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A step-by-step guide to Celoxis

] Getting Started

> Setting Up Projects — new and template

|E| Adding to Projects — tasks, risks, lessons etc.
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Getting started >>>



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

® celoxis

Highlight Report Dashboard

Login and Preferences

Heather Payne

Update/Comments

Name *

Heather Payne

Email

heather payne@dorsetccg.nhs.uk

Keywords

Primary Job Role Reporting Manager
PMO - Select

Login* Old Password New Password (2
heather.payne@d |

Confirm

SEMNgIUpPrapPreJeECH =>>>

EMAIL NOTIFICATIONS
Projects managed by me

Task Is off track,

[2) Task did not start because of |

Work Item progress is updated
Tasks assigned to me

Task Is modified

Task Is assl

ncomplete predecessors.

Task starts In the next 24 hours,

[[) Tosk is ready to start because

Task Is off track

all its predecessors have finished



Set Up A New Project - new

Click the + icon at the

top right of the screen
Select ‘New Project’ The ‘Add Project’

screen will open

Then select ‘Project’
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Set Up A New Project

Insert your In the ‘Advanced’ tab, you In the ‘Custom
basic project will have workspace options Fields’ tab, please
information dependant on your role. If select ‘Standard

you belong to more than project’
one, you will need to change
this

Advanced Description Custom Fields

Workspace * Code

comms & Engagement -

FINANCIALS :
Insert a code with a

¢ . ) Budget prefix relevant to
your workspace, e.g.
P_001, UEC_001

A PORTFOLIO
Risk Benefit Alignment
Normal - z -
You can select
multiple clients from OPTIONS
the same
organisation D Tasks should start when zll predecessors are complete

D Do not send email notifications for this project.

Set the state to one —
that represents the Scroll down and set

phase of the project ‘Default Task CANCEL
Schedule Type’ to

‘Fixed Duration’ for Click ‘Save’
all projects to create the

project

Usera projectitemplate >>>



Set Up A New Project - template

Click the + icon at the
top right of the screen

Select ‘Project’ and then Fill out and change the
‘Use a Template’ relevant details

Then select ‘Project’
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The Project Screen

Overview Snapshot Kanban

Project status upd...

Project Plan Risk & Issue Regist..

SCHEDU

Portfolio dashb B3 KE Project test

Client

Dashboard

Overview Snapshot

Projects

Tasks
SCHEDULE

Project status upd... Kanban

Gantt

Project Plan Risk & Issue Regist... Resource View Lessons Log Benefit Register

A9KS STATUS
On Track

Workload

20 Nov 20
Apps

More

Reports

Portfolic Gantt
Recent

EHCH Digital Te

Finance Workst

Digital Strategy
A test to use as an example
Home First

Commissioning

KE Project test

12 Jan 22
@ 29

Reliout Complete
23 Aug21

— TEAM

3 L]

Risks/Issues

AJJINGIOYOURPIGIECTS ===

Interactive

e00:000

Rasource View Lessons Log Benefit Reqister

On Track

12 Jan 22

This toolbar is in every
screen in the project
>>>

Edit project details

Add tasks, risks,
lessons etc

Import, recalculate,
print etc

TASKS STATUS




Adding To Your Projects

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

other screen

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

right corner. Select ‘Add task’

bgister Lessons Log

Lesson
Project Status

Risk/issue

This is also where
you add all other
items to your
projects

Change the
Duration to ‘0’ to
make it a milestone

Add the details and
predecessors if necessary

Add Task @

Basic Advanced Predecessors Custom Fields Description

Planned Start *
17472021 o B[O menueiy Scheduled

Duration * Schedule Type *

1 day - - Fixed Effort

Constraint Type *

AS 500N 25 possible

RESOURCES (EDIT)

InNteractive Gantt

You can create the tasks
without assigning
resources - more info in
the ‘Assigning Resources’
section

Select the team member
responsible and save

Click before saving
to immediately add
another task




Interactive Gantt

Planning and tracking can all be done in the Gantt
screen. You can alsg bulk ac.ld tasks using the the critical path and turn off

~ 'multiple’ option. the Gantt option. You can

Set baselines, recalculation projections after also print to PDF, HTML or
amendments and export as CSV or to MS Projects

Change the time period, view

Image

+ Add Baseline = More = & Today + = | Zoom:Fit « | [ Critical path Gantt | R | &
Task N
Flanned ]
Subtask A Planned Start o Predacessors Dul
Qb Q2 o 03 04
| Successor 5 i i
Activi.  1Dec?20 SFeb 21 49 & - Projct Manager (test) H
& Milestone ' !
. y 1
= Multigle gags.. 25 Jan 21 5Feb 21 10 | Framework Testing & Rollout _ Te.?m Member (test)[500%)] :
1 ]
Copy from another project s SFeb 2 5Feb21 E 0c Website Amendments |: Tegm Member (test)[0%] i
1
1 1
Impart CSV Com... 1Dec20 31 Dec20 23 Team Member {test)[‘=43.4?8%] :
1 ] ]
[ Import Microsoft Project 1 1
ent 1Jan21 11 Jan21 4 7¢ [oP Engagement | | .
: : Use the sliders to drag
1 1 .
6 SID update 11 Jan 21 11Jan21 5 Oc SID update ! ! items and update
L 2 ) ]
7 b Initial Design 5Feb 21 31 Mar 21 1 20 Initial Design Project Manager (test) | progress.
' '
L) L)
12 » PMO intemnal Testing 1 Apr21 18 May 21 7 35 PMp in .
i i
22 » Final Design 20 May 21 7Jul21 12 35 | Final Design
1 1
] ]
30 » Rollout Communication Cam... 8Jul21 23 Aug 21 22 33 U Rollout Communidation Campaign Team Member (test)
R Y Project Manager (test
33 » Review & Close 24 Aug 27 12 Jan 22 30 10 10 bramesrec s Tosrd ocrer ox -
-l ! Wesate Amesamants > 'n-‘: MémDer (1estioN]
E Can.  Bad Daxgn n n H
23 Toorn Marsoer (testfl243 4700
0 o- 2k 20 V2 Jan 22 L e ¢ Sea A Xativyn 0
£ [ PR . . SI0 uoset
Click to make quick Hover over an
- Ciobe Promt q q q 2 eyl .
edits. Right click on a : item to see
: Feryect Ciosa Frocesunes . terhal Testiog

task to open the task = : more detail
edit screen ;

Feapct Compiie

ASSIGNINGIRESOUICES >>>



Assigning Resources

You can also assign
resources with % or
hours to be
allocated

Alternatively, you can right-
click on a task and assign
resources from there.

Select the task and click below
the ‘Resources’ column. You
can assign multiple resources

to a task, and assign resources

multiple times.

D Name Start Finish Resources

Use the same method to
replace a resource. Multiple
tasks can be selected to make
a replacement.

2 Resources » I Assign a resource I

Status Update » Replace a resource

1 Resources » I Assign a resource I

Status Update » Replace a resource

w Sample: Office Setu... 8-Apr-16 11-May-16

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

RUNNINGIREPOILS >>> 10




Running Reports

Filter your search to

the report type you
are looking for

Portfolio dashboard +| £ All Reports

Dashboard Favourite Task Time Phased Dashboard

All Reports App Project Activity Log

Projects

Tasks é Active Projects é Plans off Track

Task Assignment

Active Change Requests

Workload w % ®
Apps
pps Manager Broject Health @ Risks Active Projects
w E
More
1 -
Activity Stream
5- Almost Cert 4 ﬁ %

g 4-Likely |
& All Projects By Client
= ) wr |l
= 3- Possible 4
=
=
3
o 2- Unlikely 4
& )
All Risks

1-Rare

This menu will show
your favourite, or
starred, reports and )
the ‘All Reports’ To favourite a report, Billing Efficiency by Manager

option simply click a star.
Click again to remove
it as a favourite

At Risk Tasks

@ Off Track At Risk Mot Active

il

Budget Tracking

RUNNINGIREPOIIS >>>



Running Reports - Printing

Select the print option

to create a PDF, HTML
7+ Problematic Critical Tasks i orlmage version Of Q @ o ° @

the report

Dashboard

Change filters to

Projecis o Total = 23
specify what you
Tasks want to see on the
Workload re p O rt
B For more information
More ! * on reports visit the
7] i Knowledge Base
Reports
6
Recent &1
n
3 3
] Print
2
) |
"1 . I Fit Width * Drientation * DPI*
0 - | m - ‘ Landscape - 135 .
EHCH Digital Test Good CoP Home First KE Project test LVS Critical Pathway OAN_004_008 - Critical Care (
[ Off Track - 16 [ AtRisk-1 [X] Blocked - 6 @ PDF O thl O |"ﬂa.g€‘

customise the

output to suit CANCEL

your needs

PrntingrandrEXperting ===


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

Printing and Exporting

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

Portfolio dashboard

e Click the 3 e Click to e Click in the
dots download as corner of the
e Select print CSV, CSV project screen
grouped or e Print option
print also available

PrntingrandrEXperting ===



Search / Your Profile

Search Click on your initials
in the top right of
] e R < | the screen, then @
- e s oo select ‘Profile’

ik 15 808 GANanc PO SAMmge fisk
P80

Bagic Cusiom Figlds Preferences

Rk 15 Home firgt enamiple risk
Home First

Hpmg "

Project 5t Test Status 1

e The match score
indicates how close

Team Membser (best)

Use the search to the result is to the Email Fhone
quickly find or search term proEdonsatocg nhsuk
shortcut to a
A o Eiywords
specific item
Passwords must be
Search T 12 characters in
: . ; . length and can be
Keywords®  sample Type | IR Froject kanager (lest) : :
any combination
Trpe Hame

M Paaawand (5

WiEAISEUE GENENT PLD SamCle rig i Pudgmiad Cantim

PMD
PO —— to help refine
o First
your search

Filter the results

ProjectS. Test Status
e Firgt

You can change your
password here. Please m
q CAMCEL
leave your login as

your email address

QuiIckalips & Useruifintermatio



Quick Tips and Useful Information

Portfalio dashboard + & i

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

BeneftRegater  Lessoralog B 7 +

7

Phans off Track

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

When you change the Gantt zoom, this is remembered for printing
Look for the filter icon in
e & most screens to see the

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

CLEAR

To include or exclude a search term, prefix it with + or — e.g. +Microsoft/ -Office 25 Good CoP Engagement 1Jan21 11Ja. 4 7 days
6 SID update 11Jan.. 11Ja. 5 0days
. . . m N ) | & Cut Carl=x i
Columns and grouping only affects your view in dashboards and reports 7 » Initial Design & i 39d Columns and
| Copy Crri+C
12 » PMOintemal Testing = ) f 7 35d. grouping icon
Critical pathway only highlights the critical tasks, not the path | ¥ oo = Indent p—
{) -NoColor-
30 » Rollout Communicati = gutdent 2
| { Blue
You can assign colours to tasks, but would need to have your own key e.g. assigning 33 v Review &Close O Color > o
colours to team members or task types >>> T ——
34 Undertake Post L3 {) Purple
: . i . " | &8 Resources »
You can mention another user in comments by using the ‘@’ function followed by 35 Close Project - O Groen : : :
their name | status Update J P Right click on a task |.n
= Project Gl Pog the Gantt to open this
| & Edit e | {) Indigo
menu
.} Cyan

. . 37 Project Complete )
Drag the slider to expand the project screens | View Details
Recur

Red

Viere lips >>>



Quick Tips and Useful Information

My Settings

You can change your theme to Vivid so colours appear bolder

Basic Custom Fields Preferences

Language & Region

Use Chrome, Safari or Firefox to access as these are supported browsers English (United Kingdom)

Input Date Format Display Date Format Head tO your prOﬁIe
MM/DD/YYYY T 2 settings to change your

When you change the Gantt zoom, this is remembered for printin
y g P g " theme

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 25 Good CoP Engagement 1Jan21 11Ja. 4 7 days
6 SID update 11Jan.. 11Ja. 5 0days
. . . " - ) | & Cut Crri=x i
Columns and grouping only affects your view in dashboards and reports 7 ¥ Initial Design & f- 39d Columns and
{ Copy CiisC |
12 » PMOintemal Testing ) f 7 35d. grouping icon
Critical pathway only highlights the critical tasks, not the path £ ¥ ol Desgn = Indent A —12—35d..
{) -NoColor-
30 » Rollout Communicati = gutdent 2
| { Blue
You can assign colours to tasks, but would need to have your own key e.g. assigning 33 v Review &Close O Color > o
colours to team members or task types >>> T ——
34 Undertake Post L3 {) Purple
. . i . " | & Resources »
You can mention another user in comments by using the ‘@’ function followed by 35 Close Project - O Gron : : :
their name | status Update J P Right click on a task in
36 Project Close Prog the Gantt to open this
| & Edit e | {) Indigo
. . 37 Project Complete ) ? menu
Drag the slider to expand the project screens | ViewDetails O Cyan

Recur Red




Why is nothing showing on my reports or dashboards?

e 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?

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

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

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

How can | add a new user?

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

|s there more training available for myself or my team?

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

ViSIttheCeloxXiSTKnowledge Base >>>


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

