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You can go straight to 

the register where you 

will see all actions 

assigned to you

Items are grouped 
based on whether 
they are a risk or 

issue

Filter by code, 

actionee/lead, 

whether it is open 

and workspace

Items are grouped by 

workstream and you 

can make edits from 

the Action Plan screen 

where you see the 

pencil icon   

Click on an action 

name to open it 

for more details or 

editing

There is also a report that 

you can run named Action 

Plan Report.

This includes all columns 

of data that have been 

input.  You can filter on 

various options
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Click the ‘+’ icon and then 
select Action Plan 

Select the relevant Project or 
Workspace you want to add to

Enter as much information as you 
need to and press Save

We enter monthly 

status updates for 

PMO projects as this 

is our reporting 

period

There are only a small 

number of required fields 

– Actions can be as 

detailed as you need 

them to be
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Make quick edits 

wherever you see 

the pencil appear 

on hover

Highlight any text to 

bring up a menu. Use 

the Strikethrough 

function to show 

actions have been 

completed

Click on the action plan 

Name to open the plan in 

full. You can make edits to 

all sections here. You can 

also close the action plan 

in the top right corner. 
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Visit the Celoxis Knowledge Base >>> 6

Project 
Plan

• Milestones

• High-level or key 
tasks that enable 
the project to 
progress

• Formal document

Action Plan

• Tasks required to 
achieve key tasks 
and milestones in 
the project

• Tasks that sit outside 
of a project

• Can be used for BAU

To Do List

• Itemised list of 
actions needed

• Items that sit 
outside of a project

• Can be used for BAU

It can be confusing having different planning options available, 
but Action Plans are optional. We recommend the following:

https://www.celoxis.com/kb/13.5/

