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ChuwongI .
Gidi thiéu tong quan vé MS PROJECT 2016

1. Toéng quan ban dau

Micrososft Project 2016 14 mot chuong trinh gitp ban c6 thé 1ap ké hoach va quan
ly mot dy &n. Tir thoi han caa mot cudc hop quan trong cho dén ngan séch thich hop danh
cho ngudn lyc cua dy &n, Project 2016 gilp ban trai nghiém maot cach dé& dang ciing nhu
cung cap nhitng céng cu d& mang lai hiéu qua 1am viéc tot hon. Ban c6 thé sir dung
Microsoft Project dé:

Trwéc khi khéi cong:

1. Té chuc lap ké hoach va quan Iy du én.

2. Cung cap mot duy tri vé mit thoi gian thuc hién mdi cdng viéc trong ké hoach ciing nhu
thoi gian cua toan bo dy an

3. Lén lich cdng viéc cua ca nhan hoic to chic.

4. Chi dinh cac nguon luc va chi phi cho cac cong viéc trong du an.

Trong qua trinh thuc hién du an:

o1

. biéu chinh ké hoach dé thich ung véi cac diéu kién rang buoc.
6. Chuan bi cac bao biéu can thiét cho du an.
7. Duy tru cac tic dong dén tién d6 cua du an khi xay ra nhirng thay d6i ¢ anh huong 16n
dén du an.
8. In an céc bao biéu phuc vu du an.
9. Lam viéc va quan ly theo nhom.
Sau khi hoan thanh dg an:
10.Xem xét lai du an dé d6i pho véi cac tinh hudng ngau nhién.
11.Panh gia tai chinh chung cua du an.
12.Cho phép quan sét tré lai va phan tich dy &n theo thuc té da thuc hién
13.Rat kinh nghiém trong khi thyc hién dy an.
La mot nguoi bat dau st dung chuong trinh Microsoft Project, ban chic han c6 rat
nhiéu thic mac vé viéc tao va quan Iy mot du an. Cudn sach nay s& cung cap cho ban nhiing

khai niém co ban trong Microsoft Project dé quan Iy dy an, sau d6 ban s& cling tao, quan
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1y cac thay doi dy 4n thdng qua cac bai giang ctia cudn sach. Mdi bai giang 1a nhitng hudng
dan cu thé timg budc trong viéc tao mai du &n, theo ddi hoat dong va quan ly du an.
2. Quan ly du an 1a gi?

Quan ly du an 12 mét qua trinh 1ap ké hoach, t6 chuc, theo ddi va quan Iy cac cong
viéc va ngudn luc dé hoan thanh cac muc tiéu dat ra voi nhiéu rang budc vé thai gian, chi
phi va nguon luc.

Ké hoach cua du an c6 thé chi 1a don gian, vi du nhu mot tap hop nho cac cdng viéc
cuing thoi gian bat dau va két thuc, ciing c6 thé phirc tap gdm hang nghin céc cong viéc va
nguon luc vai chi phi hang ty.

Hau hét cac du an déu c6 nhitg diém chung bao gom viéc phan chia du &n thanh
cac cong viéc nho d& dang quan ly, 1ap lich thuc hién céc cdng viéc, trao ddi vi nhém va

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

— Lap ké hoach du an
— Theo ddi cac thay d6i va quan Iy du &n
— Két thic dy an.
Cac giai doan ndy cang duogc thyuc hién tét bao nhiéu, kha ning thanh cong cua du
&n cang nhiéu bay nhiéu.
3. Cic nhan to chinh tao nén mét dy 4n
Du &n ctia ban chi cd thé thanh cong néu ban hiéu rd duoc 3 nhan té hinh thanh nén
moi du an, d6 1a:
— Thei gian: gém thoi gian dé hoan thanh tirng cong viéc trong mdi mot giai doan.
— Ngudn lyc (tién): gdm cé4c chi phi ngudn luc: nhan lyc, thiét bi, nguyén vat ligu dé
hoan thanh cac cong viéc.
—  Muc dich: myc dich caa cac cong viéc va ké hoach dé hoan thanh ching.
Thai gian, ngudn lec va muc dich 1a chiéc kiéng ba chan dua dy an dén thanh cong,
mdi mot thanh phan déu c6 anh hudng dén hai phan con lai. Ba thanh phan nay la rat quan
trong va tryc tiép anh hudng dén du an, méi quan hé giira ba thanh phan nay 1a khac nhau
dbi voi mdi du an va né quyét dinh téi nhitng van dé va cach thiee thuc hién dy an.

4. Cac buéc lap tién do
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1. Thu thap thdng tin, phan tich cong nghé, day chuyén san xuit, nguyén ly van
hanh...

2. Lap danh sach cac hang muc, céc cdng viéc cua hang muc (WSB) s& tién hanh
thuc hién.

3. Xac dinh so bd cac rang budc gitra cac hang muc véi nhau, gitra cac cong viéc
véi nhau

4. Xac dinh khéi luogng cua cac cong viéc

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

can cho cac cdng Viéc.

Sap xép thir tw vu tién cac ngudn luc

U'6c luong thoi gian thi cdng va chi phi cac nguén luc

Lap tién d6 theo ké hoach da dinh.

© © N o

Xéc dinh cac yéu td, cac chi tiéu kinh té ky thuat dé so sanh vai tién d6 ké hoach
da l1ap

10. Diéu chinh, tbi wu hoa tién do

11. Chép thuan tién do6 da 1ap.

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

13.Theo dbi, cap nhat tién d6. Biéu chinh tién do.
5. Cac tinh ndng méi trong Microsoft Project 2016
o Thanh thai gian (Timeline):

Thanh ndy mang dén cho ban giao dién truc quan sinh dong gém ban tom tat céc
cdng viéc, cdng viéc va cac sy kién quan trong ma ban mudn xem. D& dang sao chép
Timeline va dan ching vao mot tng dung khac. Dé di chuyén khung nhin nay cho phi hop
Vi thoi doan can xem, ta kéo mé rong hoic truot thanh mau xanh nhat trén cung. Dé copy

khung nhin Timeline nay qua phan mém khéc, an phim phai vao khung nhin, chon copy.

Bén canh d6, thanh nay cd thé gan két cac tiéu dé va tién trinh cac cdng viéc. Gilp
ban c6 thé d& dang theo ddi va hinh dung cdng viéc cu thé trén thanh thoi gian. Dong thoi
cho phép tao nhiéu thanh thoi gian nam trén va dudi so le nhau, dé ta c6 thé d& dang hinh

dung duoc cac nhém cong viéc hoidc cac giai doan trién khai cac cong viéc
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e Kiém soat tot hon lich sir dung cac nguon tai nguyén cia dw an online

M6t s6 ngudn luc da san c6 gisi han, va cd thé duoc dy kién 1ap lich sir dung ching
boi nguoi quan ly tai nguyén. Vi MS PROJECT (Microsoft Project) 2016 va dy an truc
tuyén, ngudi quan Iy dy an va nguoi quan ly tai nguyén cé thé thuong luong mot thoa
thuan, duoc goi 1a mot cam két ngudn luc, & dam bao rang cac ngudn luc dang duoc st

dung mat cach thich hop va hiéu qua trong t6 chuc cua ban (Resource>Add Engagement).

e Thao tac nhanh chéng veéi 6 Tell Me

View Format Q Tell me what you want to do...

Ban s& thdy mot hop vin ban trén cac bang trong MS PROJECT 2016. Pay 14 6 vin
ban, noi ban c6 thé nhap nhitng tir va cum tir lién quan dén nhiing gi ban muédn 1am gi tiép
theo va nhanh chéng c6 dugc cac tinh niang ban muén st dung hodc hanh dong ma ban
muén thuc hién. Ban ciing c6 thé chon dé c6 duoc sy gitp d& lién quan dén nhitng gi ban
dang tim kiém.

« Giao dién Microsoft Office Fluent (thanh Ribbon) than thién. Véi Ribbon, ban c6 thé
truy cap dén cac tab trén ctra s6 chuong trinh mét cach dé& dang, hodc thém bét nhdm

I&nh ra khoi tab. Néu ban khong biét chirc ning ctia mot ndt, ban ra chudt 18n nat, mot

ctra s6 nho (Sreen tip) hién 1én noi dung chic ning cua ndt.
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Thanh cdng cu truy cap nhanh (Quick access toolbar): thay thé cac thanh céng cu

ctia phién ban trugc. Mubn thay doi mac dinh sé luong nit caa no, ta nhap vao nit cudi

cuing bén phai dé thém bét nit.

Outline  Task Quick access toolbar 15 Sep 14 06 0
Numbe * Mod: ~ | Task Name v i o Ty T w T E
Calibri ~|11 v = | :
00 - s Tien do to chuc thau € i ;
11 - 4 1 T8 chirc diu thau B 7 &-Av ® ¢35 m-j —
2 (11 - 4 1.1 Céng téc chudn bi Tday 33-09-14 " 72309-14 T n
3 (111 = 1.1.1 Thanh 1ap t3 chuyér/ ¥, cut Ce “\3-00-14 /| Cha d@au tur
4 - By CopyCe \\\ -
o cony ~-—->Popup menu :
- - 3 Paste i .
5 1.2 - 4 1.2 Lip hé so m&i thiu i0-11-14 2 i
- i Paste Special... [ . "
6 [1.21 - 1.2.1 Soan hd so méi tha 10-09-14  3FS+0,! : —lChUYEH
7 122 =™ 1.2.2Thdmdinhhd so | e-Seellatask - 510-14 6

Menu phim phai (Popup menu) va Thanh céng cu nhé (Mini
Toolbar): an phim phai chudt vao mét 6 trong bang, mot menu tha
xubng s& bat ra twong tng véi cac chic ning cua dbi teong chon. Poi
khi dbi tugng d6 ciing c6 thanh céng cu nho s& xuat hién dé ban chon
nhanh nhitng cong viéc théng thuong nhat cua 6 dang chon.

Menu tha xudng cia nit: mot menu tha xudng sé bat ra lién quan voi

cac nut chirc nang dang chon

N - B
& X Cul

D Ba Co)
Gantt_ = Paste _,
I ~
! Chart~ | -~ o=
R 2
T Built-n
Calendar
Gantt Chart

Network Diagram

+" | Resource Sheet

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

cac cong viéc do. Cac thong tin gdm ngay bit dau, ngay két thuc, thoi luong cong viéc,
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su phu thudc cua cac cdng viéc ban cd thé thiét 1ap trong Microsoft Project 2016. La
mét nha quan Iy du &n, ban s& c6 rat nhiéu cdng viéc dé lam. Vay thi Microsoft Project
c6 thé gilp gi cho ban? Trudc hét, né luu trix thong tin chi tiét vé du &n cua ban trong
co s& dir liéu va sir dung cac thong tin nay dé tinh toan, theo ddi tién trinh, chi phi caa
dur &n va cac thanh phan khac dong thoi tao ra mot ké hoach cho du an cua ban. Cang
nhiéu thdng tin vé dy an ma ban cung cip, du an cang duoc thuc hién chinh xac bay
nhiéu. Giéng nhu mot bang tinh, Microsoft Project thé hién két qua ngay sau cac tinh
toan. Tuy nhién ké hoach cua du an s& khong duoc lap cho dén khi ban hoan thanh cac
théng tin quan trong cua cac céng viéc. Microsoft Project luu gilr théng tin ban nhap
va thong tin né tinh toan trong cac truong nhu tén cong viéc hay khoang thoi gian thuc
hién. Trong Microsoft Project, mdi trudng dugc thé hién trong mot cot.

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

2016 vao Excel hoac Word theo cac cot va cau trdc dit liéu caa Microsoft Project.

adri1 [Compatibitity Mode] - Microsaft Excel | ‘ i .
uia

K] mgu AT hi:H}ufﬂ T

i

Budget Cost Report
Values
mBudget Cost mBaseline Cost mCost O Actual Cost
35000

30000

Cos
Cumuiative Cost

Drag fields bebveen areas below:

25000 ¥ Report Filier 1 Legend Frelds ..

Cost

20000 ’
15000 ‘

Tuy bién Ribbon: ban c6 thé tao c4c tab va nhém ching lai dé 1am viéc. Cha ¥ miii
tén nho xuat hién bén canh cac ndt, nd cho ta danh dach tha xudng dé chon céc chirc
nang khac cung nhoém vai nat do.

TOy bién cac trwong dir liéu: chi can tao mot gia tri s6, ngay hoic chir tir cot ngoai
cuing bén phai cua bang, Microsoft Project c6 thé xac dinh chinh xac loai dix liéu ban
su dung.

Tinh niing AutoFilter duoc cai thién, st dung cong cu loc gidng Microsoft Excel gilp
ban c6 thé phan loai, sap xép theo nhom.

Luu tap tin sang dinh dang PDF hoac XPS: Microsoft Project 2016 cho phép ban
luru tap tin c6 dinh dang *.mpp thanh dinh dang tai liéu PDF hoac XPS.
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a) Giao di¢n Team Planner (chi co ¢ phién ban Microsoft Project Professional 2016):
gilp ban cd thé thay d6i cong viéc tir ngudn luc nay sang ngudn luc khac bang cach
kéo tha tai cira s6 Team Planner.

o Tinh ning Inactive task (chi c6 ¢ phién ban Microsoft Project Professional 2016 tro
vé sau): gilp ban c6 thé vo hiéu hoa cac cong viéc duoc chon tir mot du &n vi thé né
khong anh huong gi dén tién d6 du an. Ban cd thé kich hoat lai cdng viéc nay néu can.

Mot vai diém chi y:

« Biéu dd Gantt la giao dién chinh cua Microsoft Project, hién thi cac bang tinh véi cac
cot dir liéu cuing giao dién d6 hoa cac cong viéc trong du &n bé tri doc theo mot thoi
gian nam ngang. Bang cach xem xét cac dix liéu trong cac cot (chang han tén cong viéc,
ngay bt dau, ngay két thic, cac ngudn luc) ban co thé hiéu cac théng sb cua tirng céng
viéc va xem thoi gian cua minh.

« So dd Network Diagram (hay con goi 1a so d6 logic) thuc chat Ia phién ban biéu db

PERT. So d6 nay cho ban xem duoc cac cdng viéc hién tai dang dugc khép véi nhau

H - 0@ @/ - Network Diagram Tools Then o to chuc. thaimpp - Project Professional =4

File Task Resource Report Project [JRUEY Format ) Tel it to do. Canh Luong Van (3
= (= [lNetwork Disgram = === ({2 Resource Usage ~ ght] = Timescale Q Zoom ~ ~ Timeline Timeline M| ==

- =e — ]

- - 5 oy : T - :

2l Calendar * ® [ Resource Sheet * T Qutline~ T - Details -
Gantt  Task — Team = r New = _ Macros
r’ =71 Other Views ~ % Other Views 1 Tables~ -
Chart = Usage - Planner = Window -
Task Views Resource Views Data Zoom Split View Window Macros -~
= ] Tinh gid W5 50 mii thiss
= = = =
= i
o o - — T - e

= - . L
o
-
o
E:
a
=
-
o
E

Quan ly rii ro 1a mot phan quan trong trong mot dur an vi bat ctr du 4an nao ciing c6 rui

ro. Ban c6 thé gap rai ro vé ngudn luc, vé nguy@n vt liéu, chi phi va rai ro nay co thé
khién du &n cua ban cham tién do. Quan 1y rui ro 1a mét nghé thuat du doan rui ro, 12
sao dé dy an cua ban it rai ro nhat va xac dinh chién luoc ngin ngira ciing nhu khic
phuc rai ro xay ra. Microsoft Project gidp ban quan Iy rai ro bang cach cho phép dua ra

cac tinh hudng rui ro cé thé. Vi du, khi ban thay doi thoi gian cua ngay bat dau sé kéo
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theo su thay d6i trong du &n, lGc ndy ban c6 thé thdy duoc su cham tré, chi phi thay doi
va cac nguon luc cd thé xung dot vai nhau. Vi nhitng thdng tin nay ban co thé quan ly
cac rui ro mot cach hiéu qua hon.

« Quan Iy nguon luc bao gom viéc sir dung cac nguon luc mot cach thong minh. Mot
ngudi quan ly du an gioi s& tim ra cac ngudn luc thich hop cho cdng viéc, giao cho
thanh vién khéi lugng cong viéc hop ly. Trong Microsoft Project c6 cac cong cu chang
han mot biéu 6 Resource Usage cho phép ban biét duoc ngudn hre dang st dung, bén

canh d6 biéu dd s& phan &nh khéi lugng cong viéc.
6. Mot so tir khoa trong Microsoft Project
Task: cong viéc, cong viéc
Duration: thoi gian thuc hién cong viéc
Start: ngay bat dau
Finish: ngay két thic

Predecessors: cong viéc lam trudc

Successors: cong viéc ké tiép

Task list: danh sach cac cong viéc

Resource: ngudn luc bao gém vat liéu, nhan lyc, may moc thuc hién céc cong viéc cua du
an

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

Unit: don vi tinh caa ngudn lec

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

Recurring Task: cdng viéc dinh ky, lap di 13p lai nhiéu 1an theo chu ky trong thoi gian thuc

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

Std. Rate: gia chuan

Ovr. Rate: gia ngoai gio

Cost/use: phi sir dung nguon luc
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Baseline: theo ké hoach, theo duong ké hoach co s
Actual cost: chi phi da st dung toi thoi diém hién tai

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

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

Summary Task (cong viéc tom lugc): cong viéc ma chirc niang duy nhat cua no 1a chira

dung va tom lugc thoi khoang, céng viéc va chi phi caa cac cong viéc khéc.
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Chuong 2

Nhiing thiét lgp ban dau ciia hé théng va dw dn

Ung dung MS Project 2016 trong Quan 1y du an

Vao tab File chon Option s& c6 hop thoai Project Option hién ra dé ching ta cé thé
thiét 1ap nhitng dinh dang ban dau véi MS PROJECT 2016. Sau day 1a hai thiét lap co ban

hay dung cho mot du an.

1. Thiét 1ap don vi tién t¢

Chon thé Display ta dugc nhu sau:

Praject Optians

General

Display

Schedule

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

ES\ Change how Project content is displayed on the screen.

Calendar

Calendar Type: |Gregorian Calendar -

Currency options for this project: | B=] Tien do to chuc thaumpp ~

a

Symbol:  d Decimal digits: | 2 -
Placement: |14 7| Currency: VND M
Show indicators and options buttons for:
+'| Resource assignments +’| Edits to work, units, or duration
+| Edits to start and finish dates »'| Deletions in the Name columns
Show these elements:

Entry bar

+/| Online status next to name

OK Cancel

Ta thay d6i don vi tién té ciia Viét Nam 12 VND, chon sé thap phan 13 0.

2. Thiét 1ap lich 1am viéc chung cho du 4n

Chon thé Schedule, ta c6 thé thay d6i nhitng thiét 1ap trong nhiing lya chon trén dé

duoc mot lich nén phi hop nhat vai dy én.
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Project Dptions ? b
-
General
Calendar options for this project: |@= Tiendo to chuc thaumpp ~
Display
Week starts on: Monday  ~
Schedule Fiscal year starts in: |January  ~
Proofing - ~.
k4 - - . -
{ Default start time: | 730 AM Y These times are assigned to tasks when you enter a start or finish date
s ! ] ‘ e i ; : .
Save i i without specifying a time. If you change this setting, consider
i Defaultend time: >30PM - matching the project calendar using the Change Working Time
Language | ’ d on the Project tab in the ribb
a H
E Hours per day: 3 z i command on the Project tab in the ribbon.
Advanced i el A ) .. N .
! Hours per week: |40 = > bieéu chinh thoi gian lam viéc
[ L
Customize Ribbon ] N g
\ Days per month: | 20 -l 7
Quick Access Toolbar b
Schedule
Add-ins
+| Show scheduling messages (i)
Trust Center Show assignment units as a: | Percentage ~
Scheduling options for this project: | @] Tien do to chuc thaumpp ~
’f— ~\s
/" New tasks created: Auto Scheduled M \\‘
'~ A N . X TR
Auto scheduled tasks scheduled on: | Project Start Date = 7 Biéu chinh cac van deé lién
/ , i
Duration is entered in: Days  ~ 7 quan dén dy an
/ v
Work is entered in: Hours = {
H
Default task type: Fixed Duration | ¥ i
H
MNew tasks are effort driven (i) | Tasks will always hom?r their constraint dates (i)
Autolink inserted or moved tasks (i) +’| Show that scheduled ]'asks have estimated durations (i)
1
+| Split in-progress tasks (i) v’ New scheduled tasks have estimated durations
1
\‘\ | Update Manually Scheduled tasks when editing links Keep task on neare’s,t'working day when changing to Automatically Scheduled mode
OK Cancel
e A A oA R A A ,
3. Thiét 1ap cho hién thanh tong tién d¢ du an
Project Dptions ? X
General Display options for this project: |H=] Tiendo to chuc thaumpp ~ =
Display Minutes: | min h Weeks: | wk h
hedul Hours:  [hr hd Months: | men -
Schedule
Days: day h Years: wr M
Proofing _ /| Add space beforelabel __________
1 || Show project summary task {’-
Save | Underline hyperlinks
Language Hyperlink color: | & ~ Eollowed hyperlink color: | & ~
Advanced
Cross project linking options for this project: | @2 Tien do to chuc thaumpp ~
Customize Ribbon proj 9op proj
+'| Show external successors +’| Show 'Links Between Projects' dialog box on open
Quick Access Toolbar /| Show external predecessors
Add-ins " || Earnad Valuo antionc for thic nenioct: | B2 Tien dn to chuc thaumnn ¥ h
OK Cancel

Cong cap cho ta cai nhin tong quan vé tong thoi gian thyc hién duy an.
4. Tao m¢t du an méi

a) Budc 1: Khai dong MS Project vao File chon New\Blank Project nhan Create dé
hé thong tao mot du &n méi. MSP s& hién ra céc file mau dé ta chon lya.
o0 Blank Project: tao tap tin dua an binh thuong.

o0 New from existing project: mé du an da co.
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o New from Excel workbook: m¢ file dang xml ctia Excel da dinh dang cac cot
theo MSP.

Hoac cé thé click chudt vao nit New trén Quick toolbar dé tao tap tin dyua an binh

thuong.

= 0 = & = Tien do to chuc thauwmpg - Project Professional I = (=2 X
File Task Resource Report Project [RYEW Canh Luong Van
Open Search for online templates 0
Save Suggested searches: Projects Schedules Themes Analysis Industry Business Technology
v = -
EE T
Print == =
Blank Project New from existing project New from Excel workbook New from SharePoint Tasks L Software Develop.
Share
Export
Close
; - —— — D VALE
= — ] :
Account l —
=] i o ]
Options = | — B o
| _— Createa buthet‘ 1
Agile project man Create a budget ~ * Commercial Cons. Eamed value Residential Constr

Market Research... Install Project Ser.. Simple project plan New Business Plan Upgrade to Proje..

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

¢) Budc 3 : chon File \ Info nhin ndt Project Information bén phia tay phai chon
Advanced Properties, ta dugc mot hop thoai sau do ta chinh nhirng théng tin co ban

cho tap tin du an.

/Tier do to chue this mpp Propertios 73
1 \
Info e
Te: Tién de 86 e thaimpn
Tien do to ChUC thau Subject; | T8 chirc &8 thiu odi thiu ABC
M: » Dropbox » giao trinh » QLDA-KSDG » MS Project o] b
Manager | P (Feesessessssmmmsssseses S,
Save As | [T ER et R e v { Project Information - |
You're not connected to Project Web App i Start Date 22-09-14
Frint Manage Category o
Accounts Keywords: Finish Date 08-02-15
s
S RN Schedule from  Start
Export . Current Date Today
. Organize Global Template Fpsrink
o ] " Hhos Status Date 09-12-14
Close 4 Move views, reports, and other elements betw
- N Last Modified Today
Organizer ] seve preview picure
Account Project Calendar Standard
'S ool Pricrity 500
Options e b

Chuong 3
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Tao mét dw dn cu thé va lgp ké hoach dw dn

1. Xac dinh thong tin cua du an

SRR Sau khi tao 1ap duoc mot tép tin mai luu thong

e Report WEGIaE View Format

(P IE ® - tin cua du an, ta can thict 1ap nhiing thong tin
.-i Project |Custom Links Between WES Change Calculate  Set Move

I I‘Infolmalion Fields Projects -~ Working Time Project Baseline ~ Project Cho dll' é-n, diéu nay hét Sl:l’c quan trQng Cho

L Propsct Information for Tien do ta chue thau' »

B E— P "} viéc phat trién dy an sau nay. Chinh sira cac
N 7 chnier [t 1} thong so trén hop thoai cho phl hop du én:
en Al tasks begin as 5006 a5 possible. Briarity: 500 :_

R sy ngay bét dau, ngay két thlic, ngay hién tai. Nén

| [Custom Field Name Valug

. chon thoi gian biéu bat dau tir ngay khéi dong

du an.
Help Statietics.. Cancel |
2. Thiét 1ap lich cho duy 4n
g MJi du 4n dwa vao mot lich co so dé thiét lap

| ¥or galendar: | Standard Broject Calendar) |v| Create few Calendar

| calendar stang 4 Hows
| i

ngay lam viéc, ngay khdng lam viéc dé lap lich cho

i 25 Pebruary 2017 is nenwarking.

cac cong viéc sau nay. Thiét 1ap lich trinh cho du &n

| Manud My tinh 1 tased oo

2o ST Viralacong vie don gian nhét vira 1 viee phiec tap
I Mwmm | -r nhét trong céc cong viéc cua quan Ii du an. N6 1a dé
'.r”'l,m“m B dang vi ban c6 thé tao nhitng gi ban mong muén,
o "~ nhung n6 ciing 1a khé khin nhét vi viéc tao lich s&
= —— anh huéng dén toan bo dén cac phan con lai cua du
= : an.
e T =

a. Trén tab Project chon Change Working Time, xuét hién hop thoai. Ta click chon
loai lich 1am viéc d3 tao sdn hoic 4n ndt Creat New Calendar dé tao loai lich 1am
Viéc mai.
Start date: chon ngay bét dau khai cong du an.
Current date: ta c6 thé chon lai khac dé nhap liéu thuan tién hon.
Schedule from: 1ap tién do tir ngay bat dau dén két thuc hay lap tién do tir ngay két
thiic nguoc dén ngay bat dau.
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Calendar: chon lich co s& duge dinh nghia & Option dé 1am viéc.
b. Thay d6i lich nén cho phu hop thuc té
Vao tab Project, chon group Properties, chon nut Change Working Time

Tab Work week 1a dé dinh ngay gio 1am viéc va nghi binh thuong. Tab Exception 1a dé
nhap ngay 1am viéc hoic ngay nghi bat thuong. Ta nhap thong tin Name, Start, Finish sau
d6 nhan Details... dé lya chon ngoai 1¢ cho ngay d6 ngay d6 c6 phai 1a ngay lam viéc hay

khong? Lam thoi gian nhu thé nao?

R —— = ° Create New Calendar: tao lich lam

For Du an ABC - Create New Calendar ... = A = A z

viéc riéng cho du an.

Calendar 'Du an ABC' is a base calendar.

Legend: Click on a day to see its workin J4 s
g E Working i\lwv%mb:r 2012 : »  Working times for 07 November 2012: b Sau do Ch(-)n ta‘b Work Week’ ph Ia
E__ M| T|W|[T F[S|S
. + 8:00 SA to 12:00 CH L. A n . N .

o rorworra | | ; Z 130 1“1 LI duéi danh muc sé hién ra tén lich lam viéc

{31 Edited working
E hours

ovmseonsor | [P [ SO PTEIE Default. B&m double click vao né hoic

1920|2122 (23|24 |25

mn

Q Exception day Default work week on calendar 'Du an

T il click vao nit Detail dé hién I&n chi tiét lich
i week i
Bcapions[ orweses ) lam viéc. Chon ngay thu bay hodc chu
| R nhat hodc chon 2 ngay cting ltc, va chon
Details for '[Default]’ @ """"" Dece . } :
Setworking time for this workweek |~ Set day(s) to these SpeCIfIC WOklng tlme
Select day(s): Use Project default times for these days. |~ Y . . R . 9
maommmine | dé nhap vao gio lam viéc cu thé trong
Tuesday ©@):5et day(s) to these spedific warking times:
Wednesday
Thursday p
;'szry;ay e [ L ngay.
Sunday 2 N ,
[ el o] [ s . Chon tab Exception d¢ tao ra cac
ey [erk e thai diém 1am viéc hodc nghi ngoai 16 nhu
Name — Start Finish : D_tT - , .
TS e || 1€, tét...Sau khi dat tén cua lich ngoai 1€

vao cot Name, click nat Details dé mo ta

chi tiét ngoai 18: gio ngay thang, co lap di

lip lai hay khéng, xay ra bat d¢au khi nao,

Options... ‘ ‘ OK ‘ ‘ Close | két thl:lc khi né.o- e

3. Lap danh sach cac cong viéc cia du an

Pé quan 1i duoc mot du an hiéu qua dau tién ta di xay dung cac cong viéc cua du
an dé c6 duoc mot cach nhin tong quat nhat vé du an. Ta xac dinh tat ca cac nhiém cu can

thiét dé hoan thanh du an.
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Mot du an 1a mot chudi nhitng cdng viéc ¢ lién quan t6i nhau. Dau tién ban hay
liét ké cac budc dé hoan thanh du an, bat dau véi tirng khdi cdng viéc va chia nho nhirng
khdi cong viéc thanh nhitng khéi nhé hon. Cir nhu vy cho téi khi né duoc chia thanh
nhitng cdng Vviéc nho cd thé phan giao cu thé duoc. Cudi cling nhap cac khoang thoi gian
thiét 1ap cho tiing cong viéc. Mot céng viéc s& chiém gitr mot khoang thoi gian va ching
s& dugc theo di tién trinh thuc hién. Mot cong viéc c6 thé duoc thuc hién trong mot ngay

hay nhiéu tuan.

Ban hay nhap cac cong viéc theo thir ty ma chling xay ra, sau d6 uéce tinh s6 thoi

gian dé thuc hién cong viéc do.

a) Vao Task tab chon Grantt Chart

Gantt Chart Tools Tien do to chuc thau.mpp - Proje
Resource Report Project View Format O Tell me what you want to do...
i '"'D % Calibri 11 mm =m =m == - MarkonTrack ~ |
- By v : |
_ : Respect Links !
santt | Paste i
el s Inactivate :
View | Clipboard Font Schedule
------- ! |29 Sep 14 |13 Oct'14 |27 Oct'14 |10 Nov 14
Start Tri
22-09-14 17
Outline  Task 15 Sep 14 06 Oct
Numbe * | Mode ~  Task Name ~ Duration « Start « Finish ~  Pre T T F
0 0 - 4 Tien do to chuc thau 101 days? 22-09-14 (09-02-15 E
11 - 4+ 178 chive du thiu 101 days? 22-09-14 09-02-15 —
2 |1.1 Hieduled|f™ | 4141 Céng téc chudn bi 2 days? 22-09-14  23-09-14 ]'r
3 111 | |Manually Scheduled [i1.1.1 1 day? 22-09-14  22-09-14
8 Auto Scheduled . e . : .
4 112 Tt 1.1.2 Thanh lap t& chuyér 1 day 23-09-14  23-09-14 o Cha dau tu
5 - i

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

¢) Trong cot Task Mode chon mét trong hai loai Task Mode: thoi biéu bang tay (manually
scheduled) hay ty dong (auto scheduled) . Néu ta chon kiéu ty dong, khi d6 ta chua tinh
toan s ngay cho tirng cdng viéc thi MS Project mic dinh 1 1 ngay bat dau tir ngay bat
dau du &n. Ta ciing co6 thé quét khdi cac cong viéc, rdi chon kiéu tu dong trén Group
Task. Néu muén mic dinh chon kiéu, ta vao option\schedule\scheduling option for
project.

d) Trong cot Duration, nhap thoi gian thuc hién cdng viéc theo thang, tuan, ngay, gio hay

pht. Ban c6 thé sir dung céc dau tat sau:

thang =mo tuan=w ngay =d gid=h phut=m
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Chuy: Dé chira day la thoi gian wéc tinh, danh thém dau hoi sau khoang thoi gian
thuc hién.

4. Tao cac cong viéc phu (subtasks)

Cac subtask la cac cong viéc nam bén trong mot cong viéc 16n nao d¢6. Nhu phan
trén ta da xac 1ap cac cdng viéc tir trén xudng dudi, tc 1a cac cdng viéc con cua mot cong

viéc nam dudi n6 trong bang cong viéc. Gid ta tao cac cong viéc con d6 bang cach nhu sau

a) Chon céc cbng viéc con caa mot cong viéc (co thé 1a mot hoic hon 1 cdng viéc la con

cua cong viéc khac) bang cach boi den cac cong viéc do.

b) Trong tab Task nhan Indent Task & dé béo rang day la mot cong viéc con hogc 4n
nut Outdent Task dé bao rang day 1a tén nhém cong viéc bao trim céc cong viéc con.
Néu mudn thé hién cac s6 ID cua cac cong viéc, ta chon tab Format, chon Group

Show/Hide, click vao 6 Outline Number

hen o o chuc thaimgp - Project Professionat

IEE Rescurce  Report  Project  View or () Tell me wha o do... Canh Lugngvan O

— "% Inspect ~ gy T Summary
AN B L ) LU | R S . (SRRt B S B Y AEnIE |
[ Move - * Milestone Details & e
Gantt 1 Task Information 1. .| Saroll e
Chart = Sched rm*uh % Mode z ? e Add to Timeline o (%! Fill
View /r..',\; diting ~
w
§ Sep o =
= i
O Task Name v| Duraticn = Start = Flnish o Pre
v 12 - _£1l2ljphiacimiithiv,  35days 230914 10-11-14 2 f 1
7 v W2 - L.2.1 5040 b 3o mdi thily i days 230014 30-09-14  AFS+ Zsse Chuyén gia 1;Chuyén gia 2[50%];Gidy photo[2 gram]:Mdy tinh 1;Miy tinh 2
B 22 ™ 122 Thimdphhdse (H0days  01-10-14  15-10-14 7 Chuyén gia 3
i thilu AN
8 | 123 0= 1.2.3 Trinh phé duydt b& [1 da \,» H 14 F] s Chuyén gia 3;Chd @au tir
amdtle | on nhiéu cong vieccing | )
0 L2a = 1.2 Trinh phé duyt days _ 20-18-14 ix 10-14 S Chil @34 tu;Chuyén gia 3
;-:;;;mﬁmm luc deé lam cong Vviéc con
1 |viEjzs = 125Hodn chinh,indn [3days 031134 101104 10 T s Chuyén gia 1;Chuyén gia 2;May tinh 1;Gidy phota[1 gram]
o hrgmg clin bB ser mdri |
=
= thily
5 12 lvihos = 1.2.6 Kt thiic gisi doan e
E S ehudin bj " Forma iy Tell me what you want to do Canh Luong Van
?’ 1 1.3 - 213 M thilu 19,2 dL'T/"r_T.F:}TT}EIT; Ce p— — kA /e e [ | Outline Number R
u 131 - 1.3.1 Géithy mbithlu  1day ™ - — . — ] — —-— 1 1
hojic ding bio Slack Tck-’ . — _l — e - =1 1 Project Summary Task |
v 32 = L32Phithanhhdso  3days "™ | | Late Tasks ket ¢ ¢ ¢ L + ¢ ¢ o} v summary Tasks E
mii thiiu o ! ]
133 - 1.3.3 Chufin bi b sor die © 15 days Bar Styles Gantt Chart Style N o _Shaw/Hids e ____/ (]
134 - I‘dﬂéﬂg vhmirthbu  1day 08-12:14  08-12-14 16 '|Clwy€r|gil|chuy!nglaz
14 - +laBinhgiichithiy  39days 091214 300115 13 . 1
W a1 = 141 Danh gid hB somii 19 days  09-12-14  29-12-14 s, Chuyén gia 1:Chuyén gia 2
142 = 142 TH duw danh 1 day 09-12-14  09-12-14 Chuyén gia 2
- séch nhi thau dat yiu
chu kf thuft (néu cé)
143 2= 1.4.3 Phé dinvit danh  1dav 09-12-14  09-12-14 Chi d3u tu
5 = 1 ¥

Chu y: @é them méi mot cong viéc vao gitra nhitng cong viéc da ton tai, kich chuot

phai tai vi tri mudn cheén cong viéc mai, chon Insert Task .
Muén nhin thiy hoic d4u subtask di, ta chon cac cach sau:
5. Tao cong viéc khong tham gia vao du an (Inactivate)

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

thé can tro lai, ta cho né ¢ dang tam thoi khdng tham gia vao du an.
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Chon tab Task, chon céng viéc, chon group Schedule va chon nut Inactivate

6. Dwa mot cong viéc vao khung nhin thoi gian (Timeline)

Néu c6 mot sé cong viéc can theo ddi xem vi tri va thoi gian thuc hién nhu thé nao

S0 Vi tién do téng thé, ta c6 thé dua nod vao khung nhin Timeline .

26/04/11f

IJune IJuI\,-‘ I#.llg-uct

Lap hd so mai thau

ISe?;)tenﬂ)er ‘Octobe:'

Start
09/05/11

Timeline

Mon 01/08/11 - Thu 08/05/11

Sun 16/10/11

il Finish
Thu 08/12/11

Task to Timeline '&.

General va click ddu chon Display on Timeline.

Hoac chon tab Task, chon cong viéc, chon group Properties va chon nut Add

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

Hoic nhap doi 1én cong viéc dé md hop hoi thoai Task Information, chon tab

Tuong tu thao tac nhu trén, ta c6 thé loai bo cong viéc ra khoi khung nhin thoi gian,

hoac 4n phim phai cdng viéc d6 trén khung nhin Timeline va chon Remove from Timeline

E'x_' Bemove from Timeline

Néu khung nhin thoi gian khdng xuat hién, ta chon tab View, chon group Split View,

chon [¥] Timeline Timeline -

7. Thiét 1ap deadline

Deadline 14 thoi han cudi cling cé thé dé thuc hién cong viéc do. Sau khi thiét 1ap ta

s& thdy c6 miii tén & thoi diém ta thiét lap.

a) Chon cbng viéc , kich dap vao cong viéc do ta dugc hop thoai Task Information:
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Task Information X
General] Predecessors] Resources Advancedl Motes l Custom Fields

Mame: | Tham dinh hd sa mai thau Duration: | 10 days : [ ]Estimated

Constrain task
] B

iDeadline: | 25-02-17 o ‘ i

Constraint type: |As Soon As Possible V| Constraint date: |M b
ITask type: | Fixed Duration w | [|Effort driven

Calendar: | Standard V| DScheduIing ignores resource calendars

WES code: 1.2.2

Earned value method: % Complete v |

{ )
i Mark task as milestone i

b) Chon tab Advanced vao phan deadline chon ngay la han cudi ciing nhu hinh trén. Khi
d6 cong viéc nay & Grantt Chart ¢ thém biéu twong ¢

8. Thiét 1ap mdc dy 4n

Tao mdc du &n (milestone) 1a cdng viéc rat cé ¥ nghia trong ké hoach thuc hién du
an, vi du viéc hoan thanh mét pha chinh cua du an, bao cao thanh qua hoac mot su kién
danh dau két thic cong viéc, diém ding ky thuat, diém ding thanh toan hop dong...

Trong cot Duration caa cdng viéc can tao méc nhap 0, nhan phim Enter. Cong viéc
nay & Grantt Chart c6 thém biéu tuong ¢ 27/05

Chu ¥: Dé hién thi tat ca cac diém méc trong khung nhin, chon kiéu hién thi trong
danh séach 1a Milestones. D¢ hién thi lai toan bo cac cong viéc trong du &n, chon All task
trong danh sach kiéu hién thi.
9. Nhap cac ghi chi cong viéc (task note)

Cac ghi chl nay rat can thiét dic biét 1a trong nhiing du &n c6 sy tham gia cua nhiéu
nguoi thi day s& cung cap thong tin hitu ich cho ngudi khac khi xem viéc 1ap ké hoach cua

minh
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Trong Cﬁt TaSk Name , Chon Task Information X
Generall Predecessars} Resources| Advanced MNotes | Cystom Fields
tén Céng ViéC Cﬁ.n thém Chl] thI,Ch, Name: | Soan hd so mai thau Duration:  8days = []Estimated
MNotes:

=i |
1)

sau d6 kich nut Task Notes I trén | 2

Do t8 chuyén gia soan

Group Properties, hodc nhan double

click cot cd ky hiéu @ . Nhap thong

tin cha thich trong hop thoai Notes,

sau d6 kich nat OK. Ban c6 thé chén

file dinh kém theo cong viéc dé 1am ||

cong tac luu trix van thu bang cach chon insert object.
10. Pinh kém cac lién két vao cong viéc

Viéc dinh kém cac lién két vao cac cong viéc c6 nhitng 1i do riéng dé thuc hién thay
vi chi dinh kém cac ghi chii vao cdng viéc nhu phan trén di noi. Vi du nhu ¢éng viéc théng
bao tring thau va mai thuong thao hop ddng - théng bao két qua lra chon nha thau, ching
ta can dinh kém file quyét dinh va guri mail chang han thi viéc nay s& hét sirc c6 ¥ nghia.
Ngoai ra néu dir liéu mudn dinh kém kha 16n khéng thé truyén tai hét qua Note thi ta c6

thé dat duong link dén d6 dé c6 thé ma ra tot nhat, nhanh nhat.

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

B Hyperlink...

Insert Hyperlink B2 % Insert Hyperlink e —— R — E§ EJ
Link to: Text to display: ‘ | l ScreenTip. .. ] Link to: Text to display: ‘C:Wsers\;\DMINbommems\My eBooks\Bi Mat Cua Mot Tri Mho Sieu Phan! ScreenTip...
Lookin: | [E] My Documents (@) Lookin: | My eBooks .E-!l
Existing File or E . . @ Existing File or ‘ E' . @
Web Page . AdobeStockPhotos - Bookmark. .. Vieb Page | Covers Bookmark...
CGurrent | 1) pawnloads B Curent | || Feeds
Folder Folder
. My eBooks = | [, 8iMat Cua Mot Tri Nho Sieu Pham.prc
Place in This J My iMindMap Files Place in This
Document Browsed . My IS0 Files Document Browsed
Pages . My Maps Pages
i . OneMote Notebooks -
Create Mew Recent . SQL Server Management Studio Express Create New Recent
Document Files . Updater Document Files
. Visual Studio 2005 o
Address: | [=] Address: | C:\Users\ADMIN\DocumentsMy eBooks\Bi Mat Cua Mot Tri Nho Sieu Phal v |
E-mail Address 5 | | E-mail Address
o]

b) Chon tai liéu muén lién két dén trong phén Link to nhu hinh trén, ta dugc nhu sau:
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¢) Néu la gui mail thi vao Mail Address , roi thiét lap dia chi ngudi nhan, tiéu dé...

d) Trén phan Text to display dat lai tén cho
d& nhg, nhin OK. Cot @ s& xuét hién
biéu tuong =&

e) Khi muén mé link lién két nay & Grantt
chart nhan chuét phai chon Hyperlink,

chon Open hyperlink

11. Tao cac cong viéc dinh ky

Tnsert Hyperlink "% [ X ]
Link to: Text to display: |mailto:edao0503@amail.com?subject=Yeu cau sap lich cong tic
E-mail address:
Existing File or | | mailto:edao0603@gmail.com
Web Page
Subject:
Yeu cau sap lich cong tac
Placein This | Regently used e-mail addresses:
Document i
Create New
Dacument
|| |E-mail Address

Cong viéc dinh ky 1a nhitng cong viéc thuong xuyén lap di 1ap lai, vi du nhu 1 budi

hop giao ban tht hai hang tuan. Céng viéc dinh ky c6 thé xay ra hang ngay, hang tuan,

hang thang hay hang nam. Ban ¢4 thé xac dinh khoang thoi gian thyc hién d6i véi mdi lan

cdng viéc xuat hién hay thoi gian ndo no s& xay ra.

. Recurring Task Information CXT]
" Summary m Notes
+ . ; Task Name: | Td chifc d&u thau Duration; | 1d =
® Milestone . [ Details
Task Information = o Recurrence pattern
. = Add to Timelin - pai
- ey @pay 8 2| of every | 1 month(s
m Task Properties () Weekly
- -
. @) Monthly = -
"3 Recurring Task. (05 Jan 15 (19 Jan 15 -:-Ygar|y )The |Second | |Sunday » ofevery |1 — months
T o BN s I
s "
-1 B Blank Rov . Range of recurrence
&l Insert Recurring Task
— &, Import Outlook Ta Start: Sun 08/05/11 » ([ End after: |4 occurrences
Zron A 1 Insert a task that occurs regularly )
M T through the course of the project. (@End by: Fri 19/08/11 -
Calendar for scheduling this task
For example, you might define a Calendar: [ElEILLI - [ scheduling ignores resource calendars
weekly status meeting as a
recurring task. oK ] [ Cancel ]

a) Chon tab Task, chon cong viéc & cot Task Name, chon noi ban mudn céng viéc dinh

ky xay ra

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

¢) Cira sb Recurring Task Information xuat hién, nhap cac théng tin vao.Sau khi OK thoét

ra, cOng viéc nay s& xuat hién biéu tuong < trén cot @
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Chuwong 4
Tao moi lién hé givra cac cong viéc

1. MGdi lién hé giira cac cong viéc

Pé thiét 1ap méi quan hé giita cac cong viéc, ching ta st dung cac duong két néi.
Truéc hét, chon nhitng cong viéc ¢ lién quan, két ndi chiing va sau do6 ¢ thé thay doi kiéu
két ndi. Cong viéc co ngay bat dau va két thic phu thudc vao cdng viéc khéac goi la cong
viéc ké tiép. Cong viéc ma cong viéc ké tiép phu thudc vao goi la cong viée 1am truge. Vi
du sau s& chi rd cho cac ban thdy méi quan hé giira cac cong viéc, néu ban thiét 1ap mdi
quan hé gitra 2 cong viéc 1a treo dong hd va son tudng thi cdng viéc son tudng sé 1a cong

viéc lam trudc, cong viée treo ddng hd s& 1a cong viéc ké tiép.

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

két thic ciia cac cong viéc

- Finish to Start (FS ): ¢ng viéc trudc hoan thanh rdi méi toi cong viéc sau

- Start to Start (SS): hai cong viéc bat dau cing mét lic

- Finish to Finish (FF): ca 2 cong viéc hoan thanh cung lac

- Start to Finish( SF): cong viéc nay bat dau cong viéc kia méi két thac
2. Xic dinh cic moi quan hé giira cac cong viéc quan trong

Thudng cac cong viéc 16n thuong cé kiéu quan hé 1a hoan thanh viéc trude sau d6
méi bat dau cong viéc phia sau, do d6 ta c6 thé tao mbi quan hé d6 hét sirc don gian nhu
sau:

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

Task Task Name Duration |Start Finish Pre
@ Mode ~ - -

- 1.2 Lap hé so moi thau

= - 1.3 M&i thau 15 days Mon 15/08/11 Fri
17 =2 - 1.4 Danh gia nha thau 15days Mon 05/09/11 Fri 23/09/11 2
25 = | - 1.5 Hop dong |5 days  Mon 26/09/11 Fri 30/09/11 17

b) Nhap vao cot Predecessor ma cua cong viéc trude do dé thiét 1ap cac médi quan hé rang
buoc

¢) Bam vao dau trir dé thiét 1ap cac méi quan hé rang budc cho cac cong viéc con.
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3. Cic kiéu phu thudc va lag time

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

mét khoang tré thoi gian giira 2 cdng viéc bang cach nhap vao 6 Lag

a) Chon cong viéc can thiét nhap, kich dap vao ra hop thoai Task Information
b) Chon tab, chon cdng viéc trudc cong viéc do, chon loai phu thudc nhap lag time. Lac
nay, cot Predecessor s& xuat hién dang

Task Name . Duration . Start . Finish Predecessors .

4 o X + 1o R TR P BRI — c dmrmmid |

1.2.1 Soan ho so mdi thau 6 days Mon 01/08/11  Mon 08/08/11  |3F5+1 day

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

gian tré theo s duong.

Dé nhanh chong dua thoi gian xép chong hay thai gian tré cho mot cong viéc ké
tiép, kich diip vao duong két ni giira cong viéc d6 va cong viée 1am truéc Gantt Chart, va

sau d6 nhap thoi gian gdi chong hay thoi gian tré trong hop thoai Task Dependency
¢) Thuc hién nhu vay cho toan b cac cong viéc cua du an

Chu ¥: dé lién két cac cong viéc lién tiép nhau theo kiéu FS , gitr phim Shift, va sau
d6 kich chudt vao cdng viéc dau tién va cong viéc cudi. Dé lién két cac cong viéc cach xa
nhau, gitr phim CTRL. Nhitng cong viéc ban mudn lién két véi nhau theo thir tu cong viéc
nao chon trudc s& 1a cong viée 1am trudc, cong viéc ndo chon sau s& 1a cong viéc ké tiép.
Sau khi chon xong, chon tab Task, & Group Schedule, an ndt Link Tasks = ¢ . Pé huy
bo lién két gitra cac cong viéc, chon cac cdng viéc ban mudn trong cot Task Name, va kich
nGt Unlink Tasks (%], C4c cong viéc nay s& duoc sip xép lai dua trén nhiing lién két va

cac rang budc con ton tai

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

mudn thay doi.

Task Dependency @

From: L&p h& so mdi thau
Tor: Mdi thau

Iype: EIENCECIGONNNEE ~ Log: o4 |3

‘ Delete | l 0K ]‘ Cancel

Double-click here

4. Xac dinh nhirng rang budc cho cac cong viéc
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Bang sau liét ké nhirng kiéu rang budc giita cac cong viéc

Kiéu rang bugc

Y nghia

As soon as possible

Cong viéc khéng bi rang budc

As Late as possible

Cong viéc nay phai bi tri hoan cang lau cang tot.

Finish No Earlier than

Cong viéc phai két thic sau ngay thang chi dinh.

Finish No Later than

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

Must Finish On

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

Must Start On

Cong viéc phai két thic vao ngay thang di dinh

Start No Earlier than

Cong viéc bat dau vao ngay thang hoic mudn hon ngay
thang chi dinh.

Start No Later than

Cong viéc phai bat dau trudc ngay thang chi dinh.

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

a) Chon task can thiét 1ap cac rang budc, kich dap vao mé ra hop thoai Task

Information

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

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

nhin OK.

Task Information

Name:

Constrain task

Deadline:

Constraint type:

Task type:
Calendar:

WBS code:

Soan hd sg mdi thau

General] Predecessors| Resources Advanced | Notes | Custom Fields|
Duration: | & days Estimated
Mon 23/05/11 -
As Soon As Possible l:] Constraint date:  Tue 09/08/11 -

As Late As Possible
Finish No Earlier Than
Finish No Later Than
Must Finish On

Must Start On

Effort driven

Scheduling ignores resource calendars

Earned value method Start No Earlier Than
Start Mo Later Than
Mark task as milestone

Help 0K

5. Chia (cit) cong viéc thanh cac phan nho

Ban c6 thé chia nho mét céng viéc néu thoi gian cho cong viéc bi ngat quang. Diéu

nay rat c6 ich, vi du s& ¢ thoi gian ban tam thoi dirng cong viéc dang
lam dé chuyén sang mot cong viéc khac. Ban c6 thé chia mot cong

viéc thanh nhiéu phan néu can thiét.
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Ciing phai chi y thém rang viéc chia nho 1 cdng viéc thanh nhiéu phan khong

gidng nhu nhitng cong viéc dinh ky ma ban da duoc biét trong nhitng bai trudc.

a) Chon cong viéc muédn chia nho. Trén tab Task kich %

b) Trén so d6 Grant, ré chuot dén thanh ngang biéu dién cong viéc, kich vao ngay ban
mudn chia cdng viéc, sau d6 kéo phan con lai téi ngay ban mudn cong viéc lai bt dau
tiép tyc.

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

1. Xic dinh ngudn lwe va thong tin cho ngudn lwe duw 4n
Trong MS project 2016 ¢6 3 loai nguon luc

1. Work : la loai nguon lyc khong phai tiéu ding hét sau khi thuc hién du an
ma c6 thé st dung trong tuong lai, con ngudi , may moc, thiét bi thuoc loai
ngudn lrc ndy. Nguédn luc nay dugc phan bé 100% cho du 4n hay mot phan
danh cho du an khéc.

2. Material : 12 loai nguon lyc dugc tiéu thy, s dung dé du an duoc tiép dién.
VD: xing dau, vin phong pham...Nguon tai nguyén nay duoc xac dinh bang
dinh mc tiéu hao cua tirng tac vu.

3. Cost: la chi phi cong thém trong cong viéc dé co thé hoan thanh né. Vi du
nhu 14 tién cong tac phi, chi phi khac...Loai chi phi nay xay ra tai mot thoi
diém, dau hoac cudi cdng viéc. Chl Y rang c&c cét chi phi khi nhdp ¢ cira sé
Resources Sheet khong chinh siza dwoc. Gia tri chi phi cho nguon luc logi
Cost duroc thiét Idp khi chi dinh nguon lyc ndy cho mét cong viéc khi gan
logi nguan lyc Cost cho mét cong viéc & hdp héi thoai Assign Resources.

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

dung cho c6ng viéc.
Cac budc thuc hién

Bu’éc 1) Vé.O TaSk tab, én mﬁl tél’l thé D r El - Resource Sheet To

Resource  Report  Project Format

xuéng cua nut Grantt Chart dé

L 3{; Cut ram ~ ’F ’T‘;Resource Usage '1i_ =
chon Resource Sheet hoic ptD "8 Copy - - EF_‘-‘;T_‘*_?T?L;J
& Other Views ~

B - ¥ :
| E . Format Paint Planner ~ L&

chon View tab, chon Resource e ard Resource Views
Calendar |29 5ep 14 |13 0ct 114 - |27 0ct 14
Sheet d¢ m¢o khung nhin tao Gant Chrt
A A Ao et \I- it_\-io_rt(_ﬂ_ég[a_ﬂ:_\ ce Name - e ~ Material « Initials e
ngUOn IuC ChO h@ thong- :{\/ Resource Sheet E anNgial E:rk (‘: : rj
R ! éngia2 Work c N
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Budc2)  Cot hién thi thong tin | (Indicate): s& hién thi cac thong tin chi dan, khuyén
c4o lién quan dén cdng viéc d6 dé nguoi ding xem xét lai cac tham sé lién
quan dén cong viéc do.

Budc 3)  Cot Resource Name: danh tén nguon luc cac nguon luc sir dung cho du an.

Dé c6 dugc danh sach cac ngudn luc ndy, ta tdng hop tir cac dinh mic hao

phi ctia cac cong viéc.

© |Resource Name v Type ~ |Material Label ~ |Initials v |Group - Max. v Std.Rate ~ |Ovt.Rate ~ Cost/Use ~ AccrueAt -
1 I Chuyén gia 1 Work C NV 100% 0,00 d/hr 0,00 d/hr 0,00 & Prorated
2 Chuyén gia 2 Work C NV 100% 0,00 d@/hr 0,00 d/hr 0,00 & Prorated
3 Chuyén gia 3 Work C NV 100% 0,00 @/hr 0,00 d/hr 0,00 d Prorated
4 May tinh 1 Work M MAY 100% 0,00 d/hr 0,00 d/hr 0,00 d Prorated
5 May tinh 2 Work M MAY 100% 0,00 d@/hr 0,00 d/hr 0,00 & Prorated
6 Tign dé chi phi Cost T T Prorated
7 Gidy photo Material G VL 0,00 d 0,00 & Prorated

Budc4)  Chon kiéu ngudn lyc trong Type

Vi nhan lyc con nguoi hay may moc chon kiéu ngudn lyc 13 Work

Véi nhitng nguon luc 12 nhién, nguyén vat liéu chon 1a Material

Véi nhitng chi phi khac chon la Cost
Budce 5)  Trong cot Group dit tén nhém dé gom nhom céc ngudn luc cing loai lai.
Budc 6)  V6i mdi nguon luc cdng viéc nhap don vi tai cot Max. Unit

Véi kiéu ngudn lyc Work nay don vi st dung duoc tinh theo ti 16 phan traim danh
cho cdng viéc. Vi du: 100% biang mot don vi hodc tuong duong tat ca thoi gian ma mot
ngudn luc co thé cung cap. Néu trén 100% la mic ma ngudn hre duoc xem 1a sir dung qué
muc

Budc 7)  Cot Material label: nhap don vi tinh cho loai nguoén luc Material, vi du nhu
tan, kg, m3...

Budc 8)  Cot Std.Rate: dé biéu dién mic gia chuan thudng dugc tinh cho maét loai
ngudn luc. B4i vai loai ngudn lee Work thi don vi Std.Rate cd thé 1a ngay,
gio...Ddi vai loai ngudn hre Material thi thi don vi Std.Rate c6 thé 1a don gia
hao phi.

Budc9)  Cot Cost/Use: dung dé biéu dién chi phi cé dinh (chi phi khoan khéng phu
thudc vao thoi gian va muie do st dung ngudn luc) cho mét 1an sir dung nguon
lyc, gibng nhu chi phi van chuyén lip dit may moc, chi phi van chuyén hrc

lugng cong nhan dén cong trudong. Khi mot cdng viéc sir dung ngudn hec co
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lién quan vai chi phi ndy, MS Project s& cong chi phi chuan Std.Rate va chi

phi Cost/Use va gan cho cdng viéc.

Bude 10)  Cot Accrue At (tich liy chi phi): dé chon cach tinh chi phi caa mot ngudn

luc.

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

e Kiéu Protated: cong viéc 1am duoc bao nhiéu thi tinh by nhiéu theo ti I¢.
2. Cach thay ddi lich cho nguon luc

Hé thng thoi gian 1am viéc trong phan trude duoc khai tao cho tat ca cac tai nguyén
nhu con nguoi va may moc, thiét bi. Tuy nhién ban c6 thé dinh nghia thoi gian lam viéc
cho mot nhan vién hay may moc nao d6 dé thich tng véi du &n cua ban. LAy mot vi du rat
don gian nhu sau, mét nhan vién A c6 thoi gian nghi mét tai thang 6 nhung nhan vién B
lai 1a thang 7 vi vy can phai c6 nhitng thoi gian biéu khac nhau di vai tirng nhan vién.
Mot vi du khac nira 12 may mac sir dung ciing can c6 thoi gian bao dudng trong qué trinh
hoat dong.

Céch thay d6i nhu sau:
Budc 1) Kich dap vao ngudn luc can thay ddi lich 1am viéc so véi lich nén chuan,

xuat hién hop thoai. Hodc chon tab Resouce, chon group Properties, chon ndt

Information.

Task Project View Menus
R 2 & % 3 (@

Team Assign  Resource Substitute Add Information [Motes Details Leve
Planner ~ | Resources Pool = Resources | Resources =

Acrobat Format

g=

Wiew Assignments Insert Froperties

f June Resource Information (Shift+F2)
Start

o Show the Resource Information
Mon 09/05/11

dialog box for the selected
resource. -

I Tirneline

I = P _

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

Budc 3)  Thiét lap nhu da huéng dan & phan trén.
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Change Working Time @

Resource calendar for 'Chuyén gia 3"

Base calendar:  Standard :

Legend: 24 Hours 0 See its workip et STmEs -
e Night Shift
Clsaan L]

) 2011 .
[t Standard | i e

Monworking

! Edited working 2134|5678

9 |10|11 |12 |13 |14 |15

On this calendar: Based on:
161718113 |20 ;20422 Exception 'Nghi phép' on calendar

28 |29 'Chuyén qgia 3'.

Exception day

i Nondefault work
i week

Exceptions | Work Weeks
Name Start Finish - Details...
1 |Mghi phép 24/05/2011 25/05/2011 El
Delete
2] (o

3. Thiét lap nguon luc cho cac cong viéce

Budc 1)

Budc 2)

Budc 3)

Budc 4)

Budc 5)

Chon cdng viéc ma ta muén xac dinh ngudn lec cho no.

Chon Resourse tab chon group Assignments, 4n niit Assign Resourse dé mo

ctra s6 Assign Resourse.

Chon nguén luc mudn thiét Iap tir danh séach cac ngudn luc, an nit Assign.
Néu cac ngudn luc da duoc thiét 1ap don gia chi phi (cost) thi ta s& thay cot
Cost chua céc gid tri twong wng. Néu ta chi sir dung mét phan cua nguén luc

thi chinh stra c6t Unit.

Click vao cong viéc khéc o ctra s6 Grant Chart dé tiép tuc thiét 1ap ngudn luc
va quay lai cira so Assign Resourse dé chon nguon luc va an nit Assign. Thuc
hién nhu vay cho cho dén khi cac ngudn luc cho 1 dy an duoc thiét 1ap xong.
Muén dbi tir nguon luc ndy sang ngudn luc khac, ta chon né rdi 4n nit
Replace dé chon ngudn lrc khéc.

Nhan nuat Close dé hoan thanh thiét 1ap ngudn luc cho mét cong viéc. Trén

khung nhin so d6 Grant, ta thiy cac ngudn luc da dugc dinh kém vai thanh

tién do cong viéc mm=— Chuyén gia 1;Chuyén gia 2;Tién d& chi phi
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Budc 6)

Muén loai bd mét ngudn luc, ta thuc hién dén buéc 3, rdi chon nguon hrc

mudn loai bo tir danh sach cac nguén lyc, 4n Remove

Acrobat l

gjsk Resource Project

IB(E8 & 3 @

=g e S o ¢ ==
i Team Assign  Resource Substitute add Information Motes Details
i planner ~| Resources | Pool * Resources | Resources

View Menus Format

Level

= & 5

Level
Selection Resource Al

[ Leveling Options

£& Clear Leveling

Level

i Next Overallocation

[l ] Fri 14/10/11
: ) Finish
ThUQQJBtll
11 [18Jul'1l [08Aug'll |29 Aug'1l |19Sep 11 |
T[F[s[s|m[T[w[T][F[s[s][m™

Assign | :
[Coemon | ———

— ¥ 11 %n gia 1;Chuyén gia 2;Tign d€ chi phi

----- o | .

Chuyén gia 1;Chuy&n gia 2:Gidy p

Chuyéngia 3
Chuyén gia 3;Chid d3u tu
Chi diu tw;Ch

i View Assignments Insert Properties Level
|l
|j _E Assign Resources
1@ ——
S Start Task: T8 chifc ddu thau
= Mon 08/05/11 Resource list options
Task Task Name
< Resources from Tien do to chuc thau
o Mode -
IENL & =15
Resource Name R/D Units Cost ||E
2 = {1 Céc nguiin luc khdc 0,00 d
3 P % 1.1 ||»|cn d8u o 100%
- T R ETY Y 1= o0 non oo d | Replace...
4 i % 11 v C:uyfn gial 100% | D! |
| v |Chuyén gia 2 100%
5 E 1.2L4 v |Chuyén gia 3 PUliCN 120.600.000,00d |
6 E& D 121 ||+ JciE photo 1 gram
7 i 2 12 v |Mdy tinh 1 pUIVCR 30.364.999,68d |
+ v |Méy tinh 2 100%
() Help.
i s 01 % 123 [ Tn d o phi
M 9 i 2 1.2 -
C =
] Ngal  Hold down Ctrl and click to select multiple resources
10 % 1.2

@ [Chuyén gi

4. Sira d0i thoi gian thuce hién cong viéc

Khi ban thiét 1ap nhiéu nguén lec cho mot cong viéc dugc danh dau Ferrort arven

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

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

nhan vién cing thuc hién. Néu ban muén gitr khoang thoi gian thuc hién cho céng viéc

nhu ¢t thi thuc hién nhu sau:
Budc 7)
Budc &)

Bude 9)

Chon tén ¢éng viéc trong cira so cua Grant Chart
Kich dap vao tén cong viéc vira chon. Sau d6 chuyén vao tab Advance

Trong hop thoai ndy boé dau kiém trong muc Effort Driven, sau d6 kich OK.

Bay gio khi tao thém ngudn luc cho cong viéc s& khong bi thay doi

Task Information

Genera\] Predecessors| Resources AdVﬁﬂCEd] Notes] Custom Flelds]

Name: | Soan hd s¢ mdi thau

Constrain task

=

| Duration: |6days |§‘ [ Estimated

Deadline:

Constraint type:

Task type:
Calendar:

WES code:

Earned value method:

Mon 23/05/11

As Soon As Possible

* Constraint date: NA -

DMark task as milestone

Fixed Units - Effort dri\ren_]
lone - Scheduling ignores resource calendars
1.2.1 |
% Complete -
[ OK l ’ Cancel ]
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5. Kiém tra hi¢u chinh viéc str dung nguon luc

Khung nhin Resource Usage thé hién tat ca cac ngudn luc st dung trong du
an. V6i khung nhin nay ban c6 thé thiy rang ngudn hrc duoc str dung nhu thé ndo, nhiing

ngudn nguon luc ndo cé thé st dung tiép, nguon ngudn luc nao dang qua tai.
Budc 1)  Trong tab View chon Resource Usage
Bugc2)  Trong Resource Name xem lai cac cong viéc sir dung ngudn ngudn luc nay

Budc 3)  Mubn d6i cong viéc cia ngudn hec, vi du d6i chuyén gia 1 qua lam viéc cua

chuyén gia 2, chuyén gia 2 qua lam viéc cia chuyén gia 1, ta ré dong ngudn luc chuyén

gia 1 dé qua dong ngudn lyc caa chuyén gia 2

ke %=
Fila Task Resource Report  Projuct [RUISH o Te h t Canh Luong Van
=lm=| '3 Network Diagram '!'_!!: | T2 Resource Usage = E A + 3 ) Highlight Highlight] = Timescabe: Q == ¥ Timeline Timelin . —-: =- e
= L endar - = ‘MEmsaneserTs S = Y fiter  [NoFler] - [37] Days . s, Details = a
Gantt  Task — Team  — Sort Outhine Tables __ e Zoom Entire t New —  Maoos
Chart - Usage = 27 Othor Views = Planner = - Other Views - & b i 7= Group by: [No Group] ¥ Project L Window 2
Task Views Resousco View Data c pl Winder acrc
w 5 0t 14 i od 16 P 1 24 poow 14 08 D 14 23 Dec 14
= e T Dok g B 5 e
o g R
£ 21a-2
=
% Oct '] 29 De
Resource Name w Comp. - Work w Overtime » Baseline » Varlance « tal » Remaining » Budget Cos 8 5 s v
+ Unassigned % Ohrs Qhrs Ohes Ohes Dhirs Dhrs Work
o% Ohrs Ohrs Ohes Ohes Ohrs Ohrs Wwork
Két thue gial dogn ¢ T00% Ohrs O hrs D hrs Ohrs Ohrs o hrs Work
Chudn bj hé o diet 100% Ohrs ohrs 120 brs 120 Frs Ohrs Qhrs Work
1 4 Chuyiingia 1 3% 312 hrs Ohrs 3024 hes 96k 976hm Hddhns Work ah 4B 176m
Wark 10k 206H 133k,
Sogn hd somii thi, 100% 48 hrs. D hrs 28,4 brs 4,6 hrs 48 hrs 0 hrs ‘Work 48h
100% 40 hrs Ohrs 10 hvs Ohes 40hes Dhrs Work | T amh
54 lurigng cn b8 sor
o G ther md thie he 100% Bhrs Qhrs & hrs O hrs 8hrs Ohrs Work Bh
1] Bdng v mé thiku 20% Bhrs Ohrs Bhs Ohes 16 hes 64 hrs Work 8h
g Ddrih gidh h ser i o% 120 hrs Ohrs 120 brs Ohes Ohes 120 hrs Wark 120
iv] Exinh gid tai chink o% 40hrs Qhrs 40 bes s ohrs 40 hrs Work 40h
5 hode diém téng
2 Trink duyét ahd o% Bhrs Ohrs 8hrs Ors Ohrs Bhrs Wark 8h
= thilu dirge 0 ngh|
Théing bdo tring o% 40 hrs Ohrs 40 hrs O hrs Ohrs 40 hrs. Work 40h
thilu v méi
3|+ Chuyiin gla 2 3%  3152hn Ohrs  310,4 hes 48hs  1S2hn 200 hrs Work 43,2k 6l 168K 40h
Work Fliah dhdsy
Sogn hd s mé tha 100%  432hrs Ohrs 28,4 brs 48 432hes ohrs work 43.2h
Hodirs ebinh, in dn 100% A0 hrs Ohrs 40 brs O 40 hes Ohrs work 40h
54 hrgrg clin 18 s
Phdt hénh hd sor mé 100% 24 hrs. Ohrs 24 brs 0 s 24 hrs Ohrs Work 24h
BDéng vé md thiku 100% Bhrs Ohrs Shes Ohes Bhrs Ohrs work Bh
Dirih it W ser i o% 120 hrs Ohrs 120 brs Ohes Ohrs 120 hrs work 1204
Bdnh ik 147 chink (.3 &N hrs fhrs 4 hre 1 b M hrs A hrs Wk ANk
5 m = - 1 +
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Chuong 6 )
Qudn ly dw dan (hé thong)

1. Xem xét toan by du an
Chuing ta c6 thé quan sét thoi gian bat dau, két thic du an va thoi gian nhiing pha
chinh xay ra trén khung nhin Gantt

Trong tab View, chon group Zoom, chon niit Zoom dé c6 thé lya chon cac loai hinh

dé c6 thé xem duoc du an,& ddy mubn xem toan bo du &n chon Zoom ta duoc hop thoai

chon Entire project dé nhin thy toan bo di an kich OK.

| rai - ||-‘:l % Gan Tien do to chuc thau.mpp - Project Professional

Resource  Report  Project t you want to do...
mm [Tl Resource Usage = A + S 2 Highlight: [No Highlight] ~ Timescale: T—' e | Tin
| | — =8 1211 -
e el = Calendar - :"‘. [z¢ Resource Sheet ~ ZJ' ‘Y Filter: [Mo Filter] = |[8] Days - Q "C\\ Q De
Gantt | Task —_ Team —_ : Sort Qutline Tables _ = Zoom Entire Selected
el Usage - 5 Other Views - Plarnar=" 2 Other Views - = 3 = T Group by: [No Group] . N broioct Tasks
Task Views Resource Views Data
g 179 Sep 14 12 Ot ‘18 27 0 '18 [10 Naw ‘14 24 Nav 12 08 Due 14 05 Jan '15
= rt Tri Binh gid h so mai t
g eip-1a hFad 09-12-14 - 29-12-14
e R N M A b Y A - r
2. Kiém tra ngay bat dau va ngay két thuc du an
Chung ta cO thé xem lai thOng tin Ve [poiect stetsses for Tien do o chuc tha =
Start Finish
by A 4 J Ja 7 H A Current Mon 09/05/11 Thu 22/12/11
ngay keét thac dy an c6 ding mong doi Khdng, | [excine N NA
Actual NA NA
A A = A N A N . ~ N Variance 0 days 0 days
sO lugng cOng viéc va so thoi gian da thyuc hién e o o
Current 164 days 2.208 hrs 192.255.016,96 d
9 z Baseline 0 days 0 hrs 0,00 d
duqc Cua du an Actual 0 days 0 hrs 0,00 ¢
Remaining 164 days 2.208 hrs 192.255.016,96 ¢
Percent complete:
Vao tab Project, chon group Properties, | owwor 0% vore %

chon nut Project Information ,kich Statistics s& duoc hop thoai hién thi thong tin nhu sau:
3. Xac dinh duwong gang cua du an
Puong ging 1a tap hop cac cdng viéc phai dugc thuc hién dung tién d6 dé nhitng
cdng viéc nay khong anh hudng dén sy hoan thanh cua dy an néu cé su tri hodn cong viéc.
Trong tab Task hoic tab View, chon menu tha xuéng cia nit Gantt Chart, chon
Tracking Gantt. Khi d6 s& hién thi mot duong mau dé duong nay chinh 1a dudng ging cua

du an.
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H ©- D I El - Gantt Chart Tools Tien do to chuc thau.mpp - Project Professional
File Task Resource Report Project i Format Q Tell me what you want to do...
E E = Netwqu Diagram ~ E [T2 Resource Usage ~ Al E\ I:\E 5 Highlight: [No Highlight] ~ Timescale: Q
[

[ = Calendar - “ m Resource Sheet ~ YA IE‘ Y Filter: [No Filter] ~  [5] Days -
| Gantt Task = Team = Sort Outline Tables _ Zoom
| Chart ~ Usage i Other} :Vlews - Planner - & Other Views ~ . . . = Group by: [No Group] - .
1 i
i Built-In Is i Resource Views Data Zoom
i i
! i 30-11-14
i Gantt Chart ! 08 Dec 14 22 Dec 14
\ - [} Danh gia hé so mai thau
1 :/ Tracking Gantt | J 09-12-14 - 29-12-14

’T‘u“ Reset to Default Planned B Ve - December 2014 January 2015 February 2(

Value PV
T save View.. S -|Ev(scwR) - |aciacwp) - |sv| 30| €5 |10 |15 | 20|25 | 30 |04 |00 | 14 |19 24 | 20 | 03 | 08
i nha thiu 14 DDD nnn ood 0,00 d 0,00 d )00 L 0%
TE1 wore views. sid hd so méi t124.000.000,00 d 0,00d 0,00 d J0C ~0%
20 | Trinh duyét danh 800.000,00 & 0,00 ¢ 0,004 (8 0%
sach nha thdu dat
véu cau ki thuat

4. Xem xét cac cgt khac nhau trong m¢t khung nhin

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

Tén khung nhin Noi dung

41 Calendar Lich hang thang chi ra cac cong viéc va kha nang hoan thanh no.

42 Gantt Chart D|.é;n tékcac cong w?c _\ia cac thE)ng tl_rl co \Ilen‘qua_n, mc}t\ bléu\ do
(biéu do ngang) thé hién cac cong viéc va thoi gian hoan thanh

chang.
Thé hién duéi dang 1udi cac cong tac (so d6 mang) va sy phu
4.3 Network T . \ A 2R o A
_ thuoc gitra chung. Dung khung nhin nay d€ c6 mot cai nhin bao
Diagram quat vé cac cong Vviéc.

4.4 Task Usage Thé hién ganh SéCD céf cc‘)ngkviéc di duoc gfgm taj nguyén., Dung
khung nhin nay d€ thay nguoén nguon lyc nao da dugc gan cho
mot cong viéc cu thé

- Thé hién danh sach cua cong viéc va thdng tin cé lién quan. Dung
4.5 Tracking Y AN . ,
khung nhin nay d¢ theo ddi tien trinh cua dy an.
Gantt

Thé hién biéu db phan phdi tai nguyén. Dung khung nhin nay dé

4.6 Resource
thé hién thdng tin vé mot nguon luc duéi cac tiéu chi khac nhau.

Graph

Danh sach ngudn lyc va thong tin lién quan. Dung khung nhin

4.7 Resource ) < A e X s A
nay de nhap va hiéu chinh céc thong tin ve tai nguyén.

Sheet
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4.8 Resource

Usage

Thé hién danh sach gan nguon luc cho cang viée duge nhom dudi
moi Nguon tai nguyén. Dung khung nhin nay dé thé hién chi phi
hoac phan phoi gio cong ngoai gio.

4.9 More View

Cho phép lua chon cac khung nhin kh&c cua chuong trinh.

Trong tab View, chon group Data, an nut Table, chon khung nhin ma muén ta muén

quan st sb liéu.

#) sort = & [No Highligh]  ~ P [No Highlight]  ~  Timescale: P No Highlight]  ~ Timescale: Qz
Y outline ~ <7 [No Filter] - s [26] Days 7 [No Filter] - [26] Days ~ EREr
- - 5.
=3 Tables - B [No Group] - B2 BuiltIn ] — Ea
N D/ [No Filter] D Built-In
Built-In | Active Tasks [Ne Group]
Lost Completed Tasks Active v. Inactive

Entry Critical Auto Scheduled v. Manually Scheduled
Entry Date Range... Complete and Incomplete Tasks

Hyperlink Incomplete Tasks Constraint Type
Late Tasks Critical
Schedule
Milestones Duration
Tracking Summary Tasks Duration then Priority
Task Range... Milestones
Variance ] - ]
- Tasks With Estimated Durations Priority
Work Using Resource... Priority Keeping Outline Structure
B - Resource
K Clear Filter
Summary Status
W New Filter @
Usage @ Clear Group
¥ More Filters...
FE  Reset to Default R New Group By..
L= Resetto Defau T ——
= t7  Display AutoFilter B2 More Groups..
Save Fields as a New Tahle . i
Show Belated Summary Rows Maintain Hierarchy in Current Group
= More Tables...

5. Thé hién thong tin c6 chon loc

Poi khi ban can theo ddi chi mot s6 cong viée xac dinh ndo d6, MS Project cho phép
ta loc théng tin trong toan du an dé c6 duoc nhitng thdng tin can thiét.

Trong tab View, chon group Data, an n(t Table, chon khung nhin ma muébn ta mudn
quan sat so liéu. C6 thé loc thong tin theo y mudn bang cach chon More Filter. .. nhu trong

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

Thuc hién cac budce nhu trong phan trén nhung thay vi Iy dit liéu trong phan Filter
ta chon dit liéu trong Group
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Chuwong 7 '
Cach thirc luu ké hoach cua duw an va kiém soat dw an

Sau khi d4 nhap toan b théng tin vé cong viéc, vé nguon luc, théng tin vé chi

phi cho dy &n, ban c6 thé luu gitr N6 nhu 1a mot ké hoach ban dau (baseline)

Dé luu lai nhirng thong tin vé du an tai mot thoi diém thuc hién du &n, ban c6
thé luu giit thdng tin & dang thoi gian chuyén tiép (Interim) va c6 thé so sanh thong tin tai
thoi diém chuyén tiép nay véi thong tin dy an ban dau.

Trong qué trinh thuc hién du &n, ban c6 thé so sanh nhitng thong tin hién tai va
théng tin khi 1ap ké hoach cho du an.

1. Luu giir mot ké hoach
Khi ban d3 nhap tat ca cac thdng tin dy &n va san sang dé thuc hién dy &n, ban

¢6 thé luu trit nhimg thong tin ndy nhu 13 thong tin khai tao ké hoach cho dir an. Chinh tir
thong tin ké hoach nay ban c6 thé so sanh vai thdng tin khi thuc hién du &n, va tir 6 dé cé
nhitng diéu chinh hop ly

Budc 1) Chon menu Project, chon group Schedule , nhin Set Base Line

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

Budc 3)  Chon Entire Project hay chon Selected Tasks dé luu giit toan bo du &n hay

chi luu nhitng céng viéc da chon. Nhan OK

I
Project View Menus Acrobat Format

é ﬁ" uzsjg =3 -g Status Set.BaseIme‘ @

il
L ss

.inks Between WBS Change Calculate € [ov
Projects = Working Time | Project |Baseline *| Proje

Properties

s Defal

ancel |

Cha y: khi ban chon khung nhin Tracking Gantt, mac nhién Project s& liy baseline
dé so &nh vai tinh trang dy an hién tai. Mudn so sanh véi baseline khac, chon menu Format

> group Bar Styles > Baseline > chon Baseline mong muén so sanh.
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Khi lwu triv baseline file *.mpp sé ting dung lwong |én rét nhiéu, do chwong trinh
Iwu triv 5 thong tin sau déc \Gp Vdi tién dg ta cap nhdt sau nay: ngay bér dau (start dates)
, ngay két thuc (finish dates), thei gian hoan thanh (durations), sé théi gian thuc té cac
nguén lwe da thuc hign (work), va chi phi cia cac cdng viéc (cost).

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

Néu da c6 mot trong cac tinh hubng nhat dinh, vi du nhu khéng can phai luu toan
bo ké hoach (baseline), cé thé st dung mét bizc anh chup nhanh cua ngay bat dau va ngay
két thlic tai mot thoi diém, ta str dung viée luu gii tai nhirng thoi diém chuyén tiép (interim)
dé sir dung cho muyc dich so sanh sau khi ta thay doi tién do. MS Project cho phép luu thong
tin theo kiéu chuyén tiép 10 lan.

Budc 1) Chon menu Project, chon group Schedule , nhan Set Base Line.
Budc 2)  Thay vi chon Set baseline ta chon Set Interim plan.
Bugc 3)  Trong cot Copy chon tén cua ké hoach tai thoi diém chuyén tiép hién tai.
Budc 4)  Trong muc Into chon tén cua ké hoach tai thoi diém chuyén tiép tiép theo.
Budc 5)  Chon toan b du an hay chi cac cong viéc duoc chon lra. Nhin OK

Dé so sanh du an dang thuc hién véi thoi diém chuyén tiép, ta co thé chén cot Startl

va Finish1 vao khung nhin dé tién so sanh, theo di.

3. Thay d6i tham s6 cong viéc theo thue té thue hién

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

thoi diém han dinh.

Chon khung nhin Tracking Gantt, chon ché d6 hién thi caa group Data, chon nit

Table, chon Work hoac Variance.

4. So sanh giira thoi gian thue té thue hién va ké hoach déi véi mdi cong viéc
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Trong MS Project ban c6 thé so sanh thoi gian thuc hién cong viéc thuc té va ké
hoach. Mot cong viéc c6 thé két thiic sém hon hoic c6 thé phai kéo dai hon so v6i ké hoach
da dinh. Bé du an duogc thuc hién dang tién d6 , ching ta can phai biét duoc nhitng thay
d6i nhitng phat sinh trong thuc hién du an. Ms Project cung cdp mét chirc niang dé thuc
hién diéu ndy. Chirc ning nay cho phép ban thay duoc nhirng cong viéc cé lién quan téi
chung, diéu chinh ngudn nguon lyc sir dung hay lugc bo nhitng cong viéc khdng can thiét

dé hoan thanh cong viéc d6 dang han
Budce 1)  Chon menu Task, chon group View, chon nut Gantt Chart

Budc 2)  Chon menu View, chon group Data, chon nut Table, chon Work hoac

Variance.

Budce 3)  So sanh céc gia tri trong cot Work, Baseline, Actual

Task Name . |Work . |Baseline  _Variance  _ |Actual . |Remaining _ % W. Comp. _

1  |FT8 chirc d4u thiu 1.243,2 hrs 1.248 hrs -4,8 hrs 361,6 hrs 881,6 hrs 29%
2 = Céng tac chuin bi 8 hrs 8hrs 0 hrs 8 hrs 0 hrs 100%
3 Théanh l&p t5 chuyén gie 8 hrs 8 hrs 0 hrs 8 hrs 0 hrs 100%
4

5 = Lép hd so' mei thau 563,2 hrs 568 hrs -4,8 hrs 353,6 hrs 209,6 hrs 63%
6 Soan hé so mdi thiu 187,2 hrs 192 hrs -4,8 hrs 153,6 hrs 33,6 hrs 82%
7 Tham dinh hd so mai th 80 hrs 80 hrs 0 hrs A0 hrs A0 hrs 50%
8 Trinh phé duy&t hd so' n 16 hrs 16 hrs 0 hrs Ohrs 16 hrs 0%

Y nghia céc cot trong bang:

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

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

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

%W. Coml: Sé phan trim cong viéc da thuc hién.

5. Nhip tong thoi gian thue té sit dung ngudn lwe va so sanh véi ké hoach

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

thoi gian stir dung nguén luc do.
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Khi ban nhap thong tin thoi gian thyc té sir dung nguon luc, MS Project sé& ty dong
tinh lai s thoi gian con lai sir dung ngudn ngudn luc do
So sénh viéc st dung ngudn luc trong thuc té va ké hoach. Ching ta c6 thé theo doi
viéc sir dung ngudn luc trong thuc té va ké hoach. Trong phan nay chung ta cling c6 thé
theo ddi duoc sb nguon luc qua tai dbi vai viéc sir dung ngudn luc.
Budc 1) Chon menu Task, chon group View, chon nat Gantt Chart
Budc 2)  Chon menu View, chon group Data, chon nut Table, chon Work hoac

Variance.

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

1. So sanh chi phi hién tai va ké hoach
Chi phi thuc hién du an theo ké hoach c6 thé s& khéc véi chi phi thuc té thuc hién.
Chinh vi nhiing 1i do trén chlng ta can phai theo dai chi phi thuc hién cac cong viéc trong
qua trinh thuc hién va dam bao rang tong chi phi thuc hién dy &n s& khéng nam ngoai du
kién.
Budce 1)  Chon menu Task, chon group View, chon nut Gantt Chart

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

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

s6 hién tai)

Task Name . Fixed Cost . Fixed Cost Accrual . Total Cost . Baseline . |Variance Actual . |Remaining
1 = T8 chirc dau thau 0,00 Prorated 599.000,00 d 599.000,00 d 000.000,00 d 076.666,67 d 522.333,33 d
2 - Céng téc chuin bi 0,00 d Prorated 0,00 d 0,00d 0,00 d 0,00d 0,00d
3 Thanh 1&p t8 chuyén gic 0,00 d Prorated 0,00 ¢ 0,00d 0,00 d 0,00 d 0,00 &
4
5 -/ Lap hd so mei thau 0,00 d Prorated 279.000,00 d 999.000,00 d 280.000,00 d 076.666,67 d 202.333,33 d
6 | Soan hd sg mai thau 0,00 d Prorated 994.000,00 ¢ 914.000,004 80.000,00 & 676.666,67 & 317.333,33 d

2. Cac thuit ngir!
Mot ban ké hoach du an (dugc lap truéc khi khoi cong) xac dinh cong viéc phai
hoan thanh, trong d6 bao gdm ca ké hoach vé chi phi thuc hién (tic 12 ban du toan) va ké

hoach vé thoi gian thuc hién (tic 1a ban tién d6).

1

https://vi.wikipedia.org/wiki/Qu%E1%BA%A3N_1%C3%BD_gi%C3%Al_tr%eE1%BB%8B _thu_%C4%91%C6%B
0%E1%BB%A3c

42/60 PhD. Luong van Canh



Ung dung MS Project 2016 trong Qudn Iy du &n

Gia trj kinh phi du kién (cip theo ké hoach du an) cho mét cong viéc tai thoi diém
kiém soat du an (con goi 1a thoi diém bao céo), duoc goi 1a gia tri du kién PV (Planned
Value) hoic Dy toan ngan quy chi phi cho cong viéc theo tién do BCWS (tiéng Anh 1a
Budgeted Cost of Work Scheduled). Gia tri dy kién PV hoic Dy toan ngan quy chi cho
cdng viéc theo tién 46 BCWS.

Gia tri kinh phi (tac chi phi) theo du toan (tic 1a ké hoach truéc khoi cong) cua
phan khi luong cong viéc thuc té da hoan thanh tinh toi thoi diém béo co (cua céng viéc
duoc theo doi), goi la gia tri thu dugc EV (Earned Value) hoac Dy toan ngan quy chi phi
cho cdng viéc di thuc hien BCWP (tiéng Anh 1a Budgeted Cost of Work Performed).

Chi phi thuc té AC (Actual Cost) hay Chi phi thuc té cho cong viéc da thuc hién
ACWP (tiéng Anh 1a Actual Cost of Work Performed), 1a hao phi thuc té phai bo ra dé

hoan thanh phan cong viéc, da duoc thuc hién xong, vao dung thoi diém bao céo.

Chénh Iéch chi phi, hay chi phi do léch ké hoach CV (Cost Variance). Trong phuong
phap kiém soat chi phi truyén thng, chénh léch chi phi dugc quan niém Ia hiéu sé giira gia
tri ké hoach va gié tri thuc té (Pay ciing chinh 1a Chénh léch ngan sach BV (Budget

Variance)):
CV1=BV=PV-AC=BCWS-ACWP

Néu CV1 > 0 thi téc do chi phi cho du an bi cham (cham rai ngan). Phuong phap
truyén théng khong thé cho biét nhitng phan cong viéc nao hay nhirng céng viéc nao thyc
té da duoc hoan thanh tir lwong kinh phi da duoc bo ra tinh téi thoi diém kiém soat. Chénh
léch chi phi theo phuwong phap truyén théng CV1 chua ké dén phan chénh léch gia tri kinh

phi do viéc thay doi tién do6 thuc hién so vai ké hoach.
3. Xem xét chi phi toan b§ du an

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

chi phi da st dung va chi phi con lai dé thuc hién du éan.

Trén menu Project chon group Project Information, hién ra cira sd Project
Information, 4n vao nit Statistics, hién ra ctra so Project Statistics, ta c6 cac dong thong tin
cua tong du an twong tu nhuw muc trén:  Current (téng chi phi theo cac tham sé hién tai),
Baseline (tong chi phi theo ké hoach), Actual (chi phi that su dd bo ra dén thoi diém dang
xét), Remaining (chi phi con lai phai thuc hién so véi tong chi phi theo cac tham sb hién
tai)
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Project Statistics for 'Tien do to chuc thau' @
Start Finish
Current Mon 09/05/11 Mon 26/09/11
Baseline Mon 09/05/11 Mon 26/09/11
Actual Mon 09/05/11 NA
Variance 0 days 0 days
Duration Work Cost

Current 100,8 days 1.243,2 hrs 95,855.000,00 d
Baseline 100,8 days 1.248 hrs 97.599.000,00 d
Actual 19,97 days 361,6 hrs 22.074.000,00 @
Remaining 80,82 days 8816 hrs 73.781.000,00 &
Percent complete:

Duration: 20% Work: 29%

4. Phan tich tai chinh véi bang Earned Value

Earned Value 1a cdng cu quan ly chi phi va tién do du an mot cach truc quan. Néu

mudn so sénh tién trinh, chi phi thuc hién du 4n mong doi véi tién trinh, chi phi thuc té

vao mot thoi diém nao do6, chiing ta co thé ding bang Earned Value

Chiing ta cd thé sir dung bang nay dé dy doan rang véi tinh hinh hién tai thi cong

viéc s& két thic vai mot chi phi vuot qué kha ning cho phép hay khong.Vi du néu mot

cong viéc da hoan thanh hon 50% va chi phi thyc té 1a 20000004, chiing ta c6 thé dé dang

thdy duoc con s6 20000000d 14 nhidu hon, it hon hay bang so vai thuc hién 50% cong viéc

nay . Cot VAC thé hién sy khac nhay vé chi phi giira thuc té va ké hoach.

Pé tinh dugc gia tri dat duoc, khi

ghi chép muace d6 hoan thanh cuaa cong viéc,

| Default task Earned Value metho@

Earned Value options for this project: | ] Tien do to chuc thau |L|

Physical 3 Comp\ete i

Vao menu Flle’ Chon muc Optlon’ Chon tab Baseline for Earned Value calculation: %Cmplete r/ed 11f05,-’11)|z|
Physical % Complete

Advanced, tim muc Default Task Earn

Calculation options for this project:

(@] Tien do to chuc thaulZI

Value Methode, ta chon loai Physical % Complete ( dirng chon % Complete).

Budce 1)

Budc 2)

Budce 3)

Chon tab View, chon nat group Data

Chon menu tha xuéng cua nit Tables, chon More Tables, chon Earned Value,

an Apply.

So sanh céc gia tri trong cot cua bang Earn Value.
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H ©- D r El v Gantt Chart To Tien do to chuc thau.mpp - Project Professional
File Task Resource Report Project Format Q) Tell me what you want to do...
[D— Network Diagram ’*E IS Resource Usage ~ % J, E‘Ei’-iﬁ-\p Highlight: [No Highlightl = Timescale: q UZ%‘\ Lo}
[ calendar - o ’@ Resource Sheet ~ W Filter: [No Filter] ~ | [3] Days -

Zoom Entire Selected

Gantt  Task - i Team = i Sort Outlin'p Tables
= Other Views - [S Other Views - ]

1
,h; Group by: [Ne Group] -
|

Chart ~ Usage ~ Planner ~ © Tl - Project Tasks
________ /
Task Views Resource Views Built-In Zoom
[} 27-09-14 —2-12-1a
% ‘29 Sep '14 ‘13 Oct 14 |270{l'14 ‘1EIF Cost |EIE Dec {4 4 IZ:Hn
= Start Tri Banh gii hd so mai thiu
I Ent
E 22-09-14 17- s 09-]2-14 - 20-12-14
Hyperlink
Planned Earned Value Hyperin October 2014
Task Name v |Value-PV ~ _py@BCWP) v AC(ACWP) « SV - v Schedule ¥ More Tables % :
0 |4 Tien do to chuc thau [99.000,00 4 .159.000,00 & .271.000,00 ¢ ).000,00 d) .00 . I
Tracking 1 . =
1 2173 chirc ddu thau  .599.000,00 d 4.159.000,00 d 7.271.000,00 4 '0.000,00 d) 2.0( g Tables: @Task  OResource F
2 4 1.1 Céng tac chudn 0,004d 0,00 & 0,004 0,00d Variance iz;i';:;m Dates R New...
3 1.1.1 0,00 d 0,00 & 0,00 d 0,00 Work Edit
4 1.1.2 Thanh Iap té 0,00 d 0,00 & 0,004 0,00 & Summary
5 n Earned Value Cost Indicators Copy... L
Usage Eamed Value Schedule Indicators
Organizer...
6 41.2 Lap hd so mdi t .999.000,00 d 9.999.000,00 d 2.279.000,00 d 0,00 d 10.0( ( -
7 1.2.1 Soan hd s¢'11.914.000,00 d 3.914.000,00 d 3.994.000,00 d 0,00 d30.0 e it
B 4 Save Field: New Tabl
L ® 1.2.2 Thdm dinh ~ 8.000.000,00 8.000.000,00 d 8.200.000,00 d 0,004 (20}--9 Qo s Ney o v
= . U,
% hd so mai thau d i % More Tables... t Cancel
5o 1.2.3Trinhphé  800.000,00d  800.000,00 ¢ 1.000.000,00 d 0,00 d (20¢ i " g

Cha y: néu cot VAC am thi theo tién do thuc té nay thi quy tai chinh du dinh theo

ké hoach 1a 4m va nguoc lai

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

o EBAC
5000 L
AC i
\" % vac
40'00 ™ / = (
3000 o ~ -—q| BAC PE— J
TIN |
2000 Projected
Program
Delay
1000
EV L] %
}Cost Variance } Schedule Variance

0 1 1 1 1 1 1 1 1 1 1 1 1 I

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

Schedule Slip

Mot s6 tir viét tat va y nghia trong EVM:

e Do léch vé tién d6: SV=EV-PV va chi sé tién do: SPI=EV/PV cho biét dy an tré
hay nhanh hon tién d6 chuan.

e Do léch vé chi phi: CV=EV-AC va chi s chi phi thuc hién CPI=EV/AC
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e SPI>1: nhiéu cong viéc hoan thanh hon ké hoach du tinh.

CPI>1: chi phi thuc chua vuot qua gia tri dat duoc

EVM Performance Measures

Project Management Question

Schedule Analysls & Forecasting

How are we doing time-wise?
(Chung ta dang lam tot nhu thé nao?)

- Schedule Variance (SV)

Are we ahead or behind schedule?

(Tién d6 nhanh hay tr&)

- Schedule Performance Index (SPI)

- How efficiently are we using time?

- Time Estimate at Completion (EACt)

- When are we likely to finish work?
(Thaoi gian du kien hoan thanh)

Cost Analysis & Forecasting

How are we doing cost-wise?

- Cost Variance (CV)

Are we under or over our
(Chi tiéu it hay nhieu so vai du toan)

budget?

- Cost Performance Index (CPI)

- How efficiently are we using our resources?
(Nguon luc dang stir dung hiéu qua nhu thé
nao)

Index

To-Complete Performance
(TCPI)

- How efficiently must we use our remaining
resources?

(Ngudn luc con lai phai sir dung hiéu qua ra
sa0)

- Estimate at Completion (EAC)

What is the project
(Chi phi du kién hoan thanh)

likely to cost?

- Variance at Completion (VAC)

Will we be under or over
(Chénh léch chi phi so vai ke hoach)

budget?

- Estimate to Complete (ETC)

What will the remaining work cost?
(Chi phi cho céc cong viéc con lai)

Performance

Schedule

Measures

SV > 0 & SPI1 > 1.0

SV =0 & SPI = 1.0 SV < 0 & SPI < 1.0

CV >0 &
CPl > 1.0

On Schedule
Under Budget

Behind Schedule
Under Budget

Cost

On Schedule
On Budget

CV <0 &

CPI < 1.0  Over Budget

d of Schedule

On Schedule
Over Budget

Dé c6 thé vé duge d6 thi cua EVM, ta phai nhap liéu % hoan thanh va chi phi cac

cdng viéc theo dinh ky thang hoic tuan. Sau d6 chon ngay tinh trang cua du 4n theo ding

ngay nhap liéu dinh ky dé xem bang Earn
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Dé chon ngay tinh trang, chon menu Project, chon Properties, chon nit Project

Information. Sau d6 nhap ngay tinh trang du an vao.

Project Information for Tien do to chuc thau' @

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

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

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

Frtarnrice Clictnm Fields

Dé quay lai bang Earned Value, chon menu View, chon group Data, chon nut Table,
chon More Tables, chon Earned Value, an Apply.
Pé chuyén di lidu cac gia tri PV, EV, AC... qua Excel dé vé& d6 thi, ta quét khéi va
copy (CTRL+C) dir liéu, ké tiép chon phan mém Excel dé dan vao.
Ngoai ra, ta co thé v& d6 thi Earned Value truc tiép tir MS Project 2016 nhu sau:
e Chon menu Project, chon Report, chon nit Visual Report, cira so6 Visual Report xuat
hién.
e Trong cua s nay, ta chon di lidu s& xuat ra Excel, b dau chon Viso di. Tiép tuc chon
bao loai bao céo 1a Earned Value Over Time Report trong tab All, chon muc do chi tiét
dix liéu xuat ra 1a ngay, tuan, thang...Sau d6 click nut View, két qua s& duoc xuat qua
Excel gom 2 sheet: d thi va dir liéu.
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Visual Reports - Create Report

Select Template

Show report templates created in:l Microsoft Excel I [ microsoft visio

| Task Summary | Resource Summary | Assignment Summary

All | Task Usage | Resource Usage | Assignment Usage

& Baseline Cost Report
EBaseline Work Report
‘z'._JBudget Cost Report
‘z‘._]Budget Work Report
& Cash Flow Report

=|Farned Value Over Time Repoﬂ
‘ZlResource Cost Summary Report
HResource Remaining Work Report
EResource Work Availability Repart
EResource Work Summary Report

HNew Template... ]

l
’ Edit Template... ]
’ Manage Template... ]

Sample

/

7
Select level of usage data to include in the repor:  \eeks

[ ] Include report templates from:

Help l [ Save Data...

4

Madify...

I View ] Close
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Chuong 9
Cac biéu mau bao cao

Viéc in 4n cac béo biéu c6 thé theo cac dang sau:

e Cac bao céo chuan ciia Microsoft Project 20186.
e Tién d6 chung caa dy an.
e Ba4o cao lich trinh cac cbéng viéc.
e Bao c4o vé viéc sir dung tai nguyén va cac cong viéc.
e B&o c4o vé lich lam viéc theo tuan, quy, thang.
1. Cac bao biéu chuin ciia Microsoft Project
Viéc tao c&c biéu mau chuan cua Microsoft Project duoc hién bang cach chon menu
Project, chon group Report. Tai day, ta c6 thé chon cac dinh dang béo céo sau:
e Béo céo dang db thi (Visual Reports).
e BAo c0 co ban dang bang sé liéu (Reports).
e Bdo cao so sanh cac phuong an khac nhau cua du an (Compare Projects).

e Bao c4o céc dit lidu truc quan tai cia s6 dang thao tac.

1.1 B4o cao dang dd thi (Visual Reports).

Chon tab Report, Click nat Visual Reports Export, cira s s& hién 1én dé ta chon céc

dang bao cao:

H S~
File Task  Resource REEHGGEN Project  View Design
' “isual Reports - Create Report x
1 L iie 1 ] i)
9 ) - - B ! I I i Select Tomplate
F Mew Dashboards Resources Costs In Progress Getting Custom Recent | Visual U Show report templates created mi ] Mcrosolt Ereel  [Fhorasalt yiso
. . - . . N - . i = il
5| [Raport Started 1 Roports g Task Summary Hesource Summary Assigoment Summary
Project View Reports l‘ Export I A Task Usage Resource Usage Assignanent Usage
w |29 %ep 14 150d 14 |2roas i o :
§ Start . . i . 1 Wpaseline Cost Report B Resource Availability
£ el | B Baseline Report (Metric) O Resource Cost Summ
= 9" Baseline Repart (LIS} 9" Resource Remaining Hew Template..
97 Baseline Wark Report B Resource Status Repe e
8 Budget Cost Report 8% Resource Status Repe =
9 Budget Work Report 9" Resource Work Availa Aanage Template...
R E S O U R C E OV E RV I E W BCash Flow Report B Resource Work Sumn Sampis
9% Cash Flow Report [Metric) 9" Task Status Report (M
87 Cash Flow Report [LIS) 07/ Task Status Report (U
@i Critical Tasks Status Report (Metric)
Work status far all work resouree warkdonet @ Critical Tasks Status Repart (US)
R ke 9" arned Value Over Time Report l
& 1 iy 9% Resource Availability Report (Metric) l.,
200 hrs ] \ 100% < 3
z 280 hrs \ - .
I \ BO% Selact level of ysage data to include in the repart | weeks
& 200 hrs \ 0
B \ - Tinehude rieet teenplates frem
8 150 hrs \
v \\\ / LB
& 100 hrs \ // )
2 S0 hrs I‘“‘-‘.,___i s
3
..... . o%
"."\l.\'i‘l'- o3 =.'I‘\I\‘;"" pa Ch::—i-l’ @a Maytinh 1 Maytinh 2 Chd dau b G el Sive Data. Cloe
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Tén bao céo

M0 ta

Cash Flow Report

Sir dung béo cdo nay dé xem mot do thi thanh minh hoa s tién chi phi ké
hoach va chi phi thyc té tich 1ty theo thoi gian.

Earned Value
Over Time Report

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

Resource Cash
Flow Report

Str dung bao céo nay dé xem mot so d6 cho thay chi phi ké hoach va chi
phi thuc té cho du &n theo thoi gian. Chi phi duoc chia nho theo loai ngudn
luc (nhan céng-may, vat lidu, va chi phi khéc). Béo hiéu néu chi phi ké
hoach vuot qua chi phi co ban mét cac truc quan.

Resource
Availability
Report

Str dung béo cao nay dé xem maot so dd cho thdy nhan céng-may va muc
con lai d6i véi cac ngudn tai nguy@n sin sang cua du an, dugc chia nho
theo loai tai nguyén (nh&n cong-may, vat liéu, va chi phi khac). Mét la co
d6 dugc hién thi bén canh mdi tai nguyén duoc bi sir dung qua muc.

Resource Cost
Summary Report

Str dung bao cao nay dé xem mat biéu dd minh hoa su phan chia chi phi
tai nguyén gitra cac loai nguon lyc: nhan cong-may, vat liéu, va chi phi
khac.

Resource Work | Sir dung béo céo nay dé xem mot do thi thanh véi tong mitc con lai sén
Availability sang cua nguon tai nguyé&n nhan cong-may minh hoa theo thai gian.
Report
Resource Work | Str dung bao céo nay dé xem maot d6 thi thanh véi tong sé cong suat nguon

Summary Report

lwc nh&n céng-may va cac cong viéc minh hoa trong don vi nhan céng-
may.

Baseline Cost
Report

Sit dung béo céo nay dé xem mot do thi thanh vai chi phi ban dau, chi phi
ke hoach, va chi phi thyc té cho du an dugc minh hoa qua cac cong viéc.

Baseline Report

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

Baseline Work

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

Report viéc theo ké hoach, va cong viéc thuc té cho du an dwgc minh hoa qua cac
cong viéc.
Budget Cost Str dung bao céo nay dé xem mot dd thi thanh véi ngan sach dugc duyét,
Report chi phi ban dau, chi phi ké hoach, va chi phi thuc t€ minh hoa theo thoi
gian.
Budget Work | Str dung bao céo nay d¢ xem mot d6 thi thanh véi cong viéc ngan sach,
Report cong viéc co sa, cong viéc theo ké hoach, va cong viéc thuc t& minh hoa

theo thoi gian.

Critical Tasks
Status Report

Str dung bao céo ndy dé xem mét biéu d6 hién thi cac cong viéc va phan
con lai caa cbng viéc, loai cong viéc quan trong va khéng quan trong.
Thanh dix liéu chi ra phan tram cong viéc hoan thanh.

Task Status
Report

Str dung béo cao nay dé xem mot so d6 cua cong viéc va phan tram céng
viéc hoan thanh cho cac cbng viéc, véi cac biéu tuong chi ra khi cdng viéc
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vuot qua, bang, thap hon so véi cong viée da 1ap ké hoach. Thanh dit ligu
chi ra phan tram cong viéc hoan thanh.

Resource Str dung bao cdo nay dé xem mot do thi thanh véi cong viéc con lai va
Remaining Work |cdng viéc thuc té phai thuc hién s€ tiéu hao moi nguon luc, minh hoa theo
Report don vi cua tung chang loai nguon lyc.

Resource Status | Sir dung bao cao nay dé xem mot so dd cua cng viéc va gia tri chi phi
Report cho moi tai nguyén cuaa du an.

1.2 BA&o c4o co ban dang bang s liéu.
Trinh ty thao tac nhu sau:
Budc 1)  Click tab Report.

Budc2)  Trong View Reports group, click chon menu tha xudng cua loai bao céo

mong mudn.

Budc 3)  Cira s6 s& hién ra ban bao céo. Click vao ddi twong can diéu chinh, phia bén
phai ctra 6 s& xuat hién cac chic nang can thiét cho d6i twong d6. Ta co thé
chinh sira thém bét cot trong bang dit liéu hodc ding céc b loc dé thay doi
cac cong viéc, ngudn luc, chi dinh ngudn luc lai céng viéc... Sau khi dong
y dit liéu tai mot cira s6, mudn in ra dé 1am bao céo, ta thao tac nhu sau:

Bugc4)  Chon thanh cong cu truy cap nhanh, chon nat in hoic chon tab File rdi chon
menu Print. Bang bao c4o s& xuat hién & cira s6 xem trudc khi in. Biéu chinh
so bo cac thdng sé in, nhin trang in phia bén phai cua cira s6 dé diéu chinh
theo ¥ mudn. B¢ nhin theo ti 18 thuc 100%, click vao diém bét ky cta ving

trang in

Budc 5)  Chon cé4c théng so in nhu mdy in, trang in, giy in... Click Print.
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Duéi dy 1a mot bang bao céo dir liéu miu do MS Project xuit ra.

Budget Report as of Sun 11/11/12
Tien do to chuc thau

] Task Name Fixed Cost Fixed Cost Accrual Total Cost Bassline Variance Actual Remaining

18 Dénh gia hb so méri thiu nood Prorated  28.800.000,004 24.00000000¢  4.800.000,00 ¢ 0,004 28.800.000,00d
1] S0an hd so mén thiu 0,004 Prorated 13.994.000,00 13.914.000,00 4 80.000,00d 9.676.666,67 d 4.317.33333¢
10 Hoan chinh, in 8n 58 lugng c3n b 0004 Prorated  10.885.000,00 4 9,285 .000,00 ¢ 1.600.000,00 d 0004 10.885.000,004
23 Thim dinh va ra quyét dinh phé ¢ 0,00d Prorated  10.600.000,00¢d  10.400.000,00 200.000,00 ¢ 0,004 1060000000
21 Dénh gid tai chinh hodc diém thny 0,004 Prorated 9.600.000,00 d £.000.000,00 4 1.600.000,00 d 000d 9.600.000,00 4
26 Théng bdo tning thiu va méi thy 0.004d Prorated 9.600.000,00 ¢ B.000.000,00 1.600.000,00 d 0.004 9.600.000.00 d
7 Thdm dinh hd co mén thiu 0,004 Prorated 8.200.000,00 £.000.000,00 200.000,00 d 4.200.000,00 4 4.000.000,00 4
9 Trinh phé duyét danh shch ngdn « o00d Prorated £.200.000,00 ¢ £.000.000,00 ¢ 200.000,00 ¢ £.200,000,00 ¢ 000d
13 G thur mén thau hodc dang bio 0004 Prorated 5.900.000.00 ¢ #00.000,00 ¢ 5.160.000,00 ¢ 3.250.000004 2.710.000,00 ¢
14 Phat hinh hd so mid thiu 0,004 Prorated  2.880.000,00¢  2.400.000,00 d 480.000,00 ¢ 0,004  2.880.000004d
16 Dong va mé thiu o009 Prorated 1.920.000,00 ¢ 1.600.000,00 ¢ 320.000,00 ¢ 000g 1.920.000,00 ¢
B Trinh phé duyét hd so mii thiu 0004 Prorated 1.000.000,00 4 800.000,00 ¢ 200.000,00 ¢ B00.000.00 ¢ 400.000,00 ¢
19 Trinh duyét danh sach nha thiu d 0004 Prorated 1.000.,000,00 § 800.000.00 ¢ 200.000,00 ¢ 0.00d 1.000.000,00 ¢
27 Ky hop dang 000g Prorated  1.000.000,00 § 800.000,00 ¢ 200.000,00 ¢ 0,004  1.000.000,00d
22 Trinh duyét nha thiu duge 48 ng 0,004 Prorated 960.000,00 ¢ 800.000,00 ¢ 160.000,00 ¢ 0,004 960.000,00 &
3 Thinh l3p 14 chuyén gia 0,004 Prorated 0.00g 0,00 0,008 0.00 4 0,004
11 K&t thic gial doan chudn b 0.004d Prorated 0.00d 0004 0.00¢ 0.004 0004
15 Chudn bi hé sor dur thiu 0004 Prorated 0.004d 0004 0004 0.00 4 0,004
20 Phé duyét danh sach nha thiu da 0,004 Prorated 0.00g 0,00 g 0,004 0.00 g 0004
24 Phé duyét két qud ddu thiu 0.004d Prorated 0.004 0.004 0.00d 0.00d 0.00d
000d 1145598368 d 97.558.996.48 d 17.000.000,00 4 25.526.666.244 B8672.32768¢

2. Thém tiéu dé va chan trang ciia trang in vao mot bao cdo co ban

Luu ¥ phan nay khdng ap dung cho bao céo dang do thi. Bai vi cac béo céo dang dd
thi dwoc xuét ra trong Excel va Visio, st dung cac chuong trinh nay dé thay doi tiéu dé,

chén trang in, hoac chu thich.

Trinh tu thao tac nhu sau:
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Budce 1)  Click Project menu.
Budc 2)  Trong Reports group, click Reports.
Budc 3)  Trong cia so Reports, click Custom, sau do click Select.

Bugc4)  Trong cira s6 Custom Reports, chon mét dang béo céo trong danh sach, sau

d6 click Print. Bang bo c4o s& xuat hién & cira s6 xem trudc khi in Print

Preview Page Setup - Budget Re.pnrt @
' Page | Margins Hﬂﬁdﬂf‘ anter.‘ Leqendl View |
Budc 5)  Click Page Setup. e
Buéc 6)  Click Header hoac Footer tab.
&[Report] as of &[Date]
, . A 7 - e -~ - &[Project Title
Bugc 7)  Click chon tab bén trai, chinh giira, hoac arager]
bén phai. (Al & & = @ @ (=
General: Page Mumber - Add
. , . - Y Project fields: % Complete - Add
Budc 8)  Trong 6 phia dudi, danh vao ndi dung can Y ¥ !
W Options... Print... oK Ci |

thiét, hoic:

e D& thém sé trang, nhap vao chén trang s6 , chén tong sé trang L2 hoic ca hai.

e D¢ thém ngay hién tai hoic thoi gian, hdy nhap vao chén ngay thang hién hanh
, chén thoi gian , hoac ca hai.

e Pé thém tén tap tin, nhap vao chén File Name .

e Dé thém mét hinh anh, hdy nhap vao Picture =)

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

mudn dinh dang, nhap vao Font Text Format , va sau d6 chon cac tly chon dinh
dang ma ban muén.

e Dé thém thong tin dy an cu thé, hay nhip vao cac 6 General va Project fields va sau
d6 nhap vao cho théng tin tir danh sach hién ra. Lap lai budce nay dé thém nhiéu

thong tin du an.

Ghi chi:  tiéu dé va chan trang cua trang in ma ban thiét 1ap s& xuat hién trén mdi trang.
Ban khong thé chi dinh cho chiing xuét hién khac nhau trén trang dau tién so véi céc trang
tiép theo, hoac xuat hién khac nhau trén cac trang Ié chin. Ban cd thé thay doi kich thudc
mét hinh anh sau khi n6 dugc thém vao mot tiéu dé, chan trang, hoic chu giai bang cach
chon biéu tuong va kéo. Bé di chuyén hinh, chon né va kéo né dén maot vi tri khac. Ban

khong c6 thé cat bo mot phan hinh anh.
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Chuong 10
Cac cach kiém soat, chinh sira tien do

Khi quan Iy tién d6, can phai nhap liéu cac sé liéu thuc té ma du an da xay ra. Tir
d6, xem xét lai tién do thuc va diéu chinh lai céc thdng sb khéc cua tién do dé dat duogc cac
Mmuc tiéu dé ra trong tuong lai. MS Project cung cap nhiéu cong cu dé thuc hién yéu cau

nay, bao gém chinh stra céc noi dung cua:

e Céc cira s6 thao tac dit liéu View
e Céac bang dix liéu Table
e Cac duodng tién d6 cong viéc Progress Line
e S0 sanh céc phién ban cua du an
1. Xem lai cac cong viéc khéi cong bi cham tré
DPuong ké hoach gbc Baseline 12 yéu t6 chinh dé ta xem xét thyuc té du an c6 thuc
hién dung ké hoach da dé ra chua. So sanh sé thiéu dy an di ghi chép véi s6 liéu caa dudng
ké hoach gdc, ta s& d& dang nhan ra cac cong viéc bi cham tré so vai ké hoach trén ctra s6
Gantt. Cac budc thuc hién nhu sau:
Budc 1) Chon ctra s6 Gantt Chart.
Budc 2)  Chon tab Format, chon group Bar style, chon nut Slippage
Budc 3)  Chon duong ké hoach dé so sanh
Trong phan ctra s6 biéu dién cac thanh tién trinh cua cac cong viéc, dudng manh
biéu dién thoi doan bi khai cong cham tré dugc thém vao phia bén trai cua thanh tién trinh
thuc té.
Dé bo céc thanh biéu dién sy khai cong tré, ta chon lai nat Slippage , bo chon duong

ké hoach Baseline

55/60 PhD. Luong van Canh



Ung dung MS Project 2016 trong Quan 1y du an

B &9 - m0E|- sl Tien do to chuc thau - Microsoft Project o @ 2
Task Resource Project View Menus Acrobat Format () e B 2
a8 Ligul == = = )}, [ critical Tasks =, i —_— ey ey ey ey [ outline Number 1
% @ ‘- . - = | —= — LO
[ column settings ~ [ slack =] — — gl 21 ~ Project Summary Task -
Text Gridlines Layout | Insert Format, Baseling Sl > > D
Stf'les e nes taved Cz\suemn il Custom Fields orvma ||:| Late Tasksl assm \p;jage A ¢ ¢ ¢ ¢ = Summary Tasks ra\:umg
Format Columns Bar Styles V| Baseline (last saved on Wed 11/05/11) fle Show/Hide Drawings
o Task _ |Task Name _ Duration _ Start Baseline 1 11Jul'11 [25)ul'11 |08 Aug'll [22 Aug'll [0*
Mode saseline 2 MIF[T]s[W[S][T[M[F]T[s[W[S[T][®
10 & k= Hoén chinh, in 4n sé 5 days Fri 17 ;Chuyén gia 2;May tinh 1;Gidy photo[1 gram]
1 & =) Két thic giai doan 0 days Fri 17 gaseline 3
chuin bi Baseline 4
12 ] - Méi thau 20 days Mon Baseline 5
13 2 Géi thy mai thau hof 1 day Mon | Baseline 6 1;Chi phi dang bdo[5.000.000,00 d]
14 2 Phat hanh hé so mai 3 days Tue 2 Baseline 7
15 2 Cl'_juén bihé sody 15 days Fri 01 Baseline 5 El
thau
- — i Baseline 9 P a |
M 156 Y E Pong va mé thau 1 day Fri 22 Chuyén gia 1;Chuyén gia 2
2 = . TR Baseline 10
o] 17 3 = Panh gia nha thau 39 days Mon v
% 13 |t 2 Danh gid hé so mait 15 days Mon 25/07/11 Mon 15/08/11 Chuyén gia 1;Chuyér
&l 19 2 Trinh duyét danh sac 1 day Mon 25/07/11 Tue 26/07/11 Chuyén gia 3
20 = Phé duyét danh sach 1 day Mon 25/07/11  Tue 26/07/11 Chi du tw
21 ¢ = Danh gia tai chinh he 5 days Mon 25/07/11 Mon 01/08/11 Mtrc do khdi tré Chuyén gia 1;Chuyén gia 2
2 = Trinh duyét nha thau 1 day Mon 15/08/11  Tue 16/08/11 Chuyén gia 1
23 ) Tham dinh va ra quy 13 days Tue 16/08/11  Fri 02/09/11
24 @ =) Phé duyét két qua da 10 days Fri 02/09/11  Fri 16/09/11
25 ) - Hop dong 6 days Fri 16/09/11  Moen 26/09/11 1
26 =) Théng bao tring thay 5 days Fri 16/09/11  Fri 23/09/11
27 = Ky hep déng 1 day Fri23/09/11  Mon 26/09/11 I -
— — p—
a[w] rid (] 4
Ready | " New Tasks : Manually Scheduled | \@ B = B 'E‘I [} "‘-.!.-fl

So sanh tién trinh cong viéc so véi ke hoach

Céc cdng viéc c6 thé khai tré, nhung n6 thé hoan thanh sém do ta ting ngudn luc

cho né. Pé biét n6 6 thé hoan thanh dang ké hoach hay khdng, can phai so sanh voi duong

ké hoach gbc Baseline. 1a yéu t6 chinh dé ta xem xét thuc té du &n cd thuc hién ding ké

hoach d3 dé ra chua.

Budc 4)
Bude 5)

Budc 6)

Cac budc thuc hién nhu sau:

Chon cira s6 Gantt Chart.

Chon menu Format, chon group Bar style, chon nat Baseline

Chon duong ké hoach dé so sanh véi tién trinh thyuc té

Trong phan cira s6 biéu dién cac thanh tién trinh cua cac cong viéc, dudng mau xam

den biéu dién tién trinh theo ké hoach dwogc thém vao phia bén dudi cua thanh tién trinh

- Lip ho s¢ m&i thau

Soan hé so mai théu 6 day

35,8 ¢ i
< . e
uyen gia 1;Chuyén gia 2[0,5];Gidy phot:

thuc té.
5 2
6 |& =)
4 7 =
8 =
4 9 =
i 0 & 3

Thém dinh hd so mo 10 da
Trinh phé duyét hé s 1 day
Trinh phé duyét dant 10 da
Hoan chinh, in &n sé 5 day

Chuyén gia 3
Chuyén gia 3;Cha dau tv
Cha d3

-
P e e

ut

Dé bo céac thanh biéu dién tién trinh ké hoach, ta chon lai nat Baseline , bo chon

duong ké hoach Baseline
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3. Dung cira so theo déi so' 40 Gantt (Tracking Gantt)

Cac budc thuc hién nhu sau:

Budc 1) Chon menu Tasks.
Budc 2)  Click vao mii tén cua nat Gantt Chart, chon Tracking Gantt.
Budce 3)  Chon menu Format, chon group Bar style, chon nut Baseline
Budc4)  Chon duong ké hoach dé so sanh vai tién trinh thuc té
Cua s6 Tracking Gantt hivu ich trong vige kiém tra *h = vy - oty
tién 46 giira duong ké hoach gbc va duong thuc té, cho ta 6% -

thay lubn cong viéc nam trén duong quan trong (critical). | cong¢ec oo g

50%

va % hoan thanh 00%

Trong cira s6 nay ciing cung cap thdng tin % hoan thanh o v teo ké hoson—

&17/06
cong viéc trén thuc te, xét dén ngay tinh trang cua du an, -
nam bén phai cua thanh cong viéc. -
Cong viéc quan trong 3%50%
z , A ~ o n - N N A va % hoan thanh
Néu c6 mot cong viéc da hoan thanh 100%, mot o

dau kiém duogc danh dau trong cot i (Indicators) phia bia bén trai cia cia so.

4. Xac dinh c4c cong viéc bi tré tién do

Néu ban da thiét 1ap mot dudng ké hoach co sé cho du an, ¢6 thé theo ddi sy tién trinh

bang céach so sanh tién trinh cong viéc theo ké hoach va tién d6 dang thuc hién theo thoi

gian va kiém tra xem ngay bt dau va ngay két thic cua chung c6 dang bi truot so vai ké

hoach khéng. Chon tab View, tai nhém Data, nhip vao miii tén trén cta ndt Tabe, va sau

do chon phuong sai (Variance).

Task Name . Start . [Finish . Baseline Start  _ |Baseline Finish _ |StartVar. _ Finish Var. _
- Tien do to chuc thau Jlon 09/05/11 Alon 26/09/11 Mon 09/05/11 Mon 26/09/11 0 days 0 days
=T chire dau thau Mon 09/05/11 Mon 26/09/11  Mon 09/05/11  Mon 26/09/11 0 days 0 days

= Cong tac chuin bi Mon 09/05/11 Mon 09/05/11 Mon 09/05/11 Mon 09/05/11 0 days 0 days
Thanh lap t5 chuyén gia =~ Mon 09/05/11 Mon 09/05/11 Mon 09/05/11 Mon 09/05/11 0 days 0 days

- Lip ho so mai thau Mon 09/05/11 Mon 27/06/11 Fri13/05/11  Mon 27/06/11 -4 days 0 days
Soan hd so mai thiu Mon 09/05/11 Mon 16/05/11 Fri 13/05/11 Thu 19/05/11 -4 days -2.8 days

Tham dinh hé so mai thar  Tue 17/05/11  Thu 02/06/11 Tue 17/05/11 Thu 02/06/11 0 days 0 days

Cira s6 s& thay doi cung cap cac cot biéu dién do léch ngay bat dau va ngay két thiic

gitra tién trinh thuc té va ké hoach co so.

57/60 PhD. Luong van Canh



Ung dung MS Project 2016 trong Qudn Iy du &n

Ngoai ra, ta ciing c6 thé xem cac cong viéc bi tré so véi ngay tinh trang cua du an.
Ta phai chon ngay tinh trang cua du &n tai menu Project>group Status> Status date.
Sau d6 chon cira s6 Gantt Chart, chon menu Format, trong group Bar Style, click

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

thanh tién trinh khdng bj tré thi mau xanh binh thudng

O E|= (e Bl k| T1en do to chuc thau - Microsoft Project
source Project View Menus Acrobat
LigL === = Oy [ critical Tasks =y -= T ey ey e (e
F| : _ - = e | i [— =J =]
J};:- Calumn Settings ~ 1 slack El [—1 —1 [ — [—1
Insert Format Baseline Slippage 4 N
Column i Custom Fields - o mj S A @ @ @ A
Columns Bar Styles Gantt Chart Style
lask Name _ Start _ (Finisk [11 May |01 July
25/04 | 16/05 | 06/06 | 27/06 | 18/07 |
- Lap ho so moi thau Mon 09/05/11 Mo ' e
Soan hé so mdi thau Mon 09/05/11 Mo g Cong vige bi tré so voi ngay
: finh trang

Tham dinh hé so mai thian  Tue 17/05/11  Th
Trinh phé duyét hé somé  Thu 02/06/11  F:
Trinh phé duyét danh sacl  Fri 03/06/11  F;
Hoan chinh, in 4n sé lron  Fri 17/06/11 Mo

Chl d&u tw:Chuyén gia 3

i@ Chuyén gia 1;Chuyén
5. Xa&c dinh cac cong viéc cO thai gian du triv
Gia tri thoi gian du trit cia mot cdng viéc 1a s6 luong thoi gian mot cdng viéc co
thé truot (dich chuyén) truéc khi né c¢6 anh huong dén cong viéc khéac hoic ngay két thic
dur an tong thé. Cé hai loai thoi gian du trir: Free Slack va Total Slack.
e Free Slack: 14 s luong thoi gian mot cong viéc c6 thé trugt trude khi nd tri hodn (anh
huong dén tién d6) bat ky cong viéc nao khac.
e Total Slack: 1a 6 lugng thoi gian mot cong viéc o thé truot trude khi tri hodn dén ngay
két thic dy &n tong thé.
Bugc 1) Chon ctra s6 Gantt Chart

Budc2)  Chon menu Format, trong group Bar Styles, danh dau check Slack.

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

thanh tién trinh. Ré chudt dén thanh nay, nd xuét hién thdng tin caa thoi gian du tri.

58/60 PhD. Luong van Canh



Ung dung MS Project 2016 trong Quan 1y du an

Format

Outline Mumber
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ST ‘i Colemn Settings - 1 ) Shack z — _l -l _l | mmm| mm| - ! Project Summary Task
Text Gridiines Layout Insert - Formatmmmmmmmmm 2 Task Baseline Shppage g P s Py >4 g r g - Diawing
Styles - Cobumn 12 Custom Fields - LatoTasks o - - = Summary Tasks 5
Format Columns Har Styles Gantt Chart Style Show/Hide Drawings
w oo
z - ] [oes 7 oaa 16w 14 0 28 0o 14 220w 14 05 an 13 18 an 18 i
I I
E |
Task
sde = Task Name . o6 Start « Finish - Prodeceisal o«
o Mode
18 = + Bénh gid nhh thiu 39 days 09-12-18 300115 13
0§ = Bénh gih hd 5o me 19 days 09-12-14 29:13-14
\
- Trinh duyEt danh : 1 day 091214 09-12-14 Chuyén gia 3 ]
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Cic bwéc thuc hién dé sir dung MS Project vao dw an thuec té.

1. Thiét lap théng sé cho hé thong: lich 1am viéc, dinh dang ngay thang, tién té....C6 luu
cho tat ca hoic file tién do dang 1ap.

2. Lap danh s&ch cong viéc theo WBS, udce luong trudc thoi gian hoan.

3. Thiét lap théng tin tirng cong viéc va cac mdi quan hé giita cac cong viéc (task
information)

4. Lap danh sach ngudn luc st dung cho du &n (Resources Sheet) véi dy du thong tin cac
cot.

5. Gan cac ngudn luc can thiét dé hoan thanh cho timng cong viéc.

6. Phan b lai cac ngudn luc bi st dung qua tai.

7. Xac dinh dudng ging dé chinh stra cac cong viéc nam trén dudng gang nay (thoi gian
hoan thanh, ngay bat dau, ngay két thic) sao cho phi hop véi tién do.

8. Kiém tra lai cac ngudn luc co bi str dung qué tai, phan bo lai.

9. Sau khi dong y véi tinh trang cua tién do, ta luu thanh ké hoach dy &n (set baseline).

10. Theo ddi va cap nhat tién do: % hoan thanh, thai gian hoan thanh, ngay bat dau, ngay
két thuc.

11.PBén dinh ky danh gia dy an, ta so sanh tinh trang du 4n hién tai véi ké hoach (baseline)
da luu trude d6. Pua ra phuong an diéu chinh cac cong viéc con lai trong thoi gian sap
tai cho phu hop.

12. Néu ké hoach thay ddi nhiéu so véi hién tai, ta lay phuong an diéu chinh céc céng viéc
con lai trong thoi gian sap t6i cho phi hop luu lai thanh ké hoach mai (baselinel).

13.Lap lai budce 10 va bude 11 dén khi két thic du &n.

14.1n 4n, bao cao dinh ky.
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