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GIO1 THIEU MICROSOFT PROJECT 2010

Micrososft Project 2010 |a m6t chwong trinh gitp ban cé thé 1ap k& hoach va quan ly mét dv an.
T thoi han cda mét cudc hop quan trong cho dén ngan sach thich hop danh cho ngudn lyc cla
dy an, Project 2010 gitip ban trai nghiém mot cach dé dang ciing nhu cung cap nhitng cong cu
dé mang lai hiéu qua lam viéc t&t hon. Ban cé thé sir dung Microsoft Project dé:

e Tao ra cac k& hoach cho du dn & cac cap do chi tiét cho mét dy dn. Lam viéc véi cac
théng tin va dir liéu mdt cach chi tiét gitp ban kiém soat dy an. Kiém soét cac cong viéc
ma Microsoft Project cé thé ty ddng thiét 1ap lich hodc ban sé& thiét 1ap bang tay.

e Quan ly cic cdng viéc, chi phi, ngudn lyc theo tirng cap dé.

e Xem cdac thong tin, di¥ liéu ctia dw 4n bang nhiéu cach. Ap dung cadc nhém, danh dau, sap
x&p va loc cac théng tin ma ban muén.

e Theo ddiva quan ly ké hoach trong qua trinh thuc hién dy an.

e Codng tac va chia sé dit liéu v&i nhirng thanh vién trong nhom dé tang nang suat lam viéc.

Nhirng tinh nang maoi

Né&u ban dang nang cap lén phién ban Microsoft Project 2010 tir nhirng phién ban truwdc, diéu
ban quan tdm nhat cd 18 |a su khdc nhau gilra cac phién ban cili va phién ban mdai. Bén canh dé
la nhi*ng tinh ndng ma&i nao trén Microsoft Project 2010 mang lai hiéu qua cho ban.

Cac tinh nang mdi trong Microsoft Project 2010

o Giao dién Microsoft Office Fluent (thanh Ribbon) than thién. V&i Ribbon, ban c6 thé
truy cap dén cdc tab trén clra s6 chuong trinh mdt cach dé dang.

= , W Project] - Microsoft Project ’~ U_u,ml g =i
Task Resource Project View Add-Ins Team Format o @&
= S Mark on Track ~ T Inspect ~ — v Summary F @GR #A-
Ad i u [emees > - g Y @ &
% 3~ 7 Respect Links 1 & Milestone :l @

]
¥ BZIU | &-A- g 88 ech Task Information __. | Scroll

| toTask j -
Clipboard Font % Schedule Tasks Insert Properties Editing

[ Mode -

e Giao dién Backstage v&i tat cd cac cong cu can thiét dé lam viéc véi tap tin cda ban.
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RS- -ST2 Advanced Tasks A_Start.mpp - MECW R  Shex
Mk Resource Project View Custom Add-Ins Team Format

I save

. L -
P Information About Advanced Tasks A_Start.mpp
ave As
C:\Users\ICT24H\Desktop\resource project 2010\Chapter07\Advanced Tasks A_Start. mpp . ~

[Z5 Open a

= a 2

L Close Project Server Accounts

_ @ Not connected to Project Server —
Manage Project Information ~

Recent Accounts
Start Date 02/04/2012

New Finish Date 27/11/2012

Organize Global Template Schedule from Start
Print Q Move project elements such as views, reports, and tables between two local files, Current Date Today
or between a local file and the global template file.
0 5 Status Date Today
rganizer
Sal=aesend I £ Last Modified 22/10/2010
] Project Calendar  Standard

Help Priority 500

] Options

&3 Exit

e Lén lich cac cong viéc: ban cé thé tu Ién lich cac cong viéc trong dy &n sau khi d3 tao céc
cong viéc dé. Cac thong tin gdbm ngay bat dau, ngay két thuc, thoi lwong cong viéc, su
phu thudc clia cac cong viéc ban cd thé thiét 1ap trong Microsoft Project 2010.

o
1 [u]
March 2012 [Lomonth ][  week || custom |

S M TW T F s E]E]FDFHZOH
i 2 3 Sunday Monday Tuesday Wednesday Thursday Friday

4 5 & 7 3 9 10 01 Apr oz o3 o4 05
D an sach Microsoft Project 2010 cia ICT24H, 172 days —

11 12 13 14 15 16 17

15 19 20 21 22 23 4 [S—

25 26 27 28 29 30 31 [ 5ita chita ndi dung, 17 days
April 2012 o nE i T i
SEM TW T F & D an sach Microsoft Project 2010 clia ICT24H, 172 day
1 2 3 4 5 &6 7
8 9 10 11 12 13 14 W
15 1e 17 18 19 20 21
22 23 24 25 26 27 28
29 130 15 16 17 18 13
D &n sach Microsoft Project 2010 ciia ICT24H, 172 day
May 2012

e

E M TW T F &
12 3 4 5

6 7 8 9 10 11 12 2 23 24 25 28]
Du &n séch Microsoft Project 2010 ciia ICT2jH, 172 days i

13 14 15 16 17 18 19
20 21 22 23 24 25 26 ( Tac gia

W E DA YT 7
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e Giao dién Timeline: mang dén cho ban giao dién tryc quan sinh ddng gdm ban tém tat
cac cong viéc, nhiém vu va cac su kién quan trong ma ban mudn xem. D& dang sao chép
Timeline va dan chidng vao mét irng dung khac.

Thu 07/06,12

15 Apr 12

Mua lai

29 Apr 12 13May'12 27 May'12 2 05 19Aug'12  025ep'12

04/12 Ban giao cho ban bién tap ao cho b phén san
Tue 08/05/12 xudt

e Lam viéc tot véi Excel va Word: ban cé thé dan cac dit liéu cla Microsoft Project 2010
vao Excel hodc Word theo céc cot va ciu tric dit liéu cia Microsoft Project.

X 9 - o - . adr1 [Compatibility Mode] - Micr cel e — || (5]
— —
Home  Inset  Pageloyout  Fomules  Data  Review  View  Adddns  Team | Desion | Layout  Fommat  Analyze o @ o m
= =
Change  Save As Switch  Select | || ¥ lig - ~|| Move
Chart Type Templste | Row/Column Data N ~| chart
Type Data Chart Layouts Chart Styles Location
| - | -
' “| PivotTable Field List - x
Tasks =
Chaose fields to add to report:
Budget Cost Baseline Cost Cost Actual Cost 3 T Values =
[¥] Actual Cost
Budget Cost Report [ Actuel Overtine Wiork
[Cactual work =
Values ["Baseline Budget Cast
M BudgetCost M Baseline Cost MCost [ Actual Cost [[]Baseline Budget Work
3 [¥|Baseline Cost
35000 - [“Baseline work
[¥]Budget Cost
[]Budget Work
30000 ] Cost
[FlCumulative Cost -
Drag fields between areas below:
25000 ¥ Report Filter [ Legend Fields ...
|| [ Tass | [ = vales  ~
20000
i
[s] ] AxisFields (Ca... % Values
15000 Weekly Calen... = BudgetCost =
Baseline Cost ™

e Tuy bién Ribbon: ban cé thé tao cac tab va nhédm ching lai dé lam viéc
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RBld9-¢-=|s Advanced Tasks A_Start.mpp - Microsoft Project Gantt Chart Tools
e Task Resource Project View Custom Add-Ins Team Format
TS¥  100% E >

Tuy chen cdc chic nang va

75% 100% |Addto | Assign Auto S Y e
Complete Complete [Timeline|Resources |Schedule| BE ERtng. veo egt tdb
New Group Custom Group

[Thu 07/06/12

e Tuy bién cac trwdng dir liéu: chi cdn tao mot gid tri s6, ngay hodc chit tr cét ngoai cling
bén phai cia bang, Microsoft Project cé thé xac dinh chinh xac loai dit liéu ban sir dung.

e Tinh ning AutoFilter dugc cdi thién, st dung céng cu loc gidng Microsoft Excel gitp ban
c6 thé phan loai, sap x&p theo nhom.

Custom

MNhing cong viéc chua hoan tat
Built-In

[Mo Filter]

Active Tasks

Completed Tasks

Critical

Date Range...

Incomplete Tasks

Late Tasks

Milestones

Summary Tasks

Task Range...

Tasks With Estimated Durations
Using Resource...

Clear Filter
Mew Filter
Mare Filters...

Display AutoFilter

< o

Show Belated Summary Rows

e Lwu tap tin sang dinh dang PDF hoac XPS: Microsoft Project 2010 cho phép ban lvu tap
tin ¢6 dinh dang *.mpp thanh dinh dang tai liéu PDF hodc XPS.
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(@] Save As RN TRER— )|
m | =« resource project 2010 » Chapterd7 - | +4 | | Search Chapterd7 B2 |

W -_— B
Organize « Mew folder 1= - @
[ Pictures g Mame Date modified Type
Videos
E @ Advanced Tasks &_Start.mpp 22/10/2010 1:25 AM  Microsoft Projec
@ Advanced Tasks B_Start.mpp 02/06,/2010 2:02 PM  Microsoft Projec

#4) Homegroup

M Com puter H ‘
&, Local Disk (C:

—a Local Disk (D
= |ocal Dick (£ K

T 3

File name: Advanced Tasks A_Start.rmpp -

Save as type: ‘Prﬂ'ﬁ {*.mEE} vi |

Project (*.mpp)
Microsoft Project 2007 (*.mpp) |
Microsoft Project 2000 - 2003 (*.mpp)
Project Template (*.mpt)

Microsoft Project 2007 Templates (*.mpt) M)
I
#P5 Files (*xps)

Excel Workbook(*.xlsx)
Excel Binary Workbook(*.xlsh) =
Excel 97-2003 Workbook (*.xls)

Text (Tab delimited) (*.bd)

CEV (Comma delimited) (*.czv)

XML Format (Faml)

= Hide Folders

=

e Giao dién Team Planner (chi cé & phién ban Microsoft Project Professional 2010): gitip
ban cé thé thay d6i cong viéc tir ngudn lwc nay sang ngudn luc khac bang cach kéo tha
tai clra s6 Team Planner.
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(Bl 9+ - o [T e Ner e P N
Task Resource Project View Custom Add-Ins Team Format
[E——
. =3 Status Date: | =a = = g
SR D B g B oaEn Y
Uss = g = 25100 | = — 54
Project  Custom Links Between WES Change Calculate Set Move Update 0 Visual Reports Compare | Spelling
Information Fields Projects = ‘Waorking Time Project Baseline = Project Project Protec als | Reports Projects
Insert Properties Schedule Status Reports Proofing
Resource Name  _ |Unscheduled Tasks [17 oct 10 [24 oct 10 [31 0ct 10 [07 Nov '10

S| sImM[TIW]TJF][S|[SsIm[T][W[TJF[s|[s[mM[T[W][T[F][Ss|sIm[T]wW]T

Nguyén Ngoc
Thugn

Dich vu in mau
Bign tap vién
Pham Thanh Ting
Nguvgn Ngoc
Ting

Ludng Trung Tung

Tran Tign Thanh

o]
I
=
=
oy
1=
5]
e

Nguvén Trung
Thudn

Tran Van Tung

Nguvén Ngoc
Thanh

Dich vu in

e Tinh nang Inactive task (chi c6 & phién ban Microsoft Project Professional 2010): gitip
ban c6 thé vo hiéu hda cac cong viéc dugc chon tlr mot du an vi thé né khéng anh
huwdng gi dén tién d6 du an. Ban cé thé kich hoat lai cdng viéc nay néu can.

e Tich hgp SharePoint Task List (chi c6 & phién ban Microsoft Project Professional 2010):
ddng bd héa céc cong viéc gitta Microsoft Project vdi Project Task List trén Microsoft
SharePoint.

Microsoft Project qua nhiéu nam phat trién cac phuong phdp quan ly dy dn cung cap cho ban
mot s8 cong cu lap ké hoach va theo d&i. M6t vai diém chu y:

v Biéu d6 Gantt 13 giao dién chinh cla Microsoft Project, hién thi cdc bang tinh véi cac cot
dit liéu cung giao dién d6 hoa cac nhiém vu trong du an bé tri doc theo mét thoi gian
nam ngang. Bing cach xem xét cac di lieu trong cac cot (chang han tén cong viéc, ngay
bat dau, ngay két thuc, cac ngudn luc) ban cé thé hidu cac thong s8 cla tirng cong viéc
va xem thoi gian cla minh.
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| H 9 - o - [F—-—-— ‘HTJSEINCTZ-r#H'\AppData\RnamlMlcrosoﬂ\TemplatS\\l\Tine tasting m.m[

Task Resource Project View Add-Ins Team Format
- E ElNetwork Diagram = ._=§Resource Usage = Al B Highlight: [Mo Highlight] = Timescale: C_\ @ |:| Timi
= E Calendar = E s .3 Resource Sheet = = “F Filter: [Mo Filter] - Days - _ﬁ ) |:| Det
Gantt | Task Team Sort  Qutline Tables Zoom Entire Selected
Usage + L@ Other Views ~ Planner - L Other Views ~ = = = Group by: [No Group]  ~ = Project Tasks
Task Views Resource Views Data Zoom
Task Name + | Duration Start - |[1.08 [Jun 8, '08 [Jun 15,08 [Jun 22
M TIW]TTF[STSMITIW[T]F[S]STM[TIW]T]F[s[SM]
0 s& = Wine Tasting Fundraiser 620.13 days Mon 6/2/08
1 = Initiation 3.5 days Mon 6/2/08 | =g
2 Prepare proposal for event and budget 3 days Mon 6/2/08 Chairperson
3 @ Planning Ahrs Thu 6/5/08 Board of Directors,Chairperson
4 = 617.13 days Thu 6/5/08 v
¢ |v | - Eventlocation 617.13 days Thu 6/5/08 =
E W& Identify potential locations 10 days Thu 6/5/08 =1"'°'““‘ee’ Te:
TV Prepare notes on locations 1day Thu 6/19/08 EEVO'““‘W
v Choose location 1day Fri 6/20/08
ERive Reserve location lday  Thu10/14/10
10 Sign location contract and pay deposit 0.25 days Tue 6/24/08 !
1 = Permits 8 days Thu 6/5/08 L v
12 Obtain liguar permit 0.25 days Tue 6/17/08 Chairperson
13 Obtain health department permit 0.25 days Thu 6/5/08 Ilc"airpe”o“ l‘
14 Permits obtained 0days Thu 6/5/08 $Bi5
15 Post permits as required 0.25 days Tue 6/17/08 Volunteer Team
16 | = Printing Service 9 days Thu 6/5/08 P
1T ~ [ [PIEY SRR DU S o PR .. i fan T 1

Giao dién Gantt

v' So d6 Network Diagram (hay con goi 1a so d6 logic) thuc chat 1a phién ban biéu d6 PERT
(M&t chuong trinh thdm dinh va danh gid ki thuat duwoc phat trién trong thoi gian xay
dung céc tau ngadm Polaris trong nhitng ndm 1950). So dd nay cho ban xem duwoc cac
cong viéc hién tai dang duoc khép véi nhau.

I ———

Task Resource Project View Custom Add-Ins Team Format
@ | Network Diagram [[8 Resource Usage ~ "%l 2 Highlight: [No Highlight] = Timescale: [T Timeline - 1
- [ calendar ~ : [l Resource Sheet ~ ~ 7 Filter: [No Filter] - Details  Task Form - Ii
Gantt  Task . Team — . Sort Qutline Tables H= New
Chart = Usage ~ ﬂ Other Views ~ Planner » [§ Other Views ~ - - H:: Group by: [No Group] - Windc
Task Views Resource Views Data Split View Wit
Stant wed oo Start: Wed 10703433 Tt wed L03007
Finis: Thm 01/13/12 DR Finiar: wea i o Finisn: e T ou _
Comz et Saetrae romra
Estarin ‘Orgasize manusTip: for opyesit
Start: T 20 T 5 St TeZOAE D 5 L
Finisn: Wea 03/40/22 Dur- 20 aevs P Wed 29/08/42 D 2 aevs
Comer 7ex_%o5i Wosd

'Desion and Production
Stert: Thu23/08/12 10: 10
Finisi: Weed 18/03/12 Dur: 20 deys
Comer 0%

Network Diagram
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v" Quan ly rdi ro 13 mét phan quan trong trong mot dy an vi bat c dy an nao cling ¢ rui
ro. Ban cd thé gip rudi ro vé ngudn luc, vé nguyén vat liéu, chi phi va rdi ro nay cé thé
khi€n du an cta ban cham tién d6. Quan ly rii ro 1a mot nghé thuat du dodn ri ro, la
sao dé du 4n cla ban it rdi ro nhat va xac dinh chién lwgc ngan nglra cling nhu khac
phuc rui ro xay ra. Microsoft Project giip ban quan Iy rii ro bang cach cho phép dua ra
cac tinh hudng rui ro ¢ thé. Vi du, khi ban thay d&i thoi gian cla ngay bt dau sé kéo
theo sy thay d&i trong du &n, lic nay ban cé thé thay duoc sy cham tré, chi phi thay déi
va céc ngudn lyc cé thé xung dot vdi nhau. V&i nhirng thong tin ndy ban cé thé quan ly
cac ri ro mot cach hiéu qua hon.

v" Quan ly nguén lwc bao gdbm viéc st dung cac ngudn lwc moét cich thédng minh. M6t
ngudi quan ly du an gidi s& tim ra cdc ngudn luc thich hop cho cong viéc, giao cho thanh
vién khéi lwong cong viéc hop ly. Trong Microsoft Project c¢é cac cong cu chang han mot
biéu d6 Resource Usage cho phép ban biét duwoc nguén luc dang sir dung, bén canh dé
biéu d6 s& phan anh khéi lvgng cdng viéc.

IE ]~ == Advanced Tasks A_Start.mpp - Microsoft F’_VOIF Resource Sheet Tools |._“
Task Resource Project View Custom Add-Ins Team Format
1 i ENetwork Diagram ~ ? ,_=éResource Usage ~ Al _-I D Highlight [No Highlight] ~ Timescale: =
= H calendar - '-“8 _a Resource Sheet| ~ = W Filter: [Mo Filter] - 2 e
Gantt  Task . Team = X Sort  Outline Tables _ Zoom Entire
Chart~ Usage * ﬂ Other Views ~ Planner » 8 Other Views ~ - - - Group by: Resource Grou ~ Project
Task Views Resource Views Data Zoom
Resource Name ¥ |Group ¥ |Max. ¥ Peak ~ |Std.Rate ~ |Ovt.Rate ~ |Cost > 'Work = Add New Column  ~
Bl Group: No Value 1,800% 1,175% $58,550.00 1,722.5 hrs
20 Ban in thir 0/day $100.00 $0.00 0
3 Bi&n tdp vién 200% 150%  $45.00/hr 30.00/hr $13,500.00 300 hrs
16 BDilai 0% $0.00
11 Dich vu in 100% 100% $0.00/hr $0.00/hr 50,00 240 hrs
2 Dichvuinmau | 100% 100%  $0.00/hr  $0.00/hr $0.00 80 hrs
15 Duong Trung Tan, 100% 0% :2,700.00/wk $0.00/hr $0.00 Ohrs
17 H& Tung 100% 0%  $22.00/hr $0.00/hr $0.00 0 hrs
18 L& Hung Thanh 100% 100% $0.00/hr $0.00/hr $0.00 13 hrs
15 L& Tan Tung 100% 100%  $55.00/hr $0.00/hr $715.00 13 hrs
i3 L& Thanh Thuan 50% 50% :1,100.00/wk $0.00/hr $178.75 6.5 hrs
+ e Lwong Trung Thanh 100% 100% 50.00/hr 50.00/hr $0.00 256 hrs
% 3 Lu'o'ng Trung Tang 100% 125%  $55.00/hr $0.00/hr $11,550.00 210 hrs
S L Nguyén NgocTha 100% 100%  570.00/hr $0.00/hr $14,000.00 200 hrs
% 1 Nguyé&n Ngoc Thu 100% 125% 2,100.00/wk $0.00/hr $10,158.75 186 hrs
= Nguyé&n Ngoc Tin 100% 125% 1,550.00/wk $0.00/hr $8,447.50 218 hrs
Nguyén Trung 100% 0%  $42.00/hr  $67.00/hr $0.00 0hrs
Thuan
12 Pham Tan Tung 100% 0%  $44.00/hr $0.00/hr 50,00 0 hrs
4 Pham Thanh Tlng 50% 0%  $75.50/hr $0.00/hr $0.00 0 hrs
Trén Tién Thanh 100% 0% :2,780.00/wk $0.00/hr $0.00 0hrs
gl Tran Van Tung 100% 0%  $48.00/hr $0.00/hr $0.00 0 hrs

DONG NGUYEN & TEAM Page 11




Microsoft*

Project Professional 2010

CHUONG 1: HUONG DAN CO BAN VE MICROSOFT
PROJECT 2010

Trong chwong nay, ban sé duwogc hoc:

v’ Céch str dung Backstage dé m& va lwu mot tap tin Project.
v' Lam viéc v&i cac tab trén giao dién Ribbon.
v" Xem théng tin du an dwoc trinh bay theo nhiéu cach khic nhau

Né&u ban can phai t6 chirc mét ki nghi cho cong ty, do Ia mot du an. Néu ban duoc giao cho
coéng viéc khdo sat mot du an nha dat nao dé dé chuan bj xay dwng cao 8¢, phéi hop vdi cac nha
thau xay dwng va ban lam viéc véi mot nhém 300 ngudi, d6 chdc chan 1a mot dy an. Tham chi la
ban chuan bi mot bai phat biéu ma ban chuan bj thyc hién cling dwoc coi 1a mot du an vi nd ¢
nhirtng d3c diém nhat dinh.

Cho du 1a mét du an nho hay la nhirng du 4n cling déu c6 nhirng dac diém sau:

v" Muc tiéu téng thé

v" Ngudi déng vai trdo quan ly du an

v’ Cac codng viéc cu thé duoc thyc hién gitta mot diém bat dau cu thé va mot diém két
thuc.

Thoi gian cho cong viéc sé dwoc hoan thanh (chang han nhu 3 gi®, 3 ngay hodc 3 thang)
M&i quan hé gitta thoi gian va cong viéc

Ngudn lyc (con ngudi, thiét bi, phuwong tién, vat tu....) d&€ hoan thanh cdng viéc

Ngan sach (céc chi phi lién quan vdi con ngudi, thiét bi, phwong tién va ngudn cung cap)

ASRRNEN
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Projectl - Microsoft Project M | o |ul=) é
Project View Add-Ins Team Format &3 e BE &3
- e e e e ﬁMarkom Track = "_\-_J}Inspect' % Summary _J éﬁ'
ru - PEREERE - @
3 > A o =% Respect Links ove & Milestone @
Gantt Paste B 7 U - - | S a | 88 = &5 anua Auto Task - Information —__ | Seroll
Chart = - = - € |99 S %R = inactivate Schedule Schedule Lo Mode » - Deliverable to Task (8]~
View Clipboard Font y Schedule Tasks Insert Properties Editing
Start Finish
Thu 10/14/10 Tue 11/3/10
@ ok - TaskName . |Duration _ [start . | E20."10 [Oct17,'10 [Oct 24,10 [Oct31,'10 [Nov7,'10 o
i MITIW]T]F]5 [s [M[TWIT]F]5]s [M]T WIT]F[5]s [M[T W[T]F[s]s [miT [w]=]
E 4 Marketing cho ICT24H 19 days Thu 10/14/10 d
Coffee
i +» = Chunbi 3days sun 10/17/10 L -
] Hop mit 4 gicr 17/10/2010
] Phattrién ngin sich 2 ngay 17/10/2010
] Thure hién chién dich 19/10/2010
+ = video 5 days Sun 10/17/10 _
5 Chup canh angay 19/10/2010
E Chinh sira sngay 22/10/2010
B Phé chudn
10 * = Truyén théng 5 days Sun 10/17/10 =y 10/21
11 ] Tai Quin 3 26/10/2010

Giao dién Microsoft Project 2010

Mot cdng viéc cd thé trai rong ra hodc chi tiét néu ban mudn. Vi du ban c6 thé tao mot cong
viéc duy nhat hodc tao ra ban tédm tat cong viéc va cac cong viéc con bén dudi. Vi du mot dy an
truyén thong, quang cao bang phuong tién truyén théng thi cac cong viéc con Ia thiét k&, chinh
stra, xem lai va cudi cung |a thyc hién qudng ba.

Thoi gian trong du &n ciling la van dé rat quan trong. Hau hét tat ca céng viéc trong dy an déu
cé thoi gian, dé chinh 1a khoang thoi gian dé thuc hién cong viéc cé diém bat dau va két thac.
NEu mdt cdng viéc ma khdng cé thdi gian cu thé thi né don gidn 1a mot cdng viéc cé ban chat
danh dau méc thoi gian, chang han ban ban phé duyét mét bién bang bao cdo ngan sach hodc
xem lai danh sach cac thanh vién trong dy an.

Microsoft Project khdng cung cdp cho ban cich lam viéc hiéu qua vdi thoi gian. Ban phai xac
dinh va thiét 1ap thoi gian hiéu qua dya trén kinh nghiém cla riéng ban. Chdng han thiét ké mot
phan mém mat 3 tudn hay 3 thang hodc xin gidy phép cla S& xay dung trong 5 ngay hay 10
ngay. Microsoft Project cling khéng phai la mot nha tién tri do dé ban phadi cung cap cac dir
kién, s6 liéu dé xay dung lich trinh dy 4n cda ban. Sau khi nhap théng tin vao, Microsoft s& giup
ban theo dai tién d9, lich trinh cla du dn va mét s6 tinh ndng méi giup ban lam viéc hiéu qua
hon.

Tinh phu thudc cua cdng viéc

Bé&n canh viéc lén céng viéc ban can phai xac dinh tinh phu thudc gitta cac cong viéc, chang han
cong viéc thr hai khong thé bat dau néu nhu cong viéc thi nhat chuwa hoan thanh. Hodc nhiém
vu thr 6 thuc hién dwoc 50% thi nhiém vu thi 7 sé bat dau dugc tién hanh.
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Duwdi day la mét sé vi du vé tinh phu thudc:

v" Ban khong thé bt dau s dung mot thiét bi cho dén khi ban cai dat né.

v" Ban phai ch® cho bé tdng trén nén nha ban khd truwdc khi ban bat dau xay dung trén dé.

v Ban khong thé bat dau cho ra mot san pham thudc méi cho dén khi dwoc BO Y TE phé
chuan.

Sap xép ngudn luc

Khi lan dau tién st dung Microsot Project, c6 mot s6 nham 1an vé ngudn lwc. Ngudn lwc khong
chi 1a con ngudi ma ngudn luc cé thé 1a mdt phan thiét bi hodc chi phi, chdng han tién thué nha,
mot phong hop ma ban phai tra phi hang gi& dé sir dung.

Microsoft Project cho ban 3 loai ngudn lwc sau: nguén luc lam viéc, ngudn lwc vat chat va nguén
lwc vé chi phi. Ngudn lyc lam viéc duoc tinh bang gid hodc ngay lam viéc trén mot cong viéc,
ngudn lyc nay dién hinh 13 con ngudi. Ngudn luc vat chat chang han nhu vat tu, sat thép, duoc
tinh v&i chi phi mdi [an st dung hodc mot don vi do lwdng. Ngudn chi phi 1a chi pht cu thé cho
moi [an ma ban s dung né va nd cé thé thay ddi theo cong viéc. Vi du mot budi hdi thao cua
cac chuyén gid cé thé tdn khoan 2508 cho mét Ian va lan ké ti€p cé thé 1a 500S. V&i hodi thao
nay chi lam thay d&i ngudn chi phi ma khong thay d&i vé thoi gian t6 chirc.

Mot s8 ngudn lwc nhuw con ngudi sé thue hién cdng viéc cta ho theo lich. NEu mot ngudi lam
viéc 8 gi&» mot ngay va ban thiét 1ap cho ngudi dé mdt cong viec mat 24h dé hoan thanh, do d6
s& mat 3 ngay lam viéc dé hoan thanh céng viéc. Trong khi 6, mét ngudi khac lam viéc 12 gio
thi s& mat 2 ngay dé hoan thanh cdng viéc twong tw. Ngoai ra ban cd thé thiét |ap cong viéc tuy
y chang han lam viéc theo ca hodc 1 tuan chi lam 4 ngay.

lE' H ) - = Projectl - Microsoft Project | Rest 1 l: | = | B =
Task Resource Project View Add-Ins Team Format ) e B E2
Eﬁ E E' E@ :3" ‘El Sort - P Resources - Co = Timescale: L Timeline Timeline M .—_'=I i:l:Iv =
= == | ~.
= - S (- &5 7 [No Filter] || Days - & [ petails - — g5 =2
Gantt  Task Team o m= MNew Macros
Chart~ Usage * EL* | Planner~ E8™ | = Tables - H_: [No Group] - b Window i.” -
Task Views Resource Views Data Zoom Split View Window Macros
o
£
o Start Finish
E Thu 10/14,/10 Tue 11/9/10
o Resource Name - Type ¥ | Material ¥ |Initials ¥ |Group ¥ Max. ¥ |5td. Rate ~ |Owt Rate ¥ |CostfUse =
1| CEO Work C Internal 100% %$100.00/hr $0.00/hr -E
2 Téng gidm déc Work T Internal 100%  580.00/hr 50,00/ hr =
3 K& todn trdng Work K 100%  590.00/hr 50.00/hr 3C

Bang Resource trong Microsoft Project 2010 thé hién ngudn nhan luc
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Sau khi nhap théng tin, Microsoft Project cung cip cho ban mét giao dién xem an tuwgng ciling
nhu céc tuy chon bdo cdo vé dy an cla ban. Ban cé thé xuat ra ban bdo cdo va st dung né trén
Microsoft Excel 2010.

r '
AN B AR adrd1 [Compatibility Mode] - Microsoft Excel PivotChart Tools | = | B et
Home Insert Page Layout Formulas Data Review View Add-Ins Team Design | Layout Format Analyze & e o B 2

== 1T 1 -
LS = |
ENE IJH TR -
Change Save As Switch Select J-Lh- -Du—l-lﬂ- ‘‘‘‘‘‘ = _ Mave
Chart Type Template | Row/Column Data - s Chart
Type Data Chart Layouts Chart Styles Location
- S v
ety Cacar v “| PivotTable Field List v X
B Coe  Cox Al Cot Bamio Bt Wik sk Mgt Co Al Work - Bl Wk Aol o« Bamin Wik Gt Cof - Curmiatie Work
Baseline Cost Report Choose fields to add to report:
e
wiazinzcaa uesx wasal caa Wmsing SudpE Wk Wamsing SudpEl G ATl Wk [V| Actual Work i
oyt Werk W SudgetCmat wSmchnc Werk WCumulative Cat WCumulative Werk Baseli" e Budget Cost |_|
3m =
Baseline Budget Work
= Baseline Cost
m A Baseline Work
B Budget Cost il
i
Drag fields between areas below:
=2 “W Report Filter 4 Legend Fields ...
R i ” Weekly Calen... = X Values -
2val Sovckp MogEn Scfine M3A Perform Meger &
vegmsr | & st Teg= et Laiten u Axis Fields {Ca. .. ¥ \Values
fezuaiten wEa)  meip | deifiote ed Az Tamaasia =
* o fameiste Tasks - Baselne C... ™ | =
Svalualc Sraloge Memger or Acsuialion (MAA)
S— ¥ | [] Defer Layout Update Update
M 4 » M| Chartl / Assignment Usage . %2 (4] [ | »
Ready | | EE@Em s (= (+)
h

Lén ké hoach theo doi

Sau khi ban d3 xay dwng duogc tat cd cdng viéc, xac dinh thoi gian thye hién, tinh phu thudc va
mdi quan hé cua tirng cong viéc, chi phi va ngudn lywc. Ban can thiét 1ap mot duong co sé.
Pudng co s& duoc sir dung dé danh gid va so sanh k& hoach trén du 4n va tién d6 cda du éan.
Bén canh d6, ban can ghi chép lai qua trinh cla tirng cong viéc nhu thai gian, chi phi thuc té so
v3i trén ké hoach. Cudi cung khi cé dwoc nhitng duwdng co s& ban cd thé so sadnh né tai
Microsoft Project dé xem vé thuc té thoi gian cla cong viéc va chi phi dy dn. Cho du dy én cua
ban cé tén kém hon so véi nhirng gi d3 dwa ra ban cling c6 thé xem va diéu chinh lai.

Vai tro nguei quan ly dy an

Ngudi quan ly du 4n 1a ngudi tao ra téng thé du an va c6 gang dé du 4n dugc hoan thanh.
Ngudi quan ly dy 4n 1a ngudi cd thé sir dung céc ki ndng va phuong phdp dé thiét 1ap muirc thoi
gian hop li, quan ly ngudn lyc tét va thudng gitt lich trinh du dn ding tién dé.

V&i mét hé thdng quan ly dy &n t6t, ban cd thé trd 161 duoc céc cau hdi nhu:

e Nhitng cong viéc phai thyc hién 13 gi? Thi ty cac cdng viéc nhu thé nao?
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e Thaoi han cho céc céng viéc phai dugc thue hién nhu thé nao?

e Aisé la ngudi hoan thanh cac cong viéc?

e Chiphicho tirng cong viéc va cho toan bo dy an la bao nhiéu?

e N&u mot sé cong viéc chua dugc hoan thanh so vai tién dd s& nhu thé nao?

e DA3u la cach t6t nhat dé lién lac d&n nhitng ngudi co trach nhiém trong mét du an?

M6t ngudi quan ly dy an khong phai lic nao cling & cdp cao nhat cha dy 4n ma thay vao dé,
ngudi quan ly dy 13 ngudi ddm bao rang cac bd phan cla du an hop tac lam viéc sudn sé. Ngoai
ra, ngudi quan ly dy an la ngudi phai chiu trdch nhiém déi véi sy thanh cong hodc that bai cla
dv an.

Mot ngudi quan ly dy an can quan ly cac van dé sau:

v’ Lén ké& hoach cho dy an ciing nhu tién d6 dy an: day la nhitrng gi ban c6 thé tao ra trong
Microsoft Project. N6 bao gdbm cac budc tinh toan, thi gian va chi phi dé dat dugc muc
tiéu clia du an.

v" Ngudn lyc: quan ly ngudn lye cda du an.

v" Lién hé v&i cac nhém, do6i ngii va khach hang: viéc lién lac, theo ddi, nhac nh& cac nhém
lam viéc |a mot trach nhiém ma ngudi quan Iy du an can phai lam dé du an duoc sudn
se.

Trong mot dy &n, ban cé thai gian, ngudn lwc (ma chd yéu 1a chi phi) va chat lvong cudi cung
cho du &n. Microsoft Project giip ban quan Iy cdc ngudn lyc va thai gian cla du an. Chat lwong
cla cac du an thuwong bi anh huwéng tryc tiép bai ban. Vi du néu ban gidm ngudn luc dé tiét
kiém tién noé sé dnh hudng dén chat lwong. Tém lai, mot suw can bang hop ly cla thoi gian, tién
bac va chat lugng 1a cét 16i cha nhitng vi ma mét ngwdi quan ly du én co trong suét chu trinh
cta du an.

Néu ban sir dung Microsoft Project lan dau tién, ban s& thay cac tinh nang trong Microsoft
Project rat can thiét cho dy &n cta ban. Microsoft Project 2010 c6 hai phién ban khac nhau:

e Project Standard: cung cip cac tinh ndng co ban dé ban cé thé tao va chinh sra ké
hoach cta dv an.

e Project Professional bao gébm tat ca cic tinh ndng cé trong phién ban Project Standard.
Ngoai ra, Project Professional tich hgp thém mét sé tinh nang dé cd thé két néi dén
Microsoft Project Server, giai phap Enterprise Project Management (EPM) tir Microsoft.
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I Gi¢i thiéu giao dién chinh Microsoft Project 2010

DE bat dau véi Microsoft Project ban c6 thé mé mdt tap tin Project hodc khéi dong tir menu
Start.

1. Click vao Start.
2. Trén menu Start, click vao All Programs > Microsoft Office > Microsoft Office Project

2010

Y LNILCHNIEL LA innaaw IVIﬂIIﬂHEI

. KE-Lite Codec Pack
i Maintenance Default Programs
. Microsoft Office

Microsoft Access 2010 Help and Support

[&] Microsoft Excel 2010

Microsoft InfoPath Designer 2010

Microsoft InfoPath Filler 2010

@ Microsoft OneMote 2010

|0] Microsoft Outlock 2010

|E| Microsoft PowerPoint 2010

| ] Microsoft Project 2010

|B] Microsoft Publisher 2010

@ Microsoft SharePoint Workspace 201

| ] Microsoft Visio 2010

(W] Microsoft Word 2010

. Microsoft Office 2010 Tools

Devices and Printers

1 Back

| |Search programs and files

Ban cd thé nhan thay giao dién trong Microsoft Project 2010 hoan toan khéc so véi cac phién
ban Microsoft Project trudc dé. Vai giao dién Fluent (thuong duoc goi la giao dién Ribbon) gitp
ban dé dang thao tac trén Microsoft Project 2010.

Projectl - Microsoft Project
S

o — -

Project View Add-Ins Team Format @ o (52

Resource

— ] = - e e @ @ o MarkonTrack ~ T Inspect ¥ 9 Summary = | @A~
j N Calibri T T oz 25z S0 754 1007 [ EE

20 EERg 5 <2 Respect Links & Move & Milestone D 2~
Paste - v | 5% o | @8 29 & h ) Task Information .. | Scroll

e 9 | B Z U DA Tad (98] % o e M e | M weese | ™5y peerapie g | o o

Clipboard Font Schedule sks Insert Properties Editing

View

Phan chinh giao dién cda Microsoft Project 2010 gém co:
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Thanh céng cu Quick Access |a noi ban cé thé tuy bién giao dién, cé thé thém cdc tuy chon ban
thuong xuyén st dung [én thanh cong cu nay.

Thanh céng cu Quick Access

|E| H9-- = Projectl - Microsoft Project

n Taek SCIAN]N | Project View Add-Ins

== iy

B  Catibr -un - @
— 53

-

Gantt | Paste B 7 U M- A~ = 5 @8

Chart - ~ - "
View Clipboard Font ¥

[1k]

£

T Start |

E

o AandaTian

Thanh tab va giao dién Ribbon than thién. Tab |a noi dé ban thao tac trén Microsoft Project
2010. Trong Microsoft Project 2010 c6 5 tab chinh la Task, Resource, Project, View, Team,
ngoai ra cé 2 tab cé thé thay ddi 1d Add-in (st dung thém cac cong cu hd trg bén ngoai) va
Format (tuy theo d&i tugng ban chon)

-
|E|| = s R R Projectl - Microsoft Project Timeline Tools
Tabh e— Task Resource Project View Add-Ins Team Format
& - e e & e o Markon Track
. - T ow 2R B0® vE2 DO
Ribbon e— =T =2 Respect Links
- Gantt Paste B 7 U dy - A o | &8 | =2 &9
Chart ~ F - | e e Inactivate
View Clipboard Font Schedule
£
@ Start |
1= -
=8 =un10/17/10
o Task . [Task Name - Duration _ |Start -
Mode

Group: trén moi tab cé nhiéu group, group la cac chirc ndng duwoc sap vao mot nhém.
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—— E"I:LIF:

sOource Project Vie Add-Ins Team
Arial o | RESER

Gantt Paste = _{ u fy - A - %f g8 | =2 €5
Chart - - f u

View Clipboard Font P Schedu

Thanh View label nam doc theo canh trai cla giao dién chinh thé hién kiéu giao dién ma ban
dang xem.

F

(B] H - |5 Project2 - Micro

Task Resource Project View

iy

B £ Caiibri 11 -

Gantt | Past - My A

an aste B 7 U -

o Chat= |+ = -

View label View | Clipboard Font =

[1k]

c

= Start |

E Sun 10/17/10

o Task . Task Name
Mode

4 Julli
Ready | # New Tasks : ManuallyScheduled |

b

Khu viec View shortcut cho phép ban nhanh chéng chuyén déi mot sé ché do xem ban hay sk
dung thuwong xuyén trong Microsoft Project. Bén canh View shortcut la thanh trwgt Zoom cho
phép ban phong to thu nho.
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View shorcut 4

Thanh trang thai Status hién thj ché d& ma ban dang s dung |a tw dong (Auto) hay bang tay
(Manually).

Ready | #* Mew Tasks : Manually Scheduled |

I— Thanh trang thai Status

Menu shorcut va thanh cong cu mini s& hién thj khi ban click phai vao mét thanh phan nao dé
trong du an cuda ban.
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titute Add Information Motes Details
Insert Properties
— L Dura
Arial - & T
Fundrais: e 160.2
B I O-A-e285i-
: proposal fo=—---mtommt et
k-off meetin ‘* Lut Cell I
E3y  cCopycen T
—ocation | % Paste 13
sntify potent Paste Special...
2pare notes|
Secroll to Task
oose locatic
=serve locati Insert Task
jn lpcation c Delete Task 0
= ]

II. S dung Backstage dé quan ly tap tin va thiét lap Microsoft
Project 2010

Backstage la mét thanh phan mai trong cac san pham Office 2010 gilp ban cé thé quan ly tap
tin cling nhu thiét 14p vé Microsoft Project 2010. Backstage chira céc tuy chon, chirc nang chia
sé, bén canh dé vdi cac md tap tin (Open), tao mai (New) va luu (Save).

Dé dén Backstage, thuc hién céc buédc sau:

1. Click vao File trén giao dién Microsoft Project
2. Microsoft Project 2010 s& hién thij Backstage.
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@“ = R R Project2 - Microsoft Project Gantt Chart Tools

Task Resource Project View Add-Ins Team Format

9 Exit

|

Giao dién Backstage

e Save, Save As, Open va Close 3 cic chirc ndng chuan trong Office.

e Info 13 noi dé€ ban truy cap dén cac tap tin du &n.

= save . . ¥53 =
Information About Project2 :
Save As -
[ Open Project Server Accounts
B Close Iﬁ Mot connected to Project Server
Manage Project Information -
Accounts
Start Date Today
Recent .
Finish Date Today
N Organize Global Template schedule from Start
ew = 5
Q Maove project eleme_nts such as views, reports, and tables Current Date Today
between two local files, or between a local file and the
Print Organizer global template file. Status Date Today
Project Calendar  Standard
Save & Send Priority 500
Help
|z] Options

S Ry X T b R R o ReourcessheetToois| L e

Task Resource Project View Custom Add-Ins Team Format
| save . == TE
e Information About Advanced Tasks A_Start.mpp s
ave As
C:\Users\ICT24H\Desktop\resource project 2010\Chapter07\Advanced Tasks A_Start. mpp e

[Z5 Open

= e 3

oz Project Server Accounts

@ Not connected to Project Server | =
Manage Project Information ~

Recent Accounts
Start Date 02/04/2012

hlew Finish Dat 27/11/2012

Organize Global Template m‘f ot '
Print Q Move project elements such as views, reports, and tables between two local files, adhedulefrom gt
or between a local file and the global template file. Current Date Today

Save & Send Organizer Status Date Today
Last Modified 22/10/2010

Help Project Calendar  Standard
Priority 500

2] Options

B3 Exit

° s

e Recent hién thi cac tap tin Project ban st dung gan day nhat.
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DIIF RN ey ¥y R Vo3 pecource sheetToo i o

Task Resource Project View Custom Add-Ins Team Format

H Save
Recent Projects
Save As
(R Sharing_Start.mpp =
[ Open Ch\Users\ICT24H\Desktophresource project 2000\Chapterl T\
L Close P Advanced Tasks A_Start.mpp =
C\Users\ICT24H\Desktop'resource project 2010\Chapterd 7,
Info R Advanced Formatting_Start.mpp =
ChUsers\ICT24H\Desktopiresource project 200100\ Chapterl 5%
(Bl Projectl.mpp =
Ch\Users\ICT24H\Desktop,
S (R Reporting Status_Start.mpp =
Ch\Users\ICT24H\Desktop'resource project 2010\Chapterl 3\
- (R Advanced Tracking A_Start.mpp =
ChUsers\ICT24H\Desktophresource project 2000\Chapterl 2
SR EEE (R Advanced Organizing_Start.mpp =
C\Users\ICT24H\Desktop'resource project 2010\Chapterl1\,
Hel
P R Simple Formatting_Start.mpp =
AUsers), \Desktophresource project WChapter(a,
3 opti ChUsers\ICT24H\Desktop! project 20004 Chapterd5)
=] Options
(R Simple Assignments_Start.mpp =
@ Exit Ch\Users\ICT24H\Desktophresource project 20100\Chapter(4',
(R Simple Resources_Start.mpp =
Ch\Users\ICT24H\Desktop'resource project 20100\Chapter(3\,
(R Guided Tour_Start.mpp =
Ch\Users\ICT24H\Desktophresource project 20000\Chapter1\,
(R Consolidating B_Start.mpp =
C\Users\ICT24H\Desktop'resource project 2010\Chapterl 8\,
R Wine tasting fundraiser.mpt =
ChUsers\ICT24H\AppData\Reaming\Microsoft\ Templates',
(R MergeOrAcquisEval.mpt =
Ch\Users\ICT24H\AppData\Roaming\Microsoft\ Templates',
(R ProdEvalPostLaunch.mpt =
Ch\Users\ICT24H\AppData\Roaming\Microsoft\Templates\,

e New cho phép ban tao méot dy an méi dwa trén cdc mau cé san.
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R ‘Advanced Tasks A_Start.mpp - Microsoft Project T

.i’ Task Resource Project View Custom Add-Ins Team Format

|l save .
Available Templates Blank project
&l save As .
e & Home
|7 Open
[ Close
Info \ 8
Recent Blankproject | Recent My templates
templates
m i Eonh SR
Print
| |
Save & Send — |
New from New from New from
Help existing Bxcel SharePoint
project workbook task list
1 options Office.com Templates Search Office.com for templates >
Exit
w & & @ B
=] =l =) ‘
Plans Planners  Schedules More Create
templates
4 [ >

e Print |a tuy chon cho phép ban cé thé in mét du an.

Bl d9- -5 Advanced Tasks A_Start.mpp - Microsoft Pruﬂmj-;m L m— |

Task Resource Project View Custom Add-Ins Team Format &
| save
Print
[l save As @
Copies: 1 z
Open 3
& on Print
. T Femmrateme Erom = et Farm  pamm
CF Close —_ Sroum Na Ve Lo TR
W | Bnint Ojday 510000
Printer i T | BEuevEn 2m% 150% S0 5000/
Info | Dila S
1| Dichwyin 100% 100%  S0.0G/Hhe  $0.00/hr
, /PDF-XChange 3.0 E Dichvy in méu 100% 100 000w 5000
- Ductng Trumg Tang 1008 2 70000/ws S0.00/:
Recent ZD Ready ¥5 Tang 100% o5 SROUW 5000
. 3= | L& Hing Tnann 1005 100%  SD0Q/  SO.00Mm
Printer Properties E | LETEnTing 100% 100 S350 SO0
New T | 1&ThanhThusn 0% 50%110000/ws  50.00/hr
- [(52 wem g tam 100% 1005 S0.007  S0.00/h:
Settings Lrong Trung Tang 0% %% SSLOVAr 5000/
4 Nguyén Ngac Thanh 100% 100 S0 5000/
Print - * Print Entire Project Nguyén Nege Thusr 100% 125%2,100.00fwk  $0.00/h
X - - Mguyn Nyge Tang 100% DTELSS000/wk 5000/
=l Print the project from start to finish Nguyn Trung 100% 0 S4200 $67.00/m0
Save & Send Thudn
— . T | PhomTanTing 100% W S0 S0.00Mm
Dates: 02/04/2012 ~ to 2771172012 - % | PhomTransk Tang 0% 0§75/ S0.00/mr
Hel 7| Ten T Thash 100% 279000 w5000
elp Pages: 1 T o 2 rY 5 TrnVEnTung 100% 0% S8000  S0.00/hr
| Options
-
B Exit _ | Portrait Orientation
Letter/ANSI A -
8.5"x11"
Page Setup
Pans 1 T 20 550 MICTOa T PrORET 2010 Gl CT24H

e Save & Send la tuy chon cho phép ban dinh kém mot tap tin Project vao e-mail, tao mét

tai liéu dinh dang PDF hodc XPS. Ngoai ra ban c6 mét s6 tuy chon dé két ndi dén may
cha.
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Rl ®-C-33 Advanced Tasks A_Start.mpp - I\«ﬁcrosof‘tpﬁjé_

Task Resource Project View Custom Add-Ins Team Format

= save

Save & Send Send as Attachment
save As

g Everyone receives separate copies of this project

5 Open =" SanE E Al 0=. Changes and feedback need to be incorporated manually
[ Close ", Send as

% Sync with Tasks List Attachment
Info

Save to SharePoint

Recent U
MNew File Types

Print H Save Project as File
3 B
Create PDF/XPS Document

Help

2] Options

9 Exit

e Help la tuy chon cho phép ban xem cac trg gilp, huéng dan tryc tuyén vé cai dit

Project hodc hodc cac théng tin vé ban quyén san pham Microsoft Project.

EBlld9-t-57% ‘Advanced Tasks A Start.mpp - Micrasoft Project T | i |

Task Resource Project View Custom Add-Ins Team

|l save

Support Trial Product
Save As
Microsoft Office Help Microsoft Project Professional 2010
5 Open Get help using Microsoft Office, Purchase This product contains Microsoft Project.
Product
o Close |_roduct | A The trial period will expire in 6 days. You can purchase the full version of this product
== orremove it from this computer.
Info | Getting Started How to remove this product
¥ See what's new and find resources to help you 5
Recent L“’; learn the basics quickly. Product Activated
Microsoft Project Professional 2010
MNew Contact Us This preduct contains Microsoft Project.
. Let us know if you need help or how we can make Change Product Key
Print Office better,
About Microsoft Project
Save & Send
Tools for Working With Office Version: 14,0.4760.1000 (32-bit)
Hel Additional Version and Copyright Information
el . Options
Customize language, display, and other program ’ .
1 Options cettings. Q.Zﬂl[] Microsoft Corporation. All rights reserved.
Microsoft Custamer Services and Support
E9 it Product ID: 02253-001-0000205-49214
Check for Updates Microsoft Software License Terms
Get the latest updates available for Microsoft
Office.

e Options cho phép ban thiét 1ap cho chuong trinh Microsoft Project 2010.
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-
Project Options &Iﬂ

General l — . . . .
e, % General options for working with Project.

Display

Schedule User Interface options

Proofing LColor scheme: SiI\rerEI

Save SereenTip style: | Show feature descriptions in ScreenTips EI

Language Project view

Advanced Default wiew: | Gantt with Timeline EI

Customize Ribbon Date format: | Wed 258/01,/09 EI

Quick Access Toolbar Personalize your copy of Microsoft Office

Add-Ins
Username: |ICT24H

Trust Center Initials: I

[ OK J [ Cancel

e Exit : déng chuong trinh Microsoft Project 2010

Chu y: Néu ban s dung phién ban Microsoft Project Standard 2010, ban sé& khdng thdy mot s6
tuy chon gidng trong phién ban Microsoft Project Professional 2010
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lll. Ribbon va Tab: Tim dén cdc chirc ndng ma ban mudn

Project 2010 gia nhap nhdm cac san pham Office 2010 trong viéc dp dung giao dién Fluent
(thwong duoc goi 1a giao dién Ribbon). Trong phan nay ban s& duoc lam quen vdi Ribbon va céc
tab.

e Task va Resource lién quan dén dit liéu ban thudng xuyén lam viéc véi Microsoft

O™ AR R ‘Advanced Tasks A_Start.mpp - Microsoft Project | e *lw C=Sfof x|
Task | Resource  Project  View  Custom  Adddns  Team Format o @& =
=== - [ 2 Inspect Summa = ote ind ~

% cut T = P === & Mark on Track 4 - > - - gl & 44 Find

— 33 Copy ~ "2 R t Lir £ Move ~ & i [ Details {2 Clear ~

Gantt ste - - Task ation .. Scroll

Chart~ - Format Painter BZU|&A = redule 3 Mode v & Deliver & Add to Timeline | 5 Task (@] Fill ¥

View Clipboard Font * Schedule Tasks Insert Properties Editing

Tab Task

™ A > = Advanced Tasks A_Start.mpp - Microsoft que_‘- ;

“Task Resource Project View Custom Add-Ins Team
i - 3w > I (==

R 28% 8 mO

-] Leveling Options

&5 Clear Leveling

Team Assign  Resource Sub te Add Information Notes Details Level  Level _ <
Planner~ | Resources Poolv Resources | Resources~ on Resource All illi Next Overallocation
View Assignments Insert Properties Level

Tab Resource

e Project chira cac chirc nang dé ap dung cho toan bé du an.

Visual Reports Compare | Spelling

™ R > Advanced Tasks A_Start.mpp - Microsoft Bvo;e_‘- sourc

Task Resource Project View Custom Add-Ins Team Format

B mElE D Ee BT

Project  Custom Links Between BS Change Calculate Set Move Update
Information Fields Projects Working Time Project Baseline » Project Project Protec Reports Projects
Insert Properties Schedule Status Reports Proofing

e View gilp ban kiém soat, xem dugc cac thong tin trong du an bang nhiéu céch trinh bay
khac nhau.

Rlid9- -3 Advanced Taske A Start.mpp - Microsort Preject i L essent Suei] [ 5D
“Task Resource  Project | View | Custom  Adddns  Team Format 2 @@ =
= Network Diagram = [255 [[§ Resource Usage ~ [+] @ Highlight: [No Highlight] = Timescale: = ("] Timeline - =g
i) 9 B pi ’,a g %1 \;H:' D ghlight: [No Highlight] =) & o =l B ﬁ
& calendar ~ [ Resource Sheet]~ | L 7 Filter: [No Filter] ~|| Days - [0 Details - =g =
Gantt Task Team ~ | Sort Outline Tables New | Macros
Chart = Usage - [ Other Views ~ Planner - 8 Other Views ~ v 3 ~ = Group by: Resource Grou ~ Window =57
Task Views Resource Views Data Zoom Split View Window | Macros

e Format |a mot tab tuy chon, cdc chirc nang hién thi trén tab nay tuy thudc vao cac chirc
nang chinh ma ban st dung hodc cac thanh phan ban mudn xem. Vi du khi ban xem mét
cong viéc, chang han biéu d6 Gantt Chart, chirc ndng trén tab Format hién thj va gilp
ban lam viéc vé&i biéu d6 nay.
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B9~ |= Guided Tour_Start.mpp - Microsoft Project Chart Tools | = = g
Task Resaurce Project View Add-Ins Team Format & e EH 23
B Textstyles LUl E == &y O citicalTasks =, @@ =, [[] Outline Number 1
- 1 |_k )
@ Gridlines ~ o I& Column Settings = = |:| Slack =" Project Summary Task sl
Insert Format Baseling Slippage  Gantt Chart Drawing
l Layout Column & Custom Fields - [[] Late Tasks - - Style ~ Summary Tasks -
Format Columns Bar Styles Showy/Hide Drawings

Gi6éng nhu tat ca cac tab, tai Task chra nhiéu chirc ndng va duoc t6 chirc thanh cac nhom. Tai
Task gébm cdc nhém View, Clipboard, Font, Schedule, Tasks, Insert, Properties va Editting.

Mot s6 chirc ndng thue hién ngay 1ap tire, trong khi mét s chirc ndng khac din ban dén nhiéu

lwa chon hon. M6t sé vi du trén cac tab.

| Ho--|= Guided Tour_Start.mpp - Microsoft Project o E@g
Task Resource Project View Add-Ins Team ) e = E2
== ooy T L =
_!]* Calibri -2 - PESER ? ;0 EJ| #
= -L'b' = | .
Gantt | Paste F U| M- A-| e 68 =9 c5 ™= T b Editing
Chart ~ - B - - @ 89 =5 Move Task Forward ~
View Clipboard Font P Schedule Tasks L‘Q 1 Day
Task . Task Name - |Duration _ |Start - [Finish | ER 1 week Sep9,'12 A
o Uode BB 4 weeks 7m-T g
0 =) = Sach hwéng dinsir 104 days Mon 7/9/12 Thu ?‘ = I ——
dung Microsoft 11/29/1 3% Custom..
Project 2010 4| Incomplete Parts to Status Date
1 =) = Mua ban quyén 25 days Mon 7/9/12  Fri 810/ Move Task Back
2 = Ban thdo ddnhdn 0 days Mon 7/3/12  Mon 7/9 [5] 1Day
& dugc B2 1week
;f 3 = Chinh si¥a ndi dung 25 days Mon 7/9/12  Fri 8/10/ B 1Weeks in
é 4 = Ban giao cho bién  0days Fri 8/10/12 Fri 8/10/ 72 custom..
tap vién
an aa . & C leted Parts to Status Dat
5 2 - Bién tap 30 days Mon 8/13/12  Fri 9/21/ f#®  Completed Parts to Status Date
& = T chirc siva lai ban 5 days Mon 8/13/12  Frig/17) Reschedule Task Thugn
thao v

IV. View: xem chi tiét du an bang nhiéu cach trinh bay thong tin khac

nhau

Tab View 13 noi dé ban cé thé xem céc théng tin cla dy an bang nhiéu cach trinh bay khac
nhau. Trong tab View gébm cé 7 nhém: Task Views, Resource Views, Data, Zoom, Split View,
Window, Macros. Ban cé thé st dung céc chirc ndng trong tab View nay dé nhap, chinh sira,
phan tich va hién thi théng tin du an. M3c dinh trong tab View s& hién thj biéu d6 Gantt.

Gantt Task

Task Views

Chart = Usage - L Other Views ~

Team =
Planner ~ £ Other Views

Resource Views

Sort Outline Tables

[/l 9~ - = [ Advanced Tasks ALStart.mpp - Microsoft Project T L e

Task  Resource  Project | View | Custom  Adddns  Team Format

g [Fig] Network Diagram ~ E.ﬁ ijesourceUﬂe: Al \iL _I] Z Highlight:
E Calendar ~ & [@Resource sheet]s] L = 7 Filter:

Group by:
Data

[No Highlight] ~
[No Filter]

Resource Grou ~

Timescale:

Zoom

=) @ [T Timeline

[T Details

Split View

Window
Window
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Nhin chung, tai tab View tdp trung cic chi&rc nang chinh & cac nhdm Task Views, Resource

Views va Data.

e i

PP

"
—

PINA @ - - |= Guided Tour Start.mpp - Microsoft PrOJect l=|E x |
File Task Resource Project Wiew Add-Ins Team Format ] 9 >
- E ZI T ._gv Slsot~ 2 [NoHighlight] ~ Timescale: Q- [ Timeline - 1 - =
= 8 - | B outline -~ 57 [No Filter] - Days - B [ etails - Fi‘ = =z
Gantt | Task Team _ New _ Macros
Usage - ﬂ Planner = :3' &} Tables ~ [Na Group] M e | window .. -
Task Views Resource Views Data Zoom Split View Window Macros
o Task  |Task Name - |Duration _ |Start - |Finish - [Au [Aug 1
Mode WITIFISISIMITIWITIFISISIG
o = = Sach hwéng dinsir 104 days Mon 7/9/12 Thu
dung Microsoft 11/29/12
Project 2010
1 =) = Mua ban quyén 25 days Mon 7/9/12  Frig/10/12
2 = Ban thdo d3 nhén  0days Mon 7/9/12  Mon 7/9/12
£ dugc
E 3 = Chinh stra ndi dung 25 days Mon 7/9/12  Fri&/10/12
é 4 2 Ban giao cho bién  0days Fri 8/10/12 Fri &/10/12
tap vién
5 = - Bién tip 20 days Mon 8/13/12  Fri9f21/12
6 = Té chirc siva lai ban 5 days Mon 8/13/12  Fri&/17/12
théo
7 = Sira ban thao 20 days Mon 8/20/12  Frig/14/12
8 = Phé duyét laibdn  5days Mon 9/17/12  Fri9/21/12
« [u] K (] » L
Ready | =.::> Mew Tasks : Auto Scheduled | |E E=REE @—‘—U—@ o

Néu ban mudn xem toan canh tién trinh du an ban cé thé danh dau chon Timeline tai nhém
Split View trén tab View.

= —_—
- - = Guided Tour_Start.mpp - Microsoft Project Timeline Tools
Task Resource Project View Add-Ins Team Format
- E 3 T ._g Resource Usage ~ ’l Sort P NoH ghlight] ~ Timescale: L‘%Zoom - Timeline Timeline -
.T . = EResource Sheet = i'j Qutline ¥ [Mo Filte - - .%Entlre Project D Details - N -
as ew aCros
hart ~| Usage ~ ﬂ p|a,q,-,E,.v [ Other Views ~ % Tables ~ lo Group, - 3, selected Tasks Window Loi” -
Task Views Resource Views Data Zoom Split View Window Macros
Sun 7,/29/12 Mon 8/20/12 -
In thir B

Oct 23-0ct 23

2 pugs 12 | : 0ct14,'13 Okt 28,12 ’
Start [yén ¥em lai ndi dung Lén mau va in an
i o Sep24-0ct18 Oct 2 v29

Ban giao cho bign t3p vi Ban giao cho bidn tdp viddi ban sao dén phang xudt
Augll ban

Timeline

Ban thao d3

Cé nhiéu cach xem khéc trong Microsoft Project. Ban cé thé click vao chirc nang Other Views
sau dé click vao More Views trén nhém Task Views hodc Resource Views.
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E“ -9 = |5 _AdurancedTasksA_Start.mpp_- Microso

Task Resource Project View Custom Add
E Er\lvatu«.rn:urkDizngram"r mg ,_=3Resnurce Usage =

= calendar ~ : LE Resource Sheetlv]
Gantt  Task [ﬁ Team —
Chartv Usage - ﬂ D’th&r 1'|Ir|EW5 g Plannerv :a OthEFViEWS -
T: Built-In Resource Views
Resc Tazk Farm p  Max. ¥ Peak
Ha 1,800%
' Task Sheet
Timeline
200%
,3 Save View... 100%,
f}‘ Mare Views... 100%

Diéu quan trong ma ban phai hiéu |3 trong tat ca cdch xem trén thi cadch nao |3 diém nhan chinh
trong du an cla ban. S dung tab View dé gilip ban tap trung vao nhirng diém chinh ma ban
mudn xem trén mot dy an.

Nhi¥rng diém chinh trong chwong 1

e Giao dién Backstage |a noi giip ban quan ly cdc tap tin va tuy chinh Microsoft Project
2010.

e Giao dién Fluent (thwong duoc goi la giao dién Ribbon) than thién, gitp ban dé dang
thao tac v&i du &n cdia minh. Cac chirc ndng trén Ribbon dwoc té chirc theo tirtng nhém
dé ban c6 thé truy cap va sir dung mot cach nhanh chéng.

e Vung lam viéc chinh cla Microsoft Project 2010 13 tab View. Tai tab View, ban cé thé
xem théng tin trong du an dwoc trinh bay theo nhiéu cich khac nhau tir nguén luc, thoi
gian cho dén tdng thé vé tién dé cta dy an.
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CHUONG 2 - TAO MOT DANH SACH CONG VIEC

Trong chwong nay, ban sé dwoc hoc:

<

Khdi tao va lvu mét dy an mai trong Microsoft Project 2010.
Nhap tén cong viéc.

Udc tinh va ghi lai khoang thoi gian cho moi cong viéc.

Tao m6c quan trong dé theo ddi cac su kién chinh trong dy an.
T6 chirc cac cong viéc theo tirng giai doan.

Tao quan hé v&i cac cong viéc.

Chuyén cong viéc tir ché d6 thd cong sang ty dong.

Thiét 1ap tinh ndng non-working cho mét ngay trén dy an.
Kiém tra thoi gian téng thé cda dv an.

AN NI N NN N N N

Ghi lai chi tiét cac cong viéc trong s6 ghi chd va chén siéu lién d&n dén mot ndi dung trén
web.

Cac codng viéc 13 thanh phan co ban nhat trong bat ky mét dy &n nao cho du la I&n hay nho.
Cong viéc s& md ta cac thong tin, hoat ddng, trinh ty, thoi gian va tai nguyén yéu ciu. Trong
Microsoft Project 2010, cé cac loai cdng viéc khdc nhau: summary task (tém tat cong viéc),
subtask (céc cdng viéc con) va milestone (cac cot mdc quan trong).

Trong chuong nay, ban sé quan ly cc cdng viéc cling nhu thiét 13p ké hoach theo 2 céch khéc
nhau:

v Nhéap cac cong viéc theo dy kién bang phuong phap thi cong.
v' Lam viéc v&i chirc nang tu dong thiét 1p cong viéc.

l. Tao modt ké hoach dw an méi

Mot ké hoach cha du an 1a mét md hinh ma ban xay dwng bao gém céc cong viéc, ngudn luc,
khung thoi gian, chi phi. Microsoft Project 2010 tap trung chinh vao th&i gian. Boi khi ban cé
thé& nghi rang chi can thiét 1ap ngay bat dau va ngay két thdc cla dy 4n |3 hoan tat. Tuy nhién,
Microsoft Project 2010 gilip ban tinh toan dwoc khoang thai gian khi ban chi can nhap ngay bat
dau hodc két thuc cla céng viéc.

Dé khai tao mdt du an méi, thue hién cac budce sau:
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1. Click vao Start > All Programs > Microsoft Office > Microsoft Project 2010.

F UILEH IS L I a VI Y
. K-Lite Codec Pack
. Maintenance
. Microsoft Office
@ Microsoft Access 2010 Help and Support
|¥] Microsoft Excel 2010
@ Microsoft InfoPath Designer 2010
@ Microsoft InfoPath Filler 2010
@ Microsoft OneMote 2010
|0] Microsoft Outlock 2010
|E| Microsoft PowerPoint 2010
| ] Microsoft Project 2010
|BJ] Microsoft Publisher 2010
|E| Microsoft SharePoint Workspace 201
[¥] Microsoft Visio 2010
(W] Microsoft Word 2010
. Microseft Office 2010 Tools

Devices and Printers

Default Programs

4  Back

| |555'r':h programs and files

2. Click vao File d&€ mé& giao dién Backstage.
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— M& giamo dién Backstage

= | Sharing_Start.mpp - Microsoft Project Gantt C|

Resource Project View Custom Add-Ins Team Fo

Information About Sharing_Start. mpp

ChUsers\ICT24H\Desktopresource project 20000 Chapterl 74 Sharing_5t

Save As

[ Open

L]
[ Close Project Server Accounts

@ Mot connected to Project Server
s,

Manage
Recent Accounts

Mew

Organize Global Template

Print Q Mowve project elements such as views, reports, and 1
or between a local file and the global termplate file.

3. Click vao New.
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”
|E|| - o= Sharing_Start.mpp - Microsoft Project Gantt Chart Tools
Task Resource Project View Custom Add-Ins Team Format

(=] save
Available Templates
Save As
&} Home
[ Open
| 4 Close | |
L] -!ﬂ\
Info L"IJ'I
_"\L‘_);-" i
Recent Blank project Recent My temnplates
ternplates

Mew from existing

Print A\l
=
Save & send
Mew from Mew from Mew from

Help existing Excel SharePoint

project workbook task list
] Options Office.com Templates Search Office.
bd Exit

Plans Planners Schedules Maore

[USRREI [P .

4. Dudi muc Avaiable Template, chon Blank project va click vao Create dé khéi tao mot
du an mai.
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™ e R R “Projectl - Microsoft Project” " enlnderoare | E@g
Task Resource Project View Add-Ins Team Format ) e Bl &3

[l save i

Available Templates Blank project
Save As
fat Home
[ Open
- Chon mdt miu €6
Close 5 :
d i ﬁ 0 = sin tai muc
¢ b '\. Avaiable
Info L I Templates
Recent Blank project Recent My templates
templates

MNew from existing

iy

Print

U
i
]

Save & Send
MNew from MNew from Mew from
Help existing Excel SharePoint
project workbook task list
i1 Options Office.com Templates |Search Ofﬁce.comfortempl# -
9 Exit

Nhdp chudt wao
Create dé khai
tac mot du @n mdi

Plans Planners Schedules

5. Trén tab Project, tai nhdm Properties, click vao Project Information.

— Théng tin cla dy &n

”
@“ H9-0-= Projectl - Microsoft Project Gantt Chart Tools
“T“P Eacolirce Project View Add-Ins Team Format

E"E - i Links Between Projects = % Status Date:
o @|= é é e I%
= = ~ a =
(3 wes ~ ] 10/18/10
Subproject Project (ustom ) i Calculate Set Move
Information [Fields EE)ChE”QE Warking Time Project Baseline ~ Project
Insert Properties Schedule
¥
£
o Start
E e
& Mon10/18/10
(. [ racl [Tocl Mama [P iratinm in [Oet 17 10

6. Tai Start date, nhap ngay bat dau cta dy an. hodc ban cé thé click vao biéu tugng mii
tén dé hién thi lich va chon ngay.
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Ngay bat dau - — Nh3p chudt d& hién

cia dy dn thi lich
’ 9 P =)
| (= Project Information for "Projectl’ | E |
Start date: Maon 10/1810 * gurrentdate:  Mon 10/18/10 * | L
Finish date: Mon| ¢ Octeber, 2010 ¥ Statusdate:  NA -
E— Su Mo Tu We Th Fr Sa
] roje S
prel Schedule from:  Proje 55 27 22 29 3 1 2 | Calendar: Standard - |l
Insert 3 4 5 ] 7 8 9 .
AlltasksbB 1 13 12 13 14 15 15 | Eriority: E E
Enterprise Custom Fiell 17| 18| 19 20 21 22 23
e I: 24 25 26 27 28 29 30 i ]
Mon 10 31 1 2 3 4 5 8§
0
Custom Field hame "

i) (St o) Cooe

7. Click vao OK dé chap nhan ngay bat dau va déng hop thoai Project Information.
8. Trén tab File, click chon Save dé lwu lai tap tin du an.

DONG NGUYEN & TEAM Page 36




Microsoft*

Project Professional 2010

”
|EI| o Y o= Sharing_Start.mpp - Microsoft Project Gantt Chart Tools
Task Resource Project View Custom Add-Ins Team Format

= save L Luu lai t3p tin Project
Available Templates ' 2 -
Save As
2t Home
[ Open
| Ej‘ Close | : -..| .
n w
Info L/}I 'g
S -
Recent Blank project Recent My temnplates
ternplates
Mew Mew from existing
s,

Print
Save & send

Mew from Mew from Mew from
Help existing Excel SharePoint

project workbook task list
] Options Office.com Templates Search Office.
bd Exit

] Plans Planners Schedules Maore

[USRREI [P .

9. Trén hop thoai Save As, tai File Name, nhap tén du an va chon thu muc lvu trir dy an.
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Save As

% | /% resource project 2000 » Chapterl? v|¢f|| Search Chapterl7 Pl
= - @

Organize - Mew folder
[ Pictures * Mame Date modified Type
Videos
E (EH] Sharing_Start.mpp 25/10/201012:23 ... Microsoft Projec

*& Homegroup

Lol Computer
&, Local Disk (C:
—a Local Disk (D

= Local Disk (E1 ™

File name: | |2 Mgylsls -

Save as type: [Project *.mpp]

m. |

' 1

[ ODEC...

Tools = [ Save J ’ Cancel

= Hide Folders
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Il. Nhap tén cong viéc

Viéc dat tén cho cong viéc cé gid tri thuc tién t6t trong k& hoach dy 4n cla ban. Vi tén cong
viéc, ban cé thé biét duwoc y nghia va nhirng ngudi thuc hién cdng viéc d6. Mét s6 101 khuyén
khi dat tén cong viéc:

e Sl dung cum dong tlr ngdn dé mo td cong viéc phai 1am, chang han “Chinh stra ban
thao”.

e N&u cong viéc duoc td chirc thanh tirng giai doan, tranh I3p lai cac chi tiét tir cdc cong
viéc con.

e N&u cic cong viéc di kém ngudn lwc, khéng nén st dung tén ngudn luc chung vdi tén

cong viéc.

Ban khong can phai lo 1ang vé tén cong viéc vi ban cé thé chinh sira né bat c lic nao. DE thuc
hién viéc dat tén cho cong viéc, ban thuc hién cac budc sau:

1. Click vao 6 bén duwdi Task Name.

o _
| = Projectl - Microsoft Project Gantt
15k Fesource Project View Add-Ins Team |
. . . [EE
== pll_ Links Between Projects E
= : % J g = B
L= WBS - e
Project  Custom ) ] Calculate Set M
nformation Fields 5w Change Working Time Froject Baseline * Pri
Properties Schedule
Start |
118,/10,10
Task | |Task Name - |Dlration _ |('10
Mode T |W
% |
=

e C1ick wao & b&n dudi
Task Mame

2. Nhap tén cong viéc, chidng han “Phan céng”, sau dé nhan Enter. Cac cong viéc ma ban
nhap s& cung cdp mot s6 ID va s8 ID 1a duy nhat déi véi mai cong viéc.
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Resource Project View Add-Ins Team
& Calib - - = _ T = _T
i = L 0= 25 T0%  TEe 1007 .
g (B L U|&-A-) g |ds|eech
rd Famnt Schedule
| i | |

itart |

0,10

Task . |Task Name - |Duration _ | £
Mode T
Sf-} Phan cﬁng{

3. Tuong tu nhu trén, ban cé thé dt tén cong viéc tiép theo va nhin Enter.

o Task

Mode

® &

HHH

k2

Task Name

Duration Start

-

Phan cong

Thi&t k& va chudn bi tiép
thi

Khi cong giai doan
Phan phéi cac ban sao
Wit bai trén céc bdo
tip thi

XAy dung cdng théng tin
gidi thigu sach trén
website

-

Finish
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.  Thiét Iap thoi lwong

Trong phan nay, ban s& bat dau lam viéc véi thoi luvgng cong viéc. Microsoft Project ¢ thé lam
viéc vdi thoi lwong tinh theo phat cho dén thang. Tuy thudc vao quy mé cta dy an ma ban ¢é
thé thiét 1ap thoi gian theo gi®y, ngay va tuan.

Microsoft Project cé thé xac dinh thoi gian téng thé cla mot du dn bang céc tinh todn khac
nhau gitta thoi gian bat dau sém nhat va thoi gian két thic cudi cung trong mot cong viéc trén
dv an.

Khi lam viéc véi Microsoft Project, ban cé thé s& dung cac chit viét tat sau:

Chirc ndng ty dong thiét 1ap cong viéc ludén ludn cé mot thoi lvgng (mac dinh 1a mét ngay). Tuy
nhién véi chirc ndng thd cdng ban cé thé nhap cac gia tri thoi gian bang chir viét tat. Vi du 3d I3
3 ngay. Ban cling c6 thé nhap doan van ban chang han “Kiém tra nhém Makerting” dugc thay
thé vai thoi gian mac dinh 1a 1 ngay khi ban chuyén déi céng viéc tir chirc nang thiét 1ap thoi
gian th céng (Manual) sang thié 1ap thoi gian ty déng (Automatic).

Microsoft Project sir dung chuan gid tri thoi lwgng 1a phat va gio. Mét phat bang 60 gidy va mot
gio bang 60 phut. D8i véi thuong luvgng cla ngay, tuan va thang ban cé thé sir dung méic dinh
cla dy an (vi du 20 ngay/ thang) hodc thiét |ap gia tri riéng. P& thuc hién diéu nay, vao tab File,
click Options > Schedule.
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|t ML Lol ing leam. Eormat
Project Options M
3 ; P e b -— " - - _ —
General H= . . . it
% Change options related to scheduling, calendars, and calculations. )
Display 1
Schedule Calendar options for this project: | 2] Project1 IZ|
Proofing Week starts on: Sunday EI o ;
] _ Thigt lap thii lugng 1 =
| Save Fiscal year starts in: | January EI ngay 1a 8 gio I
Language Use starting year for FY numbering
1 Default start time: | 8:00 AM EI These times are assigned to tasks when you enter a start or finish date
t Advanced without specifying a time. If you change this setting, consider matching
Default end time: | 5:00 PM EI the project calendar using the Change Working Time command on the
Customize Ribbon < Froject tab in the ribbon,
Haowurs per day: 8 S| — e
1 Quick Access Toolbar Hours perweek: |40 = Thi&t 1dp thdi lugng 1 tudn
| - 13 40 gig

Add-Ins Days per month: 20

Trust Center Schedule

) - Thiét lap théi luong 1
Show scheduling messages (i thing 13 20 ngay

|| Show assignment units as a: PercentageEl

=R A
—_

Scheduling options for this project: @ Projectl IZ|
Mew tasks created: Manually ScheduledEI
Auto scheduled tasks scheduled on: | Project Start DateEI B
ok | [ cane |
DE& nhép cdac gia tri thoi gian khac nhau, thyc hién cic budc sau:
1. Click Duration va nhap gia tri thoi lvgng cho cong viéc.
2. Nhap gia tri thoi lvgng
1 1 1
Start |
Man 18,10,10
Task  Task Name - |Duration _ |Start - |Finish
Mode
Sf-} Phan cong 1d =
# Thi&t k& va chuin bi tigh
thi
= Khéi chng giai doan
5 Phan phdi cic bdn sao
? |n pnot cac ban s Nhdp gid tri thei
s Wiét bai trén cac bao lugng che céng viéc

tiép thi
Xay dung cdng thong tin

o

3. Ban cd thé nhap gid tri thoi lvgng nhu sau:
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o Task . Task Name - Duration - |Start -
Mode
o Phén céng 1day
- Thi&t k& va chudn bi ti€p Kiém tra nhom
thi Marketing
- Khéi cdng giai doan
p Phén phdicicbadnsao  2days
b Viét bai trén cic bdo
tiép thi
S Xay deng cdng théng tin

gidi thigu sach trén
website

4. Tai cot Start, ban bat dau thiét 1ap thoi gian bat dau cho cong viéc.

Task Name - Duration - inish -

Phén cong 1day

Thiét ké va chudn bi tiép Kiém tra nhom | N

thi Marketing rhiet lap

thil gian tad

Khé&i cong giai doan cét Start

Phén phdicacbdnsao 2 days

Viét bai trén cac bdo Tue 02/11/:1

tiép thi

Xay dung cdng thong tin 4 Movember, 2010 2

gidi thigu sach trén Su Mo Tu We Th Fr Sa

website 2101 2 3 4 5 6
7 8 9 10 11 12 13 -
14 15 16 17 18 19 20 Chonthai
21 22 23 24 25 2% 27 gian

B 29 30 1 2 3 04

5. Tai cét Finish, nhap ngay két thdc. Microsoft Project 2010 tinh toan thoi lwgng la 7 ngay.
Lwu y rang 7 ngay nay gém cac ngay tir thir 2 dén thir 6 cla tuan th nhat va thi 2, thir
3 cla tuadn sau dé. Microsoft Project 2010 ciling giup ban phan biét nhitng ngay khong
lam viéc (nonworking day) duoc thé hién qua mau sac khac biét.
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Task . Task Name - |Duration - |Start - |Finish - |Prede 31 Oct '10
Mode T]F[s[sM[T[W[T[F]
P Phan cing 1day
+ Thiét k& va chudn bitiép Kiém tra nhém
thi Marketing
b Khéi cong giai doan
+ Phan phdiciacbansao  2days
+ Viét bai trén cdc béo 7 days Tue 02/11/10 |fwed 10/11/ —
ti€p thi T
# &y dng cong thong tin !
gioi thiéu sach trén
website Monworking
Thigt 13p thoi day: ngay
gian k&t thic fhcng =4

vigc

IV. Thiét lap mdt cdt mdc quan trong

Bén canh viéc nhap cac coéng viéc, ban cé thé tao ra cac cd6t mdc quan trong, thuat ngit nay
trong quan ly du an goi 1a milestone. Milestone 13 su kién quan trong c6 thé |a thoi diém hoan
thanh giai doan 1 cta dy 4n hodc mét su kién vé dau tu chi phi.

D& tao mdt cot mac, thue hién cac budce sau:

1. Click vao moét cong viéc. Tai tab Task, trén nhdm Insert, click Milestone.

a @Inspect - i 9 Summary ;’.E ij Maotes

E:> E5] Move - & Milestone -=| Details

uto o Task Information ..

adule Mode - peliverable & Add to Timeli
Tasks Insgrt Properties

— Tac cdt mdc quan trong

2. Microsoft Project s& chén mdt cong viéc mdi vao va nam phia trén mét cong viec ma
ban d3 Iwa chon & budc th& nhat. Tén mac dinh 13 <New Milestone>.
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Task . |Task Name - |Duration - |Start - Finish -
Mode
o Phén cong 1 day
o Thigt k& va chudn bi tigp Kiém tra nhém
thi Maorketing
;f’; <Mew Milestone= |G days — Mjlestone
# ‘—TRhorconzEmdoan
o Phan phéicicbansao 2 days
+ Vigt baitrén cac bdo 7 days Tue 02/11/10 Wed 10/11/10
tip thi
o XAy dung cdng théng tin
gidi thigu sach trén
website
3. Nhap tén cdt méc, chang han “Hoan thanh ké& hoach” va nhan Enter.
Task  |Task Name » |Duration - |Start - Finish -
Mode
o Phan céng 1day
e o Thié&t k& va chudn bi tiép Kiém tra nhom
thi Marketing
+ Hoan thanh k& hoach 0 days
o Khoi cong giai doan
o Phan phdicicbansao 2 days
o Viét bai trén cac bao 7 days Tue 02/11/10 Wed 10/11/10
tiép thi
o XAy dung cdng thang tin

gici thiéu sach trén
website

Ngoai ra, ban c6 thé danh ddu mot cong viéc d3 tao trudc d6 nhw mot cdt mdc, dé lam diéu
nay, ban thyc hién cac buéc sau:

1. Click-double vao mot céng viéc ma ban mudn ddnh dau cét méc.
2. Tai hdp thoai Task Information, chuyén qua tab Advanced va ddnh diu chon vao Mark
task as milestone.
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-

"
Task Infermation @

General] Predecessurs] Resources Advanced l Nutes] Custom Fields

II Mame: | Khdi cong giai doan Duration: = Estimated
Constrain task
Deadline: MA - ]
Constraint type: As Soon As Possible Constraint date: | MA
Task type: Fixed Units Effort driven
Calendar: Mone - Scheduling ignores resource calendars
WEBS code: 4
Earned value method: %% Complete -

[¥]Mark task as milestone!
T T e e T

not editable because the task is Manually Scheduled.

Banh diu d& thiét 15p cdt mic
cho céng wiéc [ Ok ] [ Cancel

V. T8 chirc cong viéc thanh cac giai doan

T6 chirc cac cong viéc thanh giai doan |a mdt viéc lam quan trong trong k& hoach dy &n. Vi duy,
théng thwong véi mot dy dn Xuat ban sach s& chia thanh cac giai doan nhu bién tap, thiét ké, in
an va xuat ban...v.v..Khi ban tao mot céng viéc tém tat, thoi lwvgng cla né sé& duoc tin dua trén
céc cong viéc con trong do va chirc ndng nay chi cé & chirc ndng ty dong thiét 1ap cdng viéc. Tuy
nhién, ban cé thé chinh slra thoi lvgng theo phuwong phdp thu céng va Microsoft Project sé
theo ddi va tinh todn thoi lwgng dé.

DE t8 chirc cac cong viéc thanh giai doan, cu thé 13 vi du vé mot k& hoach ra mat cudn sach mai
va chia thanh 2 giai doan:

1. Chon nhitng giai doan can nhdm lai thanh mét giai doan.
2. Trén tab Task, tai nhdm Schedule, click vao biéu twong Indent Task.
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Indent Task

ctl.mpp - Microsoft Prpject Gantt
ject View Addgns Team Fi

Jn - eeleess T
0w 25§50 T3 100 .

E"':‘}Res;
= — i s
O-A- gl |€8 (e o
u Schedule

3. Sau khi click biéu twong Indent Task, cic cong viéc s& lUi vao so vdi cong viéc phia trén.
Cdng viéc phia trén dugc xem nhu giai doan cla cac cdng viéc phia duwdi. Ban lvu y néu
nhu cong viéc tdm tat (summary task) clia ban chwa cé thoi gian cu thé thi Microsoft

Project s& dwa vao thdi gian cta cac cong viéc con (subtask) duwdi né.

Task . |Task Name - |Duration - |Start - Finish -
Mode
b Phén cong 1day
o Thi&t k& va chudn bi tiép Kiém tro nhom
thi Marketing
o Hodn thanh k& hoach 0 days
= = Khéri cong giai doan 7 days? Tue 02/11/10 Wed 10/11/10
b Phan phdi cdcban sao 2 days
+ Viét baitrén cicbdo  7days Tue 02/11/10 Wed 10/11/10
tiép thi
o Xy dyng cdng thong

tin gici thigu sach
trén website

Ngoai ra ban cé thé tao mot cong viéc tdm tat mdi dé danh dau giai doan. Ban thuc hién cac
buwdc sau:

1. Chon mot cong viéc con, trén tab Task, tai nhém Insert, click Summary.

e 130 Mt Summary task

| Mol

'@Inspect 5.2 ; ¥ Summary

®=

FE] Move - & Milestone =] Det
Task Information - -

3 Mode - - Deliverable  Adi

Insert Propertie
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2. Microsoft Project sé tao mot cong viéc mdi phia trén céng viéc ma ban chon. Ban nhap
tén cho cong viéc.

3. Chon cdc cong viéc déng vai tro cong viéc con bén dudi. Trén tab Task, tai nhdm
Schedule, click vao biéu twong Indent Task.

Task  Task Name - |Duration - |Start - |Finish -
Mode
= = Lén ké hoach cho tirng 1 day? Mon 18/10/10 Mon 18/10/10
giai doan
5 Phan cong 1day
. 4 Thigt k& va chudn bi  Kiém tra nhom
tiép thi Marketing
. 4 Hoan thanh k& hoach 0days
= = Khéri ciing giai doan 7 days? Tue 02/11/10 Wed 10/11/10
5 Phan phdi cdcban sao 2 days
o Viét baitrén cichdo 7days Tue 02/11/10 wWed 10/11/10
tiép thi
5 Xay dung cdng thing

tin gici thiéu sach
trén website

VI. Lién két cac cong viéc

Hau hét cic du an yéu cau cdng viéc phai duwoc thuc hién theo mot trinh ty nhat dinh. Vi duy,
cong viéc viét mdt chuong clda cudn sach phai hoan thanh trudc céc céng viéc chinh slra trong
chuwong. Nhitng cong viéc nay cé6 mét quan hé két thic — bat dau (hay con goi la cé tinh phu
thudc):

e (Coéng viéc thir 2 phai xay ra sau khi cong viéc dau tién dwoc thuc hién. Day la mot trinh
tu.

e (Coéng viéc thr 2 chi c6 thé xay ra néu nhiém vu dau tién hoan thanh. Pay 13 tinh phu
thuoc.

Trong Microsoft Project, cong viéc dau tién dwoc go 1a céng viéc tién nhiém (thuat ngir
predecssor) vi nd 13 cong viéc di dau tién va kéo theo sau la céc céng viéc phu thudc vao nd.
Cong viéc thir 2 dugc goi la cong viéc ké nhiém (thudt ngilt successor) vi hoan thanh hodc sau
nhiém vu ma né phu thudc.
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Suw quan hé chia céng
viéc

Y nghia

Vidu

Finish-to-start (FS)

Ngay két thdc cda
mot céng viéc tién
nhiém dé& xac dinh
cho cong viéc ké tiép.

Céng viéc viét mot
chuwong cha cudn sach
phai duwoc hoan thanh
trwdc khi thuc hién
coéng viéc tiép theo 13
chinh stra no.

Start-to-start

Ngay bat dau cua
céng viéc tién nhiém
s& xac dinh ngay bat
dau cla cong viéc ké
tiép

D&t gidy va co s& in
lién quan chat ché vai
nhau vi nd déng thoi
Xay ra

Finish-to-finish (FF)

Ngay két thdc cua
céng viéc tién nhiém
xac dinh ngay két
thuc cho céng viéc ké
tiép

Céac cdng viéc yéu cau
phai cé thiét bi phai
két thuc khi thoi han
thué céc thiét bj cling
két thac

Start-to-finish (SF)

Ngay bat dau cla
céng viéc tién nhiém
sé& xac dinh ngay két
thuc cda nhiém vu ké
tiép

Ngay bat dau in cudn
sach cling la ngay
danh diu cadc céng
viéc vé bién tap d3
két thuc

M@&i quan hé clia cac cong viéc trong Microsoft Project 2010 hién thj bang nhiéu cach:

e Trén biéu d6 Gantt va so d6 Network Diagram, cac duwdng két ndi thé hién méi quan hé.
e Tai bang, chang han bang Entry, cac s6 ID cla cong viéc tién nhiém hién thj trén cot
Predecessor.

Ban c6 thé tao m6i quan hé cho cac cong viét bang cac tao lién két gitra cac cdng viéc. D& lam
diéu nay, ban thuc hién cac buéc sau

1. Trwdc tién, ban sé tao sy quan hé Finish-to-start gitta 2 cong viéc. Chon 2 cong viéc ma
ban mudn thiét Iap quan hé nay.
2. Trén tab Task, tai nhdm Schedule, click biéu twong Link Tasks.
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icrosoft Project Chart Tools
Add-Ins Jeam Format

- e = == ﬁ Mark on Track =
Qe 25« S0 P5:F 00

E’ff Respect Links
= s - R1rd
€4y 5 = }ﬂ = Inactivate

Schedule

Tue 26,/10,/10

3. Luc nay 2 cdng viéc ma ban chon d3 lién két theo kiéu Finish-to-start. Chu y rdng néu
ban chua thiét 1ap thoi gian bat dau va két thdc cho cong viéc nhung néu ban cung
théng tin v& mot cdng viéc thi Microsoft Project 2010 s& tinh thdi gian cho ban. Bén
canh d6, biéu tugng lién két sé& hién thi.

Task . |Task Name - |Duration - |Start - |Finish - | 1O 17 Oct '10
Mode TwlT[r]s[s[m[T]w[T[F
= = Lén k& hoach cho tirng 2 days Mon 18/10/10 Tue 19/10/10 Qp—y
giai doan

+ Phén cang 1day Mon 18/10/10 Mon 18/10/10 E}
Sﬁ’; Thiét k& va chudnbi  Kiém tra nhom Tue 19/10/10 Tue 19/10/10

tiép thi Marketing
b Hoan thanh k& hoach 0 days “ 18/10
= = Khé&i cong giai doan 7 days? Tue 021110 Wed 10/11/10 Bigy tuong thé
# Phan phdi cdc bdn sao 2 days hzén lién k&t
# Viét baitrén cicbdo 7 days Tue 02/11/10 Wed 10/11/10 | |gila 2 céng vigec

tiép thi
# &y dwng céng théng

tin gici thiéu sach

trén website

4. Ban c6 thé thiét 1ap quan hé bang cach khac. Click vao mot cong viéc, trén tab Task, tai
nhém Properties, click Information.
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@Inspect* i 9 Summary o | Motes

Eil Move ~ & Milestone I==| Details
Manually Task Information |- - -
Schedule [Schedule ﬁ Mode = - Deliverable 'Eﬁxdd to Timeline
Tasks Insert Ploperties
- 08 Jul '12 15 Jul '12 22 Jul '12
TIFls| s m[T[w|T[F[S[Ss|M|[T[W[T|F[S][S|[M]
[ L_v,'

5. Hop thoai Task Information hién thi, tai tab Predecessor, click vao c6t Task Name ban

s& thay mot loat cac cong viéc hién thi. Chon mét cong viéc chang han “Thiét ké va
chuan bij tiép thi”

| |
-

Task Infermation T s ———. — u

General Predecessors | Resources Aduan::edl Motes I Custom Fields

Mame: | Hoan thanh ké hoach

Predecessors:

i |
i D Task Name

Duration: | 0days | = [ |Estimated

-~
Type Lag (H

=

Khdi cdng giai doan

Phan cdng

Phan phai cac ban sao

 Thist k& va chudn bi i€p thi

Vigt bai frén cac bao tigp thi

X&y dung cfing théng tin gidi thifu sach rén website

6. Taicot Type, chon kiéu quan hé.
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- ﬁ
4 Task Information

i General Predecessors l F‘.esuurces] Aduan::ed] Nutes] Custom Fields

Mame: | Hoan thanh ké hoach Duration: | 0days |= [ |Estmated

l Predecessors:
|+ Finizh-to-Start (F3) -

1] Task Mame i
3 Thi€t k& va chudn bi tiép thi

Start-to-Start (55)
Finish-to-Finish (FF)
Start-to-Finish (5F)
(Mone)

Chon kigu quan hé

7. Trong giao dién biéu d6 Gantt, tré chudt vao giai doan 1 va kéo dén giai doan 2 dé thiét

|ap kién két gitra 2 giai doan.

Sat 06/11/10
Finish-to-Start Link

From Finish Of: he oilr . e ..o Taski1
Tk e To Start OF: Quan he giffa cang vigc 1 va 5 L -|1F Oct'10 |24 Oct'10 |31 Oct '10
[MIT[w[T[F[s[s[m[T[w[T[F[s[s[m[1

= Lén k& hoach cho tifig— Zaays TWon 18] T0] T0 Wea 20/ 0/ 10—
giai doan
Phan cong 1day Maon 18/10/10 Mon 18/10/10

E%

4 chudn bi Tuel 0 Tuel

tiép thi

Hoan thanh k& hoach 0 days Wed 20/10/10 Wed 20/10/10 & 20/10
= Kh&'i cong giai doan 10 days? Tue 02/11/10 Mon 15/11/10
Phén phdi cic ban sao 2 days Tue 02/11/10 Wed 03/11/10 o ) [
e e . Thigt 1ap lién két
Vi&t bai trén cdcbdo 7 days Thu04/11/10 Fri 12/11/10 gilra 2 giai doan
tigp thi
Xy dung cdng thong 1 day? Mon 15/11/10 Mon 15/11/10

tin gidi thiéu sach

Giai doan 1 va 5 d3 lién két theo kiéu Finish-to-start.
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17 Oct '10 24 Oct '10 31 Oct '10
sm|T|w|[T]F]s|s|m|[T|[w|[T|[F|[s|[s[m|[T][w|[T][F]s35]
"IIIIIIII.'

2%

> 20/10

T

Bay gi® ban cé thé thiét 1ap thoi lwgng hoan chinh cho cac cong viéc. Chu y rang khi ban thiét
1ap lai thoi lvgng cho cong viéc sé khién cho biéu d6 Gantt thay ddi, tuy nhién né khéng anh
hudng dén lich trinh cla céc cong viéc. Bén canh d6, ban cé thé thiét 1ap dé cong viéc tu dong
x€p lai thoi gian.

8. Trén tab Task, tai nhdm Schedule va click biéu tugng Respect Links

Thigt 1ap lai th&i gian

vdi Respect Links )
crosoft Project Chart Tool :
Add-Ins Team Format
= Ef Mark on Tracki~

- - =
Qe 25« 50x P5x |00:
‘E'js Respect Links

= = s 1
= - | &8 | g9 g -
4@ o | = %% = Inactivate

Schedule

9. Microsoft Project 2010 sé tu thiét |ap lai cdng viéc cha ban theo méi quan hé cha céng
viéc tién nhiém.
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Task . TaskName - |Duration - |Start - |Finish - [17 Oct'10 |24 Oct 10 [31 Oct'10
Mode sis[m[Tw[T[F[s[s[m[T]w[T[F[s|[s[mM[T[W[T]
= = Lén k& hoach chotirng 11 days Mon 18/10/10 Tue 02/11/10 S v
giai doan J

F 4 Phan cong 1day Mon 18/10/10 Mon 18/10/10 =l
E o Thigt k& vachudnbi  2wks Tue 19/10/10 Mon 01/11/10 E ‘l

ti€p thi
F 4 Hoan thanh k& hoach 0 days Tue 02/11/10 Tue 02/11/10 & 02/11
=3 = Khé'i cong giai doan 10 days? Tue 02/11/10 Moen 15/11/10 ——
+ Phan phdi cac bdn sao 2 days Tue 02/11/10 Wed 03/11/10 =E
E o Viét bai trén cdcbdo 7 days Thu 04/11/10 Fri12/11/10

ti€p thi
+ Xay deng céng théng  1day? Mon 15/11/10 Mon 15/11/10

tin gidi thidu sich
trén website

VIl. Chuyén chirc nang thiét 1ap thl cdng sang tw dong

Ban d3 duoc thiét |ap cdc cong viéc theo phuong phdp thu cdng & céc phan trén. V&i phuong
phap nay giip ban c6 thé theo ddi va kiém soat chi tiét cong viéc. Bén canh do, ban cé thé
chuyén d6i tir phwong phap thd céng sang phuong phap tw ddng dé thay d6i mét sd mac dinh
cho cong viéc mai.

Dé& tién hanh chuyén tir thi céng (Manual) sang tu dong (Automatically), ban thuc hién cac
budc sau:

1. Chon cac cong viéc can chuyén déi.
2. Trén tab Task, tai nhdm Tasks, click Auto Schedule.
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Ty déng thift 13p thoi
gian vdi Auto Schedule

Projectl.mpp - Microsoft Project santt Chart Tools
2 Project View Add-Ins Team Farmat
. kark on Track - ; t3x Insp
i - emeem 7 =l 4
=2 Respect Links &1 Mov
F Ul &~ A- S 88 &8 &5 _ ) Manually| Auto =
- - e o T % Slnactivate Scheduld |Schedule| 2% Moc
Font u Schedule Tasks
Task Name - |Duration - Start - Finish - | fct'10
Yl
= L&n k& hoach cho tirng 11 days Mon 18/10/10 Mon 01/11/10 | ===
giai doan
Phan chng 1day Mon 18/10/10 Maon 18/10/10 2%
Thiét k& vachudn bi PR Tue 19/10/10 Mon 01/11/10
tiép thi
Hoan thanh k& hoach [sEMS Mon 01/11/10 Mon 01/11/10

Khi ban da chon céc cong viéc va thiét 1ap chirc nang Auto Schedule, biéu twong tai cot Task

Mode s& thay déi.
= = Kh&'i cong giai doan 10 days? Tue 02/11/10 Mon 15/11/10
= Phan phdi cic ban sao 2 days Tue 02/11/10 Wed 03/11/10
—_] Viét baitrén cdcbdo 7 days Thu 04/11/10 Fri 12/11/10
tiép thi
= ¥&y dung cong théng 1 day? Mon 15/11/10 Mon 15/11/10
tin gigi thigu sach

trén website

Bigu tugng & phuong
phiap—ty-dong {Auto)

— Bi&u tugng & phuong phdp
thi céng (Manual)

Ban c6 thé thiét 1ap mac dinh cho cac phuong phap, moi khi khéi tao mét cong viec mdi thi
chirc ndng cla nd sé theo cdac thiét 1ap dé. Trén tab Task, tai nhom Tasks, click Mode va chon
ki€u phuong phap thiét lap.
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VIIl. Thiét I3p nhirng ngay khéng lam viéc (Nonworking Day)

Trong phan nay, ban s& dugc tim hiéu lich, 1a phwong tién chinh dé ban kiém soat cong viéc va
ngudn luc trén Microsof Project. o} nhitng chuong sau, ban sé& lam viéc véi mot sé loai lich.
Trong chuong nay, ban chi lam viéc vdi loai lich co ban. Pay la lich xac dinh thoi gian lam viéc va
khong lam viéc d6i vdi cac cong viéc. Hay suy nghi lich cta du an giéng nhu thoi gian lam viéc
binh thuéng trong doanh nghiép, cong ty cla ban. Vi du, gio lam viéc binh thudng bat dau tir
th& 2 dén thir 6, vao luc 8h sang dén 17h chiéu, bén canh d6 cé gid nghi trwa dé 3n udng.
Doanh nghiép cla ban co thé cé nhitng thoi gian ngoai I8, ching han ngay nghi hodc cac ngay 1&
hoi.

Ban c6 thé tao ra thoi gian lam viéc trong Microsot Project tuy thich. D& lam diéu nay, ban thuc
hién cac budc sau:

1. Trén tab Project, tai nhom Properties, click Change Working Time.

Thi&t 13p lich trong
Micresoft Project

-~

|E|' = = -~ |= Projectl.mpp - Microsoft Project

Task Resource Project View Add-Ins Team Format

I — = rm_'rri
. 05T = = —
-‘E |IE_ E_| [Llé,.lj,-_-) ) -:::E@ iél} E53
Subproject Project  Custom Links Between WES Change Calculate Set kove
Information Fields Projects Warking Time Project Baseline ~ Project

Insert Properties Schedule
Tue19/10/10

Stal

4

Timeline

2. Tai For calendar, click miii tén dé sé cac lich xudng.
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- -— —
Change Warking Time » Iﬁ
For calendar: Standard (Project Calendar) - Create Mew Calendar ... ]
24 Hours

Calendar "Standa

Might Shift
Legend: Standard (Project Calendar)
E : October 2010 »  Working times for 18 October 2010:
= M T W Th : g « 3:00 AM to 12:00 PM

Monwarking « 1:00 PM to 5:00 PM

Edited waorking S0 41516783

Il |

R 10 [11 |12 [13 |14 |15 [168 |
On this calendar: Based on:
e, 17 ng 20 |21 |22 |23 , ,
131 | Exception day Default work week on calendar 'Standard’. |
: : 24 (25 |26 |27 (28 |29 |30

31

Exceplions | Wark Weeks

Mame Start Finizh - Details. ..

e 24 Hours: khong c6 thoi gian nghi.

e Night Shift: dugc tinh bat dau tir dém th& 2 cho dén sang the 7, tir 23h dém dén 8h
sang va moi ngay nghi 1h.

e Standard: chuan truyén théng, bat dau tir thir 2 dén thi 6, tir 8h sang d&n 17h chiéu

va moi ngay nghi 1h.
3. Tai c6t Name trén tab Exceptions, nhap tén cia mot sy kién ngoai I1é nao do, tai cot
Start va Finish nhap thoi gian bat dau va két thuc.
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Exceplions | Wark Weeks

Mame Start Finish
1 [Hop nhan vién 25/10/2010 25/10/2010 A

*

Details. ..

Delete

4. Click OK dé xac nhan. Déng hdp thoai Change Working Time. D& xac nhan lai lich dy an,
chu y vao thoi gian ma ban d3 thiét 1ap da chuyén sang mau sdc thé hién ngay khong
lam viéc. Cong viéc sé tiép tuc dugc thyc hién sau khi két thac ngay nay.

dct '10 24 Oct'1§ 310ct’
M| T w[T|Fls|s | m[tT|w|T|[F]s[5]|m

=l

Thei gian khéng
— 1&m vidc gbm thoi
gian ban da thift
1lip, & hinh nay
13 thir 2 ngay
25/18/2018
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IX. Kié€m tra th&i lwong chia ké hoach

Phan nay hudng dan ban cach xem téng thé thoi lwong cling nhuw thoi gian cla dy an. Ban
khéng nhap théng tin téng thoi lvgng cla du an hodc ngay két thic nhwng Microsoft Project
2010 c6 thé tinh todn nhirng gia tri nay dua trén thoi lwgng cong viéc cling nhw méi quan hé,
tinh phu thudc clia cac cong viéc. Mot cach gilp ban cé thé dé dang xem thoi gian bat dau va
két thic cha du an thong qua Timeline va hép thoai Project Information.

Trong bai thyc hanh nay, ban s& thay tong thoi lvong hién tai va ngay két thuc lich trinh cda dv
an dua trén thoi lwgng cac cong viéc va mdi quan hé cla ching ma ban d3 nhap vao.

Tai Timeline bén trén biéu d6 Gantt, chu y thoi gian bat dau va két thuc.

Ban cé thé xem ngay bat diu (Start) va k&t
thic (Finish) cla dy dn tai Timeline

,
|E|| = R R Projectl.mpp - Microsoft Project M
Task Resource Priject View Add-Ins Team Format
| ] Calibri iy . Do e e = Mark on Track = P Inspect - Lol
N Ca Ui Ema S0d e 0% - =
Ea- 57 Respect Links Move > eait
e r u A Sr—— s 9 lanually  Auto Task Information ;- iting
F B I Ul A = Inactivate Schedule Schedule | [ Mode ¥ h =R
Tnpooarg TOmnT Seneaue TaoRe Teelt FTOperE:
Sat 06,11,/10
@
@ Start | Finish
= lan 18,/10/10 Wed 17/11/10
| i o as - Task Name - |Duration - |STart - Finish - | LrUet 10 [£2 Uet U [Elroas ity =~
Mode FlsTtITlsImIwlFlsTTITI=l

Né&u ché& d6 xem Timeline khéng hién thi, ban cé thé vao tab View, trong nhém Spilit View,

danh dau chon Timeline

Bé&n canh d6, ban c6 thé xem thoi lwgng clia du an bang cach khac:

1. Trén tab Project, tai nhdm Properties, click Project Information.
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¥Xem théng tin th&i lugng du dn théng
qua chirc nang Project Information

.
|E|| H9-0-|= Projectl.mpp - Microsoft Project

Task Rgsource Project View Add-Ins Team Format

L, Links Between Projects == = = _}_ status Date:
; C g =T BS
[ wes - i 191010
Subproject Project ustom __ B Calculate Set Move
Information [Fields Se -Nangde warking time Project Baseline ~ Project
Insert Properties Schedule

.1 0/10

2. Tai hop thoai Project Information ban cé thé xem ngay bat dau tai muc Start date hoic
c6 thé xem théng tin tai bang céch click Statistics.

F B
R s L L =
Start Finish
Current Man 18/10/10 Wed 17/11/10
Baszeline M M
Actual M M
Variance 0d 0d
Duration Work Cost |
Current 22d? Oh 50.00
Baseline od Oh 50.00
Actual Od Oh 50.00 il
Remaining 22d? Oh S0.00
Percent complete:
L; Duration: 0% Work: 0%

3. Click Close dé déng hop thoai Project Statistics.
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X.  Tao cac ghi chu cho cong viéc

Ban cd thé tao cac ghi chu cho cdng viéc véi cac thdng tin can thiét. Vi du ban cé thé mé ta chi
ti€t vé cong viéc va van mudn gitt tén cong viéc mot cach ngan gon.

C6 3 loai ghi chu: ghi chu céng viéc, ghi chd ngudn luc va ghi chd phan cdng. Ban c6 thé nhap va
xem lai cac ghi chu cong viéc tai hop thoai Task Information. Chirc nang ghi chd trong Microsoft
Project 2010 hd tro réng rai cac tuy chon tham chi ban cé thé lién két hodc lwu trir mot hinh
anh d6 hoa hodc cac loai tap tin khdac trong ghi cha.

Cac siéu lién két (Hyperlink) cho phép ban két ndi d&€n mot cong viéc cu thé dé thém cac thong
tin bén ngoai vao dy dn — chang han mat tap tin khac, mot trang web....

DE bat dau nhap cac ghi chd cong viéc va lién két dén cac tai liéu thong tin quan trong vé mot
s6 cdng viéc, ban thyc hién cac budc sau:

1. Chon mot cong viéc.
2. Trén tab Task, tai nhém Properties, click Task Notes.

Tac cdc ghi chd che

cing vidc wdi Notes

| | Notes

@Inspect' ; ¥ Summary

i

Bl Move - & Milestone 2] Details
Task Information - .-
ﬁ Mode = - Deliverable 'Eﬁdd to Timeline
Insert Properties
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3. Tai h6p thoai Task Information, tai tab Notes ban nhap n6i dung ghi cha.

i o
Task Information L g

General Predecessursl Resuurcesl Advanced Motes ICustom Fieldsl

Mame: | Phén phdi cic ban sao Duration: | 2 days
Motes:

-

'.éﬁ,r danh sach ngudi nhan tir nha bao, sap bao, nha sach

= [ Estimated

Co ) [

4. Click OK. Biéu twong ghi chu s& hién thj tai cdng viéc ma ban vira tao ghi chu.

4 = Hoan thanh k& hoach 0 days Tue 02/11/10 Tue 02/11/10
> = = Khé&i cong giai doan 11 days? Wed 03/11/10 Wed 17/11f10
6| & = Phén phdi cic ban sao 2 days Wed 03/11/10 Thu 04/11/10
7 = Viét baitrén cicbdo 7 days Fri05/11/10 Mon 15/11/10
ti&p thi
8 = Xay dung cdng théng  1day? Tue 16/11/10 Tue 16/11/10
tin gioi thigéu sach
trén website
g = Khéi déng chuong 1day? Wed 17/11/10 Wed 17/11/10
trinh truyén thang
cho sach
e, BiEU turgng xudt hign sau khi

tao ghi chd che céng viéc

5. Click chu6t phai vao mot cong viéc va chon Hyperlink.
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- Panh gidvaxen &  Assign Resources... 5 Wed 05/09/12 T
In thirva dan Fill Down Wed 05;"093’12 T

Clear Contents
GUri ban in thi Tue 11/09/12 T

=
=
=
. [EF Information...
Xuat

= Hoan tit xem| =) Notes.. Wed 12/09/12 T

b2  Add to Timeline
= - Thigt k& websif @&  Hyperiink. Wed 05/09/12 T
= Cong théng 1M i aays Wed 05/09/12 F
= Téc gia danh ¢ Calibri 11+ =, &= |Mon10/09/12 T

@ ¥

B O A-eo b -
+ = Chuén bi l&n mau vawran JUUays Wed 19/09/12 T
= Gri d€n xwéng mau 1day Wed 19/09/12 V

6. Tai hop thoai Insert Hyperlink, nhap dong chit can hién thi.
7. TaiAddress, nhap dia chi ban muén coéng viéc lién két dén.

f B

Insert Hyperlink

=
Link to: Text to display: | Céing thang tin ICT24H|

Egist'ile . Look in | My Documents |Z|
Web Page , Carmtasia Studio - Bookmark...
— [f:%rlai’:t . Microsoft Press il
My Data Sources
Flace in This , My Stationery |
Document Browsed . My Virtual Machines r
Pages , Mew folder
’iﬁ | Project .
CreateNew | | pecent | Visual Studio 2008 |
Document Files , Wisual Studio 2010
¥ Cloud computing | gidi phdp ma nhd d6 ban ¢d thé 3o hda =
Address: http: {fportal.ict24h. netf |E|
E-mail Address
[ oK J [ Cancel ]

8. Click OK. Luc nay, bén canh cong viéc s& hién thi biéu twong siéu lién két (Hyperlink).
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7 = Vit bai trén cacbdo 7 days Fri05/11/10 Mon 15/11/10
tiép thi

s |@ | S X3y dung cBng théng  1day? Tue 16/11/10 Tue 16/11/10
tin gici thigu sach
trén website

e = Khéi déng chuong 1day? Wed 17/11/10 Wed 17/11/10
trinh truyén théng
cho séch
Bigu tugng siéu lién k&t (Hyperlink)

9. Click tab File. Click Project Information > Advanced Properties.

F, | I"
EBIEH9D-®™-|= Projectl.mpp - Microsoft Project M =R g
.ﬂ' Task Resource Project View Add-Ins Team Format [ a E E2

[ save . .

s Information About Projectl.m... = =—
s C:\Users\ICT24H\Desktop\ Projectl. mpp =: 5= Tt
[5 Open : |
[ Close Project Server Accounts

@ Mot connected to Project Server
[ Project Information -

Manage = =
Recent Accounts -:M Advanced Properties
T E View advanced and custom
properties of this project.
MNew
i Project Statistics
Orga“'ze Global TemPlate See key statistics related to
Print Q Move project elements such as your project.
views, reports, and tables between AT DAt Ty
Save & Send Organizer two local files, or between a local Last Modified Today

file and the global template file. Project Calendar  Standard

Vo Prinritu Y]

10. Tai Subject, nhap tén dy an chang han Chién dich ra mat cudn sach mai

11. Tai Author ban cé thé nhap tén ngudi quan ly dy an hodc nguwdi da thiét 1ap du an nay
trén Microsoft Project 2010.

12. Tai Company nhap tén cla cdng ty, td chirc dang thuc hién dy an.
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» .
Projectl.mpp Properties @lﬂj

General | Summary | Statistics | Contents | Custom |

Title: Praojectl.mpp
Subject: Chién dich ra mat cudn sach mdi
Author: Mguyen Thudn|

Manager:
|| Comparny: ICT24H
Category:

Keywords:

Comments:

Hyperlink
baze:

|:| Save preview picture

Ok ] [ Cancel

13. Click OK dé déng hép thoai.
Nhirng di€m chinh trong chuwong 2

e Van dé thiét yéu cla cac cong viéc trong mot ké hoach chia dy &n la thoi gian va trinh tu.

e Lién k&t cac cong viéc, tao mbi quan hé, thoi gian bat dau va két thic s& anh huéng dén
cac céng viéc khac. M&i quan hé cong viéc théng thuwong la Finish-to-start trong dé cong
viéc nay hoan tat thi cong viéc khac sé& bat dau.

e Trong Microsoft Project, cac giai doan duwgc xem nhu sy tém tat clia cac cdng viéc.

e Ban cé thé thiét lap lich trinh cac cdng viéc bang phwong phap thd cong (Manual) hodc
tuw déng (Auto). V&i phuwong phap thd céng, ban cé thé ghi lai cac thong tin vé thoi lwong
clia cong viéc, ngay bat dau va két thuc.

e Ban cd thé st dung lich trén Microsoft Project 2010 dé kiém sodt thoi gian dé cé thé lam
viéc dung tién do.

e Ban c6 thé tao ghi chi cho mdt cdng viéc nao d6 va chén tai liéu, siéu lién két
(Hyperlink) vao ghi chu dé.
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CHU'O'NG 3 — THIET LAP NGUON LU'C

Trong chwong nay, ban sé dwoc hoc:

v" Thiét I4p thong tin ngudén nhan lyc lam viéc trén dy an.
Tan dung téi da ngudn luec.

Thiét 1ap chi phi cho nguén luc cong viéc.

Thay d&i ngudn lyc dé lam viéc.

Nhap théng tin ngudn chi phi dé theo d&i tai chinh.

DN N NN

Tao ghi chu cho céc ngudn luec.

Microsoft Project 2010 ho tro 3 loai ngudn lyc. GOm cac ngudn lwc sau:

e Ngudn lwc cdng viéc: gdbm con ngudi va cac thiét bj lam viéc d&€ hoan thanh cac cong
viéc trong dvy an.

e Ngudn chi phi dai dién cho chi phi tai chinh lién quan dén cdc cong viéc. Vi du nhu chi
phi gidi tri, du lich, thiét bi ....

e Ngudn nguyén liéu la ngudn ma ban st dung trong sudt tién trinh cda du an. Vi du vdi
mot dy an xay dung ban can phai theo d&i sat thép hoic bé téng duoc si dung trong
sudt du an.

Trong chuong nay ban sé dugc thiét 1ap cho ngudn cdng viéc va chi phi. V&i ngudn tai nguyén
ban s& duoc hudng dan & nhitng chuong sau.

Quan ly ngudn luc hiéu qua 1a mét trong nhitng wu diém clda Microsoft Project 2010. Viéc thiét
lap thdng tin ngudn lwc trong dy an rat quan trong, gilp ban cd thé kiém sodat va theo dai chi
phi tai chinh, con ngudi trong dy an.

1.  Thiét 13p nguén luc cdng viéc

Nguén lyc cong viéc la con ngudi va céc thiét bi phuc vu cho cac cdng viéc cla dy an. Microsoft
Project tap trung vao 2 khia canh cla ngudn luc cong viéc: tinh sdn sdng va chi phi. Tinh san
sang dugc xac dinh khi cdc ngudn luc cé thé lam trén nhirng cong viéc dwoc dua ra trong dy &n
va ¢6 bao nhiéu coéng viéc ma ngudn lyc nay cé thé lam duwoc, chi phi can thiét cho ngudn luc
cong viéc la bao nhiéu?
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Mot s6 vi du vé ngudén luc cong viéc nay:

Nguén lwc cdng viéc :

Ténriéng Nguyén Thuan, Pham Thanh Tung, Luwong
Trung Thanh

Tén chirc vu Bién tap vién, Tac gia, Chuyén gia

Cac ki nang (khi thiét 1ap ngudn luc, ban cé thé  Bién tap cdc ban thao, nhan vién ddnh may
khéng can phai quan tdm dén tén riéng, chirc

vy, chi can quan tdm dén céc ki ndng)

Thiét bj May in, may cat gidy ....

Trong mot dy an, khi ban thiét 1ap nguén luc cho con ngudi va thiét bi ban can chd y dén céc

van dé vé lam viéc. Vi du mot ngudi co thé lam viéc khodng 8 giv/ngay va khéng qua 12h/ngay
nhung cac thiét bj cé thé s& gdp sy c6 chang han bao tri va s& gidn doan cong viéc. Bén canh do,
con ngudi linh hoat hon céng viéc va ho diéu khién cac thiét bi.

Ban khdng can phai theo d&i tat cd cdc thiét bi ma ban s dung trong du &n nhung ban cé thé
thiét 1ap cho cdc thiét bj khi:

e Nhidu nhdm hodc ngudi can cé thiét bi dé chuyén biét dé l1am nhirng cong viéc khac
nhau cung mot luc.
e Ban mudn lap ké hoach va theo dai chi phi lién quan dén thiét bi.

H3y xem xét nhitng vdn dé nay néu dy an clha ban lién quan dén ngudn thiét bi.

Microsoft Project c6 thé gilip ban duwa ra cac quyét dinh théng minh hon vé viéc quan Iy ngudn
lwe cdng viéc nay. Bén canh dd, Microsoft Project gilip ban giam sat cac chi phi vé tai chinh.

Trong bai thuc hanh nay, ban s& nhap tén cla tirng ngudi lam viéc trong dy an.

1. Trén tab View, tai nhdm Resource Views, click Resource Sheet.

-
|E|| - s Projectl.mpp - Microsoft Project Chart Tools
“Task Resource Project View Add-Ins Team Format

B E E* | ._=Resnurce Usage ~ ‘élSnrt* ] [Mo Highlight] = Time
: H - : 8 [l Resource Sheet = | 25 Outline = 7 [Nao Filter] * [AC
Task Team -
Usage ~ ﬂ.* Planner = 8 Other Views - ﬁTables ~ [Mo Group] -
Task Views Resource Wiews Data
¥
c | |
E—- Start |
= Mon 18710710
a Task  Task Name - Duration - |Start
Mode
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2. Click vao 6 bén duwéi cot Resource Name.
3. Nhép cac tén va nhan Enter. Tai cot Initials 1a cic chit cai dau tién cda tén.

0 |ResuurceName - |T1,rpe * Material * |Initials -
Nguyén Mgoc Thudn Work N
Pham Thanh TUung  Work
Lwong Trung Thanh  Work
Tran Van Minh Work
Nguyén Minh Tudn  Work

mzF 4 - .

Bién tap vién Work

2.  Nhép ning suat ciia nguén luc

Cot Max trén bang ngudn lyc dai dién cho ngudn nang suat dé thuc hién cac cong viéc. Mic
dinh 13 100% nang suat nghia I3 1am viéc 100% thoi gian.

Resource Name * Type * Material * | Initials ¥ Group * Max. - [itd_Rate -
Mguyén Ngoc Thudn Work N 100% 50.00/hr
Pham Thanh Tung  Work P 100% 50.00/hr
Lwe'ng Trung Thanh  Wark L 100% 50.00/hr
Tran Van Minh Work T 100% 50.00/hr
Nguy&n Minh Tudn  Work N 100% 50.00/hr
Bién tap vién Waork B 100% 50.00/hr

Mang sudt. Mac dinh

15 1eax
DGi v&i ngudn luc ma ban thiét 1ap theo ki€u ki ndng, ban cé thé thiét 1ap gia tri cao hon, chang
han 800%. Diéu nay cé nghia ban mong mudn 8 ngudi cé ki nang doé sé lam viéc toi da 100%.

1. Chon d6i tuwgng can thiét 1ap nang suat.
2. Nhap gia tri (don vi %) vao cdc 6 thudc co6t Max.
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Rezource Name * Type * Material * | Initials * Group * Max. -
MNguy&n Mgoc Thudn Work N 100%
Pham Thanh TUng  Work P 50%
Luong Trung Thanh  Work L 100%
Tran Van Minh Waork T 100%
Nguy&n Minh Tudn Work N 100%
Bién tip vién Work B 400%

Né&u ban mudén nhap don vi bang cach s thap phan (0.5, 1, 4) thay vi s&t dung don vi % (50%,
100%, 400%) ban cé thé click Option tai tab File. Trén hop thoai Project Option tai muc Show
assignment units as a chon Decimal.

Project Options

General Calendar options for this project: @ Projectl.mpp |L|
Display Week starts on: Sunday EI
Schedule Fiscal year starts in: | January EI
Use starting year for FY numbering
Proofing
Default start time: | 8:00 AM EI These times are assigned t
Save - without specifying a time. |
Default end time: | 5:00 PM EI the project calendar using
‘ Project tab in the ribbon,
Language Hours per day: 3 =
)| Advanced Hours per week: |40 =

Customize Ribbon Days per month: |20 -

Quick Access Toolbar Schedule
Add-Ins ] show scheduling messages
Trust Center Show assignment units as a: | Percentage EI Thay déi don vi ti 1& %
Scheduling options for this proj ==l ol.mpp IZI
Mew tasks created: Manually SChEduIEdEl
Auto scheduled tasks scheduled on: | Project Start Date EI
Duration is entered in: Days EI
Wark is entered in: Haowurs EI
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3. Nhap chi phi trung binh

Hau hét tat cd cdc du 4n déu cé lién quan dén tai chinh va chi phi gidi han cho dy an. Viéc theo
d&i va quan ly cac thong tin vé chi phi cho phép nhitng ngudi quan Iy du an cé thé tra 16i dugc
cau hoi quan trong sau:

e Tdng chi phi du kién dua trén cac cong viéc va ngudn luc trong du 4n cla ching ta la
bao nhiéu?

e C6 phai tien ma ching ta bd ra bang dung s6 tién ching ta da dua ra trong ban ké
hoach cia dy 4n ?

e C6 phai ching ta st dung ngudn lyc dat tién s& 1am dwoc nhidu th hon so véi ngudn
lwe ré hon?

Ban cé thé nhap murc chi phi trung binh cho mot ngudn lwc nao dé. Vi du cac bién tap vién sé
nhan dugc 505/gidy d6i vdi cdng viéc bién tap. Microsoft Project 2010 cé thé x{r Iy cac chi phi
ngoai gi® phat sinh khac, né s& dp dung mirc lwong ngoai gid khi ban thiét 1ap cho mot ai d6 lam
thém gio.

O phin nay, ban s& thiét 1ap mot lich trinh [am viéc 10 gi mbi ngay va mot tuin 1a viéc trong 4
ngay. Nhu vay so va&i thoi gian lam viéc thong thuwong la 1 ngay 8 gio va lam 5 ngay trong mot
tuan.

Thém vao dd, ngoai viéc thiét l1ap murc chi phi trung binh con mét loai chi phi can ban. Pay la chi
phi khdng thay d6i cho du ban cd thiét 1ap thém thoi gian lam viéc la hon 8 gid.

Trong bai thue hanh nady, ban s& nhap murc chi phi trung binh va chi phi phat sinh néu thoi gian
ngoai gio lam viéc.

1. Click View, tai nhdm Resource Views, click Resource Sheet.
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”

|E|| HY--= 5 Advanced Tasks A_Start.mpp - Microsoft Project | Resource 3
Task Resource Project View Custom Add-Ins Team For
E ENetwnrk Diagram - ,_=§Resnurce Usage = ‘%l Sort - . [Mo High

E| Calendar - : 8 [iefl Resource Sheet|~ ||| 25 outline = ~F [Ma Filter
=
Gantt Task Team

Chart * Usage = ﬂ Other Views - Planner = 5 Other Views - _BTables ~ Resource
Task Views Resource Views Data
Rezource Name ¥ |Group  Max. T Peak * Std.Rate ~ [C
E Group: No Value 1,800% 1,175%
20 Ban in thi 0/day 5100.00
3 Bién tdp vién 200% 150%  545.00/hr
16 Bi lai 0%
11 Dich vuin 100% 100% 50.00/hr
2 Dich vu in mau 100% 100% 50.00/hr

2. Trén tab Resource, tai cot Std. Rate clla mét ngudén luc.

3. Nhap chi phi, chang han 42$ cho mét gio. Mac dinh chi phi trung binh tinh theo don vj
gio.

4. Ban c6 thé thay déi don vi thoi gian thanh tuan, thang theo chit viét tit. Chang han chi
phi 1100S cho mét tuan lam viéc.

Resource Name ¥ Type * Material - |Initials ¥ Group ¥ |Max. - |5td. Rate ¥ lOvt. Rate ~ Co:
Mguyén Ngoc Thudn Waork ] 100% 542.00/hr $0.00/hr
Pham Thanh Tung  Work 50% 51,100.00/wk 50.00/hr
Lwong Trung Thanh  Work 100% | 52,700.00/wk S0.00/hr
Tran Van Minh Work 100% s0.00/hr 50.00/hr
Mguy&n Minh Tudn  Work 100% 555.00/hr 50.00/hr

ADO% 545.00/hr 50.00/hr

Thigt 1dp chi phi triung binh I

tinh trén don wi thdi gian

mz 4 - @

Bién tap vién Work

5. DE thiét 1ap chi phi khi lam ngoai gi®d, ban c6 thé thao tac tai cét Ovt. Rate. Cot nay thé
hién murc chi phi ngoai gio.
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Resource Name ¥ Type ¥ |Material ¥ |Initials ¥ Group ¥ Max. * |Std. Rate ¥ |Ovt. Rate ~ [Cost/Use ~
Nguy&n Ngoc Thudn Wark N 100% 542.00/hr| S$67.00/hr 50.00
Pham Thanh Tung  Work P 50% 51,100.00/wk 50.00/hr 50.00
Lrong Trung Thanh  Work L 100% 52,700.00/whk 50.00/hr 50.00
Tran Van Minh Work T 100% 50.00/hr 50.00/hr 50.00
Nguy&n Minh Tudn  Work N 100% $55.00/hr 50.00/hr $0.00
Bign tip vién Work B 400% 545.00/hr 50.00/hr 50.00

Thigt 13p chi phi ngoai
gito lam viéc

4. Diéu chinh th&i gian Iam viéc cho nguén luc

Microsoft Project 2010 st dung cdc loai lich cho cac muc dich khac nhau. o chuwong 2 ban da
duoc tao danh sich cac cdng viéc va thay déi lich trinh dé xac dinh nhitng ngay lam viéc va
khong lam viéc trong du an ddi v&i cac cong viéc. O phan nay, ban s& tap trung nhiéu hon vdi
lich trong Microsoft Project 2010 dé kiém soat ngay lam viéc va khdng lam viéc trén tirng ngudn
lwe cu thé. Vi lich, ban chi c6 thé ap dung vdi ngudn lwc cdng viéc (con ngudi va thiét bi) chir
khong thé ap dung duoc véi ngudn chi phi va nguyén liéu.

Khi ban bat dau kh&i tao cac ngudn lyc cho dy an, Microsoft Project 2010 s& tao mot lich lam
viéc cho mdi ngudn luc. Lich co ban xac dinh mot ngay 1am viéc bat dau tir 8 gio sang va két
thic vao ltc 17 gio chiéu, mot tuan 1am viéc bat dau tir th& Hai dén tha Sy va mdi ngay cé 1
gioy ddng ho dé an trua va nghi ngoi. Néu tat ca thoi gian lam viéc ciia ngudn lyc khédp vdi lich
co ban thi ban khéng can phai chinh sira thai gian. Tuy nhién, s& cé mét sd thay d6i khi cé thoi
gian lam viéc ngoai gio hodc mdt s6 trudng hop ngoai 1é (chang han ngay 1& hodc mdt s6 thoi
gian khac khéng c6 trén céc ngudn luc nhu dao tao, tham dy héi nghi...)

O phan nay, ban sé& thiét 1ap thdi gian 1am viéc va khdng 1am viéc cho tirng ngudn luc cong viéc
cu thé.

1. Trén tab Project, tai nhdm Properties, click vao Change Working Time.
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B9~ =5

Task Resource

p = Zq

Advanced Tasks A_Start.mpp - Microsoft Project

Project View Custom Add-Ins Team

)l

Subproject Project  Custom Links Between WES Change alculate Set
Information Fields Projects Warking Time Project EBaseline-
Insert Properties Schedule
Resource Name * |Group ™ |Max. * Peak ¥ |5td. F
B Group: No Value 1,800% 1,175%
20 Banin th 0/day
3 Bién tap vién 200% 150%
16 Bi lai 0%
11 Dich vu in 100% 100% ¢
2 Dich vu in mau 100% 100% ‘

2. TaiFor calendar, chon mét ngudn luc cu thé.

Standard (Project Calendar)
Mguyén Mgoc Thudn
Waorking Pham Thanh Tlng

. Nonworki Trgn v&n Minh

. -
"5y Edited cheuyeﬁn M!r:h Tuan
{== ! hours Bién tap vien

Lurgng Trung Thanh

b 1 — —
Change Waorking Time - » — ﬁ
For calendar: Lugng Trung Thanh - [ Create New Calendar ... ]
. 24 Hours |
bz = e Might Shift Chon mot ngudn luc cu
the

Waorking times for 19 Qctober 2010:

« 3:00 AM to 12:00 PM
« 1:00 PM to 5:00 PM

On this calendar:

I Irr rr o I rx ror

Based on:

17 (18 20 (21 |22 |23

Default work week on calendar 'Standard'.

: 31 | Exception day

24 (25 (25 |27 |28 |29 |30

1} Mondefault work

31
i week 31 | |

3. TaiBase calendar dé& mic dinh chuan co ban Standard.
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-
Change Working Time u
For calendar: Lurang Trung Thanh - Create Mew Calendar ...
Base calendar:  Standard -
Legend: Chick on & an To see itz working times:
e ) October 2010 ~  Working times for 25 October 2010;
S| M| T |W|Th|F 5

« 3:00 AM to 12:00 PM
« 1:00 PM to 5:00 PM

Edited working S 41516 |7 |83

Il |
............. hours 10 111 112 113 112 |15 18 |

i31;

Based on:

17 (18 |19 |20 |21 |22 |23

= 24 EZE 27 28 |29 |30
33 | Nondefault work

i week 31

Default work week on calendar 'Standar:

II Exceptions | Wark Weeks

4. Tai tab Exceptions trén hop thoai Change Working Time, click vao mot 6 bén dudi cot
Name va nhap mot sy kién nao dé ddi véi ngudn luc da chon.

Exceptions | Work Weeks

MName Start _ Finish - Details...
1 |Tham gia hdi nghi 19/10/2010 20/10/2010 || |

Delete

5. Tai For calendar, chon mét ngudn luc khac. Luc nay Microsoft Project 2010 s& hién thi
hop thoai héi ban cé lvu thay d6i d6i véi ngudn luc vira méi thiét 13p. Click Yes dé xdac
nhan thay déi.

6. Click Work Weeks trén hop thoai Change Working Time.
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I Wark Weeks
Mame Start Finish - Details. ..

SO [D=fault] MA |

Delete

Help E&ﬁons... { [ oK ] [ Cancel ]

7. Click [Defaullt] bén duwdi cot Name, sau dé click Details.
8. Tai hdp thoai Details for ‘[Default]’ chon céc ngay tir thit Hai dén th& Nam tai Select
day(s). (Ban c6 thé gilt phim Ctrl va click vao cac ngay dé chon)

T I I I I L1 el
g
Details for '[Default]’ '
; ails for [ ult] : m ﬁ
Set working time for this work week
Select day(s): (@) Use times from base calendar for these days.
y (71 Set days to nonworking time,

(71 Set day(s) to these spedfic working times:

9. Danh dau chon vao Set day(s) to these specific working times.
10. Thay d6i thdi gian tir 5:00 PM thanh 7:00 PM va nhan Enter.
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| [ (R [N [N [— W M . |

" Details for '[Default] .. - [

Set working time for this work week

Select day(s): (7 Use times from base calendar for these days.
" (7 Set days to nonworking time.
(@) Set day(s) to these spedific working times:

i
From To
; 1 |5:00AM :12:00PM
Saturday 2 (L0aPM  R7.00 PM

11. Click vao Friday. Danh diu chon vao Set days to nonworking time dé thiét 1ap ngay th&
Sau la ngay khong lam viéc.

= ,
Details for '[Default]’ s . 5]
o ‘
Set working time for this work week
Select day(s): (71 Use times from base calendar for these days.

1K o b 2 3

Sunday L:,l Set days to nonworking time. §
I Monday () Set day(s) to these specific working times:

Tuesday

Wednesday
| Thursda
ol

Saturday

12. Click OK dé déng hép thoai Details.

Sau khi thay d6i ban cé thé thay thoi gian lam viéc hién tai gdm 5 ngay/tuan va 10 gi& mdi ngay
cho d&i twong ma ban thiét 1ap.
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Click on a day to see its working times:

October 2010 +  Warking times for 19 QOctober 2010;
5 L. : g « 3:00 AM to 12:00 PM
« 1:00 PM to 7:00 PM

18 gid 1am viéc mdi
10 §11 |12 |13 (14 |{d5 |16 [ ngay
Based on:

17 |15 pk=m 20 | 21 |22 | 23
Default work week on calendar Nguyén

24 |25 |26 |27 |28 |9 [30 Ngoc Thun'.

Mondefault work
week 31

- B8i tugng lam viéc theo

lich vira mdi thigt 1lap

Work Weeks ——— Lam vigc 5 ngay/tuin

13. Click OK dé déng hép thoai Change Working Time.

5.  Thiét Iap nguén chi phi

Mot trong nhirng loai ngudn luc trong Microsoft Project 2010 |a ngudn chi phi. Ban c6 thé sl
dung ngudn chi phi dé dai dién cho chi phi tai chinh lién két véi mot cdng viéc nao do trong dy
an. Trong khi nguén luc céng viéc (con nguwdi va thiét bj) dwoc thiét 1ap vé chi phi theo don vi
thoi gian thi muc dich duy nhat cta ngudn chi phi la thiét 1ap cac loai chi phi cho mdt hodc
nhiéu céng viéc. Thdng thuwdng thi cac loai ngudn chi phi cé thé bao gdm danh muc cac khoan
chi phi ma ban muén theo ddi mot duw an véi muc dich bdo cdo tai chinh, chang han du lich, giai
tri hodc dao tao. Ngudn chi phi khdng lam viéc cling nhu khéng dnh hudng dén lich trinh céng
viéc. Trong Resource Sheet thi cdc c6t Max, Over. Rate va Cost/Use khdng thé dp dung cho
ngudn chi phi. Sau khi thé&t [ap mdt ngudn chi phi cho mdi cong viéc, ban cé thé tinh duoc chi
phi tich Itiy, chdng han téng chi phi di lai trong mot dy an.

Khi ban thiét 1ap mot ngudn luc cong viéc doi vai mot cdng viéc nao dd, ngudn luc cdng viéc cod
thé tao ra mot chi phi dua trén gid tri trung binh (40$ mdi gi®) ma ban thiét 1ap. Ban cé thé
nhap gia tri chi phi ctia mét ngudn chi phi chi khi ban thiét 1ap né cho mét cdng viéc nao do.

1. Trén tab View, tai nhodm Resource Views, click Resource Sheet.
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’
|E|| H9-¢v-= = Advanced Tasks A _Start.mpp - Microsoft Project |_:-.;- e

Task Resource Project View Custom Add-Ins Team For

E E Metwork Diagram ~ ._=-g Resource Usage - ‘%l Sort - . [Mo High

E| Calendar - : a i Resource Sheet| = || 25 Outline = 7 [Mo Filter
=
Gantt Task Team

Chart * Usage = ﬂ Other Views - Planner = 5 Other Views - &Tables ~ Resource
Task Views Resource Views Data
Rezource Name ¥ |Group  Max. T Peak * Std.Rate ~ [C
E Group: No Value 1,800% 1,175%
20 Ban in thi 0/day 5100.00
3 Bién tdp vién 200% 150%  545.00/hr
16 Bi lai 0%
11 Dich vuin 100% 100% 50.00/hr
2 Dich vu in mau 100% 100% 50.00/hr

2. Taicot Resource Name, nhap thém mot tén mdai.
3. Taicdt Type, chon ngudn chi phi 13 Cost

Resource Name * | Type * |Material * Initials -

MNguyén Mgoc Thudn Work N
Pham Thanh Tung  Work
Lwro'ng Trung Thanh  Work
Tran Van Minh Work
Mguy&n Minh Tudn Work
Bién tap vién Work
Chi phi di lai | \work] vl

Wark
Material I
Chon Cost | dé

thigt 1lap ngudn
chi phi

ojm oz 4 -

Ban s& duoc thiét 1ap ngudn chi phi tai chvong 4.
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6.  Tao ghi chu cho ngudn luc cdng viéc

o chwong 2 ban d3 tao mét s6 thong tin ghi chi cho cong viéc. Tai phan nay ban sé tao ghi chu
cho céc ngudn luc cdng viéc dé lwu lai nhirng diém cha y, gitip ban hiéu qua hon trong du an.

1. Trén tab View, tai nhdm Resource Views, click Resource Sheet.

r|E|| HO9-0-= |5 Advanced Tasks A Start.mpp - Microsoft Project | Resource 8
Task Resource Project WView Custom Add-Ins Team Far
E j Metwork Diagram ~ EEE | ,_g Resource Usage = ‘e",l, Sort - & [Mo High
_| Calendar = - rr Resource Sheet|~ |J Outline = & [Ma Filter
ciaar:ttt UI:;l; - ﬂ Other Views = p|;f1?1erv 8§ Other Views ~ _BTables = ﬁ:; Resource
Task Views Resource Views Data
Resource Name * |Group ™ |[Max. * Peak * 5td.Rate ~ C
B Group: No Value 1,800% 1,175%
20 Banin thi 0/day 5100.00
3 Bién tap vién 200% 150%  545.00/hr
16 Bilai 0%
11 Dich vuin 100% 100% 50.00/hr
2 Dich vu in mau 100% 100% 50.00/hr

2. Taitab Resource, trén cdt Resource Name, click chon vao mét déi tuong.
3. Tai nhédm Properties, click Details. Microsoft Project 2010 s& hién thj bang Resource
Form.
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o ¥ [@ ) § — 'ZE'SJ -~ [~ [z Leveling Options
- ’ ! . = e »@ & Clear Leveling
A Resource Substitute Add Information MNotes |Details Lewel Level Level N
Planner~ | Resources Pool= Resources | Resources = Selection Resource Al illi Next Overallacation
View Assignments Insert Properties Level
o |Re50urce Name ¥ (Type ¥ Material ¥ |Initials * |Group ¥ Max. ~ |Std. Rate ~ |Owt. Rate
1 Nguyén Ngoc Thudn Work N 100% $12.00/hr  567.00/
= 2 Pham Thanh Tung ~ Work P 50% 51,100.00/wk 50.00/
ar
= Luong Trung Thanh (s L 100% 52,700.00/whk 50.00/
g 4 Tran Vin Minh Work T 100% 50.00/hr  50.00/
5
2 s Nguy&n Minh Tudn  Work N 100% $55.00/hr  $0.00/
M G Bi&n tap vién Work B 400% $45.00/hr  $0.00/
7 Chi phi di lai Work C 100% 50.00/hr 50.00/
4 [w]
Mame: | Luong Trung Thanh Initials: | L Max units: | 100% = Previous l [ Mext ]
Costs Base cal:  standard -
Stdrate: | g2 700.00/w | Ber use: £0.00 Group:
Ovtrate: | g0.00/h Accrue bt prorated v  Code:
Project ID |Task Name Work: Leveling Delay Delay Scheduled Start Scheduled Finish -
(

E
=
[=]
[
@
L=
2
=]
[e]
a
ar
o

Ban c6 thé xem bang Resource Form bang cach danh dau chon Details tai nhém Split View trén
tab View.

4. Click vao bat ki chd nao trén Resource Form.
5. Trén Ribbon, click tab Format.

|’E| e O - - |5 Projectl.mpp - Microsoft Project Resource Eorm,lools
File Task Resource Project View Add-Ins Team Format

| 5 Resource Form| o @ é J @

ﬁ Resource Mame Form
Schedule| Work  Cost  Motes Objects

Type Dretails
o |Resuur|:EName - |T1,rp-e * Material * Initials * Group ™ M
1 Nguyen Mgoc Thudn Work N
2 Pham Thanh Tung  Work P

EEREN oo [T :
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6. Click Notes trén tab Format.
7. Nhap néi dung tai Resource Form.

2 Pham Thanh Ting  Work p 50% 51,100.00/wk 50.00/hr
3 Luong Trung Thanh  (sIg L 100% $2,700.00/wk 50.00/hr
T 4 Tran Van Minh Wark T 100% 50.00/hr $0.00/hr
W 5 Nguy&n Minh Tudn  Wark N 100% 555.00/hr 50.00/hr
g 5 Bi&n tip vién Wark B 400% $45.00/hr $0.00/hr
§ 7 Chi phi di lai Work T 100% $0.00/hr  $0.00/hr
4[]
Mame: | Lugng Trung Thanh Initials: | L Max units: | 100% [ Previous ] [ Next ]
Costs Base cal:  standard -
Stdrate: | g2, 700.00/w | Beruser | go.00 Group:
Ovtrate: | ¢n.0nfh Accrue ati  prorated *  Code:

2 === E) = |

Mr Thanh d3 tirng cf vén cho 2 cudn sach trurdc day cha Mr Thuén.

=
=
[s]
w
a
o
=
5
o]
wl
[}
o

8. Click Next dé chuyén dén déi twong ké tiép. Khi ban click Next thi d6i twong ma ban vira
tao ghi chd s& dugc xac nhan hoan tat.

Khi ban tao xong ghi chu va click Next, biéu tuwong ghi chd s& hién thi bén canh déi tugng.

o |ResuurceName - |T1,rpe * Material * |Initials -

1 Mguyén Mgoc Thudn Work N
2 Pham Thanh Tang  Work F
3 = L
., 2 Notes: 'Mr Thanh d3 tirng cf vdn T
_‘3:3 cho 2 cudn sdch trude ddy cla
i 5 Mr Thudn.' M
ar
s 6 Bién tap vién Wark B
E 7 Chi phi di lai Work C
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9. Trén tab Resource, tai nhdm Properties, click Details. Bang Resource Form sé& dugc
dong lai

Nhirng di€m chinh trong chuwong 3

e Ghichép cac théng tin ngudn luc trén du an gitip ban kiém soat tdt hon cac cdng viéc va
chi phi.

e Ngudn lyc cdng viéc bao gdm con nguwdi va thiét bi lam cdc cong viéc trong du an.

e Ngudn chi phi la cic chi phi ban muén theo ddi qua mét dy an.
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CHUONG 4 — THIET LAP CONG VIEC V&1 CAC NGUON
LU'C

Trong chwong nay, ban sé duwogc hoc:

v" Phan cong viéc
v’ Kiém soat tién do du an bang cach bd sung ngudn luc
v Thiét 1ap ngudén chi phi cho cdc céng viéc.

Trong chwong 2 va 3, ban d3 tao cac cdng viéc va ngudn lyc. Tai chwong nay, ban s& phan cong
céc cdng viéc dén ngudn nhan lyc.

I Phan cong viéc
DE thiyrc hién viéc phan cong viéc cho ngudn nhan luc, thuc hién cac budc sau:

1. Trén tab Project, tai nhom Properties, click Project Information

F|E| HO--= |5 Advanced Tasks A_Start.mpp - Microsoft Project | Re
Task Resource Project View Custom Add-Ins Team
w3 | & L B2 E
Subproject Project Custom Links Between WES Change Calculate Set it
Information JFields Projects Working Time Project Baseline = Pr
Insert Properties Schedule

Resource Name - |Gruup > Max. * Peak * Std. Rate

B Group: No Value 1,800% 1,175%
20 Ban in th 0/day 510
3 Bi&n tap vién 200% 150%  $45.0

] Bi lai 0%
i1 Dich vu in 100% 100% 50.0
2 Dich vu in mau 100% 100% 50.0
4 S Duorng Trung Tan, 100% 0% :2,700.0C
E.'EJ 17 HG Tung 100% 0% 522.0

2. va click Statistics.
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[ Project Statistics for 'Projectl.mpp’ ﬁ
Start Finish
Current Mon 18/10/10 Fri 19,/11/10
Baseline MA MA
Actual MA MA
Variance od od
Duration Work Cost

Current 24d 0Oh $0.00
Baseline od Oh 50.00
Actual od Ch $0.00
Remaining 24d 0h 50.00
Percent complete:

Duration: 0% Work: 0%

Chu y thoi luvong hién tai 13 24 ngay va chi phi bang khéng. Sau khi ban thyc hién viéc thiét 1ap
c6 thé kiém tra lai sy thay ddi gid tri.

3. Click Close.
4. Trén tab Resource, tai nhdm Assgnments, click Assign Resources.

-
|E|| H o~ = |5 Advanced Tasks A_Start.mpp - Microsoft Project Gantt
Task Resource Project View Custom Add-Ins Team |
B 8|8 o =S
Team Assign  Resource Substitute Add Information MNotes Details Leve
Planner ] Resources | Pool™ Resources | Resources Selection
View el signments Insert Properties
o Task . |Task Name - |Duration . |5tz
Mode
0 = ~ D an sach Microsoft Project 2010 172 days M
cua ICT24H 02
1o T * Hop v&i cic bién tip vién 60.13days M
15 = = Mua lai 27 days M
16 | = Bd nhan duoc ban thao lo days M
=
17 a Cilva rhiva RA Adone 17 Aawe [N

7. HOp thoai Assign Resources hién thi.

DONG NGUYEN & TEAM Page 84




Microsoft*

Project Professional 2010

Assign Rescurces

Task: Khdi cdng giai doan
Resource list options

Resources from Projectl.mpp

|Bién tap vién

i Assign
Fesource Mame R/D Units  |Cost W
Bién tap vién Bl Remove
Chi phi di lai
Lugng Trung Thanh Replace...
Mauyen Minh Tudn
Mguyen Mgoc Thudn Graph
Pham Thanh Tung
Tran Van Minh

Hold down Cirl and dick to select multiple resources

luwc, sau do click Assign.

Assign  Resource 5 Information Motes Details
Resources  Pool~

Assignments Insert

5. Taicot Task Name, click chon mot cong viéc.

;?;, Clear Leveling

- & @ [ Leveling Options
= e »@

Level Level X
on Resource Al illi Next Overallocation

6. Tai cot Resource Name trén hdp thoai Assign Resource, click vao mét déi tugng nguén

Properties Level
[ Task  |Task Name - |Duration - |Start - |Finish .|| [100ct'10 [17 Oct'10 [240ct'10 [31 Oct '10 |07
Mode sm{wlr[s[T[T s [m[w[F|[s[T[T[s]
= Lén k& hoach cho tirng 11 days Mon 18/10/10 Tue 02/11/10 L oy
giai doan :
ncdng 1day Mon 18/10/10 Mon 18/10/10 _Qllm:'ng Trung Thanh
=) Thigtké& va chudnbi 2 wks Tue 15/10/10 Tue 02/11/10 - i
tigp thi l
= Hoan thanh k& hoach 0 days Tue 02/11/10 Tue 02/11/10 % 02/11
= = Khé&i cong giai doan 13 days Wed 03/11/10 Fri 19/11/10 g
@ = Phan phéi cic ban sao 2 days Wed 03/11/10 Thu 04/11/10 | l
F'_ B
= Vit bai trén cichda 7 days Fri  Assign Resources . [
tigp thi
% % . . " Task: Phan cdng
Xay dung cBng thong 2 days Tue Resource st options
tin gidi thidu sich
trén website Resources from Projectl.mpp
=S Khéi déng chuong 2 days Thu [Lirong Trung Thanh = Assign
trinh truy&n théng Resource Name‘ R/D Units  |Cost [
cho sach v I;UntgéTru.ljg Thanh 100% i§540.00 Remove
i€n t3p vién
Chi phi di lai Replace...
MNguyén Minh Tusn
Mguyen Maoc Thusn Graph
Pham Thanh Tung
Tran Van Minh
Held down Ctrl and dick to select multiple resources
A\

I
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Khi ban thiét 1ap cdng viéc cho mét d6i tugng ngudn luc, Microsoft Project 2010 sé& ty dong tinh
todn chi phi dua theo chi phi trung binh va thoi gian thyc hién. Vi du mét nhan vién cé luvong
trung binh 13 2000S khi lam viéc mét tuan (5 ngay/ tuan) va nhan vién dé thyc hién mot cong
viéc c6 thoi lvgng 2 ngay thi Microsoft Project 2010 s& tu dong tinh ra duoc chi phi phai tra cho
nhan vién dé la 800S.

7. Tuong tu véi cac déi twong ngudn lwc khdc, ban sé thiét 1ap cdng viéc cho tirng d6i
tuong. Tai biéu d6 Gantt ban s& thay tén d6i twong ngudn luc.

Task . |TaskName - |Duration . [start . |Finish . |[17 Oct'10 |24 Oct'10 |310ct'10 |07 Nov '10 |14 Nov '10 |21 Nov '10
Mode 5ITITISIMIWIFISITITISIMIWIFISITITISIMIWIFI
= =/ L&n k€ hoach cho tirng 11 days Mon 18/10/10 Tue 02/11/10 | @ v E
giai doan _J
= Phan cdng 1day Mon 18/10/10 Mon 18/10/10 'Qllu'o'nngngThénh
=) Thigt k& va chudnbi 2 wks Mon 18/10/10 Tue 02/11/10 L 3H Nguyén Ngoc Thudn
tigp thi :
=S Hoan thanh k& hoach 0 days Tue 02/11/10 Tue 02/11/10 : ¢ 02/11 ]
= = Khé'i céng giai doan 13 days Wed 03/11/10 Fri 19/11/10 v W
=) Phén phdi cac ban sao 2 days Wed 03/11/10 Thu 04/11/10 : Pham Thanh Tung[50%] E
=) Vit bai trén cicbdo 7 days Fri0s/11/10  Mon 15/11/10 Pham Thanh Ting[50%]
tigp thi
= X8y dung cdng théng 2 days Tue 16/11/10 'Wed 17/11/10 Phéim Thanh Ting[50%]
tin gi&i thiéu sach E
trén website
=) Khi déng chwong 2 days Thu 18/11/10 Fri 19/11/10  Tran Van Minh
trinh truyén théng E
cho sich

8. Click tab View, tai nhém Spilit View danh dau chon Details.

o @ & =
';%Ennm* [T Timeline = [ E:qu =
=& Entire Project| | [#] Details  Task Form v _i' = =2
MNew Macros
3 selected Task Window ...~ -
1om Split View Window MMacros
Pre | |01 Apr'i2 15 Apr'12 [29 Apr'12 13 May '12 [27 Mz &
FlT s[wls|[T[m[F[T|[s[w][s[T[m]|F]T5
@
I | | | [ | | |

| éluzfm

16 —w Mguyén Ngoc Thuin

K m b
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9. Click vao mét ddi twong ban sé thiy bén cot Predecessor Name hién thj tén cong viéc
cla déi twong dé.

Mame: | Thi€t k& va chudn bi tigp thi Duration: | 2wks = [C|effortdriven || Manually Scheduled Previous ] [ Mext ]
Start:  Mon 18/10/10 *  Finigh: Tue 02/11/10 *  Task type: Fixed Units * % Complete: 0% |[=
ID  |Resource Mame Units Work - ID  |Predecessor Name Type Lag
1 iNguyEn Mgoc Thudn 100% 80h . 2 iPhan céng FS od|| |

=
=
[}
w
o
5
:
P

N&u ban muén thiét 1ap cdng viéc cho nhiéu hon mét déi tuong, ban cé thé click Resource
Names theo cdng viéc tuong rng va chon ddi twong.

Duration - |Start - Finish - |Predecessors _ (Resource Names Add New Colur
11 days Mon 18/10/10 Tue 02f11/10
1day Mon 18/10/10 Mon 18/10/10 Lirong Trung Thanh
2.4 wks Mon 18/10/10 Tue 02/11/10 2 & | Nguy&n NgocTH
0 days Tue 02/11/10 Tue 02/11/10 3 || Bién tap vién
13 days Wed 03/11/10 Fri19/11/10 1 ~[C]Chi phi di lai
2 days Wed 03/11/10 Thu 04/11/10 ~[CJLuong Trung Thanh
7d Fri05/11/10 Mon 15/11/10 6 ~[INguyén Minh Tuén
Ay a on -[¥|Nguyén Ngoc Thuin
-[_|Pham Thanh Ting
2 days Tue 16/11/10 Wed 17/11/10 7 W] Trin Vin Minh
THT IEI-\JU.-’CIJ

II.  Ki€m soat cdng viéc khi thém hodc g& bd nguén luc

Nhu ban d3 thay trwdc do, ban xac dinh s6 lwong céng viéc va lién két né vdi déi twong ngudn
lwc. Khi ban st dung chirc ndng ty dong thiét |ap thai gian cho céng viéc, Microsoft Project cung
cip cho ban mét tuy chon dé kiém soat vé chi phi, thoi lwgng khi ban mudn thém mét doi
tuwong nguén luc khac vao cdng viéc. Tuy chon nay duoc goi la effort-driven. Ban cé nhiéu sy
linh hoat khi 4p dung tuy chon effort-driven. Ban cé thé b4t tuy chon nay cho toan bd du an
hodc céng viéc cla ban.
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O bai thue hanh nay, ban s& thém mot déi twgng vao va xem cach tinh todn cla Microsoft
Project 2010.

1. Click chon mét cong viéc da dugc lién két dén mot d6i twgng ngudn luc. Trén tab
Resource, tai nhdm Assignments, click Assign Resources.

-
|E|| H - = | Advanced Tasks A_Start.mpp - Microsoft Project Ganti]
Task Resource Project View Custom Add-Ins Team |

Team Assign  Resource Substitute Add Information Motes Details eve
Planner | Resources | Pool™ Resources | Resources Sele g

View el cignments Insert Properties
0 Task . |Task Name - |Duration . |5tz
Mode
0 = ~ Du an sach Microsoft Project 2010 172 days M
cua ICT24H 02
1 o B * Hop v&i cdc bién tap vién 60.13days ™M
15 = = Mua lai 27 days M
16 | = B3 nhin duoc ban thao lo days M
=

17 =|—"x Si'ea rhiva nAl Ao 17 Aawc (Y1

2. Chon mét ddi tuwong khéc va click Assign.

e o - - [ ] |
Trllet kévachuanbi 2wks Assign Resources I XY
tigp thi
Hoan thanh k& hoach 0 days Task: Thigt ke va chuan bi tigp thi
. . Resource list options

= Kho'i cong giai doan 13 days

Phén phdi cdc ban sao 2 days Resources from Project1.mpp
Viét baitrén cicbdo  7days | TrEn vin Minh e
tiép thi Resource Name R/D Units | Cost |:|

~ —— R v |Nouyen Ngoc Thudn 100% :%3,360.00 Remove
X_ay l:_i%r_ng f:ﬂong Fhong 2 days Bizn tap vien
t|rﬂ1 gidi thl_eu sach Chi phi i lai Replace. ..
trén website Lurang Trung Thanh
Khoidangchwong  2days Nauyen Minh Tusn [ Graph ]
trinh truygn thong NI
cho séch

Hold down Ctrl and dick to select multiple resources

\ F

3. Taitén coéng viéc & cdt Task Name, click biu tugng Action.
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= Phén cing 1 day Mon 18/10/10 Mon 18/10/10
< @ vr Thié&t k& va chuin bi |2.4wk5 Mon 18/10/10 Tue 02/11/10 2

You've added new resources to this task. Is it because you wanted to:

O

Reduce duration so the task ends soconer, but requires the same amount of werk (person-hours)
Increase total work because the task requires more person-hours, Keep duration constant.
(' Reduce the hours that resources work per day. Keep duration and work the same,

Show me more details.
Xay dyng cong thong 2 days Tue 16/11/10 Wed 17/11/10 7
tin gici thiéu sach
trén website
Khdi déng chuong 2 days Thu 18/11/10 Fri19/11/10 &
trinh truyén théng
cho sach

@
o ol ol o0
@)

ol

4. Tai day cho phép ban thiét ap lai thoi lvgng khi ban d3 lién két thém mot doi tuong
vao. Microsoft Project s& tinh todn dwa trén nang suat lam viéc cta ddi twong va thoi
lvgng hoan thanh cong viéc.

5. N&u ban mudn g& bo ddi twong ra vi mot |i do nao dé, chang han mot nhan vién nghi dé
chdm séc con trong mot ngay. Click Assign Resources, chon tén déi twong can g& bd va
click Remove.

P '\
Assign Resources

&3

Task:Thietkew..ra d1u§n s Click Remove dé& g& bo mdt ddi
Resource list options tugng ngudn luc

Resources from Project 1.mpp

Tran Yan Minh - Assian
Resource Name R/D Units  |Cost [ —
v |Nguyén Ngoc Thuan 100% %3,350,00 ml | Remove |
Ll T 100% 50,00
Bién t3p vién | Replace... |
Chi phi di lai
Lurgng Trung Thanh | Graph |
Mguyen Minh Tudn
Pham Thanh Tung

Hold down Ctrl and dick to select multiple resources

6. Click lai biéu twong Action. Danh diu chon vao Increase duration so the task ends later
but requires the same total work (person-hours). Khi ban ddnh dau chon vao day
Microsoft Project sé ty dong tang thoi lvgng lam viéc [én. Vi du néu mét 2 nhan vién
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cung lam mot cdng viéc trong 2 tudn s& hoan thanh thi khi ban g& bd 1 nhan vién thi
thoi lwong s& tdng Ién 4 tudn néu ban ddnh diu chon vao lua chon dé.

= Phén chng 1day Mon 18/10/10 Mon 18/10/10
=0 vr Thi&t k& va chudin bi |2wks Mon 18/10/10 Tue 02/11/10 2
% You removed rescurces from this task, requiring a change in its schedule, Do you want to: —_—
= ' Increase duration so the task ends later but requires the same total work (person-hours)

& % (2! Decrease the total work because the task requires less person-hours, Keep duration constant. -
2, | © Increase the hours that resources work per day. Keep duration and work the same. P

Show me more details,
e = =

Xay deng congthdng 2 days
tin gii thigu sach

Resources from Project1.mpp

7. Taitab Task, & nhém Properties, click Details.

| = [ B -

o @ &P =
@Inspect* ; 9 Summary Motes ﬁ -
E5l Move ~ & Milestone :I Details 2T
Task Informatio Scroll
ﬂrﬂnde* - Deliverable 'EAddtnTimelinE to Task B~
Insert Properties Editing
|01 Apr '12 15 Apr'12 [29 Apr'12 13 May '12 [27 Mz &
FlT[s[wls[T[mM[F[T[s[w][s[T[m]|F]|T5
L‘:"I
| | | | I | | |
& 02/04

8. Click chon mét cdng viéc tai cot Task Name va danh dau chon vao Effort driven.
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MName: | ViEt bai trén cac bao tiép thi Duration: | 7 days = Effort driven | [ | Manually Scheduled [ CK ] ’ Cancel
Dates Constraint
Start:  Fri 191110 - As Soon As Possible - Task type: Fixed Units -
Finish:  Maon 23/11/10 - Date: MNA *  WBS code: 2.2
@ Current () Baseline () Actual Priority: s00 | % Complete: |0% |

A

=
=
(=}
[k
w
a
o
(]
s
T
@
=

Tuy chon Effort drivent

Khi ban danh dau chon vao Effort driven thi thoi lwgng, gia tri thoi gian clia cong viéc van khong
cd su thay déi. Bay gio ban s& lién két thém mot déi twong cla ngudn lyc vao cong viéc da

duoc chon Effort driven.

9. Taitab Resource, click Assign Resources trén nhom Assignments.

.
|E|| HO-0- = |5 Advanced Tasks A_Start.mpp - Microsoft Project Ganth
Task Resource Project View Custom Add-Ins Team |
AR SEREIE
Team Assign  Resource Substitute Add Information MNotes Details Leve
Planner | Resources | Pool™ Resource Resource Selection
View el signments Insert Properties
o Task . |Task Name - |Duration _ |5t
Mode
o = ~ D an sach Microsoft Project 2010 172days M
cua ICT24H 02
1o B * Hop v&i cic bién tap vién 60.13days M
15 = = Mua lai 27 days M
16 | = B3 nhan duoc ban thao lo days M
=
17 a Cilva rhiva RA Anne 17 Aawc B

10. Chon déi twgng va click Assign.
11. Ldc nay ban s& thay cé su thay d6i vé thoi lwvgng lam viéc cling nhu cda toan dy an.
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= Thigt k& vachudnbi  4wks Momn 18/10/10 Tue 16/11/10
tiép thi
= Hoan thanh k& hoach 0 days Tue 16/11/10 Tue 16/11/10
= = Khé&ri cing giai doan 8.33 days Wed 17/11/10 Mon 29/11/10
et = Phan phéi cidcban sao 2 days Wed 17/11/10 Thu 18/11/10
< @ Vi&t bai trén cdc bdo [|3.33 days Thu 18/11/10 Tue 23/11/10
tiép thi
e = X8y dwng cong théng 2 days Tue 23/11/10 Thu 25/11/10
tin gici thigu sach
trén website
= Kh&i déng chwong 2 days Thu 25/11/10 Mon 29/11/10
trinh truyén théng
cho sach

Mac dinh, tuy chon effort-driven d3 bj vd hiéu hda cho tat ca cac cdng viéc ma ban tao trén
Microsoft Project. D& thay d6i sw mac dinh nay, ban cé thé thuc hién cac budc sau:

1. Taitab File, click Options.
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@| H O = |5 Advanced Tasks A_Start.mpp - Microsoft Project Gantt Chart Tools
Task Resource Project View Custom Add-Ins Team Format

H Save .

Information About Advanced Tasks A_Start.mpp

B, Save As

ChUsers\ ICT24H\Desktophresource project 20000\Chapterl 7\ Advanced Tasks A_Start.rmr
[ Open
i cl .

[ Close Project Server Accounts

@ Mot connected to Project Server
e
Manage
Recent Accounts

Mew

Organize Global Template

Print E Maowve project elements such as views, reports, and tables between |
or between a local file and the global template file.

Save & Send Organizer

Help

‘ 2] Options Thi&ét 1dp trong Microsft
Project 2018

b4 Exit

2. Tai hop thoai Project Options, click tab Schedule.
3. Pdanh diu chon vao New tasks are effort driven.
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General Show scheduling messages U
Show assignment units as a: | Percentage
Display EI
Schedule ] Scheduling options for this project: E_L] Projectl.mpp IZI
Proofing Mew tasks created: Auto Scheduled El
Save Auto scheduled tasks scheduled on: | Project Start DateEl
Language Duration is entered in: Days EI
Advanced Wark is entered in: Haours EI
Default task type: Fixed Units | = |
Customize Ribbon
Mew tasks are effort driven ' Tasks will always
Quick Access Toolbar [ Autolink inserted or moved tasks G Show that schec
Add-ns Split in-progress tasks ' Mew scheduled 1
Update Manually Scheduled tasks when editing links |:| Keep task on nei
Trust Center Scheduled mode
Schedule Alerts Options: I%] Frojectl.mpp |Z|
Show task schedule warnings
|:| Show task schedule suggestions

4. Click OK va dong hop thoai Project Options.

IIl.  Thiét I3p ngudn chi phi cho cong viéc

O chuong 3 ban d3 duoc st dung ngudn chi phi dé dai dién cho van d@ chi phi tai chinh cho
mdt cong viéc ndo dé trong dy dn. Tuy nhién ngudn chi phi nay van chua cé hiéu lyc va khong
anh hudng gi dén thoi gian cong viéc. Ngudn chi phi cé thé gdbm céc loai chi phi ma ban muén
lam ngan sach va theo doi v&i muc dich bao cado tai chinh. Néi chung, cac chi phi danh cho céng
viéc c6 thé phai trd gém:

e Luwong cho nhan vién tinh theo chi phi trung binh trén mot don vi thoi gian va thoi gian
dé ho hoan thanh hét cdng viéc (vi du mdt nhan vién lam 1.500S/tuén thi chi phi ma ban
phai trd cho ho dé hoan thanh mét céng viéc trong 2 tuan 1a 3.0009)

e Chi phicho nguyén liéu, cac chi phi phat sinh nhu di lai, chi phi héi nghi.

O phan nay, ban s& lién két ngudn lyc cdng viéc va ngudn chi phi cdia cong viéc dé kiém tra toan
bo thai lvgng va chi phi.

1. Click vao mot cong viéc.
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2. Taitab Resource, click Assign Resources trén nhdm Assignments.

-

|E|' H ) - & = | Advanced Tasks A_Start.mpp - Microsoft Project Gantt
Task Resource Project View Custom Add-Ins Team |
$ A ' . ==

Assign  Resource Substitute Add Information MNotes Details eve

Planner ] Resources | Pool™ Resources | Resources Sele g
View el signments Insert Properties
o Task . |Task Name - |Duration . |5tz
Mode
0 = ~ D an sach Microsoft Project 2010 172 days M
cua ICT24H 02
= * Hop voi cac bién tap vién 60.13days M
= = Mua lai 27 days M
= Bd nhan duoc ban thao lo days M
=

a Cilva rhiva RA Adone 17 Aawe [N

3. Tai hdp thoai Assign Resource, chon mét d6i twong nguén lyc va click Assign.

a = '
% Phan cong Aszsign Resources e - u n
Task: Thigt k& va chudn bi tigp thi
" " - Resource list options
2 Hoan thanh k& hoach 0 day E] SEL
= =/ Khei cong giai doan 8.33¢ | Fiter by:
= Phan phéicicbdnsao 2day] | [ | Al Resources More Filters... I
= Vigtbaitréncicbdo  3.33d)| [ available towork | Oh
tigp thi
% —— Fa— 7d [ Add Resources v]
d wng con on a
) ¥ o g . g, g v Resources from Projectl.mpp
tin gioi thigu sach
i — |Pham Thanh Ting - Assign
| Resource Name R/D Units  |Cost [
— —— 3 v |Nguyén Ngoc Thudn 100% i56,720.00 Remaove
k& va chuan bi tigp thi Duration: | 4.8 wks v [Pham Thanh Tong S0, £2,200.00
Constraint | Bién t&p vién Replace...
18/10/10 As Soon As Possibl : Chi phi di e
118/10/ M % 200N A5 Fossibie | Lurgng Trung Thanh Graph
:16/11/10 - Date: NA Nguyén Minh Tudn
E Tran Wan Minh
(7) Baseline () Actual Priority: 5000 |
-
== )
= Hold down Cirl and dick to select multiple resources

4. Tai hdp thoai Assign Resources, tai cot Cost, ban sé& thiét |ap chi phi khac, cu thé & day la
chi phi di lai ma ban da tao trong chuvong 3. Nhap chi phi.
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=
Assign Resources M

Task: Khdi ddng churang trinh truyén théng cho sach
. Resource list options
Resources from Projectl.mpp »
_: #[+1 g400 = Assign
Resource Name R/D Units  |Cost L
0 v | Tran Van Minh 100%: 50,00 Remave
| Bign tap vién
Chi phi di lai <lano Replace...
y Luang Trung Thanh
L Mguyen Minh Tuin Graph
1 Mguyen Mgoc Thudn
A Pham Thanh Tlng
Hold dowen Ctrl and dick to select multiple resources

5. Click Assign.

= Xay dung cong thdng 2 days Wed 10/11/10 Thu11/11/10 7 Nguy&n Ngoc
tin gii thigu sach Thudn
trén website

2 Khi déng chwong 2 days Fri12/11/10  Mon 15/11/10 8 Tran Van Minh,Chi
trinh truy&n théng phi di lai[$400.00]
cho sach

Thigt lap ngudn chi phi J

6. Click tab Project, tai nhdm Properties, click Project Information
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e
| Q -~ = |5 Advanced Tasks A_Start.mpp - Microsoft Project Red
Task Resource Project View Custom Add-Ins Team
- T
= - =1 =
Subproject Project Custom Links Between WES Change Calculate Set it
Information JFields Projects Warking Time Project EBaseline = Pn
Insert Properties | Schedule
Resource Mame A |Gr-:|-up - |Max. * Peak - |5td. Rate
B Group: No Value 1,800% 1,175%
20 Ban in thi 0/day 510
3 Bién t3p vién 200% 150%  545.0
16 Bilai 0%
i1 Dich vu in 100% 100% 50.0
2 Dich vu in mau 100% 100% 50.0
15 Duwrong Trung Tam, 100% 0% :2,700.0C
17 HB Tung 100% 0%  522.0
7. sau do click Statistics.
Project Information for "Advanced Tasks A_Start. i -
roje rmation for “Advan asks A mE}p > - b~
Start date: on 02/04/12 w | Currentdate: Mon 25/10/10 -
Finishdate: | Tue 27/11/12 - | Statusdate: N .
Sd"lEdLJl_E from: F‘rnject Start Date - C§|Endar: Standard -
All tasks begin as soon as possible, Priarity: E
Enterprise Custom Fields
Depariment: | -

L | N
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8. Ban s& thay & théng tin vé chi phi cia dy &n tai cdt Cost, thoi lwong cha dy an tai cot
Duration va th&i gian lam viéc tai cot Work.

NE&u ban tdng nang suat Iam viéc cling nhu thiét 13p nhiéu ddi twong cung lam mot cdng viéc thi
chi phi s& tang nhuwng thai gian hoan thanh du 4n sé dwoc rat ngan.

.
Project Statistics for 'Projectl.mpp’ @
Start Finish

Current Maon 18/10/10 Maon 15/11/10
Baszeline MA MA
Actual MA MA
Variance od od

# Duration Work Cost

A Current 20d 209.33h 5782826
Baseline od 0h S0.00
Actual od 0Oh $0.00
Remaining 20d 209.33h 57,B2B.26
Percent complete;
Duration: 0% Work: 0%

9. Click Close dé déng hdp thoai Project Statistics.

Nhirng di€m chinh trong chwong 4

e Trong Microsoft Project, cdng viéc thuwdng duoc lién két véi mét d6i twong ngudn luc dé
thuc hién cong viéc do.

e Ban phailién két ngudn lywc dén cong viéc trudce khi theo ddi chi phi hodc tién do.

e Microsoft Project cd thé tinh todn dé dua ra két qua vé chi phi 13 viéc.

e Tuy chon Effort-drivent tuw déng xac dinh sy thay déi vé thoi lvgng, chi phi khi ban bd
sung mot doi twong ngudn lwc vao cdng viéc.

e Ban c6 thé hiéu tuy chon Effort-drivent nhw sau: néu mot ngudi lam mot céng viéc trong
10 ngay thi néu c6 thém mét ngudi nita cung lam thi céng viéc thi thoi gian sé gidm
xudng con 5 ngay.

e Lién k&t ngudn chi phi vao cac céng viéc dé theo ddi tai chinh cla dy an.
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CHU'ONG 5 - DINH DANG VA CHIA SE KE HOACH CUA
DU AN

Trong chwong nay, ban sé duwogc hoc:

v Tuy chinh ché& d& xem cua biéu d6 Gantt.

Tuy chinh ché& dé xem Timeline.

V@& trén biéu d6 Gantt.

Sao chép hinh chup ché& dd Timeline va Gantt cho mét &ng dung khic.
Xem & ché dd in.

Chinh stra va in bang bdo cdo.

AN NI NN

Trong chuong nay, ban st dung mot s6 tinh ndng dinh dang trong Microsoft Project 2010 dén
cach thay déi cac dit liéu hién thij, sau d6 sao chép vain ra.

I.  Tuy chinh ch& dé xem cha biéu d6 Gantt

Bi€u d6 Gantt tréd thanh mot chuan biéu d6 cla cdc dy an vao nhitng dau ndm thé ki 20 do ki su
nguwdi My tén Henry Gantt phat trién. D&i v&i nhiéu ngudi, mot biéu dd Gantt dugc xem nhu
mot ké hoach cla du an. Trong Microsoft Project, & giao dién mac dinh khi ban m& chuong
trinh 13 ch& d6 xem biéu d6 Gantt. Biéu d6 Gantt gdbm 2 phan: mot bang nam bén trai va thanh
biéu d6 nam bén phai. Thanh biéu d6 gdm cac khoang thoi gian bén trén va biéu thi don vj thoi
gian. Bén canh do6, & vi tri nay thé hién thoi gian bat dau va két thic, thoi lwong, trang thai cong
viéc....

Mac dinh, Microsoft Project 2010 hién thi Timeline va biéu d6 Gantt khi ban m& chuong trinh.
Tuy nhién ban cé thé thay déi thiét |1ap nay dé hién thj theo y cha ban.

Start || ] Finish
Man 18/10/10 Man 15/11/10

Timeline

Timeline

1. Taitab File, click Options.
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@| H O = |5 Advanced Tasks A_Start.mpp - Microsoft Project Gantt Chart Tools
Task Resource Project View Custom Add-Ins Team Format

H Save .

Information About Advanced Tasks A_Start.mpp

B, Save As

ChUsers\ ICT24H\Desktophresource project 20000\Chapterl 7\ Advanced Tasks A_Start.rmr
[ Open
i cl .

[ Close Project Server Accounts

@ Mot connected to Project Server
e
Manage
Recent Accounts

Mew

Organize Global Template

Print E Maowve project elements such as views, reports, and tables between |
or between a local file and the global template file.

Save & Send Organizer

Help

‘ 2] Options Thi&ét 1dp trong Microsft
Project 2018

b4 Exit

2. Tai hdp thoai Project Options, click General. Trén Default View, chon ché d6 xem ban
mudn.
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General l — . . . .
[ E@ General options for working with Project.
Display
schedule User Interface options
Praofing Color scheme: SilverEl
Save ScreenTip style: | Show feature descriptions in ScreenTips EI
Language Project view
Advanced Default view: | Gantt with Timeline =
Customize Ribbon Date format: | Bar Rollup
_ Calendar
Quick Access Toolbar Personalize your Descriptive Network Diagram
Detail Gantt

Add-Ins
User name: |I Gantt Chart

Trust Center Initials: ) Gantt with Timeline |
Leveling Gantt
Milestone Date Rollup
Milestone Rollup
Fultiple Baselines Gantt
Metwork Diagram

3. Click OK va dong hop thoai Project Options.

'10 17 Oct '10 |24 Oct'10 31 Oct '10 |07 Nov '10 14Nov'1D |21 Nov'1D 28 Nov '10
WlF[s[T]T[s[M[w[F[s[T[T[s[M[w|[F|s |[T|[T|[s|[M[WI[F[S[T]1

F

:=£.lrdng Trung Thanh

Nguyen Ngoc Thuén,l’ha_lmgﬂ\anh Tung[50%]
& 0411

Pham Thanh Tunz[50%]
Pham ﬂ\an[:'. Tung[50%],Mguy&n Ngoc Thuin

ngvﬁnéﬂg@c Thudn

Trén Van Minh,Chi phi di lai[$400.00]

Biéu do Gantt
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Trong phan nay, ban s& thyc hién viéc thay d6i cac ché do xem trong biéu d6 Gantt.

1. Taitab Format trén thanh Ribbon, trén nhdm Show/Hide, click Project Summary Task.

.
Gantt Chart Tools EEEENT

m Format | & e Er £3
= - = |:| Cutline Mumber
= —= b .
Project Summary Task
Baseline Slippage | Gantt Cha Drawing
- - Style - Summary Tasks -
g Show,/Hide Drawings

Fri 05,11/10 -

j1 Oct'10

—— ) Finish =
don 15/11/10 l

- |Start + |Fini bct 10 |24D|:t'1ﬂ 310ct'l0 &

T I v T e TaaTw T € c I = T = T=

2. Ban s& thay c6 thém mot thanh thé hién téng thoi gian cta du an.

pe Thanh hién thi tdng théi gian cda dy &n
Gantt Chart Tools = | (S -
J Format | & @ P
Tasks [F=y - CE e e e |:| Cutline Number Iz)
—
. _| :l =| _| - Project Summary Task
Baseline Slippag — Drawing
sks - - @ b @ LA Summary Tasks -
ar Styles Gantt Chart Style P Show/Hide Drrawings
31 Oct 10 07 Mowv '10 14 Nov '10

SO irish

Man 15/11/10

/|10 17 Oct '10 |24 Oct'10 31 Oct'10 [07 Nov '10 14 Nov 1O [21 Nov'
wlFl[s|[t|Tt]s[m[w|[Fr[s|[T[T|[s|m[w|[FE|[s]Tl[T][s[m]
A 1

3. Taico6t Task Name, click vao mét cong viéc.

4. Trén tab Format, tai nhdm Gantt Chart Style, click More dé hién thj bang dinh dang mau
sac.
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‘ Format |
Tasks B _@ Scheduling Styles
=0 ey gy gy ey gy ey gy gy
- Bassllne Sllpeage —1 ﬁl -1 =1 :1
[ ¢ ¢ ¢ ¢ ¢ ¢ ¢ ¢
| | | C
& & & &
ROt 10 |1vl] Presentation Styles —
I
s iih— ==t =g = — i — g —  — S
] - | | | | =1 gl B
& & & & & & & &
| | |
& & & &
N »
: [ :

Bang mau chia thanh 2 nhém:

e Phan biét mau sic gilta cac cong viéc theo phuong phap thiét [ap thoi gian thl cong
(Manual) va thiét 1ap ty dong (Auto).
e Khong phan biét.
5. Tai Presentation Style, chon mét mau va xem sy thay déi.

@ 0
: :

bll.uwng Trung Thanh :
C L Mguyen Ngoc Thudn,Pham: Thanh Tung[50%]

Pham Thanh Tunz[50%]
Pham Thanh Tung[50%],Mguyen Ngoc Thudn

Nguyén:Ngoc Thudn

Tran Van Minh,Chi phi di lai[$400.00]
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6. Taicot Task Name, click chudt phai vao mét cdt méc ma ban d3 thiét [ap truwdce dé.
7. Click vao biéu twong Backgroud Color.

i et = T = s T ———— -

Phan cor calibri -1 - Sggr
Thiétké p - G- A-eoch .S

Theme Colors E—

= Khé&i céng giai doa

Phan phéi cac bz

‘Jié’tbéitréncéc.lllllllll

Standard Colors
| B | EEEREN

Mo Colar

X&y dyng cong t
thiéu sach trény
Kh&i déng chuo!
théng cho sach | @ More Colors...

8. Chon mo6t mau tuy thich.
9. Click biéu twong ltalic.

Phan céng 1o S
Thiét k& va chudn bitie " T e
B I &~ A-s2358-
Hoan thanh k& hoach [italic (Ctrl+D)]
= Khéi cong giai doan #  CutCel

Phan phdicacbadnsao | 53 Copy Cell
Viét bai trén cdc bdo ti) [ Paste

Paste Special...
Xay dwng cdng théng ti

o . . i Scroll to Task
thigu sach trén websit

Tem = =k Tl

Ban ciing ¢4 thé chon céng viéc va nhan t6 hgp phim Ctrl + |
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= Hodn thanh k& hoach 0 days
2 ——xn&reonggaracan 7.89 days
= Phan phdi cdc ban sao 2 days
=

Viét bai trén cac bao tiép thi 2.78 days

—— Thay déi dinh dang

10. Tai tab Format, trén nhém Bar Style, click Format, sau do click Bar.

L | Gantt Chart Tools | dE

aurce Project View Add-Ins Team Format |
RE = = & [0 Critical Tasks M _g@@
— —
D ﬁ. Column Settings ¥ — |:| Slack —
Insert . ) Farmat Baseline Slippage
Column & Custom Fields = |[ Late Tasks - =
Columns &; Bar Fyles
{E’; Ear Styles

I N

- |Task Name - |Duration Star

-

11. Tai hép thoai Format Bar, dudi Start, click vao danh sach Shape. Microsoft Project sé

hién thi cac biu twong ma ban st dung & thanh biéu d6 Gantt. Trong trudng hop nay la
biéu tugng cdt méc.
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Thi'fll el el | L aLlnann B e il T e o B | - _— - == R
b - | - | Lt | : ! —

oMt B e A S

Bar Shape | Bar Text | i
Start Middle End
Shape: @ i : ] Shape: - Shape: -
Type: Lttern: [ Type: -
i Color: oo: [N - co: N -
| Sample:
i 2 Task Finish
vl
Help
—

BN en=r @2 GPARATVAdES ¢ 4P

12. Chon biéu twong tuy thich.
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Format Bar
L & 2N =
Bar Shape I Bar Textl N
Start Middle End
Shape: [ & | = Shape: - Shape: -
Type: Solid - Fattern: ] Type: -

Coor: | SN ~ coor: NN - coo: N -

Sample:

il Chon biéu tuong %
tiy thich

[ Reset ] [ Ok, ] [ Cancel

Task Finish

13. Kiém tra lai trén biéu d6 Gantt.

_——]

ﬁll.uwng Trung Thanh
h—*‘ HE”‘I’E“ MNgoc Thudn,Pham ;Tha nh Tung[50¢

= :

r Daf11

e

Pham Thanh Tiinz[50%]
Pham Thanh Tang[50%],Ng

Thay déi bidu twgng ;
Mguyen:Ngoc Thuin

© Tran Van Minl
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Il.  Tuy chinh ché dd xem Timeline

Ché& d6 xem Timeline gitip ban cé thé xem dwoc thoi gian téng thé clia dy 4n gdm ngay bat dau,
ngay két thuc, thoi gian hién tai....

Start |
Mon 18/10/10

] Finish
Mon 15/11/10

O ph3n nay, ban sé tuy chinh ché dé xem Timeline.

1. Click vao vung Timeline.

2. Taitab Format, trén nhdm Insert, click Existing Tasks. Microsoft Project s& hién thi mot
hop thoai.

T T [ e B rojectl.mpp - Microsoft Projectml

‘roject View Add-Ins Team

Format

gleE &= =

Existing Task Callout Milestone | Display Display Remove

Tasks Task as Bar as Callout Tim-.':l-

Insert | Currepnt Selection

—_—— I/T_\

[ Cwverlapped Tasks
=115

Pan & Zoom
Date |Detailed )
Format = [Timeline |Text Lines: |1 v
/Hide
Add Tasks to Timeline

Select Tasks:
=[] Projectl

E— =[] Lén k& hoach che timg giai doan

-[1Phan céng

-] Thiét k& va chudn bi tiép thi
¢ i.[JHoan thanh k& hoach

2.1 Khéi céng giai doan

-1 Phan phdi cac ban sac

Name -] Wiét bai trén cac bdo ti€p thi ER

) -1 ¥ay dung cdng théng tin gidi thigu sich trén wehsite | ¢
ojectl -[1Kh&i déng chuong trinh truyén théng cho sdch t
Lén k& hoach | q

Phén cong
Thiét k& val

Hoan rhaj
Khéi cong gi

Phan phdi
Vigt bai tré,
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3. Danh diau chon vao cdc cong viéc ban mudn hién thij trén Timeline, sau d6 click OK.

24 Oct'10 ‘.‘L Oct'10

Start &t ki chudn bi tiép thi
Mon 18/10/10 ue 18/10/10-Thu 04/11/10

14 Nov '10

i tré Finish
0 Wan 15/11/10

4. Ban c6 thé chuyén ndi dung cdng viéc Ién phia trén thanh Timeline bang cach click
Display as Callout tai nhédm Current Selection.

Projectl.rnpp - Microsoft Project Timeline Tools
r————
iource Project View Add-Ins Team Format

Cwerlapped Tasks [% - =] I_%__I - -
Pan & Zoom = ﬁj
Disp

Sy A - Date ) Existing | Task Callout Milestone ay | Display |Ramn
— Format = [Timeline | Text Lines: 1 T || Tasks Task as Bhr |as Callout| [l
la | Show/Hide | Insert | Current Selectjo

Thi &t ké wa chuan bi tiép thi
Tue 19,/10/10 -Thu 04,1110
1

, Today 24 Oct'10 31 Oct'10 07 Mo

D& duwa mot cong viéc Ién thanh Timeline, chon céng viéc can dua.
6. Taitab Task, trén nhdm Properties, click Add to Timeline

'\%Inspect' . ':;i"'l'SLJmmar:.r

F‘E;Mmre* t. Milestone
Manually Task ) Informatio
Schedule |Schedule E’ Mode - v P Deliverable
[ | Insert [ Fpperes [

Thém cdng widc vao
thanh Timeline
31 Oct'10

Hoan thanh k& hoach
Thu 04/11,/10
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lll. V@ trén biéu d6 Gantt

Microsoft Project c6 mdt cdng cu Drawing cho phép ban cé thé vé I&n biéu d6 Gantt. Vi du néu
ban muén tao ghi chi cho sy kién hodc thém mét thanh phan, ban cé thé vé 1&n biéu d6 Gantt.
Bén canh d6, ban c6 thé lién két nhitng d6i twong d3 vé& d6 dén mot ngay cu thé nao do.

Bai thuc hanh nay, ban s& thém ddi twong TextBox

1. Taitab Format, trén nhdom Drawing, click Drawing.
2. Click chon Text Box.

[ = [ & [

o @& =
=T |:| Cutline Number }
[ - Project Summary Task
—_ Drawing
¥ 5 Summary Tasks =
! show/Hide N, Arrow
Wlon 1
v D Arc
) oOval
| {5  Palygon
bai [] Rectangle
an .
Line
45| Text Box
a7 Draw Text Box
I Oct 10 31 Oct 10 |D? Nov '10 ¢ Edit Points
MW F[s[T[T[s[M|wW =
Pham1 ",
Pl -y
="
1d I

3. Kéo tha Text Box vao biéu d6 Gantt va nhap néi dung.
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e o

o=
:Qll.l.r-n'ng Trung Thanh
-

Nguyen Ngoc Th uén,Ph@méThanh Tung[50%]

# 04/11

Pham Thanh Tinz[50%]
Pham Thanh Tung[50%],Mguyén Ngoc Thudn

Hop nhan vién vao
ngay 25/10/2010]

MNguyén:Ngoc Thuin

Kéo tha Text Box vao
bidu d% Gantt wvd nhip
néi dung

: Tran Van Minh,Chi phi di lai[$400.00]

4. Dé thay déi dinh dang cho Text Box nay, ban cé thé click double vao Text Box. Hop thoai
Format Drawing hién thi, tai day ban cé thé chinh mau sic Text Box tai tab Line & Fill.

wal .'IL_'|'I|::| Al sl iail e _'IL_'|'I|:
= —— =
_ v =
Format Drawing - » .
i| Size & Position
@) Custom @ Custom
' Color: Color:
I - -~ Preven :
!I Line: Pattern: H_';:p nf‘mn |
vién vao
M ngay f
25/10/2010]

|
] Thi&t 13p dinh dang cho Text Box. 4

Tai Line, ban cd thé thiét 1ap dudng vién.

e None: khéng st dung dudng vién.
e Custom: thiét 1ap duwong vién
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Chon mau bén dudi Color.

-
o
-
h,
=
o
=
=
3
-
,
1
=

- |
Format Drawing — — — ﬁ

|| Line & Fil ]3ize & Position

& . (o]
(@) Custom @ Custom i
Color: Color:
I - v Prevew
Automatic Pattern: Hop nhan "
= wign vao
nEay
25/10,/2010

“““‘ ‘

Fri29/o6/12 24

=
o
=4

/12 Tue 18f09/12 20
/12 Tue 10/07/12

Bén dudi Line, ban cé thé chon ki€u duwdng vién tuy thich.
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IV FEFAN NS =1

Format Drawing —— - A — ﬁ

I] Line & Fill ]3ize & Position

(@) Custom (@ Custom i
I
Color: Color:
I - v Previen
. Hop nhan
—Lima. Pattern: A L]
wién vao
x| I - ngay
25/10,/2010

8. Tai Fill, ban c6 thé thiét |ap phdng nén.
e None: khéng sir dung phdng nén
e Custom: thiét |ap phdng nén.

0. Dudi Color, chon mau cho phéng nén.
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l
E-

IEASIE L] 2

Format Drawing . S—— I —

I] Line & Fill |3ize & Position

(@) Custom @ Custom a
. Color: Color:

I - t] Preview

Line: Automatic Hop nhan "

2 Wién vao

T ngay
25/10/2010

\ET

xuat 0 days Fri 29/06/12

65 days Wed 20/06/12
15 days Wed 20/06/12

“\“;H |

10.  Duwdi Pattern, chon kiéu phdng nén.
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MY FEFLVF NN S dal L i i

Format Drawing — — — ﬁ
I] Line & Fil lSize & Position

(@) Custom (@ Custom i
Color: Color:
I - - Preview
Line: Pattern: e ”hé” "
wign vao
- NN ] eay
25/10/2010

N e A A A S A S
e
N e G A A A A A S A G S A N
e e

uft 0 days Fri 29/06/12

11. Click tab Size & Position dé chinh kich c& va vij tri.

02072 Ll v I |

Format Drawing — Hg— — ﬁ

I] _ine & Fill Size & Pnsitinnl

Position
@ Attach to timescale:

i Date:  25/10/2010| - Vertical: | 1.86 |= in. "
) Attach to task: !
ID: Attachment paint:
L]

Horizontal: ~ i Vertical: ~in.

12. Tai Attach to timescale, chon ngay ban mudn hién thj hép ghi chu.
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n2inFf12 Ld ’ I Il

- -t

Pasition

i@ Attach to timescale:

" Date:  25/10/2010 - Vertical; 1.86 | in. "
() Attach to task:
ID: Attachment paint:
Horizontal: ~in, Vertical: “in. i
Size
Height: 0.61 | in Width: 160 | in.

13. NE&u ban mudn hdp ghi cht Text Box hién thi tai mot cong viéc nao d6, ddnh diu vao
Attach to task va chon ID.

[FEXINFFE WS Ll : | i

Format Drawing - - — - —— — ﬁ
|| e SFIGEE &
Position
(") Attach to timescale:
1 Date: Vertical: ~in. "
i@ Attach to task:
ID: 18 Attachment point:
Horizoptal: | 1.00 | in. Vertical: | 0.20 |- in. i
Size
Height: 0,61 | in. Width: 160 = in

Bén canh d6, ban cé thiét 1ap kich thudc cho hdp Text Box theo don vi in.

14.  Click OK dé hoan tat thiét 14p va déng hop thoai Format Drawing.
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IV. Sao chép dé xem & médt irng dung khac

Ban thudng xuyén can phai chia sé chi tiét ban k& hoach dy an vdi cdc déng nghiép, nhirng
nguwdi lam nhwng khéng cé Microsoft Project hodc nhitng ngudi thich xem mét hinh anh tién
do. Thém vao do, ban can phai glri mét s6 bang bdo cdo dén gidm ddc hodc nhirng ngudi khac.
Microsoft Project cung cap cho ban céc tinh ndng nhu bdo cédo, sao chép va dén vao ndi dung e-
mail, tai liéu, bai thuyét trinh...

1. Taicot Task Name, click vao céc cong viéc ban mudn sao chép.
2. Taitab Task, trén nhém Clipboard, click Copy va chon Copy Picture.

Task Resource Project View Add-Ins Team Farm
'“J e o i - mEEes
53 Copy|~ o
Paste |/~ I U | DA g | E8 | e G
= ﬂé Eclr:l'_'f - | £l “1
i¥ Copy Picture Font Sched
Bk el - |Duration
Mode
= ~ Projectl 20 days
= = Lé&n k& hoach cho tirng giai doan  12.11 days
= Phan céng 1day
 of Thiét k& va chun bi ti&p thi 2.22 wks
= Hoan thanh k€ hoach 0 days
‘E'p -~ Khéri cong giai doan 7.80 days
@ = Phan phdi an sao 2 days
= Vit baitrén cicbdoti€pthi  PNERSENE
@ = cong théng tin gidi 2 days

trén website

2 days

ol

3. Tai hép thoai Copy Picture, ban cé thé tuy chinh viéc sao chép trong Microsoft Project.
e Render image: chon do phéan giai cho man hinh (For screen), in (For printer) va
xuat ra dinh dang GIF (To GIF image file)
e Copy: chon tat ca cac hang trén man hinh (Row on screen) hodc chi cédc hang
duoc chon (Selected rows).
e Timescale: thiét 1ap khoang th&i gian hién thi.
4. Click OK sau khi da Iwa chon.
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Home | View
= [ Qal: . miverclie = =~ caf q 3% Find
D o Calibri 11 A A £z H a ‘Q ,J @ l—é{

b Replace
Paste B I U ahe % x* | £~ A~

Picture Paint Dateand Insert .
- drawing time object ilSelectall

Clipboard Font Paragraph Insert Editing

S

5 -
FJ F“" |[Fask Name Duration 1170ct"10 [24 0ct*10 3106110 [07 Nov'10 14 Nov'10 121 Nov'10 28 Nov'10 05 Dec*1D
L] Made F. s 1T 17T/ s M/wlF[s[T[T s M/WwW F s|T[T[sS MW F[s T/T!s5 M|wW
5 - Khdi cing giai doan 7.89 doys i
6 e o= Phéin phéi cic ban sao 2 days Pham Thanh Tiing{50%]
7 < Vi&t bdi irén chc bio 1iSp thi 2.76 days Pham Thanh Ting[50%].Nguyén Ngoc Thusn
[N = Xdy dung cSng thiing tin gich thidu 2 days Nguyén Hgoc Thuén
chch wén website )
] g-a :@:g chuiding trinh truyEn thing 2 days & Trén Van Minh,Chi phi di lai[5400.00]
o sacl !

Ngoai ra, ban c6 thé sao chép biéu d6 Timeline dé glti qua e-mail, dan 1&n bai thuyét trinh
PowerPoint hodc xem & ché& d6 toan man hinh. D& lam diéu nay, thuc hién cac budc sau:

1. NE&u ban chua bat ché dd xem Timeline cé thé vao tab View, trén Split View va danh
dau chon Timeline.

Hién thi bigu d&

Timeline
Timescale: Q&Ennm' Timeline Timeline - L, E:Iq'r
[4] Drays - I%Entirve Project [T Detalls = _i' E
Mew
&3 selected Tasks Window oiT
Zoom Split View Window
| | | |
_ Finish _ |pre| |01Apri12 |15 Apr12 | 29 Apr '12

2. Click vao vung Timeline, sau dd click tab Format trén thanh Ribbon. Tai nhém Copy click
Copy Timeline.
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I Timeline Tools Projectl.mpp - Microsoft Project
[ ———

Format

e @ =2 B =%

Existing Task Callout Milestone | Display Display Remowve from Copy

Tasks Task as Bar as Callout  Timeline Timeline =
Insert Current Selection I___.a Eor E-mail
'Ig For Pre
. For E-mail
53 Full 5iz

Copy the Timeline for an e-mail
message.

31 Oct'10

Phan phii cac ban s Vit bai trén
C hu 04/11/10 - Man 02/13/10 | Man 08,1110 -

Hoan thanh ké hoach
Thu 04/11/10

3. M& chuong trinh Mail, chdng han Microsoft Outlook 2010. Nhan t6 hop phim Ctrl + V
vao ving tréng trén ndi dung mail d&€ dén ban sao chép timeline.

From ~ nnthuan@live.com

E

— To... |nguyenﬂ1uan@'ct24h.net
Send

Cr... |
Subject: B céo tién 6|
1 Today 24 Oct'10 31 Oct"10 07 Nov '10 14 Nov '10
Start i Finish
Mon 18/10/10 Mon 15/11/10
Hoan thanh k& hoach,
Thu 04/11/10

V. Xem& chéddin

Chtrc nang in cho phép ban cé thé in ra nhitng hinh anh trén man hinh cta ban. P&i véi moét dy
an nhiéu cdng viéc ban can phai cé mot s6 khd gidy dé in toan bd dy an. Vi du mot biéu d6
Gantt thé hién 6 thang trong dy an véi cong viéc 1én dén 100 hodc cé thé hon can cé 12 hodc
nhidu hon cac trang gidy dé tin. Trén thuc té€, d6i vdi cdc dy an 1dn thi dung lvong khd nang nén
can phai st dung céc poster dé in. Cho du ban cé st dung mdy in hay mdy v& ban cling can xem
lai toan bo trudce khi in.

1. Click tab File, sau do click Print.
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Print
g Copies: 1 :
Print
Printer i i k. [TaskHame D eation ot [ [ 17 Gt 10 | 320t 10 [310ct 10 [07 Nov 10 [12 How 10 [21 Wow 10 |28
L= FIS[T[T s [MW[F[S[T T[S MW[F [S[T[T[5 M[W[F[5]
T = Linkihoachchotirng 11 days on . k
./ Send To OneMote 2010 . giai doan 18/10/10 ' '
- Ready 3 - Fhin céng 1dsy Mon 1540/1( IimﬂsTmls“ﬁli‘ '
i 3 = Thiftk v chulnbi 2wk nen | iguyén NgocThusn !
Printer Properties [— Bepthi is/1010 : 1 ]
4 2 Hogn thinh k€hooch 0 days Tueoz/tif1o| ! S !
Settings 5 - Kh& cinggial doan 13 days Wed 03/10/0 v
9 T e = Phin phdi cic binsao 2 dsys wedosfii/1| Phom Thanh TinglS0%] «
7 = Vitbsitrincibde  Tdey s | ) Pirgm| Thanh Ting[50%]
* Print Entire Project - tiép thi ' '
J Print the project from start to finish e 3 udydyng chng tnéng  2days Tuelsai/ol | s Tremh Timgls
pre ° : in g6 thigu sich trén .
website ' '
Dates: 18/10/2010 - to 19/11/2010 - 2 = Knfi g9 ng chuting trinh 2 days Thu1s/10( | TeinVn Minh
truyen théng cho sich ' '
Pages: 1 I to 1 z . y
=| Landscape Orientation -
Letter
-
8.5"x11"
Page Setup
i Etensl Miestzne 9 Manusl Summany Raollup e
Split Inactive Task T Manual Summary —
Prject: PrajectLmgp WMilsstane + Inscthe Milestons Staonly C
Date: Wed 20/10010 Summary e d T — T=———0 sty Fl
Projezt Summary P Maus Task Co  Deadine L3
Externa Tasis C— Durstan-arly Fragrass —_—
Pagel
2. Click vao biéu tugng Multipage dé dong thoi nhiéu trang
re
Farm e P P T

1 row 2 columns | “

Bifu tugng Multipage
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3. Dudi Settings, chon Print Entire Project. Tuy chon nay cho ban in toan bo dy an.

Settings

“ Print Entire Project
K Print the project from start to finish

. | Print Entire Project
I Print the project from start to finish

= Print Specific Dates
Only print the timescale between the select dates

Print Specific Pages
Only print the pages specified

Print Custom Dates and Pages
Enter specific pages and timescale dates for printing

]

v | Motes
v | All Sheet Columns
Left Column of Pages Only

4. Click Print Specific Dates. Mdc dinh 13 2 ngay hién thj 13 ngay bat dau va két thiuc dy én
theo ké& hoach. Néu ban mudn in theo ngay cu thé cé thé chon tai Dates.

Settings

* Print Entire Project
. Print the project from start to finish

Dates: 18/10/2010 * | to 15/11/2010 -
Pagem: 1 T oto 3 s
_=| Landscape Orientation -
M -
11.69" x16.54"
Page Setup

5. DE&in Timeline, click vao vung Timeline. Quay lai tab File va click Print.
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Print
@ Copies: 1 -
Print
Printer

./ Send To OneMote 2010
Ready

-

Printer Properties
Settings

“| Print Entire Project
" Print the project from start to finish

Dates: 18/10/2010 = to 19/11/2010 -
- - Start
Pages: |1 - to 2 - Man 18/10/10
=] Landscape Orientation - l
Letter
g = Hoan thanh
85"x11 Tue02f
Page Setup

Bé&n canh viéc xem & cac ché d6, ban con cé thé thiét 1ap cac khd gidy cho viéc in.
1. Click Page Setup. Hop thoai Page Setup hién thi.

Printer Properties
Mew
Settings

m * Print Entire Project
-

. 4 Print the project from start to finish

Save & Send
Dates: 02/04/2012 - to 2771172012 -
Help — =
Pages: 1 - fo 9 -
2] Options
E Exit =| Landscape Orientation -
Letter/AMSI A -
85"x11"
Thift lip trang 08 in m— Page Setup

2. Danh diu vao Fit to va thiét [ap tilé chiéu rong / chiéu cao.
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Page Setup - Timeline M

Page lMargins] Header] Fmter] Legend] View ]

Orientation

[
(") Portrait Al @ Landscape

Scaling

18 () Adjust to: 158
@ Ftto: |1 | pageswideby |1 | tall

Other

Paper Size:  Letter -

3. Click OK dé hoan tat thiét lap.

VI. Chinh sira va in ban bao cao

Chirc nang Report trong Microsoft Project cho phép ban bdo cdo va in ra cac dit liéu trong
chuwong trinh. Khéng gidng nhu cdc ché dd xem ma ban cé thé in hodc lam viéc trén man hinh,
cac ban bdo cdo duoc thiét ké chi riéng trong viéc in hodc dé& xem tai clra s6 Print Preview. Ban
khong thé nhap dit liéu tryc ti€p vao bao cdo. Microsoft Project cé thw vién da dang vé bdo céo.

Trong bai thuc hanh nay, ban s& xem cac ban bdo cdo trén clra s6 Print Preview va chinh sira
cac dinh dang.

1. Taitab Project, trén nhdm Reports, click Reports.
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—  Chifc nang bdoc cio trong
Project 2018

LB = il|E s v

Update Syncto Visual |Reports Jompare | Spelling
Project Protected Actuals | Reports Frojects
Status Reports Proofing
05 Aug '12 19 Aug'12 02 5ep'12 16 5¢
g - |pré [ |01 Apr'12 15 Apr'12 | 29 Apr '12
FltlsaslwlsltlIiml el Tl slw

2. Hoép thoai Reports hién thi.

p
Reports

Overview... Current Costs...

Workload... Custom...

3. Click Overview va chon Select.

4. Tai hop thoai Overview Reports, click Project Summary sau dé click Select.
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LB UdfLlfiu

i

Cwverview Reports

—
1

Critical Tasks

Bang tdom
tat du 4n

Milestones Working Days

Assignments. .. Workload. .. Custom...
I-| T

5. Microsoft Project s& hién thj ban bdo cdo tédm tat vé dy an tai giao dién Backstage & tab

File.
Print
g Copies: |1 -
Print _—
PR
Printer i
= T e
. 7 5end To OneMote 2010 - et L e il o
m Ready e
Printer Properties - T i =
Settings — 1 e =
) ) ) ) Lol Bz ey Bz
| Print Entire Project . = - ==
| Print the project from start to finish e S -
Dates: 18/10/2010 ~| to 19/11/2010 - - o
Pages: 1 - to 1 -
_| Portrait Orientation -
Letter
-
85"x11"
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6. Ban c6 thé xem thém ban bado cdo khac chang han bdo cdo ngudn lyc cong viéc. Click
Reports tai nhdm Reports trén tab Project.

—  Chifc nang bdoc cio trong
Project 2018

iﬂ 'ﬂ E'ch ﬁ sé

IIIIIIID
[+0°

Update Syncto Visual |Reports Jompare | Spelling
Project Protected Actuals | Reports Frojects
Status Reports Proofing
2
BOED - |Pré | |01 Apr'12 15 Apr'12 | 29 Apr ‘12
FlTtlslwlslvsTmlrel vl s T w

7. Chon Assignment va click Select.

AU ULL 1V |27 ULL LU | £% ULL LU

Assignments... Workload...

8. Tai hdp thoai Assignment Reports, chon mau Who Does What When dé xem déi twong
ngudn lwc lam cdng viéc nao va thoi gian va click Select.
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v |Start Eiu_ ish | [100ct'10 [17 Oct '10 |24 Oct'10
| Reports JASSlgnment Reports u
T
.
R Overview. .. Whao Does What
When
%, fﬂ} ‘ E
Assigniments...
L To-do List Overallocated
Resources
Thu 18/11/10

9. Tai clra s Print Preview sé& hién thi twong tw cdc ban bdo cdo ban d3 xem & trén.
Ban c6 thé thay d6i tiéu dé cta ban béo cdo, thyc hién cac budc sau:

1. Click Page Setup. Hop thoai Page Setup hién thi, click tab Header.
2. Ban c6 thé chinh tiéu dé dwa vao théng tin cla tap tin Project.
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Print

Page Setup - Who Does What When M

A | Preview:

Wha Doss WhatWhen a5 of Wed 20/10,/10
Pralectl mpo

-

I |

Left Center | Right

|
L | &[Report] as of &[Date]
&[Project Title]

| &[Manager]
b
!
| General: Page Mumber -

Project fields: % Complete - |

Print Preview. .. [ Options... ][ Print... QK ][ Cancel

Nhirng diém chinh trong chwong 5

e Ban c6 thé chinh cac kiéu mau sic cho cac cong viéc trén biéu d6 Gantt

e Microsoft Project cho ban tly chinh trén biéu d6 Timeline dé theo ddi tién d6 du an.

e S dung chirc nang Copy Picture dé tao ra mét hinh anh chup lai biéu d6 Timeline, biéu
dd Gantt, cac hang céng viéc.

e Xem va tuy chinh cac trang in dy an trwdc khi in tai Print trong Backstage.

e Chirc ndng Report két hop Print giup ban xem trwdc cac ban bdo cdo. Ban khong thé
nhap hodc st cac dir liéu truc ti€p trén ban bao cdo.
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CHU'O'NG 6 — THEO DOI TIEN DO CONG VIEC

Trong chwong nay, ban sé dwoc hoc:

v Luu cac gid tri hién tai trén lich trinh va tao duwdng co sd.
v Ghi lai tién d6 cong viéc thdng qua ngay cu thé.

v Ghi lai ti I8 phan trdm hoan thanh cha mot céng viéc.

v" Nhap cdng viéc thuc té va thoi lwvong cho cong viéc dé.

Cho dén bay gi®, ban d3 tap trung vao k& hoach cla dy an — phét trién cac ké hoach nay mot
cach chi tiét truwdc khi bat dau cong viéc thuc té. Khi cong viéc bat dau, ban can theo ddi tién
do. Theo ddi cé nghta |a ghi lai chi tiét nhirng ngudi d3 lam nhirng céng viéc gi, thoi gian cdng
viéc d3 hoan thanh va chi phi tai thoi diém dé 13 bao nhiéu Ngudi quan ly du an phai biét lam
thé& nao dé cac nhdm cé thé tién hanh t6t cong viéc. Thyc hién va theo ddi dy an, sau do6 so
sanh véi ban k& hoach ban d3 thiét 1ap trudc dé sé gitp ban trd 1&i mét sé ciu héi sau:

e Co phai tat ca cac cong viéc déu bat dau va két thic dung nhu ké hoach? Néu khong,
diéu gi tdc dong 1én sy hoan thanh céng viéc?

e Cé phaingudn lwc béd ra nhiéu hodc it hon thoi gian thi s& anh hwdng dén su hoan thanh
coéng viéc nhu ké hoach?

e (o phai chi phi cta cong viéc cao hon du kién sé khién tong chi phi du an tang theo?

Microsoft Project 2010 hd trg moét phuong phap theo ddi tién dd. Sy lva chon phuong phap
theo ddi clia ban phu thudc vao muirc d6 chi tiét hodc yéu cau kiém sodt cla ban, nha tai tro du
an va cac bén lién khac.

Trwdce khi ban bat dau theo d&i doi tién dd, ban nén xac dinh mirc do chi ti€t ma ban can. Cac
murc do theo dai chi tiét gom :

e Ghi lai cong viéc nhu du kién. Mirc dd nay la sy lwa chon t6t nhat néu tat cd moi th
trong dy an dién ra theo dung k& hoach.

e Ghi lai ti 1é phan trdm mdi khi hoan thanh hodc gia tri cu thé theo tién d6 chdng han nhu
25%, 50%, 75% va 100%.

e Ghi lai cdc cong viéc trén thyc té cing ngay bat dau va két thuc, cac thoi lwgng con lai
sau moi cong viéc.
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e Theo ddi cac cap dd phan cdng cdng viéc theo cac khodng thoi gian. Day la mdc d6 chi
tiét nhat.
l. Puwong co so ctia du an

Sau khi 1&n k& hoach cho du an, mét trong nhirng cong viéc quan trong ma mét nguwdi quan ly
du &n can phai lam 13 ghi lai thyc t&€ cong viéc va ddnh gid sy hiéu qua. D& danh gia hiéu suat
cta dy an dung céch, ban can phai so sanh vdi ké hoach ban dau. D& so sanh trudc tién ban can
tao mot duwong co s&, nd sé thu thap cédc gia tri quan trong trong ké hoach chdng han ngay bat
dau, ngay két thuc, chi phi ctia céng viéc, ngudn lyc va phan cdng céng viéc. Khi ban cé duong
co s& cho ké& hoach, Microsoft Project s& lwu lai né va so sanh véi nhitng gi thuc t& dang dién ra
trong du an. Trong Microsoft Project, dwdng co s& co thuat ngir la baseline.

Ban nén st dung duong co s& khi

e Ban d3 Ién k& hoach day du cho mét dy &n (Tuy nhién diéu nay khdng cé nghia 1a ban
khong thé thém céac cong viéc, ngudn luc sau khi cdng viéc d3 bat dau...)
e Ban van chuwa bat dau nhap cac gia tri thuc t&, chang han ti 1é phan trdm khi hoan thanh.

Microsoft Project khéng chi hd tro 1 ma lén dén 11 duwdng co s& trong mot ké hoach duy nhat.

1. Trén tab Project, tai nhdm Schedule, click Set Baseline, sau d¢é click Set Baseline.

Gantt Chart Tools Projectl.mpp - Microsoft Proje
Project View Add-Ins Team Format
I-Eh = mn=e P EI} m{_ Status Date: =g —
| es = 2=y el | S S 0 | L
Links Between WES Change Calculate Set Move Update ync to
Projects 7 Warking Time Project |Baseline =| Project Project Protected Actua
Properties =%  Set Baseline... Status
1 1
ask Name Duration = o
- & ClearB Set Baseline TR
Lén k& hoach cho tirng 11 days Mon 18 Take a snapshot of your schedule
giEli doan that includes informatinr_'l about
. tasks, resources, and assignments.
Phén céng 1 day Mon 18
it e . Compare multiple baselinegs to see
Thiétk&vachudnbi  2wks Mon 18 | ow your project has changed over
tigp thi time.
Hodan thanh k& hoach |0 days Tue 02/11/10 Tue 02/11/10

2. Tai hop thoai Set Baseline danh dau chon vao Set baseline.
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p u
Set Baseline - ﬁ

i@ Set baseline

- Baseline -
—{ | © setinterim plan

iCopy: | Scheduled Start/Finish

Into: | StartlfFinishl

Far:
(@) Entire project
(71 Selected tasks
Foll up baselines:

To all summary tasks

Erom subtasks into selected summary task(s)

Set as Default

[ oK ] | Cancel |

3. Click OK. Microsoft Project d3 lwu lai duong co sé& cua ban.
4. Trén tab View, tai nhom Task Views, click Other Views, sau do click Task Sheet.

Task Resource Project View Add-Ins

. E ENetwnrk Diagram - |_=-3Resnurce Usa

E Calendar - a @ Resource She

Task Team —
Usage - |-ab Other Views = Planner - L& Other Views -

Ti Built-In Resource Views

@ Task Form » |Dura

1 A wach chotirng  11d
Timeline n

- I céing 1da

3 Tg Save View.. kévachuanbi 2wk
f}‘ Maore Views.., hi

4 - [ rwun thanh k€ hoach |0 da

=
= = Khé&i cong giai doan 13d
6 & = Phan phdi cdcbansao 2da

5. Microsoft Project s& hién thj bang cong viéc gdom thoi lwong, thong tin ngay bat dau, két
thdc cung ddi twong ngudn lyc thuc hién cong viéc
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Task ~ Task Name ~ Duration ~ |Start * Finish ~* Predecessors ™ Resource Names -
= = Lé&n k& hoach cho tirng gi 11 days Mon 18/10/10 Tue 02/11/10

= Phan cong 1 day Mon 18/10/10 Mon 18/10/10 Lugng Trung Thanh

= Thiét k& va chudn bi tir 2 wks Mon 18/10/10 Tue 02/11/10 2 Nguyén Ngoc Thuén

E Hoan thanh k& hoach 0 days Tue 02/11/10 Tue 02/11/10 3

=l = Khé&i cong giai doan 13 days Wed 03/11/10 Fri19/11/10 1

= Phan phdi cic ban sao 2 days Wed 03/11/10 Thu 04/11/10 Pham Thanh Tung[50%)]

= Vi&t bai trén cic bdo ti 7 days Fri0s/11/10  Mon 15/11/10 6 Pham Thanh Tung[50%)]

= Xay dung cng thang t 2 days Tue 16/11/10 Wed 17/11/10 7 Pham Thanh Tung[50%)]

= Khéi déng chwong trin 2 days Thu 18/11/10 Fril9/11/10 & Tran Van Minh

6. Trén tab View, tai nhém Data, click Tables.

Project View Add-Ins Team Format

gram - %5 [[§ Resource Usage ~ Al
g ._a Resource Sheet =

Highlight: [No Highlight] = 1

Filter: [Mao Filter] -

Team = Sort  Outling | Tables
~ Flanner = 5 Other Views - - - - = Group by: [Mo Group] -
Resource Views
ask Name * |Duration ¥ |Starn Cost 2Ce550
" Lén ké hoach cho tirng gi 11 days Ma Entry
Phan cong 1 day Mo _
. . Hyperlink
Thiét k& va chuan bi tin 2 wks Mo
. . " Schedule i
Hoan thanh k& hoach 0 days Tue
' Khé&i cing giai doan 13 days W, Jtacking
Phan phdi cac ban sao 2 days W Variance
Vi&t bai trén cdc bdo ti 7 days Fri TIoTk
Xy dung cdng thang t 2 days Tue Summary
Khoi dong chuong trin 2 days Thu Usage
'I_;, Reset to Default
EE Save Fields as a Mew Table
_Tj Maore Tables...

7. Click Variance.

8. Microsoft s& sdp x&p lai cac théng tin gdbm théng tin dwong co s& dugc ghi lai vao ngay
bat dau, ngay két thuc. Tién d6 cla cong viéc thé hién qua cot Start Var va cot Finish
Var. Theo hinh dwdi, cac cdng viéc hién van chua duoc tién hanh.
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Task Name ¥ |Start * |Finish * |Baseline Start ™ |Baseline Finish * |StartVar. ~ |Finish Var. ™

= Lé&n k& hoach cho tir Mon 18/10/10 Tue 02/11/10  Mon 18/10/10 Tue 02/11/10 0 days 0 days
Phan cong Mon 18/10/10 Mon 18/10/10  Mon 18/10/10  Mon 18/10/10 0 days 0 days
Thi&t k& va chudn Mon 18/10/10 Tue02/11/10  Mon 18/10/10 Tue 02/11/10 0 days 0 days
Hoan thanh k& ho Tue 02/11/10 Tue 02/11/10 Tue 02/11/10 Tue 02/11/10 0 days 0 days

- Khéi cong giai doan Wed 03/11/10  Fri 19/11/10  Wed 03/11/10 Fri 19/11/10 0 days 0 days
Phan phdicacban Wed 03/11/10 Thu 04/11/10  Wed 03/11/10 Thu 04/11/10 0 days 0 days
Vigt baitréncdck  Fri05/11/10 Mon 15/11/10 Fri0s/11/10  Mon 15/11/10 0 days 0 days
Xay dyng cong thi  Tue 16/11/10 Wed 17/11/10 Tue 16/11/10  Wed 17/11/10 0 days 0 days
Khéi dong chwon) Thu18/11/10  Fri 19/11/10 Thu 18/11/10 Fri 19/11/10 0 days 0 days

9. Trén tab View, tai nhdm Task Views, click Gantt Chart dé quay lai biéu d6 Gantt.

’
|E|' = 9~ = |5 Advanced Tasks A Start.mpp - Microsoft Project
Task Resource Project View Custom Add-Ins Team

: 3 Cut -
& Calibri n - e eees
I_-:Ié Cclp]lll " {1-} A. = = s
anrmatF‘ainter S T Am | 08 =
Clipboard Font ] Sch
Thu 31/05/12
[i]
0 Task . |Task Name - |Duratio
Mode
o = ~ Dw an sach Microsoft Project 2010 172 d:
cua ICT24H
1 o 2 * Hop véi cic bién tap vién 60.13 d
__ [(—] - - -

Qua cac thao tac trén, ban d3 duoc kiém tra dudng co s& da duoc luu lai.

Il. Theo ddi dw an theo dw kién

Phuong phdp don gian nhat dé theo ddi ti€n do 1a bdo cdo céc cdng viéc thuc té dang dugc tién
hanh chinh xdc nhuw ké& hoach. Vi du, néu thang dau tién cia moét du an 5 thang d3 tréi qua va
tat ca cac cong viéc d3 bat dau va két thic dung theo k& hoach, ban cé thé ghi lai tién d6 nay
mot cdch nhanh chéng. Khi ban ghi lai ti€n d6 théng qua mot ngay cu thé, Microsoft Project s&
tinh toan thoi lvgng thuec té, thoi lwong con lai, chi phi thyc va nhitng gié tri khac cho dén ngay
ban nhap vao.

1. Taitab Project, trén nhdm Status, click Update Project.
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Cap nhat tign dd du
dn bang céach click
vac Update Project

Projectl.mpp - Microsoft Project

Project View Add-Ins Team Farmat

@ Links Between Projects EEI Calculate Project  Status Date: -i| =l
[
[ Set Baseline = | [ 20/10/10 =

E wes ~
Update Syncto
[Ey Change Working Time | [£5] Move Project Project Prbtected Actuals
operties Schedule Sreriery
sk Name » Duration - |Start - Finish -
Phan cong 1 day Mon 18/10/10 Maon 18/10/10
A~ A fanfan T~ faa fan

Thifs LA ek b S b A narles

2. Tai hop thoai Update Project, danh dau chon Update work as complete through.

Update Project — -

@ Update work as complete through:: Wed 20/10/10 -

@ Set 0% - 100% complete
() Set 0% or 100% complete only
(") Reschedule uncompleted work to start after:

Wed 20/10/10

For: (@ Entire project (7 Selected tasks

Co) (o

3. Click OK.
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Thanh trang thii d6i

mau the hifn cling viS( ——
dd hoan thanh dugc mét
Ki hidu céng viéc da phi&n
hean thanh
(= R R Projectl.mpp - Microsoft Project Chart Tools
l ask Resource Project View Add-Ins Team Format
i ; ¥ B, Links Between Projects = status Dat —
: ] % = B 1B
3 wes - i ] 2010/ ==
project Project  Custom ) ) Calculate Set Move Update Syncto
Information Fields E?,)Chaﬂge Working Time Project Baseline = Project Project Protected Actu
nsert Properties Schedule Status
51 Task , Task Name - |Duration ‘10 17 Oct '1p [24 Oct'10 3
Mode W | FlS [s[m[w]F]:
= I =S Phan cong 1day =£W Trung Thanh
3 = Thigt k& vachudnbi  2wks :
tiép thi
4 = Hodn thanh k€ hoach 0 days
3 = = Khoi ¢ong giai doan 13 days
6§ & = Phén phdi cdc ban sao 2 days
7 = Vi&t bai trén cdcbdo 7 days
ti&p thi

Sau khi ban d3 cip nhat, Microsoft Project s& danh ddu hoan thanh céng viéc. Ngoai ra thanh
trang thai d6i mau gilp ban ¢ thé biét dugc tién d6 dy an.
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IIl.  Nhap ti & phan tram thé hién céng viéc hoan thanh

Sau khi céc cong viéc trén k& hoach d3 di vao thuc té, ban c6 thé nhanh chdng ghi lai tién do
cla nd theo ti 1& phan trdm. Khi ban nhap ti 1& phan trdm I&n hon 0, Microsoft Project sé thay
d&i ngay bat dau cong viéc thuc t& khép véi ngay du kién. Sau d6 Microsoft Project cé thé tinh
toan thoi lwong thyc té, thoi lwgng con lai, chi phi thuc va mot s6 giad tri khic dua trén ti lé
phan trdm ma ban nhap. Vi du, néu ban thiét |ap mdt cdng viéc trong 4 ngay la 50%, Microsoft
Project sé& tinh todn rang ban d3 bat dau vao céng viéc thuc t& dwoc 2 ngay va thoi lugng con
lai 1a 2 ngay.

Ban c6 thé nhap ti 1& phan tram theo cac cach sau:

e S dung cac ti 1& mac dinh 0%, 25%, 50%, 75% va 100% bang cach click vao cac nat biéu
tuong tuong ng.
e Nhap cac gia tri phan trdm ban muén trong hép thoai Update Tasks.

O bai thuc hanh nay, ban sé ghi lai tién d6 cong viéc thdng qua ti 1& phan tram.

1. Taicot Task Name, click chon vao mot cong viéc.
2. Taitab Task, trén nhém Schedule, click 100% Complete.

sir dung ti 1& phan
tram
3 - |+ Projectl. mpp - Microsoft Project]
Task Resource Project View Add-Ins Team
E am  n | PESSS
_-.lév = == s s
Paste. 9y B Z U [ D-A- @ 88 =55
Clipboard Font ] Schedu
o Task . |Task Name - |Duration
Maode
= = Lén k& hoach cho tirng 11 days

gial dnan

Khi ban click vao cac ti I& phan trdm, Microsoft Project sé& tw déng tinh toan va lam thanh trang
thai.

DONG NGUYEN & TEAM Page 136




Microsoft*

Project Professional 2010

17 Oct '10 [24 Oct'10 31 Oct '10 |07 Nov '10 14 Nov '10
Fls| T[T |sm|w|F|s|T|[T[s | Mm|w|]F|s|T]|T|

_

Ell.l.m‘ng Trung Thanh
o —

Mguyen Ngoc Thudn

%ll'ham Thanh Tung[50%]

Pham T[i1a

F‘hi;;l 1§

IV. Nhap gia tri thwc thé hién tién do

Ban c6 thé ghi lai cac gia tri thuc t& vé ngay bat dau, két thuc va thoi lvgng cla cong viéc. Khi
ban nhap céc gid tri nay, Microsoft Project st dung cac nguyén tac sau:

e Khi ban nhdp ngay thuc té bat dau, Microsoft Project sé doi ngay bat dau trong ké
hoach theo ngay ban nhap.

e Khi ban nhap ngay thuc té két thic, Microsoft Project s& doi ngay két thac trong ké
hoach theo ngay ban nhap va thiét |p trang thai hoan tat cdng viéc l1a 100%.

e Khi ban nhap vao gia tri cdng viéc thuc té, Microsoft Project sé& tinh todn lai cac cong
viéc con lai cling nhw gia tri cda no.

e Khiban nhip thoi lvgng thuc té€, néu né it hon so vdi thoi lwgng dy kién trong ké hoach,
Microsoft Project sé tinh todn lai thoi lvgng con lai.

e Khi ban nhap thoi lwgng thyc t& clia cong viéc, néu né bang véi thoi lvgng du kién trong
ké hoach, Microsoft Project sé thiét |ap trang thai hoan thanh la 100%.

e Khi ban nhap thoi lwgng thyc té cda cdng viéc, néu nd I&n hon thoi lvong du kién trong
k& hoach, Microsoft Project s& diéu chinh lai thoi lvgng dy kién dé phu hop vdi thoi
lwong thuce té va thiét 1ap trang thai hoan thanh 1a 100%.

O bai thuc hanh nay, ban sé& nhap thoi lvgng cong viéc.

1. Taitab View, trén nhdm Data, click Tables, sau d¢6 click Work.
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T ) B ojectl.mpp - Microsoft Praj
Wiew Add-Ins Team Format
59 [§ Resource Usage ~ Al Jj # Highlight: [Mo Highlight] -
] (g Resource Sheet ~ Z = “F Filter: [Mo Filter] -
‘Bam = Sort  Qutline [ Tables
nner~ o5 Other Views = - - - Group by: [Mo Group] -
Resource Views Built-In
- |Duration o Cost : Oct
T|5 - %
rach chotirng 11 days V| Entry f—
Hyperlink
éng 1 day Schedule Than
Bvachuanbi  2wks Tracking —
i
- = Variance
hanh ké hoach 0 days
g giai doan 13 days Work
hdi cac ban sao 2 days Summary
itrén cacbdo 7 days Usage
i _..:.'] Reset to Default
ng Cnr‘lgthnng 2 da"'rE EE Save Fields as a Mew Table
ithigu sach 5 More Tabl
ore Tables...
ebsite = M :
2. Microsoft Project s& hién thj thoi lwgng lam viéc cda ban.
Task Name - |Work - |Baseline _ |Variance  |Actual - Remaining . (% W.Comp. .
= Lén k& hoach cho tirng 88 hrs 88 hrs 0 hrs 88 hrs 0 hrs 100%
giai doan
Phan cong Bhrs B hrs 0 hrs 8hrs 0 hrs 100%
Thi&t k& va chuan bi 80 hrs 20 hrs 0 hrs 20 hrs 0 hrs 100%
ti&p thi
Hodan thanh ké hoach 0hrs 0 hrs 0 hrs 0 hrs 0 hrs 0%
= Khéri ciing giai doan 60 hrs 60 hrs 0 hrs 15 hrs 45 hrs 25%
Phén phdi cic ban sao 8hrs 8hrs 0 hrs 2hrs O hrs 100%
Vi&t bai trén céc bao 28 hrs 28 hrs 0 hrs 7 hrs 21 hrs 25%
ti&p thi
Xay dwng cong théng Bhrs B hrs 0 hrs O hrs Bhrs 0%
tin gidi thiéu sach
trén website
Khéri déng chuong 16 hrs 16 hrs 0 hrs 0hrs 16 hrs 0%
trinh truyé&n théng
cho sach
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3. Click chon mét cdng viéc va thay ddi gia trj tai cot Actual theo thuyc té.

Task Name - |Work - Baseline _ |Variance ||Actual - |femaining . % W.Comp. . Adt
= Lé&n k& hoach cho tirng 88 hrs 88 hrs 0 hre BENIS 0 hrs 100%
giai doan
Phan cong 8 hrs 8 hrs 0 hrs 8 hrs 0hrs 100%
Thiét k& va chudn bi 20 hrs 80 hrs 0 hrs 80 hrs 0 hrs 100%
tigp thi
Hodan thanh ké hoach 0 hrs 0 hrs 0 hrs 0 hrs 0 hrs 0%
= Khé&i cong giai doan 60 hrs 60 hrs 0 hrs 15 hrs 45 hrs 25%
Phén phdi cac ban sao 8 hrs 8hrs 0 hng s 0 hrs 100%
Vit bai trén céc bio 28 hrs 28 hrs 0 hr 15hrs| « 21 hrs 25%
ti€p thi -
¥&y dung cdng théing 8 hrs 8 hrs 0 hrs UTrs 8hrs 0%
tin gioi thiéu sach
trén website
Kh&i déng chuong 16 hrs 16 hrs 0 hrs 0 hrs 16 hrs 0%
trinh truyén thang
cho sach

4. Taitab Task, trén nhom Schedule, click Mark on Track va chon Update Tasks.

?- ﬁroje:ﬂ.mpp - Microsoft Projec

i Team Format

- e E . - [EF Mark on Trackl*]
0 25 50¢ 754 100%

. ) .| &1 Mark on Track
G |8 | = &5
ﬁ W‘ Y i @ gpdat& Tasks

Schedule
ne . |Variance | Actual - |REMaining . |%W. Comp. _
88 hrs 0 hrs 88 hrs 0 hrs 100%
8 hrs 0 hrs 8 hrs 0 hrs 100%
80 hrs 0 hrs 80 hrs 0 hrs 100%
0 hrs 0 hrs 0 hrs 0 hrs 0%
60 hrs 0 hrs 23 hrs 37 hrs 38%
8 hrs 0 hrs 8 hrs 0 hrs 100%
28 hrs 0 hrs 15 hrs 13 hrs 54%
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5. Hop thoai Upate Tasks hién thi, tai day ban c6 thé xem dugc thoi lvong cong viéc
thuc t& d3 lam va thoi lvgng con lai 1a bao nhiéu. Dé thay déi thoi gian bat dau cong
viéc, ban chon ngay tai Start bén dudi Actual.

- . B
Update Tasks ﬁ

Name: |‘|.|fié"t bai trén cac bao tiép thi Curation:

-

-

%o Complete: | 54% |—| Actualdur: | 3.75d =| Rpemaining dur: | 3.25d

-

T Actual Current
e Sl =d 03/11/10 - Start: | Fri 05/11/10 |
Finish:  NA »  Fnish: |Mon 15/11/10 |

[(motes.. ] [_oc ][ conl ]

. Thivi gian bat d3u
thuc t&

6. Ngoaira, ban cd thé thiét |1ap gia tri hoan thanh céng viéc tai muc %Complete.

Nhirng di€m chinh trong chwong 6

e Trudc khi theo ddi cong viéc thyc té€ so vdi ké hoach, ban nén thiét 1ap mot dudng co
s@. Pudng co sé gilip ban theo ddi va so sdnh vdi tién dé thuc té so vdi ké hoach.

e Microsoft Project gitp ban theo ddi tién dé kha chi tiét.

e DE dénh gia trang thai du an sau khi theo d&i ban can ghi chép lai s8 liéu chinh xac trong
dy an thong qua viéc cap nhat cong viéc (Update Tasks).
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CHU'O'NG 7 — PIEU CHINH CHI TIET CAC CONG VIEC

Trong chwong nay, ban sé dwogc hoc:

v Diéu chinh cac lién két cdng viéc dé kiém soat moi quan hé chat ché hon.
Ghi lai sy gian doan trong cong viéc

Diéu chinh thai gian lam viéc cho tirng cdng viéc cu thé.

Thay d&i cong viéc dé kiém soat tién do.

Nhap chi phi ¢6 dinh cho mot céng viéc.

Thiét 1ap cdng viéc dinh ky

AN NI N N NN

Nhap thoi lugng cho cong viéc tdm tat

Trong chuwong nay, ban s& duoc s&t dung mot sé tinh ndng mé rdng trong Microsoft Project
2010. Nhitng tinh ndng nay tap trung va viéc diéu chinh cong viéc mot céch chi tiét hon.
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l. Diéu chinh méi quan hé cha cic cdng viéc

O chuong 2, ban d3 dwoc lam quen véi cdc mbi quan hé hay con goi la tinh phu thudc:

Sw quan hé cia cong | Y nghia Vidu
viéc
Finish-to-start (FS) Ngay két thdc cla  Cong viéc viét mot

mot céng viéc tién | chuong cda cuén sach
nhiém dé xdic dinh | phai dugc hoan thanh
cho cong viéc ké tiép. | trwdc khi thuc hién
coéng viéc tiép theo 13
chinh slra né.
Start-to-start Ngay bat dau cla | Pt gidy va co s& in
céng viéc tién nhiém | lién quan chat ché vai
s& xac dinh ngay bat | nhau vi né dong thoi
dau cla cong viéc k& | xay ra

tiép
Finish-to-finish (FF) Ngay két thdc cua | Céc céng viéc yéu cau
céng viéc tién nhiém | phai cé thiét bi phai
xac dinh ngay két  két thac khi thoi han
thic cho coéng viéc ké | thué céc thiét bj cling
tiép két thuc
Start-to-finish (SF) Ngay bat dau cla | Ngay bat dau in cudn
céng viéc tién nhiém | sdch cling 1a ngay
s& xac dinh ngay két | danh dau cadc cong
thic cda nhiém vy ké | viéc vé bién tap da
tiép két thuc

Khi ban tao cac cong viéc va lién két ching bang chirc nang Link Tasks trén tab Task, cac cong
viéc nay s& dugc thiét 1ap méi quan hé finish-to-start. Tuy nhién khéng phai lic nao cic cong
viéc trong du &n cta ban cling 1a méi quan hé nay, ban can thay déi mdi quan hé khac. Sau day
|a mot s6 vi du:

e Ban c6 thé bat dau thiét 1ap cac trang va dua hinh minh hoa trén mot cuén sach (st
dung mdi quan hé start-to-start). Diéu nay giup ban giam téng thoi gian can thiét dé
hoan thanh khi 2 cong viéc dugc lam song song.

e K& hoach bién tap cho cuén sach cé thé bat dau trwdc khi hoan thanh ban thdo cudn
sach thi chua thé hoan thanh cho dén khi ban thao dwoc hoan thanh. Ban muén thiét
lap cho 2 céng viéc nay song song cing mét ldc (mai quan hé finish-to-finish).
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Sau khi ban thiét 1ap cdc m&i quan hé, ban cé thé diéu chinh lai thoi gian bang cach dé lén
(dwoc goi la lead time) hodc thoi gian tré (duoc goi 1a lag time) gitra ngay két thuc va ngay bat
dau cha cdng viéc tién nhiém va céng viéc ké nhiém.

e Lead time: ban cé thé thiét 1ap mot cong viéc k& nhiém bat dau duoc tién hanh trudc
khi két thic céng viéc tién nhiém thi thoi gian tredc d6 dugc goi la lead time.

e Lag time: vi du ban can phai thém mot ngay cho céc ban thao dugc van chuyén dén tac
gid. Ban khéng mudén thém 1 ngdy vao cdng viéc vi ban chua thiét 13p cong viéc van
chuyén d6. Thay vi tao mot cdng viéc mdi, ban cé thé nhap mdt khoan thoi gian cham
tré gitra 2 cong viéc. Khoan thoi gian d6 goi la lag time.

Trong bai thuc hanh nay, ban s& nhap khoang thoi gian va thay déi méi quan hé gitta cac cong
viéc.

1. Trén tab Task, tai nhom Tasks, click Inspect.

|-'<- tt Chart Tc |';.-| Advanced Tasks A_Start.mpp - Microsofi

‘eam Format
Mark on Track - oy Inspect - -
) f'j"rRespect Links 2 Move -

& i % Il Aut T

= %% = inadivate Scm:jlal_llg Sch:dine % Mode - E

Schedule Tasks

25 Mar '12 01 Apr '12 08 Apr '12

vsIMmITIW]T]F][s]sm[T[W]|T]F[s[s[m][T[W[T]F]
|—
4- 02/04

2. Khung Task Inspector hién thi. Khung nay hién thi cdc mdi quan hé cla mét cdng
viéc ma ban click chon gém cé cong viéc tién nhiém, thoi gian bat dau, thoi gian két
thuc, lag time hodc lead time néu cé.
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L= - reli
_!] 4 Cut Calibri - Do e e ?FMark on Track
B 53 Copy - == Respect Links
Gantt Paste - | S5 o | @8 | em 25
Chart = - anrmat Painter B I U 84 é an |88 = +— Inactivate
View Clipboard Font P Schedule
Task Inspector » Task  |Task Name - |Dural [2!
; - .- Mode B
3 - SUa chifa ndi dung o = = Dw an sach Microsoft 166
Factors Affecting Task: Project 2010 cua
ICT24H
Auto Scheduled 1 % - Mua lai 75 d:
Start: Mon 02/04/12 3 w s 2
Finish: Fri 20/04/12 El:',> Da,nhan dugcban  0day
thao
Predecessor Tasks: 3 | = Sira chira ndi dung |15 ds
Marne Type Lag T PP
- — 4 = Tacgia xem xét cac 10 d:
Z- Ba nhan Finish Te [, néi dung chinh sira
duge ban thao | Start - g
5 = Ban giao cho ban  0day
bién tap
| = - Bién tap 35 ds
-E = Té chikc siva ban 5 day

3. Trén tab Task, tai nhém Properties, click Information.

}? @Inspect - i 9 Summary — _\,_J Motes
E5l Move ~ & Milestone E I==| Details
Manually Task Information |- - -
schedule [Schedule ﬁ Mode ~ - Deliverable 'Eﬂ-.dd to Timeline
Tasks Insert Floperties
- 08 Jul '12 15 Jul '12 22 Jul'12
TIE[s|[s[m[T[w[T[F]s|[s[m|[T[w[T[F[s][s][m]

I"'v"l

4. Hop thoai Task Information s& hién thi.
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General Predecessursl Resources Aduan::edl Nutesl Custom Fields

Tazk Information

Mame: | Inra va xuat ban Duration: | 30 days | [ |Estimated
Percent complete: | 0% = Priority: | 500 =
Schedule Mode: (7 Manually Scheduled [ tnactive
(@) Auto Scheduled
| Dates
] Start:  Tue 09/10/12 * Finish: Mon 19/11/12 -

[ Display on Timeline
[ Hide Bar
1 [ rallup

Co) Coe

5. Click tab Predecessors.
6. Tai cot Lag cla cong viéc, nhap thoi lvgng ma ban mudn s dung lam lag time va
click OK.

inhgidvaxem  10d:|

Taszk Information - ﬁ

General | | Resuurcesl Aduancedl Nutesl Custom Fields
[ | s mrs ) = )
Mame: | Inra va xudt ban Duration: | 30 days | = [ | Estimated
Predecessors:
|30 -
| ID Task Name Type Lag (N
Tao cac ban in thir Finish-to-Start (F5) 3d
(= |
Mhap thoi
lugng Lag time

7. Quan sat cac thanh trang thai tai biéu d6 Gantt dé thay sy thay déi.
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Task Inspector Task . |Task Name - |Duration | [07 Oct"12 [14 Oct'12
o 0 o WITTF[S[S [M[T [WITTFS[SIM[T]v
31 - In ra va xuat ban 24 Hoan t3t xem Sdays |nd
Factors Affecting Task: xétva danh gia
25 = = Thiét k& website  5days
Auto Scheduled quang ba
Start: Fri 12/10/12 26 = Taogiaodién 3 days - .
Finish: Thu 22/11/12 . » Khoang lag time
27 =S Tacgia danh gia 2 days
Predecessor Tasks: va xem xét |
Mame : T_!fée 28 =3 = Chudn bilén mauva a4 days
SQ—Tao cdc Finish To 2 inan
ban in thir Start e .
29 = Glri dén xwang 1day
Calendars: mau
Resource: Printing Service a0 < Tao cicbaninthlr 10 days Bieh-we-in miEu
:‘\j
= -
£ e = 30 days e ——
Lag time s— &

8. Click chon m6t cong viéc khac. Tai tab Task, trén nhodm Properties, click Information

va chon tab Predecssors.

9. Taicot Lag, nhap ti I& phan trdm, chdng han 13 -25%.

i da Task Information

ydal | General Predecessors ]F‘.esaurces Aduanced] Nates] Custom Fields

Mame: | Kiém tra ban thio

Duration: | 5days = [ Estimated

day
Predecessors:
9 -
L5¢ D Task Mame Type Lag (A
day HTac gia xem xét cac ban thao d3 dugc sira Finish-to-Start (F5) -25%
ida
Jda

10. Click OK.

11. Tai tab Task, trén nhom Editing, click Scroll to Task dé Microsoft Project hién thi dén

cong viéc ban dang chon.
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10 Jun 12 17 Jun 12 24 Jun 12
sm[Tw|T[F|s|s[m|[T|w|[T[F|s|s[m|[T|Ww]|T]F

——-]

—'] Luerng Trupg Thanh,Bién tip vién[25%]

MNguyén Mgoc Ting
& 20/06

Y ——
|

Ldc ndy cdng viéc theo du kién d3 IUi vé phia sau céng viéc tién nhiém.

N&u ban thiét 13p gia tri Lag time 13 s6 4m thi n6 chinh 13 Lead time ma ban d3 dwoc tim hiéu &

phan gidi thiéu dau chuong.

Il. Sw gian doan trong cong viéc

Khi ban khé&i tao cong viéc, ban biét rang cdng viéc nay khdng phai lic ndo cling suén sé, cé thé
gap gian doan. Thay vi phai liét ké 2 cong viéc cho mét sy gian doan thi ban cé thé chia cac cdng
viéc thanh hai hay nhiéu phan doan. Sau day |a mét s6 li do dé ban chia phan doan:

e Ban dy doan mot sy gian doan trong cong viéc, vi du mot nhan vién cé nhiém vu hoan
thanh cong viéc trong 1 tudn nhung 1 ngay trong tuan dé anh ta phai tham dy mot su
kién.

e M6t cdng viéc bat ngd bi gian doan. Sau khi céng viéc dugc ti€n hanh, mot déi tuong
trong ngudn luc cong viéc tam ngirng céng viéc bdi vi cdng viéc khac can dwoc wu tién.
Sau khi cdng viéc wu tién d3 hoan thanh, thi déi twong cé thé ti€p tuc hoan thanh cong
viéc trudc do.

O bai thuc hanh nay, ban s& thuc hién viéc chia mét cong viéc ra thanh nhiéu phan doan.
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1. Click chon mét cong viéc ma ban muén chia
2. Tai tab Task, trén nhom Editing, click Scroll to Task dé Microsoft Project dén thanh
trang thai cia cong viéc ma ban chon.

BEIEI)
N 2 W
33 “wm summary = Motes 33 Find -
— CE a
‘@ Milestone ==| Dretail s c# Clear =
Task Information - -- Scroll
- j Deliverable '.:EAddt::n Timeline} | tg Task @ Fill =
Insert Properties Editing
F.
“@
3
15 Apr'12 |29 Apr '12 13 May '12 [27 May '12 &
s lwl st [Mm[F]T]s[{w]s|[T][m[E[T]s][w

3. Taitab Task, trén nhdm Schedule, click biéu twong Split Task.

Bifu tuwong phén doan

trong céng vidc Split
Task
Gantt Chart Tools
esource Project View Add-Ins Team Format
Fark on Track -
Calibri 1 - .- - l

‘E'ﬁ Respect Links

- A - = = e e .'\\.I.-" -
B 7 U > — @n |88 ) =2 — Inactivate
Font P Schedule
x Task . |Task Name - |Duratic
Mode
ng 0o T ~ Dw an sach Microsoft 166.5

4. Sau khi click, hiéu thi bang ScreenTip.
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Task Name - |Duration _ |Start - Finish 25 Mar ‘12
5
0 =~ Duv an sach Microsoft 166.5 days Mon Tue
Project 2010 cua 02/04/12 20/11/1z
ICT24H
1 = mur——: . S —
5 i Split Task: H“_
; Scheduled Start:
- Click to insert a split on the task.
=" —_—
4 T TS e RET A o uays WO 23/ O T2 FIT U/ 05)
n&i dung chinh sira ScreenTip
5 Bangiaochoban  0Odays Fri04/05/12  Fri04/05/
bién tap
& - Bién tép 32.5days Mon 07/05/12 Wed 20/0
7 T& chirc si¥a ban 5 days Momn 07/05/12 Fri 11/05/

5. Dichuyén chudt dén thanh trang thai trén biéu d6 va click tai mot diém trén thanh trang
thai d6. Ban c6 thé ré chudt tir tlr, ngay tai Scheduled Start trén bang ScreenTip sé thay
d&i tuy thudc vij tri ma ban ré chudt.

01 Apr'12 08 Apr '12 15 Apr '12
TIE|s[s[m[T|w|[T[F[s[s[m[T[w[T[F[s|[s[m][T|[w]|[T]F

Thé hién sy gidn doan trong
cdng viéc

Khi tdch doan ra, néu ban mudén ndi doan cdng viéc lai cé thé click va gitt nguyén chudt vao mét
dau va kéo vao dau con lai.
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27 d; Tack: ] —

0 oz Finish: Maon 090412
Duration: 5d

Bk | |

10 days Wed 25,

0 days Tue 08/

Thaco :éé n&i deoan
32.5days Wed09, cong wiéc
5 days Wed 09, :

IIl.  Piéu chinh thei gian lam viéc cho tirng cong viéc cu thé

Trong nhirng chuong trudc, ban d3 sir dung lich co ban trong Microsoft Project 2010 dé 4p
dung thoi gian lam viéc, tuy nhién ban cling can thiét 1ap cu thé cho tirng céng viéc. Sau day la
mot s6 |i do can thiét khi thiét 1ap gthdi gian cu thé cho tirng cong viéc.

e Ban dang st dung lich chuin cta Microsoft Project va ban cé mot cong viéc phai thuc
hién qua dém.

e Ban cé modt cdng viéc xay ra vao mot ngay cu thé trong tuan.

e Ban c6 mdt cdng viéc phai thuc hién vao cudi tuan.

Trong bai thyc hanh nay, ban s& tao mét lich va dp dung nd dé han ché thoi gian lam viéc
cho mét cdng viéc cu thé:

1. Taitab Project, trén nhdm Properties, click Change Working Time.
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K|E|| HO-0- = |5 Advanced Tasks A_Start.mpp - Microsoft Project
Task Resource Project View Custom Add-Ins Team
B [ 5 |l =
Subproject Project  Custom Links Between WES Change alculate Set
Information Fields Projects Warking Time Project EBaseline-
Insert Properties Schedule
Rezource Name * |Group * Max. T Peak * Std. F
B Group: No Value 1,800% 1,175%
20 Banin th 0/day
3 Bién tap vién 200% 150%
16 Bi lai 0%
11 Dich vu in 100% 100% ¢
2 Dich vu in mau 100% 100% ‘

2. Tai h6ép thoai Change Working Time, click Create New Calendar.
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R
P — — — —— - .
[ Lﬂ

ral Change Working Time

| For calendar: Standard (Project Calendar) - [ Create Mew Calendar ... ]
-
; Calendar 'Standard' is a base calendar. I
Legend: Click on a day to see its working times: Tgo lich mdi
T October 2010 +  Working times for 20 October 2010:
5 M T|W|Th| F 5
1 > « 3:00 AM to 12:00 PM
Monwaorking « 1:00 PM to 5:00 PM
Edited working S e8| 7 8% B
s 10 |11 |12 [13 |14 |15 [16 [ i
On this calendar: Based on:
17 (18 |15 21 (22 |23
I Exception day H Default work week on calendar 'Standard',
24 |25 |26 |27 |28 |20 |30
i Mondefault wark
== 31
Exceptions | Work Weeks
Start Finish - Details. ..

Mame

Delete

3. Tai hop thoai Create New Base Calendar. Tai Name, nhap tén lich. Danh diu chon vao
Make a copy of sau d6 chon kiéu lich chun Standard.
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o Mame: | Thir Hai - Thir Tu

31 () Create new base calendar

@ Make a copy of  Standard * calendar

. [

4. Click OK.
5. Tao hop thoai Change Working Time, click tab Work Weeks.

I Work Weeks

MA |

Delete

. ] [ OK ] [ Cancel

Help

6. Tai cot Name, click [Default], sau do click Details.
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|Fur calendar: Thir Hai - Thir Tw - Create Mew Calendar ...

Calendar Thir Hai - Thir Tur' is a base calendar.

Legend: Click on a day to see its working times:
COctober 2010 +  Working times for 20 October 2010;
3 L : g « 3:00 AM to 12:00 PM

« 1:00PM to 5:00 PM

3 |4 |56 (7|8 |9

10 (11 (12 |13 (14 |15 |16 [
Based on:

17118 |15 E 21122 |23 Default work week on calendar Thir Hai -

24 |25 |26 |27 |28 |29 |30 Thir Tur.

31

Name Starf Finish -

MA N |

Delete

7. Chon cac ngay thir Nam va thu Sau.
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i ] UCTODEr 21 11 VWOrKIng
i Warking | T T T | I ] - -
{ Details for '[Default] - e s
Set working time for this work week
! Select day(s): (@) Use Project default times for these days.
1| a7 © Setdays to nonworkng tme. |
Maonday () Set day(s) to these spedific working times;
[ Tuesday
| Wednesda
Frida

Saturday

8. Danh dau chon vao Set days to nonworking time.

ewor@ ? [ I I I | | | ].

[Details for '[Default] _p— ==

Set working time for this work week

Select day(s): (71 Use Project default times for these days.

i@ oy
Sunday @ Set days to nonworking time. } 1

Monday (71 5et day(s) to these specific working times:

9. Click OK va dong hop thoai Details.
10. Tai hop thoai Change Working Time, click OK va déng hop thoai.
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Bay gio ban sé ap dung da tao trudc doé cho cac cong viéc.

11. Chon mot cong viéc nao do.
12. Trén tab Task, tai nhdm Properties, click Information.

o | Motes

9 Summary

@Inspect - i

Eil Move ~ & Milestone ==| Details
Manually e Task ) Information | - - o
Scheadule [Schedule Mode = - Deliverable 'Eﬁxdd to Timeline
Tasks Insert Ploperties
- 08 Jul '12 15 Jul '12 22 Jul'12
T F[s s[mM|[T[w|T[F]s[s[M|[T[w[T]|[F[s[s[M]
3 I‘.v’_I

13. Click tab Advanced. Tai Calendar, chon lich ma ban da tao.

"

1I:I‘J Task Information -

=X

5

General Predecessarsl Resources | Nutesl Custom Fields

n MName: | Guri dén xudng mau Duration: | 1day

zid Constrain task

te Deadline: MA -
n ;
Constraint type: Az Soon As Possible * Constraint date:  MA
gia
Task type: Fixed Units ~ [ | Effort driven
va

Calendar: Thir Hai - Thir Tur -

WES code: 4.1

Earned value method: %% Complete

[ Mark task as milestone

| Scheduling ignores resource calendars

=| [ Estimated

14. Click OK.
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Micorsoft Project s& ap dung lich nay cho cong viéc ma ban chon. Mot biéu twgng bén trai cda
codng viéc cho biét né dugc ap dung mét lich nao d6 ma ban d3 tao.

2 = Chudn bjlén mauva 44 days Mon 24/00/12 Thu 22/11/12
inan
|2 Giridénxwéng  1day Mon 24/09/12 Mon 24/09/12
mau
= Tao cdcbaninthle 10 days Tue 25/09/12 Mon 08/10/12
= In ra va xudt ban 30 days Fri12/10/12 Thu22/11/12

IV. Thay ddi loai cdng viéc
Trong Microsoft Project cé 2 loai cdng viéc 1a cd dinh vé thdi lvgng va cd dinh vé cong viéc.
Dai véi cong viéc ¢b dinh:

e Ban cd thé thay ddi gia tri d3 thiét 1ap cho cdng viéc va Microsoft Project s& tinh toan lai
cho méi don vj thoi lwong.

e Ban c6 thé thay ddi gia tri thoi lwgng va Microsoft Project sé& tinh toan lai cac khoang
thoi gian cao diém.

Dai vai cdng viéc cb dinh thoi lugng:

e Ban c6 thé thay déi gia tri thiét 1ap dén cdng viéc va Microsoft Project sé tinh todn lai
cong viéc do.

e Ban cé thé thay déi gia tri cdng viéc va Microsoft Project s& tinh toan lai moi khoang thoi
gian cao diém cong viéc do.

Trong bai thuc hanh nay, ban thay ddi mot loai cdng viéc va thiét 1ap lai cac gia tri theo céng
thire

1. Taitab View, trén nhdm Task Views, click Task Usage.
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B9~ =5 Advanced Tasks A_Start.mpp - Microsoft Project

Task Fesource Project View Custom Add-Ins Team

R Fie] Netwark Diagram = | [[§ Resource Usage ~ Al
: a ._E Resource Sheet ~ Z =
Team —_ Sort Qutlin

Plannerv :3 OthErViEWS - * -

ask Views

Resource Views

Sat 12/05/12

Wed 16/05/12

< [n]

|Tash: Mame

2. Hién thj cac cong viéc dang lam

- |Fixed Cost _ |Fixed Cost Accru

Task . |Task Name - |Work - |Duration . |Start - |Finish -
Mode
= = Dy an sach Microsoft Project 2010 1,660 hrs 165 days Meon Thu
cua ICT24H o0z2/04/12 22/11/12
= = Mua lai 236 hrs 27 days Mon 02/04/12 Tue 08f05/12
= B3 nhan dwoc ban thio 0 hrs 0 days Mon 02/04/12 Mon 02/04,/12
= =/ Sira chiva ndi dung 136 hrs 17 days Mon 02/04/12 Tue 24/04/12
Ng uye"n Ngoc Thudn 136 hrs Mon 02/04/12  Tue 24/04/12
= = Téc gia xem xét cac ndi dung 100 hrs 10 days Wed 25/04/12 Tue 08/05/12
chinh siva
Bién tdp vién 20 hrs Wed 25/04/12 Tue 08/05/12
Lutong Trung Thanh B0 hrs Wed 25/04/12 Tue 08/05/12
= =/ Ban giao cho ban bién tép 0 hrs 0 days Tue 08/05/12 Tue 08/05/12
Ngu ye"n Ngoc Thudn 0 hrs Tue 08/05/12 Tue 08/05/12
= = Bién tdp 420 hrs 32.5days Wed 09/05/12  Fri 22f06/12
= = Td chi¥c si¥a ban thao 40 hrs 5 days Wed 09/05/12 Tue 15/05/12
Nguyén Ngoc Ting 40 hrs Wed 09/05/12 Tue 15/05/12
= =/ Siva bén thao 240 hrs 15 days Wed 16/05/12 Tue 05/06/12
3. Click chon mot cong viéc tai co6t Task Name.
4. Taitab Task, trén nhém Editing, click Scroll To Task.
=S - Bién tap 420 hrs 32.5 days 05/12 12 Work 8h 16h
= = T6 chirc sira ban thao 40 hrs 5 days 05/12 {12 Work 8h
Nguyén Ngoc Tiing 40 hrs 05/12 /12 Work 8h
I 5 '[ = Sira ban thao 240 hrs 15 days 05/12 {12 Work 16h
Bién tdip vién 240 hrs 05/12 /12 Work 16h
= = Tdc gid xem xét cdc ban thdo dd 100 hrs 10 days Wed Tue Work
duocsia 06/12 {12

Details |

Work

16h

16h
16h

Work
Waork
Work
Work
Work

Work
Waork
Work
Work
Work
Work
Waork
Work

16h

16h
16h

5. Click vao cot Start, sau do click tab Format, trén nhém Columns, click Insert Column.
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.
|E|| HO--=s Advanced Tasks A_Start.mpp - Microsoft Project
Task Resource Project View Custom Add-Ins Team Jl
% U IEE E S Work 1] Baseline Work
@ ﬁ. Column Settings ~ |:| Actual Work |:| Cost
Text Gridlines | Insert
Styles column [ Custom Fields [ Cumulative Work [] Actual Cost
Format Columns Dretails
- Sat12/05/12 Wed 16/05,/12
E .
B —
K L]
| — T— T - - -

6. Chon Assignment Units.
(U v | i T _—“rﬁ_dvanced Tasks A_Start.mp[;-—-

‘ask Resource Project View Add-Ins Team ‘ Faormat I
O L EEE S Nork Baseline Wark Outline Number
L d i Column Settings Actual Work Cost % Project Summary Task
nes | Insert ) o ) Add It
Column & Custom Fields Cumulative Work Actual Cost Dietails Summary Tasks
Columns Details Show/Hide
o Task Task Name Work Duration _
- - - -
Mode
= =~ Dw an sich Microsoft Project 2010 1,660 16! % Complete -
. %% Work Complete =
cua ICT24H hrs  active |
= : Actual Cost S
= Mua lai 236 hrs 27 Aciual Duration
= D3 nhan dugc ban thao 0 hrs 0 d Actual Finish
, o Actual Overtime Cost
= = Swra chira ngi dung 136 hrs 17 ponial Overtime Wark
i Nguyén Ngoc Thudn 136 hrs  Actual Start
N - S Actual Work
= = Tac gia xem xét cac ndi dung 100 hrs 10 acwp
chinh si¥a Assignment
Assignment Delay
Bién tp vién 20 hrs Assignment Owner
. || Assignment Units |
Lwrong Trung Thanh 80 hrs Baseline Budget Cost
= = Ban giao cho ban bién tap 0 hrs 0 d Baseline Budget Work
. . Baseline Cost
Nguyen Ngoc Thudn Ohrs  Baseline Deliverable Finish
% - Bi&n t3 470 hrs 32 Baseline Deliverable Start
ap " Baseline Duration
= = T8 chirc si*a ban thao A0 hrs 5 d Baseline Estimated Duration

7. Click vao co6t Start, sau dé click tab Format, trén nhdom Columns, click Insert Column.
8. Chon Peak.
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‘ o Task - Task Name - ‘Wurk - |Durat _ Peak - |Assignme _ ‘
Mode Units
0 = = Dw an sach Microsoft Project 2010 1,660 hrs 169
cha ICT24H days
= = Mua lai 236 hrs 27 days
= P& nhan dwoc ban thao 0 hrs 0 days
3 = = Sira chita ndi dung 136 hrs 17 days
1 Nguyén Ngoc Thudn 136 hrs 100% 100%
X = = Tac gid xem xé&t cdc ndi dung 100 hrs 10 days
chinh sira
Bién tdp vién 20 hrs 25% 25%
Lwong Trung Thanh 80 hrs 100% 100%
= = = Ban giao cho ban bién tap 0 hrs 0 days
Nguyén Ngoc Thudn 0 hrs 100% 100%
= ~ Bién tip 420 hrs 32.5 day
7 = =/ T8 chirc sira ban thao 40 hrs 5 days
Nguyén Ngoc Tiing 40 hrs 100% 100%
g = = Sira ban thao 240 hrs 15 days
Bién tdp vién 240 hrs 200% 200%
g = = Tac gid xem xé&t cdc bdn thao d3 100 hrs 10 days

duo'c sira

O day ban c6 thé thay ching han nhiém vu thd 8 1am trong 240 gi® trong 15 ngay vd&i ning suit
la 200%. Bay gi®, ban sé& thay ddi thoi lwvgng dé kiém tra su anh hudng.

9. Taicot Duration clia cdng viéc 8, nhap 20d va nhan Enter.

& = = Bién tap 500 hrs 37.5 day
7 = =/ T8 chic sira ban thao 40 hrs 5 days
Nquye”n Ngoc Tung 40 hrs 100% 100%
B = =/ Slra ban thao 320 hrs 20 days
Oien top vien 320 hrs 200% 200%
9 = = Tac gid xem xé&t cdc ban thao 43 100 hrs 10 days
duwroc siva

Microsoft Project thay d6i thoi lwgng cda cong viéc 8 1én 20 ngdy va tang thoi gian 1én 320 gio.
B4y gid ban s& thay d6i dé tao can bang.

10. Click vao biéu tugng Action bén canh thoi lwong.
11. Danh diu chon vao Resource will work fewer hours per day so that the task will take
longer.
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2 = Bién tap 500 hrs 37.5 day Wed 09/05/12 ri 29/06/12

=3 = T8 chirc si¥a ban thao 40 hrs 5 days ‘Wed 09/05/12 12 15/05/12

Nguyén Ngoc Ting 40 hrs 100% 100% Wed 09/05/12 1e 15/05/12

8 | = =/ sira bdn thio 32 -[20da 2] Wed 16/05/12 1e 12/06/12
Bién tdp vién 34 You just increased the duration of this task. Is it because the: 4

9 =3 = Tac gia xem xét cac ban thao da 11 Work el 10 do this task has 4 o it will take | =
duocsira = ark required to do this task has increased, so it will take longer. 2

Bién tdip vién | 3 ' Resources will work fewer hours per day, so the task will take longer, I2

Lweng Trung Thanh . Show me more details, 12

10 2 - Kiém tra ban thao 40 hrs 5 days Fri 22/06/12 ri 29/06/12
Nguyén Ngoc Ting 40 hrs 100% 100% Fri 22/06/12 =ri 29/06/12

11 = = Ran Fian cho hé nhan sAn xoat 0 hrs 0 davs Fri 29/06/12 ri 29/06/12

12. Hay cha y gid tri nang suat, lic nay thoi gian lam viéc d3 tréd vé mirc ban dau nhung thoi
nang suat giam xuéng. Diéu nay cé nghia ting thoi lwvgng s& giam nang suat dé tao tinh
can bang.

Nguyén Ngoc Thudn 0 hrs 100% 100%
= = Bién tip 420 hrs 37.5 day
= = T8 chirc sira ban thao 40 hrs 5 days
Nguyén Ngoc Ting 40 hrs 100% 100%
8 = = S{ra ban thao 0 days
Bién tdp vién 240 hrs 150% 150%
3 = = Tac gid xem x&t cic ban thio di 100 hrs 10 days
duoc sira Nang sudt _I

13. Tai c6t Task Name, chon mét cong viéc.
14. Tai tab Task, trén nhém Editing, click Scroll to Task.

=)
& @ =2 =
; v Summary EE = | Notes ﬁ} 33 Find -
& Milestone ==| Details c# Clear =
Task Information - .. Seroll
- Dreliverable EAddtn Timeline} | tg Task @ Fill =
Insert Properties Cditing
Fs
| | | | | S
-
3
15 Apr '12 |29 Apr'12 13 May '12 |27 May '12 -
s lwl st [Mm[F]T]s[{w]s|[T][m][E[T]s][w
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15. Tai tab Task, trén nhdm Properties, click Information.

@Inspect* i 9 Summary o | Motes

Eil Move ~ & Milestone —=| Details
Manually e Task Information | - - o
Scheadule [Schedule Mode = - Deliverable 'Eﬁxdd to Timeline
Tasks Insert operties
- 08 Jul '12 15 Jul '12 22 Jul '12
TI[F]s|s[mMm|[T[w[T]|[F[s|[s[mM[T[W[T][F[s][s][M]
3 o

16. Hién thj hdp thoai Task Information.

JLs111H] rllll T e GEu Ehe Few ifne i . b e W .
Tazk Information @

General | Predecessursl Resources Aduan::edl Nutesl Custom Fields

Mame:  Hoan t3t xem xét va danh gid Duration: | 5days || [ |Estimated
Percent complete: | 0% = Priority: | 500 =
Schedule Mode: () Manually Scheduled [ Inactive
i@ Auto Scheduled
Dates
Start: Wed 12/09/12 * Finish: Tue 18/09/12 -

["| Digplay on Timeline
[| Hide Bar
[ Rollup

T [

17. Click tab Advanced.
18. Tai Task Type, chon Fixed Duration.
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O A A el o R Ceinafnofia Crei

- o
Task Information ﬁ

Ng | General | Predecessors | Resources | Advance

| Motes I Custom Fields

g =
’ Mame: | Hoan tit xem xét va danh qgia Duration: | Sdays |- [ |Estimated
Constrain task
]
Deadiine: MA -

Constraint type: As Soon As Possible Constraint date:  MNA

Task type: Fixed Duration [T] Effort driven

Calendar: Mone Scheduling ignores resource calendars
WES code: 3.4.3

Earned value method: %% Complete

[] Mark task as milestone

19. Click OK.
20. Tai cé6t Work cta cong viéc ban vira mdi thiét |4p Fixed Duration, nhap thoi gian lam
viéc, chang han 13 150h va nhan Enter.

= = G ban in thir 3&n bd phan 0 hrs 0 days
san xudt

Nguyén Ngoc Ting dhrs 100% 100%

§ = = Hoan t&t xem xé&t va danh gid " 150 hrs |5 days
Nguyén Ngoc Thudn 50 hrs 125% 100%
Nguyén Ngoc Tiing 50 hrs 125% 100%
Lireng Trung Tung 50 hrs 125% 100%

= =~ Thiét k& website quang ba 56 hrs 5 days

= = Tao giao dién 24 hrs 3 days

Vi céng viéc ban chon c6 dinh vé thoi lwvgng nén khi ban thém gid 1am viéc, Microsoft Project
diéu chinh gid tri cao di€ém I&n 125%, hay ndi cach khéc ban can phai lam cdng viéc nay vdi nang
suat cao hon khi ma thoi lwgng van khong thay déi.
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V.  Nhap chi phi cé dinh cho céng viéc

D3i véi cac du dn ma ban phai theo ddi ngan sach hodc chi phi tai chinh, ban can lam viéc vai
nhiéu nguén chi phi khdc nhau. Ching bao gédm chi phi cho cic déi twong ngudn luc cdng viéc
hodac chi phi cho mot cong viéc nao do.

Da&i vai nhiéu dy an, chi phi tai chinh chd yéu tir cdc chi phi lién quan dén ngudn lyc cdng viéc,
chang han con ngudi va cac thiét bi, hodc ngudn nguyén liéu. Tuy nhién, thinh thoang ban mud
chi phi véi mot cong viéc khong gan két véi cac ngudn luc hodc khong phai 1a chi phi ban mudn
téng hop toan bd dy dn. Microsoft Project 2010 goi day |a chi phi ¢6 dinh va né dwoc 4p dung
cho mdi cong viéc. Mt s6 vi du vé chi phi ¢ dinh trong du an:

e Phicai dt, thém vao mot khoadn phi thué moi ngay, cho mot phan cua thiét bi.

e Mot gidy phép xay dung.
Ban c6 thé thiét 1ap chi phi c6 dinh tich Ity sau day:

e Start: toan bd chi phi theo du kién cho su bat dau cla cong viéc. Khi ban theo ddi tién
dd, toan bd chi phi ¢d dinh cla cong viéc phat sinh ngay sau khi cong viéc bat dau.

e End: toan bd chi phi ¢ dinh du kién cho su két thic cta céng viéc. Khi ban theo ddi tién
do, toan bo chi phi ¢ dinh cta céng viéc phat sinh sau khi cdng viéc hoan thanh.

e Prorated: chi phi cé dinh dwoc phan phdi déng déu trong thoi lugng. Khi ban theo ddi
tién do, dy an sé anh huwédng chi phi va téc d6 cong viéc. Vi du néu mot céng viéc co chi
phi ¢6 dinh 13 100$ va d3 hoan thanh 75%, du an d3 phat sinh 75% so vdi cdng viéc.

Trong bai thuc hanh nay, ban sé thiét 1ap mét chi phi cd dinh va xac dinh phwong thirc tich Iiy.

1. Taitab View, trén nhom Task Views, click Other Views va click Task Sheet.
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B9~

Task Resource

Tl E Metwork Diagram «
E Calendar -

Too L Lo
i

Project

View Add-Ins Team

=1
[L§ Resource Usage -

.3 Resource Sheet =

Team —_ _
Planner = (5 Other Views -
Resource Views

iy o

Task Sheet

Lwrong Trung Tung

FTIETITTE

.3 Save View...
:_}‘ More Views..,

=

Thigt k& d6 hoa
Luis Sousa
nh gid va xem xét [3n 2
In thirva danh gia
Nguyén Ngoc Tung
= Gl ban in thir d&n b phan
san xudt

2. Taitab View, trén nhém Data, click Tables, sau do click Cost.

Task Name - |Fixed Cost _ |Fixed Cost Accrual , |Total Cost  |Baseline  |Variance . |Actual -
= Dy an sach Microsoft Project 50.00 Prorated $57,262.50 $0.00 $57,262.50 $0.00
2010 cia ICT24H
= Mua lai $0.00 Prorated  %8,040.00 $0.00  $8,040.00 $0.00
P& nhan dwoc ban thio 50.00 Prorated 50.00 50.00 $0.00 $0.00
= Sira chira ndi dung $0.00 Prorated  $7,140.00 $0.00  57,140.00 $0.00
Nguye’n Ngoc Thuén 57,140.00 50,00  §7,140.00 50,00
= Téc gia xem x&t cac ndi dung 50.00 Prorated $900.00 50.00 5900.00 50.00
chinh st¥a
Bién tdp vién S500.00 50.00 £500.00 50.00
Lurong Trung Thanh 50.00 50.00 50.00 50.00
= Ban giao cho ban bién tdp 50.00 Prorated 50.00 50.00 50.00 50.00
Nguyén Ngoc Thudn 50,00 50,00 50,00 50,00
- Bién tip $0.00 Prorated $14,800.00 $0.00 $14,800.00 $0.00
= T8 chive sira bdn thao $0.00 Prorated  $1,550.00 $0.00  51,550.00 $0.00
Nguyén Ngoc Ting $1,550.00 80,00 $1,550.00 80,00
= Si*a ban thao 50.00 Prorated 5$10,800.00 50.00 510,800.00 50.00

3. Taicot Fixed Cost, chon mot céng viéc va nhap chi phi vao. Sau dé nhan Enter.

Remaining

$57,262.50

$8,040.00
50.00
$7,140.00
§7,140.00
$900.00

4900.00
S0.00
50.00
S0.00

$14,800.00
$1,550.00
$1,550.00
$10,800.00
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Luis Sousa 51,120.00

Lwrong Trung Thanh 50.00

= Chudn bi 1&n mau va in dn 50.00 Prorated 4210.00
= Glri d&n xwdng mau 50.00 Prorated 5310.00
Nguyén Ngoc Ting 5310.00

= Tao cac ban in thiy $500.00] Prorated 5500.00
Dich vu in mau - 50,00

= In ra va xudt ban 50.00 Prorated 50.00
Printing Service 50,00

———————— Chi phi c& dinh

4. Tai cot Fixed Cost Accrual chon phuong thirc tich Ily la End.

Lwegng Trung Thanh

= Chuan bi |&n mau va in 3n 50.00 Prorated
= Gl*i d&n xwong mau 50.00 Prorated
Nguyén Ngoc Ting
= Tao cac ban in thiy 5l BProrated ~
Dich vu in mau fﬁrtl .
='In ra va xuat ban S-D.OI)
Printing Service

VI. Thiét lap cong viéc dinh ky

Nhiéu du an yéu cau céc cong viéc 1ap di lap lai, chang han tham gia cac cudc hop, tao cac bao
cdo va trinh 1én gidm ddc hodc kiém tra chat lwong dinh ky. Mac du ban cé thé bd qua céc cong
viéc trén trong lich trinh nhwng ban nén thiét 1ap cac cdng viéc nay dé dé dang kiém soat.

Mot cong viéc dinh ky 1a mot cdng viéc 13p di 13p lai c6 thé 1a hang tudn, hang thang hodc hang
nam. Khi ban d3 tao ra mét cong viéc dinh ky, Microsoft Project 2010 tao ra moét loat cac céng
viéc theo thai gian dinh ky.

Trong bai thic hanh nay, ban s& tao mot cdng viéc dinh ky hang tuan cho cac cudc hop dién ra
vao hang tuan.
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1. Taitab View, trén nhdm Task Views, click Gantt Chart.

’
B9~ == Advanced Tasks A_Start.mpp - Microsoft Project
Task Resource Project View Custom Add-Ins Team

i Cut -
= # Givi 1 | PERRE
I_-:ié Cnpy N {]\h A = = s
anrmat Painter B I U T AR @8 =
Clipboard Font P Sch
Thu 31,/05,/12
| | |
Task  |Task Name - |Duratio
Mode
o = ~ Du an sach Microsoft Project 2010 172 d:
cua ICT24H
1 o 2 * Hop v&'i cdc bién tip vién 60.13 d
_ (=] - - -

2. Chon mét cdng viéc. Ban s& chén thém cdng viéc dinh ky trén cac giai doan cta ké hoach
Vi N6 s& xay ra trong sudt cac giai doan.
3. Taitab Task, trén nhém Insert, click Task va chon Recurring Task.

Tac cdng vigc dinh ky

soft Project

»Inspect - summary @ o | Motes
E = & petails

;Mmre b Milestone
Task Information - -

b Mode - _ Deliverable i Add to Timel
B TIa'k Properties

- Actua % Recurring Task... S 13 Msav 12

50 SIE =

.E-I? Import Cutlook Tasks...
00 $0.00  $8,040.00 | Work

4. Hop thoai Recurring Task Information hién thi. Tai Task Name nhap tén cla céng viéc
dinh ky chéng han "Hop vdi cac bién tap vién”
5. Tai Duration nhap thoi luvgng.
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6. Dudi Recurrence pattern chon thoi gian dinh ky hang ngay (Daily), hang tuan (Weekly),
hang thang (Monthly) hodc hang nam (Yearly).

”
Recurring Task Information e - [re——— ﬁ
i Task Mame: | | Hop wdi cac bién t3p vién Duration: | 1h =
Recurrence pattern céng viéc )
- Th¥i lugng cong
| Recur every | 1 = week(s) on: T
i =
[ sunday ..M.P”da}' [|Tuesday [ |wednesday Il
| [ Thursday [“|Friday [ saturday N
N
i Start: Mon 09/04/12 ~ (71End after: 13 | poourrences 'l
i@ End by: Mon 02/07/12 -
|
Calendar forfscheduling this task
|
. Calendar: | Mone - Scheduling ignores resource calendars i
Hel . : . OK Cancel 1
| E_ Thai gian ﬂ-l_nh kyr [ ] [ LIS ] i

7. Tai Start, nhap ngay bat dau cong viéc va tai End by la nay két thic cong viéc dinh ky
nay.

Task Mame: | Hop wdi cac hién tap vién Duration: | 1h =

Recurrence pattern

) Daily Recur every | 1 = week(s) on:
@) Weekly
(O Monthly [ sunday ayi [ |Tuesday [ |wednesday

(D) Yearly [ Thureday [|Friday [ saturday
Range of recurrence

Start: Maon 09,0412 ~ | (71 End after: 13 ~ ocourrences

@ End by: Mon 02/07/12 -

Ngay bat dau
Calendar for scheduling this task

Mgay k&t thdc

Calendar: Mone - Scheduling ignores resource calendars
o] (Comes
8. Click OK.

9. M@ biéu d6 Gantt. Ban s& thdy mot loat cc cong viéc hién thi trén cot Task Name.
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=3 ~ Dw an sach Microsoft Project 2010 174 days Mon Thu
cua ICT24H 02/04/12 29/11/12
LI = Hop véri cic bién tap vién 60.13 days Mon 09/04/12 Mon 02/07/12
GiE = Hop v&i cdc bién tdp vién 1 1hr Mon 09/04/12 Mon 09/04/12
= = Ky higu Hop voi cac bién tdp vién 2 1hr Mon 16/04/12 Mon 16/04/12
x %;'?”E VX5 Hop vdi cécbién tap vién 3 1hr Mon 23/04/12 Mon 23/04/12
E = S Hop vdi cic bién tdp vién 4 1hr Mon 30/04/12 Mon 30/04/12
EE| = Hop véi cic bién tdp vién 5 1hr Mon 07/05/12 Mon 07/05/12
EE| = Hop voi cdc bién tdp vién 6 1hr Mon 14/05/12 Mon 14/05/12
E = Hop v&i cac bién tap vién 7 1hr Mon 21/05/12 Mon 21/05/12
= = Hop v&i cac bién tdp vién 8 1hr Mon 28/05/12 Mon 28/05/12
55 = Hop vdi cic bién tap vién 9 Lhr Mon 04/06/12 Mon 04/06/12
= = Hop v&i cic bién tap vién 10 1hr Mon 11/06/12 Mon 11/06/12
EE| = Hop v&i cc bién tdp vién 11 1hr Mon 18/06/12 Mon 18/06/12
E = Hop v&i cdc bién tap vién 12 1hr Mon 25/06/12 Mon 25/06/12
= = Hop v&i cac bién tap vién 13 1hr Mon 02/07/12 Mon 02/07/12
C4c thanh trang thai trén biéu do.
08 Apr '12 15 Apr '12 22 Apr '12 29 Apr '12 06 May '12
[s{s[m|[T|w|[T[F|s|s[m|[T|w|[T[F|s|s[m|[T|w]|T[F[s|s[Mm|[T|w]|T][F][s]s[m][T]w]1
@ @ 8 @ @
@
@
8
@
@

Cong viéc tiép theo cla ban la thiét 13p cdng viéc dinh ky v&i cac doi twong ngudn luc.

1. Click chon vao cong viéc dinh ky ma ban méi tao.
2. Taitab Resource, trén nhém Assignments, click Assign Resource.
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.
|E|| lg ) -~ [ = |v Advanced Tasks A_Start.mpp - Microsoft Project Gantt
Task Resource Project View Custom Add-Ins Team |

Team Assign  Resource Substitute fdd Information MNotes Details ave
Planner | Resources | Pool™ Resources | Resources Sele g

View sl cignments Insert Properties
ﬂ Task . |Task Name - |Duration . |5tz
Mode
o = ~ Du an sach Microsoft Project 2010 172 days M
cua ICT24H 02
1o T * Hop v&i cc bién tap vién 60.13days M
15 = = Mua lai 27 days M
16 | = B3 nhan duoc ban thao lo days A
=

17 =|—'\ Si'va rhiva nAl Ao 17 Aawc i

3. Tai hdp thoai Assign Resource, click vao déi twgng ban muén thyc hién cdng viéc dinh
ky nay

= Hop véri cdc bién tip vién 5 Mon 09/04

Aszsign Resources
e - -

Hop vd| | Task: Hop wdi cic bign tip vién
Hop vé Resource list options

Hop va Resources from Advanced Tasks A_Start.mpp

|Bién tap vién

Hop va Resource Mame R/D Units
Hop v Lf: HL':ng :I'hénh 100%

| Lé Tan Tung 100%:
Hop v L& Thanh Thuan 50%
Hop vo Bin t3p wicn
Hop vé Bi lai

Dich wuin
Hop v Dich wu in mau
Hop va Dugng Trung Tang
= Mua lai HS Tiing

Lugng Trung Thanh
Hold down Ctrl and dick to select multiple resources

4. Click Close.
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VII. Lén lich cho cac cong viéc tém tat

O chuong 2, ban d3 lam viéc v&i cong viéc tdm tat va cac cdng viéc con bén dudi né. Ban nhé
rang day la cac cong viéc can cé va mic dinh, Microsoft Project 2010 ty déng tinh todn thoi
lwong clia cac cong viéc tdm tat nhu khoan thoi gian gitra ngay bat dau va két thic cla céc cong
viéc con phia dudi. Véi ly do nay, Microsoft Project thiét 1ap cho cac cong viéc tém tat nay &
phuong phap ty dong (Auto) nén thoi lvgng cla ching duoc xac dinh thong qua céc cong viéc
con phia dudi no.

Tuy nhién, ban mudn nhap thoi luvgng truc tiép vao cong viéc tédm tat né phu thudc vao céc
cong viéc con phia dudi. Vi du, mdt cong viéc téom tat dai dién cho mot giai doan clia cong viéc
ban muén phan bé thanh 60 ngay lam viéc, va so sdnh vdi thoi lwgng tinh todn trong cac cong
viéc con.

Microsoft Project cho phép ban nhap bat ki thoi lwgng nao vao cong viéc tédm tdt ma ban muén.
Khi ban lam diéu nay, Microsoft Project sé& chuyén déi cong viéc tdm tat tir ché do tw dong sang
th cong va ty dong tinh toan dwa theo thoi lwgng d3 nhap. N&u cdng viéc tdm tat 1a mot cong
viéc tién nhiém cda cong viéc khac, Microsoft Project s& tu thiét 1ap lai cdc cdng viéc k& nhiém
dua trén céc thong sé ban nhap.

Thiét 1ap thoi lvgng cho cdng viéc theo vy ban |a phuong phap tét nhat dé ban kiém soat thoi
gian cong viéc theo mot trinh ty.

& bai thue hanh nay, ban s& thiét 1ap thoi lwong cho céc cong viéc tém tat.

1. Taitab View, trén nhdm Data, click Outline, sau do6 click Outline Level 1.
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(= am =g oy Advanced Tasks A

Praoject View Add-Ins Team Faormat
,_=-3Resnurce Usage = ‘El Sort -~ & [Mo Highlight] = Times

: a ._E Resource Sheet - 'i','j COutline =| % [Mo Filter] || Days
Team

m-

Planner = :TE Other Views - 4  Show Subtasks up] M
Resource Views = Hide Subtasks
‘Mame &
I e Al Subtasks Ei
v an sich Microsoft Project 10: Outline Levell [r—
1a ICT24H Qutline Lep— s
— = Show Outline Level 1 |
Hop v&i cdc bién tap vién Outline Leterz U
Hop v cdc bién tép vién 1 Qutline Level 4 09,/04 nh Thugn
Hop vdi cic bién tap vién 2 Outline Level 5 [16/04,
Hop vdi cac bién tap vién 3 Qutline Level & 23/04
Hop v&i cac bién tép vién 4 Outline Level 7 30/04
Hop v&i cac bién tap vién 5 Outline Levelg  |07/05,
Hop vdi cac bién tap vién 6 Outline Level 9 14,05,
Hrn widi rar hiégn tan vigén 7 T e 2105

2. Microsoft Project s& hién thj cac cong viéc tém tat trong du an.

o Task . [Task Name - |Duration . |Start - |Finish -
Mode
= ~ Dw an sach Microsoft Project 2010 174 days Meoen Thu
cua ICT24H 02/04/12 29/11f12

o = * Hop v&i cac bién tap vién 60.13 days Mon 09/04f12 Mon 02/0712
= * Mua lai 27days  Mon 02/04/12 Tue 08/05/12
= * Bién tap 37.5days  Wed 09/05/12 Fri29/06f12
= * Thigt k& va san xuat 65 days Fri 20f/06/12  Fri 28/09/12
= * Chudn bi 1&n mau va in dn 44 days Mon 01/10/12 Thu 29/11/12

3. Taicot Duration, chon mot cdng viéc tém tat va nhap gia tri thoi lwvgng méi.
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o Task . |Task Name - |Duration _ (Start - |Finish - Prede
Mode

a = = Dy an sach Microsoft Project 2010 166 days Mon Mon

cha ICT24H 0z/04/12 19/11/12
1 & = * Hop v&i cic bién tap vién 60.13 days Mon 09/04/12 Mon 02f07/12
15 = * Mua lai —32.days——LWon 02/04/12 Tue 08/05/12
20 | + * Bign tap [30days - lwed09/05/12 Tue 19/06/12 15
26 - * Thiét k& va san xuit _Eﬁavs_!'.'ed 20f06/12 Tue 18f/09f12 20
4z = * Chudn bi l&n mau va in dn 44 days Wed 19/09/12 Mon 19/11/12 39

Microsoft Project s& ghi lai thoi lwvgng ma ban vira méi nhap va diéu chinh mét s théng so
khac:

e (COng viéc tdm tat s& chuyén tir ty dong sang thi cong. Ban chl y bidu twong bén trai
cong viéc.

e Microsoft Project v& thém 1 thanh trang thai & biéu d6 Gantt. Phan trén dai dién cho
thoi lwong ban thiét 1ap, va phan duéi dai dién cho thoi lvgng tu dong.

13 May '12 20 May '12 27 Me
wWlT|[F[s|s[m]T|w|[T|[F[s|s|[m|[T|w|[T[F[s5][s5]MW™

¥ ¥ ¥

_

e Microsoft Project s& hién thi mét dong mau dé duwdi ngay két thic dé thdng bado su xung
dot.
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~ D an sach Microsoft Project 2010 166 days Mon Mon
cua ICT24H 02/04/12 15/11/12
* Hop v&i cic bién tap vién 60.13 days Mon 09/04/12 Mon 02/07/12
* Mua lai 27 days Mon 02/04/12 Tue 08/05/12
* Bién tip 30days = |wed Dﬂfﬂ&flzl Tue 19/06/12 F
* Thié&t ké va san xuit 65 days Wed 20/06/12 Tue 18/09/12 2
* Chudn bi 1&n mau va in dn 44 days Wed 19/09/12 Mon 19/11/12 3

e Microsoft Project s& doi lai cdc cdng viéc ké nhiém dya trén thoi lvgng ban mdi nhap.

4. Taitab View, trén nhom Data, click Outline va click All Subtasks.

-._—_-—m.ra nced Tasks &_Start.m p_p;

View Add-Ins Team Format

£ [§ Resource Usage ~ Al

[ ._E Resource Sheet = Z

2 Highlight: [Mo Highlight]

“ Filter: [Ma Filter]

rE1?1r2rv 5.2 o S:irt Cutline Tat?rles Group by:  [No Group]
Resource Views 4  Show Subtasks

v |DU = Hide Subtasks ~ |Finish -
ich Microsoft Project 2010 17 ¥ Al Subtasks Tue
4H Outll show All Subtasks [Alt+Shift=*)
fi cdc bién tip vién 60 Outline Level 2 12 Mon 02/07/12
i 27 Outline Level 3 12 Tue 08/05/12
ip 30 Outline Level 4 12 Tue 19/06/12
€ va san xudt 65 Outline Level 5 |12 Tue 18/09/12
bi I€n mau va in &n 50 Outline Levels 12 Tue 27/11/12

Outline Level 7

Qutline Level &

Qutline Level 9

5. Kiém tra biéu d6 ban s& thdy mét thanh trang thai & cong viéc dwoc mé rong vuot ra
ngoai thaoi gian.
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Nguyen Ngoc Thudn

ng Trung Thanh,Bién 1

MNguyén Ngoc Ti

Nhi¥rng diém chinh trong chwong 7

e Bang cach s dung két hgp cdc mdi quan hé thoi gian lead time va lag time, ban cé thé
linh hoat hon trong viéc t6 chirc cac cong viéc.

e Khi nhap thoi gian lead time giita cong viéc tién nhiém va cdng viéc k& nhiém hodc nhap
ti 18 phan trdm thi Microsoft Project s& tinh toan lai thoi lwong dé phu hop véi sy thay
dai.

e Ban c6 thé chia cdng viéc thanh nhiéu phan doan.

e Ban ¢ thé ghi lai cac chi phi c6 dinh d&i véi mdi cong viéc va chi phi ¢6 dinh nay khéng
lién quan dén ngudn chi phi cta dy an.

e DGivai cac cong viéc phai hoan thanh vao céc thoi diém khac nhau cla dy én ban cé thé
tao ra moét lich lam viéc méi va dap dung ndé vao cong viéc.

e Thiét lap mdt cong viéc dinh ky cho cac hoat ddng, su kién chang han nhu hoi nghj dién
ra thudng xuyén theo dinh ky.

e Ban c6 thé nhap thdi lvgng cho céc cong viéc tdm tat va Microsoft Project 2010 sé& ty
dong diéu chinh thoi lwong cho phu hop.
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CHU'O'NG 8 — PIEU CHINH CHI TIET CAC NGUON LU'C

Trong chwong nay, ban sé dwogc hoc:

v" Thiét 1ap ngudn lyc sdn cé dé thay déi theo thoi gian.

v Thiét Iap céc chi phi phai tra cho nguén luc.

v’ Thiét 1ap chi phi phai tra s& tha ddi theo thi gian déi vdi mot ngudn lwc.
v Thiét I4p ngudn nguyén liéu.

Vi nguoén luc cdng viéc (con ngudi va thiét bi) thwdng 1a mot phan quan trong cla dy &n, viéc
tim hiéu vé cac st dung mot cach t6t nhat cac ngudn luc nay [a mot ki ndng quan trong trong
khi 1&8n k& hoach. Trong chuong nay, ban sé st dung céc tinh ndng md& réng cha Microsoft
Project 2010 dé& quan ly, diéu chinh cac ngudn lyc.

I.  Thiét l1ap cac ngudn luc san cé dé ap dung véi nhirng thoi diém
khac nhau

Mot trong nhitng gia tri ma Microsoft Project lwu tri¥ cho mdi ngudn lwc cdng viéc 13 gia tri Max.
DAy 13 gid tri t6i da cha mdt ngudn lyc khi hoan thanh céng viéc. Khi mdt nguén lwc vuot qua
chi phi, Microsoft Project s& cho ban biét ban da st dung vugt qua gia tri cho phép. Thuat ngiy
duogc sir dung dé thdng bao trang thai nay 1a overallocated.

Thiét 1ap ngudn lyc san cé gilp ban kiém soat duoc gid trj t6i da & bat c thoi diém nao. Vi du
ban cé thé st dung 2 bién tap vién cho 8 tuan d3au tién cta du &n, 3 bién tip vién cho 6 tuan
ti€p theo va 2 bién tap vién cho phan con lai cda dy an.

1. Taitab View, trén nhdm Resource Views, click Resource Sheet.
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|E|| H ) - ¥ - = | Advanced Tasks A_Start.mpp - Microsoft Project Resource S
Task Resource Project View Custom Add-Ins Team For
E E Metwork Diagram ~ === | LE Resource Usage - ‘%l Sort = [Ma High
_| Calendar - | Resource Sheet|~ L Qutline - “ [Mo Filter
Gantt Task Team
Chart * Usage = ﬂ Other Views - Planner = 5 Other Views - _ﬁTabIes ~ Resource
Task Views Resource Views Data
Rezource Name ¥ |Group  Max. T Peak * Std.Rate ~ [C
E Group: No Value 1,800% 1,175%
20 Ban in thi 0/day 5100.00
3 Bién tdp vién 200% 150%  545.00/hr
16 Bilai 0%
11 Dich vuin 100% 100% 50.00/hr
2 Dich vu in mau 100% 100% 50.00/hr
2. Hién thj théng tin ngudn luc.

o Resource Name - |Type - Material = |Initials - |Group - Max. ~ |Std.Rate ™ |Ovt. Rate = |Cost/fUse ™ AccrueAt ™ Base Calendar »
Bién tap vién Work B 200%  545.00/hr $0.00/hr $0.00 Prorated  Standard
Dilai Cost b Prorated
Dich vuin Work D 100% $0.00/hr $0.00/hr $0.00 Prorated  Standard
Dich vu in mau Waork D 100% $0.00/hr $0.00/hr $0.00 Prorated  Standard
Duong Trung Tung  Work D 100% :2,700.00/wk $0.00/hr $0.00 Prorated  Standard
H& Tung Waork H 100%  522.00/hr 50.00/hr $0.00 Prorated  Standard
L& Hung Thanh Waork L 100% $0.00/hr $0.00/hr $0.00 Prorated  Standard
L& T8n Tung Work L 100%  $55.00/hr $0.00/hr $0.00 Prorated  Standard

3. Taicdt Resource Name, click vao mot ddi tugng.
4. Taitab Resource, trén nhdom Properties, click Information.

= |5 ' Advanced Tasks & _Start.mpp - Microsoft Project

R 9~ ™~

Resource sheet [ ools

m_'l'ask_ Resource Project View Custom Add-Ins Team Format
= o B3 5 rEl LRI X~
N 8 8 % 8 | BEOE . se
Team Assign  Resource Substitute Add Informatiory Motes Details L-:.-:I Lewvel Level
Planner = | Resources Pool Resources | Resources ™ Selection Resource  All
View Assignments Insert roperties Leve

4

L]

S
o

£
=
|

5.

|Re5|:|-ur|:eh.lame - |Gr-:|-up * Max. * Peak * 5td. Rate ~* Owt Rate ~

Hop thoai Resource Information hién thi. Click tab General.
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Sk — P

r -
Resource Information - g— ﬁ

General | Costs I Motes I Custom Fields
Resource name: Bigén tap vién Initials: B
|
I Emiail: Group:
[Windows Account... ] Code:
Booking type: Committed -« Type: Wark -
Material label:
Default Sssigriment Crares: [ Generic [“/Budget
da - o i

6. Nhap theo bang sau.

1) 1UUY 2, FUU.UU WK SU.UU/NF SU.UU PFOFated
.
Rezource Information - -~ * ﬁ

General | Costs I Motes I Custom Fields
Resource name: Bién tap vién Initials: B
Email: Group:
[Winduws Account... ] Code:
Booking type: Committed - Type: Work -
raterial label;
Default Assignment Cwner: | Generic ["| Budget N
Resource Availability Inactive
o [ Change Warking Time ] 1
Available From Available To LInits |:| ng ng i
NA 30/04/2012 200%
01/05/2012 31/05/2012 300% i
01/06/2012 NA 200% i
(o) (o) Lo

Bang nay cho ban biét vao thang 5 ban st dung 3 bién tap vién, cac thang con lai van sir dung 2
bién tap vién.

7. Click OK @€ déng hop thoai Resource Information.
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Il.  Thiét 1ap chi phi phai trd cho mdt nguén luwc

Mot s6 ngudn lue cdng viéc lam cac cdng viéc khac nhau vdi cdc mirc chi phi phai trd khic nhau.
Vi du, trong du an xuat ban cuén sach, bién t4 vién dy an c6 thé dam nhan mét ndi dung bién
tap. Vi mirc lvong bién tap vién dy an va bién tap ndi dung la khic nhau, ban cé thé nhap 2 chi
phi riéng biét nay.

Trong bai thuc hanh nay, ban bd sung thém chi phi cho mét ngudn luc:

1. Taitab Resource, trén nhom Properties, click Information.

-
Bl =5 ' Advanced Tasks A_Start.mpp - Microsoft Project | Resource Sheet Tools |
“Task_ Resource Project View Custom Add-Ins Team Format
| d " . —~ 'gﬂ?l = . (]
=2 0 g ~+ & 85 |9 | = - &g >
Team Assign  Resource Substitute Add Informatiory Motes Details Level Level Level
Planner = | Resources Pool* Resources | Resources - Selection Resource  All
View Assignments Insert roperties Leve
E | \ . 29 A 2 | . 2 2 | 2 2
=
E
[ L]
- |Re5|:|-ur|:eh.lame - |Gr-:|-up * Max. * Peak ¥ 5td.Rate ~* Owt Rate

2. Click vao tab Cost.
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o e FaTutied Fad

.
Resource Information

| Motes I Custom Fields

Resource Mame: | yguyén Ngoc Thudn

Cost rate tables

For rates, enter a value or a percentage increase or decrease from the previous rate, For
instance, if a resource's Per Use Cost is reduced by 20%, type -20%G.

apefa) [B [c [0 [ | |
|42,100.00/w -

Effective Date  |Standard Rate |Overtime Rate Per Use Cost [l
&0.00

Cost accrual:  Prorated -

Detais.. || ok || cancel

3. Dudi Cost rate tables, click tab B.
4. Taicot Standard Rate ban nhap gia tri chi phi.
5. Taic6t Over Time Rate nhap chi phi lam thém gio.

Aefaut) B |c  |Dp |E |

| : A
Effective Date | |Standard Rate Overtime Rate Per Use Cost (H
- £45,00/h £50.00/h £0.00

Cost aocrual:  Prorated - Chi phi phadi tra ngoai
gid

Chi phi phai Detais... | [ ok | [ cancel

tra cén ban

6. Click OK.
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Il. Thiét l1ap cac chi phi phai trd dé ap dung cho cac théi diém khéc

nhau

Ngudn lwc cé thé cé ca 2 loai chi phi 1a chi phi cadn ban va chi phi ngoai gi. Mic dinh, Microsoft
Project s& dung cac murc chi phi theo thoi lwgng. Tuy nhién ban cé thé thay déi mic chi phi
phai trd cia mot nguén luc cd hiéu luc tir ngay ban chon. Vi duy, ban dau ban thiét 1ap chi phi
cho mot nhan vién 1a 40$ moi gid va ap dung tir ngay 1/1 nhung ban sé& nang mutc chi phi nay
lén la 55$/gi¢ vao ngay 1/7.

Microsoft Project sé& st dung murc nay khi tinh chi phi dwa theo céng viéc va thoi lvgng lam
viéc. Trong bai thuc hanh nay, ban s& nhap cdc murc chi phi khac nhau va ap dung & thoi diém
khac.

1. Tai cot Resource Name, chon mét ngudn luc.
2. Taitab Resource, trén nhdm Properties, click Information.

P —
|E|| H ) - 3 = |5 ' Advanced Tasks A_Start.mpp - Microsoft Project | Resource sheet, [001s |
m Task Resource Project View Custom Add-Ins Team Format

i 8 ™% S — ==l = -

R 8% 3| 808 %e?
=8 i . . = NREE = e »@
Team Assign  Resource Substitute Add Informatiory Motes Details Leve Level Level
Planner = | Reso Pool~ Reso Resources = Selection Resource  All
View Assignments Insert Froperties Leve
- . \ Z 29 A 2 . Z 2 2 . 2 2

£

=

E

[ m

- |Resuurcehlame - |Gr-:ru|:| * Max. * Peak * Std.Rate ~* Owt.Rate ~

3. Taitab Cost, trén cot Effective Date, & han thir 2 chon ngay ap dung mdrc chi phi.
4. Taicot Standard Rate & hang thir hai, nhap ti 1é phan tram.
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-

Resource Information — - -

General | Costs l Motes ] Custom Fields

Resource Mame! | ngyuyEn Ngoc Thudn
Cost rate tables

For rates, enter a value or a percentage increase or decrease from the previous rate, For
instance, if a resource's Per Use Cost is reduced by 20%:, type -20%.

apefal) [5 [c [o [ |

Effective Date  |Standard Rate Overtime Rate Per Use Cost |

Fri01f06/12  :§2,415.00/w £0,00/h £0.00

Cost accrual:  Prorated -

Bang trén cho biét dén ngay 1/6/2012 thi chi phi phai trd cho ngudn lyc nay ting 15%,
Microsoft Project sé ty dong tinh todn cho ban biét 15% la bao nhiéu va s& hién thj két qua sau
khi tinh toan.

5. Click OK.

IV. Thiét I3p ngudn nguyén liéu

Ngudn nguyén liéu la nhitng gi ma ban st dung cho du an chang han trong xay dwng, nguyén
liéu cé thé Ia dinh, gb, vat liéu, bé tdng. Ban lam viéc v&i ngudn nguyén liéu trong Microsoft
Project dé theo ddi mét s& don vi cd dinh hodc ti | tiéu thu cta nguyén liéu va cac chi phi lién
quan. Méc du Microsoft Project khong phai la mét hé théng theo ddi hoan hdo nhuwng nd cé
thé gitp ban cé dugc nhitng thdng tin vé nhitrng gi ban dang tiéu thu trong dw 4n.Chang han vdi
dy 4n ra mat cuén sach thi viéc in thir khién ban t6n gidy, dé 1a ngudn tiéu hao ma ban quan
tam.
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Trong bai thuc hanh nay, ban s& nhap thdng tin cho ngudn nguyén liéu.

1. Taitab View, trén nhdm Resource Views, click Resource Sheet.

P
|E|| H ) -~ = |5 Advanced Tasks A Start.mpp - Microsoft Project |_:-J__h;;n_-h-_.=_

Task Resource Project View Custom Add-Ins Team For

E E Metwork Diagram ~ = ._=-3 Resource Usage = ‘%.l, Sort - & [Mo High
= E Calendar = = 8 | .3 Resource Sheet *ﬂ 'i','j Outline ~ % [Mo Filter
Gantt  Task i Team - _
Chart~ Usage ~ ﬂ Other Views ~ Planner = 5 Other Views - gTahles = H:: Resource
Task Views Resource Views Data
Resource Name * |Group  Max. T Peak * Std.Rate ~ [C
E Group: No Value 1,800% 1,175%
20 Badnin thi 0/day 5100.00
3 Bién tdp vién 200% 150%  545.00/hr
16 i lai 0%
11 Dich vuin 100% 100% 50.00/hr
2 Dich vu in mau 100% 100% 50.00/hr

2. Tao mét d6i twong mdiva dat tén 1a “Ban in thi”
3. Trén c6t Type, chon Material.

Pham Tan Tung Work P
Pham Thanh Tang  Work =
Tran Tién Thanh Waorl T
Tran Van Tang Waork T
Ban in th aterial B B
Wark
Cost

Mgudn nguyén lisu

4. Taicot Std. Rate nhap chi phi.
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& Mguyén Ngoc Ting  Work N 100% 1,550.00/wk !
Mguy&n Trung Work N 100%  542.00/hr S
Thuan
Pham Tan Tung Work p 100%  S44.00/hr !
Pham Thanh Tung  Work p 50%  575.50/hr :
Tran Tién Thanh Work T 100% 2,780.00/wk :
Tran Van Tung Work T 100%  548.00/hr :
Ban in thiy Material B Chi phi e $100.00

Ban khong thé nhap gid tri t8i da vi chi cé ngudn luc cong viec méi dwoc ap dung gia tri Max.

Nhi¥rng di€m chinh trong chwong 8

e Khi ban lam viéc v&i ngudn chi phi, ban cé thé thiét 1ap cac mre chi phi khac nhau &
tirng thoi diém khac nhau.

e Ban c6 thé thiét 1ap mirc t6i da cho ngudn lyc & cdt Max.

e Tao ngudn nguyén liéu va theo ddi chi phi st dung trong sudt qua trinh dy an.
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CHUONG 9 — TO CHU'C THONG TIN CHI TIET DU’ AN

Trong chwong nay, ban sé dwoc hoc:

v S3p x&p cong viéc va ngudn dit lidu..

v" Loc hodc danh dau cac cdng viéc va ngudn dit liéu.
v" Tao mét bang tuy chinh.

v" Tao mot ché dé xem tuy thich.

Sau khi ban d3 xay dwng xong mot k& hoach, rat cé thé ban s& can xem xét mot khia canh cu thé
k& hoach dé phan tich hodc chia sé vé&i cac bén lién quan khac. Mdc du cé sdn nhitng ché do
xem, bang biéu va cic ban bao cdo nhung Microsoft Project 2010 cung cap cho ban nhiéu cach
dé kiém tra mot ké hoach, ban c6 thé t6 chirc théng tin sao cho phu hop v&i nhu cau cu thé.

Trong chuong nay, ban sir dung mot s6 cong cu dinh dang trong Microsoft Project 2010 dé thay
ddi su hién thj cha dir liéu. Microsoft Project c6 nhiéu tinh ndng cho phép ban t6 chirc va phan
tich dit liéu ma khéng can cac cong cu, chwong trinh khac.

I.  Phan loai va sap x&p cac cong viéc

Sorting la phuong phap phan loai don gidn dé t6 chirc lai cong viéc hodc nguén dit liéu trén
Microsoft Project. Vi du ban cé thé sdp x&p cac ngudn luc theo tirng nhdm nhw nhém thiét ké,
nhém soan thao, nhém bién tap) va sau d6 sdp x&p theo chi phi trong tirng nhém ngudn luc dé.

Viéc sap x&p tat cd cac ngudn luc thanh tirng nhém gitp ban cé thé xem dwoc chi phi lién quan
v&i m6i nhém ngudn luc mdt cach dé dang hon. Diéu nay gitp ban l1ap dwoc ngan sach cla dy
an. Ngoai ra ban c6 thé sap x&p ngudn luc trong tirng nhédm theo chi phi tir thap 1én cao.

1. Trén tab View, tai nhdm Resource Views, click Resource Sheet.
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B H9-- =3

Task Resource

Project View

Advanced Tasks A_Start.mpp - Microsoft Project

Custom

._=g Resource Usage - ‘%l Sort

|_-_._' e

Add-Ins Team For

& Mo High

E EI'xha’cl.-'«.n::urlf_Diagram"r

2. Taitab View, trén nhom Data, click Tables sau do click Summary.

= calendar ~ : 8 [#ef Resource Sheet| = || 25 Outline = “F [No Filter
=
Gantt  Task Team
Chart * Usage = ﬂ Other Views - Planner = 5 Other Views - éTables ~ Resource
Task Views Resource Views Data
Resource Name ¥ |Group T Max. ¥ | Peak ¥ |5td. Rate T |C
E Group: No Value 1,800% 1,175%
20 Ban in thi 0/day 5100.00
3 Bién tdp vién 200% 150%  545.00/hr
16 Bilai 0%
11 Dich vuin 100% 100% 50.00/hr
2 Dich vu in mau 100% 100% 50.00/hr

Resource Name ¥ Group * Max. -
100%

Bién tap vién 200%
bi lai
Dich vu in 100%
Dich vu in mau 100%
Duwrong Trung Tang 100%
HG Tung 100%
L& Hung Thanh 100%
L& Tan Tung 100%
L& Thanh Thuan 50%
Lwong Trung Thanh 100%
Lworng Trung Tung 100%
Nguyén Ngoc Thanh 100%
Mguy&n Ngoc Thudn 100%
Nguy&n Ngoc Ting 100%
Nguyén Trung 100%
Thuan
Pham Tan Tung 100%
Pham Thanh Tung 50%
Tran Tién Thanh 100%
Tran Van Ting 100%
Ban in thi

Hién tai van chuwa dwoc sap xép.

Pez ¥ S5td. Rate ¥ Owt Rate ™ Cost

* |'Work -

0% 50,00/ hr 50.00/hr 50.00 0 hrs
150% 545.00/hr 50.00/hr 513,500.00 300 hrs
0% 50.00
100% 50,00/ hr 50.00/hr 50.00 240 hrs
100% 50.00/hr 50.00/hr 50.00 80 hrs
0% 2,700.00/wk 50.00/hr 50.00 0 hrs
0%  522.00/hr 50.00/hr 50.00 0 hrs
100% 50.00/hr 50.00/hr 50.00 13 hrs
100%  555.00/hr 50.00/hr 5715.00 13 hrs
50% 1,100.00/wk 50.00/hr 5178.75 6.3 hrs
100% 50.00/hr 50.00/hr 50.00 256 hrs
125%  $55.00/hr  $0.00/hr $11,550.00 210 hrs
100% 570.00/hr 50.00/hr 514,000.00 200 hrs
125% 2,100.00/wk $0.00/hr $10,158.75 186 hrs
125% 1,550.00/wk  $0.00/hr $8,447.50 218 hrs
0%  3$42.00/hr  567.00/hr 50.00 0 hrs
0%  344.00/hr 50.00/hr 50.00 0 hrs
0%  575.50/hr 50.00/hr 50.00 0 hrs
0% .2,780.00/wk 50.00/hr 50.00 0 hrs
0%  S48.00/hr 50.00/hr 50.00 0 hrs
3/day $100.00 $0.00 0
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3. Click AutoFilter tai cot Cost, sau do click Sort Largest to Smallest.

Group T | Max. ¥ Peg~ Std.Rate =~ Owt Rate ~ Cost - ork - Ad
100% 0% $4] sort Smallest to Largest 0 hrs
200% 150% 4 £ sortLargest to Smallest 300 hrs

0% Group on this field

100% 100% g 240 hrs
100% 100% g 80 hrs
100% 0% 2,700 0 hrs
100% 0% S e ' 0hrs
100% 100% ¢ [ {Select All) 13 hrs
100% 100% S :‘1"?“;?5 13 hrs

50% 50% 1,100 £715.00 6.5 hrs
100% 100% g 58,447.50 256 hrs
annns aarne A §10,158.75 -

Néu ban khong thay AutoFilter, ban cé thé vao tab View, trén nhdm Data, tai Filter, click

Display AutofFilter.

ﬁHighlight: [Mo Highlight] - Timescale:

“F Filter:
Cutline Tables

[Ma Filter] IEI Drays -

- E= Group by: | Built-in

Data

[Mo Filter]

¥ |Owvt.Rate ™ Cost
o/hr 50.00/hr

Budget Resources
Cost Overbudget
Group...

0/hr 50.00/hr 513,/ Nan-budget Resaurces

o/hr 50.00/hr
o/hr 50.00/kr
ik 50.00/hr

o/hr 50.00/hr
o/hr 50.00/hr
0/hr 50.00/hr
Ik 50.00/hr
o/hr 50.00/hr
o/hr $0.00/hr

COverallocated Resources
Resgurce Range..,
Resources - Cost
Resources - Material
Resources - Work

Wark Owerbudget

% Clear Filter
S P Mew Filter
S| 7 Muare Filters..,

J ' Display AutoFilter
S1L;

4. Microsoft Project s& sap xép thit ty chi phi tir cao xuéng thap.
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Resource Name ¥ Group * |Max. * Peg™ 5td.Rate ~ Owt Rate ~ Cost * |Work ~
Nguy&n Ngoc Thanh 100% 100%  570.00/hr 50.00/hr $14,000.00 200 hrs
Bi&n tp vién 200% 150%  545.00/hr 50.00/hr §13,500.00 300 hrs
Lworng Trung Tang 100% 125%  $55.00/hr $0.00/hr %11,550.00 210 hrs
Nguyén Ngoc Thudn 100% 125% 2,100.00/wk $0.00/hr $10,158.75 186 hrs
Mguyé&n Ngoc Tang 100% 125% 1,550.00/wk $0.00/hr 48,447.50 218 hrs
L& Tan Tung 100% 100%  555.00/hr 50.00/hr $715.00 13 hrs
L& Thanh Thudn 50% 50% 1,100.00,/wk 50.00/hr 5178.75 6.5 hrs

5. Taitab View, trén nhdm Data, click Sort, sau do click Sort By.

._=§ Resource Usage = Al N & Highlight: [N
[.3 Resource 5heet| *] Z J “F Filter: M
= S5ort | Outline Tables
- [ Other Views - . - Group by: [N
Resource Views by Cost Data

Max. * |Peg™ |5t

ate ™ |Cost

by Name
100% 100% by D .00/ hr 514,001
200% ' Lo0/hr 513,500
4] sortey.
100% 125% Z = .80/ hr 511,55

6. Dudi Sort By, click Name va dédnh dau chon Ascending (Tang dan).

,100.00/wk___ $0.00/hr. $10,158.75 186 hrs
i
554 Sort - - - ﬁ
5
Sorth
aof| s
[ET N - © Ascendng
[
: (”) Descending
$—
Thenb Reset
s T e
Cost » | Ascending
_ Hel
> e —

@ Ascending
() Descending

N [| Permanently renumber resources
i Sort resources by project

7. Click Sort.

8. Luc nay bang ngudn lyc s& sdp x&p tén theo thit ty tén theo bang chit cai ting dan.
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Ban in thir o/day 5100.00 £0.00 4]
Bién tdp vién 200% 150%  $45.00/hr 50.00/hr $13,500.00 300 hrs
Di lai 0% $0.00

Dich vu in 100% 100% 50.00/hr 50.00/hr 30.00 240 hrs
Dich vu in mau 100% 100% 50.00/hr 50.00/hr $0.00 80 hrs
Duong Trung Tung 100% 0% :2,700.00/wk 50.00/hr £0.00 0hrs
HB& Tung 100% 0%  $22.00/hr 50.00/hr 30.00 0 hrs
L& Hung Thanh 100% 100% 50.00/hr 50.00/hr £0.00 13 hrs
L& Tan Tung 100% 100%  $55.00/hr 50.00/hr 5715.00 13 hrs
L& Thanh Thuan 50% 50% 1,100.00/wk 50.00/hr 5178.75 6.5 hrs
Lwwng Trung Thanh 100% 100% 50.00/hr 50.00/hr 50.00 256 hrs
Lu'o'ng Trung Tang 100% 125%  $55.00/hr $0.00/hr $11,550.00 210 hrs
Nguyén Ngoc Thanh Bién tap 100% 100%  S70.00/hr 50.00/hr 514,000.00 200 hrs
Nguy&n Ngoc Thudn 100% 125% 2,100.00/wk $0.00/hr $10,158.75 186 hrs
Nguyén Ngoc Tiing 100% 125% 1,550.00/wk $0.00/hr $8,447.50 218 hrs
Nguyén Trung 100% 0%  $42.00/hr  $67.00/hr $0.00 0hrs
Thudn

Pham T&n Tung 100% 0%  S44.00/hr 50.00/hr 30.00 0 hrs
Pham Thanh Tung 50% 0%  575.50/hr 50.00/hr £0.00 0hrs
Tran Tin Thanh 100% 0% 2,730.00/wk 50.00/hr 30.00 0 hrs
Tran Van Tung 100% 0%  S48.00/hr 50.00/hr 30.00 0 hrs

Bén canh d6, Microsoft cho phép ban cé thé sdp x&p theo nhém, ID, nang suat ....v.v..v
II. Locchitiét

Mot cach thay d6i ché dd xem trong Microsoft Project va thong tin ngudn luc chinh la viéc loc.
Ban c6 thé loc céc cong viéc khdng quan trong hodc chi hién thi nhirng dit liéu ban mudn xem.

Trong Microsoft Project 2010, c6 2 cach dé s& dung bd loc. Ban cé thé dp dung bd loc tu dong
AutoFilter hodc ty thiét 1ap bé loc tluy thich.

1. Taitab View, trén nhom Task Views, click Gantt Chart.
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-
B9 - == Advanced Tasks A&_Start.mpp - Microsoft Project

Task Resource Project View Custom Add-Ins Team

Cut .
& Calibri - Do e e

I_-:;ﬁ Cﬂp}l N & A = = s
F Format Painter B I U T @R @9 =
Clipboard Font I Sch

Thu 31/05/12

m

Task . |Task Name - |Duratio
o Mode
0 = - D 4n sich Microsoft Project 2010 172 d:
cua ICT24H
1 o B * Hop v&'i cac bién tip vién 60.13 d
- — [=] - - -

2. Click AutoFilter trén Task Name, di chuyé&n dén Filters va click Custom.
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Task Name - |Duration _ |Start - Finish - |l
“Dy2l| SortAtez 172 days Meon Tue
clZ| sorZtoa 02/04/12  27/11/12
+
" Group by , 160.13 days Mon 09/04/12 Mon 02/07/12
= 27 days Mon 02/04/12 Tue 08/05/12
. 0 days Momn 02/04/12 Mon 02/04/12
Clear All Filters 17 daws Mon 02/04/12 Tue 24/04/12
Filters 4 Active Tasks
[ (Select Al ~ ||V ] ANlTasks '05/12
EI-- Di_.ra'n sach Microsoft Proje Completed Tasks
=[] Bién tap N ,
--[¥] Ban giao cho bd pl|= Critical 05/12
[ Ki€m tra ban thao Date Range...
-_ _ 1 H * r
SI:.I‘E ba.n thao} , Incomplete Tasks 06/12
[ Tac gid xem xét cac '05/12
[ T8 chire sra ban th Late Tasks
=-[¢] Chudn bi 1én mau va ir Milestones
1 ar 31 = r
~[] Gl d&n xudng ma Summary Tasks 06/12
~[#]In ra va xudt ban v
----Ta_:fl.ca'lc ba:_rj in'thCr. Task Range... '06/12
~[+I Hop vdi cac bién tap vi Tasks With Estimated Durations
=-[~] Mua lai
I o T S Using Resource... 6/12

“ |:T b
Custom...
[ oK ][ Cancel -G‘BET!_MHIE

3. Duwdi Name, chon kiéu loc, bén canh nhap ndi dung, chang han “Ban thao”

I} -

i - . - -— -
Custom AutoFilter u

cH | Show rows where:

MName

contains -~ | e -

@ And () 0Or

[ K ] [ Cancel

4. Click OK.
5. Bang Task Name s& hién thj tén cta cac cong viéc cé cum tir “ban thao”.

DONG NGUYEN & TEAM Page 191




Microsoft*

Project Professional 2010

Task . [Task Mame Duration . |Start - Finish -
o Mode v
= ~ Dw an sach Microsoft Project 2010 172 days Mon Tue
cua ICT24H 02/04/12 27/11/12
= - Mua lai 27days  Mon 02/04/12 Tue 08/05/12
= Pd nhan dwoc ban thao 0 days Mon 02/04/12 Mon 02/04/12
o - Bién tap 30 days Wed 09/05/12 Tue 19/06/12
< T chirc sira ban thao 5days Wed 09/05/12 Tue 15/05/12
= Sira ban thao 20 days Wed 16/05/12 Tue 12/06/12
= Tac gid xem xét cac ban thao da 10 days Wed 13/06/12 Tue 26/06/12
dwoc siva
= Kigm tra ban thao 5 days Fri 22/06/12  Fri 29/06/12

B4y gi®, ban tat AutoFilter va tao mot bo loc tuy .

1. Click Task Name va chon Clear All Filters.

Task Task Name Duration Start
- T -
Mode
=t “Du#| sortatoz 172 days Mon
cuZ| sortztoa 02/04/12
= = Group by , |27 days Mon 02/04/
= 0 days Momn 02/04/
o [Dda',rs wed 09/05/
Cl All Filk
= _Ear — days wed 09/05/
v | Filters 3

ele -~ avs =)
= [ (Select Al 20 day wed 16/05/

EII:| Du an sach Microsoft Proje

=[] Bién tap
=  DBingisochobapl= [100ays  Wed13/06/
~[]Kiém tra ban théo

=t ~[] 5ira ban thio 5 days Fri 22/06/12

+-[] Tac gid xem xét cdc

2. Taitab View, trén nhém Data, click Filter, sau do click More Filters.
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p— Gantt Chart Tools P Rdvanced Tasks A Start.mpp - Microsoft Project . |
m Format
ﬁl # Highlight: [Mo Highlight] = Timescale: ':% E
Z = “F Filter: [Mo Filter] IEI [4] Days -
Sort  Outline Tables _ “oom E
- - - Group by: | Built-In - =
Data [Mo Filter] oom
+ |Duration  start  Active Tasks 2
Completed Tasks g W
)10 172days Mon 7 Critical
ﬂZfﬂﬂ-le y Date Range...
Incomplete Tasks
27 days Mon 02/04/12 T i 1., [—
0days Mon 02/04/12 N Milestones i
mda?s Wed ng_..*ﬂg_fu ] Summary Tasks
5 days Wed 09/05/12 7 2K Range..
Tasks With Estimated Durations
Using Resource,..
20 days Wed 16/05/12 T & Clear Filter
o PMaw Filtar
i 10days  Wed 13/06/12[1 =
“F  More Filters..,
Sdays Fri22foef12 EF & DTepay Bararer
Show Related Summary Rows
3. Click New.
U udya NV U UD LS U LY U LS LT |
s More Filters - —— e |
th Filters: @) Task () Resource
- New...
Active Tasks o
en | Completed Tasks Edit
3 Cost Greater Than... E =
Cost Overbudget
ki | Created after... Copy..
Critical
In Progress Tasks
Incomplete Tasks
| Late Tasks Help
] Late/Overbudget Tasks Assigned To...
| Linked Fields
Manually Scheduled Tasks &
Highight | | Apply | [ cancel
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Tai Name, nhap tén bo loc. Chdng han “ Nhitng cong viéc chua hoan thanh”
Tai hang th& nhat cha cot Field Name, chon hodc nhap Name.

Tai dong thir nhat cot Test, chon contains.

Tai dong thir nhat cét Value(s), nhap “ban thao”.

Tai hang th& hai cda c6t And/Or, chon And.

Tai hang th hai cda cot Field Name, chon hodc nhdp Actual Finish.

10. Tai hang th hai cta cot Test, chon equals.

11. Tai hang thi hai cta cot Value(s), chon NA.

L 0N ;e

— — d
bif —— BB i =I
Filter Definition in 'Advanced Tasks A_Startmpp' ﬂ

Mame: | Mhing céng viéc chura hodn tat Show in menu

he | Filter:
[ Cut Row ] [ Copy Row Paste Row Insert Row ] [ Delete Row
| -

={| | And/Or Field Mame Test Value(s) (H
1q Mame contains ban thao
i And: Actual Finish equals MA
1]
heh

[7] show related summary rows
LR | |
: e (o

12. Click Save.
13. Tai hop thoai More Filters, chon b6 loc méi tao.
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27 dave !

t_)'! Maore Filters -

M| Eilters: @) Task  (7) Resource
Linked Fields - Mew. ..

%4 | Manually Scheduled Tasks —
Milestones
Mhifng céng viéc chira hoan tat ==

o Resource Group...

Should Start By. .. B
Should Start/Finish By...

Slipped/Late Progress E
Slipping Tasks

Bl summary Tasks g
Task Range... —

Tasks With A Task Calendar Assigned
4] Tasks With Attachments
Tasks With Deadlines 57

Highlight | | Applu Close

S

2d

14. Click Apply.

Cdc cdng viéc d3 duoc loc, chi hién thj cic cong viéc chwa hoan thanh.

o Task . [Task Name - |Duration | Start - |Finish -
Mode
16 = P43 nhan dwoc ban thao .D days Mon 02/04/12 Mon 02/04/12
21 = T& chirc siva ban thao 5 days Wed 09/05/12 Tue 15/05/12
22 = Sira ban thao 20 days Wed 16/05/12 Tue 12/08/12
23 = Téc gia xem xét cac ban thao da 10 days Wed 13/06/12 Tue 26/06/12
dwocsira

24 = Kiém tra ban thao 5 days Fri22/06/12  Fri 29/06/12

ll. Tuy chinh cac bang

Microsoft Project gdbm mot s6 dang bang duoc dp dung & cac ché d6 xem khac nhau. O trong
bai thwc hanh ndy, ban s& tao mot bang dé hién thj thdng tin mot cong viéc trong dy &n.

1. Taitab View, trén nhom Task Views, click Other Views sau dé click Task Sheet.
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m_ Task Resource Project View Add-
| E E Metwork Diagram - ===a ,_=§ Resourc

E Calendar = ._E Resourc

Gantt | Task - Team
Chart = |Usage - (2L Other Views - Planner - [L§ OtherV
T: Built-In Resource Viey
Task Form
16 Task sheet nhan duoc ban tt

21 Timeline chirc sira ban tha

22 & save View.. a ban thao
f}‘ More Views..,
23 o raC gia xem xét cack
duo'c si¥a
24 = Kiém tra ban thao

2. Taitab View, trén nhém Data, click Tables sau do click More Tables.

-—TMMHHCE:{ Tasks A_Start.mpp - ﬁrcmmft Projec

View Add-Ins Team Format
,_=§Resnurce Usage - Al _i&l i) Highlight: [No Highlight] = Timescale:
: ._E Resource Sheet - Z = “ Filter: [Mo Filter] - 4] Days
Team — Sort  Outline | Tables
anner = 5 Other Views - - - - Group by: [Mo Group] -
Resource Views Built-In
¥ |Duration Cost * Predecessors ™
ach Microsoft Project 2010 ¢ 172 days | ; Entry L2
&'i cac bién tap vién 60.13 day Hyperink 2
ai 27 days i
> 2 Schedule
nhan dwo'c ban thao 0 days 2
1 chita ndi dung 17 days Tracking . 16
: gia xem xét cac ndi dung chinh 10 days Variance 17
1giao cho ban bién tip 0 days Waork .18
ap 30 days SUmMmary .15
chirc sira ban thao 5 days Usage
1ban thao 20days | ox 21
. .,  m _wy Resetto Default
:gia xem xé&t cac ban thao da duw 10 days 22
. . EHE Save Fields as a Mew Table
m tra ban thao 5days = 23F5-25%
N . . . - _B Maore Tables...
1giao cho bd phan san xuat 0 days . v
k& va san xudt 65 days Wed 20/06/12 Tue 18/09/12 20
At 185m mAr tramm cAnk AL Amre WiaA nfnef17 Toa anfnTlan
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3. Hop thoai More Tables hién thi.

p 30 days Wed DYfUs5/12
N
hu More Tables - g
ba - —
73 Tables: @ Task () Resource
Constraint Dates B
= Delay - =
e Earned Value 1
it 14| Earned Value Cost Indicators [
. Earned Value Schedule Indicators
i -
Export
hg! Hyperlink 1
1thil| Rollup Table & ]
an |
ri ||_ [ Apply ] [ Cancel ]
I —— r— —

4. Click Enry, sau dé click Copy.

p 30 days Wed 0Y9/U5/12
o4
hi More Tablas - g
ba =
73 Tables: @ Task () Resource
Constraint Dates B
gial | Cost Edit. ..
L Delay L =
e Earned Value 3
it 14| Earned Value Cost Indicators I
Tk W Organizer. .. | I
CXPOTT
hg Hyperlink |
1thif| Rollup Table e ]
an i
]| ||_ [ Apply, ] [ Cancel ]
. —

5. Tai Name, nhap tén bang, chang han “Bang bién tap”

Ban giao cho ban bién tap 0 days Tue 08/05/12 Tue 08/05/12 18 Meuyén Meoc Thudl
B Ir'I'ab-le Definiticn in "Advanced Tasks & _Start.mpp’ e " . W~
Mame: | Bang bién tap [ show in menu
Table
[ Cut Row ] [ Copy Row ] Paste Row [ Insert Row ] [ Delete Row ]
[ [t ~
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6. Taicot Field Name, click Indicators va click Delete Row.
7. TaicoOt Field Name, click Task Mode va click Delete Row.
8. Tai coOt Field Name, click Predecssor va click Delete Row.

Ban glao cho ban bien tap U days lue Us/US/12 | lue O8/Us/12 |18 MEuyen Mgoc | hual
-
Bl Table Definition in "Advanced Tasks A_Start.mpp’ — —— S %
MName: | Bang bién tip [ show in menu
Table
[ Cut Row ] [ Copy Row Paste Row Insert Row ] [ Delete Row
| Task Mode -
TH Field Name Align Data | Width Title Align Title | Header Wrapping | Text Wrapping |:|
1D Center [ Left Yes Mo
Task Mode | dLeft 3 Left Yes Mo
Mame Left 37 Task Name Left Yes Yes
=1i| |Duration Left 11 Left Yes Mo
Start Left 13 Left Yes Mo
Finish Left 13 Left Yes Mo
Resource Names Left 17 Left Yes Mo -
Date format:  Default - Row height: | 1 =
Lock first column
= || Auto-adjust header row heights
Show "Add Mew Column’ interface

LG G LI RGBS LT LRT-E

1 LT LR U LE

1 AT LR U LE

9. Tai cot Field Name, click Duration, sau do click Insert Row.

L3

ENE YT BN L Eiaal

-
H| Table Definition in "Advanced Tasks A_Start.mpp’ — —— S
Mame: | Bang bién tip [] show in menu
Table
[ Cut Fow ] [ Copy Row Paste Row Insert Row ] [ Delete Row
|Duration -
H Field Mame Align Data | Width Title Align Tile | Header Wrapping | Text Wrapping |:|
D Center & Left Yes Mo
Task Mode Left 8 Left Yes Mo
eft 37Task Mame Left Yes Yes
=1 }|Duration |- eft 11 Left Yes Mo
Start Left 13 Left Yes Mo
Finish Left 13 Left Yes Mo
Resource Mames Left 17 Left Yes Mo -
Date format: Default - Row height: | 1 =
Lock first column
|| Auto-adjust header row heights
show 'Add Mew Column' interface

DONG NGUYEN & TEAM Page 198




Microsoft*

Project Professional 2010

10. Tai cot Field Name, click vao chon Text 9.

e sy v e sup sy |t e ey Ee 4 g ey s | anr L e A 1 gt
3l Table Definition in ‘Advanced Tasks A Startmpp’  © )
Mame: | Bang bién tap [] show in menu
Table
[ Cut Row ] [ Copy Row Paste Row Insert Row ] [ Delete Row
|Text9 ~
H Field Name Align Data | Width Title Align Tile | Header Wrapping | Text Wrapping |:|
Duration Left 11 Left Yes Mo
Start Left 13 Left Yes Mo
Finish Left 13 Left Yes Mo
E [ Left 17 Left Yes Mo
Textd - |Left 10 Center
Date format: Default hd Row height: | 1 =
Lock first column
3 Auto-adjust header row heights
Show 'Add New Column' interface
W I I T B Y )

11. Tai c6t Width, nhap thong s6 chiéu rong.

Bl ZIaU LNU DEn DI b U udys | UE UBfUDJ L2 IUE UBUDJ LY | LE INEUYETT INEUU | TIUd
-
Bl Table Definiticn in "Advanced Tasks A_Start.mpp’ — S
Mame: | Bang bién tap [ shaw in menu
Table
’ Cut Row l [ Copy Row Paste Row [ Insert Row ] [ Delets Row
X[ 20 -
TH Field Name Align Data | Width | Title Align Title | Header Wrapping | Text Wrapping |:|
Duration Left 11} Left Yes Mo
Start Left 13 Left Yes Mo
Finish Left 13 Left Yes Na
=|\| |Resource Names Left Left Yes Mo
Textd Left ﬂ 204 Center
Date format:  Default - Row height: | 1 =
Lock first column
3 Auto-adjust header row heights
Show "Add Mew Column' interface
S N S -

e e (I » s - u wmx B P Fam PR B

12. Click OK.
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13. Click Apply.
IV. Tuy chinh cac ché dd xem

Gan nhu tat cd cic cong viéc ma ban lam trong Microsoft Project la theo d&i va xem cdc théng
tin trong du 4n. Microsoft Project gdm nhiéu ché do xem gilp ban t6 chirc théng tin theo muc
dich cu thé. Bén canh d6, Microsoft Project cho phép ban cé thé tao mot ché dé xem theo y
muén.

1. Taitab View, trén nhom Task Views, click Other Views, sau dé click More Views.

“Task Fesource Project View Add-Ins
g Er\hsztu«.rn::urk;Dizngram"r | ._=§Resnurce Usage

E Calendar - a .3 Resource Sheet

Gantt  Task Team
Chart = Usage - ﬂ Other Views - Flanner :3 Other Wiews -

T: Built-In Resource YViews
Task Task Form i
G - N
= /| Task Sheet icrosoft Project 2010«
jién tdp vién
% Timeline P
15 B
=2 [B Reset to Default T
16 il o'c ban thao
17 3 &i dung
18 T &, More Views... xét céc ndi dung chinh
19 |2 Ban giao cho ban bi&n tép
20 | - Bién tap
1 = T clhtun e LR 2l B
2. Hop thoai More Views hién thi.
Maore Views — [
A Views:
Resource Allocation -
1 Resource Form

Resource Graph

Resource Mame Form =
Resource Sheet

W Resource Lsage ‘_

Task Details Form
| TaskEntry

18| Task Form

Task Mame Form

i Tasksheet |
[ Apply ][ Can::elJp
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3. Click New.

More Views & [ ——

Views:

Resource Allocation -~

Resource Form

Resource Graph

Resource Mame Form I
Resource Sheet

W Resource sage b

Task Details Form

|| TaskEntry
i) Task Form
3 Task Mame Form
Task Sheet &
I |
I Apply I [ Cancel ] N
= il c— | i— — B3 .

4. Hop thoai Define New View hién thi. Danh diu chon vao Single View.

= ndi dung chinh 10 days Wed 25/04/12 Tue 08/05/12 Luwong Tr
iién tan 240 8/05/12 Nguyén h

More Views -

Views:

Resource Allocation —
L Resource Form
Resaurce Graph
Resource Mame Forn
. Resource Sheet
Resource Lsage
Task Details Form

.|| TaskEntry

580 | Task Form

nh Task Mame Form

@ Single view:
I Lombinaton view

[ Help ] [ K, ] [ Cancel

TaskSheet  [h
et
| Apply ][ Cancel 2 LwrongTr
1 dl. 5 = - =12 Nguy&nh
5. Click OK.

6. Tai Name, nhap tén.
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View Definition in 'Advanced Tasks A_Startmpp'

Mame: Lich bién t3p

— | Sgeen:  Gantt Chart -
4 | Table: -
Group: hd
Filter: -

[ Highlight filter
Show in menu

| ) Co) [

i
7. Tai Screen, chon Task Sheet.
e g emenes g e p e mamas enp g
nao 0 days Mon 02/04/12 Mon 02/04/12
17 days g 3
ndi dung chinh 10 days View Definition in 'Advanced Tasks A_Startmpp’
intdn  Odaws | P
i Mame: Lich bién tap
More Views
Screen: | Gantt Chart H
o
Views:
¥ B rabie: Calendar
Resource Allocation Gantt Chart
b EESGUFCE ;ﬂrrpﬂh Group:  Metwork Diagram
esource Gra . T
Resource Name Farm Filter: Relationship Diagram
Resource Sheet Resource Form
M| Resource Usage [] Highlig Fesource Graph
Task Details Form .Resource Mame Form
Task Entry e
. Resource Sheet
af | Task Form
Task Mame Form Help Resource Usage
| Task Details Form |
El Task Form
W
Task Sheet
a B T T ameosage
'n bé phansan 0days Tue 21/08 Team Planner
h 5 days Wed 22/¢ Timeline
S Aawc wiad 7/Nef17 Tnaninal17  Mmowdn Moae Thanl

8. TaiTable, chon mét loai bang.
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[ F-TH SRV FT- L"L S— ) L um
. i Mame: | Lich bién t3p
More Views
Screen:  Gantt Chart -
¥
Wi -
e 4| Table: | Cost H
Resource Allocation < bien 13
4| Resource Form Group: 53”9_ i€n tap
Resource Graph Baseline
Resource Mame Form Filter: i
Resource Sheet
1| Resource Usage [ Highlliga
Task Details Form ik
Task Entry Show i Earned Value
4| Task Form Earned Value Cost Indicators
| | TaskName Form ' Helk Earned Value Schedule Indicators
I —Fniry 1
Export
Hyperlink
i = - — Rollup Table
1bd phdn san 0days Tue 21/08 Schedule
Summary
1 5 days Wed 22/0 Trading
C Anses VALA A S lamas

9. Tai Group, chon No Group.

17 days
3i dung chinh 10 days

1tAn  Odaws | e .
MName: Lich bién tap

Mare Views

View Definition in "Advanced Tasks A_Startmpp’

Screen:  Gantt Chart -
Wi :
i 4| Table:  Cost -
Resource Allocation
Resource Form Group: u
Resource Graph - -
Resource Mame Farm Filter: Active v. Inactive
Resource Sheet Auto Scheduled v. Manually Scheduled
Resource Usage [ Highlig Cemplete and Incomplete Tasks
Task Details Form . Constraint T'!rrpe
Task Entry SO il
Task Form i
Task MName Form Hel Duration
| Duration then Priority
ilestones
ooy, | T
ey
k - ¥ ™ Priority Keeping Outline Structure
bé phén san 0days Tue 21/08 Resource
5 days Wed 22/0 Status

10. Tai Filter, chon b6 loc.
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ZA _I;l__&d._\LE&u-_.w TR — - VLT

2L O"'E Wiew Definition in ‘Advanced Tasks A_Startmpp' M LR

-

Mame: | Lich bién tap
- I— Screen:  Gantt Chart -
2days |

Table: Cost -
L13days I
' days )| Group:  MNoGroup M
days || Eilter: Incomplete Tasks H

Created After... a
"days | i
¥ "] Highlig Critical

I days I Show i Date Range. ..

' In Proagress Tasks
i HiF Incomplete Tasks I

Late/Overbudget Tasks Assigned To...

qon . Linked Fields
Manually Scheduled Tasks
Milestones

Farm

Mhirng céng viéc chura hoan tat

11. Panh dau chon vao Show in menu.

c ndi dung chinh 10 days Wed 25/04/12 Tue 08/05/12 Lwong Trung Thanh

Jién{tﬁn ﬂdﬂ"u"’i o FEE.Y Bl o Bl Tl 5
More Views View Definition in 'Advanced Tasks A_Startmpp'
i
130 Views: Mame: Lich bién tap
Resource Allocation | Soreen:  Gantt Chart -
c hi Resource Form -
=
Resource Graph Table: Cost -
Resource Mame Form
. Resource Sheet Group: Mo Group -
an Resource Usage
Task Details Form Filter: Incomplete Tasks -
.|| TaskEntry
584 | Task Form [] Highlight filter
Task Mame Form .
inh R — | Show in menu
Bt
[ ok ][ cane
=
m % = - .
i&n bd phén san 0days Tue 21/08/12 Tue 21/08/12 Nguyén NgocTung
- o - ] awe L s Fnm = B " - - _—
12. Click OK.
13. Click Apply.

Microsoft Project s& hién thj ché d& xem ma ban d3 tuy chinh theo nhdém, bd loc va bang.
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Task Name + |Fixed Cost . |Fixed Cost Accrual . |Total Cost  |Baseline  |Variance . |Actual - |[Remaining
0 = Dy an sach Microsoft Project 2011 $0.00 Prorated $59,050.00 $0.00 $59,050.00 $0.00 $59,050.00
1 * Hop v&i cdc bién tip vién 50.00 Prorated $893.75 50.00 $893.75 50.00 $893.75
15 = Mua lai $0.00 Prorated  %$8,040.00 $0.00  %8,040.00 $0.00  %8,040.00
16 93 nhan durocban thdo $0.00 Prorated $0.00 $0.00 $0.00 $0.00 $0.00
17 Stra chi¥a ndi dung $0.00 Prorated  $7,140.00 $0.00  $7,140.00 $0.00  $7,140.00
18 Tac gid xem xét cac ndi dung chir 50.00 Prorated $900.00 50.00 $900.00 50.00 $900.00
19 Ban giao cho ban bién tép 50.00 Prorated 50,00 50,00 50,00 50,00 50,00
20 - Biéntdp $0.00 Prorated  $14,800.00 $0.00 514,800.00 $0.00 514,800.00
21 T6 chirc sika ban thao $0.00 Prorated  $1,550.00 $0.00  51,550.00 $0.00  51,550.00
22 Slra ban thao $0.00 Prorated  510,800.00 $0.00  510,800.00 $0.00  510,800.00
23 Tac gid xem xét cdc ban thdo d3 ¢ $0.00 Prorated $900.00 50.00 $900.00 50.00 $900.00
24 Ki&m tra ban thao $0.00 Prorated  $1,550.00 $0.00  $1,550.00 $0.00  $1,550.00
25 Ban giao cho bd phan san xudt 50.00 Prorated 50.00 50.00 50.00 50.00 50.00
26 = Thiét k& va san xuat $0.00 Prorated $34,506.25 60,00 %34,506.25 60,00 %34,506.25
27 Thi&t 1&p céc trang séch 50.00 Prorated  56,600.00 50.00  56,600.00 50.00  56,600.00
28 Thi&t k& cac hinh anh minh hoa $0.00 Prorated  $8,400.00 $0.00  $8,400.00 $0.00  $8,400.00
29 = Déanh gia va xem xét [3n 1 $0.00 Prorated  $7,450.00 $0.00  $7,450.00 $0.00  $7,450.00
30 In ther $0.00 Prorated $900.00 $0.00 $900.00 $0.00 $900.00
31 BDanh gid va kidm dinh chat v $0.00 Prorated  $1,550.00 $0.00  $1,550.00 $0.00  $1,550.00
32 GUi ban in thir d&n bd phén sé 50,00 Prorated 50.00 50.00 50.00 50.00 50.00
33 Panh sé trang sach 50.00 Prorated  52,200.00 50.00  52,200.00 50.00  52,200.00
34 Thi&t k& da hoa $0.00 Prorated  52,800.00 30.00  $2,800.00 30.00  $2,800.00
35 = Pénh gid va xem xét [in 2 $0.00 Prorated  %$9,256.25 $0.00  $9,256.25 $0.00  $9,256.25
36 In thi¥va danh gia $0.00 Prorated  $1,550.00 $0.00  $1,550.00 $0.00  $1,550.00
37 GUi ban in thir dé&n bd phan sé 50.00 Prorated 50.00 50.00 50.00 50.00 50.00

Nhi¥rng diém chinh trong chwong 9

e Cdach théng thudng dé t6 chirc dit liéu trong Microsoft 1a phan loai, nhdm va s dung bd
loc. Trong moi trudrng hop, Microsoft khdong xéa dit liéu, né chi thay dbi cdc ché dé hién
thi ma ban mudn xem.

e Microsoft Project c6 sdn mdt s6 nhédm, bo loc va phan loai nhung ban ciing cé thé ty tao
ra cdc nhém, bo loc theo y.

e Ban lam viéc v&i dit liéu théng qua cédc ché dé xem trén Microsoft Project. Ban ¢ thé
tao ra cac ché dé xem tly thich.
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CHUONG 10 - XEM VA BAO CAO TRANG THAI DU’ AN

Trong chwong nay, ban sé dwoc hoc:

v Xac dinh cdc nhiém vu d3 dwoc bat dau va hoan thanh.
v Xem cdc chi phi cong viéc & bang tém tat va chi tiét.
v Kiém tra nguodn chi phi.

Sau khi dudng co s& cha dy an dugc thiét |ap, trong tdm chinh cla ngudi quan ly du &n 13 xem
xét, giam sat nhirng thay d6i tir lUc [én k& hoach dé thu thap, cap nhat va phan tich dy an. Doi
v3i hau hét cac du an, thuc hién nhirng chi tiét dé tra Ii cho 3 cau hdi sau:

e Lam thé& nao hoan thanh céng viéc dung tién d6?
e C6 phai cong viéc nao ciling bat dau va két thic dung thoi gian?
e Chiphihoan thanh cong viéc ?

So sanh céac cau tra 1oi cho nhirng cdu héi d6 véi duong co sé sé giup ngudi quan ly dyu an cling
nhw cac bén lién quan khac cé mot céi nhin t6t nhat dé danh gia tién dé dy an va khac phuc khi
can.

Viéc lién lac v&i nhitng bén lién quan nhu khach hang va cdc nha tai tro la cong viéc quan trong
ma ngudi quan ly du an phai lam. Mot diém quan trong trong qua trinh lién lac ma ngudi quan
ly can biét sau day:

e Aican biét tinh trang cia du an va cho muc dich gi?
e Murc do chi tiét ma nhirng ngudi nay can?
l. Xac dinh céng viéc sai du kién

Khi mot cong viéc bat dau hodc hoan thanh sém hodc muén hon du kién thi cong viéc dé d3
khong dung so va&i dy kién. Mot trong nhitng nguyén nhan gay ra van dé nay |a sw cham tré
trong viéc bat dau hodc két thic cong viéc. Ban mudn biét vé cong viéc ma coéng viéc da hoan
tat hodc cong viéc trong twong lai khdng bat dau so véi du kién. Microosft Project s& giup ban
lam diéu nay bang cach xac dinh cac cong viéc da hoan thanh ma khdng bat dau vao dung thoi
gian dé kiém tra trang thai ti€n do.

1. Taitab Project, trén nhdm Properties, click Project Information.
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r@l HY-t-=|s Advanced Tasks A_Start.mpp - Microsoft Project |_:-__~
Task Resource Project View Custom Add-Ins Team
b | = [ =) Y B =2k
Subproject Project Custom Links Between WES Change Calculate Set it
Information JFields Projects Warking Time Project EBaseline = Pn
Insert Properties Schedule
Resource Mame A |Gr-:|-up * Max. * Peak ¥ 5td. Rate
B Group: No Value 1,800% 1,175%
20 Ban in thi 0/day 510
3 Bién t3p vién 200% 150%  545.0
16 Bi lai 0%
i1 Dich vu in 100% 100% 50.0
2 Dich vu in mau 100% 100% 50.0
e 15 Duwrong Trung Tam, 100% 0% :2,700.0C
E.'%j ir HB Tung 100% 0% 522.0

2. Click Statistics.

’
17 { Project Statistics for 'Reporting Status_Startmpp' — g'
0 —
_ Start Finish
dl Current Mon 02/04,/12 Thu 20/12/12
Baseline Mon 02/04,/12 Fri 16/11/12
Actual Mon 02/04/12 MNA
| Variance od 2a:5d
. Duration Work Cost
Current 188d 2,609.1h $104,506.50
_ Baseline 163.5d 2,337 .5h $93,742.00
":1 Actual 115.89d 1,737.1h $73,717.50
val'l | Remaining 72.11d 872h $30,789.00
Percent complete:
Duration: &2%: Work: &7%

-

Hién tai, muc Variance (léch) c6 s6 ngay léch khi hoan thanh la 24,5 ngay.

3. Click Close dé dong hop thoai Project Statistics.
4. Taitab View, trén nhom Task Views, click Gantt Chart va click Tracking Gantt.
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Lich bién tap
Built-In

Calendar
Gantt Chart
Metwork Diagram
Resource Sheet
Resource Usage
Resource Form
Resource Graph
Task Usage
Task Form

Task Sheet

Team Planner

Timelineg

Iee===1 i
i = Cut
B & o Calibri
—— 53 Copy -
Gantt Paste . ]
Chart~|| = <3 Format Painter B I U
| Custom : Font

» |Task Name

= Children's book
schedule

* Editorial staff
meeting

* Acquisition

= Editorial
Organize
manuscript {
copyedit
Copyedit
Author revie
copyedit
Copyeditinc
Handoff to

Tracking Gantt

Production

= Design and

5. Taitab View, trén nhdm Zoom, click Timescale va chon Weeks.

Impurﬁng Status_Start.mpp - Micr Project

Format
&l # Highlight: [No Highlight] = Timescale: O = q [C] Timeline
E = “F Filter: [Mo Filter] - | Days IZI _ﬂ’ |:| Dretails
ot CQutline Tables “=pm Entire 5elected
- - - Group by: [Mo Group] * || |Hours Project Tasks
Data Cluarter Days b 5
Start . Finish 25 Mar 12 [ | 08 Apr '12 1
5 [ s [m[T [w]f] Weeks {TF[s[s[M[T[W[T[F[s ¢
Mon Thu 20;12;12 l:lrdtshnf Months
onths
ﬂZfolZ Quarters
Mon 09/04/12 Wed 01/08/12 Half Years E=00%
Mon 02/04/12 Tue 22/05/12 Years —
Wed 23/05/12 Tue 03/07/12 [ Timescale..
wed 23/05/12 Tue 29/05/12

6. Tai cot Task Name, chon mot cong viéc.
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7. Trén tab Task, tai nhém Editing, click Scroll to Task.

=llﬂ0%

Th——

U

]Ie

Pudng mau do thé hién quan trong trong du an.

8. Taitab View, trén nhém Data, click Filter va chon More Filters.
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“mpﬂrﬁng Status_Start.mpp - Micr Project

Team Format
g Al & Highlight: [Mo Highlight] = Timescale: O B
t- Z = “F Filter: [Mo Filter] IZI Days A
Sort Outline Tables = Joom  Entire !
- - - H:: Group by: | Custom *~  Project
Data Mhimg cong viéc chua hoan tat Dom
ion . Start . Finish S 'p '12
[Mo Filter] | F
lays Meon Thu 20/12/12  Active Tasks —
'DZJ'M_J'IZ Completed Tasks
Critical
days Mon 09/04/12 Wed 01/08f12 Date Range...
¥s Mon 02,"041"12 TUEZHOEIH Incomplete Tasks
s Wed 23/05/12 Tue 03/07/12 || Late Tasks
5 Wed 23/05/12 Tue 29/05/12 || Milestones
lays  Wed 30/05/12 Wed 13/06/12 ?:ﬂ";r;aa’:;:m
lays ~ Wed13/06/12 Fri29/06/12 || ;.. \with Estimated Durations
lays  Tue 26/06/12 Tue 03/07/12 | Using Resource...
S Tue 03/07/12 Tue 03/07/12 “§  Clear Filter
s Thu 05/07/12 Fri 19/10/12 F  Mew Filter —
days Thu05/07/12 Wed 25/07/1F || "7 More Filters...
bE Thu EI'S,('CI-?flE Wed 25;1:'?;14 "(j Display AutoFilter
5 Thu 26/07/12  Fri 05/10/12 —
Y /o1/ 110/ Show Related Summary Rows
lays  Thu26/07/12 Fri24/08/12 ||

9. Tai hop thoai More Filters, click Slipping Tasks.
10. Click Apply.

Microsoft Project s& loc danh sach chi hién thj cdc cong viéc chua hoan thanh nhu dy kién, sai
léch so v&i duong co so.
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11. Tai tab View, trén nhdm Data, click Filter sau d6 click Clear Filter.

ﬂ Task . |Task Name - |Duration . |Start - |Finish
Mode |
o = = Children's book |133 days Mon Thu 20/12/12 |
schedule 02/04/12
27 = = Design and Pr{}ductii}r.ﬁ days Thu 05/07/12  Fri19/10/12
30 = = 1st Pages review 52 days Thu 26/07/12 Fri05/10/12
33 = Send proofed pa) 0 days Fri21/09/12  Fri21/03/12
4 = Enter page corre: 5 days Mon 24/09/12 Fri 28/09/12
35 = Cover design 5days Mon 01/10/12 Fri05/10/12
36 2 = 2nd Pages review 10 days Mon 08/10/12 Fri 19/10/12
37§ = Proof and review 5 days Mon 08/10/12 Fri12/10/12
38 = Send proofed pa 0 days Fril12/10/12  Fri12/10/12
39 2 Final review 5 days Maon 15/10/12 Fri 19/10/12
40 = =~ Design book's comf 5 days Mon 08/10/12 Fri 12/10/12
a1 'y S Create mockup 3 days Mon 08/10/12 Wed 10/10/12
42 = Review with autt 2 days Thuw 11/10/12 Fri12/10/12
43 = = Color prep and printin 44 days Mon 22/10/12 Thu 20/12/12
as [ = Send to color house 1 day Maon 22/10/12 Mon 22/10/12
as O = Generate proofs 10 days Tue 23/10/12 Mon 05,/11/12
46 = Print and ship 30 days Fri0g/11/12 Thu20/12/12
47 2 = Book launch prep 22 days Tue 23/10/12 Wed 21/11/12
48 = Launch planning 5 days Tue 23/10/12 Mon 29,/10/12
419 = Assign launch team 1day Tue 30/10/12 Tue 30/10/12
a0 = Complete author gL 5 days Wed 31/10/12 Tue 08/11/12
51 = Schedule authorint 1 day Wed 07/11/12 Wed 07/11/12
52 = Design and order m 10 days Thu08/11/12 Wed 21/11/12
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Team Format
1w ﬁl  Highlight: [Mo Highlight] = Timescale: (D)
= Z = “F Filter: Slipping Tasks IEI Days - _ﬁ
Sort Outline Tables = “loom
- - - H:: Group by: | Custom A
Data Mhimg cong viéc chua hoan tat pom
on . |Start - Finish e 'p 12
[Mo Filter] 1T [w
ays Meon Thu 20/12/12  Active Tasks
ﬂZfolZ Completed Tasks
Critical
s Thu 05/07/12  Fri 19/10/12 f—
f __F f f Date Range...
S

5 Thu Zﬁfﬂ}fu Fri 05;'1“;12 Incomplete Tasks

Fri 21/09/12  Fri 21/09/12 Late Tasks

Mon 24/09/12 Fri 28/09/12 Milestones

Mon 01/10/12 Frios/10/12 | -ummany Tasks

. Task Range...
's Mon 08/10/12 Fri19/10/12 || 1 ., \vith Estimated Durations
Momn 08/10/12 Fri 12/10/12 Using Resource..,
Fri 12/10/12 Fri 12/10/12 “§  Clear Filter
Mon 15/10/12 Fri 19/10/12 T Hew Filter
Mon 08/10/12 Fri12/10/12 ¢ More Filters...
Mon 08/10/12 Wed 10/10/12 || z;
Thu 11/10/12  Fri 12/10/12
v

5 Maon 221012 Tha 20/12/12

Display AutoFilter

Show Belated Summary Rows

12. Taitab View, trén nhom Task Views, click Other Views sau d¢ click Task Sheet.

DIEIGERSRIES

m_Task Resource Project View Add-Ins
' E EI'\hatm.ru:urk.IZJiagram'r g ._=§Resnurce Us

E Calendar - .3 Resource S5h

Task - Team  — i
Usage ~ L Other Views ~ Planner = 5 Other Views

T2 Built-In Resource Views
Task Form - |Dur
|
Task Sheet "I5 book 188
Timeline le
-—
w00 pesettonetaun rial staff meeting 81.:
15 |« [g Ssave View.. isition 37¢
21 |« _ﬁl KMare Views... rial 301
22 | T Organize manuscrig 5 di
B v B Copyedit 10.!
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13. Tai tab View, trén nhém Data, click Tables, sau do click Variance.

Add-Ins Team Format
Resource Usage = Al —iil 2 Highlight: [Mo Highlight] = T
Resource Sheet = Z = “F Filter: [Mo Filter] - ([ |LC
Sort Qutline | Tables
Other Views - - - b Group by: [Mo Group] -
irce Views Built-In
¥ |Duration ¥ |Start Cost rs v
chedi 182 days Meon 02/0 7| Enty
eeting 81.13days Mon 09/04, Hyperlink
37 days Mon 02/04
Schedule
30 days Wed 23/05,
uscrig 5 days Wed 23/05 Iracking
10.5days  Wed 30/05 Variance
vofcc 12.5days  Wed 13/06; Work
irp 5.13days  Tue 26/06/: Summary
oducti 0 days Tue 03/07/: Usage

uctior 77 days Thu 05/07/] =
=
14.78 days Thu05/07/]
-ation 15 days Thuos/o7/] =
g% More Tables...
ew 52days Thu2ef07/— . . _ _

RBeset to Default

Save Fields as a Mew Table

Trong bang nay, ban cé thé thay dudng co s& va céc thong sé bi l1éch so dy kién tai cot Start
Var. va Finish Var.
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E E Metwork Diagram - = ._::3 Resource Usage ~ Al _-I &z Highlight: [Mo Highlight] - Timescale: =
T H calendar ~ - ,_a Resource Sheet = Z = “F Filter: [Mo Filter] hd A =
Gantt  Task Team — Sort  Outline Tables Zoom Er
Chart* Usage * ﬂ, Other Views ~ Planner > L8 Other Views - - - - Group by: [No Graup] - P
Task Views Resource Views Data Zoom

Task ¥ Task Name ~ |Start ~* |Finish ~ |Baseline Start ¥ |Baseline Finish = |StartVar. ~ |Finish Var. |_

o |2 = Children's book sc 1on 02/04/12 Fhu 20/12/12 Mon 02/04/12  Fri 16/11/12 Odays 24.5 days
i} * Editorial staff me: Mon 09/04/12 Wed 01/08/12  Mon 09/04/12  Mon 02/07/12 Odays  21days|

15 |B * Acquisition Mon 02/04/12 Tue 22/05/12 Mon 02/04/12  Men 21/05/12 0days 1.5 days

2 |2 = Editorial Wed 23f05/12 Tue 03/07/12  Mon 21/05/12 Fri 29/06/12 1.5days  2.63 days

2 |2 Organize manu Wed 23/05/12 Tue 23/05/12  Mon 21/05/12  Mon 28/05/12 1.5 days 1.5 days

23 |2 Copyedit Wed 30/05/12 Wed 13/06/12  Man 28/05/12 Tue 12/06/12 15days  0.75days

24 T Author review Wed 13/06/12  Fri 29/06/12 Tue 12/06/12 Tue 26/06/12 0.75days  3.25days

5 B Copyeditincor] Tue 26/06/12 Tue 03/07/12 Fri 22/06/12 Fri 29/06/12 2.63days  2.63 days

26 [T Handoff to Pror Tue 03/07/12 Tue 03/07/12 Fri 29/06/12 Fri 29/06/12 2.63days  2.63 days

27 B = Design and Produ Thu05/07/12  Fri 19/10/12 Fri 20/06/12 Mon 17/09/12 2.63days  24.5days

28 B Set pages Thu 05/07/12 Wed 25/07/12 Fri 29/06/12  Mon 23/07/12 2.63 days 2.4 days

23 B Interiorillustra  Thu 05/07/12 Wed 25/07/12 Fri 29/06/12  Mon 23/07/12 2.63 days 2.5 days

E 30 B = 1st Pagesrevie Thu26/07/12  Fri05/10/12  Men 23/07/12  Mon 03/09/12 2.5days  24.5days

ig 31 |2 Proofread ar  Thu 26/07/12  Fri24/08/12  Mon 23/07/12  Mon 06/08/12 2.5days  14.5days

=y 32 [T Incorporate  Mon 27/08/12  Fri21/03/12  Mon 06/08/12  Mon 20/08/12 14.5days  24.5days

. Kiém tra chi phi céng viéc

Chi phi trong Microsoft Project gdbm chi phi c¢d dinh va chi phi 4p dung cho cong viéc, ngudn chi
phi xuat phat tlr cdng viéc hodc ca hai. Khi chi phi cdng viéc nhiéu hodc it hon so v&i ké hoach sé
xuat hién chi phi goi 1a chi phi phat sinh. Viéc kiém tra chi phi phat sinh tang hodc gidm gilp ban
diéu chinh ngan sach cho céc cdng viéc dé tranh vuot qua téng ngan sach cta dy an.

Trong bai thyc hanh nay, ban s& xem chi phi phat sinh.

1. Taitab View, trén nhdm Data, click Tables, sau d¢ click Cost.
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_— m A o HEporting Status_btart.mpp = MICrosoTt Fro|

Add-Ins Team Format
Resource Usage = ﬁl _—i&l pe) Highlight: [Mo Highlight] = Timescale:
Resource Sheet - Z = “W Filter: [Mo Filter] T || | Days

Sort  Outline | Tables :
Other Views - - - - Group by: [Mo Group] -
urce Views peBegiit-ln =
* Finish ¥ Basel Cost ar] Var. "
02/04/12 Thu 20/12/12 Mof— ¢ 0 day
109/04/12 Wed 01/08/12 M Hyperlink 0 day
102/04/12 Tue 220512 M 0 day
Schedule

123/05/12 Tue 030712 M 1.5 day
123/05/12 Tue?29/05/12 Mg  L3cking 1.5 day
130/05/12 Wed 13/06/12 Mg ¥ | Variance 1.5 day
113/06/12 Fri 29/06/12 Tu Work 0.75 day
226/06/12 Tue 03/07/12 F Summary 2.63 day
203/07/12 Tue03/07/12 F Usage 2.63 day
105/07/12 Fri 19/10/12 F = 2.63da

107/ /10/ _wy Resetto Default ¥
105/07/12 wWed 25/07/12 F 2.63 day

EE Save Fields as a Mew Table
105/07/12 Wed 25/07/12 F 2.63 day
. =% More Tables...

126f07/12 Fri 05/10/12 | — _—

B — 2.5 day

2. Taitab View, trén nhém Data, click Outline sau do click Outline Level 1.
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R A | W Reporting Status_Start.mpp = Micre

View Add-Ins Team Format

|_=-3Resc-urce Usage - Al

.3 Resource Sheet = Z
Sort  |Qutline| Tables

& Highlight: [No Highlight] ~ T
“F Filter: [Ma Filter] -

lanner = _'Fa Other Views ~ - - Group by: [Mo Group] -
Resource Views 4 Show Subtasks
Fixed Cost * |Fixed CostAccrual ™ ' T) =  Hide Subtasks * |Variance ~ |Actual
$0.00 Prorated ;] +. Al Subtasks 1] Slﬂ,?ﬂ.ﬁ'ﬂ' 5?3,?]
$0.00 Prorated [T — 01} $0.00 %22
Qutline Level 1
$0.00 Prorated — M I;E-flﬂ.m 417,09
utli :
$0.00 Prorated | Show Outline Level 101 60 ¢16,3
Cutline Level 2
50.00 Prorated 1] 5153.00 53,2
Qutline Level 4
Qutline Level 5
50.00 Prorated Outline Level& g $360.00 53,4
50.00 Prorated Outline LevelZ )0 $198.00 51,0
Qutline Level 8
$0.00 Prorated Outline Levela O $0.00 $3,6
50.00 Prorated 50.00 50.00 50.00

3. Tai bang chi phi ban cé thé xem dugc céc chi phi I&ch tai cot Variance.
4. Taitab View, trén nhom Data, click Outline va click All Subtask.

Add-Ins Team Format

Resource Usage - Al

Resource Sheet - Z
Sort  |Qutline| Tables

P Highlight: [No Highlight] = Til
“F Filter: [Mao Filter] =|||C

Other Views - - - Group by: [Mo Group] hd

dree Views #  Show Subtasks

¥ |Fixed CostAccrual ™ |T| =  Hide subtasks * |Variance ~ |Actual

Do Prnratedln] +. Al Subtasks p 510,?54.50 5?3,?1

00 ProratedL _ 0 $0.00 $2,2
Qutline Level 1

00 Prorated ] 540,00 $17,04
Outline Level 2

00 Prorated ] 5711.00 516,38
Outline Level 3 _

00 Prorated W 50,513.50 537,13
QOutline Level 4

00 Prorated Outline Level 3 gy $0.00 ¢
Outline Level &

00 Prorated Outline Level 7 i) $0.00 ¢

QOutline Level 8
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5. Taitab View, trén nhdm Data, click Filter va chon More Filters.

l & Highlight: |[Mo Highlight] = Timescale: : =
= “F Filter: | Mo Filter] E| Days - 0 —
t  Outline Tables = Hoom  Entire !
< - H:: Group by: | Custom Project
Data Mhimg cong viéc chua hoan tat pom
Total Cost ~ Baseline ¥ |yg Builtdn | Add Nev

11104,506.50 $93,742.00 $ [0 Fitel

10
Active Tasks
$2,223.00 $2,223.00 Completed Tasks E
00
i)
00
00
00

$17,040.00 %$17,400.00 Critical
%16,381.00 $15,670.00 | Date Range..

$56,102.50 $46,679.00 |[ncomplete Tasks
’ ’ Late Tasks

Milestones

Summary Tasks

Task Range...

i $510,960.00 %10,960.00 | Tasks With Estimated Durations
Using Resource,..

Clear Filter

Mew Filter

| $810.00 $810.00

Mare Filters...

S [ LR

5isplay gutnﬁlter

Show Related Summary Rows

6. Tai hop thoai More Filters, click Cost Overbudget va click Apply.

. L Hrorarea. SELU.LL SELU.LL SU.UU UL

More Filters

Filters: @ Task () Resource

e E
Active Tasks

Completed Tasks H
Cost Greater Than... ="

Cost Overbudget
Created After...
Critical

In Progress Tasks
Late Tasks L2
Late/Overbudget Tasks Assigned Ta. ..

Linked Fields L
Manually Scheduled Tasks |:|

| Highight | | Apoly ||| cancel |
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7. Luc nay ban sé& thay Microsoft Project loc danh séch cac cdng viéc cé chi phi phat sinh
I&n hon so véi du kién.

E@ _='g Resource Usage - Al +| SN & Highlight: [Mo Highlight] = Timescale:
‘:i;a _E Resource Sheet = Z = “F Filter: Caost Overbudg =
p|;re1?1r2rv _‘_g Other Views ~ S:irt Ou11:rlir1e TEEIES Group by: [Mo Group] -
Resource Views Data
Fixed ~ |Fixed Cost Accrual ¥ |Total Cost * |Baseline ¥ |Variance ~ |Actual ¥ |Rel
I $0.00 Prorated i104,506.50 $93,742.00 $10,764.50 $73,717.50 &:
$0.00 Prorated $17,940.00 %17,400.00 $540.00 517,940.00
$0.00 Prorated $16,381.00 $15,670.00 $711.00 $16,381.00
50.00 Prorated $56,192.50 546,679.00 $9,513.50 $37,173.50 ¢

IIl.  Kiém tra ngudn chi phi

Ngudi quan ly du &n d6i khi phai tp trung vao ngudn chi phi va xem né nhu mét phuwong tién
danh gid tién do cla dy an. Tuy nhién, théng tin ngudn chi phi cling phuc vu cho nhitng ngudi
khac hodc nhu cau khac. D6i véi nhiéu t6 chirc, ngudn chi phi dugc xem nhw 1a van dé cét 16i
hodc thdm chi céc chi phi phat sinh chi cé khi hoan thanh dy én, do dén nguén chi phi can theo
ddi chat ch@ dé co thé kiém soat dwoc tai chinh cta té chire. Viéc kiém tra ngudn chi phi cé thé
duoc thuc hién khong chi 1a ngudi quan ly du an ma cé thé 13 ké toan, gidm déc diéu hanh,
nguoi quan ly nhan su.

Mét |i do thdng thudrng dé theo ddi ngudn chi phi la dé thanh todn trong t6 chirc. Trong trudng
hop nay, thong tin nguén chi phi dwoc lwu trir trong ké hoach cé thé |a co s& dé thanh toan
trong phong ban cuta ban.

O bai thuc hanh nay, ban st dung cac ché dd xem khac nhau, phan loai d& xem ngudn chi phi.

1. Taitab View, trén nhom Resource Views, click Resource Sheet.
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r[E“ H9-0- =< Advanced Tasks A _Start.mpp - Microsoft Project Resource 3
Task Resource Project View Custom Add-Ins Team For
@ ENetwnrk Diagram - | C_gResnurce Usage = ‘%l Sort - . [Mo High

: E Calendar - a rﬁ Resource Sheet *[I L Qutline - “ [Mo Filter

Gantt Task Team

Chart * Usage = ﬂ Other Views - Planner = 5 Other Views - éTables ~ Resource
Task Views Resource Views Data
Rezource Name ¥ |Group  Max. T Peak * Std.Rate ~ [C
E Group: No Value 1,800% 1,175%
20 Ban in thi 0/day 5100.00
3 Bién tdp vién 200% 150%  545.00/hr
16 Bi lai 0%
11 Dich vuin 100% 100% 50.00/hr
2 Dich vu in mau 100% 100% 50.00/hr

2. Taitab View, trén nhém Data, click Tables va chon Cost.

T S A | Reporting Status_Start.mpp S Microsof

Wiew Add-Ins Team Format
= C_gResnurce Usage - &l | 2] # Highlight: [Mo Highlight] = Timescale
L [3 Resource 5heet|*] Z i “F Filter: [Mo Filter] - || | Days
: = ] Sort  Outline [Tables |
ner :’g Other Views - - - Group by: [Mo Group] -
Resource Views L BauiltIn ]
Type * Material * |Initials Cost te * |Owvtf
Worlk C lij Enty 100/ whk c
£ Work C _ 0.00/hr £
Hyperlink
Waork C 5.00/hr ¢
summa
Work D Hmmany 5.50/hr ¢
Work H Usage .00/ wk ¢

3. Click AutoFilter tai cot Cost va chon Sort Largest to Smallest dé& s3p x&p chi phi tir cao
xuéng thap.
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nTask Resource Project View Add-Ins Team F
E P Network Diagram ~ =5 [[§ Resource Usage ~ Al ;-
: E Calendar = : 8 [.3 Resource 5heet|'] Z =
Gantt  Task ] Team — ] 5ot Outl
Chart~ Usage ~ ﬂ@ther\flews w7 Planner = % Other Views - -
Task Views Resource Views
Resource Name ¥ |Cost * Baseline Cost ™ Variance
1 A1 sort Smallest to Largest 511,182.50
= 2} sort Largest to Smallest $0.00
3 M
Group an this field 513’500'0'3 55"
& 58,644,75 52,
5 £21,988.75 52,
& 519,580.00
5 Filters 4 $54E.. 00
8 -[v] (Select All) $14,000.00 g
50.00
2] .00
-[¥] $300.00 50
— [ §546.00 $0.00
11 --[¥] §3,500.00 £3,500.00
~ BT -] $11,182.50 200,00
] -[¥] 511,362.75 5
i [ 514,280.00
5 [ $18,864.00
2 -[¥] 519,580.00
o -[#] 524,391.25
4. Taibang sé& hién thi chi phi tir cao xuéng thap.
Resource Name ¥ |Cost * Baseline Cost ™ Variance * Actual Cost ¥ |Remaining 7
5 Hany Morcos £24,391.25 £21,088.75 2 402.50 %15,306.25 %09,085.00
& Jane Dow £19,580.00 £19,580.00 40.00 £11,990.00 47,590.00
3 Copyeditors £18,864.00 £13,500.00 45,364.00 218,864.00 £0.00
8 Luis Sousa £14,280.00 £14,000.00 £280.00 43, 630.00 &5,600.00
4 Dan Jump 211,362.75 48,644.75 42 718.00 9,248.75 £3.114.00
1 Carale Poland 211,182.50 211,182.50 40.00 %9,082.50 2 100.00
11 Travel £3,500.00 %3,500.00 40.00 40.00 43,500.00
7 Jun Cao 5546.00 5546.00 50.00 5546.00 50.00
12 Bound galley proof 5300.00 5300.00 50.00 50.00 5300.00
2 Color Setting Service 50.00 50.00 50.00 50.00 50.00
Printing Service 50.00 50.00 50.00 50.00 50.00
10 Tad Orman 50.00 50.00 50.00 50.00 50.00
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5. Tai c6t Variance, click AutoFilter va chon Sort Largest to Smallest.
- ? ,_=§ Resource Usage - Al  Highlight
: a [._E Resource 5heet|'] Z “F Filter:
Team — Sort  Outline Tables
Planner - 9 Other Views - - - Group by
Resource Views Data

Cost * Baseline Cost * Variance * Actual Cost -

| 524,39 4 | Sort Smallest to Largest $15,306.2!

519,58 £| sort Largest to Smallest 511,990.0

518’8':' Group on this field 518’854'{H

514,28 58,6280.0

511,36 59,248.7!

511,18 $9,082.51

i 3
53,50 Filters 50.0'
454 o] [Select All) $546.01
-[¥] 50.00

530 - [¥]5280.00 30.0

g -[#]52,402.50 50.01

g -[¥]52,718.00 £0.01

g w[#] $5,364.00 $0.01

6. Trén bang s& hién thj chi phi phat léch tir cao xudng thap.
Resource Name * |Cost * Baseline Cost * [Variance * Mhctual Cost * Remaining -

3 Copyeditors 513,864.00 513,500.00 55,364.00 513,864.00 50.00
4 Dan Jump $11,362.75 $8,644.75 $2,718.00 $9,248.75 $2,114.00
5 Hany Morcos $24,391.25 $21,088.75 $2,402.50 $15,306.25 $9,085.00
8 Luis Sousa $14,280.00 $14,000.00 4280.00 $8,680.00 45,600.00
1 carole Poland $11,182.50 $11,182.50 $0.00 $9,082.50 2.100.00
2 Color Setting Service 50.00 50.00 50.00 50.00 50.00
& Jane Dow 519,580.00 519,580.00 50.00 511,990.00 57,590.00
7 Jun Cao $546.00 $546.00 $0.00 $546.00 $0.00
a Printing Service 50.00 50.00 50.00 50.00 50.00
i0 Tad Orman 50.00 50.00 50.00 50.00 50.00
11 Travel 53,500.00 53,500.00 50.00 50.00 53,500.00
iz Bound galley proof 5300.00 5300.00 50.00 50.00 5300.00
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Nhirng di€m chinh trong chwong 10

e Khicac cong viéc l1éch dy kién, ban c6 thé sir dung cac chirc ndng trong Microsoft dé
xem lai.
e Cdc chi phi phat sinh can duoc theo ddi dé kip thoi diéu chinh ngan sach.
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CHU'ONG 11 — AP DUNG CAC PINH DANG MO RONG

Trong chwong nay, ban sé duwogc hoc:

v Tuy chinh ché& d6 xem biéu d6 Gantt.

Dinh dang lai ché d& xem Timeline.

Diéu chinh chi tiét ché d6 Network Diagram.

Tuy chinh ch& @6 xem Calendar.

Diéu chinh va thiét 1ap céc trang dé tao ra mdt ban PFD hodc XPS.

AN NI N

I.  Tuy chinh ché& dé xem biéu d6 Gantt

Ban c6 thé dinh dang cac thanh phan (chang han cdt méc —milestone) truc ti€p trong khi xem
biéu d6 Gantt.Ngoai viéc thay d&i dinh dang, ban cé thé thém hodc g& bo cac thanh phan.

O bai thue hanh nay, ban s& tuy chinh ch& d6 xem biéu db Gantt.

1. Taitab View, trén nhém Task Views, click Gantt Chart va chon Tracking Gantt.

BlAw-®- |3 S T—

m Task Resource Project View

E Ell‘\letwork Diagram - = ERE
: E Calendar = ---a ._E Re
Gantt | Task Team —
Chart = | Usage = ﬂ Other Views - Planner - £§ Ot
| Custom Resourc
Lich bién tap - |Task Name
Built-In ~ Du an sach Micros:
e — * Hop v&i cdc bign ti
v | Tracking Gantt - Mua lai
Feset to Derau Pa nhan duoch
,3 save View.., Sira chira ndi du
= More Views... Tac gia xem xét
= = Ban giao cho ba
20 : o - Bién tap
-- = T6 chire siva ban
22 = Stra ban thao
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2. Taitab Format, trén nhdm Bar Styles, click Format sau dé click Bar Styles.

= — - - Gantt Chart Tools anced Task
Project View Add-Ins Team | Format

= = == Ly
== = g &, Critical Tasks  [E= @ o=
@2 column settings ~ = slack —
Format Baseline Slippage
] Custom Fields = |[] Late Tasks - = ¢
Columns &= Bar Styles
Mame uration Start
= Bar Styles b * &
¥ I n
v an sach Microsoft Pro foa/1
- - . .. | Format Bar 5tyles ]
Hop v cdc bién tap vién /12
lai Change the visual style of a
Mua lai particular type of bar for the entire )4/12
i o kd 2 i
Dad nhdn dwocban thag View )/12
3 ..-u .
Sira chira ndi dung a Press F1 for more help. M/12
- -7 x - -~
Tac gia xem xet cac noi m@mmhﬁﬂ
Ban giao cho ban bién tdp 0 days Tue 08/05/12
Rién tin 0 davs Wed 0o/ns/12
3. HOp thoai Bar Style hién thi.
T ey A e — 4 : —— —— 4 : 4 L
il ¥ oW W - - - ow T .
i, BarStYles | — e === i
ic N SR X W
2l I
El N
h | critical -
L Name Appearance Show For ... Tasks Row From To [ 5
1 Normal,Critical Active,Not Placeholder 1:Task Start Task Finish :
2l Critical Split ' iMormal Critical Split,Not Placeholder 1:Task Start Task Finish
Bl | |Critical Progress Normal,Critical Active Not Placeholder 1:Actual Start CompleteThrough
ip Task Normal Nencritical Active, Not Manually Sc 1:Task Start Task Finish
il Split ' iMormal,Noncritical Split, Active, Not Manual 1:Task Start Task Finish
E Task Progress Mormal Noncritical Active Not Manually Sc 1ifctual Start CompleteThrough
bé Manual Task Mormal Moncritical Active,Manually Schedy 1iTask Start Task Finish
gi *Manual Split ' iMormal SplitActive, Manually Scheduled,Nc 1iTask Start Task Finish
m *Manual Progress Mormal Noncritical Active, Manually Schedu 1iActual Start CompleteThrough
gl Start-only L Manually Scheduled, Placeholder (Start) No 1:Task Start Task Start
| | |Finish-only 1 Manually Scheduled, Placeholder (Finish),N 1:Task Finish Task Finish
= || Dulrition—onlv S iactive Manuallv Scheduled Placeholder (DL 1iTask Start Task Finish S
St | ¢ ¢
Hh [Text | Bars |
th
n 4! Start Middle End
anl Shape: - Shape: - Shape: -
i Type: - Pattern: | I ~ Type: -
an!|
3 coor: NN - coo: [ v ocoor: I -
hif’|
th
B
L

4. Tai hop thoai, ban cé thé chinh lai mau sdc cac thanh trang thai hién thj trén biu do
Gantt.
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5. Tai c6t Name, chon mét thanh phan ban muén tuy chinh.
6. Click Insert Row.

il Custom Fields. e Dl bate Tasks. oo o & & L @ & L3 & LA 7R ry 1
Bar Styles l ﬂ N/
i L — — -
11| CotRon ] [ eosteron |E
—
T | Summary Progress -
Name Appearance Show For ... Tasks Row From To s k.
BaselineSplit i e Mormal,Split,Not Placeholder 1:Baseline Start Baseline Finish |
Milestone, Not Placeholder 1:Task Finish Task Finish
Baseline Milestone e Milestone Active Not Placeholder 1:Baseline Finish Baseline Finish =
Milestone & Milestone Not Placeholder 1:Task Finish Task Finish
i ity b ) Milestone Active, Manually Scheduled,Not F 1iTask Finish Task Finish
Summary Progress e iSummary, Not Placeholder 1:iTask Start Summary Progress
Summary, Active Mot Manually Scheduled 1:Task Start Task Finish
Manual Summary Pe——y Summary Active, Manually Scheduled Not PI 1:iTask Start Task Finish
Project Summary D) braject Summary,Not Placeholder 1:Task Start Task Finish
*Group By Summary ——0 Group By Summary,Not Placeholder 1:Task Start Task Finish
*Rolled Up Critical === Normal,Critical,Rolled Up,Not Placeholder 1iTask Start Task Finish
*Rolled Up Critical Split ;o Mormal.Critical Rolled Un.Selit.Not Placehc 1:iTask Start Task Finish S
CR | 3
Text | Bars
Start Middle End
Shape: - Shape: - Shape: -
Type: - Pattern: & J - Type: v
color: N - oo v coor: NN -
(o ][ concel |

TR AR A wiadRe e AT

7. Click tab Bars, tai Start, click vao m&t mau tai muc Color dé thiét 1ap mau thanh trang
thai khi bat dau.
8. Tuwongty & Middle (& gitra) va End (cudi cung).
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1 Il late Tasks —— ¥ ¥ - -7 .2 -2 .2 A N | A y
Bar Styles
Li — — — = e
=
3 | =
Name Appearance Show For ... Tasks Row From To 7 |-
BaselineSplit i oo Normal,Split,Not Placeholder 1:Baseline Start Baseline Finish =5
¢ Milestone Not Placeholder 1:iTask Finish Task Finish
Baseline Milestone < Milestone, Active Mot Placeholder 1iBaseline Finish Baseline Finish 4
Milestone & Milestone,Not Placeholder 1:Task Finish Task Finish
*Manual Milestone @ Milestone, Active, Manually Scheduled Not F 1:iTask Finish Task Finish
Summary Progress ummary,Not Placeholder 1:Task Start Summary Progress
Summary  iSummary, Active, Not Manually Scheduled 1:Task Start Task Finish
Manual Summary Summary Active, Manually Scheduled Mot P| 1:Task Start Task Finish
Project Summary = project Summary, Mot Placeholder 1iTask Start Task Finish
*Group By Summary [ S ) Group By Summary Not Placeholder 1:Task Start Task Finish
*Rolled Up Critical === Normal,Critical Rolled Up,Not Placeholder 1iTask Start Task Finish
*Rolled Up Critical Solit @ e Mormal.Critical Rolled Un.Solit.Not Placehc 1:iTask Start Task Finish ™
1 [ +
Text | Bars
Start Middle End
Shape: - Shape: - Shape: -
Type: A Pattern: l ~ Type: M
Color: | v oo NS~ coor: NN -
(o ][ conel |

AT
9. Click Ok dé hoan tat.

Il. DPinh dang ché& dd xem Timeline

-

O chuong 1 va chuong 5, ban d3 duoc tim hiéu vé Timeline, day |3 noi dé ban c6 thé nhin téng
thé thoi gian cia mot dy &n. & bai thyc hanh nay, ban s& dinh dang mét van ban va céc yéu to
khac trén Timeline.

1. Taitab View, trén nhém Split View, click Timeline.
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Hién thi biéu &8

Timeline
Timescale: (L Zoom ~ Timeline Timeline - ?:l S
[4] Days - EEntire Project [ Oetans =
Mew
ﬁSElected Tasks window .7
Zoom Split View Window
2
_ |Finizh _ lpre| |01 Apr'12 |15 Apr '12 |29 Apr'12

2. Click vao bat ct chd nao trong Timeline.
3. Trén tab Format, trén nhém Text, click Text Styles.

(B[ b 7~ R -

Task Resource Project View

[ I.-'T_x

Calibri hil P A w7 I%

Text B 7 U iy A Date |Detailed
Styles - Format = [Timeline
Tt Font she
Sun 227047
Text Styles

Tharmna tha wicoal chela AF Flha favk

4. Hop thoai Text Styles hién thi.
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-~

Text Styles M
Item to Change: [AJI *]

] Font: Font style: Size:

Calri
Californian FB

Calisto MT

Cambria

| | 1talic 11 =
| |Bold TR
Bold Italic 14

[underline [ Strikethrough

| Color: Sample

Backaground Caolaor: |

Background Pattern:

5. Tailtem to Change, click Task Date.
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-
Text Styles
Item to Change: EM 'I -
Font: All . _
m.—'ﬁmesmle
Calibri Surnmary Label
Summary Date
—II . . Pan & Zoom Date
Californian FB Task Name

Calisto MT  LEESRES
. Milestone Mame
Cambria Milestone Date |

t2
Callout Task Name
[underline [ Callout Task Date
Today Label i
Color: SEMPIE
-
B d Color: |
.' ackground Color AaBbYyZz
=

Background Pattern:

R ez ome Fre Fam

6. Tai Font style, click Bold va chinh kich c& bang 10 tai Size.

”
Text Styles u
Item to Change: [Task Diate T]
Font: I-umva: alze:
Ca
Bold 10 __
Regular - -
I | |12
|
[underline [ strikethrough
Color: Sample '
-
l' Background Color: |
iy |
Background Pattern:
7. Click OK.
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8. Ban s& thay su thay d6i cla cac thdong s6 thoi gian trén thanh Timeline.

A5Apr'1z 29 Apr'12 13 May'12 27 May '12 10 Jun '12 24 Jun '12 08 Jul '12 22 Jul'12 05Aug'1z 18
Start Mua lai Bién tap Thiét ké va san xuat
04/12 Men 02/04/12 - Tue 08/05/12 Wed 09,/05/12 - Tue 19/06/12 Wed 20/06,/12 - Tue 18/09/12

Tac gia xem ié Thiét ké cac hinh anh
C Wed 25/04/1; i Wed 11/07/12 - Tue
hin duo'c ban thao Ban giao cho ban bign tip
Mon 02/04/12 Tue 08/05/12

9. Click Ién mot cong viéc trén Timeline.
10. Tai tab Format, trén nhom Font, click Italic

Task Resource Project View Add-Ins Team | Farmat |

11T L pen N
% calibri - 10 . Cverlapped Tasks % . :?I I_%—J
=] Pan & Zoom —
Text E Sy . A - | Date Existing | Task Callout Milestone
Styles - Format =

Timeline | Text Lines: 1 T Tasks Task
Text Font M | Show/Hide | Insert |
6/03/12
Thay d8i dinh dang
céng vidc trén
Timeline
IJ.S Apr'12 |29 Apr' 13 Way 12 27 Way 12 10 Jun 12 |2-1 Jum ‘12

Mua lai Bien tap
fo4f12 Men 02/04/12 - Tue 08/05/12 Wed 09/05/12 - Tue 19/06,/12

Tac gia xem

o
£
=

Wed 25/04/1;

nhin duoe ban thao Ban giao cho ban bién t3p
Mon 02/04/12 Tue 08/05/12

11. Tai tab Format, trén nhom Font, click Background Color, duéi Standard Colors chon
moét mau lam nén.
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%] Fan & Lfoom —
Detailed Existing Task Callout M
i malima TE}[t Lim‘.‘s: 1 - Tasks Task
int | Theme Colors w/Hide | Insert

I I I I I I I I I If-".pr '12 13 May '12 27 May '12 10 Ju

Standard Colors Bien tap
EE [ "EEEENR} Wed 09/05/12 - Tue 19/06/12

Mo Cqg
i8)  More COTOTE. .

2 -w 3 - " " . T

Y

12. Tai tab Format, trén nhom Font, tai Font Color ban cé thé chon mot mau cho chir.

Overlapped Tasks |4 "
] pp [% -

Pan & Zoom

' Detailed _ Existing | Task
= : malins esi 1 T | Tasks

Font . Automatic Calor B | I

12 Theme Colors
(Il EEEEEEN

IIIIIIIIII? 13 May'12 27 May 'L
Start Bien tap

yoa/12 Standard Colors Wed 03/05/12 - Tue 1
EN [ VENEEER

:2  More Colors...
hh3n diveer han than Aian oian rha han higa t3n

13. Cac cong viéc trén Timeline s& hién thi mau sac theo tly chinh.

|15 Apr'12 |29 Apr'12 13 May '12 27 May '12 10 Jun '12 IZ4JUI’1'12 |031u|'12 I2Zlu|'12 ID5 Aug '12
Thigt k& va san xuat

Mua lai Bien tap

Mon 02/04/12 - Tue 08/05/12 Wed 09/05/12 - Tue 19/06/12 Wed 20/06/12 - Tue 18/09/
Tac gia xem Thiét ké nh anh
b Wed 25]04[1' Wed 11/07/12 - Tue
¢ ban thao Ban giao cho ban bién t3p
04/12 Tue 08/05/12
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lll. Pinh dang ch& dd xem Network Diagram

Trong quan ly dy an, so d6 Network Diagram la phuong phap chuan dé dai dién cho cac hoat
dong va cdc méi quan hé. So d6 Network Diagram cho phép ban xem céc hoat déng chat ché
hon bang cac dinh dang do thi.

Microsoft Project cung cdp nhiéu tuy chon dinh dang cho so d6 Network Diagram cda ban.
Trong bai thuwc hanh ndy, ban s& duoc dinh dang cdc thanh phan & ché d6 xem Network

Diagram.

1. Taicot Task name, chon mét cong viéc.
2. Taitab View, trén nhom Task Views, click Network Diagram.

T 9~ o8 == ~——

Task Resource Project View Add-Ins Team

LE Metwork Diagram = | ,_=§ Resource Usage =

A
E 7
e arenaar T ._@ Resource Sheet ~

30

Task Team I

Usage - ﬂ Other Views - Planner = :E Other Views -

Task Views Resource Views

Gantt
Chart =

-

ﬂ Network Diagram

4] Display tasks represented as boxes soft Prnjent 2010 ¢
— and view dependencies between .

1 &> | the tasks, tap vién

15 = ~"Mua lai

16 = P& nhén dwoc bdn thao

17 = Stra chira ndi dung

18 = Tac gia xem xét cac ndi dung chinh

3. So d6 Network Diagram s& hién thi.
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EI™ R R R - — ‘Network Diagram Tc .--.-| Advanced Formatting_Start.mpp - Microsoft Projec
Task Resource Project View Add-Ins Team Format
g E Metwark Diagram [?: ,_=-3 Resource Usage = -_.Ll & Highlight: [Mo Highlight] = Timescale: '\:%
== r
= E Calendar = = 8 .3 Resource Sheet - = = W Filter: [Ma Filter] - || | Days =
Gantt  Task ] Team ) Sort QOutline Tables _ Zoom
Chart ~ Usage = ﬂ. Other Views ~ Planner~ 5 Other Views - - - H:: Group by: [Mo Group] - -
Task Views Resource Views Data Zoom

Manuscript receiv

Content edit

Milest atér+1/07/12

p St wed THQ7/ 105
Finish: WMWEV&?

D2

Mrole Poland

Editorial

Organize manuscript for copyedit

Start: Thu 23/08/11D: 5

Start: Thu 23/08/11D: &

Finish: Wed 03,/10 Dur: 30 days

Finish: Wed 29/08 Dur: 5 days

Comp: 0%

Res: Robin Wood

E
I
=
on
|
[}
i
pe
=
=
@
=

Design and Production

Start: Thu 23/08/11D: 10
Finish: Wed 19/09 Dur: 20 days
Comp: 0%

4. Taitab Format, trén nhém Format, click Box Styles.

Bd9- -7

R e ——

ca Project View Add-Ins Team

- & B ] [ Link Labels Summary Tasks
B = N
- = [ straight Links Project Summary Task
Collapse Box qyout Layout
Boxes Progress Marks M ow
Display Show,/Hide Layo
Format Box Styles
Change the way various task types Co t ed
are displayed. Start: Wed
Milei’gunfﬁatwfu h Finish: Wec
0: 2 Res—Taral
Editorial Organize m
Start: Thu 23/08/11D: 5 Start: Thu :
— =1 TEr I = daom - 1 .'ll \ - =1 TEr

5. Hoép thoai Box Styles hién thi. Click vao More Template.
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] Layaut .|
-
Box Styles M

Style settings for: Preview:
n

Moncritical

Critical Milestone
Moncritical Milestone
Critical Summary [Name]

Moncritical Summary Start: [Start] 1D [1D]
Critical Inserted Project
Moncritical Inserted Project Finish: [Finish] Lol e
Critical Marked
Moncritical Marked
Critical External
Moncritical External
Project Summary

Res: [Resource Mames]

[ set highlight filter style Show data from task ID: =
Data template

—= Standard - [ Mare Templates. ..

Border
shape: 1 v coor: [N - width: — ~

[ show herizontal gridines [7] show vertical aridlines

6. Duwdi Templates in “Network Diagram”, chon Standard va click vao Copy.
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Data Templates —
Templates in "Metwork Diagram™:
-
Cost
Earned Value
External Copy...
Inserted Project ;
Milestone Edit...
Summary
Traden
WEBS
Work A Delete...
f Preview
A Show data from task ID; =
ard |
[Name]
. Start: [Start] 1D: [1D]
Finish: [Finish] Dur: [Duration]
# hof | Res: [Resource Mames)
ind

7. Tai Template name, nhap tén template.
STYIE SETINGS | Data Templates L g LI

Data Template Deﬁnitionl_ g

Template name| | Standard + WES

Format cells
Show data from task ID: | 2 = Cell Layout...

Manuscript received

Start: 11/07/12 [WBSs: 1.1
Finish: 11/07/12 |Dur: 0 days
Res: Carcle Poland

Choose cell(s):

WBS
Name e
Start :WE
Finish urELlurl
Resource Names
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8. Click OK.

9. Click Close.

10. Tai hop thoai Box Style, dudi Style settings for, chon Critical va gilt phim Shift va click
t&i Noncritical Milestone.

] Layaout .|

| Box Styles M

Style settings for: Preview:

Critical
Moncritical

Critical Milestone
Moncritical Milestone
Critical Summary
Moncritical Summary
Critical Inserted Project
Moncritical Inserted Project
Critical Marked

Moncritical Marked

Critical External

Moncritical External

Project Summary
Set highlight filter style Shiowe data From task ID:
Data template
— - Mare Templates. ..
Border
Shape: w Color: * Width: -
|| show horizontal gridiines [H| show vertical gridines
Background
Color: w Pattern: -

[ Ok ] [ Cancel

11. Tai Data template, chon template mdi tao.
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Data template
Standard + WES - [ Maore Templates. ..
Border
Shape: * Color: *  \Width: -

[H| show horizontal gridlines [H] show vertical gridlines
Background

Color: ¥ Pattern: -

12. Click OK.
Pinh dang ché dé xem Calendar (lich)
Trong bai thuc hanh nay, ban sé duoc dinh dang lai ché dé xem cda lich.
1. Taitab View, trén nhom Task Views, click Calendar.
D= EECREE S —M
MTask Resource Project | View | AddIns  Team Format

E Metwork Diagram = | [§ Resource Usage ~ ﬁ.l :
: 8 @Resnurce Sheet - Z = _—l—

Team Sort  Qutline Tabl

E Calendar -

Task —
Usagev OthEFViEWS - Fllannerv :aﬂtherviews - - - -
Task Views Resource Views
e Calendar » Duration _ |5
i) e e View the tasks from the projectina (0 ¢ 172 da?s I
—— calendar view.
20 30 days \
21 ——— Sdays %
[——
23 ——————— dw 10 dE"y"S. i
——
24 T 1 11 5days F
25 o T CdIT By Lo Oy P SarT Aadt ﬂda?s F
a2 o = Chuin bi l&n man va in 3n G0 davs 1!

2. Microsoft Project s& hién thj ché d6 Calendar.
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May 2012 [ Menth || week || custom
smtw 1 r s || 4)[»][une2012
1 2 2 4 5 Sunday | Monday Tuesday Wednesday
& 7 8 95 10 11 12 10 11 12 13
13 14 15 16 17 18 1% Duw n sach Microsoft Project 2010 cia ICT24H,
20 21 22 23 24 35 26 Sia ban thao, 20 days A

27 28 29 30 31

June 2012

S M TW T F S 17 18 19 20

1 2 D an sach Microsoft Project 20010 cha ICT24H,
3 4 5 6 7 8 9
10 11 12 13 14 15 16
17 18 19 20 21 22 23

24 25 26 27 28 29 30 r

24 25 26 27
Dw &n sach Microsoft Project 2010 cia ICT24H,

July 2012

S M T W T F

1 2 3 4 5 & 7

Task

Resource Project View Add-Ins

E

ooo

"Ij*'"l] 1 Proje
e ==

ridlines = Layout Adjust Week Task

MNow Height List
Layout ] Show
Format Bar Styles th ][ Week
Change the way various task types  |June 2012
are displayed. Sunday
& 7 8 9 10 11 12 10

13 14 15 16 17 18 19
20 21 22 23 24 25 26 P
et B = S T = R Py T

4. TaiTask type, click Summary.

5. Tai Bar type, click Line.

DONG NGUYEN & TEAM Page 238




Microsoft*

Project Professional 2010

Monday | Tuesday | Mednesday | Thursda

Marked
Highlighted
External Tasks

-1
w. Inactive Tasks

Manually Scheduled Tasks >

Text

Field(s): | Mame

Align: Center

Sample:

Bar Styles -

= Bar shape |
All -
Moncritical Bar type: Mone t]
Critical
Milestone Pattern: :
s |
Project Summary Color: =

Wrap text in bars

Split pattern:
Shadow

Ear rounding

6. Tai Task type, click Critical.

7. Tai Color, dudi Standard Colors, click chon mau.

Text

Field(s): Mame,Scheduled Duration

Monday | Tuesday | Wednesday | Thursday
Bar Styles |_EE |
Task type:
— Bar shape ]
All "
Moncritical Bar type: Bar -
Milestone pattern: | ~
Summary
:l Praject Summary CQ'OF: _ -
Marked ' .
— || Highlighted Split pattern: . Automatic Color
IExtzrjnaI_'ll_'aﬁ Shadow Theme Colors
el nactive Ta
Manually Scheduled Tasks " [¥] Bar roundins | EEEEEN

“ 1| amign:  center ~ [T]Wrap textin bars Standard Colors
Sample: uE .....—
[l Colors...

.EJ
samplaTazk Red
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8. Click OK.

[LoMonth  J|  wesk | custom |
[4][»][1une 2012

Sunday

| Monday Tuesday Wednesday Thursday Friday

10 11 12 13 14 15
D an sach Microsoft Project 2010 cla ICT24H, 172 days

17 18 19 20 21 22

D an sach Microsoft Project 2010 cla ICT24H, 172 days

24 25 26 27 28 29
D an sach Microsoft Project 2010 cla ICT24H, 172 days
i
B gia0 cho b phim =3
06

01 Jul 02 03 04 05
Du an sach Microsoft Project 2010 cia ICT24H, 172 days

IV. Tao tap tin dinh dang PDF va XPS

1. Taitab View, trén nhdom Split View, danh ddu chon vao Timeline.

Hién thi bidu dd

Timeline

Timescale: (3 Zoom ~ Timeline Timeline - ?zl =2

[4] Days ~ [ER Entire Project T Detan:
Mew
ﬁ,SElected Tasks Window A
Zoom Split View Window
_ Finish _ |pre| |O1Apria2 |15 Apr'12 | 29 Apr ‘12
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2. Click vao bat ct vi tri trong Timeline.

Start

B3 nhan dugc ban thao Ban giao cho ban bign tap Ban giao cho bd phan san

GUri ban in thir d&n b§ plsin ban in thir d&n

3. Click vao tab File, click Save & Send.
4. Click Create PDF/XPS Document. Click Create PDF/XPS.

“ Task Re;urce Project View Add-Ins Team I
| (=] save |
Save As
ﬁ Open
Ej" Close

Save & Send

PE T Send as Attachment

% Sync with Tasks List

Man 02/04/12 Tue 08/05/12 xudt san xudt san xudt
Fri 28/06/12 Tue 21/08/12 Tue 11/09/12
@ |Tosk . [TasknName + |Duration  |start . [Finish . Pre BMar’i2 [15Apr'12 [13May'12 [10Jun'12  [08Jul'12 |05 Aug
Mode wls[T[M[F[T]swls[T[M[F]TTs
25 = Ban giao cho bd phan sdn xut 0 days Fri28/06/12  Fri 29/06/12 24 ¢ 29/06
26 2 = Thiét k& va san xudt 65 days Wed 20/06/12 Tue 18/09/12 20 v
27 2 Thiét Iap cac trang sach 15 days Wed 20/06/12 Tue 10/07/12 Lrreng Trung Tung
[ = ] I e LIl 15 days  Wed 11/07/12 Tue 31/07/12 27 Nguyén
29 = = Pdnh gid va xem xét [n 1 25 days ‘Wed 01/08/12 Tue 04f09/12 28
30 = Inthir 10 days ‘Wed 01/08/12 Tue 14/08/12 q 1

Format

Create a PDF/XP5S Documer

Save this project is a fixed forma
Document locks the same
Preserves fonts, formatting
Content cannot be easily cf

Free viewers are available o

=
Create
PDF/XPS

Info
S ) Save to SharePoint
e File Types
Print ﬁh Save Project as File
! Create PDF/XPS Document
Help
23 Ointinns

6. Tai Save as type, chon dinh dang PDF hoac XPS.

5. Tai h6p thoai Browse, nhap tén cho tap tin vao File name.
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y "o HESPECT LINKS | ° | Eiy WIOVE

- - = H a. L Tz
*§ [B] Browse —
g i——
= @O'|- Desktop » - | 3 |I‘ Search Desktop 2 |
Organize « Mew folder == - (7]
@ Microsoft Proj— = Libraries ([ a:
= Systern Folder
0 Favorites 3
B Desktop - Homegroup
i Downloads * Systern Folder

5 Recent Place
ICT24H

n
& Systern Folder

o Libraries
- | Documents « B | Computer
1 J, Music Il I Systern Folder
— - = .

File name: Advanced Tasks A_Start.pdf

Save as type: | PDF Files (*,pd !
PDF Files (*.pdf) |

XP5 Files ("xps)

m = Hide Folders

I 'y AN Aaure Wiad N fnef1r TuA~1alnelin

7. Chon noi lwu trit. Sau do click OK.
8. HOp thoai Document Export Options hién thi cho phép ban Iwa chon xuat ra tat ca (All)

hodc trong khodng thoi gian (From .. to...).
9. Tai PDF Options chon ISO 19005-1 complian (PDF/A) néu ban mudn theo chuin van ban

la ISO.

DONG NGUYEN & TEAM Page 242
|




Microsoft*

Project Professional 2010

; PR
Document Export Options ﬂ
Publish Range
1 @ al
"N ©Fem |sunoioise to | suno1/01/34

Indude Mon-Printing Information

Document Properties
Document Showing Markup

PDF Oplions
[]150 12005-1 compliant (PDF/A)

10. Ban sé nhan dugc dinh dang PDF hodc XPS.
SV R e e e

File Edit View Document Tools Window Help

H@'@ 1 /2 ®@® w00% - [E A
[}

15 Apr'12 29 Apr'12 (13May'12  27May'1l2  10Jun'12 24 Jun"12 ,08 Jul '12 2 Jul'12 05 Aug '12

RERREERRES vion 02/04/12 - Tue 24/04/12 Wed 09/05/12 - Tue 19/06/12 Wed 20/06/12 - Tue Wed 11/07/12 - Tue Wed 01/08/12 -
: b '

<> Wed Wed 13/06/12 - Wed 01/08/12 -

N3 nhin Aivrve hin thin Ran aian rha han hidn t5n R3n aian rhn hA nhin cidn

Nhirng di€m chinh trong chwong 11

e S dung hép thoai Bar Styles dé thay d6i hién thi trén biéu d6 Gantt.
e Tén Timeline, ban cd thé chinh slra dinh dang cac chi¥ cla céng viéc.
e Ban c6 thé tuy chinh lai ché d6 xem Calendar.
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CHUONG 12 — TUY CHiNH MICROSOFT PROJECT 2010

Trong chwong nay, ban sé dwogc hoc:

v" Tuy chinh céng cu Quick Access.
v' Tao mét thanh Ribbon va thém cac chirc ndng tuy thich.

Chuwong nay mé ta mot sé phwong phap tuy chinh Microsoft Project 2010 cho phu hop sé thich
cla riéng ban. Microsoft Project 2010 dugc thira hudng giao dién Ribbon, cho phép ban tuy
chinh cac chitc ndng. B&n canh dé, Microsoft Project 2010 cé cac tinh nang tuy bién khac chang
han tinh ndng t6 chirc Organizer.

I Tuy chinh thanh céng cu Quick Access

Gibéng vai cac rng dung Microsoft Office khac, ban cé nhiéu tuy chon khi lam viéc véi Microsoft
Project. Mét s& thiét 1ap tuy bién sau:

e Thém chirc nang vao thanh cong cu Quick Acess.
e Tuy chinh thanh Ribbon hodc tao mét thanh Ribbon mdi gbm cac chirc ndng ma ban
mudn.

Trong bai thirc hanh nay ban sé tuy chinh thanh cong cu Quick Access.

1. Taitab File, click Options.
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[LiH]  CAUsers\ICT24H\Desktop',
Info B Advanced Formatting_Start.mpp
Ch\Users\ICT24H\Desktophresource project 200104 Chapterd 5
B Reporting Status_Start.rmpp
ChUsers\ICT24H\Desktopiresource project 20004 Chapterl 3
e B Advanced Tracking &_Start.mpp
ChUsers\ICT24H\Desktop'resource project 20000 Chapterl 2
L B Advanced COrganizing_Start.mpp
ChUsers\ICT24H\Desktop'resource project 20004 Chapterl1?,
EITRGIEETE B Simple Formatting_Start.mpp
ChUsers\ICT24HDesktopresource project 20004 Chapter05
Hel
i B Simple Assignments_Start.mpp
3 opt Ch\Users\ICT24H\Desktop\resource project 20104 Chapterdd’,
: ptions
B Simple Resources_Start.mpp
Bd Exit Ch\Users\ICT24H\Desktophresource project 20104 Chapterd3',
B Guided Tour_Start.mpp
Ch\Users\ICT24H\Desktophresource project 20104 Chapter1},

(@5 Consclidating B Start.mpp

2. Tai hdp thoai Project Options, click tab Quick Access Toolbar.
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- Adi Dkl & I = " L

e O ==
eg=eiiane g, e - N - — - - 5
[,
General Customize the Quick Access Toolbar. ;
Display
Choose commands from: (i) Customize Quick Access Toolbar ()
Schedule Popular Commands EI For all documents {default) EI
Proofing
= Save <Separator= = Q Save
1 e 100% Complete ¥  Undo [»
A Language Tﬁ Add Existing Tasks to Timeline (8 Redo |>
A Advanced m Assign Resources...
% Auto Schedule
Customize Ribbon & Background Color »
) =3 Copy
8 Copy Picture E
Add-Ins ‘] Custom Fields
# cut
Trust Center @:) E-mail
Font I
A -
Font Color |>
Font Size I- << Remove -
j Format Fainter b
Q:— Indent Task
==| Information...
u{ Insert Column
S Level Al
== Link Tasks
5? Manually Schedule
Lg Move Task 3
1 Mew
5 Open Modify...
[ Open Recent File.. i Customizations: 'i‘.-
O

Show Quick Access Toolbar below the Ribbon Import/Export ¥ |

[ ok | [ cancl

3. Tai Choose commands from, click Commands Not in the Ribbon.

:'_i'iﬁ Aissas ol Tng Ieam | Eormat |
| Project Options

C: T O O Y ’ - - - __ L
3 ; | . . _
Enera Customize the Quick Access Toolbar.
Display

Choose commands from: (i)
schedule Popular Commands EI

Proofing Popular Commarnds
Commands Mot in the Ribbon

I —-

3 save All Commands
Language Macros
1 Advanced File Tab
Customize Ribbon || [ _
ustomize Ribbon Task Tab
[ Quick Access Toolbar ] Resource Tab
Project Tab

A Tem o
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L " - 1 L

4. Taidanh sach cac chirc nang, click Go To, sau do click Add.

| Project Options

T N W ’_--

[

General
Display

Schedule

I T —

Proofing

Save

R

Language
T Advanced

Customize Ribbon

[
Customize the Quick Access Toolbar,

Choose commands from: (i)
Commands Mot in the Ribbon

[=]

Group By...

Hangul Hanja Conversion..,
Header & Footer...

Header Page Setup

(L i o

l Quick Access Toolbar

Help
IME Mode

Add-Ins

Trust Center

Import Project to Enterprise...

m

Import Resource List
Import Resources to Enterprise
Indent Name
Information...

Insert Calumn (dialog)
Insert Hyperlink

Insert Object

Insert Page Break
Insert Placeholder Task
Insert Resource

Insert Scheduled Task
1 Layout

Bl <@ & ©

C
C

K 8 =

S G

o
-
oog

Layout Mow
I’ Layout Related Tasks

,.
iz

P

~ Lawout Selection Mow

5. Click OK. Click vao biéu twong Go To.

Go To

<4, Gantt Chart Wizard... -

Customize Quick Access Toolbarn )
For all documents (default)

= save

¥} Undo
™ Redo

v

<< Remove

Modify...

F|H ) ~ [

C

Gantt Paste
Chart - <

View

- = |

Resource
& cut
53 Copy -
j Format Painter
Clipboard

Project

Calibri

I u &H-A-

View Add-Ins

* 11 -

Font I

Fri22,/10/10

start [

Task Name

o Task

Mode

ar
=
o
=
=

- |Duratic
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6. Tai hdp thoai Go To, nhap sé 43 vao ID va click OK.

7. Click OK. Ban sé& dén vdi cong viéc c6 sd ID 13 43 trong cdt Task Name.
Néu ban muén g& bd chirc ndng Go To, thuc hién cic chirc nang sau:

1. Click chudt phaivao biéu twong Go To.
2. Click Remove from Quick Access Toolbar.

-
LN AR .
Eemove from Quick Access Toolbar

Customize Quick Access Toolbar...

==} e
i (=1 Cl
_j '* Show Quick Access Toolbar Below the Ribbon ? % &

CE R

L e Customize the Ribbon... is | e
Chart ~ - <FF o . £

View Clipb Minimize the Ribbon -
@

L

T Start |

E Fri 22,/10,10
—

Il. Tuy bién thanh Ribbon

1. Taitab File, click Options.
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E—‘H H DM =5 Advanced Tasks A_Start.mpp - Microsoft Project Gantt Chart Tools
Task Resource Project View Custom Add-Ins Team Format
H Save .
Information About Advanced Tasks A_Start.mpp
B, Save As
ChUsers\ ICT24H\Desktophresource project 20000\Chapterl 7\ Advanced Tasks A_Start.rmr
[ Open
| Cl .
[ Close Project Server Accounts
@ Mot connected to Project Server
..
Manage
Recent Accounts

Mew

Organize Global Template

Print E Maowve project elements such as views, reports, and tables between |
or between a local file and the global template file.

Save & Send Organizer

Help

‘ 2] Options Thi&ét 1dp trong Microsft
Project 2018

b4 Exit

2. Tai hop thoai Project Options, click Customize Ribbon.
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Trojedea o e LAod Tne | E. 'S |
- .
N Project Options & - - - a - — !!
[,
General Customize the Ribbon,
Display
= Choose commands from: (i) Customize the Ribbon: (i)
schedule Popular Commands El Main Tabs El
:. Proofing
[= 100% complete ~ Main Tabs
Nad || 27 %3 Add Existing Tasks to Timeline P Task
b Language & Assign Resources... Res.ource
=|::> Auto Schedule Project
4 Advanced iy Background Colar 4 View
23 Copy Task Views
% Copy Picture Resource Views
Quick Access Toolbar i:l EE:tom Fields g::n
Add-Ins @a E-mail Split View
=} Entire Project | Window
Trust Center Font I=|= Macras
A Font Color |> Add-Ins
Font Size i Add [7] Developer E]
- Format Painter Compare Projects
Q:— Indent Remove E]
m=| Information...
u{ Insert Column
S Level Al
== Link Tasks
s? Manually Schedule
L@ Move Task v P
| MNew
E COpen
=& Outdent
ﬁg Paste
=Y
%

Print Preview

Project Information...
Publish

Quick Print

Mew Tab ] [Qemeup] [ Rename... ]

Customizations: i
T Import/Export ™ |

[ ok | [ cancel |

w

3. Dudi Main Tabs, click View, sau d6 click New Tab.
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Popular Commands
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100% Complete
Add Existing Tasks to Timeline
Assign Resources..,
Auto Schedule
Background Color
Copy

Copy Picture
Custom Fields

Cut

E-mail

Entire Project

Font

Font Color

Font Size

Format Painter
Indent
Infarmation...
Insert Column
Lewel All

Link Tasks
Manually Schedule
Move Task

Mew

COpen

Qutdent

Paste

Print Preview
Project Information...
Publish

Quick Print

=1
=
BN

S e<B i iy ¢ol g

Bl e 0L % § e =% >

»

m

B

E-mail

Entire Project
Font

Font Color

Towie

Font Size

Format Painter
Indent
Information..,
Insert Column
Lewel All

Link Tasks
Manually 5chedule
Move Task

Mew

Open

Cutdent

Paste

Print Preview
Project Information...

Bl GoellDoe % § go=Ll%a  »

I~

I~

m

Customize the Ribbon: (i)

Main Tabs E|

Add ==

Iz

2MOovE

Main Tabs
[¥] Task
Resource

Task Views
Resource Views
Data
Zoom
Split View
Window
Macros
[¥] Add-Ins
["] Developer
Compare Projects

Mew Tab ] [uemeup] [ Rename... ]

Add >>

<< Remove

Customizations: Reset = i
Import/Export * |0

Duwadi Main Tab, click New Tab (Custom) va click Rename.

split View
Window
Macros

=
Mew Group (Custom)

[¥] Add-Ins

[ Developer

Compare Projects

[ Mew Tab ] [ﬂew Group Rename...

i b f Marad - I

5. Hoép thoai Rename hién thij, tai Custom name nhép tén tab.

HE

g0
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u| | Zoom

Rename

Display name:

[V] Compare

6. Click New Group (Custom) va click Rename.

Paste

Print Preview Mew Tab ] [ Mew Group ] Rename...

Project I ion...

m“:l nformation Customizations: Reset = il
Publish

Quick Print - Import/Export ¥ |1}

7. Tai hép thoai Rename, nhap tén nhom & Display name.
8. Chon mét biéu twong duwdi Symbol.

@:ﬁ E-mail I Split View
=& Entire Project | Window
Font =5 Macros
A Font Color » [ [¥] Custom (Custom)
ot oot 2l = =]
F Format Painter [¥] 4dd-Ins
& Indent # [7] Developer E]
5=| Information... [7] Compare Projects
'Jﬁ" Insert Column
S Level &l
&2 Link Tasks
5?’ Manually Schedule
[E] Move Task »
] Hew
[ﬁ Open
=& Outdent
b
X
:
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| .Jl | & [¥] Project

 Rename L2 i
Symbol:

£QO0A ! P9 HHBT LT -
LEGNAQ@DER e s v
2aflz em@Qrv@hosy
wEOHRIIBELDIE >
D NO0OODOOOOOC0 e m

eDHieMEe I EE%%AN
XVESLNITH»A I P LES
DidEgdvvam=2=2#0 1 R
AP IUSE@T=@EO=R -

Display name: |Custom Group

m

| Ok Cancel

9. Tai Choose commands from, chon All Commands.

j # i 'LIL.-..- It vt 'I:..- T.n.—|- | :nu |
| Project Opticns
e - - h P e = wm— -
General =
Customize the Ribban,
Display
Choose commands from: (i)
Schedule All Commands EI
Proofing Popular Commands
| Commands Mot in the Ribbon
} Save All Commands
Language Macros
File Tab
Advanced All Tabs
[ Customize Ribh l Main Tabs
ustomize Ribbon Tool Tabs
Quick Access Toolbar Custom Tabs and Groups
B ¥ YVEERS
Add-Tns B 4 weeks

10. Chon mot vai chirc nang ban thuong sir dung va click Add.
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Lhoose commands from: i) Lustomize the Kipbon;(i)

All Commands EI Main Tabs El
<<MNo label = - Main Tabs

5= 0% Complete EI [#] Task

[#1 1 Day Resource

& 1 Day Project

1 Week =l [ View

1 Week Task Views

. 100% Complete Resource Views

25% Complete Data

@é 4 Weeks Zoom

% 4 Weeks Split View

S0 00% Complete Window

= 75% Complete Macros
About = [#] Custom [Custom]

([ Account Settings... Mew Group (Custom) E]
Activate Product... El Custom Group [Custom)
Activate Window << Remove = 75% Complete =

L& Active Directory.. [¥] Add-Ins

v Actual Cost [] Developer

5% Actual Size Compare Prajects

@ Actual Work Style (Team Planner) 4
Add Details

%, Add Details

';E Add Existing Tasks to Timeline

) Add Resources *
I% Add to Favorites...
T2 Addto Timeline
Address T NewTab | | New Group | | Rename.. |

[ Address Book.., - -
el | Customizations: | Reset ™ |
&[] Adjust Week Height Hstomizations

A Alerts 2 Import/Export ¥ [

11. Click OK dé hoan tat.

EBllldY~ - =5 ~ Projectl - Microsoft Project

m_Task. Resource Project View Custom Add-Ins Team
= e o3 @

75 100% = >
75% 100% Addto  Assign Auto
Complete Complete Timeline Resources Schedule
Mew Group Custom Group
@
=
T start [
E e in e
= Fri22/10/10
‘ 0 Task . |Task Name - |Duration . |Start
RAndes
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Nhirng di€m chinh trong chwong 12

e Ban cd thé tuy bi€n thanh cdng cu Quick Access.
e N&u ban thudng xuyén s dung mét sd chirc ndng nao dé, ban c6 thé nhém ching lai &
mot tab dé dé dang st dung.
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CHUONG 13 — CHIA SE THONG TIN TU MICROSOFT
PROJECT DEN CAC CHUO'NG TRINH KHAC

Trong chwong nay, ban sé dwoc hoc:

v" Sao chép va dan dit liéu tir Microsoft Project sang mot chuwong trinh khac.
v" Luu dit liéu trong Microsoft Project sang cac tap tin cé dinh dang khac.
v Tao tai lieu Excel va Visio bang céch st dung tinh ndng Visual Reports.

Trong chwong nay, ban s& tap trung vao nhiéu phuwong phap khac nhau dé 1y dir liéu vao va ra
trong Microsoft Project 2010.. Thém vao d8, Microsoft cung cap nhiéu tuy chon dé nhap va
xuat cac dit liéu.

Trong chuong nay, ban sé& thay cac thuat ngit sau:

e Source program: la ngudn chuong trinh ma tir d6 ban sao chép thong tin.
e Destination program: la chuong trinh ma ban dan thong tin vao.

I Sao chép dir liéu tir Microsoft Project dén cac chwong trinh khac

Microsoft Project hd trg sao chép thong tin va dén ching vao chuong trinh khac. Khi ban sao
chép dit liéu tir Microsoft Project dén céc chuong trinh khac, ban cé mét sd tuy chon sau:

e Ban c6 thé sao chép thdng tin (chang han cac tén cdng viéc va thoi gian) tir mot bang
trong Microsoft Project va dédn ching vao cau tric dang bang trong cac ing dung khac
nhu Microsoft Excel. Trong moi trwdng hop, cac cot tiéu dé cta dir liéu ma ban d3 sao
chép ciing c6 thé dan duoc.

e Ban c6 thé sao chép van bang tir mot bang trong Microsoft Project va dan ching dudi
dang vin bang & cac cong cu soan thao van ban khac chdng han nhu WordPad hoéc
NotePad.

e Khidén thdéng tin tlr Microsoft Project d&n mot (rng dung e-mail ban cé thé nhan duoc
két qua 1a bdng néu &ng dung e-mail cta ban hd trg dinh dang HTML.

Trong bai thwc hanh nay, ban s& sao chép bang dit liéu tir Microsoft Project va dan ching vao
Excel va Word.
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1. M& mét tap tin Microsoft Project.

2. Chon céc cong viéc ban mudn sao chép.

= Bién tap

T8 chi¥c siva bdn thao

Sira ban thao

dwoc si¥a

Kiém tra bdn thao

Ban giao cho bé phan san xudt

= Thi&t k& va san xuit
Thi&t l3p cac trang sach

Wed 09/05/12 Tue 19/06/12

Wed 09/05/12 Tue 15/05/12

wWed 16/05/12 Tue 12/06/12

10 days Wed 13/06/12 Tue 26/06/12

5 days Fri22/06/12  Fri 29/06/12
0 days Fri29/06/12  Fri 29/06/12

65 days Wed 20/06/12 Tue 18/09/12

15 days Wed 20/06/12 Tue 10/07/12

3. Trén tab Task, tai nhém Clipboard, click Copy.

LA = |¥77 TAdvanced Tasks A_Start.mpp - Micros
m Task Resource Project WView Custom Ad
= = Cut _
- £ £ Calibri - - @
53 Copy - _
Gantt Paste =

Chart = > ¥ Format Painter

I u &-A- g

View Clipboard Font
@ Copy (Ctrl+C)
o Copy the selection and put it on

the Clipboard.

oft Project 2

T =TT

S A
i5 =3
16 <

* Hop v cdc bién t3p vién
= Mua lai

B8 nhin dwoc ban thao

4. M chuong trinh Microsoft Word va dan ndi dung méi sao chép vao.
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Home Insert Page Layout References Mailings Review View Add-Ins Mathematics
= | % cut o i Prammn IV A
B [P Glitioth v[11 ~]A & 20 | aapocene aspoceoe AaBbCo aasbce AAB | A
Pafte fForrélatPamter B 7 U -ahs x, ¥ é' B THMormal | TNo Spaci.. Headingl  Heading 2 Title = gg::sgf
Clipboard Font Paragraph Styles
£ 0w 2 IR 4 . 5 e A 7
) ' : ' . : -
|| ]
- Task Mode Task Name Duration Start Finish
X Manually s
- scheduled Biéntap 30 days Wed 09/05/12 Tue 19/06/12
: Auto T8 chirc sita ban théo 5 days Wed 09/05/12 Tue 15/05/12
. Scheduled Y
i Auto Sira ban thao 20 days Wed16/05/12 Tuel12/06/12
i Scheduled v
- Auto Téc gid xem xétcac ban thdo d3 duoc
: scheduled  siva 10 days Wed13/06/12 Tue 26/06/12
= Auto Kiémtra banthao 5 days Fri 22/06/12  |Fri 29/06/12
. Scheduled Y
: Auto Ban giao cho bé phan sénxust 0d Fri 28/06/12  [Fri 28/06/12
- scheduled an giao cho bé phan sanxud ays i fi
: futo Thiét k& va san xuat 65 days Wed 20/06/12 Tue 18/09/12
| scheduled a“'
. Auto Thiét lap cac trang sach 15 days Wed 20/06/12 Tue10/07/12
i Scheduled P e ¥
Z [ o
5. Taitab View, trén nhdm Resource Views, click Resource Sheet.
6. Taitab View, trén nhém Data, click Tables, sau do click Cost.
T

1 135KS HSTAM.MPP - MICTOSOTT FTOJECTmm 1L = T (= A0 5|

View Custom Add-Ins Team Format

&7 [ Resource Usage ~ & Highlight: [Mo Highlight] = T

W Filter:

[Mao Filter]

-

eam

rh [._E Resource Sheet

N

Sort  QOutline | Tables

INnEer = 5‘3 Other Views *

- Group by: Resource Grou -

7. Chon hét t4t ca thong so cla bang.

F¥nort

Resource Wiews Built-In
1T |Max * Peak - | Std| F Cost | h
1,800% 1,175% T +50.00
0/day $0.00
Hyperlink
200% 150% & 100.00
0% v | Summary $0.00
100% 100% ¢ Usage $0.00
100% 100% ¢ Work $0.00
100% 0% 2,70 Earned Value $0.00
100% 0% & Entry - Material Resources $0.00
[
100% 100% ! Entry - Work Resources $0.00
100% 100% 5 15.00
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Advanced Tasks A_Start.mpp - Microsoft Project

Task Resource Project View Custom Add-Ins Team Format
= E‘ 'ﬁlr-letw-:urk Diagram - “ggn_‘j _=g Resource Usage - "_{“l Sort + & [Mo Highlight] = Timescal
= calendar - G _@ Resource Sheet|~| 35 Outline = 7 [Mo Filter] -
Gantt | Task Team = -
Chart = |Usage = j@ther Views ~ Planner ~ g Other Views - =if Tables - : Resource Grou -
Task Views Resource Views Data
Resource Name ¥ |Cost ¥ |Baseline Cost ~ |Variance ¥ |Actual Cost = |Remai
=HGroup: No Value 3
20
3
i)
11
2
: 15
c 17
=2 18
: 19
P - 12

8. Taitab Task, trén nhém Clipboard, click Copy.

LR | =2 = Advanced Tasks A_Start.mpp - Micros
m Task Resource Project View Custom Ad
[N===== (e

— Cut .

™ & Cu Calibri -lu - ®@s

Gantt Past A fa e A = j

an aste = v | S5 d

Chart = - ¥ Format Fainter L U - @5
View Clipboard Font

0 Copy (Ctrl+C)
0 Copy the selection and put it on .
the Clipboard. oft Project 2

T el a=rT

1o 2 * Hop v&i cdc bién tp vién
15 = = Mua lai
16 = B3 nhan dwoc ban thao

9. M& chuong trinh Microsoft Excel 2010 va dan thdng tin vira sao chép. Néu ban gadp céc
théng tin cé diu (###...) thi ban chi cdn mé rong cac bang
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Mguyén
Ngoc $10,158.75 it | Hi $0.00 $10,158.75
Thudn

Mguyén
Ngoc $8,447.50 it | iy $0.00 $8,447.50
Tung

Mguyén
Trung S0.00 |HEHRHEE | #HHH 50.00 50.00|
Thudn

10. Hién thij trén bang Excel 2010.

9~ -z ookl - Micros
Home Insert Page Layout Formulas Data Review View Add-Ins Team
_3 %CUt Calibri 10 v AN S==| 8 =4 Wrap Text Generz
Paste A copy T | e | My AL =E = = iE iE - -
'€ 3 Format Painter B I U B Ly £ = = | i€ £ |=aq Merge & Center ¥
Clipboard ] Font 1l Alignment u |
Al - Jx | Resource Name
A | B | c | D | E | F
Lwrng
Trung 50.00 50.00 50.00 50.00 50.00
13 [Thanh
Lworng
Trung $11,550.00 $2,640.00 $8,910.00 $0.00 $11,550.00
14 |Tang
Nguyén
MNgoc 514,000.00 50.00 514,000.00 50.00 514,000.00
£Thénh
Nguyén
MNgoc $10,158.75 $1,260.00 %8,808.75 $0.00 $10,158.75
16 [Thudn
Nguyén
MNgoc $8,447.50 $3,100.00 $5,347.50 $0.00 $8,447.50
17 |Tang
Nguyén
Trung 50.00 51,680.00 (51,680.00) 50.00 50.00
_lg_Thuén
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Il. Tao cac bao cao trwc quan v@&i Excel va Visio

Microsoft Project 2010 c6 thé tao ra cac bdo cdo tryc quan va chia sé ching véi cdc irng dung
khac nhu Excel hodc Visio. Dac biét ban c6 thé sir dung tinh nang Visual Report dé xuat dir liéu
tlr Microsoft Project dén Excel hodc Visio.

Trong bai thuc hanh nay, ban sé tao ra ban bao cdo truc quan Excel va Visio.

1. Taitab Project, trén nhdm Reports, click Visual Reports
2. Hop thoai Visual Reports hién thi

= e | SR | e |
Ilir
Visual Reports - Create Report — - M
Select Template
Show report templates created in: Microsoft Excel Microsoft Visio
| Task Summary I Resource Summary I Assignment Summary
All | Task Usage I Resource Usage I Assignment Usage
@_} Baseline Cost Report @_] Resource Cost Summ [ e emlaie ]
(=] Baseline Report (Metric) ] Resource Remaining | [ Edit Template ]
@ Baseline Report (U5) @ Resource Status Repo =
@_] Baseline Work Report E_li!] Resource Status Repo [ Manage Template... ]
@Budget Cost Report @ResnurceWorkAvaila Sample
@_]BudgetWDrk Report @ResnurceWDrk Sumrr
= Cash Flow Report (] Task Status Report (M
E._.l!]l:ash Flow Report (Metric) IE__b]Task Status Report (U

(] Cash Flow Report (US)

E._.l!] Critical Tasks Status Report (Metric)
@ Critical Tasks Status Report (US)
@_]Earned Value Over Time Report
@Resource MAovailability Report (Metric)

@Resaurce Aovailability Report (US)
1 | [} | p

"N |

0 Select level of usage data to indude in the report:  yeeks -
[T tndude report templates from:
Madify. ..
0
ﬂb
AR
[ Help ] [ Save Data... ] - View | [ Close

3. Click tab Resource Summary.
Click Resource Remaining Work Report, sau dd click View.
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- T | 2 | m 22 g ':I g ':I | ] — | L L Ly [ et | | -
’ — - s |
Visual Reports - Create Report . . ——
= | Select Template
Show report templates created in: Microsoft Excel Microsoft Visio
r_. All I Task Usage Resource Usage I Assignment Usage
Task Summary Resource Summary Assignment Summary
Resource Remaining Work Report [ New Template... ]
[ Edit Template. .. |
t [ Manage Template. .. ] il
Sample

fg . l
[

Select level of usage data to indude in the report:  yeeks -

[ indude report templates from:

n Modify...
st
ik [ Help ] ’ Save Data... ] I View | [ Close ]

5. Microsoft Project 2010 s& xuat ra cho ban ban bdo cdo trwc quan va tai chuong trinh

Microsoft Excel.
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L L:

<

ki Jr oo |
=3 = |

| H9-wo- = adr2l [Compatibility Mode] - Microsoft Excel PrvotChartTools

Design | Layout Format Analyze & e o B 2

il Home Insert Page Layout Formulas Data Review View Add-Ins Team

al o 5 e [55 | | [
Change Save As Switch Select @B gjé— %: i D I I i i : Mave Wi
s s Chart

T T

Chart Type Template | Row/Column Data
Type Data Chart Layouts Chart Styles Location
- £ | g

P | “| PivotTable Field List v X
Resource Remaining Work Report -

-

v Choose fields to add to report:
Baztalwok O tcmareg Wk

e =2 X Values -

[Actual Cost E|

[T Actual Overtime Cost
[T Actual Overtime Work
[V] Actual Work

["|Baseline Budget Cost

=l TS PR TTI

Drag fields between areas below:
“W Report Filter [ Legend Fields ...

| | | % Values ~ |

| [ Axis Fields (Ca... X Values

fatelzeden | mebie wesd | wiliem Mamh | Cackrciend [Testeplec:| Cobelstiey | Comvetizm

| Type - :| | Actual Work ~ :|
— . A i ¥ | [[] pefer Layout Update Update
il »

M 4 » M| Chartl  Resource Summary . ©J (4]
ErEE e =P

Ready |

6. Tai hOp thoai Visual Reports tén chuwong trinh Microsoft Project 2010, click tab

Assignment Usage.
7. Click Baseline Report (US), sau d¢ click View.
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— e | pHH 2000 | = [— | e | -

i - lir
Visual Reports - Create Report . — g

1

Select Template
Show report templates created in: Microsoft Excel Microsoft Visio

r_. Task Summary I Resource Summary I ignment Surnmar
Al I Task Usage I Resource Usage Assignment Usage

[ Baseline Cost Report [ New Tempiate... l
[El!ﬂ Bazeline Report (Metric) [ Edit Template... l
Baseline Report (US) =
. @] Baseline Work Report [ Manage Template... I i
(=] Budget Cost Report Sample .
@j Budget Work Report

@]Earned Walue Owver Time Report

Fg

Select level of usage data to indude in the report:  yeeks -

[]indude report templates from:

n Modify. ..
it
| [ Help ] [ Save Data... ] [ View ] [ Close

8. Microsoft Project 2010 s& xu&t théng tin vao chuwong trinh Microsoft Visio.

e Tai Visio 2007, trén menu View, click Zoom va chon 100%.
e Tai Visio 2010, trén Zoom cho 100%.
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|
|

mﬁlg

Home Insert Design Data Process Review View Add-Ins FivotDiagram [~ 9 o B 2R

1MEd9-o= DI-'awingl - Microsoft Visio

Lm'_!] # prial -12pt v AT AT E%g =\ [s pointerTool| (- By~ g{' EID B o,
- By _ L &7 Connectar X o Line ~ ) - O~ Editin
Jl P | B 7 U e dar A- sE=s £ A Text ¢ | 2 shadow - "‘gt;’p";“ci” Postion ggs, | =901
Clipboard Font 7} Paragraph [P Tools Shape Arrange
Shapes o < |"'E"'ﬁnh‘n||‘T||||‘r|||H|||H||||‘T||||ﬁ||||‘i|||H|||W||||"T||||’ﬁ|||‘r’r||IHHIHHH‘N||H|||’r‘1|||‘ﬁ|||ﬁ|||]r‘1‘||H‘?|||"r]n||ﬁ||l*

m| | PivotDiagram - Baseline Report g X

/|l Add Category

5] Resources:Resources
5] Tasks:Tasks

& Time:Weekly Calendar
=l TypeType

Add Total

[ Actual Cost -
[ Actual Overtime Work El
[ Actual Work

[ Budget Cost
il L—
4 e More about PivotDiagrams

= (o f0 B0 Lo et L Pl Rl B o BT BT T 0Bl BT B0 T BT

4 » M| Page-1 . VBackground-1 %1 1 [ »
Pagelofl | Width:1125in. Height: 0688 in. Angle:0® | English (Us) | B3 | |\§l' 26% (- U——(F) [ o

1w

9. Neéu can thiét, ban cé thé diéu chinh dé xem chi tiét so do.
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Design and
Production

Nhirng diém chinh trong chwong 13

e Ban cé thé sao chép va dan thong tin, dit liéu tir Microsot Project dén cac (rng dung khéac
nhu Microsoft Excel, Microsoft Word hay cédc trinh soan thao van ban khac nhu

WordPad, NotePad.
e Tinh ndng Visual Report gitip ban xuat dit liéu tir Microsoft Project ra cac so d6 Excel va

Visio.
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THUAT NGU

Dé sir dung t&t hon Microsoft Project 2010, tai phan cudi nay ban s& dugc lam quen véi cac
thuat ngit c6 trong Microsoft Project 2010.

e 8/80 rule: nguyén tic 8/80 cho biét du todn vé thoi lvgng 1am viéc. Thoi lwong cong
viéc 8h/ngay va 80h/10 ngay hodc 2 tuan lam viéc.

e Accural: cac phuong thirc tich Iy ma dy an phai ganh chiu nhirng chi phi cia mot cong
viéc hodc nguén luec.

e Actual: tién do thyc t& cla mdt cong viéc dang dién ra trong Microsoft Project. Trudc
khi ghi lai thuec t& nay, k€ hoach cla dy dn gém cd lich trinh va théng tin. So sach ké
hoach dy &n so v&i thuc té gitp ngudi quan Iy dy 4n cd thé kiém soat tot hon dy 4n cua
minh.

e Allocation: phan b6 kha ndng lam viéc cla ngudn luc ddi véi mot cong viéc cu thé.

e Assignment: két hop ngudn luc cdng viéc (con ngudi hodc thiét bi) vai cac cong viéc.
Ban cd thé két hop ngudn nguyén liéu va chi phi cho mot céng viéc, nhung nhirng ngudn
lwc nay khéng anh hudng dén cong viéc va thoi lvong.

e AutoFilter: trong mot bang, day la phuong phap cho phép ban xem hodc t6 chirc cong
viéc hodc théng tin ngudn lwc theo cac tiéu chudn ma ban chon.

e Automatically scheduled task: mét cong viéc trong Microsoft Project ty ddng diéu
chinh thoi gian bat dau va két thuc khi cé sy thay d6i lich trinh trong mot du an.

e Base calendar: lich co ban trong Microsoft Project cho cac cdng viéc. Lich nay thiét lap
gio lam viéc mac dinh.

e Baseline: duwdng co s& luru lai ké hoach co ban ban dau cla du &n, sau d6 so sdnh vai
cong viéc, tién do thyc t€ dang dién ra.

e Bottom-up planning: mét phuong phap phat trién k& hoach dy an bat dau véi cong viéc
& cap thap nhat va td chirc thanh cac giai doan mé réng.

e Calendar: lich trong Microsoft Project dé thiét |ap ngay va gi& lam viéc cho mét dy an,
ngudn lyc hodc céng viéc.

e Consolidated project: mot ké hoach trong Microsoft Project gdm mot hodc nhiéu ké
hodc nhd khac. Nhitng ké hoach nay duogc lién két vdi nhau tao thanh du an hop nhat va
duwoc goi la consolidated project.

e Constraint: han ché, chang han Must Start On (MSO) nghia la phai bit dau vao hoic
Finish No Later Than (FNLT) nghta la hoan thanh khéng tré hon.

e Cost: nhitng ngudn luc can thiét dé thuc hién mot dy an bao gdbm nhan lyc dé lam viéc,
thiét bj dé sir dung va ngudn nguyén liéu tiéu thu va chi phi (Cost) 1a sé tién phai trd cho
cdc nguodn luc ké trén.
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e Critical path: mot loat cac cong viéc, néu cham tré s& lam cho ngay két thuc cta du &n bi
déi ra.

e Deadline: thoi gian ma ban cé thé nhap vao dé chi dinh ngay két thic céng viéc. Néu
thoi gian tré hon deadline, Microsoft Project s& thong bao cho ban.

e Deliverable: cac san pham cu6i cung, dich vu hodc su kién ma mot dy an nham toi.

e Dependency: mét lién két gitra cdng viéc tién nhiém (predecessor task) va mot cong
viéc k& nhiém (successor task). Tinh phu thudc kiém soat ngay bat dau hodc két thuic
cla cac cong viéc lién quan. Tinh phu thudc thdng thuong |a maéi quan hé finish-to-start
(FS).

e Destination program: chuong trinh ma ban s dung khi chuyén di¥ liéu tir Microsoft
Project dén.

e Duration: khoang thdi gian ma ban thiét 1ap dé hoan thanh mot nhiém vu, cé thé goi la
thoi lwong.

e Effort-drivent scheduling: mot phuwong phap 1ap k& hoach trong d6 cac cdng viéc phai
lam khéng d6i khi ngudn lwc thay d6i. Phwong phap nay s& can bang dé tranh thay d6i
vé thoi gian.

e Enterprise project management (EPM): gidi phap quan tri du 4n, nhat quan trong cach
t6 chirc.

e Field: cac thong tin vé cong viéc, ngudn luc, dit liéu duwoc td chirc theo cot.

e Filtering: mot ché dd xem hién thj cac thong tin ngudn lyc theo y ban.

e Fixed cost: mot sd tién ngdn siach cho nhiém vuy. S6 tién nay doc lap ngudn chi phi va
thoi lvgng cong viéc.

e Fixed duration: mét loai cong viéc trong dé thoi lvgng 1a cé dinh. Néu ban thay déi s6
lwgng cdng viéc Microsoft Project s& tinh todn lai sau khi cé su thay doi.

e Fixed work: cdng viéc c¢d dinh. Néu ban thay déi thoi lwgng cong viéc, Microsoft Project
s& tinh toan lai ngudn lyc lam cdng viéc d6 dé cdng viéc van cd dinh.

e Gannt Chart view: xem & ché d6 biéu d6 Gantt. Microsoft Project s& gobm 1 bang vé cac
cong viéc & bén trai va mot biu d6 vai cac thanh trang thai cong viéc nam bén phai.

e Hyperlink: mot lién két dén mot tap tin khdc, mot vi tri cu thé cha tap tin, trang web
trén Internet hoac trang web trong mang ndi bé.

e Lag time: khoang thoi gian tré gitra 2 cong viéc. Vi du, khodng thoi gian tré ma cong viéc
k& nhiém trong ma&i quan hé finish-to-start bat dau sau khi cdng viéc tién nhiém hoan
thanh.

e Lead time: khoang thoi gian dé Ién thoi gian cia mot cong viéc khac. Vi du mot cong
viéc k& nhiém bat dau sém hon truwdc khi cdng viéc tien nhiém hoan thanh trong maéi
qguan hé finish-to-start.
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e Line manager: mdt nguwdi quan ly cia mot nhém ngudn luc cling dwoc goi 1a quan ly.
Mot line manager cling duwgc xem la mot nguoi ¢d ki nang quan ly dy an va cd vai tro,
trach nhiém phu thudc vao ciu tric t6 chirc.

e Link: mdi lién két giira cong viéc da duwoc kiém sodt mét cach tuan ty. Trong biéu do
Gantt va so d6 Network Diagram, lién két xuat hién la cdc duwong gitra cac céng viéc.

e Manually scheduled task: mét cong viéc ma Microsoft Project s& khéng thiét 1ap ngay
bat dau hoidc két thuc cling nhu thoi lvong tw ddng. Chang han mdt cong viéc ma ban cé
thé thiét 1ap bat cr thoi gian bat dau va két thic nao.

e Material resources: ngudn nguyén liéu duoc st dung trong mot du an.

e Maximum units: gia tri t6i da & cdt Max. trong mot ngudn lwc. Khi ban phan b6 nguén
lwe vuot qua gidi han cho phép, Microsoft Project sé canh bao.

e Milestone: mot sy kién quaan trong can dat trong mot dy dn hodc can dp dung. Trén
Microsoft Project, milestone thwo'ng dugc dai dién cho céng viéc khong co thoi lugng.

e Night Shift base calendar: mét loai lich co s& trong Microsoft Project dugc dung cho
thoi gian tr 11h dém dén 8h sang.

e Note: thdng tin (bao gdbm c3d nhitng lién két hodc cac tap tin nhdng vao trong) ma ban
mudn lién két véi mot cong viéc, ngudn luc.

e Ongoing operation: mét hoat déng ma khong cé ngay két thic hodc dugc 13p di 13p lai
trong tw nhién, chang han nhu ké toan, quan ly.

e Resource: ngudn lyc bao gdbm cé con ngudi, thiét bi, nguyén liéu va céc chi phi lién quan
dén cac thanh phan nay can dé hoan thanh céng viéc trong du an.

e Ribbon interface: giao dién ngudi dung duoc thiét ké sir dung gidng cac &ng dung
Microsoft Office khac. Trén giao dién ribbon nay, chirc ndng dwoc t6 chirc thanh nhdm
va cac tab dé ban truy cidp nhanh chéng.

e Risk: mét rdiro lam giam di kha ndng hoan thanh dy an dung thoi gian trong ngan sach.

e Scheduling formula: cong thirc tinh thoi gian lam viéc, dwa trén thoi lwong va ngudn luc
da duoc thiét lap.

e Scope: san pham hodc dich vu duwoc cung cap trong dy an va yéu cau cdng viéc cho né.
Dai véi ké hoach dy én, né rat hitu ich dé phan biét gitta pham vi san pham va pham vi
du an.

e Sequence: trinh ty thoi gian, trong d6 cac cong viéc dwoc thuce hién theo trinh ty

e Sorting: phwong phap phan loai thong tin ngudn luc theo y ban

e Source program: khi chuyén déi di¥ liéu gitra Microsoft Project va cac chuwong trinh khéc
thi chwong trinh ban dau dugc goi la chuong trinh géc (source program).

e Split: chi sy gian doan trong cong viéc.

e Sponsor: cd nhan hodc t6 chirc ho tro chi phi tai chinh cho cdc nhém du &n trong cac
doanh nghiép, t6 chirc 16n.
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e Stakeholders: nhitng ngudi hodc t6 chirc cé anh huwdng dén cac hoat déng cla du an
(nhirng cé s& cdé quyén lgi khi dy an thanh céng). Day ciling bao gém ca ngudn lyc cdng
viéc trén dy an hodc khac (chang han 1a khach hang).

e Standard base calendar: moét lich co ban trong Microsoft Project dwgc st dung trong
thoi gian tr 8h sdng dén 5h chiéu va tir thit 2 dén thi 6.

e Status date: trang thai cGa cac ngay lam viéc ma Microsoft Project tinh toan thong qua
cac dit liéu thu duoc.

e Summary task: mot cong viéc dwoc hinh thanh va tdm tat cac cong viéc con bén dudi.
Trong Microsoft Project, cac giai doan ctia du an ciing dai dién cho céc cong viéc tdm tat
nay.

e Task: mot cong viéc co thoi diém bat dau va két thuc.

e Task calendar: lich co ban dugc st dung cho mét cdng viéc duy nhat. Lich nay xac dinh
thoi gian lam viéc va khong lam viéc, bat ké thiét 1ap nao trong dv an.

e Task ID: mét con s6 duy nhat ma Microsoft Project gdn cho mdi cong viéc trong du an.

e Task priority: cac s6 hang sap xép tr 0 dén 1000 dé danh gid mirc d6 quan trong cla
cong viéc.

e Template: trong Microsoft Projec,m6t dinh dang tap tin cho phép ban st dung lai cac ké
hoach du an nhu mot dy an co ban. Microsoft Project gdm nhiéu mau cé lién quan dén
nhiéu nganh céng nghiép.

e Time: thoi lvgng cho cac cdng viéc cu thé.

e Tracking: giai doan thi 2 trong dy an véi muc dich theo déi cac dit liéu, phan tich thyc
té dé so sanh vdi du kién.

e Variance: sai léch thoi gian hodc ngan sach so vdi dudng co ban clha du kién ban dau.

e Work resources: con ngudi va thiét bi lam cong viéc trong dy &n.
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