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INTRODUCTION 

This Power BI template offers a ready-to-use dashboard for tracking project 

execution, workload, and risks based on structured task data. It uses interactive 

custom visuals like timelines and kanban boards to provide a clear view of task 

progress, blockers, and team workload. 

Designed to connect directly to your CSV files, the template generates insights 

automatically, no complex setup required. You can fully customize the visuals, 

colors, and logo to match your brand. 

The download includes the Power BI template file (.pbit) and sample data to explore 

or test before connecting your production data.   

HOW TO USE THE TEMPLATE 

Follow the steps below to begin using the dashboard with your own data. 

1. Configure Data Source Folder 

To ensure the template connects correctly to your data, it's crucial to set up your 

data folder structure precisely as follows: 

1.1 Create a Main Data Folder: First, designate a single, main folder on your 

computer that will contain all your business performance data. For example, you 

might create a folder like C:\YourBusinessData\. 

1.2 Place the following files directly inside that folder: 

• Projects.csv 

• Tasks.csv 

• Users.csv 

• Logo.png (company logo) 

• CustomTheme.json (optional color theme) 

File Naming is Critical: Each file must be named exactly as shown above for the 

template to recognize and process the data correctly. If any file is renamed or 

missing, the template will not load properly. 

• Projects.csv – Columns: 

Project ID, Project Name, Project Manager, Start Date, End Date, Status 

o Valid values for Status: In Progress, Over due, Not Started, Completed 

https://softcial.com/power-bi-template/task-manager-dashboard/


4 
 
 

 

• Tasks.csv – Columns: 

Task ID, Title, Project ID, Bucket, User ID, Priority, Status, Blocked, Created 

Date, Due Date, Completion Date, Tags, Effort Estimate (hrs) 

o Valid values for Status: Not Started, In Progress, Completed 

o The Blocked column must contain only true or false values 

• Users.csv – Columns: 

User ID, User Name, Email, Department 

2. Opening and Connecting the Template 

Once your data folders and CSV files are correctly set up, you can proceed to 

open the Power BI template and connect your data. 

2.1 Open the Template: Locate the downloaded Power BI template file and open 

it.  

2.2 Enter Your Data Folder Path: Upon opening the template, a pop-up window 

titled " Task Management Dashboard" (as seen in the example image) will appear. 

This window contains a field labeled "Filefolder". 

 

In this "Filefolder" field, you must enter the full and exact path to your main data 

folder (the one you created in Step 1.1, e.g., C:\YourBusinessData). This is the root 

folder containing the data files. 

2.3 Load Data: After entering the folder path, click the "Load" button. Power BI will 

then begin processing the data from the files, applying the necessary 

transformations and loading it into the dashboard. 

Once the data load is complete, your Power BI dashboard will populate your own 

business performance metrics. 
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UNDERSTANDING THE DASHBOARD 

The report consists of two main pages: 

1. Page 1 – Overview 

This page provides a high-level view of task and project activity. It includes: 

• KPI Cards for Completed %, Overdue Tasks, Blocked Tasks, and New Tasks 

This Week 

• A Project Timeline that visually shows the end date and status of all 

projects 

• A Kanban-style Task Board grouped by status 

• Slicers for filtering by project, time period, user, and priority 

These visuals interact fluidly: selecting a project in the timeline dynamically filters 

the tasks shown in the Kanban board. You can quickly explore all tasks linked to a 

specific project or team member using cross-filtering. This makes the dashboard 

highly interactive and practical for day-to-day project tracking and team meetings. 

2. Page 2 – Workload & Risk Monitor 

This page dives deeper into execution metrics and potential risks using: 

• Donut chart for Task Priority distribution 

• Table of Upcoming & Overdue Tasks with conditional formatting 

• Bar Chart showing task load per user 

• Task Stream (Flow) visual showing where tasks are getting stuck 

This page is ideal for monitoring workload balance and quickly identifying delayed 

or critical items. Visual interactions and slicers help isolate issues and understand 

root causes directly from the interface. 

CUSTOMIZING COLORS AND LOGO 

This template offers full visual customization, allowing you to align it with your 

company's branding by changing the color palette and replacing the logo. 

1. Customizing Colors with a Theme JSON File 

Power BI allows you to apply a custom theme using a JSON file, which defines the 

color palette for your visuals and overall report. 
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To apply a custom theme: 

1. In Power BI Desktop, go to View > Themes > Browse for themes. 

2. Select your .json file with color definitions. 

3. Power BI will apply these settings across your dashboard. 

Below is a sample JSON structure. Save this text as a .json file (e.g., 

MyCustomTheme.json): 

{ 

  "name": "Revenue Custom Theme", 

  "dataColors": [ 

    "#002a3e", 

    "#3FE3CF", 

    "#00BC8A", 

    "#0E94FF" 

  ], 

  "foreground": "#121212", 

  "background": "#FFFFFF", 

  "foregroundNeutralSecondary": "#6C6966", 

  "backgroundLight": "#E5E0DA", 

  "foregroundNeutralTertiary": "#ABA7A2", 

  "backgroundNeutral": "#C6C2BE", 

  "tableAccent": "#4E9466" 

} 

 

How to Change Primary Colors to Match Your Brand: 

• dataColors: Modify these hexadecimal codes for chart palettes. 

• background and foreground: Adjust for overall report background and text 

colors. 

• tableAccent: Controls table highlight colors. 

4.  Changing the Company Logo 

The template dynamically loads your company logo. To change it: 

1. Prepare Your Logo File: Ensure your logo is in a common image format 

(e.g., .png, .jpg). 
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2. Name the Logo File: The image file must be named Logo.png (or Logo.jpg, 

etc.). 

3. Place the Logo in the Main Data Folder: This Logo file must be placed 

directly within your main data folder (where your customers, sales, and 

marketingspend subfolders are located). 

4. Image Size Considerations: For optimal performance, keep logo image files 

light. If the image is too large, Power BI might cut it off or experience 

performance issues. It's best to use an image that is not too heavy; 

otherwise, you'll need to compress it. 

5. Refresh the Data: After placing the new Logo file, go to the Home tab in 

Power BI Desktop and click the Refresh button. Your new logo will then 

appear. 

By following these steps, you can fully customize the visual appearance of your 

Power BI dashboard to reflect your company's unique brand. 

Once all these steps are completed, your report will be ready for publication to 

the Power BI service or for continued management and exploration directly from 

Power BI Desktop. 

Need More Customization or Direct System Integration? 

This template provides a robust foundation for monitoring your business 

performance. However, if you require further customization, advanced features, 

or direct integration with your existing business systems (beyond CSV files), our 

team is ready to assist you. 

Let's discuss about it:                 Book a session  

This report uses the free versions of our custom visuals. If you’re looking for 

additional features, enhanced interactivity, or advanced configuration options, visit 

our website to learn more about our Power BI customs visuals and explore full-

featured versions. 

Learn more about us at:   softcial.com  

https://outlook.office.com/book/PowerBIDiscoverySession@softcial.onmicrosoft.com/?ismsaljsauthenabled=true
https://softcial.com/products/
https://softcial.com/

