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LOI NOI DAU

Hién nay, vdn dé qudn Iy va diéu hanh thi céng dd dugc chuwong trinh
hod. Cdc phdn mém thuéc logi ndy ¢é nhiéu, song néi chung con han ché
vé khd ndng quan sdt va khd ndng giao dién chua cao. Nguoi su dung,
ngoai viéc cdn phdi lwa chon cho minh phdn mém phit hop, thi viéc quan
trong khong kém la cdp nhdt cdc phién ban mdi véi nhitng tinh ndng wu viét
hon nhdm khdc phuc nhitng han ché ctia phién bdn trudc dé.

Microsoft Project 2002 la phdn mém cua hdng Microsoft Office,
chuyén dung trong vdn dé Igp va qudn 1y dw dn. La phan mém tién tién
nhdt va phé dung, Microsoft Project 2002 khéng nhitng ddp ting ditge yéu
cdu thong thudmg ciia mot chuong trinh chay trong Windows - dé la khd
ndng hé tro Clipboard va hdu thudn cho cdc tinh ndng da tw liéu - ma con
la phién bdn méi nhdt véi nhiéu tink ndng néi tréi (cdc bdng c¢ong cu ndi
bdt rdt thudn tién, hé théng menu sinh déng, moi tdc dong lénh déu duge
trinh bay tricc quan va dé hiéu...). Véi Microsoft Project 2002, ngudi sit
dung cé thé lam viéc véi nhiéu ché do, nhiéu cong cu tinh vi dé thuc hién
rhitng thao tdc vi chinh trén dir dn.

Pham vi va khd ndng dp dung cua Microsoft Project 2002 duoc iing
dung trong nhiéu nganh nghé khdc nhau nhu: Kinh té, Nong - Lam nghiép,
Khoa hoc k¥ thudt va cdc nganh khdc. Ddc biét Microsoft Project 2002
la cong cu hé tro ddc hic va khong thé thiéu trong linh vuc Xdy dimg,
Giao théng, Thuy loi.

Tdc gid xin tran trong gidi thiéu 15i cde k¥ su, cir nhdn, cde sinh vién va
ban doc cudn sach "Hudng dén sit dung Microsoft Project 2002 trong ldp
va qudn Iy du dn". Hy vong cuén sdch sé mang dén cho ban doc nhitng
kién thitc b6 ich.

Mdc dit dd rdt c6 gdng, song vdn c6 thé khong tranh khdi nhiing sal s6t
trong qud irinh bién sogn. Tdc gid mong nhdn dwgc nhitng 161 gép ¥ chdn
thanh nhdt ur ban doc dé néi dung cudn sdch duoc hoan thién hon.

Tac gia
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KHAI NIEM VE LAP VA QUAN LY DU AN,
MUC PICH VA YEU CAU POI VOI MICROSOFT PROJECT 2002

Chuong 1
KHAI NIEM VE LAP VA QUAN LY DU AN

1.1. GIGI THIEU VE DU AN

1.1.1. Khdi niém vé dy an

Dur dn 12 mét qua trinh gém céc cong tdc c6 lién quan dén nhau, dugc thuc hién nham
dat dugc muc tiéu di dé ra trong di€u kién rang budc v€ thoi gian, tal nguyén va ngan sach.

o Cdc ddc diém cria di dn:

- Méi du 4n phai duoc thuc hién trong mot thdi han nhét dinh, uic 1a phai ¢6 diém bat
diu vi két thiic du an.

- Méi du 4n phai c6 mot hoac mét s6 muc tiéu rd rang.

- Mot du 4n c6 thé phan chia thanh 3 giai doan, bao gém:

+ Bat ddu du 4n;

+ Thyc hién du an;

+ K&t thic du an.

- Méi loai du 4n c6 nhilg dac thi rieng khéc nhau.

1.1.2, Cac loai du 4n

- D 4n nghién citu va phat trién kinh t€.

- Du 4n Xay dung, Giao thong, Thuy loi.

- Du 4n dao tao va quan ly.

- Du 4n bao dudng va nang cép lon.

- Du 4n vién tro phat trién, phic lgi cong cong.

1.2. QUANLY DU AN

Qudn 1§ duw dn 1a mot qué trinh 1ap k€ hoach, té chifc thyc hién, 1anh dao, kiém tra cic
cong viéc va ngudn juc dé hoan thanh theo ding muc tiéu tién d6 da dinh.



Tiéu chuan danh gid qudn Iy du dn duge mé ta nhu so d6é dudi day:

Mot dy an dugc coi 12 thanh cong pha
dat duogc cdc yéu cdu sau:

- Hoan thanh theo diing ti€n do da dé ra
(thot gian).

- Cac céng tdc, nhiém vu trong du 4n
dat chét luong, két qua t6t (chat luong).

- Chi phi thuc hién du 4n 1a ft nhat
(tai chinh).

1.3. MOT SO KHO KHAN, TRG NGAI CO THE GAP TRONG QUAN LY DU AN
- Dur 4n thue hién trong thoi gian qua dai.
- D¢ phite tap clia du 4n.
- Cong nghé va nguén lyc thuc hién du 4n khong ddy dii hodc khéng én dinh.
- Céc i ro trong du 4n.
- Thay déi cong nghé va c4u tric lai du 4n.
- Phat sinh kinh phi thuc hi¢n du 4n.

1.4. CAC BUGC THUC HIEN MOT DU AN
- Khao sit thic t€, ¥ tuémg, ... chia loai du 4n.
- Tién hanh nghién ctr tién kha thi.
- Ti€n hanh nghién ctu kha thi.
- Thiét k€ chi tiét du an.
- Thuc hién dir 4n.
- Keét thiic, dwa vao van hanh, rit kinh nghiém vi chufn bi nhiing dy 4n 1iép theo.

1.5. LAP VA QUAN LY TIEN PO DU AN
1.5.1. Lap du 4n la gi?

Lap du 4n 1a qud trinh chudn bi, sip x&p va quén 1y céc cong tic theo diing ti€n do dé ra
nham hoan thanh muc tiéu ciia du 4n.

Muc dich cia 1ap dv dn 12 sip xép thuc hién cic cong tdc mot cich hop ly, chudn bi
ngudn luc can thiet d€ thuc hién du 4n. Dong thoi 1ap du 4n ciing 12 co s& dé theo doi, kiém
sodt va ddnh gid qud trinh thuc hién du 4n.



1.5.2. Cac budce can thuc hién trong lap du an

- Xdc dinh muc tiéu, pham vi va kha ning ddp tmg tai chinh cla dy én.
- Tim kiém théng tin va cic yéu t6 c6 thé anh hudng t6i du 4n.

- Thiét 1ap c4u tnic va phan hang muc cho cdc cong tac.

- Thiét 1ap cdc cong tac va nguon luc thuc hién tuong tng.

- So b6 udce tinh va didu chinh thai gian, ngan sach, nguén luc cho méi cong tic va cho
toan bd dur dn.

- Lap ti€n do chi tiét, chudn bi nguén luc va ngan sach di kém dé thyc hién du 4n.

- Quan ly tién do thuc t€ dy an.

1.5.3. Yéu ciu lap du 4n

- Céc cong téc trong du 4n nén chudn bi ddy di nhig thong tin nhung khong nén qud

chi ti&t 1am n6 c6 thé trd nén phifc tap, nghia 1a phai chi ra duoc muc dich chinh cia timg
cong tac va muc tiéu cla toan du 4n.

- Lap dur 4n phai dam bao hop 1y, 16gic, tao diéu kién dé dang cho viéc quan 1y kiém sodt
tién do thuc hién du an.

- C6 thé d& dang hiéu dugc muc tieu cha mdi cong tic, duge thuc hién nhu the nao va
boi tai nguyén nao.

- Tinh hiéu qua cao, thé hién & kha nang d& dang diéu chinh, thay déi, cip nhat.

1.5.4. Tai sao lap dur 4n bi that bai?

- Chua dat duge muc tigu clia du 4n va kha nang cia don vi thuc hién du én c6 han.
- Hoach dinh qud nhiéu c6ng viéc trong pham vi théi gian qua ngan.

- Tai chinh qué 16n so véi kha ning c6 thé.

- Tién trinh hoach dinh du 4n khéng c6 cdu tric hé théng.

- Khong xdc dinh duge muc tiéu cudi cling cGa dy 4n.

- Khéng ddp ing dugc tai nguyén cia du an.

- Dur 4n duge thuc hién khong theo tién do dalapra.

1.5.5. Mot so phuong phap lap du an

- Phuong phép lap du 4n theo mdc thai gian (Milestone Schedule).

- Lap du an theo cau tric cong tic WBS (Work Breakdown Structure).
- Lap du 4n theo biéu d6 ngang (Gantt Chart).

- Lap du 4n theo so d6 mang (Network Diagram}.



1.6. LAP DU AN THEO PHUONG PHAP BIEU PO NGANG GANTT

Phuong phép 1ap du 4n bang bi€u dé ngang dugc Henry Gantt dé ra nam 1915, theo dé
cdc cong tac trong dy an, thdi gian thyc hién vi cdc thong s6 khic dugc biéu dién bing céc
thanh cong tic dudi dang biéu dé ngang. Biéu d6 ngang Gantt phan dnh méi tuong quan vé
thdi gian giita cdc bién cd clia mot du 4n, thyc chat bi€u d6 nay duge xay dung theo quan
diém: nhimg muc tiéu chia mot chuong trinh hanh dong phai duge xem nhwr mét chubi cic
k& hoach véi cdc bi€n ¢6 ma ta ¢é thé hiéu v theo dbi.

o Uudiém:

- Don gian, truc quan, dé nhan biél cong viéc, thdi gian thuc hién cong viée va tai
nguyén duge phan b6 cho cong viéc.

- Théy r6 thoi gian cta t0ng tién d9, cdc hang muc vi timg cong viéc.

- Dic biét voi sy tro gilip cia phidn mém Microsoft Project, viéc thé hién du dn theo biéu
d6 ngang ¢6 thé néi 1 hoan hdo.

o Nhwoc diém:

- Khong thdy rd viéc nio 1a chi y€u c6 tinh quyét dinh déi véi tdng tién do thuc hién du
an dé thuc hién va tap trung chi dao.

- Khéng thuan tién khi phén tich ddnh gid cac chi tieu kinh t€ k§ thuat ciia ban than so
do dur an, do d6 d6i vGi du 4n c6 quy mo Iém thi thudng khong thé hién bing so d6 ngang,
ma diing so d6 mang.

1.7. LAP DU AN THEO SO BO MANG

PERT (Program Evalution and Review Technique) dugc 4p dung chinh thitc vio nam
1958 trong viéc hoach dinh va kiém soét h¢ théng khi gidi clia Hai quan My. Sau dé ap
dung réng rdi cho céc cong ty xay dung va cic loai hinh cong ty khic.

So d6 mang 12 so d6 bao gém todn bo kh6i luong céc cong tic cila mét dy 4n, né xdc
dinh mgt cich légic trinh tr k§ thuat va méi quan hé vé ¢ chic gifta cic cong tic san
xudt, an dinh thoi gian thuc hign cha cdc cong téc va t6i vu hod k& hoach dé ra. Trong qué
trinh quan ly va thuc hién du 4n, ta vin c6 thé diéu chinh so dé mang cho phil hgp véi yéu
cdu thuc €.

Céc phuong phép phan tich so d6 mang:

- Phuong phip dudng gang CPM (Critical Path Method). Phuong phdp nay sit dung mé
hinh xé4c dinh, theo dé thdi gian hoan thanh méi cong viéc 12 mét hing s6.

- Phuong phdp tdng quan va didnh gid du 4n PERT (Project Evalution and Review
Techniques). Phuong phdp niy sit dung mé hinh xdc sudt, theo d6 thai gian hoan thanh
cong viéc duge cho dudi dang ham phan phoi xdc suét.



1.8. PHUONG PHAP DUONG GANG (CPM)
1.8.1. Mot so dinh nghia quy uéc

o Su kién: Su kién 1a su két thiic mét hoac mot s6 cong tac, dé cho cic cong téc ti€p sau
c6 thé bit ddu duoc.

Trén so d6 mang su kién dugc biéu dién bang mot vong tron c6 danh s6 ky hiéu su kién.

o (Cong tdc: |

Cong tic la hoat dong san xudt giita hai su kién. Cong téc dugc biéu dién bing mot mii
tén n6i hai su kién va dugc ky hiéu bang cic thong tin cua hai su kién truéc va sau hodc

bing mét miu tu.
A
i > j
t

Trong doé: i - su kién xuét phat;

j - su kién két thiic;

A - cong tic hay cong tic ij 12 116t hoat dong san xudt giita hai su kién i va j, thoi gian
thuc hién cong tic A la t. C6 3 loai cong tac:

- Cong tic thuc: la hoat dong san xudt can thoi gian va tai nguyén thuc hién. Cong tic
thuc dugc biéu dién bing miii tén lién.

- Cong tic ao: dung chi mai lién hé giita cic cong tic, khong doi hoi thoi gian va tai
nguyén. Cong tac 4o duge biéu dién bang mii tén nét dit.

- Cong tic chd doi: 1a cong tac khong cin tai nguyén ma chi can thoi gian. Cong tac chd
doi dugc biéu dién bing miii tén nét lién.

1.8.2. Mét sé quy tdc lap so do mang

- Trong so dé mang céc su kién dugc ddnh s6 tir nhé dén 16n theo huéng tir trdi sang
phai va tir trén xuéng dudi. Méi su kién déu phai c6 cong tdc dén va cong tic di, va su Kién
cudi cung chi cé cong tac dén.

- T4t ca cic cong tac trong so d6 mang phai hudng tir trdi sang phai khong duoc quay tro
lai su kién ma ching xudt phét, nghia la khong duoc 1ap thanh vong kin.

- Nhitng cong tc riéng biét khong dugc ky hiéu ciing mét s6, nghia la khéng dugc cung
su kién xudt phat hoac két thic.

- So d6 mang cin c6 dang don gian nhét, khong nén c6 qua nhiéu cong tic giao cat nhau.

- So d6 mang phai phan 4dnh dugc trinh do ky thuat ctia cong tac va quan hé ky thuat
giita ching.



1.8. PHUONG PHAP DUUNG GANG (CPM)
1.8.1. Mot s6 dinh nghia quy uéc
o Sir kién: Sukién 12 su k&t thiic mot hodc mot s6 cong tic, d€ cho cdc cong tic ti€p sau
c6 thé bat ddu duoc.
Trén so d6 mang sy kién dugc biéu dién bing mot vong tron 6 danh s6 ky hiéu su kién.
e (ong tdc: |

Cong tic 1a hoat déng san xudt giita hai su kién. Cong tic duge biéu dién bing mot miii
tén ndi hai su kién v duge ky hidu bang cic thong tin ciia hai su kién trudc v sau hoic

bing mot miu ty.
A
i > j
t

Trong d6: i - su kién xudt phat;

j - sukién két thiic;

A - cong tdc hay cong tdc ij la w6t hoat dong san xudt gira hai sy kién i va j, thoi gian
thuc hién cong tac A 1a t. Co 3 loai cOng tic:

- Cong téc thuc: 14 hoat dong san xuvit cin thdi gian va tai nguyén thuc hién. Cong tic
thuc duge biéu dién bing mili tén lién.

- Cong tac ao: dimg chi mai lién hé gilta cdc cong tic, khong doi hoi thoi gian va tai
nguyén. Cong tdc ao dugc biéu dién bing mii tén nét dut.

- Céng tdc chdr doi: 1a cong tdc khong cin tai nguyén ma chi cin thoi gian. Cong tic chd
doi duge biéu dién bang miii tén nét lién.

1.8.2. Mot s6 quy tdc lap so do mang

- Trong so d6 mang cic su kién duge dinh so tit nho dén 16n theo hudng tir trdi sang
phai va tir trén xudng dudi. Méi su kién déu phai cé cong tdc d€n va cong téc di, va sy kién
cudi cing chi c6 cong tac dén.

- Tat ca cac cong téc trong so d6 mang phai hudng tir trdi sang phai khong dugc quay tro
lai sur kién ma ching xudt phdt, nghia la khong duoc lap thanh vong kin.

- Nhilng cong tic riéng biét khong duge ky hiéu ciing mét s6, nghia 1a khong duge cung
sur kién xudt phét hoac két thic.

- So d6 mang cin cé dang don gian nhat, khong nén c6 qud nhiéu cong tic giao cit nhau.

- So d6 mang phai phan dnh dugc trinh dg k¥ thuat cta cong tac va quan hé k¥ thuat
giifa ching.



1.8.3. Céc thong so trong so dé mang

Cic thong s6 chinh trong so d6 mang bao gém:

- Thoni diém sém nhét va muodn nhét dé cho mot su kién xay ra.

- Thoi gian sém nhat va muon nhat dé cho mot céng tic bit dau.

Thoi di€m sém nhit d€ su kien xay ra EO (Earlies Occurrence of Event): 1a thoi diém
sém nh4t dé cho sy kién xay ra khi tét ca cic cong téc trude sir kién déu hoan thanh.

Théi di€m sém nhdt dé cong tdc bt ddu ES (Earlies Start of an Activity): 12 thdi diém
sém nhét dé cho cong tac bt ddu. D6 12 khoang thdi gian dai nhat tinh tir sir kién ddu dén
su kién xudt phdt cha cong tic do:

ES cuia cong tdc ij = EO ctiu siekién i

Thoi diém muén nhét dé su kién xay ra LO (Latest Occurrence of Event): 1x thoi diém
mudn nhat dé su kién xay ra ma khong 1am anh huéng dén sy hoan thanh cta du 4n trong
thai gian da dinh.

Thoi diém mudn nhét d€ cong tac bit ddu LS (Latest Start of an Activity): 12 thoi diém
mudn nhét dé cong téc bat ddu ma khong 1am anh hudng dén su hoan thanh ctia du 4n trong
thdi gian da dinh.

1.8.4. Phan tich két qua dudng gang CPM

Théng qua tinh toan so dé mang, ta c6 thé xéc dinh duoc:

- Théi gian t6i thidu dé hoan thanh du dn.

- Thoi gian dur trit cia cdc cong téc.

- Dudng ging va cong tac gang.

Thei gian 16i thi€u d€ hoin thanh du 4n: 12 thdi di€ém sém nhat dé su kién cudi cung cla
du dn xay ra.

Thoi gian du trii cha cong tic F (Float): 13 khodng thdi gian t6i da ma mét cong tdc cé
thé cham tré s0 véi k& hoach dd dinh ma khong anh hudng dén thai gian 5 thi€u dé hoan
thanh du 4n.

F chinh 12 hiéu s6 giita th&i diém tré nhat va thoi diém sém nhat dé cho mot cong tic bit
d4du véi diéu kién 14 cdc cong tdc trude né van thyc hién ding theo k& hoach da dinh:

F =LS,- ES, hoic F = LS, - EO,

Cong tac gang la cong tac cd thai gian du ulr F=0.
Pudng gang 14 dudmg ndi lién cdc su kién ddu tién va su kién cudi chng véi diéu Fien 1
¢ii cdc cong tc nam trén nd 14 cong tac gang.
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e Y nghia cia diedong gang:

- Mdi so d6 mang ¢6 mot hodc nhiéu hon mét duong gang.

- Téng thdi gian cla tit ca cdc cong tic nim trén dudmg ging chinh Ia thoi gian t6i thidu
d€ hoan thanh du 4n.

- Néu mot cong tac gang bi tré thi toan bd du 4n s& bi tré. Do d6 mudn rit ngén thdi gian
hoin thanh du 4n thi phai tap trung céc giai phdp lam giam thdi gian clia cic cOng tdc nam
trén duong gang.

- Di véi cic cong téc khong ging ta cé thé diéu chinh thyi gian thyc hign nhung véi
diéu kién khong dugc vugt qud th&i gian dy trit cho phép.

1.9. PHUONG PHAP SO BO MANG PERT
- PERT vi CPM giéng nhau vé phuong phdp co ban, nhung chiing khéc nhau vé udc tinh
thdi gian cla cdc cong tac.

_ D6i v6i mdi cong tac trong phuong phép PERT, ba thdi gian uéc tinh duge két hop véi
nhau dé xdc dinh thdi gian hoan thanh cong tdc mong dgi va phuong sai cia nd. Do dé
PERT la k§ thuat xac sudt, né cho phép ching ta tim dugc xac suét cha toan bo dy dn sé
hoan thanh trong mot thdi gian dinh sdn. Trdi lai, phuong phdp CPM sir dung kiéu thdi gian
uée tinh trung binh.

1.9.1. Panh gia thoi gian thyc hién cong tac ¢
Hiéu qua clia viéc 1p du 4n theo so d6 mang phy thuge rdt nhiéu vio d6é tin cly cua cic
thdi gian hoan thanh timg cong tac. Trén thuc €, cic thdi gian ndy thudng khong 4n dinh.

Dé xdc dinh t, thuong dua vao céc tiu chuén dinh mifc va dua theo kinh nghiém thuc tién.
Dé xem xét tinh khong én dinh cia t; ta dya trén phuong phap xac sust dé uéc luong t;.

Dé udc luong ¢, ta thudng ding céc loai thdi gian sau:

- Thoi gian lac quean a: 1a thoi gian hoan thanh cong téc trong diéu kién tdt nhét, tifc la
¢6 thé hoan thanh cong tdc trong thdi gian ngan nhat.

-Theoi gian bi quan b: 12 thdi gian d€ hoan thanh cong tac trong diéu kién x4u nh4t tic 1a
th&i gian dai nhat.

- Thoi gian thige hién: 12 thii gian hoan thanh cong téc trong diéu kién binh thudng.

(D=2
i » ]

Dira vio a, b, m ta xac dinh dugc t, va &".

CThoi vian k¥ vone t.:
101 gian ky vong !, a+4m+b

T 6

¢
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Néu khong thé xéic dinh m, ta ¢cé:

(c=2a+3b =1,
6
52 I oh i cia thsi gian thue hi | o2 (a—b)?
j ta phuong sai cua thor gian thue hign cong tac t;: Q= 2

Theo ly thuyét xédc suit théng ké, phuong sai ciia 10an bd cong tic bing 1dng céc phuo‘ng
sai c0a timg cong tac:

52 =Zs$j

1.9.2, Cac budc thuc hién cia phuong phiép PERT

1) V& sa d6 mang.

2) Tinh t; va 8} clia méi cong tic.

3) Dung phuong phip CPM véi t; = t, dé xdc dinh céc cong tdc gang va dudng gang.

4) Xdc dinh kha nang hoan thanh du 4n trong thdi gian mong muén.

Goi S la thoi gian t6i thiéu dé hoan thanh du 4n trong diéu kién trung binh ung véi céc

th&i gian ky vong t; D 1a thoi gian mong muén hoan thanh dy 4n; §° 13 phuong sai clia (4t
cé céc cdng tac trén duong gang.

Ta cé: S=th-=ztij
&= Zaﬁ

_ bD-S8

2.8

Bai todn 1: Cho D, tim x4c sudt d€ thoi gian hoan thanh dy dn < D. Ty D - X — p%.

Dat:

X

Bai todn 2: Cho xdc sudt p%, im D. Tk p% — X - D.

Nhdn xét:

1-KhiD=S-5>X=0-5p=05

2- Trén thyc € p = 0,25 + 0,5 ¢6 nghia 12 D < S. Viéc hoan thanh du 4n duge xem I
binh thudmg va du 4n hoan thanh trong khoang th¥i gian twong ting ¢6 thé chdp nhan dugc.

- Néu p < 0,25: du 4n khong binh thudng.

- Néu p > 0,5: dy an hoan thanh tré hon du dinh s& gay lang phi.

12



Chuong 11
MUC PiCH VA YEU CAU CUA MICROSOFT PROJECT 2002

2.1. MUC DICH CHUNG CUA MICROSOFT PROJECT 2002

- T6 chitc 1ap ké hoach va quan Iy du an.

- Lén lich céng téc.

- Chi dinh cdc tai nguyén va chi phi cho cdc cong tac.

- Diéu chinh k& hoach dé thich ting véi cic diéu kién rang bude.

- Chuén bi bdo biéu dé théng tin k& hoach sau cing dén tdt ca nhimg ngudi phé chuan
hay thi hanh ké& hoach.

- Du trit céc tac dong dén tién do clia du dn khi xdy ra nhimg thay déi de doa dén su
thanh cong cla du an.

- Xem xét lai du 4n d€ d6i phé véi nhimg tinh hudng ngau nhién.

- Pénh gi4 tai chinh chung cua dudn.

- Lap cdc bdo biéu sau cling vé két qua ctia du dn.

- In 4n cdc biéu dé phuc vu cho du dn.

- LAm viéc va quan 1y du dn theo nhéom.
5 2. KHA NANG CUA MICROSOFT PROJECT 2002

2.2.1. Lap ké hoach va quan 1y du an

- Biéu d6 ngang Gantt Chart.
- So d6 mang Network Diagram.

2.2.2. Cic dang quan st va thé hién du an

- Nhap s6 liéu cho cdc cong tdc trong dy dn thuan tién, c6 ddy du cdce dif kién vé cic
cOng tac va diéu kién lam vige.

- M&i ¢ong tdc c6 thé chi tiét hod véi nhiéu thong tin cu thé: thoi khoang, ngay thang bat
dau két thiic, dugce phan bd boi nhifng tai nguyén nao, cic diéu kién rang bugc, mitc dé uu
tién, cdc chi gidi cdn thiét, cdc cong tic gang... Can cif vao céc théng tin trén giup ta ¢o thé
thiét 1ap duoc cdc phi€u giao viéc cho timg giai doan, nhom, td, doi cong nhan.

- Dua ra sy quan st téng thé, biéu dién toan bo bi€u d6 ti€n do ciia dy 4n, tir d6 c6 thé
so sinh d€ fim ra ban ti€n do hop 1y nhat.

- C6 thé thiét 1ap, thé hién biéu dé tién do ciha du 4n mot cdch sinh dong.
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2.2.3. Giai quyét cac van dé c6 thé nay sinh trong dur dn

- C6 th€ 1i€u chinh céc cong tac dé rit ngdn thoi gian thuc hién theo tién ds.
- Thay déi cdc rang buéc clia cdc cong tic.

- Can d6i va phan bg lai tai nguyén cho timg cong téc ciing nhu t0dn bd duy 4n.
- V& céc dang biéu d6 cho méi ti nguyén...

2.2.4. Quan sat va xa 1y dir an

C6 thé quan sét tién d6 du 4n dudi dang bidu dé:

- Dang lich: Calendar.

- Dang biéu dé ngang: Gantt Chart.

- Dang so d6 mang: Network Diagram (Pert Chart).

Cdc bang dif lieu cho céc cong tdc va céc ai nguyén nhr: Task Usage, Resources Usage,
Resources Sheet, Resource Graphs...

C6 thé thiét 14p cdc bio céo:

- Téng quan vé ti€n d6 cha du 4n.

- Cac cong tdc dang thuc hién.

- Céc coéng viéc con lai.

- Tai chinh cho timg cong tdc va cho toan bo dy 4n.

- Chi phi vé tai nguyén.

- Céc bdo cdo téng hop theo chudn clia Microsoft Project 2002.
- Céc bdo cdo téng hop thiét 1ap bdi ngudi sir dung.

2.2.5. In 4n bao cdo va biéu dé tién do du an

C thé in timg phan hodc todn bo tién do cha du 4n dudi dang biéu dé: Calendar (lich dé
ban), Gantt Chart (bi€u d6 ngang), Network Diagram (so d6 mang).

- In cc dang bi€u d6 cho timg tai nguyén nhu: biéu d6 nhan luc, biéu doé mdy,...

- In cic bdo cdo v€ cong viéc hoac chi phi vé t3i nguyén.

- In céc bdo cdo theo yéu cdu thuc € tién d6 cla du 4n.

2.2.6. Lam viéc va quan 1y dong thoi nhiéu dur 4n

- Microsoft Project 2002 ¢6 kha nang quan 1y déng thdi nhiéu dv 4n & ciing mét thoi diém.
- C6 thé két néi cling mét lic nhiéu dy 4n c6 chung mét ngudn tai nguyén,
- Kha nang quan 1y du 4n theo cdc phin cdp nhém.
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2.2.7. Mot s6 tinh nang méi cita Microsoft Project 20602

So véi phién ban Microsoft Project 98 va 2000, phién ban Microsoft Project 2002 ra doi
v6i nhiéu tirh ning mdi vu viét va tién dung, dac biét véi cac tinh ndng méi nhu: lich trinh du
4n va tai pguyén, quan 1y va chia sé tai nguyén theo nhém, xir 1y tién do thuc té ciia dy 4n.

Duéi day 12 mét s tinh nang méi trong phién ban Microsoft Project 2002:

- Goi ¥ lua chon cé4c buée trong Micvesoft Project 2002: bang lva chon nay ludn nam
bén trdi man hinh 1am viéc, giip ta xdy dung mdt du 4n méi, quan ly cong tac va tai
nguyén, thay déi lich trinh du in, ki€m sodt ti€n do thyc t& va c= bdo cao chudn cia dy 4n.

- Collaboration menu: c4c tinh ning méi 1am viéc theo nhém ( F=am Work).

- Cho phép tim ki€m, loc cédc tai nguyén phdl hop va bi€u dé sir dung tii nguyén: twong mg.

- C6 thé tao 11 du 4n co s& cho mot du 4n don 1é.

- Quan 1y tii chinh cha dy 4n theo céc chi tiéu: TCPI, CPL CV%, SV %, BCWP, BCWS.

- Quan sét so d6 mang du &n theo nhém céng tac.

- Thang thai gian tuy bién cho cdc cira s8 lam viec.

- Itnport v Export +3i ~0 s& dif 'iéu Excel.

- Tao céc du 4n mau ir Excel.

- Import cédc cong tac to Microsoft Qutook.

- Quan 1y Iam viéc thzo nhém (Team Work ) cho mot hodc nhiéu duy an.

- Quén 1y 1am viéc inco thanh vién nhém (Member Work).

- Quan 1y va phar cdp lam vigéc then nhém theo mang quan Iy chuyén dung.

2.3. CAC YEU CAU TRUGC KAI LAP U AN VOI MICROSOFT PROJECT 2002

Trude khi bit ddu mot du 4n méi, cdn x4c dinh muc dich ctia du 4n va céng viéc ndo cin
hoan thanh dé dat duoc muc dich. Khi da x4c dinh muc dich clia du 4n va cic nhiém vu cia dy
4n thi budc ti€p theo 1a x4c dinh xem ai s& 1am cong viéc nay, khi ndo thi cong viéc duge bat
diu va cong viéc d6 s& kéo dii trong bao 1au. Thém vio dé trong théi ki hoach dinh k& hoach
cfing c4n phéi x4c dinh xem dif 4n nay t6n bao nhieu tién. Khi mdi mot cong viéc xdy ra déu
cdn phai cé sy theo d&i, diéu chinh d€ ngan chan su ¢ nhu: cong nhan bi 6m, vat liéu khong
duge cung cdp diing thoi gian, ngudi lam théi viée, cdc yéu t6 khich quan c6 thé xay ra...
Sau d6 thoi gian biéu dugce diéu chinh va thong tin dén nhitng ngudi 6 lién quan t6i du én.

Viéc quan 1§ mot du dn cdn nhiéu su quén 1y khéc nhau va cin phi cé k§ nang phéi hop
gilta cac bd phan. Quad trinh theo doi tat ca cdc khia canh va diéu chinh dy 4n theo muc dich
ciia n6 13 rat kké khan. Khi sir dung Microsoft Project 2002, ngoai viéc ¢6 thé hoach dinh
k& hoach, quan 1§ vA ph&i hgp mot du 4n ti¥ bao quat dén chi ti€t, né con c6 thé quan 1y du
4n mot cach tu tin, chinh xdc va dat duge cic két qua thyc t€ dua ra.
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o Truce khi sut dung Microsoft Project 2002, cdn chudn bi nhimg thong s sau:
- Cong viéc cn thyc hién la cong viée gi.

- Cong viéc cdn hoan thanh trong thoi gian bao 1au.

- Ude lugng thai gian hoan thanh cdc cong viéc (Duration of cach Task).

- Thasi gian bat dau va két thuc cong viéc.

- Danh sach cac cong viéc ¢6 trong dur an (Task List).

- Mitic d6 uu tién cia cdc cOng viéc.

- Rang buéc cua cac cong viéc.

-~ Thit tu thke hién cdc cong viéc va méi quan hé giita chiing (Task Dependencies).

- Tai nguyén thuc hién dy dn va du dinh phan b6 tai nguyén cho mbi cong viéc

(Resource List and Resource Assignment).

Re

- Lich 1am viéc cua du dn va lich lam viéc cho mdi tai nguyén (Project Calendar and
source Calender).

- Céc loai chi phi cho du dn bao gém: chi phi cho cdc tai nguyén thuc hién du 4n, chi phi

cho cac cong tac (Fixed Cost and Resource Cost)...

2.4, CHUAN BI TRUGC KHI SUDUNG MICROSOFT PROJECT 2002

2.4.1. Yéu cau vé may tinh

bé chay Microsoft Project 2002 thi yéu ciu phan cting t5i thiéu ctia mdy tinh nhu sau:
- Bo vi xit 1§ 586 tro 1én.

- > 32Mb RAM.

- Mouse, Keyboard.

- O cimg con trong >100Mb.

- NetCard.

-2.4.2. Yéu cau phan mém
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- Phdn mém hé tﬁﬁng: Windows 9.x, Windows 2000, Windows XP hoac WinNT.
- Phdn mém cai dat: Microsoft Project 2002,

- Phin mém bo gb tiéng Vier: ABC 2.1.

2.4.3. Cac tr khoa tiéng Anh trong Microsoft Project 2002

Task: Cdng viée, cong tac.
Duration: Théi khoang (thoi gian) thuc hién cong tic.
Start: Ngay thang bét ddu. |



Finish: Ngay thiang két thic.

Predecessors: Cong tac di trudc.

Successors: Cong tdc ndi ti€p (cong tdc di sau hodc cong tac phy thude).

Task List: Danh sdch cic cdng viéc.

Resource: Tai nguyén hoac nhan luc, vat lyc diing thuc hién cdc cong viéc clia du an.

Work: S6 gity cong dé thuc hién cdc cong viéc.

Unit: Don vi st dung tai nguyén.

Milestone: Cac mdc cong tac cé Duration = 0.

Recurring Task: Loai céng viéc ¢é tinh lap di, lap lai nhiéu 1dn theo chu k¥ trong thdi
gian thuc hién du dn (VD: cdc budi hop giao ban ddu tudn).

Schedules: Lich trinh cua du an.

Std rate: Gid chudn.

Ovr.rate: Gid ngoal gio.

Cost/use: Phi sit dung tai nguyén.

Buseline Project: Dy 4n co s0.

Va moét s8 tir khod khéc.
2.4.4. Mot s6 chi dan trong Microsoft Project 2002

Du6i day dua ra cac trg gidp va gidi han khi st dung Microsoft Project 2002 trong méi
truéng Windows 98, Windows 2000, Windows NT, Windows Me, Windows XP.

Cic dic tinh 56 lugng to1 da
Céc cong tic trong mét file du dn 1 triéu
Tai nguyén cho moét du &n ' 1 triéu
S luong phan bé tai nguyén cho cong tic | 60.000.000 don vi tai nguyén hoac 6.000.000.000%
Cong viéc phu thude trong 1 dudn Khong gidi han
Cong tic di trude Khéng gioi han
Cong tic ndi tiép Khong gidi han
Phan cap cong tic tom luge 65.535
Té hop dir dn 998
Cira s6 kich hoat 50
Lich co s¢ Khong gidi han
Bang in cong tic theo lich hang thang - 4000
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Céc dac tinh

S5 lugmg 13i da

Bang gid tai nguyén

5

Chi phi (gi4) I6n nhat

999.999.999.999

S6 git cong tic 16n nhat

1.666.666.667 gits

S6 gitr 1am viéc 16n nhit cla tai nguyén

o i Wons 999.999.999 phiit
tS}:‘);fikﬁ:éluﬁr:Aa\tf:(:alldn nhét cla tai nguyén 999.999.999 do vi
Ti 1@ trang in 10 - 500%

S6 dong tiéu dé Header 5 dong

S6 dong tiéu dé Footer 3 dong

88 dong chu gidi biéu tuong 3 dong

Ngay s6m nhit cho phép tinh toan 1-1- 1984

Ngay muon nhdt cho phép tinh todn 31 -12- 2049

D 4n co s 11

Lwa chon khong lién tuc cac dong dit ligu 9
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PHAN I
HUONG DAN SU DUNG MICROSOFT PROJECT 2002

Chuong 1

CAC MENU VA CAC CUA SO TRONG
MICROSOFT PROJECT 2002

1.1. MAN HINH LAM VIEC CHINH CUA MICROSOFT PROJECT 2002

Man hinh lam viéc chinh cia Microsoft Project 2002 duoc t6 chirc mot cach khoa hoc,
hop 1y v6i cic lua chon menu, cira s6, thanh cong cu va céc tuy chon bdi ngudi sir dung.
- Hé thoéng cdc menu chinh.

- Céc clra s6 tuy chon trén thanh cong cu doc.

- C4c biéu tuong va phim tat trén thanh cong cu ngang.

B Céng thc 86 7
e Cong v 556
1o Caing tac 56 9
: Cng tac s6 10

CoHng téc 86 1
: o
... """" Thanh céng cu doc
e View Bar
an .. . Cita s8 nhap sé liéu Clra s& thé hién biéu d6 ngang
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Thao téc khéi dong chuong trinh Microsoft Project 2002:
- C4ch 1: Chon biéu tuong chuong trinh B trén man hinh.
- Cach 2: Start — Programs — Microsoft Project 2002.

- Cach 3: Dung t8 hop phim tit (Short key).

1.2. Y NGHIA CAC MENU TRONG MICROSOFT PROJECT 2002
- File: quan ly tép tin.
- Edit: soan thao va hiéu chinh.
- View: dat cic bang quan sit.
- Insert: chén cdc d6i tuong.
- Format: dinh dang cac d6i tugng.
- Tools: cdc cong cu trg gitip, diéu chinh lich, tuy dat.
- Project: sép xé&p, loc, hién thi thong tin.
- Collaborate: quan ly va chia sé tai nguyén theo phan cap nhém.
- Window: quén 1y céc cira sd.
- Help: trg gitip.

1.3. Y NGHIA CAC BIEU TUONG TRONG MICROSOFT PROJECT 2002

Trong Microsoft Project 2002 ngoai viéc sir dung cdc menu chiic nang thi viéc sir dung
va lya chon nhanh céc bi€u tuong tuong ting trén thanh cong cu sé gitip ngudi sir dung giam
bét cac thao tac thuc hién.

Bi(é';:;ﬁgng Tén tiéng Anh Y nghia va chitc nang

Open - Md& mét du an da c6
Save Luu duén

=] Print In 4n dy 4n

& Preview Quan st du 4n

. Cut Cat dén d6i tuong

E Copy Sao chép déi tugng

8 Paste Dén d6i tuong

§ Painter Thay déi tinh chét d6i tugng

e Redo Huy bb téc vu trude né
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Biéu tuong

Geses) Tén ti€ng Anh Y nghia va chifc nang
Link Task Lién két cong tic
Unlink Task Huy bo iién két cong tic
Split Task Phan doan cong tac
Task Infor Thong tin cho cong tc
Task Notes Céc ghi chi cho cong tac

Assign Resources

Gén tai nguyén cho cic cong tac

Zoom In Phéng to viing quan sét
Zoom Out Thu nhé viing quan sét

Go to Selected Task Nhay nhanh t6i cong tic cdn xem biéu dé
Copy Picture Chup viing cira sé quan st
Help Tro gitip sﬁ dung

Outdent Huy bd cong tac tém lugc
Indent Tao cong tic tom luoc

Show SubTasks Dua ra céc cong tic tém luge
Hide SubTasks An céic cong tdc tém luge
Bold Chir dam

Italic Chir nghiéng

Underline Chir gach chén

Align left Can trdi

Align center Can giita

Align Right Can phai

AutoFilter B loc da ndng

Gantt Chart Wizard Cic dang biéu dé Gantt

Chi y: Ngoai céc thanh cong cu & trén day con c6 céc thanh cong cu khic c6 thé goi

nhanh khi cén thiét.

- Thao téc thuc hién: Menu Tools — Customizes —> ToolBars — hop thoai Customize —

chon Toolbars — tuy chon céac thanh céng cu ngang.
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4 v S E]
v Formatting
[ Collaborate
[~ Custom Forms
. Drawing
¥ Menu Bar
I Resource Management
IV Task Pane
™ Tracking
™ visual Basic
[~ web
I Analysis
[~ Network Diagram
I PERT analysis
[ Project Guide

1.4. Y NGHIA CAC CUA SO LAM VIEC

Trong Microsoft Project 2002 c¢6
nhiéu cira s6 1am viéc va quan st khic

nhau. Viéc lya chon cde clra sé tuy - Calendar
thudc vao tiing géc do va yéu cdu thuc t€ Gantt Chart
cta du 4n. . Network Diagram Calendar
Céc cira s6 dugc chon qua menu View Task Usage
hodc chon nhanh trén thanh céng cu doc ' Tracking Gantt e
. N Gantt
View Bar (hinh bén). Resource Graph Chart
o Y nghia cdc cita sé lam viéc: Resource Sheet
- Calendar: ctra s6 1am viéc véi du 4n Resgurce sage e
duéi dang lich dé ban. Hore Views... Disgram
- Gantt Chart: cira sé 1am viéc véi du o ey '
an duéi dang biéu dé ngang. i Bepbrts. buusi W nisdD iy
- Network Diagram: cira s6 lam viéc Toohars :
v6i du 4n du6i dang so d6 mang. Yew Bar
- Task Usage: clia sé quan ly viec fioader and Fockgr... Tracking
thuc hién céc cong téc. | Zoom... S0kt
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- Tracking Gantt: cira s quan sét ti€n d¢ thuc t€ ctia du 4n.

- Resource Graph: cira s6 quan 1y biéu d6 tai nguyén cua du én.

- Resource Sheet: cira sé quan 1y nguén tai nguyén cta du an.

- Resource Usage: cira s8 quan ly viéc phan bd tai nguyén cho du dn.
- More View: cic clta s6 quan sat khéc.

Ngoai ra, Thanh trang thdi dat & ddy man hinh 1am vi¢c chinh cho biét trang thdi cia
céc phim dac biét, hién thi cic khuyén cdo va mo t4 chon lua cia Menu hién thoi khi Menu
duoc kich hoat (hinh duéi).
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Chuong 11

LAM VIEC VOI MOT DU AN MOI

2.1. TAO MOT DU AN MOl

Céc thao téc thyc hién:

- C4ch 1: Menu File — New hoac chon nhanh biéu tuong New LI trén thanh cong cu.
- Céch 2: T6 hop phim tit Ctrl+N.

-Cach 3: F11.

Khi thyc hién thao tic nay
xudt hién cdc tuy chon cho
ngudi 1ap du 4n théng qua thanh
cong cu New Project.

Trong Microsoft Project 2002
c6 san mot s6 du 4n miu cho
ddy du céc nganh, viéc lua chon
cic du 4n miu dugc thuc hién
thong qua lwa chon General
—>  hop
Templates — Project Templates

Templates thoai
— ti€p theo chon du 4n miu
theo yéu cdu clia ngudi sir dung.

Mot s6 du 4n miu c6 thé
dugc dung hodc tham khio cho
ngudi sit dung, dé 1a:

M& mét dy an da cb i>

Tao mét du an méi &

Tao mét du an méi

tf cac du an da co

Tao mét du an méi

tif cac du 4n mau

Open a project
Project1
BAI_1
Bai_tap_Proj
Muc_luc

& More projects. ..

New
[ Blank Project

- New from existing project
Choose project. ..

New from template
New Business
Engineering

@ General Templates. ..
(@] Templates on my web Sites. .

- Engineering: du 4dn vé xay dung,

ﬂ Templates on Microsoft.com

- Infrastructure Deployment: du dn vé phét trién co s& ha tdng.

- New Busniess: du 4n phat trién thuong mai v kinh té.

- New Product: du 4n nghién citu va phat trién mot san phim méi.

- Project Office: du 4n vé quan 1y van phong.

- Software Development: du 4n vé phat trién phin mém.

Trén day 1a du 4n mau cho mét s6 linh vuc, ngoai ra ngudi

riéng nhitng du én mau cho phi hop véi yéu cdu thuc té.
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Templates

I;ro]ect Office .l@ _J .rc .

Residential Cons

Infrastructure Deployment
Microsoft Active Directory Deployment
Microsoft Exchange 2000 Deployment

J Microsoft Office XP Corporate Deployment

..j Microsoft SharePoint Portal Server Deployment
Microsoft Windows XP Deployment
MSF Application Development

Céc du an mau cho cac nganh
kinh té, khoa hoc ky thuat, ...

2.2. MO MOT DU AN PA CO
Thao tac thuc hién:

- Céch 1: Chon nhanh biéu tugng Open
- Céch 2: Dung t6 hgp phim tat Ctrl+O.

¥ trén thanh cong cu.

Khi xuét hién hop thoai Open — chon file du 4n c4n mé véi dinh dang c6 dang *.mpp.

Files of type: [Microsoft Project Files




2.3. CHEN THEM MOT FILE DUAN

Trong qué trinh 1am dy 4n c6 thé c6 nhiéu hon mot dy an dugc quan 1y trong cling mot
file. Thao tdc chén thém mot du én méi dugce thuc hién khi di c6 mét file du an hién thoi
dang tén tai.

- Thao téc thuc hién:

Menu Insert —> Project — hop thoai Insert Project — chon du 4n can cheén thém.

Inse

New Resource From »

ot

2.4.LUU MOT FILE DU AN
Du 4n c6 thé dugc luu véi cdc tén khic nhau va duéi file dinh dang *.mpp.
Thao tac thuc hién: .
- C4ch 1: Chon nhanh biéu tugng Save ﬁ trén thanh cong cu.
- Céch 2: Chon t6 hop phim Ctrl+S.
- C4ch 3: Menu File — Save — dua vao tén file cén luu.
Cach luu mot du dn da c6 véi tén khéc:

Menu File — Save as — dua vao tén file méi.

2.5. PONG MOT FILE DU AN

Trong qué trinh 1am viéc véi Microsoft Project 2002 ¢6 thé m& déng thoi cing mot lic
nhiéu du 4n khéc nhau. Dé déng mot du 4n dang md ta lam nhur sau:

Chon du 4n cidn déng. Sau dé6:
- Céch 1: Chon biéu tugng Close X .
- C4ch 2: Chon t6 hop phim Curl+F4.



Chuong IIT
THONG TIN CUA DU AN

3.1. THIET LAP CAC THONG TIN BAN AU CHO DUAN
Thao tic thuc hién:
- Menu File - New — Blank Project.

- Menu Project — Project Information —» h0p thoai Project Information.

Prolect Infurmatlon for 'Bai_tap Pm]

Céc thong s6 trong hop thoai Project Information:
- Start date: thoi gian bat ddu dy 4n (mic dinh).
- Finish date: thoi gian két thiic du 4n.

Chi y: Vi mot du 4n khong thé déng thoi 4n dinh thoi diém bét dau va két thic du 4n.

Nén chi c6 thé nhap mét trong hai thong tin trén va mdy s& tu dong tinh cho ta théng tin
con lai trén co s& lich trinh clia du 4n.

- Schedule from: lich trinh ctia du 4n, cho phép x4c dinh kiéu bt ddu hoac két thic du 4n.
- Current date: hién thi ngay thang hién thoi.
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- Status date: quan ly tai chinh du 4n.

- Calendar: kiéu lich dung trong du 4n.
Trong Microsoft Project 2002 c6 3 kiéu lich:

- Standart: lich chudn.
- 24 Hours: lich 24 gid.
- Night Shift: lich ca dém.

Mac dinh lich Standart duoc
chon cho du 4n véi quy dinh gio
lam viéc nhu sau:

- Mot ngay lam viéc 8 tiéng:

Séng : tux 8h — 12h.
Chiéu: tir 13h —» 17h.

- M6t tudn 1am viéc 5 ngay (trir
thi 7 va chi nhat).

Trong thuc t€ tuy theo tinh chat
va yéu cdu ti€n do ciia méi du an
ma ta thiét 1ap lich cho thich hop.

Priority: mic do wu tién chung
cho céc cong tic c6 trong du an
(gi6i han trong khoang 1000 =
Priority > 0. Mac dinh méi c6ng
tac duge gdn mic do wvu tién l1a 500).

T

.Template-

Bai_tap_Proj.mpp Properties

Iitle ICOng i van phong +nhé & 25 téng

: §l.!bj?.d'.. ITong tién do thi cing

""'Iink
base:

General Summ‘snﬁsﬁslmntentslmsb:m_
;‘é.:\sf’g:{-. &

; g

Author:  |Eng. Ng6 Minh Bitc

Manager:  |Eng. NGO MINH BUC

Comments: M;: d'u tiét vé phan mém Macrosoft Pro,)ect 2002
- |va hd trg st dung phdn mém. Vui léng lién hé:

Cha y: Dong cau chit ti€ng Anh All Task begin as soon as possibles cho ta biét: tat ca
céc cong viéc trong du 4n méc dinh ban ddu duge bét ddu ding nhu thdi gian da dinh.

Ngoai ra chiing ta cin khai béo thém céc théng tin cho du 4n dé phuc vu cho viéc lap

céc b4o biéu va in 4n vé sau bang céch:

Menu File — Properties — hop thoai Properties — Summary — dua vao cic thong tin

cho du én.

Cic thong s6 trong hop thoai Properties.

- Title: tén du 4n.
- Subject: chi dé du 4n.
- Author: ngudi lap du dn

- Manager: quan tri du dn (Gidm d6c).

- Company: tén céng ty lap du an.
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3.2. QUAN SAT VA XULY CAC THONG TIN CUA DU AN

Cira s6 1am viéc 1a mot dinh dang ma trong d6 ban c6 thé nhap, quan sat, sita ddi hay thé
hién cic théng tin ctia du an.

- Méi mot cira s8 thé hién céc t6 hop thong tin vé du 4n & cdc géc do khac nhau. Cira s8
c6 thé dugc thé hién dudi dang don hoic t6 hop.

- Clra s6 t6 hop thé hién dong thoi hai cira s6 don. Vi du cira sé Gantt Chart két hop véi
ctra s6 Resources Sheet.

Thong tin clia du 4n dugc thé hién qua cic cira sé trén thanh cong cu doc View Bar.

Biéu tuong Tén cilra s6 Noi dung
S - N ’ L3 . 6 . é N 7 w e .
Calendar L;?h ha\ng lhf.fng chi ra cic cong viéc va khoang thoi gian
hoan thanh né
Ghintt CRAR Dién ta cdc .céng’viec va c‘éc théng‘ ‘tin. c6 lie\n quan, biél{ dé
ngang thé hién céc cong viéc va thdi gian hoan thanh chiing
Network Thé hién duéi dang luéi cic cong tic (so d6 mang) va su
E phu thuéc giira ching. Diung khung nhin nay dé c6 mét cai
Diagram 4 0 7
nhin bao quét vé du 4n
Thé hién danh sich cic cong viéc di dugc gan tai nguyén
Task Usage va dugc nhém duéi mbi cong viéc. Dung khung nhin nay
dé thdy cong viéc dugc thuc hién béi tai nguyén cu thé nao
Thé hién danh sdch clia cong viéc va thong tin c6 lién
Tracking Gantt | quan. Dung khung nhin nay dé theo dai tién trinh thuc t€

cua du 4n

Resource Graph

Thé hién bi€u d6 phan phdi tai nguyén. Ding cira s6 nay
dé thé hién thong tin vé mot tai nguyén dudi dang biéu d6
v6i céc tiéu chi khdc nhau

Resource Sheet

Danh séch tai nguyén va théng tin lién quan. Dung cira s6
ndy dé nhap va hiéu chinh céc théng tin cho tai nguyén

Resource Usage

Thé hién danh sich gdn tai nguyén cho cong viec duoc |
nhém duéi méi nguén tai nguyén. Diung cira s6 nay dé
quan 1y viéc phan b6 tai nguyén

More View

Cho phép lua chon céc cira s6 quan sit khac

Anva hién menu View Bar:
- Céch 1: View — View Bar.
- Céach 2: Nhap phai chuot vao View Bar — chon View Bar.
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Chuong IV
PINH DANG CUA SO LAM VIEC

4.1. PINH DANG PHONG CHU TIENG VIET

- V6i céc cira s6 1am viéc trong Microsoft Project 2002 mac dinh ban dau la phong chir
ti€ng Anh. Do d6 cdn déi vé phong chit tiéng Viét cho phit hop véi yéu cau thuc té.

- Mot s6 Fonts ti€ng Viét c6 thé st dung thich hgp cho Microsoft Project 2002 Ia:
.VnTime, .VnArial, .VniTime...

® Thao tdc thuc hién:

Cach 1: Menu Format — Text Style — hop thoai Text Style — chon kiéu phéng chir
ti€ng Viét —» OK.

Bar... VnArial

Timescale. .. . .'\fnanﬁw cridyler
.VnArabia

Gridlines...

Gantt Chart Wizard..,
Text Styles...
Par Styles. ..

I 2 utomatic

Cetails

Layout...

Leyaut Now

Lrawing

Céc thong s6 trong hop thoai Text Style.

- Item to Change: déi Font cho nhém d6i tuong dugc chon.
- Font: chon kiéu font chi tiéng Viét.

- Font Style: kiéu thé hién Font chit.

- Size: ¢& Font chi.

- Underline: gach chan Font chit.

- Color: dat mau cho Font.
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Cach 2: B6i den toan bo vung nhap dir liéu." S is

Menu Format — Font — hép thoai Font — |%& wnzpy
chon Font ti€éng Viét thich hop — OK. % .VnArabia

Cdch 3: Boi den toan bo ving nhap di lieu. |+ -VRARABIAT

. R & .VnArial
D4i Font tiéng Viét trén thanh cong cu. % VnArial Narrow

4.2. PINH DANG THE HIEN CAC TRUONG : iﬁ;gﬁﬁRROWH
SO LIEU o oot
Trong Microsoft Project 2002 c6 nhiéu kiéu | .@QHARISTFOTEZS
trudng s6 lieu khic nhau. V& co ban thong s6 | & .VNAvant
thé hién clia cdc trudong 1a giong nhau, chi khéc | T VNAVANTH
nhau ¢ ki€u trudng sé liéu. T -VnBahamasB

- Thao tac thuc hién:

Nhap dip chuét vao truong muén dinh dang (vi du trudng Name) — hop thoai Column

Céc thong s6 trong hop thoai Column Definition.

- Field name: tén truong s6 liéu.

- Title: tiéu dé (vi du: Tén cong viéc).

- Align title: can dong tiéu dé (trdi, gitta, phai).
- Align data: cin dong dir liéu (trdi, giira, phai).
- Width: d6 rong cla truong.

- Best Fit: tu dong can do rong cua trudng.

4.3. THEM BOT CAC TRUONG SO LIEU

Trong céc clra s6 1am viéc ¢6 thé tuy chon thém hodc 4n céc trudng s6 liéu cho phit hop
v6i yéu cdu sir dung.
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® Chén thém mot truong sé'liéu (vi du: truong Recurring)
Thao tac thuc hién:

- Cach 1: Menu Insert — Column — hop thoai Column Definition — trong muc Field
name chon trudng s6 liéu cin chén thém — OK.

Recurring

Regular Work

Remaining Cost
Remaining Duration
Rermaining Overtime Cost
Remaining Overtime Work
Remaining Work

- Cich 2: Nhap phai chudt vao truong can chén — Insert Column.
o An mot truong s6 liéu

Thao téc thuc hién: Nhap phai chudt vao trudng cin 4n — Hide Column.

4.4. SOAN THAO CONG TAC

4.4.1. Cheén thém mot cong tic méi

New Resource From »
Dé chen thém mot cong tdc méi tai vi tri bét ki trong du 4n, ta Recurring Task. ..
cin dua hop sdng dén vi tri cong tic ding truéc né — menu Broject...

Insert — New Task hoac dung phim tét Insert. Column...

4.4.2. Xoa cong tac

- D€ x04 mot cong téc bat ki trong du 4n, ta dua hop sang dén vi tri cong tic cAn xod —
menu Edit — Delete Task hoac ding phim tat Delete.

- D€ x04 déng thdi nhiéu cong tidc cing mot lic, ta sit dung déng thoi phim Ctrl hoac
Alt — Delete.

4.4.3. Sao chép, cit, dan di liéu

- D€ sao chép dir lieu — chon ving dif liéu cdn sao chép — menu Edit — Copy Cell
-

hoic Ctrl+C hoac chon biéu tugng = trén thanh cong cu.

- Dé cit mot vang dit liéu — chon viing dit liéu cdn cit — menu Edit — Cut Cell hoic

Ctrl+X hoac chon biéu tuong % trén thanh cong cu.
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- Bé ddn mot viing dit liéu — thuc hién thao tac Copy Cell hoac Cut Cell — menu Edit
- Paste Cell hoac Ctrl+P hoac chon biéu tuong % trén thanh cong cu.

4.4.4. Undo, Redo

- Trong Microsoft Project 2002, kha nang huy bé mét thao tac truéc d6 (Undo) hoac 14y
lai mét thao tic truée dé (Redo) chi thuc hién dugc mot l4n.

- Dé hufx boé mot thao tic truéc d6 — menu Edit — Undo hodc chon biéu tuong 2t
trén thanh céng cu.

- Dé 1dy lai mét thao tdc truéc d6 — menu Edit — Redo hoic chon biéu tuong X tren
thanh céng cu. '

4.5. DINH DANG KIEU THE HIEN NGAY THANG

Trong Microsoft Project 2002 c6 nhiéu kiéu thé hién ngay thing, tuy theo yéu céu thuc
t€ ma ta thiét 1ap cho phi hop.
- Thao tdc thuc hién:

Menu Tools — Options — hop thoai Options — View — Chon Date Format — chon
ngay thang theo yéu cau.

28-01-02 12:33 PM

28-01-02

28-01-2002

28 January 2002 12:33 PM

28 January 2002 i
28 Jan 12:33 PM -

Chi y: Mac dinh ngay thdng thé hién sé theo ngay thdng hé théng cia Windows theo
kiéu mm/dd/yy (thdng/ngay/nam). Do dé trong thuc t€ edn dinh dang lai ki€u ngay thing
hé thong theo kiéu ngly thiang & Viét Nam.

Thao tac: Menu Start (cia Windows) — Settings — Control Panel — Setting Regional
— Date — chon kiéu dinh dang dd/mm/yy (ngdy /thdng/nam) — OK.
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Chuong V
CUA SO GANTT CHART

Cira s6 Gantt Chart 12 cilra s thé hién du 4n duéi dang biéu dé ngang. Pay 1A cira sé quan
treng, thudng xuyén sir dung téi trong qua trinh nhap s liéu, chinh sira va quén 1y du 4n...

5.1. KHOI PONG CUA SO GANTT CHART

Khi tao mot dy 4n méi thi Gantt Chart méc dinh lu6n 12 cira s6 1am viéc ban ddu. Trong
Microsoft Project 2002 cé nhiéu cira s 1am viéc khic nhau, do dé tir mét cira sé khdc ta cé
thé chuyén vé cira s Gantt Chart.

Thao tac thuc hién:
- Cich 1: Menu View — Gantt Chart.
- Cich 2: Chon biéu tugng Gantt Chart I . trén View Bar.

! & Microsoft Project - Profect2 - ~ o
mﬂ-wwmrmxgtwspumww
6‘1--&3‘“-*&& 8 -nlﬂ[ﬁ"

|

Chon nhanh biéu tuong
Gantt Chart trén View Bar

R g

Khung nhin bén trai g | Khung nhin bén phai

Vach phéan cach doc

- Clra s6 Gantt Chart dugc chia 1am 2 phﬁn va phan cach bang mot vach phan cich dimg.
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- Khung nhin beén trdi dung dé nhap va chinh sira dit liéu cia du an.

- Khung nhin bén phai dung dé thé hién cc cong téc du6i dang bi€u dé ngang va céc

théng tin c6 lién quan.

5.2. ¥ NGHIA CAC TRUSNG TRONG CUA SO GANTT CHART

Tén trudng Y nghia Kiéu
Truong ID Dinh s6 thit tu cdc cong viéc Tu dong
Ciéc chi giai cho cong tac Ngudi diing
Task Name Tén cong tic Ngudi ding
Duration Thoi khoang Nguoi ding
Start Thai gian bit ddu Ngudi diung
Finish Thoi gian két thic Tu dong
Predecessors Cong tic di trudc Ngudi ding
Resource Names Tén tai nguyén Ngudi ding

5.3. NHAP TEN VA THOI KHOANG CHO CONG TAC

Vé6i mbi cong tic déu c6 mot tén mo ta cong viéc cdn thuc hién va thoi gian (da duogc
tinh todn) tuong mg dé thuc hién cong viéc nay.

Vidu:

___E)o betong san va cau t_h_a_l ng
~ Marketing san pham mdi

15 days

Viét thuat toan chLIdng trinh | z 10 day31

Chii y: - Mdi cong téc cho phép nhap khong qud 255 ki tu.
- Méi du 4n cho phép nhap khong qua 9999 cong tac.

- C6 thé thuc hién céc thao tic chén, sao chép, cét, ddn trong bang dit liéu.

5.4. GAN THONG TIN CHUNG CHO CONG TAC

Dé€ g4n thong tin chung cho cong tic ta thuc hién nhu sau:

- C4ch 1: Menu Project — Task Information — hop thoai Task Information — General.

- C4ch 2: Nh4p diip chu6t vao cong tic cdn gén thong tin — hop thoai Task Information

— General.

- C4ch 3: Chon biéu tugng Task Information & tren thanh cong cu.
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Task Information

g0 m-‘z’e; |- custom Fieids: |
, ;fz%ggdw i

Trong do6:
- Name: mo tatén cong tic. | :
- Duration: thai gian thuc hién cong tdc. 1 007 qodo oot ooy S0 g soout (niol da
- Estimated: thoi glan udc lugng.

- Percent complete: % hoan thanh cOng tc.
- Priority: mifc d6 wu tién: cOng tdc.

- Dates: ngay thang bat diu va ké’t thuc

- Hide task bar: 4n thauh thoi khoang trén bléu a6 ngang

- Roll up Gantt bar to summary: thé hién déng théi trén thanh corig tde tém fugc; 111\

5. LIEN KET CONG TAC

Trong du 4n v:éc lién két gma céc cbng tac pha1 theo mOt trmh tu hop ly, gma céc cﬁng
tic ¢6 thé c6 nhimg rang budc ndo dé, vi vay doi hdi ngudi lap‘dq 4n phai cd nhitng kinh
nghiém tir thuc t€.

M&i cong téc bao g6m 2 loau. c0ng tac d1 trudc (Predccessor) va c(mg tac nO; tu:p hay
cdn goi 1a cong tac phu thuoc (Succcssor) Ta: mOt cﬁng tic hlén th(‘n ta phal quyét dmh
cong tic nao s&'14 di tru6e vA cong tic nido 1a phu-thude! 1Qurlo qi

- Tai mot cong téc hién thdi c6 thé c6 mot hoac nhiéu cong tac di tru6e o,

- Tai m6t cong tic hiénthoi ¢ thé cé6 mothodc nhiéu cong tdcnoiti€pno. - i
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Cong tac di trudc

.Predecessors Task
Cong tic hién thai

Current Task
Cdng tac ndi tiép

MOI QUAN HE GIUA CAC CONG TAC Successors Task

Khai bdo lién két cong tic duge thuc hién nhu sau:

- Céch 1: Boi den cong tdc cén lién két. Chon Menu Edit — Link Task hoac Ctrl+F2.

|ﬂ ; 7 | ion | pber 2002 | November 20(
: Ll ;oei11;14]11[20|23|26129o1[04|qr.l10;-§

- -Bao dat bang may ' _ ; 20 da,rb
st mong béng thi COIIJ 5 days

Chii y: D€ thuc hién huy lién két giita hai cong téc, ta boi den cong tac cin huy lién két.
Sau d6é chon menu Edit — Unlink Task.

- Cach 2: Boi den cong tic cén lién két. Chon biéu tuong =, trén thanh céng cu.

Chii y: D thuc hién huy lién két giita hai cong tic, ta boi den cong tic cdn huy lién két.
Sau dé6 chon biéu tugng % trén thanh céng cu.

- Cach 3: Dung thao tac kéo tha. Nhap trdi va giit chudt vao cong tic lién két, sau do kéo

tha téi cong tac can lién két.

5.6. KHAI BAO THOI GIAN SGM HOAC TRE

Dé thé hién su thay déi m6i quan hé giita hai cong viéc vé mat thdi gian, Microsoft
Project 2002 dua ra khdi niém Lead Time va Lag Time.

Lead Time tic 1a tao ra mot khoang thdi gian ma céng tdc di sau s& bat ddu sém hon.

Vidu:

E)ao dat béng méy |
. Sta mong béng thd cong

i Cong tac st mong béng thd cong
_: - |pAt @&u s6m hon mét ngay tnc khi
| E | pong tac dao dat bing may két thuc
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Lag Time tic 1a tao ra mét khoang thoi gian ma cong tic di sau sé bat ddu muo6n hon.

ong tac slfa mong béng thi cong
Ib&t @4 muon hon hai ngay sau khi
ong tac dao Jat bAng may két thuc

Tuy theo m6i quan he va tinh chdt cia méi cong tdc ma ta quyét dinh xem c6 khai béo
thoi gian sém hodc tré. Tai mot cong téc hién thdi dé khai bdo thdi gian sém hodc tré cha
cong tic dimg trude né ta lam nhu sau:

- Thao téc thuc hién:

Menu Project — Task Information — thJ thoai Task Information — Predecessor.
Trong truong Lag g6 s vao. Néu:

- 56 > 0: tao ra 1 Lag Time (thoi gian tré).

- 56 < 0: tao ra 1 Lead Time (thdi gian sém).

5.7. CAC TINH CHAT CUA BIEU PO GANTT CHART

5.7.1. Thanh thoi khoang (thanh cong tic)

Thanh thoi khoang 1a thanh thé hién thdi gian cin thuc hién cong tic va cic thong s6
lién quan khéc. Mac dinh thanh thoi khoang dugc thé hién 1a mét hop chit nhaf' mau xanh
v6i chiéu dai twrong g thdi gian thuc hién cong tac.

Thanh céng tac

Thanh th&i khoang Bar 1a thanh thé hién cong téc trong biéu d6 ngang Gantt. Viéc thay
déi hinh thic thé hién thanh thdi khoang Bar bao gém céc thong s6:

- Mau séc.
- Hinh déng.
- Kiéu thé hién.

- Théng s6 khéc: tén cic trudng Resource Name, Name, Cost...
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MB&i cong tac dugc thé hién ﬁéng bang moét thanh thoi khoang.

Hinh déng thanh thoi khoang c6 thé dinh dang lai bdi ngudi sit dung. Mot thanh thoi
khoang dugc chia ra 1am 3 vi tri:

Start T Ed
Middle

- Start: vi tri ddu.

- Middle: vi tri giita.

- End: vi tri cu6i.

Viéc thé hién hinh déng thanh céng tdc tuy thudc vao tinh chét, yéu cdu va quan diém

thé hién cia mbi ngudi sir dung. D€ dinh dang thanh cong tic cho toan bo ti€n do du 4n ta
thuc hién nhu sau:

- Thao tac thuc hién:

Menu For_nﬁat — Bar Style — hop thoai Bar Style — Bar — lua chon va thay déi theo ¥
ngudi st dung. ‘

Bar Styles

Start Finish
Start Finish
CompleteThrough
Start Start
Start Finish
Start Finish
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e Y nghia cdc théng s6 trong hdp thoai Bar Style

Start, End (d4u, cu6i thanh thoi khoang)

40

it
Shape Hinh ding v
L 4
®
Type Kiéu nét
Color Mau sic
Middle (giira thanh thoi khoang)
Shape Hinh ddng Bar
Parttern Kihieunén |
Color Mau séc
Vidu:
Thanh céng tac mac diph

Thanh cong tac sau khi
dinh dang lai

..




- Thao tic dinh dang hinh diang cho mét cong tac dugc chon:

Menu Format — Bar — hop thoai Format Bar — Bar Shape — lua chon va thay déi theo

y ngudi sir dung.

Format Bar /S i

Bar Shape l Bar Text |
| rstart o -End e ? A
shepe: | © =] | |shape: o
Tvpe: m '[’xpe m J
Colr o W o

e

5.7.2. Vi tri thé hién céac trudng so liéu

Véi mbi thanh cong tic, ngoai viéc thé hién hinh déng n6 con cho phép th. hién noi

dung clia cdc trudng s6 liéu tai vi tri duoc thiét lap.

Top (trén)
Left (trai) [ nside (vono) FREE Right;(phéi)

Bottomn (dudi)

LY

Vi du: Dinh dang cong tic trén biéu d6 theo miu sau:

h

i Finish

Duration

Start
Resource Name
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15 days

o7-1 R 2711

Nhan cong[12]

- Thao téc thuc hién:
Menu Format — Bar — héop thoai Format Bar — Bar Text — lua chon va thay déi theo
yéu cdu — OK.

o Y nghia cdc théng sé trong hp thoai Bar Style

- Left: chon trudng Start thé hién vi tri bén tréi.

- Right: chon trudng Finish thé hién vi tri bén phai.

- Top: chon trudng Duration thé hién vi tri bén trén.

- Bottom: chon truong Resource Names thé hién vi tri bén dudi.
- Sample: thé hién céc thong s6 di duoc thiét 1ap.

- Reset: dinh dang lai theo mac dinh ban ddu.

5.7.3. Thé hién lién két giira cic cong tac

Trong Microsoft Project 2002 viéc thé hién lién két giita cic cong tac dugc thiét lap boi
ngudi sit dung. Tuy theo yéu cdu, tinh chat v quan diém thé hién bi€u dé tién do du 4n ma
ta lua chon cho hogp 1y.
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- Thao tac thuc hién:

Menu Format — Layout — hop thoai
Layout — lua chon va thay déi cic thong
s6 theo yéu cdu — OK.

Gantt Chart Wizard...
Text Styles...
| Bar Styles...

Layout [Mow

.Dl;awing >

% nghia cdc thong sé trong hp thoai Layout
- Links: kiéu lién két giita cic cong tic:

Kiéu lién két Hinh déng lién két
Kiéu lién két 1 °
0
Kiéu lién két 2 .
Kiéu lién két 3

Chii y: Kiéu s6 3 12 kiéu mic dinh ban d4u va thudng dugc sir dung.
- Bars: céc théng s6 dinh dang cho thanh cong tac.

+ Date Format: dinh dang ngdy thing thé hién.

+ Bar Height: chiéu cao thanh cong tac.

+ Allways roll up Gantt bars: thé hién trén cong tic tém lugc.

+ Show bars Split: 4n/hién ngét quang cong tic.

+ Show Drawings: 4n/hién céc d6i tugng V.
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5.7.4. Thiét lap luéi biéu d6 ngang

Trong thuc t€ khi ti€n do clia mot du 4n 16n, néu khong cé céc lu6i phu tro thi viéc quan
sét biéu d6 tién do s& trd nén rat khé khan, do d6 ngudi sir dung cén phai thiét 1ap luéi biéu
d6 ngang dé c6 thé quan sat, xir Iy va in 4n biéu d6 ti€n do mot cich dé dang nhat.

- Thao téc thiét 1ap lu6i biéu dé ngang Gantt Chart:

Menu Format — Gridlines — hop thoai Layout — lua

chon va thay déi cdc théng s6 theo yéu cdu — OK. Bar...

Timescale. .

— _Gridi

s
- Gantt Chart Wizard...
Text Styles. ..

Bar Styles

Binh dang va thiét lap Iudi
biu d5 qua hdp thoai
Gridlines

_NormGIW.v._m A . -

Tvpe: |——'I Color: Iﬂ Red VI
- IMiddle Tier Column "

_ |Bottom Tier Column - At interval
- |Current Date

Sheet Rows (‘ummg_ “2 f"a 4  Other: |2 3 ;

l - OK I Cancel |

o« Y nghia cdc théng s6 trong hop thoai Gridlines

Line to change: ddi tugng cin thay déi Normal: kiéu thé hién théng thuong
Gantt Rows: cédc luéi ngang biéu dé Type: kiéu nét
Middle Tier Column: 1u&i doc chinh Color: mau thé hién

Bottom Tier Column: luéi doc phu
Current Date: ngay hién thoi

Sheet Rows : vach phan céch giita cic cong tic At Interval: kiéu thé hién ngit quang

Sheet Columns: vach phan cach giita céc trudng s6 liéu | Type: kiéu nét

Title Vertical:-dinh dang tiéu dé dimg Color: mau thé hién
Title Horizontal: dinh dang tiéu dé ngang
Page Breaks: thé hién phan trang




5.8. CAC BANG QUAN SAT PHU TRO TRONG GANTT CHART

Cira s6 Gantt Chart gom 9 bang quan sét; nhap va chinh sira s6 liéu. Tuy theo yéu ciu
ma ta chon céc, bang c_ho Ihlch hqp

¥ ; :- ‘4 J ;.-.3'_", E :‘. _'IT'

- Thao téc: Menu Vlcw —> Table — chon bang quan sét thlch hop.

"View | Insert  Format_ To

Calendar
m\.\ X \ v deaida nain Y atnn 8h onlh adl Céc bang quan sat | ..
' Gantt;hart 3 b ¢ nsup S0 gatb Sy Tony ol 58 o
i mc Natl'r'n'1' Dldgrday DU 1153 J0UD S 26 o8) g S Gantt Chart /- i

‘f}‘{ Tracking Ganitt

Resource Graph

1+ Resourceshest. 1
Resource Usage

- More Views...

Zoom...
o] }; nghia cua cdc bang phu tro trong Gantt Chart
- Cost bang tinh gid cho cédc cong viéc. o o A iy
- Entry bang nhap dit liéu cho céc cong viéc (mac dinh).
- Hypeerk. bang két néi véi cdc du dn khac.
- SChcdulc' bang lich trinh cia du 4n.
- Summary bang t6ng két du 4n.

T:ackmg bang sosénh duan ca so (Baseline) véi }lé’n do thuc t€. — o
- Usage - bang thé hién cach thuc hién cdc cong viéc. —_—
- Variance: bang so sanh chénhl thoi gidn gitta du'an thiu t&v6i d/dn cosel V10
‘. Work: bang thé hién chi tiét thdirgian: lam viée cha cic ctmg tac: 6y g
'/ ‘More Tables.. : c4c bang | quan St Ride, (5N 281 3nos 080 £V On frof -:"-3 I 087 gno

45



Chuong VI
THIET LAP CAC TINH CHAT CHO CONG TAC

6.1. MUC BO UU TIEN CHO CONG TAC (PRIORITY)

Mitc do wu tién dugc thiét 1ap ding dé quan 1y, diéu chinh va can d6i du 4n. Trong
Microsoft Project 2002 méi cong tic mic nhién dugc gdn mitc do wu tién (Priority) 12 500.
Tuy theo tinh chét va tim quan trong clia cong tic ma ta thay déi lai mitc d6 wu tién.

Mifc d6 wu tién cho cong tac dugc thiét 1ap trong pham vi: 0 < Priority < 1000.

- Thao tac thuc hién:

Menu Project — Task Information — hop thoai Task Information — General — diéu

chinh mic d6 wu tién trong Priority.

Task Information : R

General I Predecessors | Resowcés I Ad"ancgd.:‘.'l i

Notes I Custom Fields I
Name: |Marketing New Product Duration: lsd 3: rgstimgted : :

ARG Tl rrm—— [m:__ﬂ:imét lap “mic d8
! Corhnk comple ¥ i frorty uu tién cho céng tac

~ Dates _ . .
gt [Toe 151002 x| Enish: [Teezz-i002 E
I ide task bar ™ ¥
pgﬂﬂqua‘lttba{tummary e gn
- Ut o ;‘“‘ v Dl o .;__,;_g__ L iE Seier i S

Cancel

G GaEnt v (an haadl v o
a5

6.2. CONG TAC TOM LUGC VA CONG TAC PHU THUOC

Thong thudng trong moét dur 4n bao gém nhiéu hang muc, trong méi hang muc lai chita
nhiéu cong tic nhd hon né va cic cong téc nay dugec mo ta giéng nhu mot cay thu muc véi

cac phan cdp khic nhau.

- Cong tdc tém lugc (SubTask) la cong téc chita dung céc cong tic cé phan cap nhé hon né.
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- Cong tac phu thudc 12 cong tdc nam trong cong tic tém lugc.
Viéc tao cong tic tém luge trong du dn 1a cin thiét.

e Cdch tao céng tac tom lugc:

Boi den cic cong tdc nam bén troag nd.

- Cach 1: Menu Project — Outline — Indent.

- Céch 2: Chon biéu tuong Indent «® ! trén thanh cong cu.
e Cadch huy céng tac tém luoc:
Boi den cic cong tdc ndm bén trong no.

- C4ch 1: Menu Project — Outline — Outdent.
- C4ch 2: Chon biéu tugng Outdent * trén thanh cong cu.

Chii y: Khi x04 cong tic tém lugc s& x6a ludn cic cong tic phu thudce nam trong no.

Hinh anh céng tac tém lugc:

8 esir ol 70080 ol deiednad 1S
0 B Bal_tap_| Pro]act 300 days
1 % Phin méng l' 58 days
12| © Phan than | 160days |
i e S an
21| ETing2:  tsdays
5 oG . o = %g
37 82 days
__ e b . |
Céng tac tém lugc thé hién va Céach thé hién thanh thdi khoang
quan ly dudi dang cay thu muc cdng tac tém lugc

o Cdch thiét lap thé hién céng tac tém luge

Menu Tools — Options — hop thoai Options — View — Outline Options for

- Indent name: dua ra cdu tric cua du dn dudi dang cay thu muc.

- Show outline number: dua ra chi s6 phan cdp cho cdc cong tdc.

- Show outline symbol: dua ra biéu tugng ngan kéo chita dung cic cong tac phu thudc.
- Show summary tasks: dua ra téng két cong téc.

- Show project summary task: dua ra tdng két toan b du an.
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6.3. THE HIEN CAC PHAN'CAP'CONG TAG - 1+~

Dé€ hién thi cong téc phu thuoc:

- C4ch 1: Menu Project — Outline — Show SubTask.

- Cach 2: Chon nhanh biéu tuong Show SubTask' *' trén'thanh cong cu

Dé 4n cong tac phu thuoc: ' R '

- Cach 1: Menu Project — Outline => Hide SubTask. -

- Céch 2: Chon nhanh biéu tugng Hide SubTask = trén thanh cong cu.

Trong mot dy 4n c6 t6i da 9 mic phan cép cong téc t6m lugc va duge lua chon bing cich:

- Céch 1: Menu Project — Outline — Show = chon miic phan cdp.cong téc cin thé hién.

- Céch 2: Chon nhanh biéu tugng Show: Zhow > { trén 'thanh céng cu — chon midc phan

cdp cong téc cdn thé hién.

6.4. KIEU CONG TAC

Tmng Mlcrosoft PrOJect 2002 c6 thé ILIa chon m(’)t trong ba kiéu cOng tac. Tuy theo dac

diém va tinh chat clia timg Toai cbng viéc ma ta gdn cic kiu cong tac khde nhau

—3

- Thao téc thuc hién: Menu iject > Task Information — hop thoai Task Informatlon
Advanced —> Task Type - chon kiéu cong tac

Task type: LWIWWF £ ﬂm A
1 ok Fixed Lt atiun
Fixed Units :

Trong doé: _ - o {
| “Kiéu cong tic | o - Y nghﬁ
Fixed Duration Cd dinh thoi khodng
Fixed Units ~ S - 2N .. C6 dinh don vi (tai nguyén)
Fixed Work ; C6 dinh gio lam viéc

Chii y: - Théng thudng déi véi céc cong tic ta thudng chon kiéu cong tic 1a Fixed Duration.
- Véi cong tdc tém luge khong xéc dinh kiéu cong tic.

- Céch thi€t 1ap mac dinh tét ca cdc cong tac déu cé kiéu Fixed Duration.

Menu Tools — Options — hop thoai Options — Schedule —> Default Task Type —»

chon kiéu cong tic Fixed Duration — OK.
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6.5. MOI QUAN HE PHU THUOC GIUA CAC CONG TAC

Microsoft Project 2002 quy dinh c¢6 bén loai quan hé phu thudc gilra cac cong tac. Moi
quan hé phu thu¢c théng dung nhét d6 12 su két thiic cia cong téc di trude s& xéc dinh su
bét ddu clia cong tic phu thudc va duge goi 12 méi quan hé dau cudi (Finish-to-Start).

- Mic dinh cho su lién két giita cdc cong tc la Finish-to-Start.

- Viéc khai bio va thay d6i m6i quan hé phu thudc giita cic cong tac thong qua hop
thoai Task Information.

- Thao tdc: Menu Project — Task Information — hop thoai Task Information —

Finish-to-Start (FS

3 Business plan identifying project opportunity

Finish-to-Start (FS)

_— Start-to-Start (55)
Lua chon méi quan hé phu thudc ish-to-Finish (FF)

L sy L T e Start-to-Finish (5F)

MGéi quan hé cong tic Ki hiéu Y nghia
TR 4., Ngay thang keét thiic ciia cong téc di trude
Finish-to-Start (FS) _h s& xéc dinh lich trinh ngay thing bat ddu
: cho cong tic phu thudc
FF Ngay thang két thiic clia cong tac di trude
Finish-to-Finish (FF) =| s& xdc dinh lich trinh ngay thang két thic

cho cong tic phu thuée

ss Ngay thing bat ddu cia cong tic di trudc
s& x4c dinh lich trinh ngay thang bat ddu
cho cong tic phu thudc

Start-to-Start (SS)

!
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M@i quan hé cong tic Ki hiéu Y nghh;

Ngay thing bit ddu cua cong tic di trude
s€ xdc dinh lich trinh ngay thdng két thiic
cho céng tac phu thuoc

Start-to-Finish (SF)

None None

| Khéng c6 moi quan hé phu thuoc cong tic

6.6. CAC KIEU RANG BUOC CONG TAC

Trong Microsoft Project 2002 ¢6 8 kiéu ring budc cong tac (Constraint Task). Tuy theo
tinh chat ciia méi cong tac va kinh nghiém cia ngudi 1ap du & nid méi cong tic dugc gén
nhitng rang budc khic nhau.

- Thao tdc: Menu Project — Task Information — hop thoai Task Information —
Advanced — Constrain type — chon kiéu rang budc cong tic — OK.

Task Information

oo d B3|

eneral i '-IS;_-?:I_'-.‘reclg_cessors | Resuhr(:es Advanced l St Notee iy l Custom Fields l
. Mame:  [Define project objctive and informatior Duration: E =] I Estimated
? TR ainté.s'k e e A - Y %
' Deadline: | :'
As Soon As Possible Constraint date: | NA

Constraint type:

I Effort driven

[ As Late As Possible

| Finish No Earlier Than
- | Finish No Later Than
- | Must Finish On
| Must Start On
S Start No Ezrlier Than
Earned yalue method| Start No Later Than

r'_l\"larktaskas milégﬁgie &

Lua chon céac rang budc céng
tac theo tinh chat va yéu cau
thuc té clia céng tac

; * - A7 R P -
* Y nghia ctia cdac kiéu rang budc cong tdc

Kiéu rang budc Y nghia ‘
As Soon as Possible Coéng tac khong bi rang buéc <l
As Late as Possible Cong tdc nay phai bi tri hodn cang lau cang t6t a |
Finish No Earlier Than Cong tdc phai két thic sau ngay thing chi dinh & ;
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Kiéu rang budc Y nghia
Finish No Later Than Cong tac phai két thiic vao ngay hodc sém hon ngay thing chi dinh
Must Finish On Cong tac phai két thic chinh xéc vao ngay thing da dinh
Must Start On Céng tac phai bat ddu chinh xdc vao ngay thing da dinh
Start No Earlier Than Cong tac bt ddu vao ngdy thiang hodc mudn hon ngay thang chi dinh
Start No Later Than Cong tdc phai bit ddu truée ngay thing chi dinh

Clii y: Ban ddu miac dinh kiéu rang budc cta cong tic 1a As Soon as Possible.

6.7. CONG TAC CO TINH CHU KY

Cong tic c6 tinh chu ky (Recurring Task) la nhilg cong tic thudng xuyén xay ra déu
dan theo mot thoi gian nhat dinh trong mot phan hoic xuyén suét qué trinh thuc hién du én.
Vi du nhu céc cudc hop giao ban hang tuén, hang thang...

- Thao tac: Menu Insert — Recurring Task — hop thoai Recurring Task Information —
thiét 1ap cdc thong s6 cho cong tic 6 tinh chu ky — OK.

g

Task Name: | Hop giao ban

Recurrence pattern
¢ Daily l |every :I weel_g on:
(+ \Weekly

¢ Monthly | |~ Sunday W M:ndzy l" Tuesday | 'q"kdnesday
" Yearly I™ Thursday I~ Friday « I™ Saturday

Range of reaurrence _
Start: 'F‘i 18-10-02 _J (" End after: l :{ ocaurrences
o #
" End by Mo 11-11-02
églendar for scheduling this task 3 =
Lalenoar: lsmndard __I r 5d1edullng ignores resource calendars

4 nghiua cac théng sé trong hép thoai Recurring Task Information
- Task Name: ten cong tdc c6 tinh chu ky.

- Duration: tnoi gian thuc hién cong tac.

- Recurrence pattern: lua chon kiéu chu ky.

- Daily: hang ngay.

- Weekly: hang tudn.
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- Monthly: hang thang.

- Yearly: hang nam.

- Range of recurrence: gi6i han thoi gian xay ra chu Ki.

- Start: thdi gian bat diu.

- End After: s6 1an xudt hién.

- End By: thoi gian két thiic.

- Calendar: chon lich cho cong tac c6 tinh chu ki.

- Schedule ignores resource calendar: bo qua lich trinh cua tai nguyén.

Vi du: Hop giao ban trong 3 gid vao thit 2 hang tuén trong thdi gian 2 thang thuc hién
du 4n. Nhu vay téng s6 céc cudc hop giao ban phai thuc hién 1a 8 budi.

Hopgiao ban8 3nrs ' 13hs

6.8. DINH DANG PON VI THOI GIAN LAM VIEC CHO CONG TAC

Thoi gian thuc hién cong tic c6 thé duge biéu dién bang cdc don vi thdi gian khic nhau.
Viéc biéu dién don vi thdi gian ciia cong téc tuy thudc vao tinh chét va yéu cu thuc &

- Thao tic: Menu Tools —> Options — hop thoai Options —> View — View options for
time unit — thiét 1ap cac thong s6 don vi thoi gian — OK.

Trong doé:
Pinh dang Kiéu thé hién Y nghia
Minutes m, min, minute Phut
Hours h, hr, hour Gio
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Dinh dang Kiéu thé hién Y nghia
Days d, dy, day Ngay
Weeks w, wk, week Tuéin
Months m, mon, month Théang
Years y, yr, year Nam

6.9. CAC CHU GIAI CHO CONG TAC

Trong mét cong tdc déi khi cin c6 nhiing chi giai chi ti€t cho viéc quan sit , quan 1y
thém chi tiét va phong phi déng thoi gitp ngudi thuc hién 1am ding theo y d6 da dinh cta

nguoi lap du an.

- Thao tac: Menu Project — Task Information — hdp thoai Task Information — Notes
— dua vao céc chi giai can thiét - OK.

NOI DUNG CUQC HOP:

Théng nhét cac cdng viéc can thuc hién trong tuén
Kiém tra lai phudng @n dén bu va gidi phéng mat béng ...

1 Cac dé xust khac

Pua vao cac chu giai
cén thiét cho cong tac
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Chuong VII
CUA SO RESOURCE SHEET - TAI NGUYEN CUA DU AN

7.1. CUA SO RESOURCE SHEET

Trong mot du én c6 nhiéu loai tai nguyén, méi tai nguyén lai c6 nhitng kha nang va tinh
chat khéc nhau, do d6 trude khi thyc hién viéc phan bd tai nguyén cho cic cong tac ta phai
khai bdo céc tai nguyén thong qua cira sé tai nguyén Resource Sheet.

- V6i méi loai du 4n thi cdn mot nguén tai nguyén khac nhau.
- Mot nguén tai nguyeén cé thé dugc thuc hién déng thoi cho nhiéu du 4n khéc nhau.

- Dinh nghia, khai bdo tai nguyén 1a cin thiét cho viéc phan b, quan sit, quén 1y, diéu
chinh,... tai nguyén ciia mot hay nhiéu du an.

Thao tdc goi cira s6 Resource Sheet:

- Cach 1: Menu View — Resource Sheet.

- Céch 2: Chon biéu tugng Resource Sheet

. trén View Bar.

Gueslonforhel, & 8 X

:5_‘
Pled.

*:W'I”"' c8

n— = =] T
SRV RS ol

®E OB a8

T!E_
Work
Work
o1 tai 51 Work
Méy han ‘Work
...... .
Méy dém Work

Xi mang Material  Tdn
=0 T b
i '_ Matenal m3

Binh nghia bang tai nguyén
cla du an théng qua cilta s
Resource Sheet

> ~

Cira s8 Resource Sheet trén
thanh céng cu View Bar

» H
i o L T[T A% WM T (o




7.2. Y NGHIA CAC TRUONG TRONG RESOURCE SHEET

Pé thuc hién dinh nghia va khai bdo mot tai nguyén ta cin khai bdo cdc thong tin lién
quan dén tai nguyén d6 qua céc trudng s6 liéu trong cira s6 Resource Sheet.

Tén trudong Y nghia Kiéu
Truong ID S6 thir tu tén tai nguyén Tu dong
(i) Chii giai cho tai nguyén Ngudi dung
Resource Name Tén tai nguyén Ngudi dung
Type Kiéu tai nguyén Ngudi dung
Material Label Nhin vat liéu Ngudi ding
Initials Viét tat chir cdi ddu tén tai nguyén Tu dong
Group Nhém tai nguyén Nguoi dung
Max. Units S6 don vi tai nguyén t6i da tinh cho mét ngay Ngudi dung
Std. Rate Gid chudn N Ngudi ding
Ovr. Rate Gia ngoai gio o Nguoi dung
Cost/Use " Phi sir dung tinh cho mot tai nguyén Nguoi dung
Accrue Phuong phap tinh gid Nguoi diing
Base Calendar Lich co so Nguoi dung

Code

Ma tai nguyén

7.3. DINH NGHIA BANG TAI NGUYEN CUA DU AN

Nguoi dung

Bang tai nguyén cta du 4n la nhimg tai nguyén ina don vi thuc hién du dn hién dang c6
va quan 1y tryc ti€p. Cu thé:

- S6 lugng va chiing loai tai nguyén (nhan luc, may moc thiét bi, nguyén vat liéu ..).

- Kiéu rai nguyén va s lugng tuong iing.
- Cé4c chi phi phai tra cho tai nguyén...

Vi du: Khi xay dung mét cong trinh cin phai cé nhiing tai nguyén co ban sau.

t |Resource Name |Type [Material Label |Initials l¢
Nhan cong Work N
2 | Maydao ast Work M

3 | ototaisT Work o |

4 May han Work ¥

5 Méy tron BT ‘Work 1 1
o R o~ AT ¥
7 | Ximang Material  Tén X
e | cat Material  m3 C
BERRERY ‘Material  m3 S
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7.4. PHAN BO TAI NGUYEN CHO CAC CONG TAC

Dé cic cong tic trong dir 4n thuc hign ding véi ti€n d6 da dé ra, ngudi 1ap du 4n cin
phai phan b8 va sir dung tai nguyén mot cich khoa hoc hop 1y, trénh tinh trang thiéu hut

hodc qua tai tai nguyen.

7.4.1. Hop thoai Assign Resources

Phan bé tai nguyén cho cong téc thong qua hop
thoai Assign Resources.

Thao tic véi clra s6 1am viéc Gantt Chart:

Spelling...
AutoCorrect Options...

Links Between Projects...
Import Outlook Tasks...

- Cach 1: Menu Tools — Assign Resources —»
hop thoai Assign Resources.

- Cich 2: Chon t6 hgp phim Alt+F10 —
hop thoai Assign Resources.

- Céch 3: Nhép biéu tugng Assign Resources 55
Assign Resources. '

Céc thong 86 tI‘Oﬂg th thoai ...v.lw = ._,.m... :_ RO __-__ o i e I
Assign Resources:

- Resource Name: tén tai nguyén.
- R/D: lya chon tai nguyén.

Request: duéi dang dé nghi. Nhén aing
Demand: duéi dang yéu cdu. Nhan oona . 1200
- Units: don vi tai nguyén dugc 2‘;1’5' =
phan bd cho cong tic tuong tng. My dao 4t
Mic dinh 1a 1. Méy dém
) o X May han
Chii y: Gi6i han cha truong May tron BT
Units Ja: 0 < Units < 60.000.000 s
Xi méng
- Assign: géan (ghi lai) phan b8

tai nguyeén.
- Remove: xo04 phan b4 tai nguyeén.
- Replace: thay thé€ bang tai nguyén khéc.
- Close: déng hop thoai Assign Resources.

- Graphs: biéu d6 thé hién viéc sir dung ciia tai nguyén dugc chon. Qua biéu dé nay cho
Phép quan sét truc quan va diéu chinh tai nguyén mot cich hop .
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] Oct '02 | Nov '02
2 [ 2 706 | 13 | 20°| @7 phoa3pnfudd oF 3857 24

.| phong viéc sir dung |
tai nguyén nhan |
céng clia mot tién |

0 xay dung

Chi y: Truée khi thuc hién viéc phan b8 tai nguyén can chon cong téc duge phan bé.
Khi chon niit Assign trén hop thoai Assign Resource xuét hién moét ddu kiém tra |
duoc dit vao bén tréi tai nguyén dugc phan bé.

C6 thé diing phuong phap kéo tha dé thuc hién cong viéc trén. Cich nay c6 uu diém la
khong phai chon cong tic ma tai nguyén s& dugc phan bé. Day 1a mot cach nhanh va hiéu
qua dé phan b6 céc tai nguyén khic nhau dén nhiéu cong tdc tai mot thdi diém. Thao tic
thuc hién nhu sau:

- Kich hoat hop thoai Rcsourcc. Assignment.
- Chon tai nguyén béng cdch nhin vao truong Name.

- Pinh vi con trd chuét trong hinh chit nhat mau xdm & bén trdi trudng Name. Biéu
tuong Resource Assignment s& xudt hién bén dudi con tré chuét.

- Gii¥ nit chu6t va kéo con tré chudt dén cong tic ma tai nguyén s& duoc phan bd.

- Khi cong tac d6 ndi bat, ban tha niit chut va tai nguyén dé da duoc phan b. Khi ban kéo
con tro chudt dén cong téc dé, tat ca cic tai nguyén da chon s& dugc phan bo ngay lap tic.

7.4.2. Hop thoai Task Information

Viéc phan b tai nguyén cho cdc cong tic c6 thé thong qua hop thoai Task Information.

- Thao tic véi clra s6 1am viéc Gantt Chart:
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Menu Froject -» Task Information — hép thoai Task Information — Resources — chon
tai nguyén cén phan bé — OK.

Assign Resources

Tosk B6beting ming
_+| Resource Jist options
Resources from Bai_tap_Proj.mpp ——

=7 il
Resource Name __|R/D _[Units Assion

| ¥ | Nhén oing 14,00 B
Kéo tha tai nguyén tdi ¥ [ Xi méng 1 Tdn _I Remove |

oo tai 5T ' |
cdng tac can phan bd =% . Replace..

Task Ihformation s il e w_ﬂ}j

1 Xi ma;ig

| |Resolrce Name T e e Units )
[ lndneng bl
il Mey tron BT 200§
. ; MﬁE dam ’°°§
‘§ v i1 Tan
i My trgn BT A g
— e ey May dam
Phan b tai nguyénthéngqua | s
hép thoai Task Information %
-| Cat
S8i ‘v 3

7.5. CHU GIAJ TAI NGUYEN

Dé mo ta chi tiét cdc tai nguyan dugc phan bé cho cic cong tic ta c6 thé thuc hién cic
ghi chii cdn thi€t ihong qua hop thoai Resource Information.
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Thao tic thuc hién:

- Cach 1: Menu Project — Resource Notes — hop thoai Resource Information — Notes

— dua vao cic ghi chii cdn thiét - OK.

- Cach 2: Menu Project — Resource Information — hop thoai Resource Information - >

Notes — dua vao céc ghi chi can thiét - OK.

Resource Information

Lo Tine ]

SR
oL AR

i

““g;} Bl

Resource Name: | Bétsng #200

S TS bl e

L

A= === 4

' [ Cac yéu cau ddi vai BT#200.
- Vat liéu: ximang PC30 Hoang Thach, Céat vang, si 1x2
- Thuc hién trdén va thi cdng

cho tai nguyén

dang qui chudn xay dung

Bua vao cac chu giai can thiét

7.6. BANG PHU TRQ

Ngoai bang dinh r:ghia
va khai bdo tai nguyén
(Entry) ndm trong cira sé
Resource Sheet con cé
cidc bang quan sit phu
tro khic.

- Thao tac thuc hién:
Menu View — Table

— chon cidc bang quan
st phu trg khéc.

~ Tracking Gantt

- Resource Graph

Resource Sheet
Resource Usage

More Views.

Cac bang quan sat
phu trg trong clra sé
Resource Sheet

Summary
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Y nghia c4c bang trong cira sé Resource Sheet:

Tén bang Y nghia

Cost Céc théng tin ti chinh cia tai nguyén (gid hién thdi, gid co s,
chénh gid, gid thyc t€...)

Entry Bang dinh nghia va khai bdo tai nguyén

HyperLink Lién két v6i tai nguyén ciia cac du 4n khic

Summary Bang tém luge céc théng tin vé 1ai nguyén

Usage Bang thé hién viéc sir dung cic tai nguyén

Work Bang thé hién thdi gian lam viéc ciia cic tai nguyén

More Table Céc bing quan st khic

Chit y:

- Mic dinh ban ddu ta Yam viéc véi bang Entry trong cira sé Resource Sheet.

- Tuy theo timg géc d6 va yéu cdu thuc t€ ma ta chon cdc bang phu trg cho hop 1.




Chuong VIII
THIET LAP LICH TRINH CHO DU AN

D¢ thuc hién mot du 4n ngoai viéc dinh nghia va lién két cic cong téc, dinh nghia va

phan bd tai nguyén... thi viéc thiét 1ap mot lich trinh dé thyc hién du 4n diing nhu k& hoach
da dé ra khong kém phén quan trong.

Trong Microsoft Project 2002 mac dinh chi ¢6 3 loai lich:

- Standart: lich chuén.

- Night Shift: lich ca dém.

- 24 hours: lich lam viéc 24 gid. .

Quy dinh chudn vé lich 1am viéc trong Microsoft Project 2002 nhu sau:

- Thao tic: Menu Tools — Options — hop thoai Options — Calendar — thay déi cic
thong s6 theo yéu cdu - OK.

Dptrons

Céac théng s6 vé thdi gian trong lich
trinh chuén clia Microsoft Project 2002
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Trong dé:

L va chon

Y nghia

Mic dinh (chudn)

Week starts on

Ngay bét ddu trong tuéin

Sunday (chu nhat)

Fiscal vear starts in

Théng bét ddu trong nam

January (thang 1)

Default start time Gid bit ddu thuc hién cong viéc trong ngay 8: AM
Default end time Gid két thiic thuc hién cong viéc trong ngly 5: PM
Hours per day S6 gio lam viéc trong mot ngay 8.00 givy
Hours per week S6 gio lam viéc trong mot tuan 40.00 gio
Days per month S6 ngay lam viéc trong mot thang 20 ngay

Trén thuc t€ véi méi du an c6 thé phai cdn dén mot lich trinh khédc nhau. Diéu nay tuy
thudc vao ti€n do, tim quan trong va yéu ciu thuc t€ clia du dn. Microsoft Project 2002 cho

phép thiét 1ap cdc lich trinh riéng cho cédc du dn va cho timg tai nguyén riéng biét.

8.1. THIET LAP LICH CHO DU AN

Dua trén b6 lich chudn ciia Microsoft Project 2002 thuong khong phit hop va khong dép

tng duogc vé lich trinh cta céc kiéu loai du 4n & Viét Nam.

Vi du dé dap img yéu cdu va diéu kién thuc t€ & Viét Nam, ngudi 1ap du n cin lap riéng

ra mot lich trinh dé thuc hién du 4n véi tén Lich Viét Nam.

e Yéu cau Lich Viét Nam:

- Mot tudn lam viéc 7 ngay.

- Mét ngay lam viéc 8 gio: - Sdng:

7TAM =11 AM
- Chiéu: 1h30 PM + 5h30 PM

- Nghi cdc ngay 1€, tét, quéc khénh...

e Thao tac thiét ldp lich dw an:

Menu Tools — Change Working Time — hop thoai Change Working Time — thiét lap

cac théng s6 cho phu hop — OK.

62

¥ Spelling...
: ~ AutoCorrect Options...
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Import Outlook Tasks...
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For:

Set working time for seleched date(s)
 Select Date(s):

| standard (Froject Calendar)

Set selected date(s) to:

’ October 2002 o | @ Usedefault

Fadi _ II M 11 g‘f ;h 4': 55 {~ Nonworking time

[, Senark g S ¢ Nondefault working time
{ | Edited working &7 PR 12—' From: To:

frennd DOUCS 13 [14 [15 [16 [17 |18 |18 |B:DO . [12:00 —
On this calendar: £ S Tt e

Edits to a day of {1:00 PM | 5:00 PM

the week 29 |30 |31 I I

{31 | Edits toan |

..} individual day I I

Help New.. | options.. |[ ok ] cancet |

Cac thong s6 trong hop thoai Change Working Time.

- For: lua chon lich cho du 4n hodc tai nguyén.

Night Shift
Standard (Project Calendar)
Lich Vit Nam
Nhan odng

hd

- Legend: quy udc céc biéu tugng thé hién lich du 4n hodc tai nguyén.

Quy uéc

Biéu tuong

Thoi gian lam viéc

Thoi gian khong lam viéc

r"“} Edited \mrklnq

Sira déi gids 1am viéc

s hours
E.?e"iz: ool Sira d6i ngay 1am viéc trong tudn cho ngay nghi
1_1' E':::sig::lnday Sira d6i ngdy lam viéc thong thudng
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- Select Date (s): chinh sira lich du dn hodc tai nguyén.

Chii nhat

L .‘.:"-\:W%W}W_}A":v- ey

S
SO £

Cac ngay lam viéc

trong tudn
ReE

- Set Selected Date(s) to: thiét lap lich cac ngay dugc chon.

Trong dé6:

B \:g
R i e 5

Tha 7

Kiéu thiét lap

Y nghia

Thé hién

Use default

Thiét 1ap gi® lam viéc chuén

Nonworking time

Ngay khong lam viéc

Nondefault working time

Ngay lam viéc di chinh sira




Chit y: Trong mot ngay c6 thé khai béo t6i da 5 ca lam viéc véi thoi gian khdc nhau.

- Thao téc thiét 1ap Lich Viét Nam: Menu Tools — Change Working Time — hop thoai
Change Working Time — New — hop thoai Creat New Base Calendar — tao Lich Viét
Nam — OK — thay déi cc thong s6 theo yéu céu thiét 1ap Lich Viét Nam — OK.

Trong dé:

- Name: dat tén lich du an.

- Creat new base calendar:
tao lich co s& méi.

- Make a copy of calendar:
tao lich méi tir lich chudn cta
chuong trinh.

8.2. THIET LAP LICH CHO TAI NGUYEN

Do tinh chét, yéu cdu ctia du 4n ma tai nguyén c6 thé c6 riéng lich thuc hién cong viéc
va dugc goi la lich tai nguyén. Miac dinh ban diu tdt ca c4c tai nguyén déu dugc gin lich
chuén Standard ctia Microsoft Project 2002.

- Thao t4c thiét 1ap lich tai nguyén: Menu Tools — Change Working Time — hop thoai

E (]
i *. | Standard (Project Calendar)
I Mhén adng
| JENd May ddo dét
oto tai 5T 0
| Méy trn BT : i
:g May dam xzﬁ
i . p 8 ] 1
i e X b
130 16 (17 |18 R18:4 8ODAM = ]1200 PM
N :
5 o : 100PM | [500PM
i | Chon tai nguyén can thiét lap va o o i
. thay ddi lich lam viéc theoyéucau |} | -
i 4  thucté cla duan .
! 3 : : '
L | I e o e (1 JE
J
| J

Chu y: Cic thao tdc thi€t 1ap lich giéng nhu trong thiét 1ap lich trinh ctia du 4n.
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8.3. THAY POI LICH DUAN
Sau khi tao lich riéng cho du 4n, c4n dua lich d thiét 1ap vao mot hoic nhiéu du 4n.

- Thao tic thuc hién: Menu Project — Project Information — hop thoai Project

Thay d8i lich trinh cia du an
ndard

8.4. QUAN SAT LICH DU AN

Viéc quan sét lich du 4n dugc thé hién thong qua biéu d6 ngang Gantt Chart.

Vi du: Quan sét lich chuén (Standard) va lich Viét Nam (nhu da thiét 1ap & phéan truéc)
ctia du 4n thong qua cilra sé Gantt Chart.

i Nhan cong E;15],&!:’:3; h%‘m[:]

§,Nhan cang [14],M3y tron BT[:
@ Nhan cong [10] |

Lich chudn (nghi thit 7, chii nhat) Lich Viét Nam (lam viéc thit 7, chii nhdt)
8.5. DUAN CO SO

Trong qué trinh 1ap va thuc hién du 4n, c6 thé xay ra nhiing thay ddi do nhiing nguyén
nhan khdch quan va chii quan. Vi vay cdn thiét phai thuc hién luu du 4n co s& (Baseline) dé
lam cén cif so sdnh, d6i chiéu,... véi du 4n thuc t€.

8.5.1. Luu du an co s6

- Du én co s c6 thé luu timg phén hoic luu toan bo du 4n.

- Thao tac thyc hi¢n: Menu Tools —> Tracking — Save Baseline —» hép thoai Save
Baseline — thiét lap cac théng s6 — OK.
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Update Tasks...
Update Project...
Progress Lines...

Maao

Luu du é&n co s&

Organizer...

' Customize
Xoa du an co sd

Options... Clear Baseline...

i Save Baseline

StartjFinish

Startl fFinishi

Céc thong s6 trong hop thoai Save BaseLine.

Lua chon Y nghia
Save Baseline | Luudv 4n cos& .
Save interim plan Luu du 4n & céc giai doan khadc nhau
Copy Sao chép tir du dn co s&
Into Luu vao du 4n co s&
Entire project Sao luu toan bo du dn
Selected tasks Sao luu cic cong tic dugc chon
To all summary tasks Cho t4t ca cdc cong tic tém luge
From subtasks into selected | Tir cdc cong téc tém lugc ndm trong cong tdc tém luge téng
summary task(s) dugc chon
Set as Default Thiét lap thong s6 chudn

Chi y: - C6 thé luu t6i da 10 du 4n co s& (tir Baseline 1 dén Baseline 10) thong qua lua
chon Save Baseline.
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- Luu du 4n co s& & cdc giai doan khic nhau c6 thé luu t6i da 10 14n.

- Viéc quan sét du 4n co s& 6 thé théng qua cira sé Traking Géntt.

- Cé4c thong tin duge luu va so sénh giita cac du 4n co so:

+ Baseline Duration: thoi khoang.

+ Baseline Start: thoi gian bét ddu.

+ Baseline Finish: thoi gian két thiic.

+ Baseline Work: thoi gian thuc hién du an.

+ Baseline Cost: chi phi thuc hién du an.

- Viéc luu du 4n co s& 12 cédn thiét va khong thé bd qua khi 1ap va thuc hién du 4n.

8.5.2. X6a du an co so

Du 4n co s& c6 thé xod timg phén hodc xo04 toan bo.
- Thao tac thuc hién:

Menu Tools — Tracking — Clear Baseline — hop thoai Clear Baseline — thiét 1ap céc
thong s6 - OK.

] Baseline

{ Baseline 1

Chon dy &n cd 83 Baseline 6

cin xo4 Baseline 7
Baseline 8
Baseline 9
Baseline 10

8.6. THANG THOI GIAN (TIMESCALE) TRONG TIEN PO CUA DU AN

- Thang thoi gian (Timescale) 1a cong cu ding dé thé hién va quan sét lich trinh cua du
an theo céc tiéu chi khac nhau. Kha nang thé hién clia Timescale 1a tuy bién va da dang.

- Ta c6 thé thiét 1ap va diéu chinh thang thdi gian (Timescale) & céc clra s6 1am viéc cia
Microsoft Project 2002 thong qua hop thoai Timescale.

- Thao tdc: Menu Format — Timescale — hop thoai Timescale — thiét 1ap cic thong
s6 thé hién lich - OK.
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Gridlines...

Thiét Iap thang thai gian
Timescale

Thang thoi gian TimeScale duge chia lam ba ndc thoi gian:

- Top Tier: néc trén.
- Middle Tier: ndc giiia.
- Bottom Tier: nidc duéi.

Bottom Tier |

8.6.1. Top Tier - nac thoi gian trén

- Thao tac thuc hién:

Middle Tier

Menu Format — Timescale — h¢p thoai Timescale — Top Tier — thiét 1ap c4c thong

s6 thé hién — OK.
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Trong dé:

- Top tier formatting: dinh dang né4c thang trén.

- Units: don vi thai gian.

- Count: budc nhay thai gian.

- Label: nhian thé hién lich trinh.

- Align: can dong vi tri thé hién lich (trdi, phai, giira).
- Tick lines: vach phan cdch gilfa c4c dom vi thoi gian.
- Size: do réng trudmg thé hién.

- Scale separator: vach phan cdch ngang.

- Timescale options: lwa chon thé hién thang thdi gian.
Céc thang thoi gian dwoc lua chon 13:

- One Tier (Middie): mot nac thoi gian (ndc giifa).

One Tier

02-02] 03-02 [04-02105-02]06-02] 07-02 [{

- Two Tier (Middle, Bottom): hai ndc thoi gian (nic giira, ndc dudi).

Two Tier

- Three Tier (Top, Middle, Bottom): 3 nic thoi gian (trén, gitta, dudi).

Three Tier
/—
: 12-01 : H-02 - ;3 e 0202
~ 12:01 | 5 01-02 | 0202 [
02[09|16|23|30]06 132072703 [10] 1712410

Chii y:
- Trong 3 dang thang thdi gian trén thi dang Two tier 12 dang thé hién. va¢ dinh clia
Microsoft Project 2002 va 1a dang théng dung nhat.

- Céc théng s6 & ndc thang Middle tier, Bottom tier tuong tu nhu céc thoéng s¢ O nic
thang Top tier.
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8.6.2. Thé hién thdi gian khong lam viéc trén biéu do ngang
Dé thé hién cic ngay khong 1am viéc cla du 4n duéi dang biéu dé ngang theo lich da
thiét 1ap ta c4n thay ddi cdc thong s6 qua hop thoai Timescale.

- Thao tic: Menu Format — Timescale — hop thoai Timescale — None-working time
—> thiét 1ap cdc thong s6 thé hién — OK.

Timescale” ™
Top Tier | Middle Tier | Bottom Tier . Nen-working time
Formatting options —— o - =
Draw: (3 {Bahind sk Bars: color: [ Automatic L Pl

¢ In front of task bars e o — =1

{" Do notdraw

 Preview -

10-02-02
12 [13[14]15][16 [17.
S |

Trong dé: - Color: mau thé hién ngay khong l1am viéc.
- Pattern: nén thé hién ngay khéng 1am viéc.
- Calendar: lich thé hién du 4n trén biéu dé ngang.
- Draw: lua chon thé hién cong tac.

Lira chon Minh hoa
13 Oct '02
Behind task bar TFISISIMITIWITIF
In front of task bars
Do not Draw

71



Chuong IX
PUOGNG GANG CUA DU AN

Nhu ta da biét dudng gang (Critical Path) 1a dudng di tir sy kién xust phat dé'n su kién
hoan thanh c6 chiéu dai 16n nhat. Cdc cong viéc nam trén dudng gang goi la cong viee gang.
Théng qua dudng gang c6 thé diéu chinh tién d6 cfia du 4n.

Vige tim dudng gang clia dy 4n trong Microsoft Project 2002 dugc thuc hién tu dong
thong qua s6 liéu va tinh chit clia cdc cong tic: lien két, rang budc cong tic, mitc do6 wu
tién, thoi gian du tri,..

9.1. TIM PUONG GANG CUA DU AN

Microsoft Project 2002 cho phép hién thi duong gang (Critical Path) ctia du 4n thong
qua cong cu Gantt Chart Wizard.

- Thao tac thuc hién:

Menu Format — Gantt Chart Wizard — hop thoai Gantt Chart Wizard — Next —> chon
Critical Path — Finish — Format It — Exit Wizard.

Luantl Chart Wizard

Tu dong tim dudng
gang pt'.la du an

9.2. THE HIEN DUSNG GANG CUA DU AN

Dudng ging cla du dn dugc thé hién qua céc cilra sé: Gantt Chart, NetWork Diagram,
Traking Gantt.
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Vi du: Duong gang cia mot du 4n duge thé hién trén cira s6 Gantt Chart.

'nm du&ng 94n9 ctia tién d° N
Mac bt dau

Cong téc so 5 . : - _:_:5':'“ e
s -6 I Céng tac gang
co '
ng téc so‘ 2 . B i c6 mau dd
Cong tac s6 3 F— :

~ Cong tac 6 4 5
Gong téc 56 5 E

Congtacs66 =
Cong tac s6 7 :

Céng tac khéng gang
c6 mau xanh

Mdc két thuc

Chu y: - Cong tac gang: mau dé (mau mic dinh).
- Cong tic khong gang: mau xanh (mau mac dinh).
- Pudng gang: dudng mau do néi cic cong tic gang (inau mac dinh).
- Cong tdc gang c6 thoi gian du trit bing 0.
Mot dur 4n c6 thé c6 mot hoac nhiéu hon mot dudng gang. Cach lua chon nhu sau:

- Thao tac thuc hién: Menu Tools — Options — hOp thoai Optlons — Calculation —
Caculate multiple critical paths - OK. |

Tasks are critical if slack is less
than or equal: cong tic la cong tic
gang néu thoi gian du trit nhoé hon hodc bing s6 ngay quy dinh (méc dinh 1 bing 0).

Vi du: Duong gang (nét dam) ciia mét du dn duge thé hién duéi dang so dé mang trén
cira s6 Network Diagram.

khéng gang
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9.3. TIM PUONG GANG CUA DU AN QUA CONG CU LOC

Ngoai cdch tim duong gang bang cong cu Gantt Chart Wizard ta ¢6 thé tim duong gang
thong qua sir dung bo loc Filtered. Khi d6 chi nhimg cong tic gang va dudng gang méi hién
thi trén cira s6 s6 liéu va cira s6 biéu do.

- Thao tic: Menu Project — Filtered — Critical — két qua thé hién bao gém tét ca céc
cong tac gang.

STT Tén cong tac | October 2002 November2002
: | 49102]05}!)8i11i14]1?[2093!26]29 1#34?0?[10 113]16[19[22
0 IETim dudng ging clia tlén do m
1 Moc bit dau $01-10
e Congtacs63 Nhan céng [10],l4dy han[3]
5 Congtacs64 : Nhin cong [10],May trdn BT[2]
8 Congtacs67 Z
5 g the 56 1] 1 %
12 Cong tac s6 11 & i : =
13| Mocketthie | | oni théhienauonggang | & 15-11
............. L 3 va cong tac gang i
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Chuong X
CONG CU GANTT CHART WIZARD

10.1. KHA NANG CUA GANTT CHART WIZARD

- Gantt Chart Wizard 12 mot cong cu manh, cho phép ta thiét 1ap nhanh céc cira s6 quan
sat theo cdc mau chuédn cta chuong trinh Microsoft Project 2002 hoéc theo dinh nghia béi
nguoi sir dung.

- Gantt Chart Wizard c6 thé sir dung dugc & céc cira sé lam viéc nhu: Gantt Chart,
Tracking Gantt, Detail Gantt,...

- Gantt Chart Wizard gédm nhiéu budc thiét 1ap cac thong s6 khic nhau, do d6 tuy theo
yéu cu thuc t€ ma ta c6 thé bd qua nhitng budc khong cin thiét.

10.2. THIET LAP VA TUY CHON TRONG GANTT CHART WIZARD

Viéc thiét 1ap Gantt Chart Wizard dugc thé hién thong qua céc cira sé c6 biéu dé ngang.
Duéi day la trinh tu cac budc.

- Thao téc thuc hién:

Menu Format — Gantt Chart Wizard — hop thoai Gantt Chart Wizard — céc budc thiét
1ap thong sé.

e Buoc 1: Kich hoat cong cu Gantt Chart Wizard.

Gantt Chart Wizard

\ﬂkl-:bme_w e GanttChart Wizard,

e

This wizard formats your Gantt bar chartf
to Icok exactly the way you wantit.

To continue, click Next,

S dung céng cu Gantt Chart
Wizard cho phép hién thi biéu

d6 ngang dung nhu y ban mu3sn
ﬁd Chon Next
i l[:

’ Cancel I < Back

Finist |
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® Buoc 2: Chon kiéu va dang biéu dé ngang muén thé hién.

Kiéu thé hién
biéu d6 ngang
sé chon

Standard: Style 1

o S
ORIt

-
¥ s | ‘_--;_ﬁ\'sk-

Trong dé: - Standard: kiéu biéu dé ngang chudn.

- Critical path: ki€u biéu d6 ngang c6 thé hién dudng ging.

- Baseline: kiéu biéu dé ngang thé hién du 4n co sd.

- Other: céc dang thé hién biéu d6 ngang khic.

- Custom Gantt Chart: lua chon thé hién b&i ngudi sir dung.
Chii y: Tuy theo yéu cdu thuc t& ma ta chon kiéu thé hién biéu d6 ngang cho thich hop.
e Buoc 3: Thi€t 1ap céc thong tin sé thé hién trén biéu dé.

Gantt Chart Wizard

Cac thdng tin
thé hién trén
biéu dé

Trong dé: - Resources and dates: tai nguyén va ngay thang.

76



- Resources: tai nguyén.

- Dates: ngay thang.

- None: khéng thé hién thong tin.

- Custom task information: thé hién béi thiét 1ap ctia ngudi sir dung.

Chii y: D& thé hién chi tiét cic thong tin trén biéu dé ngang thudng sir dung lua chon
thiét 1ap boi ngudi sir dung (Custom task information).

e Budc 4: Lua chon thé hién lién két giita c4c cong tic.

"~ Lua chon th& hién lién két
giifa cac cong tac

Trong dé: - No: khong thé hién lién két gilta cic cong tic.
- Yes: c6 thé hién lién két giita cdc cong tac (mac dinh).
e Budc 5: Xéc nhan cdc thiét 1ap trén 1a diing — Format It — Exit Wizard.

tt Chart Wizard

&
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Vi du: Ding cong cu Gantt Chart Wizard thiét 1ap cdc thong s6 trén biéu dé ngang nhu

hinh minh hoa duéi day.

STT

0 |5 Tim dusng gln.g cua tién du

Méc bét déu
Cong tac s6 1
Cong 14c s6 2
Cong tac s6 3
Cong tae &6 4

Conglacs66

Biéu dé ngang dudc thiét lap
bdi Gantt Chart Wizard
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Chuong XI
CUA SO NETWORK DIAGRAM - SO PO MANG CUA DU AN

11.1. CUA SO NETWORK DIAGRAM |
- Trong Microsoft Project 2002, ti€n d6 cla du 4n ngoai viéc thé hién bang biéu dé
ngang cdn c6 thé biéu dién dudi dang so d6 mang qua cira sé Network Diagram.

- So d6 mang (Network Diagram) cho phép ngudi sit dung quan sat du 4n mot cich truc
quan, rd rang va chi tiét.

- So d6 mang thé hién thong qua s6 liéu da nhap & biéu do ngang.
Thao tic thuc hién:

- Cach 1: Menu View — Network Diagram.

=] trén View Bar.

u.n'g“]

I

i
i

Chon nhanh bidu tuong || 1=
Network Diagram trén :
View Bar pE =32 =3 Dy an dudc thd hién duSi dang
so d6 mang théng qua cira s8
Network Diagram

o W

T N R e W e
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11.2. CAC KIEU Kf HIEU CONG TAC

- Trong so d6 mang (Network Diagram) méi kiéu cong tac duoc thé hién, ki hiéu mot
cach khdc nhau va dugc goi hop cOng tdc. Mac dinh céc kiéu thé hién nay do Micrsoft
Project 2002 quy dinh.

- Méi kiéu hop cong téc c6 hinh ding, mau sic, thong tin
riéng,... nhim dam bao mé phéng mot céch sinh dong va chi
ti€t nhat so d6 mang.

Box...
- Viéc quan sit céc thong s6 trong hop cong tic cho céc
kiéu ki hiéu cong tdc dugc thé hién trong hop thoai Box Style.

Timescale...

Gridlires...

- Thao tdc thuc hién: Menu Format -»> Box St"yle — hop "
thoai Box Style — quan st va thiét 14p cdc hop cong tdc miu
theo yéu cdu — OK.

Gantt Chart Wizard...

Text Styles...

[Name]

Start: [Start]  ID: [ID]
Finish: [Finish]  Dur: [Duration]
Res: [Resource Names]

Céc thong s6 trong hop thoai Box Style:
- Style settings for: cdc kiéu hop cong tic.
- Preview: hinh v€ minh hoa cho céc hop cong tdc.
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- Set highlight filter style: thiét 1ap mau cho céng tac khi sir dung b loc.
- Show data from task ID: thiét 1ap tir cong tic c6 ID duge chi dinh cho loai cong tic

tuong tng dugc chon.
- Data Template: thay déi tir hop cong tdc méu.
- Border: hinh ddng va mau sac hop cong tic.

- Show horizontal gridlines: hién thi vach phan cdch ngang.
- Show vertical gridlines: hién thi vach phan céch ding.

- Background: mau va ki hiéu nén hop cong tic.

Vi du: Hop cong tic miu cla cong tic gang
dugc thiét lap mac dinh trong chuong trinh
Microsoft Project 2002.

Céc thong tin thé hién trong hop cong tic cb

thé thay déi hodc thi€t 1ap méi theo yéu céu thuc
t€ cta du 4n.

[Name]

Start: [Start] |ID: [ID]

Finish: [Finish]  |Dur: [Duration]

Res: [Resource Names]

Mot s6 ki hiéu quy ude trong so dé6 mang (Network Diagram).

Ki hiéu

Y nghia

[Name]

Start: [Start] ID: [D]
Finish: [Finish] Dur: [Duration]
Res: [Resource Names]

Cong tic phu thudc

[Name]

Start: [Start] ID: D]
Finish: [Finish]  Dur: [Duration]
Comp: [%% Complete]

Coéng tic tém luogc

[Name]

Milestone Date: [Start]
1D: ID]

Coéng tic méc

Ms plan identifying pr
Start: 01-01%84._ID: 3

Finish: 07-01-04 Dur~S.days

Res: Project sponsor St

Cong tic dang dugc thuc hién

Cong tdc da hoan thanh
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11.3. THIET LAP HOP CONG TAC MAU

Ngoai viéc sit dung cdc hop cong tic miu c6 sin trong Microsoft Project 2002, ngudi sir
dung c6 thé phai thiét 1ap thém céc hop cong tic miu méi d€ dap ting cho phit hop véi yéu
ciu thuc t€.

Vi du: Thi€t 1ap hop cong tic miu cho cong téc khong gang theo miu sau:

Hop cong tic miu s6 1:

Name

Start 1D

Finish Duration

% Complete Actual Cost

N
Cét thép + vén khuén méng + oot chd

Bét ddu: 09-09-2002 Stt: S
Két thuc: 30-09-2002 Thdi khodng: 16 days
% hoan thanh: S0% Chi phi phai tré: 4,880,0008

- Thao téc: Menu Format — Box Style — hop thoai Box Style — More Templates —>
hop thoai Data Templates — chinh sira hop cong tdc miu c6 sin hodc tao méi.

Mame]
Bét ddu: [S+art] Stt : [ID]
K&t thuc: [Finish] Théi khoang: [Duration]
% hoan thanh: [ Complete] |Chiphi phdi trd: [Actual Cost]
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Céc thong s6 trong hop thoai Data Templates:

- New: tao hop cong tic méi.

- Copy: tao hop céng tac mdi tir hop cong tic miu da cé.
- Edit : chinh sira hop cong tic miu. |
- Import : dtmé hop cong tdc miu tir cic dl,f an khéc.
- Delete : xo0d hop cong tdc miu.
Tao hép cong tdc méu s6 1:

- Trong hop thoai Data Templates — New — hop thoai Data Template Definition —

thiét 1ap cac thong s6 theo yéu cadu - OK — Close - OK.

Template Definition

Pao dat béng may

B&t dau: 01-08-2002

Stt: 2

Két thue: 28-08-2002

Thdti khodng: 20 days

% hoan thanh: 0%

Chi phi phai tra: 0B

Céc thong s6 trong hop thoai Data Template Definition:

Cic lya chon Y nghia Hinh déng
Template name Tén hop cong tic miu
Format cells Dinh dang hop cong tic
Choose cell(s) Gan céc truong theo yéu ciu thuc t€
Cell Layout... Dinh dang s6 hang, cot trong hdp cong tic miu
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Céc lua chon Y nghia Hinh ding
Font Dinh dang Font

Horizontal alignment | Can chinh ddng theo phuong ngang

Vertical alignment Can chinh dong theo phuong dimg Center

S6 dong thé hién trén hop cong tic

Limit cell texr to : . N
tuong ung vo1 mot truong

Show label in cell Hién thi nhan trong c6t véi tén duge dua vao bdi ngudi dung
[Default
Date format Dinh dang ngay thing 28-01-0212:33PM
28-01-02

28 January 200212.33PM =

11.4. CAC TUY CHON LAYOUT

Viéc thé hién so d6 mang, ngoai thiét 1ap va thay d6i cic hop cong tic miu thi ngudi sir
dung cén phai thi€t lap thém céc théng s6 thé hién phu trg khéc théng qua hop thoai Layout.

- Thao tac: Menu Format — Layout — hop thoai Layout — thiét 1ap c4c théng s6 — OK.

Céc thong s6 trong hop thoai Layout:

Layout mode (kiéu thé hién)
Automatically positive all box Tu dong sip dat vi tri cdc hop cong tic
Allow manual box positioning Cho phép sip xép diéu chinh lai vi tri cdc hop cong tic

Box Layout (thé hién hop cong tic)
Arrangement Pham vi thé hién trong hdp cong tic theo céc tiéu chi lua chon khic nhau

Alignment Can 1€ cho hang, c6t (trdi, phai, giita)

Center

Spacing D6 rong cia hang, cot
. . Can chinh d6 rong va chiéu cao cia
H Widt e i
e, Sl hang, c6t (tu dong, c6 dinh)

-Best Fit -

Show summary Task Dua ra cong tac tém luge

Adjust for page break | Tu dong diéu chinh ngit trang
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Link Styte (kiéu lién két)

Rectilinear So d6 mang dang dudng lién két vudng géc

Straight So d6 mang dang dudng lién két chéo géc

Show arrows Dua ra mili tén lién két o
Show link labels | Dua ra nhan kiéu lién ket [FS] >

Link Color (mau lién két cong tac)

Nongcriticals links

Céc cong tic khong giang (miéc dinh 12 mau xanh)

Criticals links

Céc cong tac gang (mic dinh 1a mau do)

Match predecessor box border

cong tic di trude

Chi thi lién két cic cong téc c¢6 cing mau vién cho

85




Diagram Options (cic lua chon so dé)

Background Color Mau nén so d6 mang

Background Pattern Ki hiéu mau nén so dé :

Show page breaks Dua ra vach ngit trang

Mark in-progress and completed | Pénh d4u cong viéc dang xir Iy va da hoan thanh
Hide all fields ID Chi hién thi ID (Identify)

Cha y: Sau khi thuc hién cdc thiét 1ap trong hop thoai Layout, déi khi ta phai ra lénh
Layout Now hoiac Layout Selected Now béng cdch menu Format — Layout Now.
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Chuong XII
CUA SO RESOURCE GRAPH - BIEU PO TAINGUYEN

12.1. CUA SO RESOURCE GRAPH
- Cira s6 Resource Graph cho phép quan sat cic loai biéu d6 tai nguyén sau khi dé thuc
hién viéc dinh nghia va phan bd tai nguyén cho dy dn.

- Biéu d6 tai nguyén (Resource Graph) gitip nguoi 1p du 4n c6 thé quan sit mot cich
r& rang viéc phan bé céc tai nguyén va trén co s§ d6 c6 thé diéu chinh lai cho phlt hop

véi du an.
Thao t4c thuc hién:

- Cich 1: Menu View — Resource Graph.

- Céch 2: Chon biéu tugng Resource Graph k trén View Bar.
' & Microsoft Project - tiendo_Sonlal Z3.mpp [Read Only}

8| @

ok 3 quesstion

Chon tai nguyén cén thé
hién dudi dang biu dé

Hetwork
Caagram

May thi cdng
Overallocated R

Allocated: EEm

o | | Biéu db tai nguyén sau khi da
Chon_nhenh ooy 8 : : dudc phan bd cho du &n
Resource Graph trén
View Bar




Chi y:

- Tai nguyén qua tai (Overallocated): ki hiéu bing mau dd trén biéu dé tai nguyén.
- Tai nguyeén trong pham vi dép ting (Allocated): ki hiéu mau xanh trén bi€u dé tai nguyén.

12.2. CAC KIEU BIEU PO TAI NGUYEN

Cira s6 Resource Graph cho phép quan sét biéu dé tai nguyén theo céc tiéu chi lua chon
khdc nhau. Tuy theo yéu cu thyc t&€ ma ngusi sir dung kiéu biéu dé cho thich hop.

- Thao tdc: Menu Format — Detail — chon dang biéu d6 tai nguyén cin quan sat.

. Gantt Chart Wizard...

o Port,.
B

- Timescle..,

Céc dang biéu @8 tai nguyén trong
Microsoft Project 2002

\
| Peak units N

. Work

~ Cumulative Work

; Overallocation
. Percent Allocation
Remaining Availability
Cost

i Cumulative Cost

- Unit Availability

* Y nghia cua cdc biéu dé tai nguyén:

Tén biéu dé Y ngiia biéu dé
Peak Units Biéu d6 don vi sir dung tai nguyén
Work Biéu d6 gid 1am viéc ciia ti nguyén
Comulative Biéu d6 tich luy thdi gian 1am viéc ciia tai nguyén |
Overallocation Biéu dé tai nguyén qui tai

Percent Allocation

| Bi€u d6 phén tram sir dung tai nguyén
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Tén biéu dé Y nghia biéu dé
Remaining Availability Biéu dé tai nguyén chua sit dung
Cost Biéu dé gi4 tai nguyén
Comulative Cost Biéu d6 tich luy gia tai nguyén
Work Availability Biéu d6 sir dung thoi gian 1am viéc cha tai nguyén
Unit Availability Biéu dé sir dung don vi tai nguyén

12.3. PINH DANG THE HIEN BIEU DO TAI NGUYEN

Biéu d6 tai nguyén c6 nhiéu hinh dang va lua chon thé hién khaic nhau, ngudi sit dung cé
thé thay déi thong qua hop thoai Bar Style.

- Thao tdc: Menu Format — Bar Style — hop thoai Bar Style — thiét 1ap cic thong s6
biéu dé tai nguyén — OK.

Trong Bar Styles c6 hai kiéu dinh dang:

- All tasks: dinh dang cho tét ca cic cong viéc.

- Selected tasks: dinh dang cho cong viéc dugc chon.

- Overallocated resources: dang biéu dé tai nguyén khi qué tai.

- Allocated resources: dang biéu dé tai nguyén trong pham vi ddp tng.
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Céc dang thé hién biéu dé tai nguyén:

Dang biéu dé Hinh déng

Bar
Area
Step

30
Line

e

| 30 b | 80
Step line

30 [ 30 | 80

12.4. DINH DANG LUOGI BIEU PO TAI NGUYEN

Dé viéc quan sat biéu dé tai nguyén duogc dé dang va chinh xdc ta c6 thé dmh dang bd
sung luéi nén biéu dé qua hop thoai Gridlines.

- Thao tac thuc hién:
Menu Format — Gridlines — hop thoai Gridlines — thiét 1ap cac théng s6 — OK.

Gridlines
b

- [Middie Tier vertical

| Horizontal

~ |Current Date
|Title Vertical
~ |Title Horizontal
 |Project Start

~ |Project Finish

| Status Date

- | Top Tier Vertical

Trong dé: - Line to Change: cic lua chon thiét 1ap.

- Normal: thé hién tuong tng qua kiéu nét va mau sic.

90




Chuong XIII
TAI CHINH CUA DU AN

13.1. TAI CHINH CUA DU AN

Tai chinh cha du dn 13 van dé duge quan tam déc biét trong qud trinh 1ap va thuc hién du
dn. Tng chi phi cha toan bo du 4n phu thudc vao tinh chat cha du 4n va kinh nghiém cia
nguoi 1ap va quan 1y du 4n.

Trong Microsoft Project 2002 chi phi cua du d4n gém ¢6 hai loai chinh:
- Fixed Cost: chi phi c6 dinh.
- Resource Cost: chi phi tai nguyén.
Tai chinh ctia dy 4n ¢6 thé biéu dién qua cong thiic sau:
Total Cost = Fixed Cost + Resource Cost

Thong qua viéc quan 1y tai chinh cho phép ngudi 1ap du dn c6 the biét dugc va thiét 1ap
céc bdo cdo tai chinh cha du dn & cac giai doan khidc nhau ciing nhy thyc hién, phan tich,
danh gia hiéu qua cua dy 4n.

Tai chinh cia dv &n ¢6 thé quan 1y & miic d6 tdng thé hay mic d6 chi ti€t nhat.
13.2. CHI PHI TAI NGUYEN

Chi phi tai nguyén 14 chi phi phai trd khi phan bé tai nguyén thuc hién cic cong tic
trong du 4n.

Chi phi cho méi tai nguyén 12 khéc nhau, né phu thudc vao: loai tdi nguyén, mac do
cong viéc, sd giv 1am viéc, lich tai nguyen,..,

Chi phi tai nguyén s€ phai tra dugc tinh todn nhu sau:
Cost = Work * Std Rate + Ovt.Work * Ovt.Rate + Cost/Use * Unit

Trong dé: - Cost: chi phi tai nguyén;

- Work: s8 gir lam viéc cia tai nguyén:

Work = Duration * Unit

- Std.Rate: gid chudn;

- Ovt.Rate: gid ngodi gid;

- Ovt.Work: thoi gian lam viéc ngoai gid;

- Cost/Use: phi sit dung tai nguyen.
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13.2.1. Khai bao gia tai nguyén

MB6i tai nguyén c6 mot gia khac nhau. Viéc khai béo gia tai nguyén thong qua cira sé
Resource Sheet.

Mot tai nguyén bao gém 3 loai gia:

- Std.Rate (Standard Rate): gi4 tai nguyén chudn.

- Ovt.Rate (Overtime Rate): gid tai nguyén 1am ngoai gio.

- Cost/Use: phi sir dung tai nguyén.

st/
30,000 VND

13.2.2. Don vi thoi gian tinh gia tai nguyén

C6 6 lya chon don vi thi gian tinh gid tai nguyén:

Kiéu lva chon Gia tai nguyén tinh theo
$0.00/minute 1 Phiit
$0.00/hour 1 Gio
$0.00/day 1 Ngay
$0.00/Week 1 Tuin
$0.00/Month 1 Thing
$0.00/Year 1 Nam

Mac dinh don vi thoi gian tinh gid cho tai nguyén la $0.00/hour. Ban c6 thé thay déi
méc dinh nay theo cdc lya chon don vi tinh gi4 tai nguyén trén bing cach:

Menu Tools — Options — hop thoai Options —» General —> General Option for —> thiét
l1ap céc thong s6 — OK.

Trong dé: - Automatically add new resources and tasks: tir dong thém tai nguyén mdi
khi phan bé cho c4c cong tic.

- Default standard rate: mac dinh gi4 chudn.
- Default overtime rate: mac dinh gid ngoai gid.
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13.2.3. Pon vi va ki hiéu tién té
Mic dinh trong Microsoft Project 2002 ki hiéu don vi tién t& 1a $0.00/day. Ngudi sir dung
c6 thé thiét 1ap lai cho phi hgp véi ki hiéu tién té ctia Viét Nam (vi du : 0.00 VND/day).

- Thao tic thuc hién: Menu Tools — Options — hop thoai Options — View —
Currency Option for — thi€t 13p cdc thong s6 — OK.

Currency options for "Project!’ ——— —
- L1 VNP I s et A sl
_ Placement: ] :" Bt aes b b e

Trong dé: - Symbol: ki hiéu tién té (vi du: VND).

- Placement: vi tri thé hién don vi tién té.
- Decimal digits: chif s6 thap phan sau ddu phdy.
13.2.4. Lich co s6 tinh gia tai nguyén
- Mic dinh t4t ca cic tai nguyén duoc tinh gia co sd theo lich chuédn (Standard Calendar)
cua du an.
- Lich co s& tai nguyén la can cit dé so sdnh va ddnh gid ti chinh cha du 4n & céc giai
doan khéc nhau: 1ap du an, thuc hién du an, két thic du an,...

- Trong thuc t€ tai nguyén c6 thé cé lich co sé riéng do dé cén thay thé lich chuédn bang
lich co s& cua tai nguyén.

Thao tac thuc hién:

- Cira s6 Resource Sheet — chon tai nguyén cdn déi lich — trudng Base Calendar —
chon lich co s& méi cha tai nguyeén.

13.2.5. Cac phuong phap tinh gia tai nguyén

Dé thuc hién cdc bdo cdo tai chinh ciia du 4n vé chi phi cho mot hoac nhiéu tai nguyén
c6 thé théng qua céc phuong phép tinh gid tai nguyén.

Thao tac thuc hién:

- Cira s6 Resource Sheet — chon tai nguyén cdn déi phuong phép

tinh gid — chon trudng Accurue At — thay déi phuong phép tinh gid Al
theo yéu cau thuc té.

Trong dé: - Start: thanh todn chi pai tai nguyén khi cong viéc bat ddu thuc hién.

- Prorated: thanh toan chi phi tai nguyén theo khdi lugng thuc t€ cong viéc di thuc hién
(phuong phap tinh gia tai nguyén mac dinh).

- End: thanh todn chi phi tai nguy<n khi cong viéc da két thiic.
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13.3. CHI PHi CO PINH

Chi phi c6 dinh (Fixed Cost) 1a chi phi phai trd dé thuc hién cic cong tic trong du 4n.
Chi phi nay thudng dugc tinh trude tir don gid du todn va trong Microsoft Project 2002 dugc
khai bdo théng qua trudng Fixed Cost.

Thao tac thuc hién:
- Clra sd 1am viéc Gantt Chart.

- Trong Menu View — chon Table — chon Cost — khai bdo chi phi ¢6 dinh thong qua
truong Fixed Cost.

o0 Prorated . 654,660,0000

| Bal_tap_Project 654,660,0000
] sng | 120,000,000D Prorated 150,820,0000 " 150,820,000D
e e ot ot o 540 0008

e R e T s

Y nghia cic trudng trong ban g Gantt Chart — Cost.

Tén trudng Y nghia

ID S6 thit ty cong tac

Task Name Tén cong tac
_Fixed cost Chi phi ¢6 dinh

Fixed cost Accrual Phuong phdp tinh gid ph! c6 dinh
Total Cost Téng chi phi du 4n va cdc cong tic
Baseline Gid co s&

Variance Chénh léch gid co s& so véi thue t€
Actual Chi phi thuc t€ phai tra cho cong tic
Remaining Chi phi con lai ciia cong tic

Vi du: Cong tic A thyc hién trong 5 ngay véi s6 liéu vé tai nguyén va chi phi nhu sau:
- Nhan céng: 5 nguoi.

- Gid chudn: 30.000 VND/ngay.

- Chi phi ¢6 dinh (Fixed Cost): 15.000.000 VND.

5 days
] R Nhén Céng[5]

- Sta.Rate: 30.000 VNB/day
- Fixed Cost: 15.000.000 VND
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Nhu vdy t6ng gi4 thanh dé thuc hién cong tic 1a:
Total Cost = 5%5%30.000 + 15.000.000 = 15.750.000 VND

5 days
s Nhan cOng([5]
15,750,000 VND

Total Cost = 15.750.000 VND

Chi y: Chi phi c6 dinh (Fixed Cost) ciing c6 3 phuong phép tinh gi4 va céch tinh giéng
nhu céc phuong phép tinh gié tai nguyén.

Cich thay déi phuong phdp tinh chi phi c6 dinh:
- Clra s6 1am viéc Gantt Chart.

- Menu View — Table — Cost — khai bao chi phi c6 dinh théng qua trudng Fixed Cost.

CéngtacA | 15,000 00 VND Prorated| 15,750,000 VND

7 Khai bao phuong phap
e Khai bao chi phi c& dinh tinh gi chi phi ¢8 dinh

13.4. BANG GIA TAI NGUYEN

Mot tai nguyén c6 thé c6 nhiéu gia khic nhau trong qui trinh thuc hién du 4n. Diéu nay
phu thudc vao: thoi gian thuc hién du 4n, cdc bién dong cia tai nguyén va cla du 4n, tinh
chat céc cong viéc,...

‘Thao tac thuc hién:

- Cira s6 1am viéc Resource Sheet.

- Menu Project — Resource Information — hop thoai Resource Information — Costs —
thi€t 1ap bang gi4 tai nguyén — OK.

Y nghia céc thong s6 trong bang Costs:

- A (Default), B, C, D, E: cic bang gid co ban ciia méi tai nguyén. Mac dinh 12 bang A.

- Effective Date: ngay bét diu tinh gid méi. '

- Standard Rate: nhap gi4 chun méi.

- Overtime Rate: nhap gid ngoai gid maéi.

95



- Per Use Cost: phi sir dung tai nguyén méi.

- Accrual Cost: phuong phép tinh gid cho tai nguyén.

Resource Information

General | Costs

Working '|‘|memg é?ﬁj%é.";'

| ;’._‘; l e

Custom Fieids |

m Name: I Nhén odng

Costrate hbles

5 bang tinh gia tai nguyén A, B, C, D, E

For rates, entef avalue or a perceniage lncrease or tlecrease
instance, if a resource's Per Use Cost is re-:iuoed by IZ‘J%

FEERTYCTT R O N Y Rr AN |
: a
= | Effective Date | Standard Rate Overtime Rate | Per Use Cost
- 30,000 VND/d 12,000 VND/h 0 VND
| [Mon2511-02 40,000 VND/d 15,000 VND/h 10,000 VND
Thu 20-0203 45,000 VND/d 18,000 VND/h 10,000 VND
kd

Chu y: Mbi bang gi4 cho phép thay déi gid 25 14n khdc nhau. Téng cong théng qua

5 bang gia méi tai nguyén dugc phép thay déi gid khong qua 125 14n.
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Chuong X1V

CAC CONG CU XULY TRONG
MICROSOFT PROJECT 2002

14.1. CONG CU ZOOM

Zoom la cong cu thu phong thang thoi gian (Timescale) trong cac cira s6 lam viéc Gantt
Chart, Tracking Gantt, Network Diagram,... V&i cong cu Zoom ngudi sir dung cé thé thiét
lap va thay déi nhanh cach thé hién hién lich trinh clia du dn theo yéu cdu thuc t€.

e Dé phéng to (Zoom In) thang thoi gian Timescale:

Thao tac thuc hién:

- Céch 1: Chon nhanh biéu tugng Zoom In Q trén thanh céng cu.
- Céch 2: Chon t6 hop phim Ctrl+*

e Dé thu nhé (Zoom Out) thang th&i gian Timescale:
Thao tac thuc hién:

- Céch 1: Chon nhanh biéu tugng Zoom In
- Céch 2: Chon t6 hop phim Ctrl+/

trén thanh céng cu.

e Ngoai ra c6 thé chon nhanh lich quan sit qua hop thoai Zoom:

- Thao tac thuc hién:

Menu View — Zoom — hop thoai Zoom — chon lich thaoi gian theo yéu cdu — OK.

By

- Castom: [7 [pays) =~

_. '..F_lesetw];r——l' o le |
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14.2. SUDUNG BO LOC FILTERED

B¢ loc Filtered cho phép ngudi sit dung loc theo céc tiéu chi khac nhau. Day 12 mot cong
cu manh trong qud trinh quan sdt, xir 1y va 1ap béo biéu cho du 4n.

- Thao téc thuc hién:

Menu Project — Filtered for — chon céc tiéu chi loc.

All Tasks
Completed Tasks

- Incomplete Tasks

~ Milestones

Project Infor mation...

~ Task Range... :
- Tasks With Estimated Durations

' Using Resource...

More Filters...

= AutoFilter

Y nghia cic tiéu chi loc:

Tiéu chi loc Y nghia
All task Tét ca cic cong tdc
Completed Tasks . Céc cong tac da hoan thanh
Critical Céc cong tac gang
Date Range... Céc cong tic ndm trong khoang thdi gian nao dé
Incompleted Tasks Céc cong tac chua hoan thanh
Milestones Céc cong tdc moe
Summary Tasks Céc cong tac tém luge
Tasks Range... Céc cong tac ndm giita hai chi s6 ID
Task with Estimated Duration Cic cong tac v6i thoi khoang usce lugng
Using Resources... Sir dung tai nguyén
‘More Filters Ciéc tiéu chi loc khic
AutoFilter Tu déng loc theo tiéu chi ngudi sir dung
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Ngoai céc tiéu chi loc co ban trén, Microsoft Project 2002 cho phép loc theo nhiéu tiéu

chi khac théng qua hop thoai More Filters.

- Thao tic thuc hién: Menu Project — Filtered for — More Filters — hop thoai

More Filters — chon va thiét 1ap céc
tiéu chi loc - OK.

Auto Filter 1a b6 loc manh trong
Microsoft Project 2002, né cho phép
ngudi sir dung loc céc thong tin trong
du 4n theo nhiéu tiéu chi khic nhau.

Thao tac thuc hién:
- Cach 1: Menu Project — Filtered

for — Auto Filter — chon va thiét 1ap
céc tiéu chi loc —» OK.

- Céch 2: Chon biéu tugng Auto

Filter = | trén thanh cong cu.

! & Microsoft Project - Bal _tap_Proj.mpp [Read-Onk

Dm-'-\ \uoulﬁ 9%

More Filters

Confirmed
|Cost Greater Than...

Cost Overbudget

- |Created After...

Critical
Date Range...

“In Progress Tasks
|Incomplete Tasks
| LatefOverbudget Tasks Assigned To...
¢ L:nked Flelds

T a guesthon For he

=] Bal hp Pm]m

’mm

© Trét tuing téng

©Trt tuing téng

o Ty B
Son tung trong
Sontwngngod
LAp gt thiét bic
LAp a&t thist bi>
TR
Thu don cong ir-
Nghiém thu va

290,540,000D
213,300,00080

5,760,0000
5,680,0000
3,240,0000

654,660,000
150.820,000D

5,100,0000

2,100,0008
2,700,0000
2,400,0008

_aéséssasssssss

654.660,0000
150,820,0000
200,540,0000
213,300,0000
§hoo 0000
5,760,0000
5,860,0000
3,240,0000!
2,100, craoo]
2,700,0000
"'2,400,0000
" 3,960,0000
" 2,160,0000
0B

Trong cac clra s lam viéc, chon trudng céan loc va
thiét 1ap cac tham sé loc theo yéu cau thuc té
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14.3. SAP XEP CONG TAC

Ngoai viéc sir dung bo loc,
ngudi sir dung c6 thé thuc hién
viéc sap x€p cic cong tic trong
du 4n theo céc tiéu chi siap xép
khdc nhau c6 trong Microsoft
Project 2002.

- Thao tac thuc hién:

by Start Date
Filtered for: All Tasks »
. Group by: No Group »
Outline »
WwBS >
Task Information...  Shift+F2

by Finish Date
by Priority
by Cost

Menu Project — Sort — chon

tiéu chi sap xép.

Y nghia céc lua chon sap xép (Sort):

Sap xép Y nghia

By Start Date Sap xép cdc cong tdc theo ngly thang bat ddu
By Finish Date Sép xép cdc cong tdc theo ngay thang két thic
By Priority : Sap x€p cic cong tac theo mitc d6 wu tién ji ]
By Cost Sap xép cic cong téc theo chi phi
By ID Sap xé&p theo chi s6 cong tac
Sort by Sép xép theo thiét 1ap béi ngudi sir dung

14.4. PHAN NHOM CONG TAC

Cong cu Group cho phép ngudi sir dung c6 the dua ra nhanh nhém cong téc theo céc tiéu

chi phan nhém khéc nhau. Cong cu nay cho phép thiét
1ap nhanh céc bio cao theo yéu cdu thuc €. i Grow
Complete and Incomplete Tasks
' Constraint Type
Critical
- Duration

Duration then Priority

- Thao tac thuc hién: Menu Project -» Group by
— chon tiéu chi phan nhém.

Priority Keeping Outline Structure
. Team Status Pending
é} Task Motes... More Groups H
PI_'tJ—:cthm;tlon IRV Customize Group By...
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Y nghia c4c lua chon theo phan nhém (Group by):

Lua chon phan nhém Y nghia
No Group Khoéng phan nhém
Complete and Incomplete Task Phan nhém cédc cong tac hoan thanh va chua hoan thanh
Constrain Type Phan nhém theo kiéu rang budc cdc cong tic
Critical Phan nhém cic cong tic gang
Duration Phan nhém céc cong tac theo thoi khoang

Phan nhém cdc cong tic theo thoi khoang, sau d6 theo miic
do6 uu tién cong tic

Milestones Phan nhém c6ng tdc méc
Priority Phan nhém mitc d6 uu tién cdc cong tic

Phan nhém mifc d6 vu tién céc cong tic c6 thé hién cdu tric
cong tic tém lugc

More Groups Céic phan nhém cong tic khic
Custom Group by Phan nhém coéng téc duge thiét 1ap bdi ngudi sir dung

Duration then Priority

Priority Keeping Outline Structure

14.5. CAP NHAT TIEN PO THUC TE

Mot du dn thudng trai qua
cac giai doan khac nhau:

- Lap du an.

- Cap nhat, diéu chinh va
quan 1y du 4n.

- Két thic du 4n.

Viéc cap nhit, diéu chinh
va quan 1y 12 moét khau rat
quan trong trong qud trinh
thuc hién du an. Microsoft
Project 2002 c6 ddy du cong
cu gitip nguoi lam du 4n thuc
hién t6t cdc giai doan nay. el

i Maco
14.5.1. Tién do thuc té& peh ey
cua cong tac

Spelling...
AutoCorrect Options...

Links Between Projects...
Import Outlook Tasks...

Change Working Time...

€2 Assign Resources... AIt4F10

: Build Team from Enterprise... Chri+T
Substitute Resources, .,

Resource Sharing »

Level Resources...

Progress Lines..,
 Customize Save Baseline...

Dé quan 1y vé khéi lugng | Options... . Clear Baseline...
cta cic cong tdc cling nhu cdc thong tin khéc khi du 4n da duogc thuc hién, ta cin thiét phai
thuc hién viéc cap nhat va quan 1y ti€én do thuc t€ clia cong téc.

- Thao tdc: Menu Tools — Tracking — Update Tasks — hdp thoai Update Tasks —
thiét 1ap cic thong s6 — OK.
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Mon 09-09-02

Y nghia cic thong s6 trong hop thoai Update Tasks:

Céc thong s6 Y nghia
Name Tén cong tic
% Complete Phén tram cong tac da thuc hién
Actual dur Thoi gian thuc t&€ da thuc hién cong tic
Remaining dur - Thoi gian con lai ctia cong tac
Actual Thoi gian bit ddu va két thiic thuc sy clia cong tic
Current Thoi gian bt ddu va két thic hién thdi cla cong téc

14.5.2. Tién do thuc té cha du an

Khi thyc hién moét du 4n 16n, viéc cap nhat va quan ly timg cong tic 1a khé khan va
khong thuan tién. Do d6 ngudi sir dung c6 thé cap nhat va quéan 1y déng thoi nhiéu cong tic
hoéc toan bo du dn thong qua hop thoai Update Project.

- Thao tac thuc hién:

Menu Tools — Tracking — Update Project — hop thoai Update Project — thiét 1ap céc
thong s6 — OK.

Mon 14-10-02
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Y nghia céc thong s6 trong hop hoi thoai Update Project:

Cac lva chon Y nghia

Update work as complete through | Cap nhat tié€n d6 thuc t€ ctia cong téc

: 1 :  ian chi di ;
Set 0% - 100% complete Cap nhat tién do cia cong tic theo thoi gian chi dinh hoac

thdi gian hién thoi
Set 0% - 100% completed only Chi cap nhat ti€n do cha cong tac khi cong tic két thiic
Reschedule Uncompleted work to | Thiét 14p lai lich trinh cho cong tic chua két thic theo thoi
started after _ diém thuc t€
Entire project Cap nhat cho toan bo du 4n
Selected Task Chi cap nhat cho nhitng cong tac dugc chon

Cha y: Tién d6 thuc t€ cha céc cong tic thudng dugc thé hién théng qua cira s Gantt
Chart, Tracking Gantt.

Cich thé hién tién do thuc t€ clia mot cong tic nhu sau:

Gach ihE hidn ién dd
huc t& cla cdng tac

14.6. CAN BOI TAI NGUYEN

Tai nguyén 13 vin dé méu chét cha du 4n. Dé
trdnh tinh trang quéd tai va thi€u hut tai nguyén
ngudi 14p du 4n cin phai quan tam céc vén dé sau:

- S6 tai nguyén t6i da c6 thé dap img cho dy é4n.

Spelling...
AutoCorrect Options...

Links Between Projects...

- Tai nguyén dugc phan b cho cong tic nao va
s6 lugng 1a bao nhiéu.

Import Outlook Tasks...

Change Working Time...

- Tai nguyén nay dugc phan bd cho mot hay
nhiéu du 4n...

Nhu vay qud tai tai nguyén 12 viéc c6 thé xay ra
trong qué trinh 1ap va thuc hién du 4n, khi d6 cin
phai c6 cic bién phép dé diéu chinh va phan bd lai
tai nguyén cho hogp 1y. Microsoft Project 2002 cho
phép thuc hién can déi tai nguyén thong qua hop thoai Resource Leveling.

Assign Resources... Alt+F10
Build Team from Enterprise... Ciri+T

Substitute Resources...

Resource Sharing
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- Thao tic: Menu Tools — Level Resource — hop thoai Resource Leveling — thiét 1ap

f Resource Leveling

Y nghia cic thong s6 trong hop thoai Resource Leveling:

Leveling Calculations (tinh todn can déi tai nguyén)

Automatic Tu dong can déi tai nguyén
Manual e Can d6i tai nguyén bdi ngudi sirdung
Look for overallocations on a THiEm chc thi nguyén qua th

: theo céc tiéu chi thoi gian: timg
basis
phiit, gid, ngay, tudn, thing

nth by Month

Clear leveling values before | Xod cic gi4 tri da thuc hién can d6i trudc khi thuc hién can déi
leveling lai tai nguyén

Leveling range for (pham vi can d6i tai nguyén)

Level entire project Can d6i tai nguyén trén pham vi toan bo du 4n
Level from — to Cén d'ﬁ.l ai f}gu?'én theo gidi han thoi gian dua
vao bdi ngudi sir dung
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Resolvings overallocations (cic gidi phdp cho nhiing tai nguyén qui tai)

Uu tién can d6i tai nguyén theo:

Leveling order
’ ID; chufn; chudn va mitc vu tién

Level only within available slack | Chi can d6i tai nguyén trong khoang thdi gian du trit ciia cong tic

Leveling can adjust individual | Tai nguyén c6 thé dugc can d6i lai bang cck diéu chinh phan
assignment on a task b8 lai cho céc cong tic

Leveling can creat splits in|Can d6i tai nguyén c6 thé tao ra su gidn doan cong téc trong
remaining work khoang thoi gian con lai

Xo4 can déi tai nguyén cho toan bo du 4n hodc cho nhitng cong

o eiecho tdc duoc chon

Level now Ra lénh can dé6i tai nguyén

14.7. TAO CUA SO NGUDI SUDUNG

Trong qu4 trinh 1am viéc véi Microsoft Project 2002, c6 mot s6 cira s6 s& thudng xuyén
duoc sir dung t6i trong qua trinh 1am viéc. Chuong trinh cho phép ngudi sir dung tu thiét 1ap
nhiing cira s6 nham muc dich tién sit dung trong qua trinh lam viéc véi chuong trinh.

Vi du: Tao cira s6 két hop nhu sau:

GANTT CHART
RESOURCE GRAPH

- Thao tac thuc hién:

Menu View — More Views — hép
thoai More View — New — hop thoai
Define New View —  chon
Combination View — hop thoai View
Definition — thiét 1ap cic thong s6

theo yéu cdu —» OK.

Multiple Baselines Gantt

Define New Yiew | Relationship Diagram
$5 Resource Allocation

- Single View: clfa s6 don
- Combination view: clia s8 két hop
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Cic thong s6 trong hop thoai View Definition:
- Name: tén cira s6 két hop.
- Views displayed: tén va vi tri thé hién cira s8 két hop.

- Show in menu: dua ra menu chuong trinh.
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Chuong XV
CAC CUA SO LAM VIEC VA QUAN SAT KHAC

15.1. CUA SO CALENDAR

Ngoai cach thé hién tién do du 4n duéi dang biéu d6 ngang Gantt Chart, Microsoft Project
2002 cho phép ngudi sir dung thé hién tién d6 du 4n dudi dang lich dé ban Calendar.

Thao tac thuc hién:

- Céch 1: Menu View — Calendar.

- C4ch 2: Chon biéu tugng Calendar trén View Bar.

“Thi cang cac cang ininh Thodl nubc, 60 days
Bao dap dat ﬂnl(l‘mndlﬂg 60 days

e ThlwmbEmEgHOTca_a-[lﬂ:m 40 days

) [ Thicong Ibp mal lang nhua , 40 days
Chon nhanh cilta s Th cong 8 (hod1 ABG 19G, 46 days
Calendar trén View Bar Beo dAp dal len khuon dubng, 60 days
g DA B 05 08 e 0RO 08

Thi cang cac céng trinh thodt nubc, 60 days
E40 dAp dal 1én khudn dubng, 60 days
Thi céng Bp mong BOTC day 15cm, 40 days ) .
Thi cong I6p mal lang nhua , 40 days Lich trinh cac cong tac
Thi edng r@nh thoal nuic roc, 48 days [rong du an lhé hién dudi

D40 dap dal lén khutn dulng, 60 days L
R A PP A A LU R S 0 fich 06 bén Calendar

Thi cang cac cang trinh thoat nuic, 60 days 7 el
D60 dp Gal ién knuan dudng, 60 days F -l
Thico mong BTG cay 15cm, 40 tays A ar
Thi cong I9p méal lang nhua , 40 days yd

Thi cong rénh thodl nudc roc, 48 days
B0 ol 6l n Ko g 60 doys

R R P B A S W D B AT
Thi cling cAc cong trinh hodt nuc, 60 da _ 5

Thi cong 16p mong DOTC day T5cm, 40 days

Thi cong 16p mal lang nhiga , 40 days.

Thi cong rinh tho&t nuiic roc, 48 days

Bao ﬁ i6n khuén dung, mms

\«!irs}%%%i

15.1.1. Thang thoi gian Timescale

Giong nhu céc cira s6 1am viéc khéc, clra s6 Calendar c6 thé thay déi cich quan sit lich
trinh ctia du 4n thong qua thang thoi gian Timescale.
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- Thao tdc thuc hién:
Menu Format — Timescale — hOp thoai Tlmcscale — thiét lap cac thOng s6 — OK.

Tlmcscale

Trong d6: - Week Heading: dinh dang c4c thong s6 vé thé hién ﬁch trinh dy 4n.
- Date Box: dinh dang vi tri thé hién ngay thing clia cong tac.
- Date Shading: dinh dang nén hop thé hién cong téc.

Chi y: Viéc thiét lap, thay ddi thang thdi gian Timescale tuy theo géc d6 quan sét va
yéu céu thyc t€ ctia du 4n.

15.1.2. Hop thoai Gridlines
Viéc thiét 1ap cédc u6i nén cia lich Calendar théng qua hop thoai Gridlines.

- Thao téc thuc hién:
Menu Format — Gndlmes - hOp thoai Gndlmes —> thié€t 1ap céic thOng s6 — OK.

[,ndlmes
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Trong dé:
- Line to change: thiét 1ap va thay déi cdc thong s6 lugi nén.
- Normal: thay déi kiéu va mau sic cha luéi.

15.1.3. Hop thoai Bar Style

Trong cira sé Calendar viéc thiét 1ap cich thé hién céc biéu dé cong tac trong du 4n duoc
thong qua hép thoai Bar Style. :

- Thao tac thuc hién:

Menu Format — Bar Style — hop thoai Bar Style — thiét 1ap cac thong s6 — OK.

All Z|

MNoncritical

{Critical

- |Milestone

|Summary

| Project Summar
Marked

~ |Highlighted

External Tasks

Trong doé:
- Task type: chon céc kiéu cong tac cin thay déi .
- Bar shape: hinh déng, kiéu, mau sac thanh cong tac.

- Text: vi tri thé hién cic truong trén thanh cong téc.
15.2. CUA SO TASK USAGE

Cira sé Task Usage dung dé quan 1y va quan st cic cong tac duge thuc hién boi nhitng
tai nguyén nao trong qua trinh 1ap va thuc hién du an.

Thao tac dé chon cira s Task Usage nhu sau:
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- C4ch 1: Menu View — cira s8 Task Usage.

- Cach 2: Chon biéu tugng Task Usage trén View Bar.

'& Microsoft Project - tiendo_Sonlal 23, mpp Ii!?.bd Ondy]

ng tlén d5 thi cong ¢éng tinh

Phét énh khdi cong 0days | Work

) B
Chon nhanh biéu tugng ey S - = = 1
Task Usage trén ViewBar | dPol e S N1 3sd) o 7odl 050,

£ DSl thl céng 34 Il thl céng tir Km0 -:- Km2:

soal - sod sl _soal
16d 16d 133_?‘ 16d
. 164, 32d' 4Bd 4d
VUNG NHIN TRAI 900 days 16l 1sd 151_{ Tisal,
i J ]
sttt i e ] 154 ol asdl T eoal s
M " eoamys BT 7 T T
& M.M- =i Il
| B Thi cong 1dp mang BOTC day 15cm 280 days | Werk I 3 it T 1 -f

L N T Y P T R T TRy w ¥ ¥ E M s £ w
‘ns?§z%!:al'&z'&flu;é'illl-;.uaata:‘" D&»s»ﬁx&&lv?&

Viing nhin trdi: thé hién clra sé Task Usage dudi dang bang dif liéu. Gém 9 bang quan
sdt phu tro giéng nhu trong cita sé Gantt Chart.

Ving nhin phdi: thé hién cita s6 Task Usage theo thang thdi gian Timescale gém 6 bang
quan sat tuong ng.

- Thao tdc: Menu Format — Detail — lua chon céc bang thé hién.

Work
Lavout.., - Actual Work
 Lavout Now Cumulative Work

- Drawing b
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Tén bang Y nghia
Work Bang thé hién thoi gian 1am viéc clia cong tic
Actual Work Bang thé hién thdi gian lam viéc thuc t€ clia cong tic
Comulative Work Bang thé hién thdi gian lam viéc tich luy clia cong tic
Baseline Work Bang thé hién gi¢y 1am viéc co s& clia cong tic
Cost Bang thé hién gi4 ctia cong tic
Actual Cost Bang thé hién gié thuc t€ chia cong tic

Chi y: Cic bang nay c6 thé hién thi déng thdi ciing mot lic trén cira s Task Usage.

15.3. CUA SO RESOURCE USAGE

Cira 56 Resource Usage diing dé quan ly va quan sdt cdc tai nguyén dugc phan bé cho
nhing cong tac nao trong qud trinh lap va thuc hién du 4n.

Thao tac thuc hién:

- Cach 1: Menu View — cira s6 Resource Usage.

" a0 ds pdng may
VUNG NHiIN TRAI

| Work

Work

| ek

Wark

_\Qnt i X
ork | VUNG NHIN PHAI
‘Work

Work

‘Waork

Wiark

Work

LY
X
A\
= 16| 1en

Bil_n_::_g gach v 1ot moag
D8 pateng meng \
B8 betong ging ming \

. Bbetongcottbog?

Chon nhanh biu tugng | . | .
1 ms| Resource Usage trén View Bar £
g

ng cot tdog 1
8 betong dém, san va céu thang téng 1

o8 betong cot téng2

B8 bétong dém, san va céu thang thng2
08 betong cot tdnga

06 béténg dé va céu thang

TR

“«-&e

-‘%& - »v f{ 35 ti
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Cira s6 Resource Usage gém hai viing quan sét:

- Viing nhin trdi: thé hién viéc phan bé tai nguyén cho céc cong tac cia du dn dudi dang
bang dir liéu, bao gébm 6 bang quan sét phu tro.

Thao tac: Menu View — Table — chon bang quan sat.

© Cost
| Entry
Hyperlink
Summary

Header and Footer... Usage

" More Tables...
Y nghia cc bang quan sat:
Tén bang Y nghia
Cost Bang tinh gia tai nguyén dy 4n
Entry Bang dit liéu tai nguyén du 4n
Hyperlink Béng lién két véi tai nguyén clia cdc du 4n khic
Summary Bang téng hop céc thong tin vé tai nguyén
Usage Bang sir dung tai nguyén
Work Bang gio 1am viéc cta tai nguyén

- Ving nhin phdi: thé hién céc thong tin tdi nguyén cia dy 4n theo thang thdi gian
Timescale. N6 dugc thé hién qua 6 dang bang quan sit.

Thao tidc: Menu Format — Detail — chon bang quan sat.

[v] work

Actual Work

Lavoet Now

~ Drawing W

Cumulative Work

Overallocation

Remaining Availability

Y nghia cic bang quan sat:

Tén béng \” ngh’ia
Work Béng thé hién gidy lam viéc clia cic tai nguyén
Actual Work Bang thé hién gid 1am viéc thuc t€ clia tai nguyén
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Tén bang Y nghia
Comulative Work Bang thé hién tich luy gidy 1am viéc cla tai nguyén
Overallocation Bang thé hién tai nguyén qua tai
Cost Béng thé hién gi4 tai nguyén
Remaining Availability Bang thé hién gi4 con lai clia tii nguyén

Ch y: Céc bang nay c6 thé hién thi dong thdi ciing mét liic trén cita s Resource Usage.

15.4. CUA SO TRACKING GANTT

Cira s8 Tracking Gantt cho phép quan sét va xir 1y ti€n do thuc t€ clia du 4n so véi tién
do co s& du 4n thong qua biéu d6 ngang va cdc bang quan sét phu trg.

Thao tac thuc hién:

- Céch 1: Menu View —» cira s6 Tracking Gantt.

- Céch 2: Chon biéu tugng Tracking Gantt E===2] trén View bar.

ficrosoft Project - Bal_tap_Proj.mpp [Read-Only]

....... -
: Viang nhin phdi: thé hién biéu dd tién |
Viing nhin tréi: nhap, chinh sita hcays | | 90 thc té va bidu dd tién 46 co s | '
va x(r ly s6 lidu ciia du an b cays ciia du an -
........... by
i ¥ﬁ
i ’il
i "ﬁ

]
i =
. Q.
van khuon cot ting 1 i :%
B4 batang cot tng 1 e
Théo vén khudn cot téng 1 i &.&
N - - I i
! 0% }
] | .ﬁ
Tracking Gantt trén View Bar i .
T T T A i i s
Ty | ‘ $°
Tl vio beumop g T i i g
""""" Cé thép + vén khusn (dém, san ang) 1 i o
"""" B4 batong ddm, san va céu thang téng 2 : ! | T
Théo van khudn dém, san va céu thang téng 2 i 3days | i

X8y tudng téng 2 2 . f2deys, :

RN

Ta w W

]

Chi y: Céch dinh dang, thiét lap, thé hién biéu dé ngang trong clta sé Tracking Gantt
giéng nhu trong clra sé Gantt Chart.
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15.5. CAC CUA SO LAM VIEC KHAC

Ngoai céc cira s6 thudng xuyén sit dung t6i trén thanh cong cu View Bar, Microsoft
Project 2002 cdn c6 céc cira s6 1am viéc va quan s4t khdc. Viéc goi cic cira s§ nay duoc
thuc hién thong qua hop thoai More Views.

Thao tac thuc hién: :

- Céch 1: Menu View —> More Views — hop thoai More Views —> cira s6 1am viéc — OK.

- C4ch 2: Chon biéu tugng More Views
— chon ctra sé 1am viéc — OK.

More Yiews

Milestone Date Rollup

| Milestone Rollup
| Multiple Baselines Gantt
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Chuong XVI
IN AN DU AN

16.1. IN AN CAC BAO BIEU

Viéc in 4n c4c bdo biéu dugc thuc hién tuy theo yéu ciu thuc t€ cha du 4n:
- Céc bdo céo chudn ctia Microsoft Project 2002.

- Tién d6 chung cta du 4n.

- Béo cdo lich trinh cic cong tac.

- Bdo cdo vé viéc sir dung tai nguyén va c4c cong tic.

- Bédo cdo lich lam viéc theo tuén, quy, thing...

- Bdo céo tai chinh ctia du 4n.

- Béo cdo theo céc yéu cdu thyc t€ cia du 4n.

16.1.1. Bao cio chuin

Trong Microsoft Project 2002 ¢6 sdn miu cdc bdo cdo chudn theo céc tiéu chi khic
nhau, ta ¢6 thé chon méu bdo c4o sao cho phit hop véi yéu ciu thuc t€ ciia dur 4n.

- Thao tic thuc hién:

Menu View — chon Reports — hop thoai Reports - chon va chinh sira miu bdo cdo
cén in —» OK.
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Y nghia chung ciia cdc méu béo céo:

Biéu tugng Kiéu bio cdo Y nghia

Overview Céc bdo cdo téng quan vé du 4n

Céc héo cdo vé tinh trang hién thdi cia cic cong

Current Activities )
tac trong du 4n

Cost Cic bdo cdo vé tai chinh clia du 4n

Assignment Céc bédo cdo vé phan b tai nguyén

_ t y fc VA si
i Workload Céc bdo cdo vé viéc thuc hién cong tic va sir dung

tai nguyén

é?& Custom Céc béo cdo duoc thiét 1ap bdi ngudi sit dung

16.1.2. Bdo céo thiét lap béi ngudi sir dung

Trong thuc t€ viéc sir dung cic bdo cdo chudn ctia Microsoft Project 2002 khong phi
hop v6i cdc méu bdo cdo & Viet Nam, do d6 chuong trinh cho phép ngudi sir dung tu tao ra
nhiing miu béo c4o riéng dép iing duoc cdc yéu ciu thuc t€ cha du 4n.

Mot s6 méu béo cdo thiét 1ap bdi ngudi sir dung:

- Bdo cdo céc EOng tdc ging va cong tic méc.

- Béo cdo téng quan du 4n.

- Béo céo cdc cong tdc dd hoan thanh, cong tic dang thuc hién va cong téc chua bit ddu.
- Bédo cdo vé ngan séch va luu thong tién té ciia du 4n.

- Bdo céo tai chinh cho viéc thuc hién c4c cong tic va sir dung tai nguyén.

- Bdo cdo d4nh gi4 tai chinh cta du 4n.

- Béo cdo vé phan bd va sir dung t3i nguyeén.

- Céc béo cdo khéc theo yéu cdu thuc (€.
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16.2. IN AN BIEU PO

Microsoft Project 2002 cho phép ngudi sir dung thuc hién in c4c loai biéu dé khac nhau.
Mot s6 loai bi€u dé thudng st dung khi in 4n:

- Biéu d6 ngang (Gantt Chart).

- So d6 mang (Network Diagram).

- C4c loai biéu d6 tdi nguyén.

Chii y: - Truée khi thuc hién in 4n céc biéu d6 cén thiét 1ap cdc thong s6 cho phit hop
nhu: cich thé hién biéu dé, thang thdi gian, cac thong s6 khic...

- Chon cira sd biéu dé tuong ting truée khi in.

16.3. THIET LAP TRANG IN

Truée khi thuc hién in 4n cdn thié€t 1ap cdc théng s6 cho trang in nhu: khé gidy, ty 1&
trang in, can 1€, cdc thong s6 khéc...

Thao tac thuc hién:
- Cich 1: Menu File — Print Preview.

- C4ch 2: Chon biéu tugng Print Preview E trén thanh cong cu.

TOHG TIEN BO THI CONG CONG TRINH
DONG GIAO THONG NONG THON HAT LOT - CHIENG MUNG
M‘N MAISON- TINH SON LA

B34 TH COMG 301

T CAR Gad ARy LA The 01 amrer

T SOWG 5 T oW T - T

Thadn W Bl ch Ry

Tan 408 GITTER Whnda fwimp

ENgar

Tax doy 201 1Fn Lhwin Juvay v . " by gk b b

LTI L AT P R A R S b e e eS|

T chng e malng shE

o

- -
A
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16.3.1. Dat cau hinh trang in

- Thao téc: Menu File — Print Preview — Page Setup — hop thoai Page Setup — thiét
lap céc thong s6 — Print.

etup - Gantt Chart

Trong hop thoai Page Setup cho phép thiét lap céc thong s6:
- Page: dat cach nhin va khé gidy cho frang in.

- Margins: can 1€ trang in.

- Header: céc tiéu dé bén trén trang in ctia du 4n.

- Footer: cic tiéu dé bén du6i trang in ctia du 4n.

- Legend: céc biéu tugng chi giai cho.trang in.

- View: lua chon viing dit liéu c4n in.

- Print Preview: quan st truéc khi in.

- Jptions: lva chon lai may in va khé gidy.

- Print: ra 1énh in.

16.3.2. Dat va xem ngit trang

Dé xéc 1ap mor ngat trang, ban chon hang ngay bén dusi ché dinh ngit trang. Hang nay
trd thanh hang dau tién ctia mot trang méi.
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- Thao tac: Menu Insert - Page Break —» mot dudng gach nét din xudt hién bén trén
hang 4 chon — quan sdt trang in.

Dé€ loai bod mot ngét trang, ban chon lai hang ngay bén dudi chéd ngét trang:
- Thao tic: Menu Insert —+ Remove Page Break.

DE loai bo 141 ca cdc ngat trang:

- Thao tic: Menu Insert — Remove All Page Break.

Ch# y: Remove Page Break vd Remove All Page Break chi xuat hién khi Page Break
dugc thiét lap.
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Chuong XVII

PHU LUC CAC TRUONG SO LIEU TRONG
MICROSOFT PROJECT 2002

17.1. TRUONG % COMPLETE - % HOAN THANH

17.1.1. Phan tram hoan thanh (trudmg cong viéc)
Loai dit liéu: trudng phan tram.
Kiéu nhdp: méy tinh hoac nhap vao tnre tiép.

Miéu td: trudng % bao gém finh trang hién thoi clia cong viéc, biéu dién ty 16 phin tram
thdi gian clia cng viéc duge hoan thanh. Ngudi sir dung c6 thé nhap phén tram, hay c6 thé
d€ Microsoft Project 2002 tinh todn trén co s& thoi gian thuc t€.

Cdch tinh todn: khi cong viéc duoc tao nén déu tién, phin tram hoan thanh 1a khong phan
tram. Ngay khi nhdp thdi gian thuc, thoi gian con lai, hay s6 gio cong thuc t€ (ma anh hudng
dén thdi gian thyc t& ), Microsoft Project 2002 tinh thdi gian hoan thanh nhu sau:

%Complete = (Actual Dur! Duration)*100
[Phin tram hoan thanh = (thei gian thuc/thdi gian)*100]

Néu ta nhap gi4 tri trong trudng % hoan thanh, Microsoft Project 2002 tu dong tinh todn
thoi gian thuc va thoi gian con lai. Ciing nhu vy, nhap gid tri trong trudmg thdi gian thuc t&
hay thoi gian con lai ty dong tinh todn cho c4c trudng khic.

Thém trudng % hoén thanh cho bing cong viéc khi ta mudn thé hién, loc, hay hieu
chinh phin tram hoan thanh cho céng viéc. Néu trudng % hoan thanh dugc dit véi gid tri
16n hon khong, trudmg théi gian bt ddu thuc &€ duoc dat cho ngiy thang bét déu thuc t€.
Néu truémg % hoan thanh duge dit 13 100, tnrdng thoi gian hoan thanh thuc té duge dit
ngay thdng két thiic caa lich trinh.

Chi y: Theo mac dinh, thay ddi % hoan thanh clia cng viéc 1am anh hudng gid tri gid
cong thuc t€. Tuong ty, thay déi s6 giv cong thyc t€ 1am anh hudng gi4 tri phan tram hoan
thianh cha cong viéc. Ta c6 thé thay déi mac dinh ndy, va ¢6 % hodn thanh va s6 gio cong

thyc 1€ khong phu thude vio nhau. Trén menu Tools, chon Options, va sau dé chon bang
Calculation. BS ddu ki€m tra trong hop Updating task status updates resource status.

- Ngudii sir dung c6 thé ki€m sodt, hiéu chinh hoic khong tdng phan tram hcan thanh
dugc phan bé hét tinh trang thdi gian hay dé&n cu6i thosi gian thyc t€ cua cong viéc. Trén
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menu Tools, chon Options, trén bang Calculation, chon hoic bd ddu ki€m tra trong hop
Edits to tatal task % complete will be spread date.

- Phan tram hoan thanh ca cong viéc chi ra tinh trang thoi gian clia cong viéc. Nguoc
lai, phdn trim s& gir cong hoan thanh thé hién téng s6 gity cong hoan thanh céng viéc.

17.1.2. Phan tram hoan thanh (trudng task-timephased)

Loai dit liéu: ty 1& phin tram.

Kiéu nhdp: mdy tinh hodc nhap vio truc tiép.

Miéu td. trudng % bao gém tinh trang hién thdi clia cong viéc, biéu dién ty 1¢ phén tram

th&i gian hoan thanh va phan b8 qua thdi gian hoan thanh. Ta ¢ thé nhap hay xem lai ty l&
hoan thanh trong thdi gian chon.

Cdch tinh todn: khi cong viéc duge tao nén ddu tién, phin tram hoin thanh thoi ky nay 12
0%. Ngay khi nhap thoi gian tinge t€, thoi gian con lai, hay s6 gi¢r cong thyc t€ (md anh hudng
dén thoi gian thue t€ ), Microsoft Project 2002 tinh thi gian hoan thanh nhu sau:

%Complete = (Actual Dur/ Duration)*100
[Phin tram hoan thanh = (théi gian thuc/thdi gian)*100]

Téng phén tram hoan thanh dugc chia va phan b4 qua théi gian hoan thanh cling theo ty
1& nhu vay.

Thém trudng % hoan thanh cho phén chia théi ky ciia clra s6 Task Usage khi ban muén
thé hién hay hiéu chinh phén trim hoan thanh cho céng viéc d6i véi chu ki thdi gian riéng.
Dé xem tng phin tram hoan thanh déi véi cong viéc, xem lai trudng phén tram hoan thanh
trong bang chia cia cira sé Task Usage hay khung nhin cong viéc khdc.

Chi ¥: Ta c6 thé kiém so4t, hiéu chinh hoac khéng t6ng phin traim hoin thanh dugc
phan bd hét tinh trang thoi gian hay dén cu6i thei gian thuc t€ cia c6ng viéc. Trén menu
Tools, chon Options, trén bang Calculation, chon ho#ic bé ddu kiém tra trong hop Edits to
tatal task % complete will be spread to the status date.

17.2. TRUONG % WORK COMPLETE - % SO GIO CONG HOAN THANH

17.2.1. Phin tram sé gio cong hoan thanh (trudng gin)
Loai dit liéu: t§ 18 phén tram.
Kiéu nhdp: may tinh hoic nhap vao truc ti€p.

Miéu td: trudmg % sO gid cong hoin thanh bao gém tinh trang hién thi cia gdn, mo ta
ty 1& phdn tram cha s6 gid cong duge gén da hoan thanh. Ngudi sir dung c6 thé nhap phédn
tram gid cong hoan thanh, hay cé thé dé Microsoft Project 2002 tinh todn trén co s& s6
g10 cdng duoc gan.
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Cadch tinh todn: khi viéc gin ddu tién duge thuc hién, phdn tram s6 gi¢ cong hoan thanh
1a khéong phan trim. Néu ta nhap s6 gi& cong thuc t&€ cho viec gdn, Microsoft Project 2002
tinh théi gian hoan thanh nhu sau:

% Work Complete = (Actual Work/Work)*100
[Phén trim 56 git cong hoan thanh = (s6 gidy cong thuc t€/s6 gidy cong)*100]

Neéu nhép gié tri trong trudng s giv cong hoan thanh, Microsoft Project 2002 s& w déng
tinh todn s8 gid cong thuc t& va s6 gitr cong con lai. Tuong ty, nhap gi4 tri trong tnmg s6
gi& cong thyc t€ hay s6 git cong con lai dé ty déng tinh todn cho céc trudng khéc.

Thém trudng phdn tram s6 giy cong hoan thanh cho bang phan phéi ciia khung nhin
Task Usage hay Resourse Usage khi ta mu6n thé hi¢n, loc, hay soan thdo phén tram s6 gid
cong hoan thanh cha viéc gin. Néu nhdp gid tri trong trudng phan trim s6 gi® cong hoan
thanh, Microsoft Project 2002 tw dong tinh toén s8 gid cong thyuc t& va s gid cong con lai.
Néu trudmg phén tram s6 gi& cong hoan thanh dugc dit gid tri 16n hon khong, trudmg ngiy
thdng bat Jdu thyuc t€ dugc dit ngly bit ddu trong lich trinh néu ta chua nhap ngay thdng
bat diu thyc t& Néu nhap ty 18 phdn tram hoan thanh duge dat 13 100, trudmg ngay thing
két thiic thyc t€ duge dat thai gian két thic cia lich trinh.

Chi §: Theo miac dinh, thay d6i gid tri phdn tram hoan thanh cla cong viéc lam anh
huéng gid tri gidy cong thyc t€. Tuong ty, thay d6i s6 gids cong thuc t€ 1am anh hudng gié tri
phdn tram s6 git cong hoan thanh. Ngudi sir dung cé thé thay déi mic dinh nay, v ¢6 %
hoan thanh va s6 gi& cong thuc t& khong phu thudc vao nhau. Trén menu Tools, chon
Options, va sau d6 chon bang Calculation. Bé d4u kiém tra trong hop Updating task status
updates resource status.

Phan tram s6 gi¢ cong hoan thanh nhan ra tinh trang ca téng s& gi® cong hoan thanh.
Nguoc lai, phin tram hoan thanh chi ra tinh trang clia thoi gian déi véi cong viéc.

17.2.2. Phan tram (%) sé gid cong hoan thanh (trudng tai nguyén)

Loai dit liéu: ty 1 phin tram.

Kiéu nhap: mdy tinh todn.

Miéu 1. trudng % s6 gi& cong hoan thanh chifa tinh trang hién théi ciia tt ci céc cong viec
g4n t6i 12i nguyén, dién ta tdng ty 1& phén trim s6 gid cong cha tai nguyén duge hodn thanh.

Céch tinh todn: khi tai nguyén dugc thém vao ddu tién, phin trim gid cong hoan thanh
d6i véi tai nguyén l1a khong phdn tram. Ngay khi céng viéc duge gin cho tai nguyen, va s6
gid cong thyc t€ hay phin tram s6 gi® cong duoc nhap cho tii nguyén gén, téng phdn tram
s6 gi¥r cong hoan thanh d6i véi tai nguyen duge tinh, Microsoft Project 2002 tinh phén trim
s gitr cong hoan thanh nhy sau:
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% Work Complete = (Actual Work/Work)*100
[Phén tram s& gi® cong hoan thanh = (s6 gid cong thuc t&/s6 gidr cong)*100]

Thém trudng % s6 gid cong hoan thanh cho bang tai nguyén khi muén thé hién hay loc
phén tram s6 gid cong hoan thanh cho tai nguyén. Diéu nay gidp ta xem lai ti€n trinh cla
tai nguyén trén tit ca cdc cong viéc gén.

17.2.3. Phan trim so git cong hoan thanh (trudng cong tic)
Loai dit li¢u: ty 1¢ phén tram.
Kiéu nhdp: mdy tinh hodc nhap vao truc tiép.

Miéu 1d: trudng % s6 gis cong hoan thanh chifa tinh trang hién thdi cha céng téc, dién ta
ty 1¢ phin tram s& gid cong cita cong tic di hoan thanh. Ngudi sit dung c6 th€ nhap phin
tram s6 gi¥ cong hoan thanh, hay c6 thé dé Microsoft Project 2002 tinh todn trén co s& s6
gi0 cong thyc t€ trén cong tic.

Cdch tinh todn: Khi cong viéc duge tao ra du tién, phan trim s6 gi& céng hoan thanh 1a

khong phan tram. Néu ta nhap sd gid cung thuc t€ cho cong téc, Microsoft Project 2002
tinh phdn tram s6 gid cong hoan thanh nhu sau:

% Work Complete = (Actual WorkiWork)*100
[Phén tram s6 gid cong hoan thanh = (s6 gitr cong thuc t&/s6 gidf cong)* 100]

Né&u ban nhdp gid tri trong trudng % s6 gids cong hoan thanh, Microsoft Project 2002 tu
doéng tinh todn s gid cong thyc t& va sé gidy cong cdHu lai. Tuong ty, nhap gid tri trong
trudmg s6 gid cong thuc t€ hay s@ gid cong <on lai tu dong tinh todn cho c4c ruomg khic.

Cédch sit dung: thém trudng phédn tram s6 gir ¢ong hoan thanh cho bang cong tac khi
mudn thé hién, loc, hay soan thao phan tram s& gi® cong hoan thanh :ho cong tic. Néu ta
nhép gia tri trong trudng phan tran s6 gidr cong hoan thanh, Microsoft Project 2002 tu dong
tinh todn s6 gid cong thuc ¢ va s& gid cong con lai. Néu trudng phin tram s6 gid cong
hoan thanh dugc dat gid tri 16n hon khong, trudng ngay thing bat ddu thuc 1€ duoc dat ngay
bat du trong lich trinh né.u ta chua nhap ngly thang bit dau thuc t&. N&u nhap ty Ié phin
tram hoan thanh dugce dat la 100, trudng ngay thang két thic thuc t&€ duge dat thdi gian két
thic cua lich trinh.

Chit y: Theo miac dinh, thay ddi gid tri s6 gid cong hoan thanh cha céng tic anh hudng
gid tri s6 git cong thuc t€ dnh hudng gia tri phén tram s gid cong hoan thanh, Ngudi sif
dung c6 thé thay déi mac dinh ndy, va cé phin tram sé gi cong hoan thanh va s6 gid cong
thuc t€ doc 1ap véi nhau. Trén menu Tools, chon Options, va sau dé chon bang Calculation.
Bo ddu kiém tra trong hop Updating task status updates resource status.

Phan tram s6 gid cong hoan thanh chi ra tinh trang cla téng s6 gid cong hoan thanh trén
cong tac. Nguoc lai, phan irim hoan thanh chi ra tinh trang cla thdi gian d6i véi cong téc.
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17.3. TRUONG ACTUAL COST - CHI PHf THUC TE

17.3.1. Trudng chi phi thuc té (trudmg géan)
Loai dit liéu: tién té.
Kiéu nhdp: miy tinh hodic nhap vio truc tiép.

Miéu td: trading chi phi thuc t& thé hién chi phi cho s6 gi& cong di thuc hién cia tai nguyén
trén cong tic. Ta cé thé nhap tat ca chi phi thyc t€ hay Microsoft Project 2002 s€ tinh gidp.

Cdch tinh todn: trude khi s gio cong thuc t€ duge bdo cdo trén sy gdn, trudng chi phi
thyc t€ 1a 0 phan tram. Ngudi sit dung ¢ thé chon dé Microsoft Project 2002 tinh t4t ca céc
chi phi thyc t€ khi s6 gi& cong thuc t€ duge bdo cdo bdi tai nguyén gén cho cong tic. Day
1a chi phi thyc 1€ cong véi chi phi theo ca. Chi phi thyc 1€ duge tinh phu thudc vio sd gid
cong thuc t€ va s6 gid cong ngoai gidr thuc t& thuc hién va gan gid tiéu chudn, gid ngoai gid,
chi phi theo ca, va chi phi thyc t& b8 tri trong trudng thong tin tii nguyén (Resource
Information) Microsoft Project 2002 tinh théi gian hoan thanh nhu sau:

Actual Cost = Act. Work*Std.Rate + Ovt.Act. Work*Ovt.Rate + Per use cost*Unit

[Chi phi thuc t& = (s§ gidr cong thuc 1€ * gid chudn) +
(s0 gitr cong ngoai givr thuc t€ * gid ngoai giv) + phi sir dung tai nguyén)

Theém trudng chi phi thuc t€ cho bang phan ph6i cha clta s6 Task Usage hay Resourse
Usage d¢ thé hién, hay soan thio két qua cong téc phi ciia su gén trén co s& s6 gity cong
thyc & va gid timg git cla tai nguyén gan, cling v6i chi phi khdc. Nguti sit dung c6 thé
ding trudng nay d€ xem cong tdc trong ti€n trinh ¢ ndm trong giéi han ngan sich. Hodc
ciing c6 thé sit dung thong tin nay sau khi cong viéc di hoan thanh, dé gilp ta 1én k& hoach
chi phi cho cédc cong tac khdc va dy 4n trong tuong lai.

Chi y: Dé chi 1o hodc khéng nhap chi phi thuc t&, hoiic dé Microsoft Project 2002 wr dong
tinh todn. Trén menu Tools, chon Options, va sau dé chon bang Calculation. Chon hoic khéng
chon d4u kiém tra trong hop Actual cost are always calculated by Microsoft Project. Theo mic
dinh, lya chon nay dugc chon. Néu ta chon nhap chi phi thuc t€, Microsoft Project 2002 s&
khong tinh todn bat ky mot chi phi thire t& n2o. Tuy nhién, né s& tiép tuc tinh chi phi con lai tir
gid tri 6 gi® cong con lai. Néu chon dé Microsoft Project 2002 tinh chi phi, ta khéng thé nhap
bat cit chi phi thire t&€ nac dén khi cong tac hoan thanh 100%.

17.3.2. Chi phi thuc t€ (trudng gin - phan bé theo thoi gian)

Lo dit li¢u: tién te.

Kiéu nhdp: may tinh hoic nhap vao trirc ti€p.

Miéu td: trudng chi phi thuc t€ thé hién chi phi phan b8 theo thoi gian cho s6 giiy cong
tai nguyén di thyc hién trén cong tic. Trudng nay thé hién chi phi thuc t&€ phan b8 trén thoi
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gian. Ngudi sit dung cé thé nhap t4t c& chi phi thuc 1€ hay dé Microsoft Project 2002 tinh
toan gidp cho.

Cach tinh todn: ngay khi s6 gi& cong thuc t&€ duge bio cdo trén su géan, trudng chi phi
thirc t€ chita 0.VND. Ta c6 thé dé Microsoft Project 2002 tinh todn t4t ca chi phi thuc t€
ngay khi sd gi& cong thuc t€ duge bdo cdo badi tai nguyén gan cho cong tac. Pay la :hi phi
cla s6 gidy cong thuc t€ cong vdi chi phi theo ca cia sy gan theo ngay thang. Théi didm va
céch tinh chi phi thue t€ phu thuéce vao s6 gio cong thuc & va sd gio cong ngoai gid, chi phi
theo ca va chi phi thuc t€ dit trong hép thong tin tai nguyén (Resource Information)
Microsoft Project 2002 tinh thoi gian hoan thanh nhu sau:

Actual Cost = Act. Work*Std.Rate + Ovt.Act. Work™Ovi.Rate + Per use cost*Unit
[Chi phi thuc t€ = (s6 gi® cong thuc (€ * gis chufn) +
(s6 gitr cOng ngoai gid thuc t€ * gid ngoai gid) + chi phi theo ca)

Thém trudng chi phi thuc t&€ cho bang phan phéi theo thdi gian cia cira s6 Task Usage
hay Resourse Usage dé thé hién két qua cong tac cta chi phi clia su gén trén co s& gits cong
thuc t&€ va gid timg gid cia tai nguyén gan, cing vdi chi phi khéc trén thdi gian. Ngudi sir
dung c6 thé xem lai trudng nay cha cong tdc nam trong tién trinh d€ xem chi phi ¢6 nim
trong gidi han ngan sich. Ciing c6 thé xem lai thong tin nay sau khi céng viéc hoin thanh,
dé giiip ta 1ap k€ hoach chi phi cho cdc cong tic khac va du 4n trong tuong lai.

Chit y: DE chi rd hoac khéng, ta nhap chi phi thuc t€ hoac dé Microsoft Project 2002 ty
dong tinh todn. Trén menu Tools, chon Options, va sau d6 chon bang Calculation. Chon ho#c
khong ddu kiém tra trong hop Actual cost are always calculated by Microsoft Project. Theo
mdc dinh, lua chon nay duge chon. N€u chon nhap chi phi thuc t€, Microsoft Project 2002 s&
khéng tinh todn bat ki mot chi phi thue t€ ndo. Tuy nhién, né sé ti€p tuc tinh chi phi con lai tir
gid tri s6 git cong con lai. Néu chon dé Microsoft Project 2002 tinh chi phi, ta khong thé nhap
bt cif chi phi thire t€ nao dén khi cong tic hoan thanh 100%.

17.4. TRUONG ACTUAL DURATION - THO! GIAN THUC TE

Loai dit li¢u: thni gian.

Kiéu nhdp: mdy tinh hoac nhap vao tryce tiép.

Miéu td: trudng thoi gian thuc 1€ thé hién chiéu dai cua thdi gian hoat dong thuc t€ coa
cong tac, trén co sd lich trinh thoi gian va tv 1& phan tram hién thdi cba s gid cong con lai
va s0 gid cong hoan thanh.

Cdch tinh todn: néu ta nhap trong trudng % hoan thanh, Microsoft Project 2002 tinh théi
gian thic t&€ nhu sau:

Act.Duration = Duration ¥ %Complete

[Thei gian thuc t&€ = thai gian * ty 18 phdn trdm hoan thanh]
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Néu nhap gi trj trong trudmg thei gian thuc t€, Microsoft Project 2002 s€ tinh thdi gian
con lai nhu sau:

Remaining Duration = Duration - Act. Duration
[Théi gian cdn lai = thai gian - théi gian thyuc t€]

Néu nhép thoi gian thuc t&€ 16n hon thdi gian trong lich trinh, Microsoft Project 2002
thay déi thoi gian lich trinh dé phi hop thdi gian thire t€ méi, dit thai gian con lai 12 0, va
phin tram hoan thanh 14 100%.

Thém trudng thdi gian thyc t€ cho bang cong tic khi ta muén quan sat, loc, hay soan
théo thdi gian thuc t& cho cong tac. Néu soan thio trudmg ndy, thi truong théi gian con lai
va 1y [€ phén tram hoan thanh s& dugc tinh todn lai.

Chu y: Vi nhap gid tri trong trudng thei gian thuc t&, thoi gian con lai, hay % hoan
thanh tu déng tinh todn lai cho c4c trudng khdc, ta nén chi nh4p gia tri trong mot trudng

cho céng tdc. Néu céng téc trong lich trinh, ta ¢6 thé sao chép lich trinh cha né trong
truong thuc t€. Trén menu Tools, chon Checking, va sau d6 chon Update Project.

17.5. TRUONG ACTVIAL FINISH - NGAY KET THUC THUC T&
17.5.1. Ngay thang kéi thuc thue t€ (trudng gan)
Loai dit li¢u: ngay thang.
Kiéu nhdp: méy tinh hogc nhap vio tric tiép.

Miéu td: trubng ket thic thuc t€ thé hién ngly thing va thdi gian khi viéc duge phan
cong da thuc su hoan thanh.

Cdch tinh todn: trutmg keét thiic chita "NA" dén s6 gi cong con lai 1a 0 hay dit tniomg
% hoan thanh clia cong viéc s§ gié cong hoan thanh coa cong viéc duge phan cong la
100%, Microsoft Project 2002 dat trudmng két thiic thuc t& cho ngay thiang hoan thanh trong
lich trinh (trudng két thiic). Néu ta nhap ngly théng két thic thue t€, ngay thdng két thiic
lich trinh s& bi¢én d4i phi hop véi ngay thang ket thiic thuc t€.

Thém trudng ket thic thyce t€ cho clra s8 Task Usage hay Resourse Usage dé thé hién,
hay soan thdo ngay théng két thiic thuc t&. Néu ta nhap thong tin s6 gi¢ cong thue t€ hay ty
I¢ phén tram hoan thanh. ¢6 thé dé Microsoft Project 2002 tinh ngay thiang két thic thyc &
giip theo lich trinh ciia si phan cong. Néu muén ki€m soit hon nita trén thong tin trong
trudng nay, ta cé thé nhap ngay thdng két thic thuc t€ tron g trudng nay.

17.5.2. Két thic thirc té (trudng tii nguyén)

Loai dit liéu: ngay thing,
Kiéu nhdp. khong.
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Miéu td: trudng két thic thuc t€ thé hién ngly thdng va thoi gian khi sy phan céng dugc
thuec su hoan thanh.

Thém trudng ket thiic thuc &€ cho khung nhin Resourse Usage khi muén thé hién ngly thdng
hoin thanh thuc t€ cho cong viéc phan céng. Khong cé thong tin nio duge thé hién trong
tnrdng tai nguyén két thiic thuc t&: né chi don thudn lam tuong ting trudng két thiic thue t€,

17.6. TRUONG ACTUAL OVERTIME COST - CHI PHI NGOAI GIO THUC TE

Actual Overtime Cost = Act.Ovt.Work ¥ Ovt.Rate
[Chi phi ngoai gid thuc t€ = 56 gi¥ ngoai gid thuc t€ * gid ngodi giv]

17.7. TRUUNG ACTUAL OVERTIME WORK - SO GIO CONG NGOAI GIJ THUC TE

Logi dit liéu: ngay thing.

Kiéu nhdp: mdy tinh hoiic nhap vio truc ti€p.

Miéu td: trudmg s6 gié cong ngodi gies thuc t& thé hién téng s gid cong ngodi gid thurc t&
da thuc hién bai tai nguyén gan cho cong tac.

Cdch tinh toan: khi ta gin diu tién cong tic cho tai nguyén, trudng s6 gier cong ngoii
git chira khong. Khi gan tai nguyén cho cong tic bdo cdo s6 gi cOng ngoai gi¢ thuc t&, né
dudc nhip vao trong trudng s6 gid cong ngoai gids thuc t&.

Thém trudng s6 gid cong ngoai gitr thue t€ cho khung nhin Task Usage hoic Resourse
Usage dé xem lai hay loc thong tin ngoai gi¥ cho tii nguyén cu thé. Ta cé thé sit dung
trudng nay trong su két hop véi trudng chi phi ngoai gid thuc € (Actual Overtime Cost) khi
cong tic dang & trong ti€n trinh dé xem ¢6 ndm trong gi6i han ngan séch cho gid céng
ngoai gi® hay khong. Ciing ¢6 thé tim thdy sy hitu ich cha thong tin niy khi cong tic da
hoan thanh, d€ gitp ta 1&n k€ hoach chi phi cho cdc du 4n sau.

17.8. TRUONG ACTUAL START - NGAY BAT PAU THUC TE
Logi dit liéu: ngdy thing.
Kiéu nhdp: mdy tinh hoic nhap vao truc tiép.

Miéu td: truomg theii gian bat ddu thuc t€ hién thi ngdy thang va thi gian bit ddu thuc t&.
Khi su phan cong diu tién duoc tao ra, trudng ndy chita "NA". Ngay khi nhap s6 gi& cong
thuc té€ hodc ty ié phdn tram hoan thanh cho syt phan cong, Microsoft Project 2002 dat ngay
thdng bét ddu thirc t€ trong lich trinh. |

Cach tink todn: trudng thiyi gian bit ddu thire t€ chita "NA” dén khi ta nhap thong tin s&
gi¥ cong thuc t€ hodc nhap gid tri 16n hon 0 trong trudng % Complete cho cong tic hay %
s6 gid cong hoan thanh cho cong téc hay su phan cong. O diém nay, trudng thoi gian bt
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ddu thie € giorg nhu ngay thang trong truéng ngay thing bt ddu trong lich trinh. Néu ta
nhap ngay thang bat dau thuc t€, ngay thang bat ddu trong lich trinh thay déi phit hop véi
ngay thang bat ddu thyc (€.

Thém trudng thoi gian bat dau thuc 1€ cho khung nhin Task Usage hay Resource Usage
khi mu6n thé hién, loc, hay soan thao ngay thang bét ddu thuc t& cho su phan cong. Néu ta
nhép s6 gio cong thuc 1€ hay ty I¢ phan tram hoan thanh, Microsoft Project 2002 tinh todn
ngdy bat ddu thuc 1€ theo su phan cong trong lich trinh. Néu nhap s6 gi¢ cong thue t€ hay
ty 1¢ phdn tram hoan thanh trong théi gian muén hon ngay bét ddu trong lich trinh, ta ¢é thé
nhap ngay thing bai ddu thyc 1€ trong trudmg nay.

17.9. TRUONG ACTUAL WORK - $O GIO CONG THUC TE
Loai dit liéu: thoi gian
Kiéu nhdp: may tinh hoac nhap vio tryc tiép.

Miéu ta: trudng s6 giv cong thyc t€ thé hién téng s6 gid cdng da thuc hién cha tai
nguyén cho cong tic dugc phan cong.

Cach tinh todn. trudng s gidy cong thuc € 13 0 néu ta chua theo ddi tién trinh du 4n.
Ngay khi nhép ty |¢ phan tram s6 gi& cong hoan thanh hoac s6 giy cong thyc t& cho cong
thc, hay phén tram s6 gitr cong hoan thanh, Microsoft Project 2002 cép nhat gia trj s6 gid
cong thuc t€ dé.

Thém truémg sd gidy cong thuc t€ cho cita sd Task Usage dé xem lai, loc hay soan tho
thong tin s6 gid cong thuc t€ cho su phan cong trén cong tic cu thé. Thém truong nay cho
cira s6 Resource Usage khi ta mu6n thé hién, loc, hay soan thao thong tin s6 gidr cong thuc
t€ cho sy phan céng cho tai nguyén cu thé. Ciing c6 thé so sénh s6 gi& cong thuc t& véi gid
tri s6 gid cong co s& d€ theo ddi xem tién trinh trong du 4n clia ta c6 ndm trong k& hoach
ban ddu hay khéng.

Chi y: Theo mic dinh, Microsoft Project 2002 tinh s6 gi& cong thuc t€ trén co s& gid tri
ty 1¢ phan tram hoan thanh dugc nhap cho cong tic. D€ bat hay tit mic dinh nay, trén menu
Tools, chon Options, va sau d6 chon bang Calculation. Chon hay khéng chon diu kiém tra
trong hop Updating task status updates resource status, Bd dau kiém tra nay néu ta khong
mudn Microsoft Project 2002 tinh s6 gi& cong thyc t€ trén co s& ty 1& phdn tram hoan thanh
ctia cong tac.

17.10. TRUONG ACWP (ACTUAL COST OF WORK PERFORMED)
Loai dit liéu- tién té.
Kiéu nh@p: mdy tinh.

Miéu td. trudmg ACWP the hién chi phi cho s6 gi& cong da thuc hién cia tai nguyén cho
cOng t4c gan.
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Céch tinh todn: khi su phan cong ddu tién duge thuc hién, truong ACWP chia 0.VND.
Ngay khi s6 gi& cong thyc t€ dugc bdo cdo béi tai nguyén. Microsoft Project 2002 tinh
ACWP cho sir phan céng. Day 1A chi phi cho s6 gi& cong thuc t€ cong vdi chi phi theo ca
cho tii nguyén gin dén ngay thing hién trang. Thoi gian va cdch tinh ACWP phu thudc vao
gia chudn cha thi nguyén, gid ngodi gid, chi phi theo ca va chi phi don lai duge dat trong
hop thoai Resource Information, ngay khi s gid cong thic t€ clia sy phéan céng duoc béo
cdo vé tinh trang ngay thing hay ngay thdng clia ngay hom nay. _

Thém trudng ACWP cho bang phan phdi ciia khung nhin Task Usage hay Resource
Usage dé hién thi két qua phf t8n ciia sy phan cong trén co s& s6 gid cong thuc t€ va gid
timg gi®r chia tai nguyén gan, ciing véi chi phi cong don khéc cho dén tinh trang thdi gian.
Ta c6 thé xem lai théng tin nay trong tién trinh, d€ xem c6 ndm trong giéi han ngan sich
hay khéng. Ciing c6 thé sir dung thong tin nay sau khi sy phan cong hoan thanh, dé gilip ta
‘1én k&€ hoach chi phi cho cac du 4n sau.

Cha y: Bai vi thong tin ACWP dugc giil trong timesphased, ACWP dugc tinh todn tir chi
phi thuc t&€ ddu tién nhap vao ngdy thang hién trang hay ngay thang hién thoi.

17.11. TRUONG ID - SO THU TU

17.11.1. ID (trudng gén)

Loai dit liéu: s6 nguyén.

Kiéu nhdp: may tinh.

Miéu td: trudmg ID chita céc s6 duge Microsoft Project 2002 tw dong gén cho méi ti
nguyén. Dugc sip xé&p theo thi tu thi nguyén nhép vao.

Cdch tinh todn: ngay khi gdn tai nguyén, Microsoft Project 2002 ty dong gén s6 thi tu
cho tai nguyén trong danh séch. N6 trd thanh s6 thit tu cla tai nguyén.

Cdch st dung: them trudng ID cho bang tai nguyén khi muén thé hién hay loc s6 ID cua
tai nguyén, dé nhan ra s6 thit ti cha né.

Vi du: C6 ba i nguyén dugc nhap lién ti€p, s6 thd tr ciia chiing 1a 1, 2 va 3. Néu ta
chen thém tai nguyén méi vio gifta hai tai nguyén 2 va 3, tai nguyén chen thém s la tai
nguyén thi 3, va tai nguyén thit 3 trudc s€ trd thanh tai nguyén thi 4.

Chi y: Khi chén, di chuyén, hay x6a tai nguyén, Microsoft Project 2002 tu dong tinh
todn va cap nhat s ID, do vay s6 ID luén luén thé hién s6 thit ty hign thoi cda tai nguyén.
Sau khi x6a hay di chuyén tai nguyén, néu ta muén quay lai s6 thi ty géc clia i nguyén,
stt dung trudng Unique ID thay cho trudng ID.

17.11.2. ID (trudmg cong tac)

Loai dit liéu: s6 nguyén.
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Kiéu nhdp: mdy tinh.
Miéu td: trudmg ID chita s6 thit tw cia cong tdc ma Microsoft Project 2002 tir déng gdn
cho méi cong téc khi ta chén chiing vio danh s4ch cong téc.

Céch tinh todn: ngay khi tac cong tdc, Microsoft Project 2002 tu dong gén s6 thit t tiép
theo cho cong tic. N6 tré thanh s6 thit tu cha cong tic.

Cdch sit dung: st dung trudng ID trong bang cong tdc khi ta mun thé hién hay loc s§
thi¥ tu cong téc.

Vi dy: C6 3 cong tic nhap lién tuc, s6 thif ty cla ching Ia 1, 2 va 3. N&u ta chén them
cong tic mdi gilta 2 cong téc 2 va 3, cong tic chén vao s& 13 tht 3, va cong tac thit 3 truée
s€ trd thanh cong tac thit 4.

Chi y: Khi chen, di chuyén, hay x6a cbng tdc, Microsoft Project 2002 ty déng tinh todn
va cap nhit 6 ID, do vy s6 ID luén lu6n thé hién s6 thi ty hién thoi cha cong tic. Sau khi
x62 hay di chuyén tai nguyen, néu muén quay lai s6 tha tr géc cha ti nguyén, cé thé st
dung trudng Unique ID thay cho trudmg ID. '

17.12, TRUGNG INDICATOR - NHAN DANG

17.12.2, Indicator (trudng gan)

Logi dit li¢u: nhan dang.
Kiéu nhdp: may tinh.

Miéu td: trudng Indicator thé hién biéu twong cho céc thong tin khéc nhau duge gén vao.
Biéu trong ghi chii ciing dugc gan vio.

Cach tinh todn: Microsoft Project 2002 chon biéu teong thich hop cho trrdmg Indicator
khi gap diéu kién nio dé trong du 4n. Vi duy, khi ta nhap ghi chi cho su phan cong,
Microsoft Project 2002 them biéu twong cho céc trudng Indicator.

Cdch sit dung: them trudmg Indicator cho bing phan chia cia cita s Task Usage hay
Resource Usage khi mu6n thé hién biéu tugng dé thé hién nhanh thong tin vé su pkan céng.

Chi y: Khi 1a dua con tré chuét vio biéu tuong trong trudng Indicator, ndi dung théng
tin s& dugc hién thi.

17.13. TRUONG RESOURCE NAME - TEN TAI NGUYEN

17.13.1. Resource Name (trudng gan)
Logi dit liéu: chir,
Kiéu nhdp: may tinh.

Miéu 1d: truong Resourse Name chifa tén cha tdi nguyén.
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Cdch tinh todn: noi dung cia trumg Resourse Name nhu truong Name cua tai nguyén.

Cdch siz dung: thém trudng Resourse Name cho cita s Task Usage khi ta muén thé hién
hay loc tén cia t3i nguyén. Trudng Resourse Name thé hién tat ca tén tai nguyén trén thanh
cdng tac, cng don vi gdn, cho tat cd moi tai nguyén dugc gén cho cong tic. Trudng nay chi
¢6 gid tri trong cira sd Resourse Usage.

Vi du: Khi hién thi thong tin vé tai nguyén gén. Ta bat cira s6 Resourse Usage va xem
lai trén trong trudng Resourse Name.

17.13.2. Resourse Name (trudng cong tic)

Logai dit liéu: chit.

Kiéu nhdp: truc tiép.

Miéu td: trudng Resourse Name 12 danh séch clia tét ca tdi nguyén gan cho cong tic.

Cdch sit dung: thém trudng Resourse Name cho bang cong tdc khi muén thé hién, loc,
hay hiéu chinh tén cla tai nguyén gén cho cong tic. Nhap chil trong truong Resourse Name
dé miéu ta va nhan dang tén cha ti nguyén gan.

Vi du: Néu muén gin céng tac cho tai nguyén trong clra sé Task Sheet. Ta nhap tén cla
t4t ca tai nguyén muén gan cho cong tdc va tdch roi mdi 1en bdi déu phdy.

Cha y: Mbi 131 nguyén dugc miéu ta bdi tén clia ching, tiép theo la s§ don vi cia tai
nguyén duoc sir dung cho céng tdc. S8 don vi dugce thé hién trong ddu ngoac ([ 1). Néu s6
don vi 12 mot tram phén tram, thi chi tén tai nguyén duge hién thi.

17.14. TRUONG INITIALS - CHUDAU
Loai dig liéu: chit
Kiéu nhdp: may tinh hoac nhap vao truc tép.

Miéu td: them trudng Initials cho cilta s6 bang thi nguyén khi muén thé hién, loc hay
soan thao k¥ tu ddu cho tén tai nguyén.

Vi du: Viéc nhap tén cho tai nguyén trong trudng Name, nhung trong mét bang, ngudi
sir dung thich ding k¥ tu ddu hon tén dé gil khodng tréng. Trong trudng Initials trong cira
s6 Resourse Sheet, ¢é thé nhap ky tu ddu tién néu mudén st dung cho méi tai nguyén.

Chai ¥: Theo mic dinh trudng Initials 12 ky tu ddu tién cha tén tai nguyén.
17.15. TRUONG GROUP - NHOM

Loai dit liéu: chil.

Kiéu nhdp: may tinh hoic nhap vao truc tiép.

Miéu td. trudng Group chifa tén ciia nhém tai nguyén.
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Cdch sit dung: thém trudng Group cho cira s3 tai nguyén khi muén trinh bay, sip xép,
loc hay soan thao tai nguyén cho nhém.

Vi du: Trong du 4n ¢ 3 nhém tai nguyén: thg han, thg né, va ban quén 1. Ta cin thém
truong Group cho bang Resourse Sheet va gén tit ca thi nguyén cho cdc nhém thich hgp. Néu
mudn xem lai thong tin tai nguyén cho tt ca tho han, ta ¢6 thé &p dung loc dé chi hién thi
nhilng tai nguyén d6 thudc v& nhém tho han. Tai nguyén trong nhém khéc khong thé hién.

17.16. TRUONG MAX UNITS (TRUONG GAN) - KHA NANG TOI DA

Loai dit liéu: ty 1& phan tram hoic s8.

Kiéu nhap: tryc tiep.

Miéu td: trudng Max Units chifa ty 1¢ phdn tram Ién nh4t hay s6 16n nhét cha don vi
duge hinh dung la kha nang 16n nhét caa’tai nguyén gan c6 thé hoan thanh. Theo mac dinh
trudng Max Units 13 100%.

Cdch sit dung: them trudng Max Units cho bang thi nguyén khi mu6n thé hién, loc hay
soan thao s6 lugng 16n nhét cha i nguyén c6 thé 1am duge trén cic cong tic duge gin.
Trudng Max Units twong tic v6i tnrng Assignment Units, néu ta gan tai nguyén 1én hon
s8 luong cho phép trong trudng Max Units. Microsoft Project 2002 s& bdo cho ta biét dé
diéu chinh tai nguyén.

Ch# y: Néu tai nguyeén duge gan cho du 4n 16n hon kha nang c6 thé, thi tai nguyeén sé bi
qud tdi va trudng Overallocated ducc dit 13 Yes.

C6 thé lya chon dé thé hién khd nang béng ty 1é phdn trim hay s6 thap phan. Trén thuc don

Tools, chon Options sau dé chon bang Schedule. Trong hop Show assignment units as, chon
Percentage hoic Decimal.

17.17. TRUONG STANDARD RATE - GIA CHUAN

Loai dit ligu: gid tién te.

Kiéu nhdp: truc tiep.

Miéu td: trudmg Standard Rate thé hién gid phai tra cho gi¢ cong binh thutmg, duoc thuc
hién b tai nguyén.

Cdch swt dung: thém tnwyng Standard Rate cho bang thi nguyén 3¢ nhap gid cha thi nguyén
phai tra cho gi¢s cong binh thudng. Bat cit khi nio tai nguyén bdo s6 gidy cong thic &, chi phi
cho s6 gi&y cong dugc tinh béng cich nhan s6 gity cong thyc t& véi trudng Standard Rate.

Chi y: C6 thé nhp gid chudn cho tai nguyén trong hop thoai Resourse Information.
Ciing c6 thé d4t méc dinh gia chudn. Trén thyc don Tools, chon Options, sau dé chon bang
General. Trong hop Defaut Standard rate, nhap gid. Khi tai nguyén méi duge tao ra, gid
chudn dvoc méac dinh dén khi ta thay déi chiing.
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17.18. TRUONG OVERTIME RATE - GIA NGOAI GI0

Loai dit liéu: gid tién té.

Kiéu nhdp: truc tiép.

Miéu td: truomg Overtim~ Rate thé hién gid phai trd cho gir cong ngoai gid, duge thuc
hién bdi tai nguyén.

Cdch sii dung: thém trudng Overtime Rate cho bang tai nguyén dé€ nhap gid cia tai
nguyén phai trd cho gid cdng ngodi gid. Bat cd khi nao tai nguyén bio s gi¥f cong ngoai
gids thuc &, chi phi cho s6 gi¥y c6ng dugc tinh bing cich nhan s6 gié cong thuc t& véi
truomg Overtime Rate.

Chi y: C6 thé nhap gid ngoai gi¥ cho tai nguyén trong hop thoai Resourse Information.
Chon bang Cost. Ta ciing ¢6 thé dat mac dinh gi ngoai gio. Trén menu Tools, chon Options,
sau d6 chon bang General, trong hop Default overtime rate, nhap gid mic dinh. Khi tai
nguyén mdi duge tao, gid ngoai git duge dat cho dén khi ta thay déi mic dinh ndy.
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Chuong XVIII
MOT SO DU AN MAU

18.1. CAC YEU CAU CO BAN CHO MOT DU AN

1/ Nhap céc thong tin ban ddu clia dy dn théng qua hop thoai Project Information:
- Ki€u lich trinh Schedule va ngay thdng bat ddu hoic két thic dy 4n.

- Chon ngay théng thiét 1ap du 4n hién thai.

- Chon lich Calender cho du 4n.

2/ Trén co s bai thp hiy nhap tén va thoi khodng cong tdc theo cic cdch sau:
- Nhap bing bang Entry trong khung nhin Gantt Chart.

- Tao céc cong téc t6m hrge va cong tdc phu thudce theo cdc cich khic nhau.
- Chon midc dé wu tién cho cic cOng tic.

- Gan céc rang budc cho cic cong tac néu c6.

- Céch 4n va hién cong tic t6m luoc.

3/ Tao lién két giita cdc cong tic theo céc céch:

- Link Task.

- Hop thoai Task Information.

- Hép thoai Task Form.

- Thao tic kéo tha.

- Chon kiéu lién két cong tac.

- Xdc 18p céc rang budc lién ket cong tic.

4/ Tao bang tai nguyén ciia dy 4n thong qua khung nhin Resource Sheet:

- Dua vio tén, ki€u tai nguyen, nhin, nhém va don vi Max . Unit.

- Dua vao gid chudn, gid ngoai gitr va phi sir dung tai nguyén.

- Xdc dinh va kiém tra cdc phuong phép tinh gis d6i véi tai nguyén.

- Chon lich co s& tai nguyen.

- Thay déi don vi va ki hiéu tién t¢ clia gi4 ti nguyén.

5/ Phan bd tai nguyeén cho cédc cong tic theo céc cich sau:

- HOp thoai Assign Resource.

- Hop thoai Task Information.

- Hop thoai Task Form.
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6/ Quan sdt du 4n dudi dang biéu d6 Gantt Chart, Network Diagram:
» Biéu d6 ngang Gantt Chart:

- Thay d8i va thiét 1ap thang thdi gian cho phit hop véi cch thé hi¢n biéu d6 tién do theo
¥ cha ngudn sur dung.

- Thay d8i c4c céch thé hién lién két cong tac.
- Thay déi céch thé hién thanh thdi khoang theo hinh déng, mau sic, mau nén thanh bar.

- Thay déi cdc truong thé hién & vi tri trdi, phai, trén, dudi va bén trong cia thanh thoi
khoang bar.

- Dinh dang mau sic va phong chif thé hién cta thanh Bar.

- Thé hién va khong thé hién vach th&i gian khong lam viéc.

- Thiét lap cc ludi, mau séc cua thang thoi gian.

e So dé mang Network Diagram:

- Chon hop cong tdc miu cén thé hién.

- Thay d6i mau séc, kiéu nét va céc théng s6 khic clia dudng vién hop cong tic.
- Thay déi trudng, s6 hang cot, phong chit cho hop cong tic mau.

- Thay d8i cdc hop cong tic con lai theo hop cong tic miu da thiét 1ap.

- Dich chuyén céc hop cong tic vdi thao téc bing tay. |

- Chon kiéu thé hién so d6 mang cla du 4n theo ngay, tufin hodc theo céc lya chon con lai.
- Thé hién so dé mang véi diéu kién khong cé miii tén lién ket gilta cic hop cong tac.
- Thé hién so 36 mang duéi dang chi s6 ID.

7/ Sir dung cong cu Gantt Chart Wizard va thyc hién:

- Kiéu biéu d6 chuén Standard.

- Kiéu tim va thé hién dudng gang Critical Path.

- Kiéu dv 4n co s& Baseline.

- Céc kiéu biéu d6 thiét 1ap khic.

- Kiéu biéu d6 dinh nghia bdi ngudi st dung.

8/ Thiét 14p lich trinh cita du 4n va tai nguyeén:

- Tao Lich Viét Nam va iich tai nguyén sao cho phl hop véi du 4n thyc t&.

- Thay déi gid 1am viéc, ngay 1am viéc, ngay nghi, ngay 1€ tét.

- Thay déi céc lich tai nguyén cla du 4n.

- Pua Lich Viét Nam hodc lich tai nguyén vao dy 4n.
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9/ Quan sét biéu dé sir dung c4c tai nguyén ciia du 4n:

Thay d6i phong tiéng Viét cho khung nhin bi€u dé tai nguyén.

* Quan sit bi€u d6 clia i nguyén theo céc tiéu chi:

- Bi€u 6 don vi dinh.

- Bi€u d6 cong viéc va tich luj cong viéc.

- Bi€u d6 qué tai, biéu d6 phn trim sir dung va céc biu dé khic cho ti nguyén.
- Biéu d4 gid va tich lu§ gi4 cho tai nguyén.

- Thay déi c4c kiéu thé hién biéu d6 theo cic lya chon c6 sin.

- Thay d6i mau séc cia cic ludi ngang doc.

10/ Luu va xo0d du 4n co s Baseline.

11/ Quan sat viéc st dung tdi nguyén phan b8 cho cic cong tac thong qua khung nhin
Resource Sheet.

12/ Quan st cac cong tic duge phan b8 bdi nhimg tai nguyén nao théng qua khung nhin
Task Usage.

13/ Cap nhat ti€n d6 cic cong tic ctia du 4n theo ti€n do thyc t€ theo hai cich:
- Cap nhat cho timg céng téc.
- Cap nhat cho toan b6 du 4n.

14/ Quan sat bi€u dd ti€n do thyc t& so véi bidu db tién 46 co s& thong qua khung nhin
Tracking Gantt.

15/ Tao céc bang quan sét bdi ngudi sit dung.

16/ Sir dung bo loc chudn ciia chuong trinh va b loc tac bdi ngudi sit dung.

17/ Quan sit v sifa ddi céc bdo biéu chudn clia chuong trinh.

18/ Thiét lap cdc bdo bi€u bdi nguei sit dung.

- Lap béo bi€u tdng quit ciia dut 4n.

- Lap béo biéu tién do thyc t& cia du 4n.

- Lap bdo bi€u cac cong téc s thuc hién trong tuin, thing.

- Lap bao biéu viéc thuc hi¢n céc cong téc va viéc phan bé (i nguyén cho céc cong tic.
- Lap bdo biéu so sanh ti€n d¢ thuc t& so véi ti€n do co sd cha du 4n.

- Lap bdo biéu vé chi phi ti chinh cho cic cong tic va cac 1ai nguyén cho du sn.
19/ 'Thiét 14p c4u hinh céc trang in:

- Thay déi dinh dang ciia trang in theo khé gidy, viing thé hién...

- Dt can 1€, thé hién Header va Footer cia du 4n.
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- Lwa chon cdc Legend.
- Lua chon céc viing in.

20/ Tao cic Template miu.

18.2. BAI TOAN VE PUONG GANG CUA DU AN

Céng tic s6 4 5 Ngay 8

T e o ch_ 1 s -

Coéng tac s6 6 3 Ngay 8

Ccong ticsé 7 7 Ngay 11,10

Srer e T

Congtac s69 10 Ngay 13

Céng tic s5 10 5 Ngay 12

Céng tic 56 11 8 Ngay T T
R g bt

Yéu cdu:
- Tim dudng gang cta du 4n tinh thi cong béng tay.
- Tim dudng gang cua du 4n bang Microsoft Project 2002.

- Thé hién dudng ging tién do chia du 4n trong Microsoft Project 2002 theo biéu dé
ngang va so d6 mang.

Chu y:

- Téng tié€n do6 thuc hién du 4n 12 34 ngay.

- Cac cong tdc c6 mau dam la cong tic gang.

- Thai gian bat ddu hoac két thic du 4n 12 gia dinh.
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18.3. BAI TOAN VE LAP TIEN bO DAU THAU TRONG LINH VUC GIAO THONG

5days4? 3
60 days 8FS-30 days, 10FS-25 days

| 40 days 9FS-30 days_
i 40 days 10FS-55 days.

: GOdays 15FS-30 days, 17FS-25 ueys NC[15],.M

...... +

40 days 16FS-30 days NC[5],M[2]

™ il phong it bing ChuBs TS0 s NG

Beo a4p dét Ién khuon duing _ 60 days 22FS-25 days,24FS-30 days NC[15]M
Thi cong I6p méng BDTC day 15cm 2 davs 23FS250ays ANCBLME)

Nglern tnu va ban giao c0ng tﬁnh

Yéu cdu: Lap biéu dé tién do thi cong cOng trinh.
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Microsoft Project Document 2000 cha Microsoft Office.
Microsoft Project Document 2002 cha Microsoft Office.
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