Built-In Reports in Microsoft Project

This article will show you what kind of reports you can use in MICROSOFT PROJECT.
| will use my Wedding Project:

To get reports you must click here:
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| will start with Overview group:
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When | select Project Summary | get:

The wedding.mpp
Menad Trajkovski

asof Fri 13.04.12
Dates
Start: Maon 01.08.11 Finish: Tue 13.00.11
Baseline Start: NA Baseline Finish: NA
Actual Start: NA Actual Finish: MNA
Start Variance: 0 days Finish Variance: 0 days
Duration
Scheduled: 23 days Remaining: 23 days
Base line: Odays Actual: 0 days
Variance: 23 day: Percent Complete: 0%
Work
Scheduled: 100 hrs Remaining: 100 hrs
Base line: 0 hre Actual Ohrs
Variance: 100 hrs Percent Complete: 0%
Costs
Scheduled: $19.600,0C Remaining: $19.600,00
Baseline: 50,00 Actual: 50,00
Variance: $19.600,00
Task Status Resource Status
Tasks not yet started: 95 Work Resources: 8
Tasks in progress: a Overallocated Work Resources 0
Tasks completed: ] Material Resources: )
Total Tasks: a5 Total Resources: 8
Notes
Sponsor are: John and Mary, and their Parents!

This report gives you Project Overview with some basic information about it.


http://ntrajkovski.files.wordpress.com/2012/04/image34.png

Next report is Top Level Tasks (I don’t have to explain what does that means):

Top Level Tasks as of Fri 13.04.12
The wedding.mpp
Nenad Trajkovski

[[+] Task Mode Task Name Duration Start Finish % Comp. Work
1] Auto Schedul  The Wedding 1 davs Mon 01.0811 Tue 13.05.11 0% $24.600.00 100 hrs
Sponsor are: lohn and Mary, and their Parents!
1 Auto Sehedul  The Family meeting 1day Mon 01.0811 Mon01.08.11 11 $2.400,00 16hrs
4 [s:o Schedul Guests 10 davs Tue02.08.11 Tue 23.08.11 0% $17.20000 84 hrs
11 o Schedul  The Restaurant Bdays Thu 04.08.11 Tue 23.08.11 19 50,00 Ohrs
14 Auto Schedul  The wedding chapel 10 days Thu 04.08.11 Mon 29.08.11 o 50,00 Ohrs
18 Auto Schedul  Accommodation 113 days Thu 04.08.11 Fri 05.0811 0% $0,00 Ohrs
23 Auto Schedul  Transportation 15 days Thu 04.08.11 Mon05.09.11 o 50,00 Ohrs
1 Auto Schedul  Rings 413 days Tue02.08.11 Mon08.08.11 0% $5.000.00 Ohrs
s Auto Schedul  Getting the Wine 13,5 days Thu 04.08.11 Sat 03.08.11 0% 50,00 Ohrs
42 Auto Schedul  Cakes 13,5 davs Thu 04.08.11 Sat03.08.11 0% 50,00 Ohrs
50 Auto Schedul  The Music 14 days Thu 04.08.11 Sun04.08.11 o 50,00 Ohrs
54 Auto Schedul  The flowers 13,5 days Thu 04.08.11 Sat0308.11 0% 50,00 Ohrs
61 Auto Schedul  The Gifts 1day Thu 04.08.11 Thu 04.08.11 0% $0,00 Ohrs
&4 Auto Schedul  The Clothes 2days Tue02.08.11 Wed03.08.11 [1:3 50,00 Ohrs
68 Auto Schedul  The Photos 17,25 davs Mon 01.0811 Maon05.09.11 0% 50,00 Ohrs
72 Auto Schedul  Hairdressing and Beauty care lday Thu 04.08.11 Thu 04.08.11 [1:3 £0,00 Ohrs
76 Auto Schedul  Honeymoon 2davs Fri 05.08.11 Mon 08.08.11 -1 $0.00 Ohrs
81 Auto Schedul  The wedding day Tdays Sat03.09.11 Tue 13.05.11 0% 50,00 Ohrs
Next Report in Overview group is Critical Task (again no further explanation is needed, | hope)
Top Level Tasks as of Fri 13.04.12
The wedding. mpp
Nenad Trajkowvski
(3} Task Mode Task Name Duration Sart Finish % Comp. Work
0 futo Schedul  The Wedding 2Adavs Mon 01.0811 Tue 13.08.11 0% $24.60000 100hrs
Sponsor are: John and Mary, and their Parents!

1 Auto Schedul  The Family meeting 1day Mon 01.08.11 Mon 01.08.11 0% $2.400,00 16hrs
4 Schedul  Guests 10 days Tue02.08.11 Tue 3.08.11 121 $17.20000 84hrs
11 0 Schedul  The Restaurant Bdays Thu 04.08.11 Tue 23.08.11 0% S0,00 Ohrs
14 Auto Schedul — The wedding chapel 10 days Thu 04.08.11 Mon 29.08.11 0% 50,00 Ohrs
18 Auto Schedul  Accommaodation 113 days Thu 04.08.11 Fri05.0811 0% 50,00 Ohrs
23 Auto Schedul  Transportation 15 days Thu 04.08.11 Mon 05.09.11 0% 50,00 Ohrs
31 Auto Schedul  Rings 413 days Tue 02.08.11 Mon 08.08.11 0% $5.000,00 Ohrs
ELY Auto Schedul  Getting the Wine 13,5 days Thu 04.08.11 Sat 03.08.11 0% 50,00 Ohrs
42 Auto Schedul  Cakes 13,5 davs Thu 04.08.11 Sat0308.11 0% 5000 Ohrs
50 Auto Schedul  The Music 14 days Thi 04.08.11 Sun04.08.11 0% 50,00 Ohrs
54 Auto Schedul  The flowers 13,5 days Thu 04.08.11 Sat 03.05.11 Ok 50,00 Ohrs
61 Auto Schedul  The Gifts 1day Thu 04.08.11 Thu 04.08.11 0% 5000 Ohrs
4 Auto Schedul  The Clothes 2days Tue02.08.11 Wed 03.08.11 0% 50,00 Ohrs
68 Auto Schedul  The Photos 17,25 days Mon 01,0811 Mon 05.09.11 0% S0.00 Ohrs
72 Auto Schedul  Hairdressing and Beauty care 1day Thu 04.08.11 Thu 04.08.11 0% 50,00 Ohrs
76 Auto Schedul  Honeymoon 2days Fri 05.08.11 Mon 08.08.11 0% 5000 Ohrs
81 Auto Schedul  The wedding day 7days Sar03.09.11 Tue 13.08.11 0% 50,00 Ohrs
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Now | will show you a Milestone Report which is excellent for your Sponsor and Managers:

Milestones as of Fri 13.04.12
The wedding.mpp
Nenad Trajkovski
[14] Indicators  TaskMode Task Name Duration Start Finkh Predecessors Resource Names
n Auto Schedul  We have Photos Odays Mon 01.08.11 Mon 01.08.11
3 Auto Schedul  We know what we want Odays Mon 01.08.11 Mon 01.08.11 2 John; Marc
&7 Auto Sthedul  We have the clothes Odays Wed 03.08.11 Wed 03.08.11 65,66
63 Auto Schedul  We have agifts Odays Thu 04.08.11 Thu 04,0811 62
75 Auto Schedul  We will be Beautiful Odays Thu 04.08.11 Thu 04.08.11 73
2 Auto Schedul  Accomodation is Finkhed Odays Fri0s.08.11 Fri05.08.11 20,21
34 Auto Schedul  We have a Rings Odays Mon 08.08.11 Mon 08.08.11 33
80 Auto Schedul  We will go to the Hongymoon Odays Mon 08.08.11 Mon 08.08.11 78
10 Auto Schedul  Guests Tasks Are Finished Odays Tue 23.08.11 Tue 23.08.11 89 Marc;Nenad Trajkovski
13 Auto Schedul  We have a Celebration site Odays Tue23.08.11 Tue 23.08.11 12
17 Auto Schedul  We have a Wedding chapel Odays Mon 28.08.11 Mon 29.08.11 16
41 Auto Schedul  We have 3 Wine Odays Sat0309.11 Sat03.0911 40
45 Auto Schedul  The Cake phase is copleted Odays Sat 03.05.11 Sat03.0911 48
60 Auto Schedul  We have a flower Odays Sat 03.09.11 Sat03.0911 59
53 Auto Sthedul  We M{}a Band Odays Sun04.09.11 Sun 04.09.11 52
E] Auto Schedul  Transportation & finshed Odays Mon 05.09.11 Mon 05.09.11 25
a5 Auto Schedul  Youare married couple. Congratt O days Tue13.09.11 Tue 13.09.11 a4
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Last report in the Overview group is Working days:

Base Calendar asof Fri 13.04.12

The wedding.mpp
Nenad Trajgovski

BASE CALENDAR: Standard

Day Hours

Monday 08:00 -12-:00, 13:00- 1700

Tuasday 08:00 - 12:00, 13:00- 1700

Wedne sday 08:00 - 12:00, 12:00- 1700

Thursday 08:00 -12:00, 13:00- 1700

Friday 08:00-12-00, 13:00- 1700

Saturday MNomwarking

Sunday Nomworking

Exceptions:

DOate Hours

Mon 15.08.11 - 5un 21.08.11  MNonworking

Sari3.08.11 08:00 - 12-:00, 13:00- 1700

Sun 51211 MNomworking

Sun 010112 Nomworking

Tue 25.12.12 Nomvarking

Tue 01.01.13 Nomworking

Wed 25.12.13 MNomworking

Ved 010114 MNomyorking

Thu 25.12.14 MNomworking

Thu OL01.15 MNomwaorking

Fri 251215 MNomvorking

Fri0LOL18 Nomuorking

Sun 351216 MNomworking

Sun 01.01.17 Momworking

Man 25.12.17 MNomworking

Mon 01.01.18 Nomworking

Tue 751218 Nomworking

Tue 01.01.19 Momworking

Wed 25.12.18 Nomworking

Wed 01.01.20 MNonworking

Fri 25.12. 20 MNomworking

Frifi0L2l MNomyorking

Sat28.1221 Nomyarking

Sat01.0122 MNomworking

Sun 25.12.22 MNomwarking

Sun 010123 Nomworking

hon 25.12 23 Nomworking

hon 01.01.24 MNomworking

Wed 25.12.24 MNomworking

Wed 01.01.25 Nomworking

Thu 25.12.25 MNomworking

Thu 010126 Momworking

Fri 251226 MNomuorking

Fri01.0127 Nomworking

Sat 251227 Nomworking

St 010128 MNomworking

Mon 25.12.28 Nomyorking

Mon 01.01.29 Nomworking

Tue 25.12.29 MNomworking

Tue 01.01.30 Nomwvorking

Wed 25.12.30 Nomuorking
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| will move to the Current Group. It has six reports.

The first one is Unstarted Tasks:

1y
Unstarted Tasks as of Fri 13.04.12
The wedding.mpp
Nenad Trajkovski
D Indicators  Task Mode Task Name Duration Start Finish Predecessors Resource Names
2 Auto Schedul  Decide the Initially Budget and st 1day Mon 01.08.11 Mon 01.08.11 Gary John
1D Resouce Name  Unts  Werk  Delay St Frigh
S lhn W00 Bha  Odays  MonOLOB.41  MonOlOBL
6 Gy 00 Bha  Ofays MonOLOB1l MonOLOBN
71 Auto Schedul  We have Photos Odays Mon 01.08.11 Men 01.08.11
3 Auto Schedul  We know what we want Odays Mon 01.08.11 Mon01.08.11 2 John; Marc
D Resawe Name  Unts  Werk  Delay Sunt Firish
T e W% Obe: Ofays  MonOLOBAL  MemOLOBL
5 ldn 00 Ohs  Ofays MonOLOBA1  MonOLOBN
5 Auto Schedul  Make a guest list 1day Tue02.08.11 Tue 02.08.11 3 Nenad Trajkovski
1D Resouce Name  Units  Work  Delzy St Firish
7 MeradTmjovsk  100% Bhs  Odeys  Twe020B11  Tee (ROBIL
12 Auto Schedul  Find a Jewelry store, choose the | 1day Tue 02.08.11 Tue 02.08.11 2
B5 Auto Schedul  Order the weeding dress for thet  2days Tue02.08.11 Wed03.08.11 3
€6 Auto Sehedul  Order the suit for the groom 2days Tue02.08.11 Wed03.08.11 3
& Auto Schedul  Call the guests by phonetothew  1day Wed 03.08.11 Wed03.08.11 5 John the Second;Peter
D Resoue Name  Usits  Were  Dely Sun Firigh
T R 1% Bhn 0@y Wed BOA1  WeddRe.L
£ lonthefamed 100N Sk Ohyr  Wed(B0R1 WedDIGEL
€9 Auto Schedul  Find the Photographer lday Wed 03.08.11 Wed03.08.11 32
&7 Auto Schedul  We have the clothes Odays Woed 03.08.11 Wed03.08.11 65,66
7 Auto Schedul  Order Invitations 0,5days Thu 04.08.11 Thu 04.08.11 & Marc;Tom
ID  Resouree Mame  Unts  Waoek  Delay Seart Fingh
1 Marc 200 dhes Odays ThuOdO0E11 ThuO40811
2 Tem W 4her Oday: ThoOIORNL  ThuOIORII
12 Auto Schedul  Finda Restaurant, reserve the we  Bdays Thu 04.08.11 Tue 23.08.11 [
15 Auto Schedul  Find a Wedding chapel and Reser  3days Thu 04.08.11 Mon08.08.11 6
16 Auto Schedul  Collectand bring all necessary do  10days Thu 04.08.11 Men 29.08.11 1558
19 Auto Schedul  Finda hotel near The Restaurant  1day Thu 04.08.11 Thu 04.08.11 6
21 Aute Schedul  Finda hotel for the Wedding Nigt 0,5 days Thu 04.08.11 Thu 04.08.11 6
24 Auto Schedul  Findashuttle or busandrentit  0,5days Thu 0408.11 Thu 04.08.11 [
£l Auto Schedul  Visit the Wine-cellar(s) lday Thu 04.08.11 Thu 04.08.11 [
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The second Report is Tasks Starting soon. After you choose the Date range you'll get:

Tasks Starting Soon asof Sat 14.04.12
The wedding mpp
Nenad Trajkovski
12} Indicators  TaskMede Task Nama Duration Start Finish Predecessors Resource Names
7 v Auto Schedul  Order Invitations Sdays Mon 220811 Thu0l05.11 & MarcTom
D Resournce Name Unis ‘Weork Deizy Rart Fnisn

g‘

pm Oocapr MemIlOll TRUOL ORIl

PR 100% 40nG  Oceps  MORIROBAl  Thuldoal

1z v AutoSchedul  Find aRestaurant, resenvethews  Bdays Mon 220811 Mon 05.09.11 &

16 v AutoSchedul  Collect and bring all necessary do 10days Mon 220811 Wed 07.09.11 1555

51 v AutoSchedul  Find aBand and Make aMuwsicw  Bdays Mon 220811 Mon 05.09.11 3

x v AutoSchedul  Transport Guestfrom Arporttot  1eday Fri0209.11 Sa:x03.09.11

8 v Auto Schedul  Send Invitations for the "outofte  4days Frig2.09.11 Tue 06.05.11 GF5+5 days Peter
-] Resource Name s Wert Desay St Erah
£ Peter 100% 2hs -1 Frig2os 11 Toe 060911

-] v AutoSchedul Deliver Invitationsin personfort 3 days FAOZ08.11 Mon 05.08.11 BFS4S days MargNenad Trajovski
D Resounce Neme Units  Work  Delsy Stant Finish
T Max 200% 34 Ocays  MIGIORAL  Men0aoAil
7 NessaTrajovsxi  200%  2nt Oosys  RIG2OS21 Mo 030831

a v’@- AutoSchedul  Make sure that all "out of town®™;  1hr Sa03.09.11 Sa03.09.11

a3 \/@- AutoSchedul Make shure that flower andwine  1hr S=:B3.0911 S=t03.09.11

& v AutoSchedul  Go totheHairdresser 4hr Sa03.09.11 Sa03.09.11

0 v Auto Schedul  Ship the Wine from winecellert  2hrs Sat03.09.11 S:03.09.11

48 v AuteSchedul  Ship the Cakesfrom cake shopte  2hrs Sa03.09.11 Sa03.09.11

-] v AutoSchedul  Ship the Rowersfrom Floristtot 2 hrs Sat03.09.11 Sa:x03.09.11

The third Report is Task in Progress:

Tasks In Progress as of Fri 13.04.12

The wedding.mpp
Nenad Trajkovski
D Indicators __ Task Mode Task Name Duration Start Finish Predacessors Resource Names
August 2011
16 Auto Schedul  Colkectand bring all necessary do 10days Thu 04.08.11 Mon 25.08.11 158%
10 Auto Schedul  Guests Tasks Are Finished Odays Tue 23.08.11 Tue 23.08.11 B9 Marc;Nenad Trajkovskd
1D Resouce Name Usts  Work D lay bl Fingh
T M 0% Ohs  Odsyp  Toed3ORLL  Tue BOBAL

7 MersdTajraak 10N Oh: Odep Tee2IORLL Tie BBOBAL

The fourth Report is Completed Tasks:

Completed Tasks as of Fri 13.04.12
The wedding mpp
Nenad Trajkovski
] Task Mode TaskName Duration Start Finish % Comp. Cost Work
August 2011

F) Auto Schedul  Decide the Inidally Budget andsii  1day Mon 010811 Meon 01.08.11 100% $2.400,00 16 hrs
3 Auto Schedul  We know what we want Ddays Mon 01.08.11 Meon 01.08.11 100% 40,00 0 hrs
5 Auto Schedul  Make a guest list 1day Tue 02.08.11 Tue 02,0811 1005 $2.400,00 8 hrs
6 Auto Schedul  Callthe guestsbyphonetothew  1day Wed 03.08.11 Wed 03.08.11 100% $§3.200,00 16 hes
7 Auto Schedul  Order Invitations 0,5 days Thu04.08.11 Thu04.08.11 100% $1.200,00 8 hrs
-3 Auto Schedul  Send Invitations forthe "out of tc 0,5 days Thu 11.08.11 Thull.08.11 100% $800,00 4 hrs
9 Auto Schedul  Defiver Invitations in personfort  3days Thu11.08.11 Tue 23.08.11 100% $9.600,00 48 hrs
10 Auto Schedul  Guests Tasks Are Finkshed Odays Tue23.0811 Tue 23.08.11 100% 40,00 0 hrs
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The fifth Report is Should Have Started Tasks.

Start by:

When you pick this one you must enter the date:

frhu 15.09.11

and you will get:

Showld Have Started Tasks as of Fri 13.04.12

D SememorName Ty  lag
W Faglwmarems P @

The wedding.mpp
Nenad Trajkovski
b TaskMode  Task Name Start Finish Baseline Strt Baseling Finish Start Var, Finigh Var.
68 Auto Schedul  The Photos Mon 01.08.11 Meon05.08.11 A NA Odavs 0 davs
7 Auto Schedul  We have Photos Mon 01.08.11 Mon01.08.11 A NA O days 0 days
1 Auto Schedul  Rings Tue 02.08.11 Mon 08.08.11 NA NA Odavs 0 davs
2 Auto Schedul  Find a Jewelry store, choose Tue 02.08.11 Tue 02.08.11 A MA Odays 0 days
D Swmemor Name Tipe lag
53 Fekupthe Rings [ S
85 FindthePhangaprer F5  Odaps
&4 Auto Schedul  The Clothes Tue 02.08.11 Wed 03.08.11 NA MA Odavs 0 davs
65 Auto Schedul  Order the weeding dress for Tue 02.08.11 Wed 03.08.11 HA NA Odays 0 days
D Swmemor Name Type  las
67 Wehsetheciches F5 Oy
66 Auto Schedul  Order the suit for the groorr Tue 02.08.11 Wed 03.08.11 A NA O days 0 days
D Sumemor Name Tree  lag
§ Wetaetecohe 5 Qdp
] Auto Schedul  Find the Photographer ‘Wed (3.08.11 Wed 03.08.11 A NA O days 0 days
D SumemorName Tipe g
73 Finda teirdemer andBeautsar F5 Qdipp
&7 Auto Sehedul - We have the clothes ‘Wed (3.08.11 Wed 03.08.11 A NA D days 0 days
11 Auto Schedul  The Restaurant Thu 04.08.11 Tue23.08.11 NA NA Odavs 0davs
12 Auto Schedul  Find a Restaurant, reserve tf Thu 04.08.11 Tue 23.08.11 HA NA Odays 0 days
D Sumemor Name Type  Lag
13 WehsveaCeebeatonste 15 Odipn
15 Auto Schedul  Find a Wedding chapel and | Thu 04.08.11 Mon 08.08.11 HA NA Odays 0 days
D Sumesmer Name Trpe Lz
1€ C “rga necemany o fee 55 DA
18 Auto Schedul  Accommodation Thu 04.08.11 FriD5.08.11 HA NA Odays 0 davs
18 Auto Schedul  Find a hotel near The Resta Thu 04.08.11 Thu04.08.11 NA NA Odays 0days
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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:

Should Have Started Tasks as of Fri 13.04.12
The wedding.mpp
Nenad Trajkovski
» TaskMode  Task Name Start Finish Baseling Start Baseling Finish Start Var. Finigh Var.
68 Auto Schedul  The Photos Mon 01.08.11 Men 05.08.11 A A Odavs O davs
n Ao Schedul  We have Photos Mon 01.08.11 Mon 01.08.11 MNA MNA Odays 0 days
kS| Auto Schedul  Rings Tue 02.08.11 Mon 08.08.11 NA NA Odavs Odavs
32 Auto Schedul  Find a Jewelry store, choose Tue 02.08.11 Tue02.08.11 A NA Odays 0 days
D Suzesmer Name Type Lz
33 Pekopthe Rege [3 Sday
85 Findthe Phaographer  FS Odays
64 Auto Schedul  The Clothes Tue 02.08.11 Wed 03.08.11 A NA Odavs O davs
65 Auto Schedul  Order the weeding dress for Tue 02.08.11 ‘Wed 03.08.11 A A Odays 0 days
D Sueemar Name Type  Lag
€7 Wekove the cothes B Dy
66 At Schedul - Order the suit for the groom Tue 02.08.11 ‘Wed 03.08.11 NA A Odays 0 days
D Suememar Name Type g
€  Wehawtre cotes B Dags
] Muto Schedul  Find the Photographer Wed (3.08.11 ‘Wed 03.08.11 A A Odays 0 days
D Sumemer Name Tree Lag
71 Fndateirdeme andBemtidar B Ddip
67 Muto Schedul W have the clothes Wed (3.08.11 ‘Wed 03.08.11 A A Odays 0 days
11 Ao Schedul  The Restaurant Thu 04,0811 Tue23.08.11 NA NA Odavs 0 davs
12 Mato Schedul  Find a Restaurant, reserve th Thu 04.08.11 Tue 23.08.11 NA A Odays 0 days
D Suesar Name Type g
13 WehswaCeebatcesze F5 Dap
15 Mauto Schedul  Find a Wedding chapel and | Thu 04.08.11 Mon 08.08.11 A A Odays 0 days
D Susesmer Name Trpe  lag
1€ Colectandbrngal necemary documentation 55 Oy
18 Mo Schedul  Accornmodation Thu 04.08.11 Fri05.08.11 A A Odays 0 days
18 Aty Schedul  Find 3 hotel near The Resta Thu 04.08.11 Thu04.08.11 NA NA Odays 0 days
D SumemocName Ty Lz
A ayleetharmoms FS Odaps
Cash Flow as of Fri13.04,12
The wedding mpp
h‘ Boprupd Trajkavili
mo s m PR s
The Wedding
Thie Family meeting
Decide the initially Budget and size ard Style of the ‘Wedding. Decide wha pays lor what G2 400,00
We knaw what we want
Guests
Make a guest st 4240000
Call the guasts by phone o the wedding 5320000
Ordder Fnvitations 51.200.00
Send Inviiations for the “out of town™ guesis 00 00
Delrver Invitations in persan for the "in town™ guests L4 B0 D0
Gue sts Tasks Are Finished
The Restaurant
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The second report is Budget. It shows all costs and Baselined costs with Variances:

Budpet Beport as of Fi 13.04.12
The wedding meg
Menad Trajkovild
[[+] Tas Na=s Fiosd Ciost [P Gt Accrual Total Cost Baidirag Varanoe Acual Emaining

# Dl Irwv BTN IR paraon for § it L 59 BO0.00 SE00.00 5000 000 60000
EH Find & Jiwairy ihone, choom the | B5.000.00 Frorgud 500G S5.000.00 00 H 500,00
& Call e s By Pl £S i w fiili o roraet S3.200,00 SE.200000 000 piila i) S3.000.00
2 Dk cha Initially Budger and 5k S0C Froratet S2800, 00 52.800,00 50,00 S0.00 52.400,00
- M @ s e fiilid Frofatet S2800,00 5280000 S0.00 S0.00 52,400,000
7 Orderr Irsdtations S0 Frorated S1.200,00 S1.200,0C 50,00 50,00 S1. 300,00
8 Sand brwEations. for the "ouf of B S0 Frorabed SEOOU00 SB00,0C 50,00 S0.00 SEO0,00
3 e e Wha T Wl walnt S0 Frovated S0 S0,0C 50,00 50,00 20,00
10 Gussts Tasks Arg FiniFad 0000 Froratet Sl SaC 50,00 50,00 0,00

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

Overbudget Tasks as of Fri 13.04.12
The wedding.mpp
Nenad Trajkavski

8] Task Name Fived Cost Fixed Cost Accrual TotalCoxt Baselne Variance Actual Remaining
32 Find a Jeweiry store, choosetha $15.000,00 Proratec $15.000,00 $5.000,00 $10.000,00 50,00 §15.000,00
$15.000,00 $15.000,00 55.000,00 $10.000,00 50,00 515.000,00

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

Overbudget Resources as of Fri 13.04.12
The wedding.mpp
Nenad Trajkovski

ID Resource Name Cost Basdine Cost Variance Actual Cost Remaining

7 Menad Trajkovski 516.800,00 $9.600,00 §7.200,00 50,00 $16.800,00
$16.30000 $3.600,00 $7.200,00 50,00 $16.800,00
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Last Report in this Section is Earn value:

Earned Value as of Fri 13.04.12

The wedding.mpp
Nenad Trajkovski
D Task Name PlannedValue - PV(BCWS)  EamedValue- BV (BOWP)  AC[ACWP) s o EAC
2 Decide the Initially Budget and sz $2.400,00 0,00 50,00 -52.400,00 50,00 $2.400,00
3 We know what we want 0,00 $0,00 $0,00 50,00 50,00 50,00
5 Make a guest list $2.400,0¢ $0,00 S000 -52.400,00 $0,00 $4.600,00
] Call the guests by phone 1o the w $3.200,00 50,00 50,00 -53.200,00 50,00 $3.200,00
7 COrder Invitations $1.200,00 50,00 5000 -51200,00 50,00 $1.200,00
8 Send Invitations for the "out of t¢ 800,00 50,00 $0,00 -4800,00 50,00 $800,00
g Deliver Invitations in person for d $5,600,00 40,00 $000 -58.600,00 $0,00 $9.600,00
10 (zuests Tasks Are Finished S_DE $0,00 529] 52&3 S_DE Suino
Next Report group in MICROSOFT PROJECT is Assignments group.
The first Report is Who does what:
Who Does What as of Fri 13.04.12
The weddingmpp
Nenad Trajkovski
D Indicators ~ Resource Name Work
Marc 28 hre
I TaskName Units Werk Delay Start Finish
7 Order Invitations 00% divs  Odays Thu 11.08.11 Thull(B.11
] Defiver Invitations in person for the “intown” guests  100%  24h:  Odays Twe 3008 11 Fri0l00.11
10 Guests TasksAre Finished 00% Ohrs  Odays Fri .09.11 Fri0208.11
3 We know what we want 100% Ol Odsys WedO03.0811 'WedO030811
Tom dtrs
I Task Name Urits  Wesk Delay Stast Finish
7 Orderinviations  100% 4hs  Odays ThullOE1l ThellOB1l
Mary Ohrs
Peter 12hrs
I Task Name Urits  Work Delay Stast Finish
B Sendinvitations forthe “out of town’ guests 100K dhrs Odays Tue 3008 11 Tue 3008.11
§  Ca the guess by phore to the weddng 100% Sha  Odayr Wed 10081  Wed 200811
John Bhre
I Task Name Unts  Work  Delay Start Finish
3 We knowwhat we wart 100% Ohs  Odays Wed03.0811 Wed030811
2 Decide the Initialy Budzet andsize and Style of the Wedding. Decide whe pays 100% BEhs Odays Wed020B11 WedD30R11
Gary Bhrs
D Task Name Unts  Work  Delay Start Finish
2 Decice the Initialy Budget andsize and Style of the Wedding. Decide whopays  100%  Bhws  Odays  WedOR0B11  WedO3ODEILL
Nenad Trajkovski 56 hre
D TaskName Units  Work  Delay Start Finish
5 Makeaguemiz 00% 32hs  Ocays ThuO408.11 Twe 0R0B.11
-] Defiver Invitstions in person forthe ntown” guests  100%  24hs  Odays  Tue 300811 FriRO2:11
10  GuestsTasksAre Finished 100% Ohrz  Odays FriOl 0811 Fri ROS:11
John the Second Bhre
ID  Task Name Units Work Delay San Finigh
& Caltheguemsbyphonetothe weddng  100%  Bhis  Ocdays  Wed 100811  Wea 100811
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The second Report is Who does what when:

Who Does What Whenas of Fril3.04.12

The wedding.mpp
Nenad Trajkovski

oLo% 0208

Marc
We know what we want
Order Invitations

Guests Tasks Are Finished

Deliver Invitations in person for the "in town™ guests

Tom
Order Invitations

Mary

Peter

Call the guests by phone to the wedding
Send Invitations for the "out of town" guests

John

We know what we want

Decide the Initially Budget and size and Style of the Wedding. Decide who pays for what

8hrs
8 hrs

Gary

Decide the Initially Budget and size and Style of the Wedding. Decide who pays for what

8hrs
8hrs

Nenad Trajkowski
Make a guest list

Guests Tasks Are Finghed

Deliver Invitations in person for the "in town™ guests

8hrs
Bhrs

&hrs
Ehrs

8hrs| 8hrs
Bhrs | Ehrs

John the Second

Call the guests by phone to the wedding

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

Resources:
I%
Using Resource
Show tasks using:
lenad Trajkovski
[
and | will get:
To Do List as of Fri 13.04.12
The wedding.mpp
Nenad Trajkovski
10 Ingicators  Task Mode Task Name Duration Start Finish Predecessons Resource Names
Week of 01 August
5 AutoSchedul  Make a guest list 4 days Thu 04.08.11 Tue09.08.11 3 MNenad Trajkovski
Wtk of 08 August
AutoSchedul  Make 2 guest list 4 days Thu 04.08.11 Tue 05,08 11 32 Nenad Trajkovski
Week of 29 August
L] =R AutoSchedul  Deliver Invitations inpersenfort 3 days Tue 3008.11 Fri02.09.11 GRS days Marc;Nenad Trajkowskd
10 AutoSchedul  Guests Tasks Are Finshed 0 days Fri02.09.11 Fri02.09.11 ] Marc;Nenad Trajkowsk
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Last Report in this group is Overallocated Resources:

Overallocated Resources as of Fri 13.04.12
The wedding.mpp

Nenad Trajkovski
D Indicators  Resource Name Work
7 & Nenad Trakovski 60hrs
10 TaskName Units  Work Delay Start Finish
5 Makes guest list 100% 32hm  Odsys ThaO408.11 Tue(90811
-] Deliver lnvitations in person forthe “intown" guests  100% 24hs  Odays  Tue 00811 Fril2.09.11
10 Guests TasksAre Finizhed 100% Ohrs  Odays Frig209.11 Frid209.11
8 Send lnwvitations for the “out of town” guests 100% 4hrs  Odays Tue 00811 TuedQ81l
60 hrs

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

One is Task Usage Report:

Task Usage as of Fri 13.04.12

The wedding mpp
Nenad Trajkovski
mosu ososu Tisoens [ozpsn Tosoen Jososns Tmaoem T
The Wedding
The Family meeting
Decide the Initially Budget and size and Style of the Wedding. Decide who pays for what 16hrs
John 8
Gary g
We know what we want
Marc
Jahn
Guests
Make a guest list 16hrs | 16hrs
Nenad Trajkovski 16 16
Callthe guests by phone to the wedding 16 hrs
Peter B
John the Second 8
Order Invitations 8 hrs
Marc 4
Tom 4
Send Invitations for the "out of town" guests Bhrs
Peter 4
Nenad Trajkowski 4
Deliver Invitations in person for the "in town" guests 4B hrs
Marc 24
Nenad Trajkowski 24
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and another is Resource Usage Report:

Resource Usage as of Fri 13.04.12
The wedding. mpp

Nenad Trajkovski
010811 oS08l |1sos1r [220811 390811 |oso0sil
Marc 4 hre 24 hrs
We know what we want
Order Invitations 4hre
Deliver Invitations in person for the "in town" guests. 24 hrs
GuestsTasks Are Finished
Tom dhrs
Order Invitations 4hre
Mary
Peter 8hrs 4 hrs
Call the guests by phone to the wedding 8hrs
Send Invitations for the "out of town" guests 4 hrs
lohn 8hrs

Decide the Initially Budget and size and Style of the Wedding. Decide who pays for what Shrs
We know what we want

Gary 8hrs
Decide the Initially Budget and size and Style thhe Wedding. Decide who pays for what 8hrs

Nenad Trajkovski be 16hrs | 16hre 28 hrs
Make a guest list 16hrs | 16hrs
Send Invitations for the "out of town" guests 4hrs
Deliver Invitations in person for the "in town" guests 24 hrs
GuestsTasks Are Finished

lohn the Second Bhrs
Call the guests by phone to the wedding 8hrs

Total 32hrs | 40hrs 56 hrs

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

" " Aad.

p -
Custom Reports - E

Reports:

Base Calendar
Budget Report ‘

Cash Flow
Completed Tasks
Critical Tasks
Crosstab Copy...
Earned Value

Milestones Organizer...
1| Overallocated Resources k

Overbudget Resources

Overbudget Tasks e

m
‘g
1
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