
Built-In Reports in Microsoft Project 
This article will show you what kind of reports you can use in MICROSOFT PROJECT. 

I will use my Wedding Project: 

To get reports you must click here: 

 

I will start with Overview group: 
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When I select Project Summary I get: 

 

This report gives you Project Overview with some basic information about it. 
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Next report is Top Level Tasks (I don’t have to explain what does that means): 

 

Next Report in Overview group is Critical Task (again no further explanation is needed, I hope) 
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Now I will show you a Milestone Report which is excellent for your Sponsor and Managers: 
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Last report in the Overview group is Working days: 
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I will move to the Current Group. It has six reports. 

The first one is Unstarted Tasks: 

 

  

http://ntrajkovski.files.wordpress.com/2012/04/image40.png


The second Report is Tasks Starting soon. After you choose the Date range you’ll get: 

 

The third Report is Task in Progress: 

 

The fourth Report is Completed Tasks: 
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The fifth Report is Should Have Started Tasks. When you pick this one you must enter the date: 

 

and you will get: 
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Last report in this section is Slipping Task Report. To get results you must have a Baseline. Slipping tasks 
are those with Start date greater than Baseline Start date: 
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The second report is Budget. It shows all costs and Baselined costs with Variances: 

 

The third report is Over budgeted Tasks. It shows tasks which have Budget (costs) greater than 
Baselined: 

 

The fourth report is Over budgeted Resources. It shows Resources which have Budget (costs) greater 
than Baselined: 

 

  

http://ntrajkovski.files.wordpress.com/2012/04/image49.png
http://ntrajkovski.files.wordpress.com/2012/04/image50.png
http://ntrajkovski.files.wordpress.com/2012/04/image51.png


Last Report in this Section is Earn value: 

 

Next Report group in MICROSOFT PROJECT is Assignments group. 

The first Report is Who does what: 
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The second Report is Who does what when: 

 

The third Report is To do list. You can choose particular Resource or have a report for all of your 
Resources: 

 

and I will get: 
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Last Report in this group is Overallocated Resources: 

 

Another Report group in MICROSOFT PROJECT is Workload. It has two Reports. 

One is Task Usage Report: 
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and another is Resource Usage Report: 

 

The Last Report group is Custom. It has a lot of reports, and I will not cover them in this Post: 
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