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Introduction  

 

The purpose of this document is to provide a step-by-step guide to the user on how to 

navigate and use the dashboard to analyze data for each project running at Cardinal 

Health.  It will show instructions on how to :  

 

•  How to access the Cardinal Health home page.  

• Localization for Microsoft Office 365 and Power Bi  

• How to access the Dashboard created 

 

The target audience for this document is users who are not tech savvy and may need 

help navigating and viewing information analytics for report creation or project tracking. 

The dashboards are simple and are made in such a way that a non-technical person can 

access and use them without any problem. 
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Guidelines 

myCardinalHealth   

1. Enter to Cardinal Health main page  

• To access the myCardinalHealth site, Cardinal Health will provide you 

with a link to access the site.   

 

2. Locate Microsoft 365 

• In the top right corner you will find the Microsoft Office 365 logo, click 

on it and you will access the Microsoft portal and locate Microsoft 

Team. 

 

3. Select Microsoft  Team Icon 

o Select the Microsoft Team to access the different teams that 

make up Cardinal Health. 
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DASHBOARD  

4. Select PR IT PMO and Puerto Rico Timecard  

• In the Microsoft Team there will be a set of teams, which will select the 

PR IT PMO and Puerto Rico Timecard 
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5. Project Health Dashboard  

- For the first dashboard, select the document called "PuertoRico-Timecard-

LaborReport". which will contain the Project Health dashboard and each individual 

visualization. 

• Get information on IT managers' projects by fiscal year.  

• It will display the metrics of the projects in progress, completed in the selected 

fiscal year. 
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6. Iteration Review  

• For the second  dashboard, select the document called 

"JIRA_DIRECT". which will contain the Iteration Review dashboard 

and each individual visualization. 

• On the dashboard you will have to select the fiscal year, the Agile team 

and Sprint, so you will get detailed information about the projects that 

each Agile team is working on and their status, as well as the projects 

that have not yet been planned. 
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7. Sprint Overview  

• For the third dashboard, select the document called "JIRA_DIRECT". 

which will contain the Sprint Overview  dashboard and each individual 

visualization. 

• First select the fiscal year, Agile team and the sprint you want to 

analyze.  

• In the sprint overview dashboard, the projects that have been 

successfully completed during the quarter will be analyzed. 

 

 

 

 

 

 

 

 

 

 

 


