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Chuong | ) ]
Gioi thiéu tong quan vé MS PROJECT 2010

1. Tong quan ban dau

Micrososft Project 2010 1a mét chwong trinh gitp ban ¢6 thé 1ap ké hoach va quan
ly mot du &n. Tir thoi han caa mot cudc hop quan trong cho dén ngan sach thich hop
danh cho nguén luc caa dy &n, Project 2010 gitp ban trai nghiém maot cach d& dang ciing
nhu cung cap nhiing cong cu dé mang lai hiéu qua 1am viéc tét hon. Ban cd thé su dung

Microsoft Project dé:
Trwéc khi khéi cong:

1. Té chic lap ké hoach va quan Iy du an.

2. Cung cap mot dy tru vé mit thoi gian thuc hién mdi cdng viéc trong ké hoach ciing
nhu thoi gian caa toan b du an

3. Lén lich cong viéc cua ca nhan hoic to chuc.

4. Chi dinh céc ngudn luc va chi phi cho cac cdng viéc trong dur an.
Trong qua trinh thuc hién dy an:

5. Diéu chinh ké hoach dé thich tng véi cac diéu kién rang budc.

6. Chuéan bi cac bao biéu can thiét cho dy an.

7. Duy tru cac tac dong dén tién do cua du an khi xay ra nhimg thay d6i ¢6 anh huéng 16n
dén du an.

8. In 4n céc bao biéu phuc vu du an.

9. Lam viéc va quan ly theo nhém.
Sau khi hoan thanh dy an:

10.Xem xét lai du 4n dé d6i phd véi cac tinh hudng ngau nhién.
11.Panh gia tai chinh chung cua dy an.
12.Cho phép quan sét tré lai va phan tich dy &n theo thuc té da thuc hién

13.Rat kinh nghiém trong khi thuc hién du an.

La mot nguoi bat dau s dung chuong trinh Microsoft Project, ban chac han co rat
nhiéu thic mac vé viéc tao va quan Iy mét du an. Cudn sach nay s& cung cap cho ban

nhitng khai niém co ban trong Microsoft Project dé quan ly dy an, sau d6 ban s& cling
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tao, quan 1y cac thay d6i du 4n thdng qua cac bai giang cua cudn sach. Mai bai giang la
nhitng hudng dan cu thé ting budc trong viéc tao méi du an, theo ddi hoat dong va quan

ly dy an.
2. Quan ly du an la gi?

Quan ly du an 12 mot qué trinh 1ap ké hoach, té chuc, theo dai va quan Iy cac cong
viéc va ngudn luc dé hoan thanh cac muc tiéu dit ra véi nhiéu rang budc vé thai gian, chi

phi va ngudn luc.

Ké& hoach cua dy an c6 thé chi 1a don gian, vi du nhu mot tap hop nho cac cong
viéc cling thoi gian bat dau va két thic, ciing c6 thé phtc tap gom hang nghin céc cong

viéc va nguon luc vai chi phi hang ty.

Hau hét cac du an déu co nhitng diém chung bao gom viéc phan chia dir &n thanh
cac cdng viéc nho dé dang quan ly, 1ap lich thuc hién céc cong viéc, trao d6i voi nhom va

theo ddi céc tién trinh thuc hién cdng viéc. Moi dir an déu bao gém ba pha chinh sau:

- Lap ké hoach du an
- Theo dbi cac thay doi va quan ly dy &n

- Két thac duy an.

Céc giai doan nay cang dugc thyc hién tét bao nhiéu, kha nang thanh cong cua duy

&n cang nhiéu bay nhiéu.
3. Cac nhén t6 chinh tao nén mot du 4n

Du 4n cua ban chi c6 thé thanh cng néu ban hiéu rd duoc 3 nhan té hinh thanh
nén mdi du an, d6 1a:
- Thai gian: gom thoi gian dé hoan thanh tirng cong viéc trong mdi mot giai doan.
- Ngudn luc (tién): gébm cac chi phi ngudn lec: nhan lyc, thiét bi, nguyén vat liéu
dé hoan thanh cac cong viéc.

- Muc dich: muc dich cta céc cong viéc va ké hoach dé hoan thanh ching.

Thoi gian, ngudn luc va muc dich 1a chiéc kiéng ba chan dua du an dén thanh
cdng, mdi mot thanh phan déu c6 anh hudng dén hai phan con lai. Ba thanh phan nay la
rat quan trong va truc tiép anh huong dén du 4n, mdi quan hé giira ba thanh phan nay la
khac nhau d6i v6i mdi du an va n6 quyét dinh téi nhitng van dé va céch thic thuc hién

du an.
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4. Cac budrc lap tién do

1.

© © N o

Thu thap thdng tin, phan tich cong nghé, day chuyén san xut, nguyén Iy van
hanh...

Lap danh séch cac hang muc, cac cong viéc cua hang muc (WSB) s& tién hanh
thuc hién.

Xac dinh so bo cac rang bugc gitta cac hang muc véi nhau, gitra cac cong viéc
véi nhau

Xéc dinh khéi lwong cua cac cong viéc

Xac dinh thanh phan hao phi (vat liéu, nhan cong , ca may) va don gia cua nd
can cho cac cong viéc.

Sip xép thtr ty vu tién cac ngudn luc

U'6c luong thoi gian thi cong va chi phi cac nguon luc

Lap tién d6 theo ké hoach da dinh.

Xéc dinh cac yéu to, cac chi tiéu kinh té k¥ thuat dé so &cnh vai tién do ké

hoach da 1ap

10. biéu chinh, tdi wu hoa tién do
11. Chép thuan tién d6 d 1ap.

12. In cac bao céo, biéu mau dé phuc vu cong tac quan ly.

5. Cac tinh nidng méi trong Microsoft Project 2010

Giao dién Microsoft Office Fluent (thanh Ribbon) than thién. Véi Ribbon, ban co

thé truy cap dén céc tab trén ctra so6 chuong trinh mot cach dé dang, hoic thém bét

nhom 1énh ra khoi tab. Néu ban khong biét chirc ning ctia mét nat, ban ra chudt I1én

nGt, mot ctra s6 nho (Sreen tip) hién 1én noi dung chirc ning cua nut.

Font . Schedule Tasks Insert Properties Editing

™~ -5 @ _.'L'I"'ab (LA | Projectl = Microsoft Project 'r'ﬂ
k ¢ Froject View Kienus Acrobat Format = i@ @
= st TR L E— T r e
S calibei n .- PRERE - vakonTad ¥lnspect - gy YT Summany s <4 & F
AT *7 Respeat Links RIBBDN ¥ Mo o hleitane | Cod
B I e A | 5o ooF | @B e &3 k 1 Task e armatio Serell
¥ u — 8w . = = 1 ™3 Mode - . } £ poTask &7

Menu truy cap nhanh (Quick access toolbar): thay thé cac thanh cong cu caa phién

ban trudc. Mubn thay doi mac dinh sb luong ndt cia nd, ta nhap vao nit cudi cung

bén phai dé thém bét nat.
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Calibri - 11 =R
Task " Task Namé T e
Mode B L - A dp B
L !
i & Cutcel
52 Copy Cell
@B pase

Paste Special..
Scroll to Task

[nsert Task

Delete Task

Thanh céng cu nhé (Mini Toolbar): 4n phim phai chudt vao mot 6 trong bang, mini

toobar s& xuat hién dé ban chon nhanh nhitng tac vu thong thuong nhat cua 6 dang

chon.

Giao dién Backstage voi tit ca cac cong cu can thiét dé 1am viéc véi tap tin cua ban.

Bl 92-®-10

.ﬂ' Task Resource Project View Menus Acrobat

Info

= save
Save As

71 Save as Adobe PDF

&
5 Open

L3 Close

Recent

New

Print

Gantt Chart Too

Format

Information About Projectl

o

Manage
Accounts

J

Organizer

Project Server Accounts
Mot connected to Project Server

Organize Global Template

Move project elements such as views
files, or between a local file and the

Lén lich cac cong viéc: ban c6 thé tu 18n lich cac cong viéc trong dy an sau khi da tao

cac cong viéc do. Cac thong tin gom ngay bat dau, ngay két thic, thoi lugng cong

viéc, su phu thudc cua cac cong viéc ban cé thé thiét 1ap trong Microsoft Project

2010. LA mot nha quan ly du &n, ban s& cd rat nhiéu cong viéc dé lam. Vay thi

Microsoft Project c6 thé gidp gi cho ban? Trudc hét, n6 luu trix théng tin chi tiét vé dy

&n cua ban trong co s& dit liéu va sir dung cac thong tin nay dé tinh toan, theo dai tién

trinh, chi phi cta du an va cac thanh phan khac dong thoi tao ra mot ké hoach cho du
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an cua ban. Cang nhiéu thdng tin vé& du 4n ma ban cung cap, du an cang duoc thyuc
hién chinh x4c bay nhiéu. Giéng nhu mot bang tinh, Microsoft Project thé hién két
qua ngay sau cac tinh toan. Tuy nhién ké hoach cua dy an s& khong duoc lap cho dén
khi ban hoan thanh cac théng tin quan trong cta cac cong viéc. Microsoft Project luu
gitr thong tin ban nhap va thong tin nd tinh toan trong cac truong nhu tén cong viéc
hay khoang thoi gian thuc hién. Trong Microsoft Project, méi truong duoc thé hién
trong mot cot.

Giao dién Timeline: mang dén cho ban giao dién truc quan sinh déng gébm ban tém
tat cac cong viéc, cong viéc va cac su kién quan trong ma ban mubn xem. D& dang
sao chép Timeline va dan ching vao mét tng dung khac. Bé di chuyén khung nhin
nay cho pht hop véi thoi doan can xem, ta kéo mé rong hoic truot thanh mau xanh
nhat trén cing. Bé copy khung nhin Timeline nay qua phan mém khéc, an phim phai

vao khung nhin, chon = feermmeiae v fisd o gomai

Lam viéc tot véi Excel va Word: ban c6 thé dan cac dir liéu cua Microsoft Project

2010 vao Excel hoac Word theo cac cot va cau trdc dit liéu caa Microsoft Project.

o : S R iy ST T .-

- Frinls i . T " = " EN T - |
B 27 LG b bk kd bl b bR bk 2
. : A s
- it
gt Erar Rumabrw Comt S F =
Budget Cost Report <P
...... il
m Badget Crvit B Ruiallee Crid S0nan Aanasd Ot Bring Budore et
y2000 iy
Lain ¥ B
:

2000

2000

[

S5m0 | 1 e T hAtey v

Tuy bién Ribbon: ban c6 thé tao cc tab va nhdm chdng lai dé 1am viéc. Ché ¥ miii
tén nho xuat hién bén canh cac nat, n6 cho ta danh déach tha xudng dé chon céc chic

nang khac cung nhém vai nat do.
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Tuy bién cac trwong dir liéu: chi can tao mot gia tri s6, ngay hoic chir tir cot ngoai
cuing bén phai cua bang, Microsoft Project c¢6 thé xac dinh chinh xac loai di liéu ban
st dung.

Tinh ning AutoFilter duoc cai thién, sir dung cong cu loc gidng Microsoft Excel
gilp ban c6 thé phan loai, sap xép theo nhém.

Luwu tap tin sang dinh dang PDF hoac XPS: Microsoft Project 2010 cho phép ban
luu tap tin c6 dinh dang *.mpp thanh dinh dang tai li¢u PDF hoac XPS.

Giao dién Team Planner (chi c6 ¢ phién ban Microsoft Project Professional 2010):
gilp ban c6 thé thay d6i cong viéc tir ngudn luc nay sang nguon luc khéac bang cach
kéo tha tai ctra s6 Team Planner.

Tinh nang Inactive task (chi c6 ¢ phién ban Microsoft Project Professional 2010):
gilp ban cé thé vé hiéu hda cac cong viéc dugc chon tir mot dy an vi thé nd khong
anh huong gi dén tién d6 du an. Ban cd thé kich hoat lai cdng viéc nay néu can.

Tich hop SharePoint Task List (chi c6 ¢ phién ban Microsoft Project Professional
2010): ddng bo hoa céc cong viéc giira Microsoft Project voi Project Task List trén

Microsoft SharePoint.

5 — iy
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% 3
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e g e
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WG i B
223 lkp A . ek s . ok TieH 37 dlayn on M1 W EA511 a7
e i
2 2,20 THARM TRA PN HAM . PHAN THEN W dayn Tus U111 Wid 120311 | ey
e g
L3 T T RE 8n THIAT Phdeys Mn 01710 T P65 A0 das
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W 3 CHON NHA THAL THI CONG 354 dayn Tise 0EA0M0  Fri 220044 1l ¥ g |
[t ]
" 30 TG WAY - D00 HHOH ] T PG Sim (4110 i days || | | -
‘ L ’

..... % e Fasks | daog Sowiand

Microsoft Project qua nhiéu nam phat trién cac phuong phap quan ly du &n cung cip
cho ban mét sé cong cu 1ap ké hoach va theo di. Mot vai diém cha y:
Biéu dé Gantt la giao dién chinh cua Microsoft Project, hién thi cac bang tinh véi cac

cot dir liéu cung giao dién do hoa cac cdng viéc trong dy an b tri doc theo mot thai
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gian nam ngang. Bing cach xem xét cac dit liéu trong cac cot (chiang han tén cong
viéc, ngay bat dau, ngay két thic, cac nguon luc) ban cé thé hiéu cac théng sé caa
tirng cdng viéc va xem thoi gian caa minh.
So d6 Network Diagram (hay con goi 1a so dd logic) thuc chét Ia phién ban biéu
d6 PERT. So d6 nay cho ban xem dugc cac cong viéc hién tai dang duoc khop

véi nhau

Quan ly rii ro 12 mét phan quan trong trong mét du &n vi bat cir du 4n nao ciing co
rai ro. Ban c6 thé gap rai ro vé ngudn luc, vé nguyén vat liéu, chi phi va rui ro nay c6
thé khién du an cua ban cham tién d6. Quan Iy rai ro 1a mot nghé thuat du doan rui ro,
1a sao dé dir &n ctia ban it rai ro nhat va xac dinh chién luoc ngin ngira ciing nhu khéc
phuc rai ro xay ra. Microsoft Project gilip ban quan ly rai ro bang cach cho phép dua
ra cac tinh hudng rui ro c6 thé. Vi du, khi ban thay ddi thoi gian cua ngay bat dau s&
kéo theo su thay doi trong dy an, lic nay ban cé thé thiy duoc su cham tré, chi phi
thay ddi va cac nguon luc cé thé xung dot véi nhau. Véi nhitng thdng tin nay ban cé
thé quan ly cac rai ro mot cach hiéu qua hon.

Quan ly ngudn lwc bao gom viéc str dung cac ngudn luc mot cach thong minh. Mot
ngudi quan ly du an gioi s& tim ra cac ngudn lec thich hop cho cong viéc, giao cho
thanh vién khéi lugng cbng viéc hop ly. Trong Microsoft Project c6 cac cong cu
chang han mot biéu dd Resource Usage cho phép ban biét duoc nguon luc dang sir

dung, bén canh dé biéu do s& phan anh khéi lugng cong viéc.
6. Mot so tir khoa trong Microsoft Project
Task: cong viéc, cong viéc

Duration: thoi gian thuc hién cong viéc
11/55 Ths.Ks. Luong van Canh
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Start: ngay bat dau
Finish: ngay két thac
Predecessors: cong viéc lam trudc
Successors: cdng viéc ké tiép
Task list: danh sach cac cong viéc

Resource: ngudn luc bao gom vat liéu, nhan luc, may moc thuc hién céc cong viéc cua

du an

Work: s6 gio cong dugc gan dé thyc hién cong viéc

Unit: don vi tinh cia ngudn luc

Milestone: loai cong viéc dic biét (diém mdc) co Duration=0, dung dé két thic cac giai
doan trong du 4n hoic diém dirng ky thuat, tai chinh, thanh toan hop dong

Recurring Task: cong viéc dinh ky, lap di lp lai nhiéu lan theo chu ky trong thoi gian

thuc hién dy an. Vi du cac budi hop giao ban dau tuan
Shedule: lich trinh, tién d6 cua dy &n

Std. Rate: gia chuan

Ovr. Rate: gia ngoai gio

Cost/use: phi sir dung ngudn lrc

Baseline: theo ké hoach, theo duong ké hoach co so
Actual cost: chi phi da sir dung toi thoi diém hién tai

Current cost: chi phi da str dung t6i thoi diém hién tai + chi phi con lai theo thoi diém

hién tai
Remaining cost: chi phi can c6 dé tiép tuc thuc hién du an.

Summary Task (cong viéc tom lwgc): cdng viéc ma chirc ning duy nhat cua né 1a chira

dung va tom lugc thoi khoang, cdng viéc va chi phi cua cac cong viéc khac.
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Chuwong 2 . ]
Nhirng thiét lap ban dau cua hé thong va dw an

Vao menu File chon Option s& c6 hop thoai Project Option hién ra dé ching ta c6
thé thiét 1ap nhimg dinh dang ban dau véi MS Project. Sau ddy 13 hai thiét 1ap co ban hay

dung cho mot du an.

1. Thiét lap don vi tién té

Chon th¢ Display ta dugc nhu sau:

{
| | General

__‘5“ Change how Project content is displayed on the screen.

| cispay |
Srhedule Calendar
Proofing Calendar Type: | Gragarian Calendas E
i Currency aptions for this project: -@ MASTER SCHEDHULE - Rev 1 _
Language . " —
gmbok Decimal digas: i L
Advanced = =

Plicermint: 1 -d = Currency:

Custamize Ribban
Lhow indicators and options buttans for:

Quick Access Toolbar = -

[¥! Resource gssignments ] Edits 1o work, units, or duration
Addins [ Eefits to start and finish dates & Defetions in the Mame columns
Trust Center

Show these clements:

[F] Eniry bar

Ta thay d6i don vi tién té cua Viét Nam 1a VND, chon s6 thap phan 1a 0.
2. Thiét 1ap lich nén duy an

Chon thé Schedule, ta ¢ thé thay d6i nhitng thiét 1ap trong nhitng lua chon trén dé

duoc mot lich nén phil hop nhat véi du an.
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Adding

Customizg Riokan

Craitk Acceds Toalbar

Trust Center

ot [0 5]

Haurs per gy |8 %{
=1

Hours per weels [56
Days per month: |30
> I

EE

Schedule

[#] show scheduling mtmgui-."

Shorw gssignment units as a: Pnrtnm.ageE

Project Options
enaral E Change options related to scheduling, calendars, and caloulations,
Bisplay
| schedule Calendar optians for this project | 8] MASTER Screuat - Revt - [ = |
Freafing @{mmnsm iMnm‘hy E -\
Save Eiscal year stants in: IEE
Language |l Lise stasting year far Y somiiensg
ictvanced Defact sttt (230 58 []

Tese timas are assignaed to tasks whin you eoter a stast or finish date withouwt
apecdying & e I you change this Letting, condider matihing the project calendar
wsing e Change Working Tima command on the Preject tab @ the risbon,

Schedling options for this project: | B MASTER SCHEDUAE - Rev 1 - = |

X

Cancel

3. Thiét 1ap cho hién thanh tong tién dé duw an

Proafing
S
Lansgpuinipe

agvanced

Customaze Ribbon

Quick Access Toolbar

Digplay options for this project: 5] Projentt

BAmifes: | mun E
Hours: (he |Z|
Ray=: day E|

& &dd space before label

V| Show progect gummary !mk]

/| underline hyperinks

B

Weeks:  wk
bepths:  men
Years ¥

EEE]

Cong cap cho ta cai nhin tong quan vé tong thoi gian thuc hién du an.

4. Tao mot du 4n méi

a) Budc 1 : Khoi dong MS Project vao File chon New\Blank Project nhan Create dé

hé thong tao mot du an méi. Hoic ¢ thé click chudt vao nut New trén Quick

toolbar.

Bl -
Tash Reroanoe

I

B e A

& Save aiadobe POA

& Open

o cleie

Iida

Recent

Print

Save & Send

Hedp
A ptes

._B_____

gy

Pangect W Reraiy Arroial L]

Avallable Templates

3 Home

b 8

Blank project Recent
|} emplates

Ky hemplates

M Irom exiting

s ety |
= e
Mg froem My fei Fodew Fepem
exiibrg Emeel St e Poal
project workbook Lk list

Officecom Templates
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b) Budc 2: luu tép tin lai dung Ctrl + S dat tén cho tép tin Iuu vao vi tri phu hop
trong 6 ctng.

¢) Budc 3 : chon File \ Info nhan nat Project Information bén phia tay phai chon
Advanced Properties, ta duoc mot hop thoai sau d6 ta chinh nhitng théng tin can
thiét cho hé théng.

“_ Taak Retouwrre Proged® W L= T Rerghil Format

e sae 3

= Infarmation About MASTER SCHEDULE - Rev 1 - Track...
) My diephachaucng\Senla Boutique Hoten MASTER SCHECURE - Rew | - Tracking 23-10-X010mpp

o Sae as Adobe POF

& opes z Project Server Accounts e

ol Close 'ﬁ Nat connected 1o Froject Senver

Progect inbsrmatios -
Accounts sl Advanced Properties

i wtvanced ped cusom

ecen
i : propeties of ths projec
iy Organize Global Template Project Statistics
h Se kory atatissin relabed to
;.J Mave project elements such as views, reports, and tabies between two bocsi St lory s reiabed to
Print fikes, of betwaen @ bocal file and the global emplate fie a—

MASTER SCHEDULE - Rev 1 - Tracking 29-10-201... = 7 |[wiim

General | Summary | Statistics | Contents | Custom|

Title: HOTEL PROJECT
Subject: ¥ay dung khach san
Author: Lirgng van Canh

Manager: Lirgng van Canh

Company: B&F Co. LTD.

Category: Quan ly du an
Keywords: du an

Comments: | Bidu dién céc cng vide cua dy &n

Hyperlink
base:

Template:

|:| Save preview picture

0K ] [ Cancel
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Chuong 3
Tao mot dw an cu thé va lap ké hoach dw dan

1. Xac dinh thong tin cia du an

e e b ST SEVEONE Rk Ty ST = Sau khi tao lap dugc mot tép tin méi
Saect doee; Tue 10083 = Cgrenkgule:  Se OS] -

Rl - - - luu thoéng tin cua du &n, ta can thict lap
Em'ﬁ'l"'ln Pt et ute _v-_]n,,m j:::._l 1= ~ . " . B
o ., O e nhirng thong tin cho dy 4n, diéu nay hét sic

quan trong cho viéc phat trién du an sau

L Fuidnans s

nay. Chinh sira cac thong sb trén hop thoai
cho phu hop du &n: ngay bt dau, ngay két

thic, ngay hién tai. Nén chon thoi gian biéu

bat dau tir ngay khai dong du an.
2. Thiét 1ap lich cho du 4n

M3i dir an dira vao maot lich co s dé thiét 1ap ngay lam viéc, ngay khong lam viéc
dé 1ap lich cho céc cdng viéc sau nay. Thiét Iap lich trinh cho dy &n vira 1a cong viéc don
gian nhat vira 12 viéc phtc tap nhét trong céc cong viéc caa quan Ii du an. N6 1a dé dang
vi ban c6 thé tao nhirng gi ban mong mudn, nhung né ciing 1a kho khin nhét vi viéc tao

lich s& anh hudng dén toan bo dén cac phan con lai cua dy an.

a. Trén tab Project chon Change Working Time, xuat hién hop thoai. Ta click

s A M e chon loai lich 1am vige da tao sin hodc an
| Srwry gt pers 571 1] w Dt detsl  Th 47711 - | N . X
s’ i Pomd .| nat Creat New Calendar dé tao loai lich
| Sehede fuwes  Praject Gt Dute = Cgerdat  Stardad - . . .

0 gk Lot s S0 i proile frery: e Iam V|éC m(’".
| Erterores Cugiom Faidy
| oepepe:

Start date: chon ngay bat dau khai

Conlom ekd Hara Vot

cdng du an.

Current date: ta ¢é thé chon lai khac

dé nhap liéu thuan tién hon.
e o] Lo |

Schedule from: lap tién do tir ngay bét dau dén két thac hay lap tién do tir ngay két
thic nguoc dén ngay bat dau.

Calendar: chon lich co s¢ dugc dinh nghia & Option dé lam viéc.
b. Thay d6i lich nén cho phu hop thuc té
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Vao tab Project, chon ribbon Properties, chon nat Change Working Time

Tab Work week 1a dé dinh ngay gid lam viéc va nghi binh thuong. Tab Exception 1a dé

nhap ngay lam viéc hoic ngay nghi bat thuong. Ta nhap thong tin Name, Start, Finish sau

d6 nhan Details... dé lya chon ngoai & cho ngay d6 ngay d6 co phai 1a ngay 1am viéc hay

khéng? Lam thoi gian nhu thé nao?

| Change Working Time o
¥ (TR - Crbabi Bire Cabpaiar
slevder T an ABC 15 & base Calenda,
Lingassd: Chokon & dey b s 45 workng
2 liommiber 1012 vipring e B OF Howembir 70132
Woring MITIwlTRl ELlS] 5]
% T T3 > Faaka & Brin S8 to 100 CH
ERER
Mamworking B L « 1300 CH b0 3:00 EH
i = . -
3 | Eeed working |
ek 121314
On This cakmdar. | Eased oa:
1% (20 (321
| ILed R
31| Fur -tw- | [ i b v Er-r::av-. ek s on calendar ‘Tu w
26 |27 |28 {29 30| | X
31| Moot poek S
fo | {1111
Excephions | Work feeks
aria 18 Friah
Dt for Dol ] =
St eriwisteg e Fer this ek wesh
Sglact ditsl Lise Progect default Dmes Tar thase deys
e —— S8 dry 1 pafincng BT
T @ Gt day(s] B thiem jpacic warkin 3 v
..... s
2 L00CH 1500 CH
| o | Cloysa
Eaeptoss | W Wk
P Saan firmh D,
T g E= [rlart
—
r
L [ 1| o= Cheris

3. Lap danh sach cac tac vu cia du an

Create New Calendar: tao lich lam
viéc riéng cho du an.

Sau do6 chon tab Work Week, phia
dudi danh muc s€ hién ra tén lich lam
viéc Default. BAm double click vao né
hoic click vao nit Detail dé hién 1én chi
tiét lich lam viéc. Chon ngay thua bay
hoac cha nhat hoac chon 2 ngay cung
Iic, va chon Set day(s) to these specific
woking time dé nhap vao gid lam viéc cu
thé trong ngay.

Chon tab Exception dé tao ra cac
thoi diém lam viéc hoic nghi ngoai Ié
nhu 18, tét...Sau khi dit tén cua lich
ngoai 1€ vao cot Name, click nut Details
dé mo ta chi tiét ngoai 1¢: gid ngay thang,
c6 lap di lip lai hay khong, xay ra bit

dau khi nao, két thic khi nao...

Dé quan 1i dugc mot du an hiéu qua dau tién ta di xdy dung cac cong viéc cua du

&n dé c6 duoc mot cach nhin tong quat nhat vé du an. Ta xac dinh tat ca cac nhiém cu can

thiét dé hoan thanh du an.

Mot dy an 1a mot chudi nhitng cdng viéc c6 lién quan ti nhau. Dau tién ban hay

liét ké cac bude dé hoan thanh du an, bat dau véi tirng khdi céng viéc va chia nho nhitng

khéi cong viéc thanh nhitng khéi nhé hon. Ct nhu vay cho téi khi no duogc chia thanh
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nhitng c6ng viéc nho co thé phan giao cu thé duoc. Cubi cuing nhap cac khoang thoi gian

thiét 1ap cho tirng cong viéc. Mot cong viéc s& chiém giir mot khoang thoi gian va ching

s& duogc theo ddi tién trinh thuc hién. Mot cong viéc ¢ thé duoc thuc hién trong mot

ngay hay nhiéu tuan.

Ban hay nhap céc cong viéc theo thir ty ma ching xay ra, sau d6 wdc tinh sé thoi

gian dé thuc hién cong viéc do.

a) Vao Task chon Grantt Chart

| H9-¢-0F&EQ|- (ekntaielib a1 | Tien do to chuc thau - Mic
Task Resource Project View Menus Acrobat Format
B ‘k Calibri i eeees TWeaTdl o @&
By - =% Respect Links M
Paste fly A = | @ | e &8 Manually  Auto
o I B 1 1|2 L * = Inactivate Schedule Schedule |24 M
Clipboard | Font | Schedule Tasks
8:00 SA 9:00 SA 10:00 SA 12:00CH  1:00CH
Start | = el
Won 05/05/11
Task Task Nam Duration Start 02 May '11
o - - - - y
Mode M|T|wW|[T|F]¢
1 ey |~ | T6 chivé dau thau 1 day Mon 09/05/11 |
2 Manually Scheduled |I3p t6 chuyén gia 1 day Mon 09/05/11
3 e ey nha thédu (néu c6) 1 day Mon 09/05/11
4 = Lap hé so m&i thau 1day? Mon 09/05/11
5 = Soan hd so méi thdu 1 day Mon 09/05/11

b)

c)

d)

Nhap tén trong cot Task name. Ta ciing c6 thé copy tir Excel dé dan vao cot Task
Name.

Trong cot Task Mode chon mét trong hai loai Task Mode: thoi biéu bang tay
(manually scheduled) hay tu dong (auto scheduled) . Néu ta chon kiéu tu dong, khi do
ta chua tinh toan s ngay cho ting cdng viéc thi MS Project mic dinh 13 1 ngay bt
dau tir ngay bat dau du an. Ta ciing c6 thé quét khdi cac cong viéc, roi chon kiéu tu
dong trén Ribbon Task. Néu muén mic dinh chon kiéu, ta vao
option\schedule\scheduling option for project.

Trong cot Duration, nhap thoi gian thuc hién céng viéc theo thang, tuan, ngay, gio

hay phat. Ban c6 thé sir dung céc dau tat sau:
thAng=mo tuan=w ngay=d gio=h phat=m

Chu y:  Dé chi ra dy 1a thoi gian udc tinh, danh thém dau hoi sau khoang thoi

gian thuc hién.
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4. Tao cac cong viéc phu (subtasks)

Céc subtask la cac cong viéc nam bén trong mot céng viéc 16n nao d6. Nhu phan

trén ta da xac 1ap cac cong viéc tir trén xudng dudi, tirc 12 cac cdng viéc con cua mot

cdng viéc nam dudi nd trong bang cong viéc. Gid ta tao cac cdng viéc con dé bang cach

nhu sau

a) Chon céc cong viéc con caa mot cong viéc (c6 thé 1a mot hoic hon 1 cdng viéc 1a con

ctia cong viéc khac) bang cach bdi den cac cong viec do.

b) Trong menu Task nhén Indent Task & dé bao ring day 1a mot cong viéc con hoic

an nit Outdent Task dé bao rang day la tén nhom cong viéc bao trim cac cong viéc

con. Néu mudn thé hién cac sd ID cua cac cdng viéc, ta chon menu Format, chon

Ribbon Show/Hide, click vao 6 Outline Number

B 0, o L emmem Tre @

% Resphet Links

m Task Rezaurce Rraject Wiew rdanus Agrabat F{lr’tt

Ransally| 2ule

T apest - -

= Cummaany E E:|1

& bilestone E
Infermaticn ...

ci.:::‘ p.l-!-[l" ¥ B S U v | 48 | = &5 = Iniv.‘tf-kdﬂ senedde Schedulel | I Made - ) Delirerable &,
View | Clipbosrd | Fanl 5 Isent | Propenties
# 3:00 & 11:00 54 12:00 CH 1100 CH 2:00 €H 1:00 CH 4:00 CH
z Start |
E o0 0%
.Taﬂ: _ |Task Hame . |Duration _ Start ~ |ooMay 11 | 16 May'11l
ode LS (& [M[TW[T[E[S[S[M[TW[T[F[5]
! [-ATS chire ddu thiu | 11 day Mon 09/05/11 Mon =
= 1.1 Thénh I4p t& ehuydn ¢ 1 day Mon 09/05/11 Mon @ — —
= 1.2 Sor tuyén nha thiu (5 1 day Mon 09/05/11 Mon a
2 -2Liphbsomdithiu_ Yiday  Mon09/05/11 Mon w= LI Project Summary Task
& 2 2.1 Soan bl so méri hiuftldey  Mon09/05/11 Men @ 7] surnmary Tasks
e | = 22 Thim dinh hi Mon 09/05/11 Mon a ShowHide 1
7| = Mon 09/05/11  Mon a
| = Mon 09/05/11  Mon a
9 | 2 Mon 09/05/11 Mon a
= 1 day Man 09/05/11 Meon =

Chu y: dé thém moi mot cong viéc vao giita nhitng céng viéc da ton tai, kich

chudt phai tai vi tri mudn chén céng viéc mai, chon Insert Task .
Mudn nhin thay hoic du subtask di, ta chon c4c cach sau:

5. Tao cong viéc khong tham gia vao du an (Inactivate)

Néu maot cong viéc hién gio ta thay khdng can cho dy an, nhung trong tuong lai c¢6

thé can tro lai, ta cho né & dang tam thai khong tham gia vao du an.

Chon menu Task, chon céng viéc, chon ribbon Schedule va chon nut Inactivate

6. Dwa mot cong viéc vao khung nhin thoi gian (Timeline)
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Néu cd mot sé cong viéc can theo ddi xem vi tri va thoi gian thuc hién nhu thé nao

S0 V&i tién d6 téng thé, ta c6 thé dua no vao khung nhin Timeline .

'-.'Irne'.l'c.

Start |

Liip vt s moy thiu TN

B B0 0D

Hoac chon menu Task, chon cdng viéc, chon ribbon Properties va chon nut
Add Task to Timeline &.

Hoac chon cong viéc, an phim phai chuét, chon Add to Timeline.

Hodc nhap dbi 1én cong viéc dé mo hop hoi thoai Task Information, chon tab

General va click diu chon Display on Timeline.

Tuong tu thao tac nhu trén, ta c¢6 thé loai bo cong viéc ra khoi khung nhin thoi

gian, hoic an phim phai céng viéc d6 trén khung nhin Timeline va chon Remove from

Time“ne g  Remove from Timeline

Néu khung nhin thoi gian khdng xuat hién, ta chon menu View, chon ribbon Split

View, chon 4] Timeline Timeline

7. Thiét 1ap deadline

Deadline 1a thoi han cudi cuing c6 thé dé thuc hién cong viéc d6. Sau khi thiét 1ap

ta s& thdy c6 mili tén ¢ thoi diém ta thiét lap.

a) Chon cbng viéc , kich dap vao cdng viéc d6 ta dugc hop thoai Task Information:

Task Information

Constrain task

Deadline:

Constraint type:

Task type:
Calendar:
WES code:

Earned value method:

Mame: Hoan chinh, in @n s6 lwgng ca@n hé so mai thau

MNA

Start Mo Earlier Than

Fixed Units
Standard
1.2.5

% Complete

v | Mark task as milestone

General] Predecessnrs] Resources Advanced | Nntes] Custom Fields.|

4

4

el

Duration: | 2 days | Estimated

Constraint date:  Thu 26/05/11 -

Effort driven

Scheduling ignores resource calendars

l 0K ]‘ Cancel |
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b) Chon tab Advanced vao phan deadline chon ngay la han cudi cing nhu hinh trén. Khi
d6 cong viéc nay o Grantt Chart c6 thém biéu tugng

8. Thiét 1ap mdc du an

Tao moc dy an 1a cdng Viéc rat c6 y nghia trong ké hoach thuc hién dy an, vi du
viéc hoan thanh mét pha chinh cua dir &n, b4o céo thanh qua hoic mot su kién danh dau
két thiic cong viéc, diém dirng k¥ thuat, diém ding thanh toan hop dong...

Trong cot Duration cua cong viéc can tao mbc nhap 0, nhan phim Enter. Cong
viéc nay o Grantt Chart c6 thém biéu tuong ¢ 27/05

Chu y: Bé hién thi tat ca cac diém méc trong khung nhin, chon kiéu hién thi trong
danh sach 1a Milestones. D¢ hién thi lai todn bo cac cong viéc trong du an, chon All task
trong danh sach kiéu hién thi.
9. Nhap cac ghi chu cong viéc (task note)

Cac ghi cha nay rat can thiét dac biét Ia trong nhitng dy &n c6 su tham gia cua
nhiéu nguoi thi day s& cung cap thong tin hitu ich cho ngudi khéac khi xem viéc lap ké
hoach cua minh

Trong Cét TaSk Name 1 Task Information - _—— — (2

A A = A A A General | Predecessors | Resources | Advanced MNotes | Custom Fields
chon tén cong viéc can thém |
Name: | Lén k& hoach thure hién dur &n Duration: | 2 days
cha thich, sau do6 kich nat Task | fe=
. B EEEEE
NOteS | tren Rlbbon Propertles, By | cdng viéc co ¥ nghia rdt quan trong anh hwdng rat 16n dén tién trinh thue hién dy &n sau nay. céng

viéc nay lam tdt thi dy an d3 thanh céng 50%.

= Estimated

hoic nhan double click cot cé
ky hiéu @. Nhap thong tin chu
thich trong hop thoai Notes, sau
do kich nut OK.

Help 0K ] | Cancel

10. Pinh kém cac lién két vao cong viéc

Viéc dinh kém céc lién két vao cac cong viéc c6 nhitng 1i do riéng dé thuc hién
thay vi chi dinh kém céc ghi chii vao cong viéc nhu phan trén da ndi. Vi du nhu cong
viéc thdng bao tring thau va moi thuong thao hop ddng - théng bao két qua lya chon nha
thau, chling ta can dinh kém file quyét dinh va giri mail chang han thi viéc nay sé& hét sirc
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c6 ¥ nghia. Ngoai ra néu dir liéu muén dinh kém kha 16n khdng thé truyén tai hét qua
Note thi ta ¢ thé dat duong link dén d6 dé c6 thé mo ra tét nhat, nhanh nhat.

a) Chon cbng viéc can dinh kém thém cac lién két. Nhan chuot phai chon Hyperlink

?_5 Hyperlink...

0 W ﬂ | et Hﬂ,ﬂr\l\. il _——m
| saeenTig, | | Link ko el gy £ et AN oa mevi  eifaoke WA Mt Cus MOk ™ tee Phon EoreenTig..
Hy Dot =1 [N & | Hy chicaka =] [ LTI
¥ 3 = tsuwluf.r —
AdoleStackd hotos - Bgodsrark. 1 Bkt
Db '-E;" ; Fee:l-._ S
B F
Hy eBaols r [y [ Mat Cus Mot Tn e San Pharnpn
iy MrM Pl "-:a"“'ﬂ
My 50 Fis Deoument
My Mags |
Dfselicle Motaboaky | |
SOL Sanvar ManageTect Studio Bxoess | ,.
=
Upditer [ i
Wil Soude 0% |
A . i s ADH iy 1t Cuan Mot T Mg S Fhas = |
= J" Asidrs e L AR D My ebooka T Mt Cun Mot TriMhe Sau h |
| & el Bebdress

sima

b) Chon tai liéu muén lién két dén trong phan Link to nhu hinh trén, ta duoc nhu sau:

¢) Néu la gai mail thi vao Mail Address ,

I‘6I thlét Iép dla chi nguﬁi nhén, tiéu Urkan  aet o dapley meslecn060) oresl. cum e bct= e Ch g it cang S e
dé '1:_‘_':;-':?;“ n:'::.’:::e.:.mr.:-_w
o _ o e T
d) Trén phan Text to display dat lai tén @ mermy e
cho d& nh¢, nhan OK. Cot @ s& XUAL | it
hién biéu tuong [E® 2 |

e) Khi muén ma link lién két nay o Grantt
chart nhan chudt phai chon Hyperlink, chon Open hyperlink
11. Tao cac cong viéc dinh ky
Cong viéc dinh ky la nhitng cong viéc thuong xuyén lap di 1ap lai, vi du nhu 1
budi hop giao ban thtr hai hang tuan. Cong viéc dinh ky c6 thé xay ra hang ngay, hang
tuan, hang thang hay hang nam. Ban c6 thé xac dinh khoang thoi gian thuc hién doi voi

mdi 1an cdng viéc xuat hién hay thoi gian ndo no s& xay ra.
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Recurng Task Information [mean]
¥ Summary =
; | Tack bame: | T chife d&u thiu Duratjon: | 1d .
* Milestone RECUrTEnce pattern
| Task | Inform D
o 9Dy B — of every 1 = month{s
- Weakly
& Mantlly Thy | 5econd  « dny - of every manths
; Toarhy
= IESk Range of recurrence
| l_.l* EECLIrTir'Ig TEE'{... j et Sun DRf0G11 - Erl after: OECUTTRROES
i = @Endpy:  FrL9/0a/LL -
— 5 Elank Fow Caléndar for acheduling this task
Calapdar: E'm_ - Schaduling igrores freésource calandars
o Import Qutlook Tasks... ;
Heip L oK J Cancel

a) Chon menu Task, chon cdng viéc & cot Task Name, chon noi ban muén cong viéc
dinh ky xay ra

b) Trong Ribbon Insert, chon Task\Recurring Task.

¢) Cira s6 Recurring Task Information xuét hién, nhap cac thong tin vao.Sau khi OK

thoat ra, cong viéc nay sé& xuat hién biéu twong < trén cot @

Chuong 4
Tao moi lién hé giwra cdac cong viéc

1. M&i lién hé giira c4c cong viée

Dé thiét 1ap méi quan hé giira cac cdng viéc, ching ta st dung cac duong két nbi.
Truéc hét, chon nhitng cdng viéc cd lién quan, két ndi chung va sau d6 co thé thay doi
kiéu két ndi. Cong viéc co ngay bit dau va két thic phu thudc vao cong viéc khac goi la
cong viéc ké tiép. Cong viéc ma cbng viéc ké tiép phu thudc vao goi la cong viec 1am
truéc. Vi du sau sé chi rd cho céc ban thay méi quan hé gita cac cong viéc, néu ban thiét
lap méi quan hé gitra 2 cong viéc 1a treo dong ho va son tudng thi cong viéc son tudng s&
la céng viéc 1am trude, cong viée treo dong ho sé 1a cong viéc ké tiép.

C6 4 kiéu lién két gitra cac cdng viéc véi nhau phu thudc vao ngay bat dau va
ngay két thiic caa cac cong viéc :

- Finish to Start (FS ): cng viéc truéc hoan thanh réi mai toi cong viéc sau

- Start to Start (SS): hai cong viéc bat dau cing mét Itc
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- Finish to Finish (FF): ca 2 cong viéc hoan thanh cung lac
- Start to Finish( SF): cdng viéc nay bat dau cong viéc kia méi két thuc
2. Xac dinh ciAc moi quan hé giira cac cdng viéc quan trong

Thudng cac cong viéc 16n thuong co kiéu quan hé 1a hoan thanh viéc trude sau do
méi bat dau cong viéc phia sau, do d6 ta co thé tao mbi quan hé d6 hét sirc don gian nhu
sau:

a) Gop cac cdng viéc 16n lai bang cach nhan vao nat cong cua cong viéc 16n

Task Task Name
@ Mode ~

Duration  |Start Finish Pre |f

Fri 30/09/11
i 11

- 1.2 Lap hé so mé&i thau 10 days  Fri 29/07/
1 2 - 1.3 Méi thau 15 days Mon 15/08/11 Fri
17 = - 1.4 Danh gia nha thau 15 days Mon 05/09/11 Fri 23/09/11 2
25 | = [ -1.5Hopdéng |6 days  Mon 26/09/11 Fri 30/09/11 17

b) Nhap vao cot Predecessor ma cua céng viéc trude do
3. Cac kiéu phu thudc va lag time

Sau khi cac cong viéc da duoc lién két véi nhau, ban c6 thé chon sém hon hay

thém mot khoang tré thoi gian gitra 2 céng viéc bang cach nhap vao 6 Lag

a) Chon cbng viéc can thiét nhap, kich dup vao ra hop thoai Task Information

Task Information @

General Predecessors | Resourcesl Advanced] Notes | Custom Fields]

Mame: | Soan hi so mai thau Duration: | 6 days |~ [ |Estimated

Predecessors:
2]/ Thanh Iap t& chuyén gia
1D Task Mame

M| »

Type Lag
| = [|Finish-to-Start (FS) 1d

ding tac chuan bi
hudn bi hE sa du thdu

anh gia hi sg mdi thau

anh gia nha thdu

anh gid tai chinh hodc diém téng hgp (néu cd)
6ng va md thau

di thu mai thdu hodc déng bao

oan chinh, in &n s& Iurgng ca@n hd so mdi thau
dp ddng

&t thic giai doan chudn bi

¥ hop ddng -
Mdi thau

Phat hanh hd sg mdi thau

Phé duyét danh sach nha thdu dat yéu cau ki thudt (néu cd)
Help [ 0K

Phé duyét k&t qua d&du thau

Ll e e e s TR TP ]

=
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b) Chon tab, chon cbng viéc trudc codng viéc do, chon loai phu thudc nhap lag time. Luc
nay, cot Predecessor s& xuat hién dang

Task Name . Duration . Start . Finish Predecessors .

1.2.1 Soan hé so mi thau 6 days Mon 01/08/11  Mon 08/06/11 |3F5+1 day

i o1 X - 1 oA BT e a — - amemea 1

Nhap thoi gian gbi chong theo s6 am (vi du, —2d cho 2 ngay gdi chong). Nhap thoi

gian tré theo s6 duong.

Pé nhanh chong dua thoi gian xép chong hay thoi gian tré cho mot cong viéc ké
tiép, kich dup vao duong két ndi gitta cong viéc d6 va cong viéc lam trudc Gantt Chart,

va sau d6 nhap thoi gian gbi chong hay thoi gian tré trong hop thoai Task Dependency
c) Thuc hién nhu vay cho toan bo cac cong viéc caa du an

Chu y: dé lién két cac cong viéc lién tiép nhau theo kiéu FS , gitr phim Shift, va
sau d6 kich chudt vao cong viéc dau tién va cong viéc cudi. Bé lién két cac cong viéc
cach xa nhau, gitt phim CTRL. Nhitng cong viéc ban muén lién két voi nhau theo thir ty
cbng viéc nao chon trudc s€ la cdng viéc lam trude, cdng viéc nao chon sau sé la cong
viéc ké tiép. Sau khi chon xong, chon menu Task, & Ribbon Schedule, 4n nit Link Tasks

= < . Pé huy bo lién két giita cac cong viéc, chon cac cong viéc ban muon trong cot
Task Name, va kich ndt Unlink Tasks (€8], C4c cong viéc nay s& dugc sip xép lai dua

trén nhitng lién két va céc rang bugc con ton tai

Dé thay doi kiéu lién két, kich dap vao duong lié két gitra 2 cong viéc ban dang

muén thay doi.

Task Dependency @

From: Lap hd sd mdi thau

To: Mdi thau

Type: EENECEGONE ~ lag: 0 |5
Double-click here
| Delete ‘ [ 0K l| Cancel

4. Xac dinh nhirng rang bugc cho cac cong viéc

Bang sau liét k& nhirng kiéu rang budc gitra cac cong viéc

Kiéu rang bugc Y nghia
As soon as possible Cong viéc khéng bi rang budc
As Late as possible C0ng viéc nay phai bi tri hoan cang lau cang tot.
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Kiéu rang bugc

Y nghia

Finish No Earlier than

Cong viéc phai két thic sau ngay thang chi dinh.

Finish No Later than

Cong viéc phai két thic vao ngay hoic som hon ngiy
thang chi dinh.

Must Finish On

Cong viéc phai két thiic chinh xac vao ngay thang da dinh.

Must Start On

Cong viéc phai két thiic vao ngay thang di dinh

Start No Earlier than

Cong viéc bt dau vao ngay thang hoic muén hon ngay
thang chi dinh.

Start No Later than

Cong viéc phai bat dau trudc ngay thang chi dinh.

Ta c0 thé tao ra cac mdi rang budc vé thoi diém két thic cong viéc nhu sau:

a) Chon task can thiét lap cac rang budc, kich dup vao mé ra hop thoai Task

Information

b) Chon thé¢ Advanced trong muc loai rang budc Constraint type chon 1 trong

nhitng kiéu ké trén. Chon muc ngay rang budc Constraint date dé nhap ngay

roi nhan OK.

Task Information

Name:

Constrain task

Deadline:

Constraint type:

Task type:
Calendar:

WES code:

Help

General] Predecessors] Resources Advanced | Notes | Custom Fields|

Soan hd sd mdi thau

Earned value method Start Ne Earlier Than

|:|Mark task as milestone

==

Duration: | 6days | = [ |Estimated

Mon 23/05/11 -

As Soon As Possible
As Late As Possible

[ Effort driven
Finish No Earlier Than
Finish No Later Than
Must Finish On

Must Start On

lj Constraint date:  Tue 09/08/11 -

Scheduling ignores resource calendars

Start No Later Than

oK l l Cancel

5. Chia (cit) cong viéc thanh cac phin nhé

Ban c6 thé chia nho mot cong viéc néu thoi gian cho cong viéc bi ngat quang.

Piéu nay rat co ich, vi du s& cd thoi gian ban tam thoi ding cong viéc dang lam dé

chuyén sang mot cong viéc khac. Ban c6 thé chia mot cong viéc thanh nhiéu phan néu

can thiét.
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Ciing phai chi y thém rang viéc chia nho 1 cong viéc thanh nhiéu phan khéng

gidng nhu nhitng cng viéc dinh ky ma ban da dugc biét trong nhiing bai trudc.

a) Chon cong viéc mudn chia nho. Trén tab Task kich 58

b) Trén so db Grant, ré chudt dén thanh ngang biéu dién cong viéc, kich vao ngay ban
mudn chia cong viéc, sau d6 kéo phan con lai téi ngay ban muén cong viéc lai bat
dau tiép tuc.

c) Ca thé ghép lai cac phan bang cach kéo cac phan cong viéc cham vao nhau.
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Chuwong 5 .
Tao nguon luc va xac dinh nguon luc cho dw dan

1. Xac dinh ngudn luc va thong tin cho nguon lue du an
Trong MS project 2010 c6 3 loai ngudn luc

1. Work : 1a loai ngudn luc khong phai tiéu dung hét sau khi thuc hién du &n
ma cd thé sir dung trong twong lai, con ngudi , may méc, thiét bi thudc loai
ngudn lec ndy. Nguon luc nay dugc phan bd 100% cho du an hay mot phan
danh cho du an khac.

2. Material : 12 loai ngudn luc duoc tiéu thy, s dung dé du an duoc tiép dién.
VD: xdng dau, vian phong pham...Ngudn tai nguyén nay dugc xac dinh
bang dinh mic tiéu hao cua tirng tac vu.

3. Cost: la chi phi cong thém trong cong viéc dé co thé hoan thanh né. Vi du
nhu 1 tién cong tac phi, chi phi khac...Loai chi phi nay xay ra tai mot thoi
diém, dau hoac cudi céng viéc.

4. Generic: la loai tai nguyén khéng thuoc cac loai trén va dugc dinh nghia
boi ngudi ding. Loai nay duogc sir dung khi chua biét cu thé loai hao phi gi

can ding cho cdng viéc.
Cac buadc thuc hién

Bude 1) Vao Task menu chon ribbon View, 4n miii tén tha xudng cua ndt Grantt

Chart, chon Resource Sheet dé mé khung nhin tao nguén luc cho hé thong.

Hoic vao menu View, chon ribbon Resource Views, an nat

Blld = - L EF e lde ey e e[ o Then oo 1o chioc thaw = Micorosott Prosect = 'T'
e = & B Breswceuiage - flSon s | 9 ek on Tradk - i 1 s -~ -
= B8 ¢ - L
= ) - K-II.-H: 3 2
T Gan aite Team x Ta
| fhart + { Buitiln T Mod &
| Seri——
it & 5h A
Candar 3 rptemile
Goantt Chart ; 3 Ldp b sa mird thiu Finish
Tk @RQESLL - Th T3,/TE 1L i 5
| ¥ | Rescurce Sheet '__._i;u!fl." Mams = Type = Material Label = Inltlals = Graup = Blax = Bt Rate = 0wt Rate = Costfilse = Acous At - Ha
Respurte Lissge

Budc2)  Cot hién thi thdng tin | (Indicate): s& hién thi cac théng tin chi dan, khuyén
c4o lién quan dén cong viéc d6 dé nguoi ding xem xét lai cac tham sé lién

quan dén cong viéc do.
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Budc 3)  Cot Resource Name: danh tén ngudn luc cac nguon lec sir dung cho du an.
Pé c¢6 dugc danh sach cac ngudn luc ndy, ta tong hop tir cac dinh muac hao

phi cta cac cong viéc.

D |Resource Mame = Type = Material Label = Initials = GEroup = hlax, = gnd Rate = Owi.Rate = Cost/Use = Accrue AL =
1 [ ] chuyingiat Work C (o 100%  000¢dfhe 0,004/ 0,004 Prorated
2 Chiunplin gia 2 Work [ MY 100% 0,00 dfhe 000 A B 0,008 Prorated
3 Chunylin gia 3 Work [ MY 100% 0,00 dfhe 000 A B 0,008 Prorated
4 By tinh 1 Work B MAY 100% 0,00 dfhe 000 A B 0,008 Prorated
3 By tinh 2 Work B MAY 100% 0,00 dfhe 000 A B 0,008 Prorated
(1] Tidtn A& chi phi Cast T T Prosated
5 GE.T‘:,I pheto Material G Wil nood 0,008 Prorated

Budc4)  Chon kiéu nguén luc trong Type

Véi nhan lee con ngudi hay may maéc chon kiéu ngudn luc 13 Work

Véi nhitng ngudn luc 1a nhién, nguyén vat liéu chon 1a Material

Vi nhitng chi phi khac chon la Cost
Budc 5)  Trong cot Group dit tén nhém dé gom nhém cac ngudn luc cuing loai lai.
Budc 6)  V&i mdi ngudn luc cdng viéc nhap don vi tai cot Max. Unit

Véi kiéu ngudn luc Work nay don vi st dung duoc tinh theo ti 16 phan trim danh
cho céng viéc. Vi du: 100% bang mot don vi hodc twong dwong tat ca thoi gian ma mot
ngudn lyc c6 thé cung cip. Néu trén 100% la mic ma ngudn luc duge xem 1a si dung
qua mac

Bugc7)  Cot Material label: nhap don vi tinh cho loai ngudn lrc Material, vi du nhu

tan, kg, m3...

Budc 8)  Cot Std.Rate: dé biéu dién muc gia chuan thuong dugc tinh cho mét loai
ngudn lec. Db vai loai ngudn luc Work thi don vi Std.Rate c6 thé 1a ngay,
gio...Dbi véi loai ngudn luc Material thi thi don vi Std.Rate c6 thé 1a don
gié hao phi.

Budc9)  Cot Cost/Use: dung dé biéu dién chi phi ¢ dinh (chi phi khoan khéng phu
thudc vao thoi gian va mic do st dung ngudn lec) cho mét lan s dung
ngudn luc, gidng nhu chi phi van chuyén lip dit may moc, chi phi van
chuyén luc luong cong nhan dén cong truong. Khi mot cdng viéc sir dung
ngudn lec c6 lién quan véi chi phi nay, MS Project s& cong chi phi chuan

Std.Rate va chi phi Cost/Use va gan cho céng viéc.
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Budc 10)  Cot Accrue At (tich liy chi phi): d@& chon cach tinh chi phi caa mot nguon

luc.

Kiéu Start: tinh chi phi ngay tir dau céng viéc.
Kiéu End: tinh chi phi sau khi xong cng viéc.

Kiéu Protated: cong viéc 1am duoc bao nhiéu thi tinh bay nhiéu theo ti I¢.
2. Cach thay déi lich cho nguén luc

Hé théng thoi gian 1am viéc trong phan trude dugc khoi tao cho tat ca cac tai
nguyén nhu con ngudi va may mac, thiét bi. Tuy nhién ban cé thé dinh nghia thoi gian
lam viéc cho mot nhan vién hay may moéc nao d6 dé thich wng voi dy an cua ban. Lay
mét vi duy rat don gian nhu sau, mot nhan vién A cé thoi gian nghi mat tai thang 6 nhung
nhan vién B lai 14 thang 7 vi vay can phai ¢ nhiing thoi gian biéu khac nhau di véi ting
nhan vién. Mot vi du khéc nira 1a may moéc sir dung ciing can c6 thoi gian bao dudng

trong qua trinh hoat dong.
Céch thay d6i nhu sau:

Budc 1) Kich dip vao ngudn luc can thay doi lich 1am viéc so voi lich nén chuan,
xuat hién hop thoai. Hodc chon menu Resouce, chon ribbon Properties, chon nat

Information.

Task Project Wiew Menus Acrobat Format
R 8 & % 3 =

Team Assign  Resource Substitute Add Information | (Motes Details Level
Planner ~ | Resources Pool = Resources | Resources -

Wiew Assignments Insert Froperties

! Resource Information (Shift+F2)
Start

o Show the Resource Information
1| 09/05/11 .
en R dialog box for the selected

resaurce, Tl

I Tirneline

e Ta . _ =

Budc 2)  Chon tab Genreal kich vao nut Change Working Time.

Bu6c 3)  Thiét lap nhu da huéng dan & phan trén.
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ﬁrdngc Woekng Tme e e
TR .

Besource calendar for 'Chopdn gia 3% PR  p— T——

Base calendar.  Slandard B

24 Hours i iy Famm

0 g 1% porkir e
tght Shift

201E

Th| F

Legemnd:

5

Homuneking

31| Edited working 2|34 5|6 EEEE

Boiars =

9 1101112 113 |14 15
On this calendar: Based on:
1617 |18 (19 |20 |21 122

31| Brceplion dey Exceplion Tghi phép® on calendar

23 25|26 |27 |28 20 ‘Churrdn gia 7',
31| Hondefau® wark i '
wepnk EVER _
1
: Excptions | work Waeks |
b ot Finish = Datails...
1 |Moghi pheip 74005/ 2001 m:_ S
Dol
[ e | o] [owe

3. Thiét 1ap ngudn lwe cho cac cong viée

Buéc 1)

Budc 2)

Budc 3)

Buéc 4)

Buoc 5)

Chon c6ng viéc ma ta mudn xac dinh ngudn lec cho noé.

Chon Resourse tab chon ribbon Assignments, an nit Assign Resourse dé

mé ctra s6 Assign Resourse.

Chon ngudn lyc mudn thiét 1ap tir danh sach cac ngudn luc, 4n nat Assign.
Néu cac nguédn luc da duoc thiét 1ap don gia chi phi (cost) thi ta s& thay cot
Cost chira céc gid tri twong (ng. Néu ta chi st dung mot phan caa nguon

luc thi chinh stra cot Unit.

Click vao cong viéc khac o ctra s6 Grant Chart dé tiép tuc thiét 1ap nguon
luc va quay lai cira sd6 Assign Resourse dé chon ngudn luc va an nat Assign.
Thuc hién nhu vay cho cho dén khi cac ngudn luc cho 1 du an duoc thiét
lap xong. Mudn d6i tir nguon lec nay sang ngudn luc khac, ta chon né roi
an nut Replace dé chon ngudn luc khac.

Nhan nut Close dé hoan thanh thiét 1ap nguén luc cho mot céng viéc. Trén

khung nhin so d6 Grant, ta thdy cac ngudn luc da dugc dinh kém voi thanh

tién d6 cOng viéc mmmmm Chuyén gia 1;Chuyén gia 2;Tién dé chi phi
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Muén loai bo mot ngudn luc, ta thuc hién dén budc 3, rdi chon nguon hrc

mudn loai b tir danh sach céc ngudn luc, 4n Remove

4. Sira ddi thoi gian thwe hién cong viée

Khi ban thiét 1ap nhiéu nguén lec cho mot cong viéc duoc danh dau ¥ stert driven

Microsoft Project tu dong giam thoi gian thuc hién cong viéc. Vi du mot cong viéc do 1

nhan vién thyc hién trong khoang mot ngay thi s& chi mat ntra ngay dé thuc hién néu 2

nhan vién cung thuc hién. Néu ban mudn giir khoang thoi gian thuc hién cho cong viéc

nhu ci thi thuc hién nhu sau:

Budc 7)
Budc 8)

Budc 9)

Chon tén cdng viéc trong ctra s6 cua Grant Chart
Kich dup vao tén cong viéc vira chon. Sau d6 chuyén vao tab Advance

Trong hop thoai nay bo dau kiém trong muc Effort Driven, sau d6 kich OK.

Bay gio khi tao thém ngudn lyc cho cong viéc s& khdng bi thay doi
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Task Informaton =
Ganeral| Predecessors| Resources - Advanced | Notes | Custom Fielas |
Hame: | Soon b= ki Duration: | 5deys == || Estimated
Consrain tasc
Dendline: Mhon E3/0511 -
Constraing ype: A Sioan Ak Posable w  Constraint date: WA =
Task type: Foied Linits - ::,_'f_':[“,p,l driven
Cabendar: Hone L Scheduling igrnores resooos calendars
WWHS code: 121
Enrned yalue mathod: % Complete -
_:Mark tack &5 mabestond
| Help ! LHE ] | Cancel

5. Kiém tra hi¢u chinh viéc

str dung nguon luc

Khung nhin Resource Usage thé hién tat ca cac nguon luc su dung trong du

an. V6i khung nhin nay ban c6 thé thiy rang ngudn lec duoc st dung nhu thé ndo, nhiing

ngudn ngudn luc nao cé thé st dung tiép, nguon ngudn luc nao dang qua tai.

Budc 1)
Budc 2)

Budc 3)

Trong tab Task ,& muc View chon Resource Usage

Trong Resource Name xem lai c&c cdng viéc sir dung ngudn ngudn luc nay

Muén d6i cong viéc cua ngudn luc, vi du doi chuyén gia 1 qua lam viéc cua

chuyén gia 2, chuyén gia 2 qua lam viéc cua chuyén gia 1, ta ré dong nguédn luc

chuyén gia 1 d¢ qua dong

ngudn lyc cua chuyén gia 2

[T 0= [ R R s - R (LIRS Then o %0 chue thau - Miciciol Proyect — BB IR
“ Taik | escarie | Mo Wiew  WWen Asoba Foamat w i@ B
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Chuong 6 )
Qudn ly dw an (hé thong)

1. Xem xét toan bo du an

Chuing ta c6 thé quan sat thoi gian bat dau, két thic dy an va thoi gian nhing
pha chinh xay ra trén khung nhin Gantt
Trong menu View, chon ribbon Zoom, chon niit Zoom dé cé thé lya chon céc loai

hinh dé c6 thé xem dugc dy 4n,0 diy mudn xem toan bo dy an chon Zoom ta duoc hop

thoai chon Entire project dé nhin thay toan bo du an kich OK.

Bllid@-o-05mAl- LA Tien do to chuc thau - Micrasaft Profeess g
n Tazk Resource Praject BAEnUs acrobat Farmat 2 =
- = THHTY
E: Iﬁ ﬂ ) E —a Regaurse Lisage = il Soat = = [Mo Highbight] = Timescale: ] 1 waak
2 "I l“l' i m - . B Resource Sheet - 53 Outing = W [No Fiker] = [#] Days =2 Toom Cut 2 ks
.;p:::-lt - u.-__:\;‘: . G- Fh:::lr - BB Other views = i Tables = B No Graup) F,  Zoeen 1 manth
Task Views REsource Views Duna by 1] O Zacen.. 4 months
o Tash_ Task Name . |Duration _|Start i I Eoiectnd Rk
Mo g F Zoom S Enbire project I b=
1 = 1 Té chire dau thau 164 days Mon 09/05/11 Show the 7 Custern: | 350 | Dayls) -
z = - 1.1 Céng tac chuin bj 60 days  Mon D3/DE/11 F TN
3 2 1.1.1 Thianh g th chiyén gia 1 day Mon 020511 ¢ Hlasicl [ e | oK [ cancl
F = 119 S hondn nha b fado mAd R dawe  Man NONRATF T T B AT T T BT TR
o R N 4 A Y N A , r
2. Kiém tra ngay bat dau va ngay ket thic du an
Chung ta c6 thé xem lai thOng tin V& [P e o Tondo e il 5
, I Start_ P | Findih
A X . . Logr : A Carant Mom (/0511 Thu 22713711
ngay két thdc du an c¢6 dang mong doi khong, ||{iei- B -
Actual HA M
X N . A N N ~ < A Varance 0 g O days
so lugng cong viéc va so thoi gian da thyuc hién e o —
Current 164 darys | 2,308 has | 102.255.016,9
k2 A Baszlin o ot o
duoc cua du an Chctial 1 e D | ia1
Rermsining 164 days 2.208 hes 167.255.016.96 §
Petere copiite:
Vao menu Project, chon ribbon | mees s e e o=

Properties, chon nit Project Information ,kich Statistics s& dwgc hop thoai hién thi théng

tin nhu sau:

3. Xac dinh dwong gang cua du an

Puong ging 13 tap hop cac cdng viéc phai duoc thuc hién dang tién d6 dé nhiing

cong viéc nay khong anh hudng dén sy hoan thanh cia du an néu cé sy tri hodn cong

Viéc.

Trong tab Task muc View chon Tracking Gantt. Khi d6 s& hién thi mot duong

mau do duong nay chinh la duwong gang cia du an.
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Risceatce Progct View Whatars Acrobat Format & @ - =
E TR Resource Wage = 31 Sem - 3F [No Highightl - Timescoale: L Toom - Tumeting Sl B
o~ B Pwigurce Sheel - S Outine = " [No Filter] = [1&] Duys - B Gutire Projact Distadi 3 o -
v'.::::: o Bl Other Vi - Ih Tabdes = 32 i droug] s T} Selecied Tasks __.\_::.Tm o rNEIm
Task Name . Duration | 11725 Apr ‘11 [30'May "11]04 Jul*11 |08 Aug 11 [12 Sep 11 [170ct 11 [21 Now 11 [36 Do~
MW E | &[T ] T 5| MIWIE LS T[T IS MIWIE
Tvn l:hu‘c dfu thiu 164 El!'p'l- = o %
cdm,gtic chu‘nhi Endl'.l:. ; v ]
Thisnh p td chuy®n gis 1 day LR
Sor tuyn nha thi (nifu ob) 60 days 1 : b
“ Liip hd 3ot md thiu 39 days | O
Sagn hd s min thiu 12 days o ] |
Thim dink hd sor i thi 10 days B 0% |

4. Xem xét cac cft khac nhau trong mot khung nhin

Trong khi thiét 1ap va theo ddi du an, rat hitu ich néu ching ta c6 thé xem xét thém
nhiéu t6 hop cac thong tin trong mot khung nhin. MS Project cung cap mot tap hop céc to
hop thong tin dbi vai méi khung nhin, tiy theo nhu cau vé s6 liéu can theo ddi, ta chon

khung nhin phu hop.

Tén khung nhin Noi dung
4111 Cale | Lich hang thang chi ra cic cong viéc va kha ning hoan thanh
ndar no.
4112 Gant | Dién ta cac cong viéc va cac thong tin co lién quan, mot biéu
t Chart do (biéu @6 ngang) thé hién cac cong viéc va thai gian hoan

thanh chadng.

41.1.3 Net | Thé hién duéi dang ludi cac cong tic (so dd mang) va su
work Diagram phu thudc gitra ching. Dung khung nhin nay d€ c6 mot cai
nhin bao quat vé cac cong viéc.

4.1.1.4 Task | The hién danh sach cac cong viéc da duoc gan tai nguyén.

Usage Dung khung nhin nay dé thay nguon nguon luc nao da dugc
gan cho mét cdng viéc cu thé

4115 Trac | Thé hién danh sach cua cong viéc va thong tin co lién quan.

king Gantt Dung khung nhin nay dé theo ddi tién trinh cua dy an.

41.1.6 Reso | Thé hién biéu d6 phan phOI tai nguyén. Dung khung nhin

urce Graph nay dé thé hién théng tin vé mot ngudn luc dudi céc tiéu chi
khac nhau.

41.1.7 Reso | Danh sach ngudn lyc va théng tin lién quan. Dung khung

urce Sheet nhin nay d¢ nhap va hiéu chinh céc théng tin veé tai nguyén.

4118 Reso | Thé hién danh sach gan ngudn luc cho cong viéc duoc nhoém

urce Usage dudi moi nguon tai nguyén. Dung khung nhin nay dé thé

hién chi phi hoic phan phéi gio cdng ngoai gio.
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41.1.9 Mor | Cho phép lua chon cac khung nhin khac cta chuong trinh.
e View

Trong menu View, chon ribbon Data, 4n nit Table, chon khung nhin ma muédn ta
mudbn quan sat so liéu.

41 som - # Mo Highbght] - B |pio Highlight] = Tumescals & o Hghight] =  Timagcal L2
e A = . M
By Outlme + 5 [MNo Filter] - .’_.4-.-.-. s ¥ [Mo Pt |25 Cuwys & E
2 & 1
i Tabes +| Bt N Group) - ? T
e M Filer Built Tn
Built In . X
1
Losl srpirted Tak
Enlry i
Dats Range
Hyperink Foompléte Tatl
Sehedule foii
Tracking wemrmary Tacky
Tatk Rang
Yanence N R S
v | Werk v Rescarce
: % Chear ke
Summary
o (Mew Fite
UsagEe .
o Beset to Defaul R Dok ntilias
@ soye Fields as o Mew Table

4 pdore Tables

5. Thé hién thong tin c6 chon loc

Poi khi ban can theo ddi chi mot s6 cong viéc xac dinh nao d6, MS Project cho

phép ta loc thdng tin trong toan dir an dé c6 dugc nhirng thdng tin can thiét.

Trong menu View, chon ribbon Data, 4n nut Table, chon khung nhin ma muédn ta
mudbn quan sét sé liéu. C6 thé loc thdng tin theo y muén bang cach chon More Filter...

nhu trong hinh trén ta dugc hop thoai
6. Nhom thong tin trong m¢t khung nhin
Ngoai loc thong tin ta con c6 thé gom nhém ching lai dé tién theo ddi hon.

Thuc hién cac budc nhu trong phan trén nhung thay vi 1ay dit liéu trong phan
Filter ta chon dir liéu trong Group
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Chuong 1
Cach thwec luu ké hoach cua dw an va kiém sodt dw dan

Sau khi d& nhap toan bo thong tin vé cong viéc, vé ngudn lyuc, théng tin vé chi
phi cho duy &n, ban ¢ thé luu giit né nhu 1a mot ké hoach ban dau (baseline)

Dé luu lai nhitng théng tin vé du &n tai mot thoi diém thuc hién du &n, ban co
thé luu gitr théng tin ¢ dang thoi gian chuyén tiép (Interim) va co thé so sanh thang tin tai
thoi diém chuyén tiép nay véi thdng tin du an ban dau.

Trong qua trinh thuc hién du an, ban cé thé so sanh nhitng thong tin hién tai va
thong tin khi 1ap ké hoach cho dy an.

1. Luu giit mdt ké hoach
Khi ban d3 nhap tit ca cac thdng tin dir an va sin sang dé thyuc hién dy &n, ban
c6 thé luu trit nhitng thdng tin nay nhu 1a thong tin khoi tao ké hoach cho du an. Chinh tir
thong tin ké hoach nay ban c6 thé so sanh véi théng tin khi thuc hién du &n, va tir d6 dé
¢6 nhitng diéu chinh hop ly
Budc 1) Chon menu Project, chon ribbon Schedule , nhan Set baseLine

Budc2)  Chon muc Set Base Line, cho phép chon Base Line 0 dén 10

Budc 3)  Chon Entire Project hay chon Selected Tasks dé luu giit toan bo dy an hay

chi luu nhitng c6ng viéc da chon. Nhian OK

2. Luru giir tai nhirng thoi diém chuyén tiép (interim)

Sau khi Iuu trit mot ké hoach cho du &n, ching ta c6 thé luu trit théng tin tai

nhiing thoi diém chuyén tiép. MS Project cho phép luu thong tin theo kiéu chuyén tiép 10

N
A

lan
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Budc 1) Chon menu Project, chon ribbon Schedule , nhin Set baseLine.
Budc 2)  Thay vi chon Set baseline ta chon Set interim plan.
Bugc 3)  Trong cot Copy chon tén caa ké hoach tai thoi diém chuyén tiép hién tai.
BuGc4)  Trong muc Into chon tén cua ké hoach tai thoi diém chuyén tiép tiép theo.
Budc 5)  Chon toan bo du &n hay chi cac cong viéc duoc chon lya. Nhan OK

3. Thay ddi tham s6 cong viéc theo thue té thue hién

Pé dy an thuc hién dung tién do, phai dam bao cac cong viéc phai duoc bat dau
va két thuc dung ké hoach. Ta nhap cac % cong viéc hoan thanh va diéu chinh cac ngay
bat dau cua cong viéc va két thiic. Khung nhin Tracking Gantt cho phép ching ta thay
duoc nhimg diém nhiing cong viéc thuc té 1a khac vai ké hoach. Ching ta phai diéu
chinh nhitng cong viéc lién quan, dua thém ngudn luc hay bo bdt nhiing cong viéc can
thiét dé kip nhitng thoi diém han dinh.

Chon khung nhin Tracking Gantt, chon ché d¢ hién thi cua ribbon Data, chon nit
Table, chon Work hoac Variance.
4. So sanh giira thoi gian thue té thwe hién va ké hoach d6i véi méi cong viée

Trong MS Project ban c6 thé so sanh thai gian thuc hién cong viéc thuc té va ké
hoach. Mot cdng viéc co thé két thic sém hon hoic cd thé phai kéo dai hon so véi ké
hoach da dinh. Dé du an duoc thuc hién ding tién d6 , ching ta can phai biét duoc nhitng
thay doi nhitng phat sinh trong thyc hién dy an. Ms Project cung cap mot chic ning dé
thuc hién diéu ndy. Chirc ning nay cho phép ban thiy duoc nhitng céng viéc co lién quan
t61 chiing, diéu chinh ngudn nguon luc sir dung hay lugc bé nhitng cdng viéc khdng can
thiét dé hoan thanh céng viéc d6 dung han

Budc 1) Chon menu Task, chon ribbon View, chon nit Gantt Chart

Budc2)  Chon menu View, chon ribbon Data, chon nuat Table, chon Work hoac

Variance.

Budc 3)  So sanh céc gia tri trong cot Work, Baseline, Actual
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Task Name . |Work . |Baseline  _|Variance _ |Actual _ |Remaining _ % W. Com

1 |=T8 chirc du thiu 1.243,2 hrs 1.248 hrs -4,8 hrs 361,6 hrs 881,6 hrs

2 = Cdng tac chuin bj 8 hrs Shrs Ohrs 8 hrs 0 hrs ]
3 Thanh lap t8 chuyén gie 8 hrs 8 hrs 0 hrs Bhrs 0 hrs ]
4

5 = Lép hd so mvi thau 563,2 hrs 568 hrs -4,8 hrs 353,6 hrs 209,6 hrs

6 Soan hd so m&i thau 187,2 hrs 192 hrs -4.8 hrs 153,6 hrs 33,6 hrs

7 Tham dinh ho so mai t 80 hrs 80 hrs 0 hrs A0 hrs A0 hrs

8 Trinh phé duy&t hd son 16 hrs 16 hrs 0 hrs O hrs 16 hrs

Y nghia céc cot trong bang:

Work: Thoi gian thuc hién theo cac tham sé hién tai.

Baseline: Thoi gian thuc hién cong viéc theo ké hoach.

Variance: Khoang thoi gian thay doi giira thuc té va ké hoach.
Actual: Thoi gian thuc té da thuc hién dugc theo cac tham sé hién tai.
Remaining: Thoi gian thuc té con lai.

%W. Coml: S6 phan trim cong viéc di thuc hién.

5. Nhap tong thoi gian thue té sir dung ngudn luc va so sinh véi ké hoach

Néu ké hoach thuc hién cdng viéc cua ching ta duoc xay dung trén cac nguon lyc,
viéc theo ddi tién do dya trén thoi gian hoan thanh cong viéc thi ban c6 thé theo ddi dugc

thoi gian stir dung nguon lyc do.

Khi ban nhap théng tin thoi gian thuc té st dung ngudn luc, MS Project s& ty dong

tinh lai s6 thoi gian con lai sir dung nguén nguon luc do

So séanh viéc sir dung ngudn luc trong thuc té va ké hoach. Ching ta c6 thé theo
ddi viéc sir dung nguon luc trong thyuc té va ké hoach. Trong phan nay chiing ta ciing c6

thé theo ddi duoc sé ngudn luc qua tai ddi véi viéc sir dung ngudn luc.
Budc 1) Chon menu Task, chon ribbon View, chon nit Gantt Chart

Budc2)  Chon menu View, chon ribbon Data, chon nat Table, chon Work hoac

Variance.

Budc 3)  So sanh céc gia tri trong cot Work, Baseline, Actual
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Chuong 8
Quan ly chi phi dw dan

1. So sanh chi phi hi¢n tai va ké hoach
Chi phi thuc hién du an theo ké hoach c6 thé s& khéc vai chi phi thuc té thuc hién.
Chinh vi nhiing 1i do trén ching ta can phai theo dai chi phi thuc hién cac cong viéc trong
qua trinh thyc hién va dam bao rang téng chi phi thuc hién dy 4n s& khéng nim ngoai du
kién.
Budc 1) Chon menu Task, chon ribbon View, chon ndt Gantt Chart

Budc 2)  Chon menu View, chon ribbon Data, chon nat Table, chon Cost.

Budc 3)  So sanh cac gid tri trong cot Total Cost (tong chi phi theo céc tham sé hién
tai), Baseline (tong chi phi theo ké hoach), Variance (mirc thay doi giira ké
hoach va hién tai), Actual (chi phi that sy da bo ra dén thoi diém dang xét),
Remaining (chi phi con lai phai thuc hién so vai tong chi phi theo cac tham

s6 hién tai)

Task Name _ Fixed Cost _ |Fixed Cost Accrual _ |Total Cost | Baseline _ (Variance  _ |Actual . |Remaining _
1 T4 chirc diu thiu o0,00gd Prorated 599.000,00 d 599.000,00 § 000.000,00 d 076.666,67 d 522.333,33 ¢
2 - Cong tic chuin bi 0,00 d Frorated 0,00 d 0,00 d 0,00 d o,00d 0,00 d
3 Thanh l§p 18 chuyén gie 0,00 g Prorated 0,004 0,00 ¢ 0,00 ¢ 0,00 ¢ 0,004
3 Lip hd s méi thiiu 0,004 Prorated 279.000,00 § 999.000,00 d 280.000,00 d 076.666,67 d 202.333,33 d
6 | Soan hd sor mdi thiu 0,00 d Prorated 994,000,004 914.000,00 4 S0.00000d 676,666,667 d 317.333.33 4

2. Xem xét chi phi toan by du an

Véi Ms Project, ching ta co thé thiy duoc tong chi phi theo ké hoach, theo thuc

té, chi phi da sir dung va chi phi con lai dé thuc hién dy an.

Trén menu Project chon ribbon Project Information, hién ra cta so Project
Information, 4n vao nat Statistics, hién ra cira sd Project Statistics, ta c6 cac dong théng
tin cua tong du 4n twong tu nhu muc trén:  Current (tong chi phi theo cac tham sé hién
tai), Baseline (tong chi phi theo ké hoach), Actual (chi phi that s da bo ra dén thoi diém
dang xét), Remaining (chi phi con lai phai thuc hién so vai tong chi phi theo cac tham s6

hién tai)

40/55 Ths.Ks. Luong van Canh



Ung dung MS Project 2010 trong Qudan 1y du an

Project Statistics for ‘Tien do to chuc thau' @
Start Finish
Current Mon 09/05/11 Mon 26/09/11
Baseline Mon 09/05/11 Mon 26/09/11
Actual Mon 09/05/11 NA
Variance 0 days 0 days
Duration Work Cost

Current 100,8 days 1.243,2 hrs 95.855.000,00 d
Baseline 100,8 days 1.248 hrs 97.599.000,00 d
Actual 19,97 days 361,6 hrs 22.074.000,00 ¢
Remaining 80,83 days 881,6 hrs 73.781.000,00 ¢
Percent complete:

Duration: 20% Work: 29%

3. Phan tich tai chinh véi bang Earned Value

Earned Value 12 cdng cu quan Iy chi phi va tién do du 4n mét cach truc quan. Néu
muén so sanh tién trinh, chi phi thuc hién du an mong doi véi tién trinh, chi phi thuc té

vao mot thoi diém nao d6, chiing ta ¢ thé dung bang Earned Value

Chlng ta cd thé sir dung bang nay dé dy doan rang véi tinh hinh hién tai thi céng
viéc s& két thic vai mot chi phi vuot qué kha ning cho phép hay khong. Vi du néu mot
cong viéc da hoan thanh hon 50% va chi phi thuc té 14 2000000d, ching ta c6 thé dé dang
thiy duoc con sé6 20000000d 1a nhiéu hon, it hon hay bang so véi thuc hién 50% cong
viéc nay . Cot VAC thé hién su khéac nhay vé chi phi giira thuc té va ké hoach.

Pé tinh duoc gié tri dat duoc, khi

Eamned Value options for this project: i) Tien do to chus thau| =

ghi chép mtc d6 hoan thanh cua cbng

| Default task Egmed Yoloe method I Phymical % Complete| = |

& I | "W A " " 1
Easeline for Eamned Valoe caloulagion: k: ”"F“ . Ved 1108/01) | =

viéc, vao menu File, chon muc Option,

Calculation options for this profect:  'El] Tien do te chue thau | =

chon tab Advanced, tim muc Default Task
Earn Value Methode, ta chon loai Physical % Complete ( dirng chon % Complete).

Budc 1)  Chon menu Task, chon ribbon View, chon nut Gantt Chart

Budc2)  Chon menu View, chon ribbon Data, chon nat Table, chon More Tables,
chon Earned Value, an Apply.

Budce 3)  So sanh céc gia tri trong cot cua bang Earn Value.
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“ Task Resource Praject W Plenus Acrobatl Format

'?FFH TR Rescerce Usage = 5 Seet - #F [NoHighlight] - Timescale

= . A Faom - Timsling o f—
- - Hg - B
m - A Pescurce Sheet - 5l Duting = % [N Fiker] - Days - B Gntre Progea Detali ' 2 -
Ganth | Task Team = o o o oo ot e Mew . | Macres
Chaet ~|Usage - B * | Planngr - T8 Other Views = 1 Tables = BM [Mo Group) . A Selected Tasks Whndow
Tas Resource vk Data Fi ol Vig W
Task Mame Planned Earmed Value - _ |AC [ACWR) s o _ [EAC BAL WAL
Value - PV EV (BOWF)
1 T& chire diu thiu 000d 9279333334 OE7TE.6E667d 27933333 4 397.333,33 4 77R.107, 984 599000004 179.107,98 4
F) Cang tac chuiin b 0,00 d 0,00 d 0,00 d 0,00 4 0,00 d 0,00 d 0,00 4 0,00 4
3 Thanh |§p t& chuyén gis 0.00g 0.00g 00048 0,00 o 0,00 g 0.00g 0,00 d 0,00
4
E Lip hd so' mii thiu 0004 9.279.333.33d 9.676.666,67d 279.333,33 d 397.333,33d 711.723,90 d 999.000,00 d 712.723.90 4
& | Soan b so mii thiiu 334 - 33,33 f S0, JES,00  914.000,00 f 595, 785,90 J
7

Thédm dinh hifs sor i & 0,004 0,004 0,00 g 000 g U. o 200,000,000 d 000.000,00 4 ZDU.UUU d
Cha y: néu cot VAC am thi theo tién do thuc té nay thi quy tai chinh du dinh theo

ké hoach 12 4m va nguoc lai

Ta tham khao d6 thi sau dé hiéu rd vé EVM:;

== ERC
o |
5000 )
AC Iy
\ ‘ |
' 7 VAC
4000 K
|
3000 e s BAC ——
| |
2000 1 Projected
Program
Delay
1000
EV _— » .
}Cost Variance }’ Schedule Variance
0 = . . s L L 1 L L 1 L L J

Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec Jan Feb Mar Apr May Jun

Schedule Slip

Mot sé tir viét tit va ¥ nghia trong EVM:

Do léch vé tién do: SV=EV-PV va chi s tién d6: SPI=EV/PV cho biét du an tré
hay nhanh hon tién d6 chuan.
Do léch vé chi phi: CV=EV-AC va chi sé chi phi thuc hién CPI=EV/AC

SPI>1: nhiéu cdng viéc hoan thanh hon ké hoach du tinh.

CPI>1: chi phi thuc chua vuot qua gia tri dat duoc
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Project Management Question EVM Perrmance Neasunes
Performance Schedule | How are we delag time-wise? Schedale Anshels & Forecasting
“W S W O BTG SRR T Sefldeid Vinandd
| SV>0RSM>L0 | SYwOBSP=10 | SV«O&SPI<1D Fiw efficizntly ase ne g lne? Seheduie Perfoirans: edes (9

Whart arg W0 ko 1o dnish wovk? Tima Esimats & Comgleton (EACT)
(0 Sedacule | How nre we delag eost-wise? Cost Amalysis & Fonseosting
mm Arg e ST OF OVEY 0L SUGIpSrT Comt Varianoe (V)

How cflgiontly e we Lsng ooy resosres T ot Performance oo (CP)
D Schedul Fow pfloently mast w LSe 00 mmaning To-Complete Perormances bnden (TG

[n Budget M L
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(e Seladuls W wet b i 2 v Busiged? Vadianee ol Comgletien (VAC)
Dm'w What &l tie renasnng ok i Estmete io Compiete (£1C

Dé c6 thé vé& duge d6 thi cua EVM, ta phai nhap liéu % hoan thanh va chi phi céac
cdng viéc theo dinh ky thang hoic tuan. Sau d6 chon ngay tinh trang cta du 4n theo diing
ngay nhap liéu dinh ky dé xem bang Earn Value.

Pé chon ngay tinh trang, chon menu Project, chon Properties, chon nat Project

Information. Sau @6 nhap ngay tinh trang du an vao.

Project Information for "Tien do to chuc thau' @

Start date: v Current date: Sat 10/11/12 -

FEinish date: Mon 26/09/11 - Eus date: NA 3

Schedule from: Project Start Date w Calendar: Standard -
All tasks begin as soon as possible. Priority: 500 =

Fntarnrisa Cnctnm Fields

Dé quay lai bang Earned Value, chon menu View, chon ribbon Data, chon nit
Table, chon More Tables, chon Earned Value, 4n Apply.
Dé chuyén dir liéu cac gia tri PV, EV, AC... qua Excel dé v& db thi, ta quét khdi
va copy (CTRL+C) dix lidu, ké tiép chon phan mém Excel dé dan vao.
Ngoai ra, ta co thé vé do thi Earned Value truc tiép tir MS Project 2010 nhu sau:
Chon menu Project, chon Report, chon nit Visual Report, cira s6 Visual Report xuat
hién.
Trong cua so nay, ta chon dit liéu s& xut ra Excel, bé dau chon Viso di. Tiép tuc chon
bao loai bdo céo la Earned Value Over Time Report trong tab All, chon muc d6 chi
tiét dir lidu xuat ra 1a ngay, tuan, thang...Sau do click nut View, két qua s& duoc xuat

qua Excel gém 2 sheet: db thi va dit liéu.
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Visual Reports - Create Report

Select Template

Show report templates created in: | Microsoft Excel I [ Microsoft Visio

| Task Summary | Resource Summary | Assignment Summary

All | Task Usage | Resource Usage

Assignment Usage

E1Baseline Cost Report
&1paseline Work Report
'z‘._]Budget Cost Report
'z'._]Budget Work Report
& Cash Flow Report

@Earned Value Over Time Repoﬂ
‘ZlResource Cost Summary Report
HResource Remaining Work Report
EResource Work Availability Report
EResource Work Summary Report

Select level of usage data to include in the reporif:

[]include report templates from:

Help ] [ Save Data...

4 Weeks |:l-\

New Template...

l

Edit Template...

l

l
l
l

Manage Template.

=

Sample

/

Modify...

] Close
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Chuong 9
Quan ly chi phi dw dan

Viéc in an céc bo biéu co thé theo cac dang sau:

Cac béo cao chuan cua Microsoft Project 2010.

Tién d6 chung cua dy &n.

Bao cao lich trinh cac cdng viéc.

B4o c4o vé viéc str dung tai nguyén va cac cong viéc.
B4o c4o vé lich 1am viéc theo tuan, quy, thang.

1. Céc b4o biéu chuin ciia Microsoft Project

Viéc tao cac biéu miu chuan cua Microsoft Project dugc hién bang céch chon
menu Project, chon group Report. Tai ddy, ta c6 thé chon cac dinh dang bao céo sau:
Béo c4o dang d6 thi (Visual Reports).
B4o c40 co ban dang bang sé liéu (Reports).
Béo cao so sanh cac phuong an khac nhau cua du an (Compare Projects).

Béo c4o cac dir liéu truc quan tai cua sé dang thao tac.

—
I Bl 2- H ] & - i aeniid  Tign do to chud thau - Microsoft Project
[ m Task  Resource | Project | Wiew  Memus  Acrobat Format
. P E| ®] T o m e swhsDate S =
i ! — — Lt - =aL]
. = = Twan: =
subpreject  Braject  Cugtom Links Between  WES Chandge £ seulate Mlda Ugrdate
Infermation  Fields Prapects . Warkeng Time  Praject Baseling = Project Preject

1.1 Bio cao dang dd thi (Visual Reports).

Click niat Visual Reports trong group Report, cira so s& hién 1én dé ta chon céc
dang bao cao:

[ Brports Covaes Havmat =
[ —
Bl 1ope iempanes ToHed b [V Moo bl | sagaol Yigls
Tk Sy | e Sevmey e
e umage e L dimpraam g

Earrved Valus Cvar Time Report

i Tompiate._.
: = =t FREI———
1 Tme it [eTrep—— -
= g B — _'_,..-"'f
- =
) . e
IR e Wk Summany Repot S |
L e -
Lol - e frer plk frien | -
ren o — Dhve bl
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Tén bao cao

MO ta

Cash Flow Report

St dung béo céo nay dé xem mot do thi thanh minh hoa s6 tién chi phi
ké hoach va chi phi thuec té tich 1ty theo thoi gian.

Earned Value
Over Time Report

St dung béo cao nay dé xem mot biéu do AC (chi phi thyc té cua cong
viéc thuc hién), gia tri ké hoach, va gia tri dat duoc.

Resource Cash
Flow Report

Str dung bao cao nay dé xem mét so d6 cho thay chi phi ké hoach va chi
phi thuc té cho du an theo thoi gian. Chi phi duoc chia nho theo loai
ngudn luc (nhan cong-may, vat liéu, va chi phi khac). Bao hiéu néu chi
phi ké hoach vuot qua chi phi co ban mét cac truc quan.

Resource
Availability
Report

Str dung béo cao nay dé xem mot so dd cho thay nhan cong-may va muc
con lai ddi voi cac ngudn tai nguyén sin sang caa du an, duoc chia nho
theo loai tai nguyén (nhan céng-may, vat liéu, va chi phi khac). Mot la
co do duoc hién thi bén canh méi tai nguyén duoc bi st dung qué muc.

Resource Cost
Summary Report

Sir dung béo cao nay dé xem mot biu dé minh hoa sy phan chia chi phi
tai nguyén gitra cac loai nguon luc: nhan cong-may, vat liéu, va chi phi
khéc.

Resource Work
Availability
Report

Sir dung bao c4o nay dé xem mot @6 thi thanh véi tdng muac con lai san
sang cua nguon tai nguyén nhan cong-may minh hoa theo thoi gian.

Resource Work
Summary Report

Str dung bao cdo nay dé xem mot d6 thi thanh vai tong sé cong suat
nguon luc nhan céng-may va cdc cong viéc minh hoa trong don vi nhan
cong-may.

Baseline Cost
Report

St dung béo céo nay dé xem mot do thi thanh véi chi phi ban dau, chi
phi ké hoach, va chi phi thuc té cho du an dwgc minh hoa qua cac céng
Viéc.

Baseline Report

Str dung bao céo nay dé xem mot so dd cua dy &n caa ban chia nho theo
dinh ky theo nhiém vu. B&o céo nay so sanh ké hoach cong viéc-chi phi
véi cong viéc ban dau-chi phi. Sir dung dé hién thi khi ké hoach 1am
viéc vuot qua cdng viéc co ban, va khi ké hoach chi phi vuot qua chi phi
co ban.

Baseline Work

Str dung bao cdo nay dé xem mot dd thi thanh véi cong viéc ban dau,

Report cong viéc theo ké hoach, va cong viéc thuc té cho dy an dugc minh hoa
qua cac cdng viéc.
Budget Cost St dung béo cdo nay dé xem mot do thi thanh véi ngn sich dugc
Report duyét, chi phi ban dau, chi phi ké hoach, va chi phi thuc t€ minh hoa
theo thoi gian.
Budget Work | Str dung bao cdo nay dé xem mot do thi thanh vai cong viéc ngén sach,
Report cong viéc co sa, cong viéc theo ké hoach, va cong viéc thuc t¢ minh hoa

theo thoi gian.

Critical Tasks
Status Report

Str dung bao céo nay dé xem mot biéu d6 hién thi cac cong viéc va phan
con lai cua cbng viéc, loai cong viéc quan trong va khéng quan trong.
Thanh dir liéu chi ra phan tram cong viéc hoan thanh.
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Task Status Str dung bao cdo nay dé xem mot so dd cua céng viéc va phan trim

Report cdng viéc hoan thanh cho cc cong viéc, vai cac biéu tuong chi ra khi
cdng viéc vuot qué, bang, thap hon so véi cong viéc di 1ap ké hoach.
Thanh dit liéu chi ra phan traim céng viéc hoan thanh.

Resource Str dung bao cdo nay dé xem mot do thi thanh véi cong viéc con lai va
Remaining Work |céng viéc thuc té phai thuc hién sé tiéu hao moi nguon luc, minh hoa
Report theo don vi caa ting chung loai nguon luc.
Resource Status | Sir dung bao cdo nay dé xem mot so dd cua cong viéc va gia tri chi phi
Report cho moi tai nguyén cua du an.

1.2 BA&o cdo co ban dang bang s liéu.
Trinh ty thao tac nhu sau:
Budc 1)  Click Project menu.
Budc 2)  Trong Reports group, click Reports.
Budc 3)  Trong cira so Reports, click chon nhom bao cdo, sau d6 click Select.

Budc4)  Trong cura sd ké tiép, chon bang dir liéu mudn in béo cdo, sau dé click
Select mét lan nira. Bang bao céo s& xuat hién ¢ cira s6 xem truéc khi in

Print Preview.

Budc 5)  Chon cac théng s6 in nhu mdy in, trang in, gidy in... Click Print.
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Tap-Livel

Tasks

——

unstarted Tasks Tasks Starting Tasks In l Clota
Seon Frogress
Completad Should Have 5lipping Tasks L
Tasks Slarted Tasks

Working Darys

kbbbl

Croerviee...

Reports E Owvervew Reports
ok & =, Select - h
£ = | Cloea: . 5 g
Lrvaniew... Lurrent Cosis... Eroject
Summary
: : ==
-
3 . ey
Assignments... Warkdaad... Custom...
Milestenas
Cost Reports

Oerbudget
Resouroes

Earned Value

Assignment Reports

Select

Edit...

When

Who Does What

Close

& Wb

To-do List

Overallocated
Resources

Assignments...

Custom Reports

Reports:

Base Calendar |

Budget Report
Cash Flow
Completed Tasks
Critical Tasks
Crosstab

Earned Value
Milestones

\
|
0
LV

Overallocated Resources
Overbudget Resources

Overbudget Tasks

Copy
Custom
[ Select ]l Cancel

=X

Task Usage

Resource Usage

L

Workload...

Dudi ddy 1a mot bang béo céo dir lieu mau do MS Project xuét ra.
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2. Bao cao cac dir li€u true quan tai cia so dang thao tac.

Tai menu View, trong group Task Views, click chon loai khung nhin dit liéu can
in. Néu phan néi dung dinh sin ciia MS Project chua dung ndi dung mong mubn, ta co
thé chinh stra thém bét cot trong bang dir liéu hodc dung cac bo loc dé thay dbi cac cong
viéc, nguon luc, chi dinh ngudn luc lai cdng viéc... Sau khi ddng y dir liéu tai mot cira
s6, mudn in ra dé lam bao cdo, ta thao tac nhu sau:

Budc 1)  Click the File tab, and then click Print.
Budc 2)  Diéu chinh so b cac thong s in, nhin trang in phia bén phai cua cira s6 dé
diéu chinh theo y muén. Dé nhin theo ti 18 thuc 100%, click vao diém bat

Ky cta vung trang in.

Budc 3)  Click Print & in trang in da chinh sta.

3. Thém tiéu dé va chan trang cia trang in vao mét bao cdo co bin

Luu y phan nay khdng &p dung cho béo cao dang d6 thi. Boi vi cac béo cdo dang dd
thi duoc xuat ra trong Excel va Visio, str dung cic chuong trinh nay dé thay doi tiéu dé,

chén trang in, hoac cha thich.
Trinh ty thao tac nhu sau:
Budc 1)  Click Project menu.

Budc 2)  Trong Reports group, click Reports.
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Budc 3)

Budc 4)

Buoc 5)
Budc 6)

Buoc 7)

Budc 8)

Ung dung MS Project 2010 trong Qudan 1y du an

Trong ctra s6 Reports, click Custom, sau d6 click Select.

Trong ctra s6 Custom Reports, chon mot dang bao cao trong danh séach, sau

d6 click Print. Bang b&o co s& xuat hién

& cira s6 xem trudc khi in Print Preview.
Click Page Setup.

Click Header hoac Footer tab.

Click chon tab bén trai, chinh gitra, hoac
bén phai.

Trong 6 phia dudi, danh vao ndi dung

can thiét, hoac:

Fege | Margins: | Heacer | Foote
Peevirm
Bwdpe Bapat m ol Jan L1200
[
Laft | Cosber | Right
E[Raport] a3 of B[Data]
E[Project Title]
LiManager]
Al EH & @2 e
Garqal Fage bamber = ik
Frojec falds; % Cotphits - Agd
Croiona. Erint o Cane

Dé thém s trang, nhap vao chén trang s6 , chén tong sé trang L2 hozc ca hai.

Pé thém ngay hién tai hoic thoi gian, hay nhap vao chén ngay thang hién hanh

, chén thoi gian , hoac ca hali.

Dé thém tén tap tin, nhap vao chén File Name )

Pé thém mot hinh anh, hdy nhap vao Picture (=)

Pé dinh dang thong tin cai dit san, chon ky hiéu (&) hodc chon vin ban ma ban

mubn dinh dang, nhap vao Font Text Format , va sau dé chon cac tly chon

dinh dang ma ban mudn.

Pé thém thong tin dur &4n cu thé, hdy nhap vao cac 6 General va Project fields va

sau d6 nhap vao cho thdng tin tir danh sach hién ra. Lap lai budc nay dé thém

nhiéu thong tin du an.

Ghi chu:

tiéu dé va chan trang cua trang in ma ban thiét 1ap s& xuat hién trén mdi trang.

Ban khong thé chi dinh cho ching xuét hién khac nhau trén trang dau tién so voi céc

trang tiép theo, hoac xuat hién khac nhau trén céc trang Ié chin. Ban c6 thé thay d6i kich

thudc mot hinh anh sau khi né duoc thém vao mot tiéu dé, chan trang, hoic chd giai bang

cach chon biéu twong va kéo. Bé di chuyén hinh, chon né va kéo né dén mot vi tri khéc.

Ban khong c6 thé cit bo mot phan hinh anh.
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Chuong 10
Cac cach kiém soat, chinh sira tién do

Khi quan ly tién d6, can phai nhap liéu céc sb liéu thuc té ma dy 4n da xay ra. Tu
d6, xem xét lai tién d6 thuc va diéu chinh lai cac thong sé khéc cua tién d6 dé dat duoc
c4c muc tiéu dé ra trong twong lai. MS Project cung cap nhiéu cong cu dé thuc hién yéu

cau nay, bao gdom chinh stra cac noi dung cua:

Céc ctra 6 thao tac dir lieu View
Céc bang dir liéu Table
Cac duong tién d6 cong viéc Progress Line
So sanh cac phién ban cua dy an
1. Xem lai cac cong viéc khéi cong bi cham tré
Puong ké hoach gbc Baseline 12 yéu té chinh dé ta xem xét thuc té dy an c6 thuc
hién ding ké hoach di dé ra chua. So sanh sé thiéu dy an da ghi chép vai s liéu cua
duong ké hoach géc, ta s& d& dang nhan ra cac cong viéc bi cham tré so véi ké hoach trén
cira s6 Gantt. Cac budce thuc hién nhu sau:
Budc 1) Chon ctra s6 Gantt Chart.
Budc 2)  Chon menu Format, chon group Bar style, chon nut Slippage
Budc 3)  Chon duong ké hoach dé so sanh
Trong phan cira s6 biéu dién cac thanh tién trinh caa céc cong viée, dudng manh
biéu dién thoi doan bi khoi céng cham tré duoc thém vao phia bén trai cua thanh tién
trinh thuc té.
Dé bo céc thanh biéu dién su khoi cdng tré, ta chon lai nat Slippage , bo chon

duong ké hoach Baseline
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2. So sanh tién trinh cong viéc so voi ké hoach

Cac cong viéc ¢ thé khoi tré, nhung n6 thé hoan thanh sém do ta ting ngudn luc
cho né. Pé biét nd c6 thé hoan thanh dung ké hoach hay khdng, can phai so sanh voi
duong ké hoach gbc Baseline. 1 yéu té chinh dé ta xem xét thuc té dy an c6 thuc hién

dung ké hoach di dé ra chua.
Cac buoc thyc hién nhu sau:
BuGc4)  Chon ctra s6 Gantt Chart.
Budc 5)  Chon menu Format, chon group Bar style, chon nut Baseline
Budc 6)  Chon duong ké hoach dé so sanh véi tién trinh thuc té

Trong phan cira s6 biéu dién cac thanh tién trinh cua cac cong viéc, duong mau
xam den biéu dién tién trinh theo ké hoach dugc thém vao phia bén dudi cua thanh tién
trinh thuc té.

5 3 - Lip ho so moi thiu 35,8 ¢
. : ; < A e
6 & = Soan hd so mai thau 6 day uyen gia 1;Chuyén gia 2[0,5];Gidy phot:
1 7 = Thém dinh hd so méd 10 da Chuyén gia 3
8 =) Trinh phé duyét hés 1 day Chuyén gia 3;Cha d3u tu
1 9 |v = Trinh phé duyét dant 10 da _ Chi d3u b
10 = Hoan chinh, in &n s6 5 day ==
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Pé bo cac thanh biéu dién tién trinh ké hoach, ta chon lai nGt Baseline , bé chon

duong ké hoach Baseline

3. Dung cira so theo déi so @6 Gantt (Tracking Gantt)
Cac buoc thyc hién nhu sau:
Budc 1)  Chon menu Tasks.
Budc 2)  Click vao mii tén cua nut Gantt Chart, chon Tracking Gantt.
Budc 3)  Chon menu Format, chon group Bar style, chon nut Baseline

Budc4)  Chon duong ké hoach dé so sanh vai tién trinh thuc té

Cira s6 Tracking Gantt hitu ich trong viéc kiém tra e —— fiwsy — Toiiy
0404 | 25004 | 16/05 | 06/06 | 27/06 | 1807
. X A in \ A A \ \ £ hp——p 1%
tien do gitra duong ké hoach goc va duong thuc te, cho ta do 67 —
, R " Pn s R . . S = 50%
thay luén cong viéc nam trén duong quan trong (critical).  cy e e 5%
) , . wa % hodn thanh i=, 0%
Trong cua SO nay cling cung cap thong tin % hoan thanh  cau e meo ké nosen—if= o%
$-17/06
cdng viéc trén thuc té, xét dén ngay tinh trang cua du an,

nam bén phai cua thanh cong viéc.

Gl v cquan rong

vi %o hoan than

Néu c6 mot céng viéc da hoan thanh 100%, mot
dau kiém duoc danh dau trong cot i (Indicators) phia bia bén trai cua cira so.
4. Xac dinh cac cong viéc bi tré tién do

Néu ban di thiét 1ap mot duong ké hoach co s cho du an, c6 thé theo ddi sy tién
trinh bang cach so sanh tién trinh cong viéc theo ké hoach va tién do dang thyuc hién theo
thoi gian va kiém tra xem ngay bat dau va ngay két thic cua chung c6 dang bi trugt so

vé6i ké hoach khang.

Task Name _ [Start _ Finish . Baseline Start Baseline Finish . [StartVar. _ Finish Var. _
j Tien do to chuc thau fNon 09/05/11 Aon 26/09/11 Mon 09/05/11 Mon 26/09/11 0 days 0 days
- To chire dau thau Mon 09/05/11 Mon 26/09/11  Mon 09/05/11  Mon 26/09/11 0 days 0 days

- Caong tac chuin bi Mon 09705711 Maon 09/05/11 Maon 09/05/11 Mon /D511 0 days 0 days
Thanh lip t6 chuyén gia ~ Mon 090511 Mon 09/05/11 Mon 090511 Mon 09/05/11 0 days 0 days

- Lip ho so mixi thiu Mon 09/05/11 Mon 27/06/11 Fri 13/05/11 Mon 27/06/11 | 4 duys 0 days

Soan ho so min thiu Mon 09/05/11  Mon 160511 Fn 13/05/11 Thu 19/05/11 Adays  -2,8 days

Thém dinh ho so mid thin  Tue 170511 The 0206/11 Tue 17/05/11 Thu 02/06/11 T Udave davs
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Ung dung MS Project 2010 trong Qudan 1y du an

Budc 1) Chon menu View, nhap vao miii tén trén nit Gantt Chart, sau d6 chon

Tracking Gantt.
Budc2)  Tai nhdm Data, nhap vao mili tén trén cua ndt Tabe, va sau d6 chon phuong
sai (Variance).
Ctra s6 s& thay doi cung cap cac cot biéu dién do léch ngay bat dau va ngay két
thic giira tién trinh thuc té va ké hoach co so.
Ngoai ra, ta cling c6 thé xem cac cdng viéc bi tré so véi ngay tinh trang caa du an.
Ta phai chon ngay tinh trang cua du an tai menu Project>group Status> Status date.
Sau d6 chon ctra s6 Gantt Chart, chon menu Format, trong group Bar Style, click

vao 0 check Late Tasks. Cac thanh tién trinh cong viéc bi tré d6i qua mau xam den va cac

thanh tién trinh khdng bi tré thi mau xanh binh thuong

O E|= (cENtaaeElpnnee1 9| Tien do to chuc thau - Microsoft Project
source Project View Menus Acrobat
gLl == =5 Oy [ critical Tasks = = e ey e e e
D - % — K i i ') [ o
{2 Column Settings - |:| Slack —l K 1 K | [ ] =l
Insert Format Baseline Slippage r g
Column & Custom Fields - - pE = @ ¢ @ @ @
Columns Bar Styles Gantt Chart Style
rask Name _ Start _ |Finist [11 May |01 July
25/04 | 16/05 | 06/06 | 27/06 | 18/07 |
- Lap ho so mei thau Mon 09/05/11 Mo ' ad
Soan hé so mdi thau Mon 09/05/11 Mo = Cong vige bi tré so v ngay
: finh trang

Tham dinh ho so moi than,  Tue 17/05/11  Th
Trinh phé duyét hé somé  Thu 02/06/11  F:
Trinh phé duyét danh sacl  Fri 03/06/11  Fi
Hoan chinh, in &n s6 lvon  Fri 17/06/11 Mo

Chu d3u tw;Chuyén gia 3

im Chuyén gia 1;Chuyén

5. X&c dinh cac cong viéc cO thoi gian du triv
Gia tri thoi gian dy trir caa mot cong viéc 1a sé luong thoi gian mot cong viéc co
thé truot (dich chuyén) trudce khi né ¢6 anh hudng dén cong viéc khac hoac ngay két thic
dur &n tong thé. C6 hai loai thoi gian du trit: Free Slack va Total Slack.
Free Slack: 1a s6 lugng thoi gian mot cong viéc c6 thé trugt trude khi né tri hodn (anh
huong dén tién d6) bat ky cong viéc ndo khac.
Total Slack: 1a sé luong thoi gian mot cong viéc ¢ thé truot trude khi tri hodn dén

ngay két thic dy &n tong thé.
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Budc 1)

Buéc 2)

Chon ctra s6 Gantt Chart

Ung dung MS Project 2010 trong Qudan 1y du an

Chon menu Format, trong group Bar Styles, danh dau check Slack.

Trong phan biéu d6, thoi gian du trir xuat hién nhu 1a thanh mong phia bén phai

thanh tién trinh. Ré& chudt dén thanh nay, nd xuat hién théng tin caa thoi gian du tri.

ip.;-.i-'rv.

il : Tren do 1o chuc thay - Microsodl Project

[ JNR I R it Chart Toio ;
| “ Tasi Peicnr e Pricgect Wit Mt Adrabal
% E E s (ER W W S iy Critical Tasks = = PE——  PE—— E—— pE— E— Chutfirie: Mumbser
it - - . - —r »
o .!r_". Coluymn Setlings =~ = El [ =] : E] =1 = o) Praject Summiny Taik
Tewd - Gnefines Laymut | Insan i Feareal RBaggine Shppage K, *v q." ¢+ .
iy Cokren @] Custam Flds = Late Tasks " £ ¥ o Suemmary Tasks
FOrman £ oéumn Rar + Exanrt Char Siyle . Fhaw e
@ [k . TaskMName . Duration _ Start .. Finish . 124 Mar 11 [30 Moy 11715 Aug 11 [310ci'11 (161
fode . Tk 5 [ 5 LM LT LWt F]
t i Dong vima thau | day Fri220711  Mon 250711 i Chuyén gla 1;Chuyén gla 2
= - b gid nha thiu 39 days Mem 250711 Fa 16709711
i = Bnh gin hé sormen t 15 davs Mon 250711  Mon 150811 uyiin gia LChuyén gia 2
:l"-_ Trinh duyét danh sdc 1 day Mon 250711 Tue 260711 gia 3
= Phe duyét danh sich 1 day Mon 250 N F Glack w
i : Dénh gia tii chinh be § days Mon 25/0 :ﬁt:}:{:ﬁ; darih ich i i 03t yiy S g tichuvin gia
E Trinh duyét nha thau 1 day Mon 150) Task Frsh: T_ur. 260711 wyen gha 1
- Thiem &b vira quy 13 days Tue 1gmares Sck Pl 16700741 Ehuyén gia 3
L] = Phe duvet két qua di 10 dayvs Fri 020007 Fr 1609TT | il i e
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