & Drop method. You
can also use a card drop-down menu. Just right-click on the card and select Move.
This action will progress the card to the next column to the right.

C-Suite Only / Dev Work - Safiings Halp Tonkw  Filirby iz tagsorcardname | ¥ || 0, 4
Todo
In progmes Diiia
215
Backlog ~ Ready
+ + + +
§ -
Az a user| ean adit al of my Gat user feedback for the new =7 Update disavow file Tesl the Cyele Time script
detaits in Profie View Android release = = changes
T Siop timer

Move | any of
Az a user | want fo have access Teet new image compresing Mors bugs with ST g
-
Duplizate i
Talking paints for ) [Deactivalz promo codes
Hite & cleaning seivice for ihe Plan Mark & Jake's ennual team conferenc Move to

MWanchestar ofiica raview meetings

Change homepage layout Order a gift for Jake
Geman kvt bog fiv on page
Make i possibie fv rew users Markeling campaign based on Assign to
to find their recent fles Featura X
Change priority

Change type

Postpone until

. Call Morty 32524580978
Make r=curring

Block tazk

Cal Vijay €. 358

Fig 19: Moving cards with the context menu option

If you have more tasks that need to be moved from one column to another, right-
click in any empty space within a column and select Move all.
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To do In Progress
1712 Review Rework

+

1o ‘Working

day
+
e
_ test the Cycle Time script =zan the serverfor mahwars
13 i S o @SB
use case 862 re-do hire an office assistant get aif archived documents for
the tax office: as a user | can edit all of my

details

v lagng 4
il ating

+
B E]
=

+

prepane the invoice 223

give out the promo codes

§

check order 80

get the documents for the tax
office

give away the marketing infos

to DC

Sort by
Delete all

Fig 20: Moving all cards from a column

5.1. Selecting several cards at once

To select a few tasks on the board, simply click on them while pressing the CTRL
key.

You can also select cards by drawing an area rectangle on the board with the
mouse pointer, just like in your operating system. Simply mark an area to select
the tasks in it. Please see how best to do it here.

24
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6. Collapsing columns and swimlanes

Are you working with a very large board? You can always collapse or expand
column by clicking on it's label (when expanded) or at the + sign (when
collapsed). For your convenience, you can still move cards to collapsed columns,
just drag a card over and hold above one, until it expands.

Fig 21: Full view of a board

Project |
oL Feworkihe malr pageiysut

< Project BDO 17

3 Project 34b (11

Fig 22: A collapsed view of a board
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7. Customizing the card template

It's very easy to customize Kanban cards layout to suit your needs. You can edit
your Kanban card template in Settings - Card template. Settings are located in
the top right corner of a board view — next to the Share, Tools and Help options.

In Card Template, you are able to add more options to your cards:

7.1. External ID

You can add an external ID to your cards. It's possible to make it editable, visible
on the front of cards, set sequential numbers (this will make the number unique
across all your boards) and choose an option to auto generate them for new
cards. Editable external ID Is useful for fast searching and keeping cards in
groups.

7.2. External link

Allows you to attach external links to your cards - very useful when information
vital for completion of the task is found on a website. Once an External Link had
been placed in a card, it will be possible to open with one click = both from an
open and closed card (chain-link icon).

7.3. Estimated time

The Estimated time field is designed to store your task duration guess.
Additionally, the Enterprise plan clients can use it to get a visual clue comparing
the time recorded while working on a task, to their estimate on how long that task
should have taken.

You can add your estimation of how long you think the task will or should take.
The Estimated time field is set to work in hours. For instance, you can write: “6”
for 6 hours or ",5" for half an hour or ":25" for 25 minutes.

When work Is started on a previously estimated task, there will be a pale green
progress bar displayed at the bottom of the card, informing of the running time
being within the estimate.

20
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If you work on this task for longer than estimated, a new progress bar will be
displayed - pale red, showing how far over the estimate you've gone. To learn
more about this feature, please visit this site.

7.4. Task difficulty

Allows you to rank the difficulty of a task, indicating how much effort will be
required to complete it. The scale (points) are predefined, but you can edit them
and input values used by your team for this purpose.

7.5. Custom fields

This is the part allowing you to create up to 15 custom fields, that will appear on
each of the board’'s cards. Custom fields can contain either: free text, numbers,
drop-down menus with options, external links, date pickers, web links, a progress
indicator, an email address, votes, rating or an address. You can also set how
much space a particular custom field will take on the card edition screen (width
in %).

7.6. Assignment

Once this field had been activated, you will be able to assign each of the tasks to
different users of the board. Their initials will then be displayed at the fronts of
the cards. Users will also be notified of a task assignment via email, and will be
able to filter the boards to see the work items that were assigned to them.

7.7. Due Date

Enabling this field will allow you to add a due date to each card. This date will be
visible within the card and on top of a closed card (when hovering over the
calendar icon associated with the due date field).

Once the due date is less than 10 days away, there will be a number of days left
visible next to the calendar, showing you when the due date is approaching. Once
exceeded, the number will be displayed in a visible red color.

2/
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7.8. Different templates for different card
colors

When editing the Default card template of your board, you are selecting the base
template for all your cards.

You can, however, also assign other, more limited templates to specific card types
(colors). If you switch over to a particular card type below the Default template -
you will be able to remove or reorder some fields for that specific card type. So
that different card types will have different fields on them, or have a different
order of fields on them. It's a good way to make various job types use different
card templates.

Please do keep in mind, that the Default template is your baseline here. In order
for any card type to have a specific field on it, that field first needs to be enabled
for the Default template. From the fields selected in Default template, you can
then remove some for the specific card types. You can learn a bit more about
using this functionality here.
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Settings x

Card Types Card Template Board Editor Board Background Power-Ups Process Automation

s

Default template

Choose which fields are available in the card view: 6

dev

finances

Ak
4]

Description -

Amachments HR

Ak

External link BUE

O

ik
<]

Card type

L
a8

Priarity

Due date

ok

L]
4]

Assignment

External 1D

O

Ak
4]

Estimated time

O

Taszk difﬂmlt_y

dk
a

Tags

Custom field 1

£
a8

Label: Customer order status

Type: Dropdown with options hd

Options: waits for approvalapproved;there's a problem;ct
[ Allow multiple selection

Widtdh: 50% ~

Fig 23: Customizing the card template
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8. Defining Card Types

In the Settings » Card Types menu you are able to assign colors to different
kinds of cards. You can assign colors to particular users, or according to the
urgency of tasks, or simply by the nature of the task at hand (most
recommended).

Settings ¥
Card Types Card Template Board Editor Board Background Power-Ups Process Automation
X
Label: gthar|

G HHHEDEEEEE

[ Make default

+ Add card type
5 . dev (default) 11 cards, (L0% archived # edit P disable
- . finances 5 cards, 0,0% archived Ledic Ddisable
v . marketing 8 cards, 0.0% archived #edit (Ddisable
: HR 3 cards, 0.0% archived #edit Odisable
H BUG 0 cards, none archived #edic Ddisable

Fig 24: Defining own card types
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9. Customizing the board look

You can make significant changes to the way your board looks with the Board
Background option available from the Settings menu. It opens a search of the
entire Unsplash image library and supports uploading your own images. You can
also choose a color theme to match your image: Default, Dark, or the minimalist
Lite.

While you're making changes to how the board looks, you can also scale the
board to better suit your available screen size, using the magnifying glass icons.

Share Seilings Help Tools = Fifter by

Default Dark

Done

0
+

233 M 203
Give away slickers

e Mar 142021

mt
m2
ms3&4

ange the “processing”
mimation on page /4

e Jan 4, 2029
P— e ————
A5 # -

ange the “processing”
mima“;&:iﬁmpagem

S Jan4, 2021 '

P E A 30 . -

Fig 25: Picking out a background, theme and a scale that suits you
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10. Notifications

10.1. Basic notifications

There are 3 instances when a user gets notifications by email:
e when this user is assigned to a task,
e when this user is assigned to a checklist item of a task,

« when someone adds a comment to a task and selects this user to be
notified about it.

If you want to be informed about the status changes of all tasks on a board, you
need to subscribe to RSS feeds.

You can easily generate a link to RSS. While on the Kanban board, please go to
tools » subscribe to RSS.

Seflings |-‘ler by title, 1505 or card name ¥lla » ® My work w
Time report prepare the invoices for ZKO
L 24 min n v
REV  analytics & =
Contact Marisha
Changelog . )
3 1 min
Subscribe to RSS o
-
[y orders for = BF-33 &
Export to Excel I 25 min
Export to CSV
DE-RG =
Export to calendar » 28 min
Take a screenshot VCD-67 *
Import tasks 1 min
m [T SR e TR | [ ||

Fig 26: Making an RSS subscription

The correct URL for RSS feeds is generated for each user individually for security
reasons to protect access to your cards, boards and projects via RSS. Your URL
should include surl= + a number.
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10.2. Additional notifications: Work Summary
& Due Task Reminder

These are optional notifications

Work Summary is a daily email, letting you know what tasks you and your team
were working on over the past 24 hours.

Due Task reminder email is listing your due tasks for the coming day - for today,
If you choose to get this email at an AM hour, and for the following day, if a PM
hour is set for the email arrival. You can manage your preference for these emails
in My Profile — Edit my details. My Profile is available under your name displayed
In the top right corner of the dashboard view.

You may also define completely custom notifications with the help of Automation
Rules (Enterprise plan only). This is configurable from board Settings -
Automation Rules.

Also, you can create own due date reminders with the Task Reminder Power-up.
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1. Import of tasks from Excel or CSV,
mass updates on tasks & export to CSV

You're welcome to import a number of tasks to your board in one go - either by
uploading an Excel or .csv spreadsheet, or by dragging a copy of data directly from
an Excel sheet to the import window, or by typing task data into Kanban Tool's
import table.

Share Seftings Help Tools» Readme Filter by file, tags or card name T Q 4
Archive
Time report
Ready for release Done ,
Analytics
Changelog
+
Subscribe to R55
& E Export to calend
xport to calendar
i@ user, | want to be ahle to As a user, | want to P y
edit an object's primary profile dataina  Take a screenshot
template Add tasks from email
ﬂ | Keyboard sharfcuts
" | et enenges i A
ia user, | want to be able to project changes in al mpo =
lan an export of all objects Export tasks

ahead of time - View tutorial

As auser, | want to sesawmy
project changes in a flow chart

Fig 27 Kanban Tool task import — "Tools = Import tasks”

If you're going to import a file, which contains a title row, naming what data type
Is listed in which columns, you should either delete this row before uploading, or
use the built-in import option to change file format where you can select to
ignore the first row. If the imported file seems to have incorrectly detected your
data separators, you may also tweak this in here.
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Adjust format of your file

A B C D E F

BACKLOG MOLDBASE 17743393 prepare  marketing white
{to be invoice
assigned) 569

BACKLOG MOLDBASE 17743397 prepare  finances  white
(to be the
assignad) invoice

4758
BACKLOG CNC 17743403 give away marketing white
(to be the
assigned) marketing

I

BACKLOG BENCHING 17743413 give away finances white

Fig 28: Adjusting the file format for task import

Once you've got the first row removed and data separators in order, it's time to
assign which card fields are represented by which column. On many occasions,
Kanban Tool will recognize some fields itself, especially if you're using a Kanban
Tool export file to import back.

If your file has any empty columns, or columns you do not want or can't import
back to Kanban Tool, leave the heading above this row as (ignored). For all other
columns, be sure to choose the right data type field from the drop-down list.
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Prepare tasks
Mame v Card type ¥  (ignored)
1 prepare invoice 569 default white
2 prepare the invoice 4758 urgent white
3 give away the marketing infos to DC urgent white
4 give away the marketing infos to DC urgent v | white
5  prepare the invoice 687 urgent .white
6  testthe Cycle Time script default white
7 give away the marketing infos to DC urgent white
&  Contact Marisha urgent white
9  usacasebb default white
10 as auser | can edit all of my details default white
11 | get the documents for the tax office default white
12 redo the standign orders for 2016 urgent white
13 prepare the presentation for WCY default white
14 as auser | can edit all of my details default white
g 15 agive away the marketing infos to DC urgent white . T
Cancel Change file format Impaort

Fig 29: Choosing data types in Task Import

In cases where you need to choose an option defined by the board settings, such
as a card type - you can do this by hovering over the field - an arrow will show
and let you choose the right type from a drop-down menu. This will happen for
various field types - whenever you see this arrow, It means that cues are available
for you to choose from.

After this, simply hit the blue Import button at the bottom. If there are any
problems with the import, you'll see a black exclamation point - if you hover the
mouse cursor over it, you'll see information about what exactly was the problem.

The import functionality also allows to make updates to tasks that already exist
on your board. To do that, please be sure to include IDs of the existing tasks on
the import list - the data you import for a task of that ID will overwrite what was
there previously. It's a great way to mass update task due dates, user
assignments, priorities or tags.
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You can export all tasks from your board to an Excel or a .csv file. While on the
board, please go to tools - Export tasks option to download your data export file.
You will be given a choice of what information the file should include.

12. Kanban board archive

Kanban Tool allows you to archive completed tasks so they don't take up space
on the board, but still lets you always be able to go back to them. To archive
a task, please right-click on it and use the drop-down menu to archive it.

By default this option is available only in the last column of your Kanban board,
but you can edit the options of your columns (Settings > Board Editor - pencil
icon under the name of a particular column) to allow tasks to be archived in any
of the columns.

To archive all tasks in a column just right-click anywhere in that column and select
the Archive all option.

=
giwe out the pmomo codes

scan the server for mahvare

prepare the invoices for

izl matna
iF HIOME,

Ll - L R

get all archived documents for
the tax office &2
geman text bug fix

give away the marketing infos
to DC

prepame the invoice 223

Archive all

Sort by
Celete all

Fig 30: Placing all of a column's tasks in archive
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Archived tasks Project CD992 v PROJECT A v DONE v Qv

Tue, Sep 19, 2017 2:37 PM

Contact Jason F.
21 hours ago

Thu, Sep 7, 2017 12:01 PM

I check website security 13 days ago
Y

Thu, Aug 31, 2017 10:23 AM

234509
I 20 days ago

Man, Aug 21, 2017 3:05 PM

get all archived documents for the tax office
a month ago

Mon, Aug 21, 2017 3:05 PM

as a user | can adit all of my details
a month ago

Mon, Aug 21, 2017 3:05 PM
a month ago

Man, Aug 21, 2017 3:04 PM

a month ann

I set the subdomain name to sub._.
I prepare the invoice 4758

4 TASKS SELECTED

use case 862 re-do Put back on the board

Delate

& 1asks tound

Close

[ |
Fig 37: Bringing an archived task back on the board

Should you want to put a task from the archive back on the board - click the
folder icon at the top of an archive-enabled column, and then right-click on the
item that you want to unarchive. You will see an option to Put back on the board.
It can also be done for multiple cards at once, after a number of cards was
selected with the CTRL button pressed.
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13. Kanban Tool Analytics

The analytical metrics within Kanban Tool are available to you from the Tools
menu, at the top right corner of a board view. In there, you'll find Analytics,
Changelog and - if you're an Enterprise plan user — a Time Report.

13.1. The Breakdown chart

Breakdown chart Lead and Cycle Time Cumuiative Flow
Show breakdown of | distribution v by cards count ¥ || all card types ¥ |in
| whole board ¥ || all swimlanes ¥ || without archive r E

SPRINT DONE : 3 (2%) 1

BUFFER (for approval} @ 3 (2%)
IN PROGRESS : 2 (1W/\ﬂ
o A

Fig 32: Kanban Tool Breakdown Chart

It allows you to generate various reports about the current status of your board.
Select the information that interests you in the drop-downs at the top and hit the
green Go button to see the results in form of a pie chart

13.2. Lead and Cycle Time diagram

It shows the average time it takes tasks to get from a specified start point to
a specified end state. It is a powerful metric which can be used to track the delay
between the initiation and execution of a process, which is a holistic way to
measure team performance. In short, it shows the difference between the work
time and process time for tasks.

13.3. Cumulative Flow diagram

The (CFD) shows a detailed picture of your entire process and enables you to
track items by state. The horizontal x-axis in the CFD stands for time, and the
vertical y-axis indicates the number of tasks. Each colored area of the chart
represents the amount of work for each stage of your process at a given time. CFD
can be used to identify bottlenecks and team velocity.
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Breakdown chart Lead and Cycle Time Cumulative Flow

Show howlang ittakesi zadanieje v taskswith any priorit v |and | any dificu v togetfrom| — buffer v to

- done this wer ¥ lin last 6 month: ¥ |groupby| day r ||l

Mon, 19 Oct 2015
5 days 22 hours 12 minutes
average from 5 tasks

29 Jun 13 Jul 27 jul 100 Aug 24. Aug 7. 5ep 21. Sep 5. DOct 19 0Oct 2_HNow 6. Nov 30. Mow T4 Dec

Click on selected bullet to view details Phelp Tpont @ save asimage = expor to excel (CSY

Fig 33 Kanban Tool Lead & Cycle Time Diagram

March Apr May Jun Jul Aug Sep Oct MNow Dec

| @ Backlog @ Approved @ Burrer @ In Progress @ Final Review @ Done

Flg 34: Kanban Tool Cumulative Flow Diagram
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14. Time Tracking and Time Report

Kanban Tool's seamless Time Tracking allows you to measure exactly how long
different tasks take. It's seamless, because there is no extra clicking necessary for
it to start tracking what you're doing. Simply by dragging a task into an “in
progress” type of column, the timer switches on and your work is being measured.

14.1. How to get Time Tracking up and
running

To be able to benefit from this powerful feature, you need to be on the Enterprise
pricing plan of Kanban Tool. Once you are, simply edit the column types in
Settings - Board editor. There are three possible column types, and they will
trigger different actions:

« Queue / Waiting - here the timer pauses
e In progress - the timer starts

« Done - the timer stops and the task is removed from the list of timers (My Work
for today widget).

Sefiings Help Tools = | Filter by tille, tags or card name e || b @ My work "

JI-345 &
24 min n
WES =

¥+ 3+ 30 sec

1age AB test Sel campaign 67 o redirect fo
- the homepage

e | WES

toring Done

RE-7 =
T min

A6 sec

0i-995 =
1 min

JI-099 =
20 zec

Fig 35: Time being recorded on a task
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14.2. The Time Report

Wondering what your team is doing? With the insightful Time Report, you always
know how much time your team spends on all activities. To get an overview of
what your team does, please select the Summary report. On the bar graph you will
see the total time spent working each day.

Right below this, there is the information on which team member had been
working on what task and for how long. There is also a corresponding pie chart
showing the ratio between different team members' time records.

£ This week 2 >
ED Users» | @3 Tasktypes~ | (ED Swimlanes - E

27.8h

22:04

208 h

19:27

13.9h

12:23

Group by user = || then group by task = || and sor by name [Az] = || o ﬁ L.»

Ania Stokes 16:02
Katie Jones 32112
Leonie Bosch 23:41

71:56

in total

Fig 36: The Summary view of Time Report

You may also view the detailed information on what tasks were the team
members working, after you press the “+” mark on the left side of the team
member's name. The pie chart will then show the ratio of the different tasks this

person was working on to one-another.
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Group by user> || then group by t3sk = || and son by rame (2] T | oo [= Mg
Ania Stokes 16:02
& Katie Jones 3212
check order 89 12:16
hire an office assistant 705
prepare the invoice 223 843
fask 34 B 4:06 Katie Jones
Leonie Bosch 23:41 32112

1549 67k

13.9h
12:23

113k

Mon Tue Wad Thu Fr Sat Sun
21 Dec 22 Dec 23 Dec 24 Dec 25 Dec 26 Dec 27 Dec

Fig 37: Single user's records in Summary view of Time Report

The Detailed report shows a specific list of all timings. It displays a sum of the
time spent, the number of tasks and the total number of entries. Every time you
start and pause timers, a new entry is created here. Both Account Administrators
and regular users can modify and remove entries by clicking on the icons to the
right of each row. Regular users can only edit and remove their own entries.

2270:25 hrs | 189 tasks | 152 entries | o
| blog post Angie Keys 13 May 1551 —1751 200hrz # §&
I homepage bug fixes John Greene 13 May 15421559 16min + &
test product tour Jose Garcia 13 May 14:03—14:12 9min & §
I new product femplate Tim Ferris 13 May 132271342 14min # &

Fig 38: The Detailed view of Time Report
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You can filter the report by: boards, time interval, users, task types, tags and
swimlanes. Furthermore, you can sort the details below the graph by: users, tasks,
current card type, boards, swimlanes or stages.

Grouping by column (stage) is of particular value to your knowledge about the
process - with it, you can easily tell in which stage the team is spending the most
time. Great information, if you're considering what specialists you need to hire
more of.

4 Last week & >
) Users- | @D Tasktypes - €D Tags - ﬂ

25:T9
23:54

We
21 Aug

I Group by stage v Il':an group by user and-sort by name [A-z] v ﬂ

AUDIO DESIGN 13:24
& CONCEPT ART 30:48
Akzel Svensson 20:09
Jansi Bohn 4:56
Montgomery Flock 542 CONCEPT ART
HI RES ART 14:21 30:48
LEVEL DESIGN 10:35
NOT STARTED 0:52
SCRIPT 8:50
TUNNING PASS 541

Fig 39: Time Report filtered by stage (column)
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15. My Work for today widget

My Work for today widget is what allows you to display your upcoming tasks
across multiple boards in one place. From there you can sort them in accordance
to your preferences.

To be able to use this widget, you need to be on a pricing plan that includes Time
Tracking (Enterprise).

The widget is displayed on the right-hand side of your Kanban board (in the
side panel's portion to do with Time Tracking).

To add tasks to the My Work list, please right-click a task and select Add To My
Work. That's all. Also, when someone else assigns a task to you, it will appear on
this list - this also goes for when a checklist item (and not just an entire task) is
being assigned. To sort tasks with your own preferences, just use drag and drop.

i =R
redo the standign orders for prepars the presantation for
2018 WCY
- Add to my work -8
nEn name to new =at the Start timer a5 8 user | .can edit all.of my
details
Move
he invpice 4758 Edit
Duplicate
+ -
Move to
A E Elul:k tash 5 smndhﬂ s _
2018
Delete

he invoice 4758 Assign to

Change priarity
Change type

Fig 40: Adding tasks to My Work for today widget
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15.1. How does the Timer work?

The timer on a task starts just when you move the task into an In Progress type
of column, or - if there's more tasks in there already, and you pick one of those -
when you right-click on it and select start timer. As you start timing a task, wide
diagonal lines will start to animate on it. Please note, that these animations will
be displayed for all users' timers (so that you know who is currently working on
which task).

Once you've completed a task and moved it to the Done type of column, the
timer will stop automatically and the task will then disappear from My Work
widget, and animation will stop. You can also pause work at any time.

My Work widget also allows displaying the subtotal amounts of time spent on
each individual task. It is accessible by clicking the time passed record (time
value). Doing this opens a list of all subtotals. They are also available to view in
Time Report - just make sure to open the Detailed Report.

Please note, that regular users (nor Account Owners or Administrators) may only
edit their own time records.

Settings Help Tools ~ Readme Filter by fitle, tags or card name T = 13 Q My work

Public sites styles issue -
unresolved
54 min

Testing
36

objects to a csv
4 sec

As a user, | want to see my
profile data in a chart &
- new -

iz bunsajlojApeay
® aseajallo) Apeay

As a user, | want to see all my
planned ceference calls in a
calendar view =

.

-new-

_ i
- As a user, | want to see all my
past invoices @
| -new-
' o

-

Fig 41: Time being recorded on a task — animated lines on timed item visible
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The name of the task will appear in a bold format, when there's been a new
comment made in the task and when the task comes back to the list after being
postponed. This widget allows displaying tasks from multiple boards - clicking on
a particular task in My Work widget will take you to the Kanban board, that the
task is from.

Also, If someone assigns a checklist item to you, a task to which this checklist
belongs, will be added to My Work widget - and will appear in bold, so you know
there's been new activity and that it needs your attention.
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16. Adding tasks via email

In order to add tasks to your Kanban board via email, you need to generate an
email address that will be directly assigned to your Kanban board. To do this,
please click on the tools menu in the top right corner of the board view and
choose add tasks from email. You will be moved to a screen with an email
address that is assigned to this board.

Please, carefully copy the email address displayed on top of the form (in the
address section). Sending emails at this address will add tasks to your board.

Use the email address below to add new tasks to this board:

65357f42d9bed1c9def2+103713-1bfbd3a08-114956-add-task @D assem==muul. kanbant
ool.com

Learn more about adding tasks by email

Fig 42: A unique email address of a Kanban Tool board allows creating tasks by email

The subject of the email will be the name of the task, while the message itself will
constitute the description of the task. Filling in the subject field Is necessary to
create a task. Please note, that you can write up to 256 signs in the task name
field.

You can also include any type of files in the email, as regular attachments (note
the size limit for 1 file being 20 MB).These will get added to the task in Kanban
Tool as attachments. This makes for a great tool for better email management -
you can just forward all emails to your board and work them into your workflow.

Advanced task adding via email

You can further determine the features of the task by adding tags to the subject
of the email. Names of the tags [always written within square brackets]
correspond with the names on your Kanban board and determine the location of
the new task added to the board.

[Tags] should be added before the name of the task, without spaces between them.
48
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The attributes currently supported are:
e column name,

* swimlane name,

e card type,

¢ assigned user initials,

« priority (high / low).

Any other attribute set in the email subject within square brackets will go to the Tags
field. The graphic below shows a properly prepared task-creating email.

[To do][today][Project GDO][JR][high] web developers

65357f42d9%ed1c9def2+172140-44fc1be79-193338-add-task @& iveni=ligst kanbantool.com
[To do][today][Project GDO][JR][high] web developers

Please find at least 20 good web developer candidates for the new project.
It's essential that they want to learn new languages, experience is not that important.

Fig 43: An example of creating tasks by email

Example 1

A simple task on a basic Kanban board:
[Yellow][To do]Task 1

An email subject written like this will assign a yellow card to the ,To do” column
of the Kanban board with a name ,Task 1".

Example 2
More complex task on a more advanced Kanban board:
[Red][Waiting][Marketing][Bill Thompson]Perform A/B tests

An email subject written like this will assign a red card to the ,Waiting” column of the
,Marketing” swimlane with the name of Bill Thompson and a task name ,Perform A/B
tests”.
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17. Kanban Tool integration

Kanban Tool offers many useful integration features. We also provide a powerful
API to integrate Kanban Tool with your systems. You can find more information in
our well-documented Kanban Tool API page.

17.1. “Add task button” Chrome extension for
Kanban Tool

While on the Dashboard go to My profile = @ 7 :Ihi Olml =
API access. Generate your APl token and copy
it. Then please go to the Chrome Web Store|- Task name: p—
and add the Kanban Tool Add task button || |
extension to Chrome. It will appear in the top35 Description:
right corner menu of your browser, along any
other extensions. The best way to enable it, is
to right-click it, and go to Options. Here is
where you can add your domain name (your

Card Type:
Kanban Tool account name) and where you [~ default - v]
should paste the API Token.

Aszsigned to:
| - Loading, please wait - v |

| Add task |

Task will be added 1o the Scrumban board:
i to select different one.

Login with APl token

Account domain name:

| domain name|kanbantool.com Fig 44: Add Task button for Chrome

API| token:
BIB5SALNACBY

Login with AP| token »

The AP| token can be generaled on the
"My Info" > "API access” page

Logged out.

Fig 45: API token for Add Task button
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Then you will be taken to Options, where you can decide to which of your Kanban
boards you want to be adding tasks via this button. Once you've set everything,
you can quickly add new tasks by clicking the Kanban Tool button in the
browser's top right corner. You can easily change the board that you're adding
tasks to by entering the Options menu in the same way as described above.

Logged into KanbanTool Where would you like to add tasks to?
« Logout | IB“'“':

| Scrumban v |
Swimlane:

| Project GDO ¥ |
Column:

| BACKLOG v |

| Save

Fig 46: Setting the column for adding tasks via the Add Task button

17.2. Zapier and We-Wired Web integration

This Is the easiest way to sync Kanban Tool with other web services, that you and
your team already use on a daily basis. With Zapier you can hook Kanban Tool
with any of the over 200 supported applications.

We-Wired Web is an online service, that allows you to easily create automated
tasks for popular web services. All you need to do is choose the online
applications, that you like and link them - select a trigger and an action that you
want to combine. You can even use multiple triggers and actions per task, as well
as location-based triggers defined on maps.
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17.3. Export tasks to Outlook

In order for this integration to work, you'll need to have some tasks with due
dates first. To enable the Due Date field on your card: while on board please go to
Settings - Card Template and enable the Due date field. Once you've filled in the
"due date" on your cards, you will be ready to export tasks to Outlook.

To export task names with tasks due dates to Outlook, while in board view please
g0 to tools - export to calendar and select OQutlook / iCal. Note please, that
Outlook should be your default calendar in order for the set-up to work correctly.

17.4. Export tasks to Google Calendar

In order for this integration to work, you'll need to have some tasks with due
dates first. To enable the Due date field on your card: while on board please go
to Settings - Card Template and enable Due date field. Once you've filled in
the "due date" on your cards, you will be ready to export tasks to Google
Calendar.

To do it, while on the board, please go to tools - export to calendar and
Google. On the Google Calendar tab you will be asked: "Do you want to add this
calendar?'. Please click "Yes, add this calendar'. Now your tasks with due dates
should appear in Google Calendar.

17.5. Attach files from Google Drive, Dropbox,
OneDrive or Box

Integration with these file hosting services allows you to attach files from them to
your task cards or to place direct external links in cards. Please read more about
this in the Power-Ups Section of this Manual.

17.6. Kanban Cast

Kanban Cast is Kanban Tool's integration with Chromecast, a Chrome (internet
browser) streaming device, that when attached to a tv screen, displays your
Kanban board in a view customized to best suit a large screen. Perfect for daily
stand-ups or other work related meetings, but most of all - a great parallel to the
original Kanban whiteboard idea, and a fantastic information radiator for the
whole team.
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To enable it, please open your Kanban board view in Chrome, switch it on in the
top right corner - right next to the tools section, choose a receiver and see it
loading.

17.7. Adding tasks from Microsoft Excel

If you often work in Microsoft Excel spreadsheets, and want to integrate your
Kanban board with Excel data - you may wish to simply create tasks on a Kanban
board directly from the Excel data cells.

Please download this guide. Follow the clearly explained steps to add a custom
macro to your spreadsheet, and you will be adding tasks to Kanban Tool from
Excel in no time!
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18. Cloning your boards

Once you've created a board layout that you love, it would be an unnecessary
effort to have to create another one from scratch. For that reason we have
prepared an option to clone existing boards. You can either clone the layout only,
or the whole board with the existing tasks.

To clone a board, you have to go to the dashboard, where all of your existing
boards are displayed. Then just click more - clone.

2t RMT Support Team .oshare =
:i* DIO Finance Team & shard =
# rename
it Current Project Board 24 SN —lOVE
e
it Project KJ 34 e i
2015 Project Archive I share =

Fig 47 Board cloning

You will be transferred to a board cloning screen, where you can give a name to
the new board, provide description and even place it inside a folder (if any have
been created). Most importantly, here you can also choose whether to copy it with
the existing tasks or without them.
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19. Speeding up your work — shortcuts,
filters, global search & automation
rules

In the top right section of the headline you can see the shortcuts link. By moving
the cursor over it you will display a list of useful keyboard shortcuts that can be
utilized to speed up your work while using the Kanban Tool board.

Setffings Help Toolsg= | Fiiter by title, tags or card name Tl Q b @ My work v
[h
Board filters v
Type to search for tasks across all boards,
DONE )
Assigned to me This search has superpowers. Learn more
Assigned to |
2 WE-§ =
D Unassigned -
o= Custom card type
: == RE-7T =
Lead fime High priority 7 min

Normal priority

syearags % WE-3 =
hsite security Rework the r| Low priority hE sec

Fig 48: Filtering options (green), global search (blue)

You can also easily filter your tasks by a specific criteria. To view the criteria
available, please click the funnel icon next to the filter's text editing window
(marked green above).

Alternatively, you can scan all of your boards in search of particular card
information or by certain criteria. To use the global search, click the magnifying
glass (marked in red above) icon on the right side of the filtering funnel. To find
out what search queries are supported please view this guide.

Please note, that the important difference between filtering and searching is
in their range: filtering is limited to 1 board, and searching applies to all
boards you have access to.
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For Enterprise plan subscribers, it is also possible to create custom Automation
Rules. It's a clever way of determining an action on the board to be causing
a reaction. For example, it's possible to make tasks of a certain type (color) get
assigned to a relevant team member, or to change card priority basing on a set
due date, or to set a custom email notification for when a card meets a set of
requirements: task values, position in a given column or swimlane and many
more.

To add Automation Rules to a board, go to board Settings - Automation Rules and
use the widget provided. There are a few examples predefined for your
convenience, but you are most welcome to create any rules possible on your own.

Process Automation is an advanced feature with a lot to offer. To see a few
examples of Automation Rules being created please visit this page.
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20. Power-Ups

With Kanban Tool's Power-Ups
you can cust@mize your boards
and fine-tune\your experience
with the service. We are
constantly working on
developing new ' features, that ..
will add more usefulness.

To get started, go to Settings - Power-Ups and enable those that you fancy using.

Settings

Card Types Card Template Board Editor Board Background

Fig 49: Kanban Tool Power-Ups for more custom options

Board Settings are located in the top right corner of a board view — next to Tools,

Help and filters box.
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20.1. Calendar widget

repeafing orders =

Develop invoice sutomation for
1i7:22 hrs

find out if Elaine is indeed taking a
G-month leave =
18 sec

E5 Calendar B

O May 2020 0
i LY.T2 Tas Vip T™h Fr 23 Su
May 6, 2020 x 1 .2z 3

|
Contact Jesse! T8 8 1
{ 17 1 15 18 17

B <=48bug '

wmed 20 2 22 23 24

25 26 2F 28 200 20 N

Fig 50: The Calendar widget

This Power-Up is a simple calendar, that will be displayed in the side panel and
highlighting your tasks' due dates. You can click on highlighted days to see what
tasks are due when.

The days that are highlighted in yellow are those that have due dates on tasks
assigned to you, while the ones highlighted in bold are due dates on tasks with
no assignment, or assigned to other team members.

You can also view a large calendar, by clicking on the magnifying glass icon,
highlighted on the image above. Moving tasks in this view will update their due
dates.
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Calendar ]
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Fig 571 Large calendar view

20.2. Interactive Checklists

It offers a simple way of getting to view and tick-off their task lists without having
to open the card itself. To enable it for your board, please go to the board's
Settings

- Power-Ups and switch the Interactive Checklist Power-Up on.

In there, you will find a setting to have the checklist items expanded in all or just
the "Working" types of columns, you will also be able to choose whether all list
items should be displayed, only the incomplete ones or just the firs incomplete
one. Simply adjust the settings to match your requirements & enjoy the easy
checklist access.
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NEXT DOING
173 673 FOR APPROVAL DONE
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#10502357
prepare the invoice 4758 as a user | can edit all of my
details

prepare the invoices for
ZDBank

#11108372 N ars AN

prepare a speech for the

presentsfion in DC on
December 30 2015

get all archived documents

Fig 52: The Interactive Checklist Power-Up

20.3. Card aging

With this Power-Up, the cards will begin to fade as they haven't been edited or
active for some time (it's up to you what time that is exactly).

Card aging x

rask '| With this power-up cards become more transparent as time
passes without any activity.

Task

30

—
Age thresholds are | 7 |,

Fig 53: The Card Aging Power-Up

20.4. Recurring Tasks

This is the perfect way to make your work planning a whole lot easier. If there are
tasks that you're doing every day, week, few days or monthly - rather than having
to create them for each of these instances separately, just use the Recurring
Tasks Power-Up.
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With this Power-Up, an instance of a recurring task will be popping up on the
board on a desired day and time. For more details on configuration, please visit
this page.

20.5. Team Activity Widget

This is a useful log of activity on a board. Displayed in the side panel, this will
inform you about recent happenings on the board. New comments posted, tasks
being moved, edited or deleted, and more. Enable it if you want to make sure that
you're always up to date with what's going on.

+ +
= I prepare invoice 569
2 months aga - new-
ive away the marketing infos to o
St § Team activity w

Dc

K.J moved #3 ‘get all archived
documents for the tax office’ from
To do /today to 'In Frogress /
Buffer

a few seconds ago

KJ
. 2 months ago
give away the marketing infos to

. =

2 monit npe AS moved 'setthe subdomain

EJEEREN st D) ek A5 hame to sub. from To do / this
weel (in Project GDO')to To do/
2 months ago this week’ (in "Project QIL}

use case 56 2 minuies ago

AS moved 'as a user | can edit all

] o of my details in Prom View' from

prepare the invoices ‘Backlog' (in ‘Project GDO') to To
do /this weel (in 'Project QIL"

2 minutes ago

3 months aga ¥ AS

os to 23 daysago [ 5

Change fhe sef up for Robert as AS mm_.red _‘give away the
marketing infos to DC" from

‘Review' (in 'Project GDO') to 'In
Progress / Worlking' (in 'Project
QL

2 minutes ago

- AT panund 'ar a nearl ean adit all

ME

Fig 54: Team Activity Widget

20.6. Add task box

By enabling this Power-up it will be even quicker to add new tasks. Once active,
you will see a simple task box in a column, over which you'll hover the mouse
cursor. Simply by writing in the task name and hitting Enter - a new task is placed
on the board.
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Fig 55: The Add Task Box Power-Up

20.7. Task navigator

There are situations, when you want to view or edit a number of tasks one after
another. Once you've switched this Power-Up on, whenever you open a task card,
useful arrows on each side will appear.

The arrows will speed up the navigation between tasks, and save you having to
open and close tasks by hand. Just click an arrow to move to the next task in
column.

20.8. Developer Tools

Thanks to this Power-Up you can add custom scripts and style sheets to your
board. You can write your own CSS/code and add it in via the CSS and Javascript
slots in the Developer Tools Power-Up! You can also choose from the below
scripts that are read-made, just didn't make it to the main Kanban Tool project:
http://github.com/kanbantool/scripts

At the moment we have the following scripts available:

Large Font

Use ,medium-font.css” to make the font slightly bigger, and ,large-font.css” to
make it extra large. You can join this script with High-contrast to get an even

greater experience on large TV displays.
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If you'd rather increase the size of all elements at once, give the board zoom a try
- it's available as part of the Board Background setting.

Card Tilt

It makes the cards look more like real-life sticky notes:

Delete all

Adds an option to remove all cards from one column. Please use with caution, as
deleted cards cannot be restored.

Fixed card height

It happens sometimes that different size cards get stuck on a particular height of
a column, but you can get this sorted with this script.

It will block the auto-scaling feature of cards and makes them appear next to
each other without spaces in between them.

Save and done

A “Move to done” button will be added to a task card, and once you tick it, the
card will be moved to the last column of the board.

Task done

Offers an effect similar to the “Move to done” button action, but this one adds the
option to the context menu (right-click on a task while in board view).

Change column

If you'd like to move a task to a particular column on the board, but this is not
necessarily the closest to its current position, you can benefit from the Change
column script. It will allow you to send the task to any column within the board.

Cycle Time

If you're interested in seeing the amount of time that a task has spent on the
board, you can use the Cycle Time script, which will make this exact information
display on the front of the card.
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Swimlane Auto-Assign

Should you decide, that each of your board's swimlanes (rows) should hold tasks
specific to a given user, you can set it up, so that when a card is moved to a
specific swimlane, it will automatically be assigned to that person. An email
notification will also be generated for each of these auto assignments. In order to
make it work, you need to add a team member's name to the name of a swimlane
and copy the script link to your board's Developer Tools window (as you do with
most scripts).

Order Highlight

Want to ensure that tasks are being worked on in the exact order of their
priorities? This script will add a red highlight to a column, in which the task order
does not match the correct order of task priorities.

The order recognized as correct is: high priority, normal priority (or no priority
assigned), low priority.
User Avatars

This script allows to show your team members' avatars on card fronts. To use it,
you first need to have your team photos available online - URLs to these images
need to be defined in this script. For best results, please add images for all of the
team members. Leaving someone out will result with a broken image preview on
cards assigned to them.

Once you have the images ready, copy and edit the code provided on this page
and paste it in your Developer Tools Javascript-highlighted slot.

Show all settings

Using this script, you"ll enable new menu options for quicker board editing:
o T -for Card Type setting

o C-for Card Template settings

« W - for Workflow editor

o P - for Power-Ups selection

e B - for Board Background options
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o A - for Process Automation rules.

Card opacity

This script will make your closed cards appear semi-transparent, giving the board
an overall lighter feel. Looks best when combined with the Lite board Theme.

Checklist progress bar

With the Checklist progress bar script, you will see an additional white progress
bar on your closed cards, showing what percentage of checklist items have been
completed.

Column images

If your team will find images on each column to help with visually identifying the
workflow stages, take a little moment to make this possible. To get it done, you
will need to upload the images to the Kanban board (i.e. to a task) and edit the
script to match your workflow stages names. Please learn more and see a preview
of what this may look like here.

Large interactive checklist

This script will increase the font of the checklist items shown on closed cards.
If you'd rather increase the size of all elements at once, give the board zoom a try
- it's available as part of the Board Background setting.

Card saturation

This add-on decreases the saturation of your card colors. You can also customize
the saturation, by changing the 0.8 saturate value to something else (click the link
from our Github repository page to make this change)..

No archive

The No archive script hides the “Archive” option from the tasks' context menu for
all users except for account admins and owners. It's a good way to ensure that
only high-access-level team members get to say which tasks are ready to be put
away.
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Shorter swimlanes

The regular, minimum height of swimlanes is 3-cards tall. If your board has many
swimlanes, or if you want to make the board less long for any other reason - you
can, with the Shorter swimlanes script

There are two options to choose from:

* /scripts/shorter-swimlanes/shorter-empty-swimlanes.css

This script will change the height of empty swimlanes, while adjusting all
other lanes to the number of cards that are in them.

® /scripts/shorter-swimlanes/shorter-swimlanes.css

This one will shorten all swimlanes of the board, and make them scrollable.
Please note this variant is only supported in Microsoft Edge and Google
Chrome.

No priority

Since task priority is a value that most Kanban Tool users apply to their cards, we
make the priority assignment available from 2 spots: from either the open card
view or from the card’s context menu.

If you don't want the board to support priorities at all you'll need to:
¢ disable Priority in the Card Template settings and

® apply the No priority custom script, which will remove the card context
menu option.

Large board headers

You can increase the font of your column names with the Large column headers
script. It makes the font proportionally larger, even when you zoom in on the
entire board view.
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Column background

The Column Background script lets you fill an entire column with color,
highlighting the work stage throughout its length. The script needs modifying, so
that the column names match your board’s custom stage titles.

20.9. Card block

With this Power-Up cards can be marked as blocked from the context menu.
Blocked cards cannot be moved, they have distinctive look (stripes) and a
message explaining why they have been blocked.

&
Sdaysago ® ® & &~ 172 Ib Sdaysago | % M E % 5 days ago
prepare a speech for the give oul the promo codes = = prepare fhe imvoices for
presentation in DC on [ = ZDBank
December 30 2015 e T > d
5 days ago ¥
set the subdomain name to 5 - 4
| requires more informaton
sub..
the tax office 5 days ago & 2/3
Sdaysego % /2 german text bug fix
A new fask 5 days ago 01
give away [he marketing infos fo 5 days ago
DC DCDCDCDCD use case 56

Fig 56: The Card Block Power-Up

20.10. Web attachments

This clever Power-Up will let you link any address on the internet (a task, a board,
a website) to a task card. To do this, simply click on the +add attachment link on
your card and choose the ,Attach from the web” option.

20.11. Google Drive, Box, Dropbox, One Drive
Power-Ups

Integrate your Kanban board with your favorite file hosting service. This will
enable you to store file attachments on either service and easily access them
through Kanban Tool.

6/
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To use this type of integration, please go to Settings - Power-Ups, and enable
the ones that you wish to use. Now you will be able to add and link file
attachments from any of these services.

You will now be able to add documents to your tasks and access them directly
through the stored link. Google Drive will allow you to collaborate on your
attached documents in real-time.

20.12. Auto assign

Wouldn't it be great If just moving an unassigned card meant that it's being
assigned to the user who moved it? This is what this Power-Up does.

20.13. Activity notice

This power-up will add pop-up notifications of task updates, that will appear
when board changes are made by other users while you're also logged in at the
same time. This helps you all to stay on track of the recent changes.

The changes that will be included on these notifications are adding, moving,
deleting or archiving a task.

20.14. Kanban Cast

This Is a great way to make your Kanban Tool boards into an information radiator
and to keep the team always informed of current activities. Please go to Kanban
Cast section of this User Manual. to find out more.

20.15. Emoji Picker

Want to make your Kanban Tool comments say more with expressive emoji?
To enter an emoticon to your Kanban Tool comment, please use the twemoji
model, so instead of ":)" for a smile icon please use ":smile:".

You can view a full list of supported twemojis here. Or - you can make this easy

for yourself by enabling the Emoji Picker Power-Up in board Settings. This will
add an icon picker to your comment editing section.
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20.16. Checklist Templates

Checklist Templates Power-Up allow for preparing a number of default lists for
your cards. Once created, they can be added to your cards with just one click. To
use this feature, please enable it in board Settings - Power-Ups and create your
checklists from there.

After the templates have been prepared, you can choose a template for any new
or existing card.

New Chent

MNew Feature

New Campaign

| marketing v » 20170223 sn Ake Noren

Fig 57 Choosing a checklist from Checklist Templates

20.17. Postponed Tasks

It's a great way to clear your boards from items that you can't get to work until a
specific event takes place, or simply until you have the time for It

The supported options are to postpone until the evening, next day, next week or a
specific time and date. When the set time comes, your task will come right back
into the column, that it was set to delay from.
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20.18. Task Summary

Task Summary will let you show more information on a closed card. You can
choose from among all of your custom fields, as well as from the generic
information, such as card type, due date, external link, assigned user, priority, 1D
etc. - and, additionally, it's possible to show information on the task creator,
logged time and lead time (time passed since card creation).

On top of this, you can display the entire task description (or its first paragraph)
on a closed card too If you like.

¥T-000

Lead fime

Crested by

Prionity
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Logged time

Lead time 235 days

Created by Corey Jingh

Prictity + high

Fig 58: Task Summary enabled — additional information on closed cards
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20.19. Card Legend
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Fig 59: Card Legend visible at the bottom of the image

This add-on will show you the names and colors of card types used on a board,
right at the bottom of the board. So, without having the view of your board
obstructed, you will be able to quickly find out which color symbolizes what type
of task.

20.20. Card Covers

If you wish to see images on closed cards, simply enable Card Covers in board
Settings - Power-Ups.

Now, you can select any of your graphic files or pdf attachments to become a card
cover or covers - selecting multiple files with the eye icon will create a gallery on
your card.

Furthermore, any of your file attachments or Web Attachments can be pinned to
the card front. This will make your files accessible directly from the closed card
view, great for an easy preview or download.
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Fig 60: Card Covers in use

20.21. Pinboard

Pinboard Power-Up lets you attach frequently needed files and links to websites
or online documents - directly to the board's side panel. It needs enabling in

board Settings - Power-Ups.

To pin a file, just use the + icon, located in Pinboard's header. And to pin a
website link, first make sure that you have enabled either Web Attachments,

Google Drive, Box, Dropbox or One Drive Power-Up.
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Fig 61: Pinboard in use

20.22. Task Dependencies

Task Dependencies allow for building relations between cards, to visually connect
work items that need doing in bunches. This way, complex work gets broken down
into items of a more manageable size, giving a clear picture of how far along a big
job has come. It's a great way not only to bring order to large tasks, but to also
show parent-child card relations, and to delegate pieces of work to other team
members or boards.

Once activated in board Settings - Power-Ups, there will be an "+ add
dependencies" link in an open task's header, with which you can connect tasks to
each other. With it, you can either create a new, dependent task, or link an
existing one as dependent.

Any task that you have access to can be made dependent on another - you can
build dependencies between tasks across all columns, swimlanes and boards.
Dependent tasks can be opened directly from the master task view, and will be
shown over it.
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A tree-like scheme of dependent tasks shows additional information about cards
status - you may come across backlog, in progress, waiting and done icons. They
relate to what lane type column that task is in, thereby hinting on their
completion stage. If present, team member assignments and any tracked time
records will also be displayed in the tree-like list.

Add "About us" page

Project DVF | Working +add checklist =
Dependencies
Discuss with web dev. 13:42 hrs AC '

Outline a page design 25 min BR :k
Discuss legal matters with Jesse 27 min
Speak to marketing
Ask Cecile’s advice

Get final approval from KJ

Fig 62: Tree-like scheme of dependent cards with status icons on individual tasks

20.23. Task Reminders

This Power-up allows you to set custom reminders about any date listed on tasks
(due date or custom field date). The reminder can take the form of an email, or of
an action, i.e. moving a task to the top of a column, changing its color or priority,
etc.

To use It, click the date field in an open card view, and select to “+add reminders”.
20.24. Board Readme

Board Readme allows you to add an information window to your Kanban board, to
- for example - explain to the team, how a particular board should be used.
Describe what are the board's do's and don'ts, whom to contact for the final say,
etc. Feel free to add anything else that you think will be helpful for the team’s
understanding of the workflow - you can even use it as kind of a team notice
board!
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Board Readme

Dear Team, please follow these simple rules:

« Create new tasks ONLY in the To-Da column
« Don't pick up tasks that are NOT assigned to you

= 0Onthe off-chance, you have no assignments, contact Jesse or Aaron.

Fig 63: An example of a Board Readme display

20.5. Giphy Gif Picker

Giphy Gif Picker enables the optional Giphy emoticons support in your task
comments. Using animated images will make team collaboration more fun and

a lot faster, in many cases!

= AESTon SVensson

Hey Pekkal
| hear you managed to get 2ddessreoron board!
Congratulations!

Wnite a comment

Fig 64: A Gif image used In the task comments section
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20.26. Time in stage

This Power-Up will show you how much time a task has spent in each process
stage. It will be of help when analyzing the regularity & flow of your process, or
when looking at which process steps may need engaging more people.
The colorful horizontal Time In stage bar represents the proportion of time a task
spent in each of the board columns.

Change the "processing” animation on page /4

Done ~ 46 min ~ + Add chechkdist

- it fails to start automatically
- the lighter color blends with the background

Aftachments
Backiog 4 min
Accepted ideas 18 min
Card type Priority In Progress 21 min Assigned to

1 Default » + high Done 24 min en Brian Muanders

Fig 65: Controlling how long a task sits in each column — Time in Stage Power-Up

The colors across the bar will always align with respect to the applied lane type,
rather than to specific columns. Columns can be set to use a Backlog, Waiting, In
Progress or Done lane type.

To find out how long the task has spent in each specific column, just hover the
mouse pointer over the bar, to see a detailed list of time spent in a given stage.

20.27. Column Highlight

This Power-Up can make your boards easier to read and use, by letting you
underline columns with colorful strips, which speeds up the identification of
specific process stages.

You can highlight just one column, e.g, the Doing column on a multi-stage board,
or all of them, to better associate a color with a process step.
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In Progress
To do Done
Buffer Working
+ + + +
b A L L]
Contact Mariz |zsue 2-40 Deploy Adam's fix to 24-04 Ruobots script malfunction
NP TE T
Speak to Mike about the Bug in export for picture mode iszus 23804 Imvzices that have not been
proposed MM changes paid
- Call Miriam Butler reg. their &
|zsue 28009-2 offer Arrange 2 mest with John and
Mark
. % -
Bug 880-300 again! Find ithe cause of tha KL-F *. TE
issua Trade regulations changss
review

Fig 66: Highlighting work stages with color — Column Highlight Power-Up
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21. One-Click access to Kanban Tool

Kanban Tool offers you a quick and secure access to Kanban Tool with SAML 2.0
based One-Click authentication. This solution helps to centralize the access
control and allows your employees to access Kanban Tool and other services
without a password.

This integration will allow all your team members to log in to Kanban Tool with
just one click. Also creating new accounts is much simpler, just add a new
person's profile to the identity provider's service. Similarly, when someone leaves
your company, you'll be able to delete their profile with a single modification.

Account / SAML Single Sign On

SAML is a standard for identity management and S50 typically used by large Enterprises, B Account details
Hanban Tool supports SAMLE based One-Cick aulhentication, which is provided by many vendors jogethes
with online clowd identity providers such s Onelogin snd Securefuth

# anable SAMLZ Single Sign On ES Plan & Billing details
SAML Login URL

Kanban Tool will redmec! wsers 1o fhis URL 1o log . You can get thes from your SAML identfity Provades
# Payments history
hitpsii...

Logout URL # Account settings
Optionad logoo! URL, responsible for SAML Single Logout funcionalty

hitps:i...
& Setdomain alias

Security Certificate Fingerprint Point any domain to your KanhanTool

Fingerpant {SHA1) of the SAML cedificate provided by your SAML 1dentity Provider
E¥ Single Sign-On
ABABAB, One-Chick Access 1o Kanhan Tool for
COmpany,
How new accounts should be provisioned?
New sooounds can be slomatically provisionsd for ssers who suthaesticate with your (dentily Proveder
As normal user v

Save Changes

Fig 67: Setting up one-click access to Kanban Tool

To enable it for your team - you will first need to have an account with one of the
identity providers (an example: Onelogin, SecureAuth). Then, from the Kanban
Tool's Owner Account go to Account Administration panel, then Single Sign-On
and click right next to the enable SAML

2.0 Single Sign On. Here you will need to fill in the information provided by the
identity provider's service. From here your team is all set.
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22. Two-factor authentication

Two-factor authentication adds an extra layer of security to your Kanban Tool
user authentication process, by asking you not only for your password when
logging in, but also for a secret time-limited verification code. You will need to
read this code from a dedicated mobile application on your phone, and type it on
your login screen every time that you log in.

The application that you need to install for this is Google Authenticator (Android,
i0S), Microsoft Authenticator (Android, i0S) or any other compatible 2FA
application.

The 2FA feature is available to each user of your account individually - every user
needs to set it up for themselves.

To enable 2FA for your user account, please go to My Profile (available under your
name displayed in the top right corner of the dashboard view) - Two-factor
authentication and click Set up two-factor authentication.

For more details on how to set it up, please view this guide.
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23. Mobile support

We welcome you to use dedicated Kanban Tool mobile applications to update
your workflow on the go:

« Download Android application

« Download i0S application

Organize your work and Add, edit, move and assign tasks
increase productivity to your team members on the go

lightblue

Hams

MNew Task
wine

Gt types
& Purchase -

Assigrment

AN Ake Blardoen -

B =2dd sitheiop

CREATE AND CLOSE

CREATE AND ADD MEXT

Fig 68: Kanban Tool for mobile devices

24. Video tutorials and use cases

Please also consider viewing our product demo video and other tutorials.
We have also prepared a few common Kanban Tool use cases for you to take
a look at here.
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