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Getting started >>>

A step-by-step guide to Celoxis
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Login and Preferences

Setting up a project >>>

Log in at celoxis.com Your default dashboard 
will be your home screen

Click on your initials in 
the top right to open 

your menu

Access help, 

your profile 

and the 

Knowledge 

base

Open your profile to 
change your password…

…and set your 
notification preferences

Enter your email 
address and 

password (when 
you log in for the 

first time, the 
password will be 

Origin121*#*
Change your 

password the first 
time you log in 
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Set Up A New Project - new

Basic set up >>>

Click the + icon at the 
top right of the screen

Then select ‘Project’

Select ‘New Project’ The ‘Add Project’ 
screen will open 
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Set Up A New Project

Use a project template >>>

Insert your 
basic project 
information

Set the state to one 
that represents the 
phase of the project

You can select 
multiple clients from 

the same 
organisation

In the ‘Advanced’ tab, you 
will have workspace options 
dependant on your role. If 
you belong to more than 

one, you will need to change 
this

Click ‘Save’ 
to create the 

project
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Insert a code with a 
prefix relevant to 

your workspace, e.g. 
P_001, UEC_001

Scroll down and set 
‘Default Task 

Schedule Type’ to 
‘Fixed Duration’ for 

all projects 

In the ‘Custom 
Fields’ tab, please 
select ‘Standard 

project’



Set Up A New Project - template 

The project screen >>>

Select ‘Project’ and then 
‘Use a Template’

Click the + icon at the 
top right of the screen

Then select ‘Project’

Fill out and change the 
relevant details
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The Project Screen

Adding to your projects >>>

This toolbar is in every 
screen in the project 

>>>

Interactive 
Gantt  

Edit project details

Add tasks, risks, 
lessons etc

Import, recalculate, 
print etc
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Adding To Your Projects

Interactive Gantt >>> 8

In the project screen, go to 
the ‘Add’ button in the top 

right corner. Select ‘Add task’

Add the details and 
predecessors if necessary

Select the team member 
responsible and save

Click before saving 
to immediately add 

another task

This is also where 
you add all other 

items to your 
projects

Change the 
Duration to ‘0’ to 

make it a milestone

You can create the tasks 
without assigning 

resources  - more info in 
the ‘Assigning Resources’ 

section  

As with projects, you can also do this by 
clicking the green add button on any 

other screen



Interactive Gantt

Assigning Resources >>> 9

Planning and tracking can all be done in the Gantt 
screen. You can also bulk add tasks using the 

‘multiple’ option.
Set baselines, recalculation projections after 

amendments and export as CSV or to MS Projects 

Change the time period, view 
the critical path and turn off 

the Gantt option. You can 
also print to PDF, HTML or 

Image

Hover over an 
item to see 
more detail

Click to make quick 
edits. Right click on a 
task to open the task 

edit screen

Use the sliders to drag 
items and update 

progress. 



Assigning Resources

Running Reports >>> 10

Select the task and click below 
the ‘Resources’ column. You 

can assign multiple resources 
to a task, and assign resources 

multiple times. 

Alternatively, you can right-
click on a task and assign 

resources from there. 

Use the same method to 
replace a resource. Multiple 

tasks can be selected to make 
a replacement. 

If you don’t know 
exactly who will be 
assigned a task, you 
can add a ‘job role’

You can also assign 
resources with % or 

hours to be 
allocated



Running Reports

Running Reports >>> 11

This menu will show 
your favourite, or 

starred, reports and 
the ‘All Reports’ 

option
To favourite a report, 

simply click a star. 
Click again to remove 

it as a favourite

Filter your search to 
the report type you 

are looking for



Running Reports - Printing

Printing and Exporting >>> 12

Select the print option 
to create a PDF, HTML 

or Image version of 
the report

Change filters to 
specify what you 

want to see on the 
report

You can 
customise the 
output to suit 

your needs

For more information 
on reports visit the 

Knowledge Base 

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


Printing and Exporting

Printing and Exporting >>> 13

• Click the 3 
dots

• Select print

• Click to 
download as 
CSV, CSV 
grouped or 
print

• Click in the 
corner of the 
project screen

• Print option 
also available

There are options for printing, downloading or exporting in 
almost every screen. Look for the following icons. 



Search / Your Profile

Quick Tips & Useful Information >>> 14

Use the search to 
quickly find or 
shortcut to a 
specific item

The match score 
indicates how close 
the result is to the 

search term

Filter the results 
to help refine 
your search

You can change your 
password here. Please 

leave your login as 
your email address

Click on your initials 
in the top right of 
the screen, then 
select ‘Profile’

Passwords must be 
12 characters in 

length and can be 
any combination



Quick Tips and Useful Information

More Tips >>> 15

Filters are available in most screens >>> see examples >>> 

Use Chrome, Safari or Firefox to access as these are supported browsers

When you change the Gantt zoom, this is remembered for printing

To search a phrase, enclose it in quotes e.g. “sales tax”

To include or exclude a search term, prefix it with + or – e.g. +Microsoft/ -Office

Columns and grouping only affects your view in dashboards and reports

Critical pathway only highlights the critical tasks, not the path

You can assign colours to tasks, but would need to have your own key e.g. assigning 
colours to team members or task types >>>

You can mention another user in comments by using the ‘@’ function followed by 
their name

Drag the slider to expand the project screens 

Look for the filter icon in 
most screens to see the 
information you need

Columns and 
grouping icon

Right click on a task in 
the Gantt to open this 

menu



Quick Tips and Useful Information

FAQs >>> 16

You can change your theme to Vivid so colours appear bolder

Use Chrome, Safari or Firefox to access as these are supported browsers

When you change the Gantt zoom, this is remembered for printing

To search a phrase, enclose it in quotes e.g. “sales tax”

To include or exclude a search term, prefix it with + or – e.g. +Microsoft/ -Office

Columns and grouping only affects your view in dashboards and reports

Critical pathway only highlights the critical tasks, not the path

You can assign colours to tasks, but would need to have your own key e.g. assigning 
colours to team members or task types >>>

You can mention another user in comments by using the ‘@’ function followed by 
their name

Drag the slider to expand the project screens 

Columns and 
grouping icon

Right click on a task in 
the Gantt to open this 

menu

Head to your profile 
settings to change your 

theme



FAQs

Visit the Celoxis Knowledge Base >>> 17

Why is nothing showing on my reports or dashboards?

• Look for the filter icon        and ensure you only have necessary filters on, 
otherwise click ‘Clear’ to see all available results

Why are my project health indicators not showing?

• Check that your project state is ‘Active’. Health indicators do not show in ‘Draft’ 
state

I made some changes but my status calculations have not changed.

• Click the ‘Recalculate Projections’ button in the project screens to update status

How can I add a new user?

• Please contact the PMO to add a new user (PMO@dorsetccg.nhs.uk)

Is there more training available for myself or my team?

• Contact the PMO to discuss your training and user needs, or alternatively join 
our Teams channel where we post all our updates

Remember, you can use 
the ‘Demo & test’ 

workspace to practice and 
get used to the system

https://www.celoxis.com/kb/13.5/
https://teams.microsoft.com/l/channel/19%3aff97a32e6dae431e83a8c8f0d0036e47%40thread.skype/EPM%2520contract%2520(Celoxis)?groupId=70f954d1-ec28-4109-b70c-520bd2820abe&tenantId=4c4c7c6c-a1b5-409b-af46-9592a5b37234

