l ipsMake.c.,m

TipsMake > Technology >

How to Build a Fully Functional Kanban Board in
Excel

Most people see Excel asjust rows, columns, and endless formulas. But others see it as a blank canvasto
organize things.

Most people see Excdl asjust rows, columns, and endless formulas. But others see it as a blank canvasto
organize things. So they tried creating a Kanban board in it, complete with status tracking, color coding, and

easy updating.

The article built an Excel Kanban board using two sheets: One for the to-do list (the brains of the operation) and
one for the board itself (the sheet that everyone sees). While the to-do list is the foundation of the board, start by
designing the board first so you know where you're going.

1. Tabletitle design

The example uses the first two rows as headers for the table. Thisiswhere you can add the project name, quick
instructions (like" Add tasksin the Task List tab "), and any keys you need to make the table easy to read.
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For example, put the board namein row 1, insert the title for the task cardsin row 2, and add a short note asking
people not to edit the cards directly, also in row 2. Then, fill these top two rows with a green color, adjust the
font and color, and generally make it look like something you'd actually use.

2. Createtask cards

The preferred card layout is 3 rows high: Onerow for ID, one middle row for task name, and one footer row for
assignee.


https://tipsmake.com
https://tipsmake.com/c/technology/
https://tipsmake.com/how-to-build-a-kanban-board-noflv

Skip row 3 after the header rows and use 3 rows over 5 columns to create two task blocks. Rows 4 and 6 are low,
whilerow 5 is high. Columns A, C, and E are low, while Columns B and D are wide, perfect for holding the
actual cards.

Here are the sizes used:

Narrow columns 3 point wide
Wide columns 30 point wide
Row 3 25 points high

Blank lines between tags |10 points high

Narrow rows for cards 20 points high

The high rows for the cards|60 points high

*1 point is equivalent to 1/72 inch (about 0.035 cm)

To adjust row height or column width, select the row and column you want, right-click, and select Column
Width or Row Height .
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Y ou don't necessarily have to use the same number as the article used, but you want the tags to be neat, easy to
read, and not take up the entire screen.

3. Add border

Borders will make the cards look like actual task cards. For example, with B4 — B6 selected, open the borders
menu ( Home tab > Borders menu icon), click Thick Outside Border s and do the same for the corresponding



cellsin column D.
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Add items to the task list column via the Task List shit. They'll automatically appear on the Kanban board.

Note : The example also added borders to the middle task header cells (e.g. B5 and D5 ) for clarity.

If you need to add more cards, copy the structure down, leaving a blank row between each card. Once copied
down, adjust the row height as needed. All your task cards are ready and you can always add more cards as

needed.



4. Set up wor kflow columns

The example has designed 4 columns to represent 4 work stages: Drafting , Editing , Scheduled , and Published
. Since the task card is 30 points wide, make the stage columns at least 35 points wide so the cards can fit.
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From there, it's just a matter of formatting — adjust the font size, center the text, choose a background color, and
add a border around each stage column. Y ou can fill the blank background around the task cards with a
contrasting color and hide Excel's gridlines ( Page Layout tab > Gridlines > uncheck View ).
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The columns are wide enough to display task titles, narrow enough to fit on one screen, and each card is readable
at aglance. And that's what you need to think about when designing your board.

5. Automatically update the table

The real magic of this Excel Kanban board is that the cards automatically update when you change something in
thetask list. To do this, create a sheet called Task List Sheet with 4 columns: Task ID , Title, Assignee, and
Description .

2 Task ID Title Assignee
4 5 Email Marketing Mistakes That Kill Conversions Sarah Vi A blog post written to be written by Sarah Vi and edited by Mike Li for small business owners.

Product Demo Dave Ad4-minute-long vi ipt to be written by Dave and edited by Abigail.




This sheet is the master sheet. Each card on the Kanban board will pull information from here. Each card is
essentially just asmall window into the master sheet. For example, the top cell of the card links to the Task ID (
='Task List Sheet'!A3), the middie cell linksto thetitle ( ="Task List Sheet'!B3 ), and the bottom cell linksto the
assignee ( ='Task List Sheet'!C3), all from arow in the master sheet.
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Inthiscase, just replace™ Task List Sheet " with the actual name of your main sheet. Just use that name here
because that's the name of the main sheet.

Format all the cellsin your task card so that the text is centered both vertically and horizontally, and turn on
Wrap Text to keep long titles neat. Y ou can make all of these changes by right-clicking the cells and clicking
Format Cells> Alignment .
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When you first link everything, any blank rows in the Task List Sheet will show up on the board as zeros, and
that's not pretty.
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Here's how to fix the problem, using conditional formatting in Excel:

1. Select all the tab cells you want to clean up (hold the Ctrl key to select multiple cells at once).
2. Go to Home > Conditional Formatting > New Rule.

3. Select Format only cellsthat contain .

4. Intherule description, set Cell Valueto O .



5. Click Format , set the font color to white and press OK twice.
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Now any unused cards will appear blank until you add atask to the Task List Sheet. Once the links are set up, try
editing the task title in the main sheet. The corresponding card on the board will be updated immediately.

6. Create a movable Excd card

Thereal challenge with an Excel Kanban board isn't just creating the cards; it's also getting them to move around
without breaking the connection to your task list. That's where Excel's Linked Picture feature comesin.

Start by selecting all the cells that make up atask card. Press Ctrl + C to copy. Right-click the column where
you want the card to appear, then go to Paste Special and select Linked Picture (1) . Thisisusually the last
option under Other Paste Options.
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Thiswill create afloating image of the original card. It may look alittle transparent at first, but that is normal
and easy to fix.



To create a solid background for an image, right-click on the image, select Format Picture, click the Fill icon
(thefirst icon) and choose a color that matches your design.
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Note : Since the linked item is an image, you can simply drag it from one column to another (e.g., Drafting to
Scheduled) while the task isin progress.

Additionally, because the linked photo istied to the original card, any changes to the source data, such as
assigning new team members, will automatically appear on every linked photo of that card.

Y ou finished reading the article "How to Build a Fully Functional Kanban Board in Excel" edited by the
TipsM ake team. We hope this article has provided you with many useful tech tips and tricks. Y ou can search for
similar articles on tips and guides. Thank you for reading and for following us regularly.
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