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The Quick Access Toolbar is a customizable area of the interface where you can add your favorite or frequently
used commands.

Use the Tell Me box to quickly find a Project command, or help about that command or feature.

The ribbon contains the commands you use to perform actions in Project. Tabs on the ribbon organize the major
features and commands in Project into logical groups.

Groups are collections of related commands. Each tab is divided into multiple groups.

Commands are the specific features you use to perform actions in Project. Each tab contains several commands.
Some commands, like Cut on the Task tab, perform an immediate action. Other commands, like Change Working
Time on the Project tab, open a dialog box or prompt you to take further action in some other way. Some
commands are available only when you’re in a particular type of view or report.

ScreenTips are short explanatory descriptions of commands, column headings, and many other items in Project.
You can see an item’s ScreenTip by pointing to the item.



The active view (or report) is displayed in the main Project window. Project can display a single view or

multiple views in separate panes.A multiple-view display is called a split view or combination view.

The view label (or report label) appears along the left edge of the active view.Project includes dozens of

views, so this is a handy reminder of what your active view is.

The status bar displays some important details like the scheduling mode of new tasks (manual or

automatic) and whether a filter has been applied to the active view.
You use view shortcuts to quickly switch between recently used views and reports.
The Zoom Slider zooms the active view or report in or out.

Shortcut menus (also called context menus or right-click menus) and Mini Toolbars appear when you

right-click most items in a view or report.
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* The Timeline view is a handy way of seeing the “big picture” of the plan.

e

When you click in the Timeline view, the label above the Format tool tab changes from
Gantt Chart Tools to Timeline Tools.

Timeline Taols Children's Cookbook - Project Professional

Resource Report Praject View Format Q Tell me what you want to do
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A sheet view contains a table that organizes information into rows and columns

= € - ¥ Resource Sheet Tools Children's Cookbook - Project Professional
Task Resource Report Project [ Format Q Tell me what you want to do
,:, ’E Network Diagram ~ ’T. [ﬁ Resource Usage ~ 21 Sort~ 7y [Ne Highlight] = | Timescale: \, Zoom _| Timeline = EO v
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Gantt Task ., e Team B O e o . @ v 73 Selected Tasks e T
Chart ~ Usage ~ o™ Other Views Planner~ & Other Views % Tables [No Group] | Selected Tasks Window ...
Task Views Resource Views Data Zoom Split View Window
o Resource Name ¥ | Type v Material ¥ jnitials Y Group ¥ Max. v std Rate ¥ Ovt.Rate Y Cost/Use ¥ Accrue v Base ¥
1 Carole Poland Work C 100% $2,100.00/wk $0.00/hr $0.00 Prorated Standard
2 Color Setting Services Work C 100% $0.00/hr $0.00/hr $0.00 Prorated Standard
3 Copyeditors Work (& 100% $0.00/hr $0.00/hr $0.00 Prorated Standard
< John Evans Work J 100% $62.00/hr $0.00/hr $0.00 Prorated Standard
5 Katie Jordan Work K 100% $48.00/hr $0.00/hr $0.00 Prorated Standard
6 Printing Service Work P 100% $0.00/hr $0.00/hr $0.00 Prorated Standard
7 Robin Wood Work R 100% $44.00/hr $0.00/hr $0.00 Prorated Standard
8 William Flash Work wW 100% $55.00/hr $0.00/hr $0.00 Prorated Standard

The Resource Sheet view displays details about resources in a row-and-column format (called a table), with one
resource per row.Another sheet view, called the Task Sheet view, lists the task details. In most views in Project,

many different tables are available, allowing you to focus on the type of data that most interests you.



The Resource Usage view groups the tasks to which each resource is assigned and shows
you the work assignments per resource on a timescale, such as daily or weekly.
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In a split view, details about the item selected in the primary pane are displayed in the secondary pane
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Use reports to check a plan’s status

B o

Report Tools Children's Cookbook - Project Professional
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Reports can include elements such as charts,
tables, and images to communicate the status
of your plan.



* Reports can contain a mix of charts, tables, and images.VWhen you click a table or chart in

a report, the Field List pane appears on the right side of the window.
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Timeline Taols
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|-Display the Project Overview report, which is located in the Dashboards report category.

2-Switch to the Resource Overview report




To display a report

Report > View Reports >group, click the report category >click the specific report you want.

To display a report and a view simultaneously
I. Display the report you want.
2. Do either of the following:

On the View tab, in the Split View group, click Details. In the Details box, click the view you want to
display in the bottom pane of the split view.

On the View tab, in the Split View group, click Timeline to display the Timeline in the top pane of the split

view (if it’s not already visible).



The Calendar view is a handy “month-at-a-glance” view
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THANK YOU
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