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1. Document purpose 

This document includes the key changes made to The West of England AHSN’s Live 
VertoPro site since staff completed the Introductory (Phase 1) Training in November and 
December 2017. 

The Training User Guide for Phase 1 can be found on our Verto website. The site is password 
protected and is ‘iloveverto’. 

2. You said……We did 

Feedback during and after the Introductory Training sessions was captured and you should 
see most, if not all of the requested changes incorporated on to the Live site, including (but 
not limited to): 

• Changes to some of the ‘Help Text’ connected to the fields, to make it easier to 
understand. 
 

• ‘Not Applicable’ added to drop-down fields, so you can now select ‘Yes / No / Not 
Applicable’ to most fields. 
 

• ‘Stat Tiles’ temporarily removed until we have populated projects and sensible data to 
display. 
 

• Templates referred to in the ‘Help Text’ have been added to the main Document Store, 
available to download and use.  You can save your edited version in the Document Store 
relating to the specific project or assignment. 
 

We have made many small ‘tweaks’ to the Live site, so if you spot any more, it will have been 
due to the feedback we’ve received, so thank you for your inputs.  Please remember that you 
can continue to send us your feedback, comments, hints and tips via survey monkey.

http://www.weahsn.net/verto
https://www.surveymonkey.co.uk/r/WEverto
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3. Key Changes 

The following changes have been made to the Live site and will also be reflected in the 
Training site: 

3.1 Assignments 

You may recall from the Introductory Training that we can use Verto to track progress of work 
which is not necessarily a project and does not need to go through the whole Project Life 
Cycle.  This is known as an ‘Assignment’.   

The West of England AHSN has defined that work directly delivering the business plan will be 
defined as a project.  Work supporting or enabling delivery of the business plan (i.e. the 
comms strategy) will be managed as an assignment.  This does not stop you recording your 
own large pieces of work as an assignment if you find it helps you.  For example, organising a 
Q Community masterclass is a one-off piece of work which requires a lot of input, but it does 
not require its own business case or benefits realisation for example.  A first version of the 
assignments function has been developed, but will evolve as people use it and feedback. They 
can also be added to a project hierarchy. 

 

The Assignment screens and fields are based on those held within ‘Live Projects’, but have 
been streamlined to reduce the amount of information required where appropriate.
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3.2 Benefits Realisation and Closed & Rejected 

These Stages are currently ‘No-Go’ areas on the Live site.  This does not affect the ability to 
upload and use the rest of the system. 

The Benefits Realisation stage cannot be built or tailored until we receive the confirmed metrics 
and Return on Investment principles for the new licence.  This also applies to the Financial and 
Non-Financial screens.  The two screenshots below will help you identify the areas we mean: 
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The Closed & Rejected stage is also clearly marked as ‘Do Not Use’: 

 

3.3 Chat ‘Do not disturb’  

The Chat function now enables you to select ‘Do Not Disturb’.  Click on your name and the 
drop-down menu appears.  A white circle represents when someone isn’t logged in; a green 
circle represents when someone is logged in and the red circle represents someone who does 
not wish to be disturbed. 

If people choose to ignore the red circle and the ‘Do Not Disturb’ status, you will still receive 
their message if you are logged on. 

 
**Reminder** – you cannot delete a chat message, so please be conscious of content! 
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3.4 Costs 

Project costs have now been tailored on Verto and the ‘Category’ drop down relates to the 
current Account Codes we use.  We are liaising with RUH Bath to determine if we can 
incorporate Project Codes into the Expenditure Reports we receive from them, so that we can 
keep a closer track on project costs. 

 

3.5 Email Notifications 

These have now been switched on for the Live site, so as a default, you will receive 
notifications in Outlook, as well as in Verto.  If you do not wish to receive these, please speak 
to a Verto Administrator to change your settings. 
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3.6 Governance Level Matrix (within Strategic Fit) 

One of the questions which kept coming up in training was ‘What is a Governance Level and 
how do we know what to set it as?’  To help with this, a matrix has been added to the Help 
Text and an interactive matrix has been added to the main Document Store.  This can be 
downloaded and saved to the project Document Store. 
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3.7 Members List 

Our Members List (based on information held on Orbit / CRM) has been added to the Live 
Site. 

 

Members are a special type of Tag (see section 3.11) for use in reporting and do not replace 
the CRM system. 

Please do not make any changes to the Members. If changes are needed, please speak to 
a Verto administrator.   

To add a Member to a Programme or Project, click on ‘Members’ and ‘Add’ and then select 
the applicable member from the drop-down list, as shown below: 
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3.8 Notes 

This was touched upon in the Introductory Training, but a reminder that if you wanted to add a 
note to a project which you do not want included in any reports, use the ‘Notes’ functionality.  
Click on ‘Notes’ (circled below); Actions and Add. 
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3.9 Portfolios and Programmes 

As discussed at the Introductory Training, the Portfolios and Programmes have been created 
on Verto and have been made ‘read only’ to most users.  These are based on the Themes / 
INNs within the business plan: 

 

 

The Verto team will also add projects and assignments to the relevant Programme to help you 
get started.  This will include the Project Name and Author only which will be based on the lists 
of current projects provided by Patient Safety, QI and Enterprise. 
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3.10 Reports 

A ‘Reporting’ tab has now been added, but the folder is currently blank as the reports will be 
set up once we receive the confirmed metrics and Return on Investment principles for the new 
licence. 

 
3.11 Tags 

‘Tags’ are used for reporting purposes.  We have set up a defined list of Tags relating to 
Financial Year, Portfolios, INNs, etc and these can be added to your projects as required and 
will subsequently be picked up in reporting.   

In the below example, ‘Tags’ have been added to the Quality Improvement Programme by 
clicking on ‘Actions’ and ‘Tags’: 
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You then get a ‘pop up’ screen where you can select all of the applicable Tags, for example: 

 
4. Reminders! 

• Use a secure password for the Live site (needs to contain a mix of letters, numbers and 
symbols). 
 

• Upload a Profile Picture (choose a professional one for the Live site and a more 
informal one for the Training site to help remind you which one you’re in!). 
 

• Once you add content to the Live site, it is very difficult to delete.  So if you are in any 
doubt when adding a new project, assignment or field content, please seek advice.  We 
have specifically set up a Verto mailbox verto@weahsn.net which will be activated on 1 
March 2018.  This will enable colleagues to email the Programme Managers (plus a few 
administrators) about any specific Verto questions they may have.  
 

• You can also access Verto’s support pages at https://vertocloud.co.uk/support/ where 
you will find general help and guidance, as well as Verto updates across the whole 
system (so not just specific to our site!). 
 

mailto:verto@weahsn.net
https://vertocloud.co.uk/support/
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5. Further Training 

After ‘Go Live’ on 1 March 2018, a series of bespoke training packages will be developed to 
support you to use Verto to its full capacity.  These will include (but are not limited to): 

1. Risk & Issue Management  
- To include guidance on risk tolerances as per the West of England AHSN Risk 

Management Policy 
 

2. Project Costs and Agresso  
 

3. Gateway Administrator (Approvals)  
 

4. Benefits Realisation 
 

5. Assigning Tags 
 

6. Submissions Process 
 

7. Applying Standard Operating Procedures 

If there are any other specific areas you feel require a bespoke training session, please email 
the team at verto@weahsn.net. 
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