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Installation (Enterprise)

Go to my.celonis.de:

 Sign in to MyCelonis

 Go to the ‚Downloads‘ 
section 
(my.celonis.de/downloads)

 Choose between the Cutting 
Edge and the Stable Version

 Run the setup file and follow 
the instructions

 Choose the directory where 
you want to install Celonis4

https://my.celonis.de/
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Installation (Enterprise)

Activate License:

 Start Celonis4 (Desktop-
Shortcut) and click on the 
‚Start‘-Button in Celonis4

 Open your browser and type 
‚localhost: <Port>‘ into the 
address bar, with <Port> 
being the port you have 
chosen during the 
instalation (or 9000, if you 
have not chosen any)

 Log in at the appearing log-
in screen with the user name 
and password you have 
chosen during the 
installation (‚sysadmin‘ and 
‚$admin!‘, if you have not 
chosen any)

 Click on ‚Activate license‘

 The license should be 
activated automatically now
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Installation (Single User)

Go to my.celonis.de:

 Sign in to MyCelonis

 Go to the ‚Downloads‘ 
section 
(my.celonis.de/downloads)

 Download the setup file by 
clicking on ‚Download Mac 
OS‘ or ‚Download Windows 
x64‘ (depending on which 
operating system you use)

 Run the setup file and follow 
the instructions

 Choose the directory where 
you want to install Celonis4

https://my.celonis.de/
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Installation (Single User)

Activate License:

 Start Celonis4 (Desktop-
Shortcut)

 Click on ‚Activate license‘.

 Log in at the appearing log-
in screen with your account 
data for my.celonis.de

 If you have multiple licenses, 
choose the licence id you 
want to activate

 Finish by clicking on 
‚Activate‘

 Now the licence report is 
shown to you, which you 
can export by clicking on the 
corresponding button on the 
bottom right of the window

 When you are finished, click 
on the Celonis4 icon on the 
top left
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Create a Project

Add a new Project:

 Click on the ‚New Project‘ 
button

 Name your project and 
confirm by clicking ‚Done‘ or 
press Enter

 You are now inside the 
project-folder
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Create a Project

Add a new Project:

 When you click on ‚Home‘ in 
the left panel, the newly 
created project is listed in 
your project overview

 Your project is also included 
in the list of all projects

 Enter your project by 
double-clicking the icon or  
by clicking the open-button 
on the top
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Create a data model

Add a New data model:

 Click on the ‚Create New …‘ 
button

 Select ‚New data model‘ 

 Name your new data model

 Proceed by clicking ‚Done‘ or 
pressing Enter
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Create a data model

Add a New data model:

 In the next step, you can 
choose to either import 
multiple or single tables

 Select the multi-table 
import

 Now you can choose to 
import either a local file or 
data from a database

 Drag and drop the 
‚TUTORIAL_Activities‘ file to 
the browser or open the file 
by clicking on ‚Select file‘

 When the upload was 
successful, you will be 
directly directed to the csv-
file parsing
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Create a data model

Add a New data model:

 The next step contains the 
.csv parsing options

 You can select the 
separators, quote 
characters, the escape 
sequence and the line 
ending used in the .csv file

 You can also specify if the 
.csv file contains a header 
row

 You can check in the preview 
if all columns are identified 
correctly

 For this tutorial the settings 
should be fine on default, so 
continue with ‚NEXT‘
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Create a data model

Add a New data model:

 Now the column data-types 
will be detected 
automatically

 Confirm the automated 
detection

 Afterwards the data-types 
can be changed by the user

 This will not be necessary for 
this tutorial

 Klick ‚Next‘ to continue
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Create a data model
Add a New data model:

 In the next step, the 
columns of the activity table 
will be mapped

 Select the case, activities 
and timestamps column

 If you accidentally chose the 
wrong column, you can 
reselect the columns by 
clicking on the 
corresponding digit at the 
top

 You will not need a ‚sorting‘ 
or ‚end timestamp‘-column 
in this tutorial

 For the tutorial data, we 
need to upload a second 
table. To do so, click on the 
dropdown and choose 
‚Finish‘ to continue

 However if you only have 
one table, click „Finish, 
create new analysis“ and 
continue the tutorial on 
page 16
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Create a data model

Import Case Table:

 The activities table has now 
been successfully added to 
your data model

 Click on the ‚Import data‘ 
button to repeat the process 
for the TUTORIAL_Cases.csv

 The only difference with 
respect to the activity table 
upload is that no process 
configuration is needed
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Create a data model
Add Foreign Key:

 The case table has now  
been added to your data 
model

 Drag&Drop it to the right to 
show both tables

 To complete the data model 
configuration, you have to 
add a foreign key

 Click on the key-button of 
the ‚caseid‘ column of the 
case table

 Click on the key-button next 
to the ‚activitycaseid‘ 
column in the activities table

 Now a foreign key has been 
created to link the tables

 Exit the Data Model Editor 
by clicking ‚Done‘  (by 
clicking on ‚Done, create 
new analysis‘, a standard 
analysis is created)
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Create an Analysis

Add a new analysis:

 Create a new analysis by 
clicking on ‚Create New…‘ 
and ‚New analysis‘

 Choose your data model in 
the dropdown for existing 
data models

 Name your analysis

 Confirm with ‚Done‘ or press 
Enter
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Create an Analysis

Add Components:

 Click on ‚Add component‘ to 
add your first component to 
the analysis

 Drag and drop an ‚OLAP-
Table‘ to the empty canvas
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Create an Analysis

Configure Component:

 Add a dimension to the 
OLAP Table

 Choose the ‚ACTIVITY_EN‘ 
column as dimension

 You can navigate the tables  
and columns over the 
clickable rows in the formula 
editor

 Add a case count as KPI

To do so, you can select 
the case-count from the 
‚Standard Process KPIs‘

 All added KPIs will be listed 
in the dimensions list 
underneath the table 
navigation and can be 
edited and deleted here
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Create an Analysis
Configure Component:

 Sort your table by the 
number of cases

To do so, drag and drop 
the case count KPI to the 
Sorting field

 Alternatively exit the edit 
mode with the edit mode 
toggle and click on the table 
header of the corresponding 
column

 Re-enter the settings with a 
rightclick on the component

 Add a title to your table

To do so, type in the title 
text field at the top of the 
settings panel

 Change the title format in 
the table area options panel

 To change the settings 
panel, use the dropdown on 
the top of the settings 
panels
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Create an Analysis

Configure Component:

 Go back to the general 
options

 Change the component type 
to a column chart

 You might have to resize the 
component by dragging one 
of its edges to have the 
chart properly displayed

 Go to the case count data 
series panel (dropdown at 
the top)

 Change the column color to 
orange with the colorpicker

 Confirm and close the 
settings with the ‚DONE‘ 
button
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Create an Analysis

Additional Components:

 Add a text component to 
your analysis

 Type in: ‚Number of Cases:‘

 Now add a formula to your 
text component:

 Add a case count (Same KPI 
as added to the table 
previously)

 To insert the formula, place 
the cursor at the designated 
position and click the arrow 
button next to the formula

 To change the format or 
color of your text, select the 
whole text in the editor and 
change the settings at the 
top
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Create an Analysis

Add a second KPI

 Open the settings of your 
column chart via right click 
on the component

 Add a second KPI:

 Click on ‚Custom KPI‘ 
in the formula editor

 Insert the case count 
from the ‚Standard 
Process KPIs‘

 Modify the formula 
by multiplying it with 
a decimal number of 
your choice (e.g. 
*0.4)

 Confirm with ‚DONE‘
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Create an Analysis

Set Secondary Axis:

 Open the ‚Data Series‘ panel 
for your new KPI (dropdown 
at the top)

 Change the ‚Series Name‘

 Change the axis to 
‚Secondary Axis‘

 Change the alternative type 
to ‚Line Chart‘

 Change the color to black

 Activate markers

 Activate spline interpolation



24

Create an Analysis

Add additional sheet:

 Add a new sheet by clicking 
on the plus button on the 
buttom left

 Open the sheet setting by 
clicking on the cogwheel at 
the tab.

 Change the sheet-type to 
fixed width

 Navigate between the 
sheets by clicking on the 
tabs at the bottom
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Create an Analysis

Add a sheet shortcut:

 Insert a button to the 
second sheet:
 Drag and drop the 

button component to 
the canvas

 Type in a title
 Select ‚Open Tab‘ as 

action
 Select your first sheet 

as Sheet

 Now you have created a 
button to jump to your first 
sheet

 You can try using it by 
switching off the edit mode 
and clicking on the button



26

Create an Analysis

Copy components:

 Return to your first sheet

 Right click on the column 
chart and choose copy

 Change to your second 
sheet

 Right click in the canvas area 
and paste a copy of the 
column chart

 Additionally insert the 
‚Process Explorer‘ as a 
component to your second 
sheet

 Adjust the size and position 
of your components 
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Create an Analysis
Functions in Celonis4:

 Create a third sheet

 Insert the ‚Process Explorer‘ 
component

 Create a text component

 Now we want to display the 
percentage of price changes

 Add a formula and click on 
‚Custom KPI‘

 Type in the following 
syntax:

AVG(CASE WHEN PROCESS 
EQUALS 'Change Net Price' THEN 
1.0 ELSE 0.0 END)

 To display percentages 
change to ‘Percentage’ in the 
‘Predefined Formats’ at the 
bottom left of the formula 
editor

 Insert the formula with the 
arrow up button in the text 
component
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Create an Analysis

Functions in Celonis4:

 Now utilize the function 
from the text component to 
analyze which products have 
the most Price Changes

 Add an OLAP Table to your 
Analysis

 Insert the ARKTX column 
from the 
TUTORIAL_Cases.csv as a 
dimension 

 You can use the search 
functionality - the button at 
the top left
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Create an Analysis

Functions in Celonis4:

 Add a case count from the 
‚Standard Process KPIs‘

 Now click on add custom

 Type in the same formula as 
in the text component:

AVG(CASE WHEN PROCESS 
EQUALS 'Change Net Price' THEN 
1.0 ELSE 0.0 END)

 Change the formula title to 
‚Price Changes‘ and the 
format to ‚Percentage‘
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Create an Analysis

Functions in Celonis4:

 Change to the ‚Data Series‘  
panel of your price changes 
(dropdown at the top of the 
page)

 Change the text color to 
green

 Now we want to add a 
threshold that sets the text 
color to yellow or red

 Click on the option 
wheel next to the ‚Text 
color mapping‘ field 
and add a new one

 Edit the empty color 
threshhold to ‚Yellow if 
Greater than/Equal 
0.05‘

 Add another threshold 
to ‚Red if Greater 
than/Equal 0.1‘
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Create an Analysis

Functions in Celonis4:

 Now you have created an 
analysis where you can 
display the percentual price 
changes drilled down to the 
articles (OLAP Table) and for 
the whole data set (text 
component)

 In a similar way you can add 
an analysis to display the 
throughput time between 
the two activities ‚Create 
Sales Order Item‘ and 
‚Create Invoice‘
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Create an Analysis

Functions in Celonis4:

 In the next step you will 
again add an OLAP Table to 
drill down to the articles 
with high throughput times

 Add an OLAP Table to a new 
sheet

 Add the article names as 
dimension (ARKTX)

 Add a case count as first KPI

 Now add a throughput time 
KPI. To do so, choose 
‚Throughput Time … ‘ from 
‚Standard Process KPIs‘
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Create an Analysis

Functions in Celonis4:

 In the ‚Throughput Time‘ 
context menu you can 
choose single activities to 
calculate the throughput 
time between them via an 
aggregate functions

 Select ‚Create Sales Order 
Item‘ and ‚Create Invoice‘ as 
the activities

 Select the median as 
aggregate function

 Confirm your selection with 
‚DONE‘

 In the formula editor, enter 
the Unit ‚days‘ and confirm 
the changes with ‚DONE‘
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Create an Analysis

Functions in Celonis4:

 Now you have created an 
OLAP Table to drill down the 
throughput times of single 
articles

 To sort for the longest 
throughput time, drag and 
drop your throughput time 
KPI to the sorting field

 Change the sorting direction 
by clicking on the sort 
symbol of the KPI
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Selections
Selections in Components:

 You can create selections 
directly in your analysis to 
filter your process

 Make sure to exit the edit 
mode with the toggle switch 
at the top

 Select all articles in your 
OLAP Table with a 
throughput time longer than 
30 days

 Now the whole analysis is 
updated to this selection 
instantly

 Selections are displayed as 
tabs over the Analysis 
sheets

 To lock in the selection, 
confirm it by clicking on the 
green tick at the tab or at 
the component

 In the same way, you can 
filter from any chart or table
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Selections

Delete Selections:

 To delete a selection, click 
on the close button at the 
corresponding tab

 Delete the selection of 
ARKTX
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Selections

Selections in Selection UI:

 The second way to manually 
filter your analysis is to use 
the selections UI

 To enter the selections UI, 
click on the plus button next 
to the case overview in the 
upper left corner

 Choose the activities 
selection

 Click on the text box of ‚Case 
Flows Through‘ and select 
the activity ‚Invoice 
cancellation‘

 Confirm with ‚DONE‘

 Now you have implemented 
an activity selection 
including all cases with the 
activity ‚ Invoice 
cancellation‘
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Selections
Component Filters:

 Filters can also be set for 
single components

 Right click on the OLAP 
Table

 Click on ‚Component Filter‘

 Now you can put in a filter 
formula

 You now want to filter for all 
cases with ‚Change Net 
Price‘

 To do so, you have to set the 
following filter:

FILTER MATCH_ACTIVITIES 
(NODE[‘Change Net Price'] ) = 1

 The OLAP Table is now filtered 
to display only cases with a 
change of the net price

 In the same way, filters for 
sheets and whole analyses can 
be set in their setting’s load 
scripts
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The Process Explorer

Navigate in the PE:

 Change to the Process 
Explorer by clicking on the 
tab at the bottom left

 Now you are in the Process 
Explorer view

 The selections are applied 
here as well. Delete all 
selections to view all cases

 To filter from the Process 
Explorer click on single 
nodes

 You can now filter to include 
or exclude the activity

 This selections can be locked 
in with the tick at the top 
the same way you confirm 
selections from other 
components
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The Process Explorer

Navigate in the PE:

 Move the activities slider to 
the bottom to view only the 
most occuring activities

 You can show  the next most 
often occuring activity by 
clicking on the plus button 
of the activties

 The same way connections 
can be displayed or hidden 
on the connections tab

 To zoom in the PE, you can 
use the plus and minus 
buttons in the canvas or 
simply use your mouse 
wheel

 You can choose, if the 
connections are displayed in 
airplane mode or included in 
the layout of the graph
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Stories

Create a Story:

 The stories can be used to  
easily create presentations 
and PDF documents to 
export components from 
your analysis

 To open the stories UI, click 
on the settings button at the 
top right and choose 
‚Stories‘ in the dropdown
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Stories

Create a Story:

 Click on ‚New Story‘ to 
create a new story

 Name your story by clicking 
on the pencil-icon on the top 
left

 Now you can access all your 
analysis‘ components on the 
right side grouped by sheets

 To add a component to your 
story, click on the page 
where you want to add it 
and afterwards click on the 
component in the list

 The component is added to 
the top left of the selected 
sheet and can be arranged 
and resized now
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Stories

Add Pages to Your Story:

 You can add more pages to 
your story by clicking on the 
‚Add Page‘ button at the top

 Remember to select the 
page you want to insert the 
components to

 To move components 
between pages you can use 
the arrow icons at the top 
right of every component
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Stories

Change Story Layout:

 Finally you can also change 
the layout of your story

 To create presentations you 
can switch to a slide layout

To do so, use the 
dropdown at the top right

 Be careful as the change of 
the layout will restructure 
your components

 You can also download the 
story directly or send it via 
email. 
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Stories

Import Demo Content:

 Leave the story mode by 
analysis by clicking Done 
and go back to the home 
screen by clicking on the C –
logo

 Open the transport section 
over the top navigation at 
the top left of the 
homescreen

 Choose import transport 
and upload the demo 
content
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Stories

Import Demo Content:

 You can either select an 
existing project to save the 
transport in or create a new 
one

 When you have selected the 
target project you have to 
wait 1-2 seconds until the 
transport is imported

 When the transport is 
installed in the project you 
can open it by clicking on 
the project‘s name
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Now you are able to find out what really 
happens in your processes.

Time to Mine your own data!


