Microsoft Project
List of views, tables and filters
Views  (View menu)
Purpose
Gantt
List tasks

Tracking Gantt
View baseline and actuals
Detail Gantt
View slip and slack

Network Diagram
View tasks as flow chart

Resource Sheet
List resources and details
Resource Usage
View tasks assigned to each resource

Task Usage
View resources assigned to each task

Task Form
* Must format to view various data *


Format > Details > 
Resource Work  - Overtime



Resource Schedule – Delay
Tables (View menu > Tables)
Purpose
Entry
List tasks; view start/finish dates
Cost
View costs; enter fixed costs

Baseline
Save the plan
Tracking
Enter actuals

Schedule
View slack

Variance
Start and Finish variance
Filters (Project menu > Filtered For)
Purpose
Slipping tasks
Tasks later than baseline start
Work overbudget
Work that is greater than baseline work
Cost overbudget
Cost that is greater than baseline cost
Milestones
Tasks with zero duration
Summary tasks
Tasks with subtasks
Set a due date:  
1. Double click a task 
2. Advanced tab 
3. Constraint type + Constraint date
Save as a picture file: 

1. Select all tasks.

2. Edit > Copy Picture.

3. Save as .gif

