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UNG DUNG TIN HQC TRONG THI CONG
1. Tén hoc phan:
2. S tin chi: 1
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- S6 tiét thyc 1én 10p: 4 tiét/ tudn x 5 tudn = 20 tiét
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- Thao luan( thyuc hanh): 4 tiét/ tudn x 2,5 tudn = 10 tiét = 5 tiét chuén
Tong s: 10 tiét chuan + 5 tiét chuan = 15 tiét chuan
- Thi nghiém: 0
- S tiét sinh vién tu hoc: 4 tiét/ tuan
5. Cac hoc phan hoc trude
Két cdu thép 1, Kcdu BTCT 2, K.cdu gach da, T6 chirc va quan Iy thi cong, Nén
va mong.
6. Hoc phan thay thé, hoc phin twong dwong
Hoc phan niy tuong duong véi hoe phan K§ thuat thi cong theo chuong trinh do tao 180
tin chi va chuong trinh dao tao theo nién ché hoc phé.n 260 don vi hoc trinh.
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- Séch, giéo trinh chinh:
1. Bai giang Ung dung tin hoc trong thi cong — Truong DH k¥ thuat cong
nghiép
- Sach tham khao:
2. T6 chuc xdy dung tap 1 - Nguyén Pinh Tham, Nguyén Ngoc Thanh -
Nha xu4t bin KH&KT 2001 - Giéo trinh.
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* Thang diém
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CHUONG 1. GIOI THIEU CHUNG
1.1. Giéi thiéu vé dy an
1.1.1. Mét s6 khai niém vé dv an

Du an: Dy 4n 1a mét nhém cong viéc c6 li€n quan voi nhau dugc thuc hi¢n
theo mot quy trinh nhat dinh dé dat dugc muc tiéu dé ra trong diéu kién rang budc vé
thoi gian, ngudn lyc va ngan sach.

Du an xdy dwng: Du 4n xdy dung 13 tip hop nhimg dé xuét co lién quan dén
viéc dé tao moi, mo rong hay cai tao cong trinh xay dung.

Pic diém cia du an:

a. Qui mo cua du an

Quy mo thé hién & khéi luong va chat cong viéc. Do d6, mdi du 4n c6 mot hay
mot s6 muc tiéu rd rang. Thong thudng ngudi ta cd gang lugng hdéa muc tiéu thanh ra
céc chi tiéu cu thé.

b. Thoi han du an

M3i du 4n c6 mot thoi han nhét dinh, tic 1a c6 thoi diém bat dau va thoi diém
két thac.

Du 4n duoc xem 1a mot chudi cac hoat dong nhét thoi. T chirc cua mot du an
mang tinh chét tam thoi, duoc tao dung nén trong mot thoi han nhat dinh dé dat dugc
muc tiéu dé ra. Sau d6 t6 chirc ndy s& giai tan hay thay doi co cau to chitrc cho phu hop
vo1 muc tiéu méi. Nghia 1a mdi du an déu cé mot chu ky hoat dong. Chu ky du an
thong thuong gdm 3 giai doan:

- Khéi dau du an

+ Khai niém

+ Dinh nghia du an 1a gi
+ Thiét ké

+ Tham dinh

+ Lua chon

+ Bit dau trién khai
- Trién khai dy 4n

+ Hoach dinh

+ Lap tién do

+ T chiic cong viée
+ Gidm sat

+ Kiém soat

- Két thiic du 4n

+ Chuyén gi4o



+ Panh gia

c. Ngu(“)n lwc han ché
Nguén luc bao gdm: nhén lyc, nguyén vt liéu, ngan sach
Nguon luc luén ludn bi han ché va yéu cau chat luong khong ngimg ting 1én nén doi
hoi nguoi quan 1y dy 4n phéi 1am sao cung dat dugc nhiéu yéu cau.

Chi phi tdng theo thoi gia thuc hién du an, tic 1a & giai doan khéi dau chi phi
thp, giai doan trién khai chi phi ting va cang vé sau cang ting.

Viéc rat ngin tién do thi cong lam ting thém rat nhiéu chi phi.

d. Tinh d¢c d4o ciia du an

Mbdi du an déu mang tinh ddc dao ddi voi muc ti€u va phuong thirc thuc hién du
an. Khong c6 su ldp lai hoan toan gitra cac dy an.

Thé gi6i cia du an 1a thé gidi cia cac mau thudn. Cac mau thuin chinh cua du
an:

+ Gitta cac bd phan trong du an

+ Giita cac dy 4n trong to chirc me

+ Gifra du an va khach hang
1.1.2. Cac loai du an
- Dy 4n hop ddng: San xuét san pham, dich vu
- Dy 4n nghién ctru va phat trién
- Dy 4n xay dung
- Dy 4n hé thdng thong tin
- Dy 4n dao tao va quan ly
- Du an bao dudng 16n
- Dy 4n vién trg va phat trién/ phuc loi cong cong
1.2. Giéi thiéu vé quan ly du 4n
1.2.1. Quan ly du an

Quan 1y du an 1a mdt qua trinh hoach dinh, t6 chirc, lanh dao va kiém tra céc
cong viéc va nguén luc dé hoan thanh muc tiéu da dinh.

Quan ly du an 1a mot nghé thuat va khoa hoc phéi hop con nguoi, thiét bi, vat
tu, kinh phi va thoi gian dé hoan thanh dy 4n ding han va trong pham vi kinh phi dugc
duyét.

1.2.2. Céc tiéu chuéin danh gia viéc quén 1y duw an

Mot du an thanh cong c6 cac dic diém sau:

- Hoan thanh trong tho1 han quy dinh
- Hoan thanh trong chi phi cho phép
- Pat dugc thanh qua mong mudn

- Str dung nguén lyc dugce giao mot cach hi¢u qua
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A \
Thanh qua
Yéu cau vé __
thanh qua S | Muc tiéu
» Chi phi
ThaGi han qui dinh

/ Ngan sach cho phép
% Thai gian

1.2.3. Nhirng tré lwe trong quan ly du an
- b6 phtc tap ctua du an
- Yéu cau dic biét cua khach hang
- CAu trac lai to chire
- Rui ro trong dy 4n
- Thay d6i cong nghé
- Ké hoach va gia cb dinh
1.2.4. Cac chirc nang quan ly du an
a. Chirc ning hoach dinh : Xéc dinh céi gi can phai 1am?
- Xac dinh muc tiéu
- Pinh hudng chién lugc
- Hinh thanh cong cu dé dat dén muyc tiéu trong gidi han vé ngudn lyc va phai
phu hop véi mdi truong hoat dong.
b. Chitc niing t6 chire: Quyét dinh cong viée phai tién hanh nhu thé nao?
La cach thirc huy dong va sip xép cac ngudn luc mot
cach hop 1y dé thuc hién ké hoach
- Lam viéc gi
- Ai lam
- Phdi hop cong viée ra sao
- Ai bdo céo cho ai
- Chd nao can ra quyét dinh
c. Chirc nang lanh dao

- BPong vién hudng dan phoi hgp véi nhan vién
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- Chon lya mot kénh thong tin hi€u qua
- Xtr Iy cac mau thuan trong t chirc
Nhim dat duge cac muc tiéu da dé ra cta to chic.

d. Chirc ning kiém soat

Nhim dam bao cac hoat dong dugc thuc hi¢n theo ké hoach va hudng dén muc

tiéu: Kiém soat = Giam sat + so sanh + stra sai.
1.3. Giéi thiéu vé nha quan Iy dy 4n
1.3.1. Vai tro va trach nhiém cia nha quan ly du an

a. Vi tri cia nha quan ly du an trong boi canh chung cia dy an.

Ngudi hudng
thu twr DA

To du an

Nha quan 1y du an séng trong mot thé gidi diy mau thuin:

- Céc du 4n canh tranh vé nguén luc

- M4u thun giita cach thanh vién trong du 4n

- Khach hang mubn thay d6i yéu cau

- Cac nha quan 1y cta t6 chirc me mudn giam chi phi

Nguoi quan 1y gioi sé phai giai quyét nhiéu mau thuan nay

b. Vai tro cua nha quan ly dw an.

- Quan 1y cac mdi quan hé gitta nguoi v6i ngudi trong cac td chirc cta du an
- Phai duy tri sy can bing gilra cac chirc nang: quan 1y du an, k¥ thuét cua dya an
- Puong dau vdi rui ro trong qué trinh quan 1y du an

Phai 1ap ké hoach, t6 chirc, 1anh dao va kiém tra.

c. Trach nhiém ctia nha quan ly du an.

Nha quan 1y du an phai giai quyét duoc méi quan hé gitra 3 yéu td: chi phi, thoi

gian va chat luong.
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1.3.2. Cac Ky ning va pham chit ciia nha QLDA
a. Cac ky nang

- K¥ ning quan 1y thoi gian va 1ap tién 4o

- K¥ ndng k¥ thuat

- K¥ nang 14p ngan sach

- K¥ nang lanh dao

- K¥ ning quan hé con ngudi va quan 1y ngudn luc
- K§¥ nang tiép thi va ky hop dong véi khach hang
- Ky nang thuong lugng

- K§¥ ning truyén dat

b. Pham chit ciia nha quan 1y du an

- That tha va chinh truc

- Kha ning ra quyét dinh

- Hiéu biét cac van dé vé con nguoi

- Tinh chét linh hoat, da nang, nhiéu tai

c. Lwa chon nha quén ly du an

- Biét tong quan > chuyén sau

- Mang dau 6c tong hop > dau 6c phan tich

- Ngudi 1am cho moi viée dé dang (san sang hop tac) > giam sat
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Yéu cau _
Ky nang quan
hé con nguoi

KV nang chuyén
mon, ki thuat

> Quy md du &n

Tuy theo quy md du 4n ma cac tinh chét nay sé thay doi.
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CHUONG 2. XAC PINH DU AN XAY DUNG
2.1. Hinh thanh dy an
Mot du an dugce hinh thanh qua céc giai doan sau:
- Nghién ciru co hoi dau tu -> Ra quyét dinh

- Nghién ciru tién kha thi  -> Ra quyét dinh

- Nghién ctru kha thi > Ra quyét dinh
- Thiét ké chi tiét > Ra quyét dinh
- Thuc hién du an -> Ra quyét dinh

Van dé: tai sao du an phai trai qua nhiéu giai doan?
2.2. Nghién ctru co hdi diu tu

La mot trong nhitng yéu t6 quan trong trong viéc hinh thanh du 4n mot cach
hiéu qua pht hop véi nhu cu cia xa hoi trong thoi diém hién tai, chién luoc phat trién
kinh t€ xa hoi cta dét nudc.

C6 2 cap do nghién ctru co hoi dau tu.

- Co hdi dau tw chung: La co hoi dau tu duge xem xét & cap do nganh ving
hodc ca nude. Nghién ctru co hdi dau tu chung nham phat trién nhitng linh vyc, nhing
bd phan hoat dong kinh té - x3 hoi can va c6 thé dau tu trong thdi ky phat trién kinh té
nganh, ving cta dit nude hodc timg loai tai nguyén thién nhién tir d6 hinh thanh dy an
so bo.

- Co hoi dau tu cu thé: 13 co hoi dau tu duge xem xét & cép do don vi san xuét
kinh doanh dich vu nham phat trién nhitng khau, nhimg giai phap kinh té k§ thuat
trong hoat dong san xuét kinh doanh dich vu cua don vi dap ung muc ti€u phat trién
ctia nganh, ving dt nudec.

Cin cir dé phat hién co hoi dau tu:

- Chién luoc phat trién kinh té - x3 hoi ctia ving, cua dat nude, chién lugc phat
trién kinh doanh ctia nganh, ctia ving.

- Nhu cau cua thi trudong trong nudc va trén thé gidi vé cac mat hang dich vu cu
thé nao do.

- Hién trang cua tinh hinh kinh té.

- Tiém niang thi trudng trong nudc va qudc té so véi cac dia phuong khac trong
nudc.

- Nhiing nghién ciru tai chinh, kinh té xa hoi s& dat dugc thuc hién dau tu. Un
diém ciia viéc nghién ctru co hdi diu tu:

+ Xac dinh nhanh chéng, it ton kém d& thdy va kha nang trén linh vuc c6 thong
tin day du.

+ Tir 46 xem xét va di dén quyét dinh c6 trién khai tiép hay khong.
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Viéc nghién ctru co hoi dau tu duoc tién hanh thuong xuyén dé tir d6 co ké
hoach cho céc du 4n phat trién tirng ving.
2.3. Nghién ctru du 4n tién kha thi

Noi dung co ban cia nghién ciru tién kha thi:
Chi dau tu, dia chi lién lac ...
Céc can ctr, co so xac dinh sy can thiét nghién ctru du an dau tu
Du kién hinh thirc dau tu, quy mé va phuong an san xuat va dich vu
Xéc dinh nhu ciu cac yéu t6 dau vao, kha ning, giai phap dam bao.
Khu vuc dia diém
Phan tich k¥ thuat
So bo phan tich vé tic dong méi trudng va yéu cau xu 1y

So bd udc tinh nhu cau lao dong va giai phap vé to churc san xuat

X Nk =

Ngudn von va phén tich tai chinh: nguén von va diwuf kién tao ngudn, xac
dinh tong muc dau tu tdi da cho phép cua du 4n, chia ra cac chi phi vén dau
tu ¢ dinh, vén luu dong

10. Phan tich loi ich kinh té x3 hoi

11.Céc diéu kién vé t6 chirc thyc hién

12.Két luan va kién nghj
2.4. Nghién ciru kha thi

1. Chu déu tu, dia chi lién lac: tén chii dau tu, dia chi lién lac, dién thoai, fax...

2. Nhitng cin cl: xuat x( va cac can ci phap 1y; nguon goc tai liéu st dung;
phan tich cac két qua diéu tra co ban vé ty nhién, tai nguyén, kinh t& XH, ...

3. Lua chon hinh thirc dau tu, cong suét

4. Chuong trinh san xuét va cac yéu cau dap tng

5. biéu kién ty nhién: Phan tich kinh té dia diém va phan tich cac loi ich va anh
huong xa hoi

6. Phan tich cong nghé ky thuat

7. Danh gia tac dong mai truong va gid phap xu ly

8. Phan tich phuong 4n xdy dyung va t6 chire thi cong xay lap

a. Xay dung:

- Cac phuong an bd tri tong mit bang va phuong 4n chon

- Xéc dinh tiéu chuan cong trinh

- Céc giai phap kién tric — phdi canh (néu can)

- Cac phuong an vé kién trac ctia hang muc cong trinh chi yéu

- Yéu cau vé cong nghé, thiét bi va k¥ thuat xay lap dap tmg két ciu Iya chon

- Céc giai phap xdy dung hang muc cong trinh bao vé méi truomg xir 1y 6 nhiém
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- Khéi luong cac hang muyc cong trinh va chi phi xdy dung c6 phu biéu kém
theo

- Nhu cau, diéu kién vé nguyén vat liéu, xay dung, phuong an cung cép

- Céc bién phap phong chay chita chay, vé sinh cong nghiép, an toan lao dong.

b. T6 chuc thi cong x4y lap va tong tién d6 xay dung:

- Phuong an t6 chirc thi cong (dja ban thi cong, cung Gng nguyén vat liéu dién,
nuéc thi cong, diéu kién vé xay dung — thiét bi thi cong, lao dong k¥ thuat va lao dong
phd thong phu vu thi cong, xudng phu vu xay lap).

- Lya chon giai phép thi cong, hinh thirc thi cong trén co s¢ phan tich, so sanh
cac phuong an k¥ thuat.

- Céc phuong 4n vé tong tién d6 thi cong xay lip (c6 so d6 kém theo) phan tich
so sanh va két luan phuong an hop 1y dugc Iya chon.

- Yéu cau thiét ké thi cong.

9. T chirc quan 1y va bd tri lao dong

10. Phan tich tinh hinh tai chinh kinh té
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CHUONG 3. HOACH PINH VA LAP TIEN PQ DU AN XAY DUNG
3.1. Gidi thiéu
3.1.1. Hoach dinh du an
Hoach dinh dy 4n (HPDA) 1a qua trinh sip xép va quan 1y cic cong tac, cong
viéc nham hoan thanh muc tiéu cta dy an.
Nghia 1a giai quyét cac van dé lap thoi gian biéu cho cac cong tac va ngudn luc
(con nguoi, thiét bi, nguyén vat li¢u, ...) dé thuc hién du 4n. Hon nita, nd cling la co s
dé kiém soat va danh gia qua trinh thuc hién dy an.
3.1.2. Cac budc trong hoach dinh du an
- Xac dinh muc ti€u va pham vi cua dy an
- Tim kiém théng tin
- Thiét 14p cdu trac phan chia cong viée
- Thiét lap bang bao cdo cho mdi cong tac
- Thiét lap so d6 trach nhiém
- Uéc tinh thoi gian, ngan sach, ngudn lyc dugc doi hoi cho mdi cong tac
- Panh gia, stra doi
- Chuan bi ké hoach, ngan sach va thoi gian biéu
- Phé chuan
3.1.3. Tiéu chuin danh gia viéc hoach dinh dy 4an thanh cong
- N6i dung: Hoach dinh nén day du chi tiét can thiét nhung khong nén qua chi tiét lam
n6 trd nén phirc tap. Nghia 14 ndi dung hoach dinh phai rd rang, khéng mo ho.
- C6 thé hiéu duge: moi nguoi co thé dé dang hiéu duoc muc tiéu cia mdi cong viéc
va thuc hién n6 nhu thé nao.
- C6 thé thay d6i duoc: mot hoach dinh dy an hidu qua 1a n6 dé dang than d6i, cap nhat
va stra doi.
- C6 thé str dung duoc: hoach dinh phai tao diéu kién d& dang cho viéc kiém soat tién
trinh thuc hién du 4n va truyén dat thong tin.
3.1.4. Mot s phwong phap thwong dung trong hoach dinh du an
Cac phuong phap hoach dinh dy an:
- Hoach dinh du 4n theo mdc thoi gian
- Hoach dinh du an theo ciu trac phan viéc
- Hoach dinh du 4n theo so dd Gantt
- Hoach dinh du 4n theo so d6 mang
3.2. Cac phuwong phap hoach dinh du an
3.2.1. Hoach dinh du 4n theo méc thoi gian
Neéu céc giai doan hoac cac hoat dong chinh cua dy an voi mbc thoi gian bét

dau va thoi gian két thuc.
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Biéu d6 mdc thoi gian duoc trinh bay so luoc, don gian giup nha quan 1y nim
duoc tién do chung cong vi¢c thuc hién cac hoat dong chinh.

Thaoi gian Nam1 Nam?2
Cong viéc THT2( T3 .. | - [THO) T 12| T T2| T3] .. | . | T10]T11|T12
A B K
B B K
C B
D B K
E B K

3.2.2. Hoach dinh theo ciu triic phén viéc

So dd cau triic phan viéc mo ta toan bd cong viée ctia dy an, phan cong cong
viéc cu thé theo timg cap quan 1y, néu rd trach nhiém va quyén han cta timg nhom
cong tac dong thoi danh gia thoi gian va chi phi hoan thanh cong viéc da dé ra.

CAu trac phan viéc 1a mot bude quan trong trong tién trinh hoach dinh duy an.
Co cau phan chia cong viéc 1a tién trinh phan chia du 4n tong thé thanh cac cong viée
nho hon va cu thé hon. Nhiing cong viéc nay doc lap, cod thé quan ly duoc, téng hop
duoc va do duoc.

Muc tiéu ciia phén tich co cau phéan chia cong viéc 1a nham xac dinh cic cong
viéc ma nd ¢ thé duge nhan biét thong qua viée 1én ké hoach, du trii ngan sach, giam
sat va kiém soét.

Biéu do ciu trac cong viéc tao thuan loi bao céo két qua cho ban quan 1y dy an,
cho céc cap quan 1y theo chiic ning chuyén mon va qua d6 ta c6 thé nam bat duogc cac
thong tin can thiét cua dy an. CAu tric phan vi¢c cling tao diéu kién thuan loi cho viée

so d0 mang sau nay.

Cap 1

Du an

Cap 2 Cong Vviéc Cong viéc Cong Viéc
B

Cﬁ'p 3 Al Ao Aj Anp

Cap n
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Co cau phan chia cong viéc thuong c6 cac dic diém sau:

- WBS duoc thuc hién dua trén tit ca yéu td churc ning lan vaatj chét

- Mot vai yéu té cong viéc chirc nang dién hinh 1a sy hd trg vé cung ting, quan 1y
du 4n, tiép thi, k¥ thuat va sy tong hop cac hé thong.

- Nhimg yéu t6 vat chat 1 nhitng cong trinh kién trtc, san pham, thiét bi, ...,
chtng con yéu cau vé lao dong, nguyén vat liéu va nhitng ngudn luc khac dé
san xuat hodc xay dung.

- Nhing yéu cau vé ndi dung va nguén luc cho mot nhiém vu 1a su két hop cac
cong tac voi cac ngudn luc twong Gmg véi ching

- Mot WBS thuong bao gdm nhitng yéu t6 cong viéc lap lai va khong lip lai.

3.2.3. Hoach dinh du 4n theo so' @6 Gantt (so' d6 thanh ngang)

Nam 1915 Henry Gannt d3 dé ra phuong phap 1ap ké hoach theo so d6 thanh
ngang, theo d6 cac cong vi¢c cua du an va thoi gian thuc hién cong viéc dugc biéu
dién bang thanh ngang.

Vi du:

Mot nha may thép dang ¢ gang tranh chi phi cho viéc 1ap dat mot thiét bi kiém
soat 6 nhiém khong khi. Tuy nhién, dé bao vé méi trudng dia phuong cac co quan co
chtrc ning da budc nha may nay phai lap dit hé thong loc khong khi trong vong 16
tuan. Nha may di bi canh céo rang s& budc dong cira néu thiét bi nay khong dugc lap
dat trong thoi gian han qui dinh. Do do, dé dam bao sy hoat dong cua nha may, ong
giam déc mudn hé thdng loc nay phai duoc lip dat dung han va thuan loi. Nhing cong
tac cua du an lép dat thiét bi loc khong khi nay dugc trinh bﬁy nhu sau:

Cic cong tac trong du an lip dit thiét bj loc khong khi:

Cong tac Mo ta Cong tac trudc | Thoi gian (tuan)
A - Xay dung by phan bén trong - 2
B - Stra chita may va san - 3
C - Xay 6ng gom khoi A 2
D - b6 bé tong va xay khung B 4
E - Xay ctra chiu nhiét C 4
F - Lap dat hé thong kiém soat D 3
G - Lap dat thiét b loc khi D,E 5
H - Kiém tra va thir nghi¢m F.G 2
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Céng viéc

T & mm m 9O o m =

- Thoi gian ( tuan )
i 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16
So @6 Gantt ciia d 4n (theo trién khai sém)

Trén so d6 ta nhan thiy cac cong tic A-C-E-G-H nam trén duong giang (dudng
ging 1a dudng dai nhat, bt ctr sy cham tré cta cc cong tac trén duong gang déu dan
dén su cham tré ciia dy an). Cac cong tac B-D-F khong ndm trén duong ging va ching
c6 thé dich chuyén trén so dd trong gidi han cho phép ma khong anh hudng t6i thoi
gian hoan thanh dy an. Do d6, ta c6 thé sip xép cac cong tac nay theo phuong thirc
trién khai sém hay trién khai cham.

- Trién khai sém cho phép cac cong tac c6 thé bat dau cang sém cang tot, mién 1a
khong anh hudng dén cac cong tac trudc no.

- Trong truong hop trién khai cham, cac cong tac c6 thé bat dau tré hon ma
khong anh huong toi thoi gian hoan thanh dy an. P chénh 1éch giira thoi diém

bét dau va két thic cua mot cong tac dugce goi 1a thoi gian dy trir.

Cdng viéc

EEEEEE

T O —m m O o m >

= Thai gian ( tuan )
12 3 4 5 6 7 8 9 10 11 12 13 14 15 16

So dd gantt ciia du an (theo trién khai chim)
Uu diém:

- Bon gian, dé nhan biét cong viéc va thoi gian thyc hién cac cong vige.
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- Thay 3 tong thoi gian thyc hién cac cong viée

Nhuoc diém:

- Khong thé hién mbi quan hé giira cac cong viéc, khong ghi rd qui trinh cong
nghé. Trong trudng hop du 4n cé nhiéu cong viéc thi nhugc diém nay cang rd
nét.

- Khong thay rd viéc ndo 1 chu yéu c6 tinh chat quyét dinh ddi voi tong tién do
thuc hién dy an dé giup cho nha quan 1y tap trung chi dao.

- Khong thuan tién khi phan tich danh gia cac chi tiéu kinh té k¥ thuat ctia ban
than so d6 du an.

Vi vy ddi v6i du 4n c6 qui mé 16n ngudi ta thudng sir dung so do mang.
3.2.4. Hoach dinh du 4n theo so' @6 mang.

So d6 mang la mat dd thi bao gém toan bo khdi lugng cia mot bai toan lap ké
hoach, n6 4n dinh mot cach logic trinh ty k¥ thuat va mbi quan hé vé t6 chirc gifra cac
cong tac san xuét, 4n dinh thoi gian thuc hién cac cong tac va t6i vu hoa ké hoach dé
ra. Trong qua trinh quan 1y va thuc hién ké hoach ta van c6 thé diéu chinh so d6 mang
cho sat thuc té.

Céc phuong phap phan tich so d6 mang:

- Phuong phéap duong gang CPM (Critical Path Method): Phuong phap nay su
dung mo hinh x4c dinh theo thoi gian hoan thanh cong viéc 12 hang sb.

- Phuong phép tong quan va danh gia du 4n PERT (Project Evuluation and
Review Techniques): Phuong phap nay st dung mé hinh xac suat theo thoi gian
hoan thanh cong viéc dugc cho dudi dang ham phan phdi xac suit.

1. Phan tich két qua CPM:

Qua viéc tinh toan thong s6 so dd mang ta cé thé xac dinh duoc:

- Thoi gian tdi thiéu dé hoan thanh dy an

- Thoi gian duy trit ciia cOng tac

-  Puong gang va cac cong tac duong gang

a. Thoi gian t6i thiéu dé hoan thanh du an: 13 thoi diém sém nhét dé sy kién cudi
cung cua dy an xay ra.

b. Thoi gian du trir cia cong tac: 1a khoang thoi gian tdi da ma mot cong tac cd
thé cham tré so vai ké hoach da dinh ma khong anh hudng dén thoi gian toi
thiéu dé hoan thanh dy 4n.

c. Cong tac gang va duong gang (Critical activity and critical path):

- Cong tac gang 1 cong tac ¢ thoi gian duy trit bang 0

- Puong ging 13 duong ndi lién cac su kién dau tién va sy kién cudi cing véi
diéu kién tat ca cac cong tic nam trén né la cong tac ging.

d. Y nghia ctia dudng gang:
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- Mbi so @6 mang c6 it nhat mot duong ging

- Tbng thoi gian cia tat ca cac cong tac nam trén duong chinh 1a thoi gian toi
thiéu dé hoan thanh dy 4n.

- Néu cong tac trén duong gang bi tré thi toan bo du 4n sé& tré theo. Do vay mudn
rGt ngan thoi gian hoan thanh dy an thi nha quéan 1y phai tap trung cac giai phap
lam giam thoi gian cac cong tac trén dudng gang.

- Pbi véi cong tac khong gang ta c6 thé xé dich thoi gian thyc hién nhung voi

diéu kién khong vuot qua thoi gian du trir.

. Phan tich két qua PERT:

Phuong phap PERT cung cap cic thong tin sau:

[\°]

- Thoi gian hoan thanh dy an

- Xac suit ma du 4n s& hoan thanh trong thoi gian cho sin

- Duong ging va cong tac ging. Néu bit ky cong tic ging nao bi kéo dai thi tong
thoi gian hoan thanh du an.

- Céc cong tac khong gang va thoi gian dy trit cia chiing. Diéu ndy c6 nghia 13,
néu can thiét nha quan 1y du 4n co thé sir dung tam ngudn tai nguyén ctia chiing
dé xuc tién toan bo du an.

- Biét duoc tién d6 thyuc hién chi tiét vé thoi gian bat dau va két thiic cua cac
cong tac.

3.3. Phan bd ngudn lwc
Nguén luc ¢ day bao gém von, lao dong, may moc thiét bi, nguyén vat licu, ...

MGéi lién hé giita tién trinh, thoi gian va viéc sir sung ngudn lyc 14 ndi dung chinh

ctia phan ndy. Van dé thudng xuyén ma nha quan 1y dy an phai quan tdm chinh 1a

timd ra su can d6i tot nhat giita cac yéu t vé sir dung nguon lyc va thoi gian. Sau
day 1a mot s6 phuong phap phan b ngudn luc:

3.3.1. Khdi lwgng ngudn luc (Resoure loading)

Khai niém: Khi luvong ngudn luc 12 qua trinh tinh toan khéi lugng mdi ngudn
luc ctia cac cong tac trong du 4n & mdi thoi doan thuc hién du 4n.

Muc dich: Khdi lvong ngudn luc cho chung ta nhitng hiéu biét chung vé nhu
cAu ma mot du an s& st dung ngudn luc cta cong ty. DI nhién day ciing 1a budc
dau tién trong nd lyc giam nhu cau vuot qua mic ctia mot ngudn lyc nao do.

Cach xac dinh nguén luc: nguén luc ¢b thé duoc xac dinh dua trén nhirng dinh
muc san hodc dua trén kinh nghiém khi van hanh.

3.3.2. Can bing ngudn lre (Resource leveling)

Khai niém: Can béng nguén luc 1a qua trinh 13p thoi gian biéu cho cac cOng tac

sao cho viéc su dung ngudn lyc 13 can béng nhau sut qua trinh thuc hién du an.

Viéc can béng nguén luc duogc thuc hién béng cach dich chuyén cac cong tac

trong thoi gian du trir cho phép cua chung.
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Muc dich:
Giam do dao dong trong viéc huy dong cac ngudn luc
Viéc sir dung nguén luc déu din c6 thé dan dén chi phi thap hon. (Vi du ddi véi
nhén céng, viéc thué muén thém, viéc dao tao hoidc sao thai, ..., s& dan dén chi
phi ting 1én. P6i voi nguyén vat liéu, nhu cau kho bai thay d6i theo nhu cau
nguyén vat lidu ciing s& dan dén chi phi ting 1én)
Viéc trién khai thyc hién dy 4n s& 6n dinh hon
Giam bot cong stre, nd luc quan ly.
Cac budc thuc hién:
1. Tu so d6 mang chuyén sang so d6 thanh ngang (Gantt) véi tit ca cac
cong tac bat dau & thoi diém sém nhat nhu c6 thé.
2. V& so d6 khéi luong ctia mdi ngudn luc
3. Chon ngudn luc nao dao dong nhiéu nhét. Dich chuyén cac cong tac co
str dung ngudn lyc nay trong thoi gian du trir ciia chiing dé can bang viéc
str dung ngudn luc nay sudt dy an.
4. V& lai so d6 khoi lugng cho tt ca cac nguén lrc. Chon ngudn luc ké tiép

va lap lai budc trén.
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CHUONG 4. THEO DOI VA KIEM SOAT DU AN XAY DUNG

4.1. Cac khai niém co ban

4.1.1. Kiém soat dv an

a. Pinh nghia:

Kiém soét dy 4n 12 mét qua trinh gdm 3 budec:
Thu thap sé liéu vé TIEN PO, CHI PHI va KHOI LUONG cong tac dat duoc.
So sanh cac thong tin nay v6i ké hoach va cac yéu cau da dé ra.

Thuc hién céac bién phap sua déi, hiéu chinh nham dat duoc muc tiéu da dé ta.

b. Cac dang kiém soat du 4n:

- Kiém soat vé thoi gian

- Kiém soat chi phi

- Kiém soat cac y€u cau vé chat luong

Trong thuc té, néu kiém soat tung phé“m 6 thé dem lai hiéu qua tdi da cuc bd

nhung chua chic di dem lai hiéu qua t6i da toan phan. Do d6, théng thuong cac hé

thng kiém soat du 4n 1a t6 hop cua 3 thanh phan néi trén. Trong phuong phap nay,

nguoi ta co gang kiém soat dugce ca chi phi va tién do, con yéu cau ve ky thuat la uvu

tién s6 mot.

C6 2 loai kiém soét:

Kiém so4t bén trong: 1a hé thdng va cic quy trinh giam sat co phia thuc hién du
an tién hanh.

Kiém soat bén ngoai: 1a cac qui trinh va tiéu chuén kiém soét dugc an dinh boi
chu dy 4n tién hanh,

Mo hinh ctia hé théng kiém soat:

Hé théng don gian c6 mot chu trinh phan hoi thong tin

Heé théng cap cao cé nhiéu chu trinh phan hoi thong tin, c6 thé diéu chinh muc

tiéu hay tiéu chuan cac hé théng giam sat phu.

c. Cac bwéc Kiém soat duw an: thong thudng c6 4 bude:

Bwéc 1: Thiét 1ap cac tiéu chuan, yéu cau ddi v6i du an:

Céc dic trung k¥ thuét (trong ho so thiét ké c6 stra d6i phai duoc ban bac va ghi
thanh van ban).

Ngéan sach cua du an

Céc loai chi phi

Céc ngudn lyc yéu cau

Budc 2: Giam sat:

Quan sat cac cong viéc da thuc hi¢n trong thuc té

Buéc 3: Kiém tra:
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- So sanh cac tiéu chudn, yéu cu vé cic cong viéc di thuc hién trong thyc té tinh
cho dén ngay kiém tra.
- Ubc tinh thoi gian va chi phi dé hoan thanh cac cong viéc con lai dé hoan tat
toan b du an.
Buéc 4: Diéu chinh:
- Thuyc hi¢n cac bién phap stra chira, hi¢u chinh khi céc két qua thuc té ¢ su khac
biét so véi cac tiéu chuan da dé ra.
d. Cac van dé khé khiin thwong gip trong kiém soat dy 4n:
- Chi nhan manh mot s yéu t6 nao do, nhu chi nhan manh vao yéu t6 chi phi ma bo
qua cic yéu t6 khac nhu thoi gian va chat luong. (Nguoi thau thudng quan tim dén chi
phi con chu dau tu quan tim dén chat luong)
- Quy trinh kiém soat bi phan d6i hay khong duogc sy dong ¥, dong tinh.
- Théng tin thudng khong chinh xac hoac khong dugc bao cdo dy du
- Thai d6 ty bao vé, tu bién ho din dén thanh kién hay khong thién léch
- Cac nha quan 1y ¢6 quan diém khac nhau vé van dé con tranh cai
- Cac co ché bao cdo thong tin va hach toan khong diing
4.1.2. Danh gia du an
Danh gia dy 4n 1a phan tich sy hi¢u qua va hitu hiéu ctua dy &n so véi myc tieu
da dé ra nham dé:
- bat duoc muc ti€u cua du an
- Ghi nhan cac bai hoc kinh nghiém
- Lap ké hoach va chinh sach cho tuong lai
4.1.3. Giam sat du an
Giam sat dy 4n 14 qué trinh kiém tra thudng xuyén vé tién trinh ctia dy an trong
subt thoi gian thuc hi¢n dy &n cling nhu céc giai doan van hanh cta du an véi muyc ti€u
cung cip thong tin 1am co s& cho cac quyét dinh quan 1y nhu:
- Giam sét 1a sy can thiét doi voi kiem sodt dy én
- Gilip cac thanh vién cta dy an hiéu tét hon vé cac muc tiéu cia du 4n
- Gia ting méi quan hé giira cic nhom cong tac
- Chuén bj cho cac nhém cong tac thich nghi v6i moi sy thay ddi trong du an
- Gia tang tim nhin vé du 4n cua cic nha quan 1y cip cao
- Cai thién mbi quan hé véi khach hang
Heé théng giam sat hiru hiéu khi:
- Day du va c6 lién quan
- Béo cao dén moi cap quan ly
- Thu thép va bao cao dir li¢u kip thoi

- Nhiing sy khac biét so véi hoach dinh can phai sua doi
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4.2. Kiém soat dv an
4.2.1. Tién d ngang va dd thi thé hién tién trinh thwc hién dy an tich liiy theo
thoi gian

Vi du vé thi cong tuyén duong bd co6 cac so licu va phan tich nhu sau:

. , Tufin 18
Céng téc | Gig cbng | Ty trong i 7 3 n 5 B 7 o 9 10
Tienda] 20 | s0 o
Chusn bi 750 4794, TR T =
Tign do 80 40
H& thing ’ E——
o] o | E The t§ 30 60
Tién do 15 95 25 20 15
Nén duong| 4200 | 26.42% . 100%
Thue 8 5 75
S e — 20%
Tién do 10 20 30 /o/ 15
i 4000 | 25.16% ; s
duiing Thuc t&
40%
Tién do /Qﬂ’ 25 20 15 15 5
Mt dubno | 6800 | 42.77% - -l %
' Thuc 8 T
e == | 0%
Téng cbng| 15900 | 100%
S Kheii lugng hang tuln ( % ) 004 689 B840| 912 1887 2220 1484 1049] 6.42] 214
" |Khi lugng tich Ity ( % ) 004 7.83| 1623 | 2535| 4421 | 6642 | 8126 91.45| 97.86] 100
Thie t& Khﬁ? lugng hanghtuﬁn ( % ) - 373 929
Khéi lugng tich Iy ( %) - 373 13.02

Trén tién do, mdi cong viéc duoc thé hién bang hai thanh ngang. Thanh ngang
1ién nét bén trén thé hién tién trinh thuc hién cong vi¢e theo tién do, thanh ngang dut
nét bén dudi thé hién tién trinh thi cong thuc té. S liéu thé hién trén mdi thanh ngang
la phén tram khoi lugng cong viéc dugc thuc hién trong mot don vi thoi gian. Puong
cong tich liy thé hién tién trinh thuc hién dy an duoc trinh bay két hop trén bang tién
dd. Truc tung thé hién khoi lugng thuc hién DA tich iy theo ty 1€ phﬁn tram trén truc
thoi gian. Khéi lwong thuc hién dy an tich liy (KLTL) vao mdi cudi tudn duoc tinh
theo cong thurc sau:

KL=TL Z (khéi lugng tich lity cua timg cong viéc) x (ty trong)

Vi du tinh toan khéi luong thuc hi¢n tich Iy theo tién d6 vao cudi tudn trong ba tuan
18 dau cua du an thi cong tuyén dudng nhu sau:

Tuén 1€ thtr nhét:

(chuan bj)

27



KLTL = (0,20x4,7) = 0,94%

Tuan 18 tha 2:

KLTL = (0,70x4,7) + (0,60x0,90) + (0,15X26,4) = 7,83%

Tuan 1€ thir 3:

(chuan bj) (hé thong thoat) (nén duong)
KLTL = (1,00x4,7) + (1,00x0,90) + (0,40x26,4) = 16,23%

Béng cach tinh tuong tu, khdi luong thyc hién tich Iy thuc té vao cudi tuan
trong ba tudn 1& dau cua du an cling dugc xac dinh va thé hién trén dd thi. Can cir muc
d6 khac biét giira hai dudng cong thé hién khdi luong tich liy theo thuc té va tién do,
c6 thé danh gia duoc tinh trang DA vé mit thoi gian. Trong trudng hop nay 1a DA
dang bi cham tién do.

4.2.2. Po lrong tién trinh thye hién du an — phan viéce phai thi cong bing db thi
thé hién moi quan hé giira thoi gian va cong viéc.

Qua trinh thi c6ng bao gdm nhiéu dang cong viéc cé don vi tinh khac nhau nhu
mét khdi bé tong, mét vudng tudng x4y... Nhu vay, thuan tién hon ca 1a sir dung ty 1&
phan trim lam don vi tinh dé quan 1y va kiém soat toan bd qua trinh thi cong.

C6 thé st dung cach thirc trong ty dé do ludng danh gia khdi luong cong tac thi
cong . Nhu trong bang dudi ddy DA xay dung cong trinh nha ¢ c6 ba phan viéc chinh:
phﬁn ngﬁm, két cau khung va hoan thién dugc thuc hién trong vong 20 thang. Trong
s0, ty 1€ phﬁn tram thot gian udc tinh va trinh tu thye hién dugc trinh béy trong bang
duoc cac thanh vién chi chét cua DA xéc 14p trude khi khoi cong thi cong, 14 co s& dé
theo doi qua trinh thi cong...

Béng vi du vé trong s6 cho cong tac thi cong

Cong viéc Trong s Thoi gian bat dau — két thac (so véi

toan bo du an) %

Phin ngdm 0,25 0-35
Két cau 0,40 15-75
Hoan thién 0,35 65-100

D06 thi thé hién moi1 quan h¢ gitra thoi gian va khoi lugng cong viée cua qua

trinh thi cong trinh bay & hinh sau:
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Gia sir trong qua trinh thi cong thyc té, sau 12 thang thi cong, phan ngam da
hoan tat, phén két cau thuc hién duoc 60% thi khoi lugng cong viée thuc té cla toan
bo du an dat duoc la:

0,25x100% + 0,4x60% = 49%

Dua vao d6 thi thé hién mbi quan hé giira thoi gian va khéi luong cong viéc &
hinh , c¢6 thé xac dinh khdi lwong cong viéc thyc hién sau 12 thang (60% thoi gian)
theo ké hoach 1a 55%. Pay 1a co s¢ dé theo ddi va danh gia qué trinh thi cong.

4.2.3. Panh gia trang thai ciia du 4n biang do thi hop nhit thoi gian, chi phi va
khoi lwong cong viée

Cac chu nhi¢m du an c6 kinh nghiém da quen véi van dé theo ddi DA véi chi
mot phan thong tin 1a chi phi ciia DA. C6 khi da sir dung phén nira chi phi cta du 4n
nhung chi méi hoan thanh dugc 20% cong vi¢c. Chi theo ddi riéng 1é chi phi/gid cong
hoic tién d6 cia DA thi sé thay DA dang tién trién tot dep nhung c6 kha ning 1a DA bi
vuot chi phi va cham tién do, bai vi hé théng kiém soat DA khong bao gém khoi
luong cong viéc. Nhu vdy, chue nhiém du 4n nén thiét 1ap hé thong theo ddi du 4n
dong thoi ca chi phi, tién do va khdi luong cong viée. Nho d6 tinh trang DA c6 thé xac
dinh va co thé duoc xac dinh va c6 thé dwa ra giai phap khac phuc véi muc chi phi
thap nhét.

Céc phan trudc da trinh bdy mdi quan hé gitta thoi gian — chi phi/ gio cong va
thoi gian — khdi lugng cong viée. Tuy nhién, danh gia riéng biét cac méi quan hé nay
khong phan anh diing dugc thuc trang ctia DA. D6 thi hop nhét thoi gian, chi phi va
khéi lwong cong viéc dugc xdy dung voi thoi gian thé hién theo truc nam ngang, chi
phi va khoi lugng cong viéc lan lugt thé hién theo truc thang ding & bén trai va bén
phai ctia d6 thi. Pudng cong phia trén thé hién mdi quan hé giita thoi gian va chi phi,
1a duong cong chi phi tich lity theo thoi gian. Puong cong thé hién mdi quan giira thoi
gian va khéi luong cong viéc.

Bang vi du minh hoa khéi lwong cong viéc va chi phi theo thoi gian

Thoi gian Chiphi | Khdi luong Thoi gian | Chiphi | Khéi luong
(%) (%) cong viéc (%) (%) (%) cong viéc (%)
0 0 0 60 65 50
10 5 5 70 80 70
20 15 10 80 90 80
30 20 20 90 95 90
40 30 30 100 100 100
50 45 40
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CHUONG 5. QUAN LY DU AN VOI SU TRO GIUP CUA MAY TiNH.

5.1. Tim hiéu nhirng diéu ciin ban ciia Microsof Project.
5.1.1. Muc dich chung va cic yéu ciu ciia Microsoft Project

Microsoft Project 13 mot chuong trinh chuyén dung dé quan 1y cac du 4n, 1a chuong
trinh c6 nhirng cong cy manh va thuan ti¢én. Vi Microsoft Project ban co thé 1am viéc
véi nhiéu ché do, nhiéu cong cuy, chirc nang tinh vi dé thuc hién céac thao tac tao 1ap va
hiéu chinh trén dy 4n dong thoi tiét kiém thoi gian va tién bac cho ban.
Muc dich chung ctia Microsoft Project 2000 gdm:

e Tb chirc 1ap ké hoach va quan 1y du 4n.

e Lén lich cong tac.

e Chi dinh céc tai nguyén va chi phi cho cac cong viéc trong du an.

e Diéu chinh ké hoach dé thich Gmg véi cac diéu kién rang budc.

e Chuan bj c4c bio bicu can thiét cho du 4n.

e Du tri cac tac dong dén tién do cua du an khi xay ra nhitng thay ddi cé anh

hudng 16n dén dy an.

e Xem xét lai du 4n dé dbi pho voi cc tinh hudng ngau nhién.

e Danh gia tai chinh chung cua du an.

e In 4n c4c bao biéu phuc vu du an.

e Lam viéc va quan 1y theo nhém.

e Rut kinh nghi¢m trong khi thyc hién du an.
5.1.2. Mt s6 tir khoa trong Microsoft Project 2000
Task: Cong viéc, nhiém vu
Duration: Thoi gian thuc hién cong viéc
Start: Ngay bat dau
Finish: Ngay két thuc
Predecessors: Cong viéc lam trude
Successors: Cong viée ké tiép
Task list: Danh sach cac cong viéc
Resource: Tai nguyén hay nhan luc, may mdc thuc hién cac cong viéc cua du an
Work: Sb gi0 cong dugc gan dé thuc hién cong vi¢e
Unit: Kha nang lao dong cua tai nguyén
Milestone: Loai cong viéc dac biét (diém méc) c6 Duration=0, dung dé két thuc cac
doan trong du an
Recurring Task: Cong viéc dinh ky, lap di lap lai nhiéu 1an theo chu ky trong thoi gian
thuc hién dy an. Vi du cac budi hop giao ban dau tuan
Shedule: Lich trinh cua du an
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Std. Rate: Gia chuan
Ovr. Rate: Gia ngoai gio
Cost/use: Phi str dung tai nguyén
Baseline: Theo ké hoach
Actual cost: Chi phi da st dung t6i thoi diém hién tai
Current cost: Chi phi da st dung td1 thoi diém hién tai + Chi phi con lai theo thoi
diém hién tai
Remaining cost: Chi phi can c6 dé tiép tuc thuc hién dy an.
Summary Task (Cong viéc tom luoc): Cong viéc ma chirc niang duy nhét cia no 1a
chtra dung va tém lugc thoi khodng, cong viéc va chi phi ctia cac cong viéc khac.
5.2. Thiét 1ap mot dw an méi

Budc dau tién dé tao ké hoach 1am viéc 13 tao ra mot file dir liéu méi, thiét 1ap thoi
gian bat dau, thoi gian két thic va nhap cac thong tin chung vé du 4n. Sau khi hoc
xong bai nay, s€ c6 mot file dir li€u Microsoft Project chira dung tén dy an, ngay du
kién bt dau, ngay du kién két thiic, ké hoach du an cling nhu cac thong tin khac vé du
an. Bai nay gdm c6 3 diém chinh sau:

— Tao méi mdt du an

Nhép cac théng tin quan trong vé dy an

— Thiét lap hé thong thoi gian trong dy an
5.2.1. Tao méi 1 dy an

Khi bat dau v6i 1 du an méi véi Microsoft Project, chi ¢6 thé nhap thoi gian bat dau
hay thoi gian két thuc cua du 4n. Microsoft ciing khuyén ring chung ta chi nhap thoi
gian bit dau cta dy 4n va dé tu nd tinh thoi diém két thuc sau khi di nhdp cac thong

tin ve€ thoi gian cua tung cong viéc.

BI Kich nit New |1! trén thanh cong cu hay trong menu File, chon New.

',& Microsoft Project - Project3

J@ File Edit “iew Insert Format Tools Projeck Window E

0y O [ Ctrl+h
_J (= Cpen. .. ChHl+0
L. Close

Nut New ¢6 thé khong hién thi trén man hinh boi vi khong du chd cho tat ca cac nat. Kich
.
nut More Buttons | ~ |, sau do kich nit New |

B2 Trong hop thoai Project Information, nhap thoi gian bat dau hay két thic tai myc Start
date hay Finish date cho du an cua ban, va sau do6 kich nit OK.
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Project Information for "Project3’
Start date: rm

Finish date: |Tue 512505

ol o] 1] B

Schedule Framm: |F'rl:-jen:t Start Dake

&l tasks begin as soon as possible,

Current dake: | Tue 312503

Lef Lef Lo

Status date; | MA
Zalendar: | Standard
Eriotiky: S0 =

Help I Skatistics, . | Ik I Cancel |

B3 Kich nat Save hay trong menu File, chon muc Save dé luu gilr thong tin du an.

! & Microsoft Project - Project3

Jﬂﬂ File Edit “iew Insert Format Tools Projeck Wwindow E

J 0 O mew.. Chrl+M
T . (2 Open... ChHl+0

Save As...
Save As Web Page...

B4 Trong myc File name , nhap tén dy an, va sau d6 nhan nut Save.

savens 21X
Save in: I@ My Documents j - | @ }( @ ~ Tools -

| adabe
| My eBooks
Mw;.-' Pictures

File name:  [Dur &n quan Iy tién 48 DZS00 Mach 2+ opec.. | (B save |
Save as tvpe: Ipr.;.je.;t j Zancel |
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Chu y: Chiing ta c6 thé thay doi thong tin vé dy an ctia ban bat ctr thoi diém nao bang

cach chon muc Project Information trén menu Project

.'é Microsoft Project - Project3

J Eile Edit Yiew Insert Format Tools | Project Window Help
DEE SRy {BR o

J & & + = show- Filtered For: all Tasks
— Group bys Mo Group

| WES
o Task Mame

Arial

v v w v

= Task Information...  Shift+F2
f”’-—} Task Mokes, .,

Projeck Information, ..

L4

5.2.2. Nhap cac thong tin quan trong cho du an

Mbi mét du an déu c6 mot sb thanh phén dac trung nhu cac cong viéc co lién quan,
mot sb vuong méc s& gap phai khi thuc hi¢n, nguoi thuc hién ching va muc dich cua
du an. Dé c6 thé nhé va theo ddi duge céc thong tin nay khi can thiét hay thuc hi¢n

theo cac budc sau

Trén menu File, kich Properties, va sau do kich tab Summary .

Bl File Edit Wiew Insert Format

=

=

TRy

Bl ..

I_Q I

Close

E Save

Save fAs...
Save As Web Page...

Page Setup. ..
& Prink Presdiew

&h Prirt...

Send To

Properties

B2 Trong Tab Summary, nhip nhing thong tin lién quan dén dy an, nhu ngudi lap va quan
ly file dy an, myc dich ctia dy 4n, hay bat cir didu gi c6 thé gay kho khan trong qué trinh

thue hién du an.
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iGemeral  SUMMAry IStatistics I Conkents I Cuskormn I

Title: i &n Eheo dii fién da thi céng nha may digén Udng B

Subiject: I

Author IKim Manh Tuan

Manager: I

Compantyi  [lha méy dign Udng Ei

Cakegary: I

Keywords: I

Comments: |MhEp cac ghi chi bai d&y

Hyperlink,
base: I

Templake;

[T save preview picture

(0] 4 I Cancel

B3 Kich nat OK.

5.2.3. Thiét 1ap hé thong lich 1am viéc cho duw an
Chung ta c6 thé thay doi thoi gian lam viéc ciia dy 4n dé phan anh sd ngay ciing
nhu sb gi0 lam viéc cua moi nguoi trong du an. Microsoft Project thiét 1ap mac dinh
thoi gian 1am viéc cho dy an tir thir 2 dén thir 6, bt dau tir 8 gid sang dén 5 gio chiéu.
Ching ta c6 thé xac dinh thoi gian nghi nhu cudi tudn va cac budi tdi ciing nhu

ngay 1& hay thoi gian di nghi mat.

B1 Trén menu View, kich Gantt Chart.
Eil= Edit | Yiew Insert Formak To
= E | Calendar

Pl Santk Chart
B 4 =

Metwork Diagram
Task Usage

M Tracking Gantk

B2 Trén menu Tools, kich Change Working Time.
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File Edit “iew Insert Formak | Tools Project Window Help
ﬁrﬁ|§@l?|é{. %ﬁwa})i:lelling... F7

B 4= = Show -

Arial ﬂgrkgrgup ]

| Change Working Time. ..
| Tazk Mame

i, , Resources b
= KHAOQ SAT, T

Khao =4t | 1

Ham mdan T

Resource Leveling. ..

Tracking k

B3 Trén hop thoai Chage Working Time, chon lich lam viéc.

Change Working Time 21 x|

For: |Standard (Project Calendar) j
Set waorking time for selected datels)
Legend: Select Daterls): Set selected datels) to:
{ March 2003 ﬂ ¥ Use default

S| M| T|W|Th|F |5

" Nomwarking kirme
" Mondefaul waorking time

Frarm: To:
9 110 |11 12 |13 |14 |15 |EI:EII:I.CI.M |12:EIEIF‘I"-"I
n this calendar:
16 |17 |18 |19 |20 |21 |22 |1:I:II:IF'I"-'1 |5:EIEIF'T‘-'1

Edits ko a day of
— the week

23 |24 |25 Q6 2T (25 (28 | |

L5 1 individual day 30 |3 o | |

Help | Mew., ., I Cpkions, ., | (0 I Zancel |

« D¢ thay d6i thoi gian lam viéc ctia mot ngdy trong tudn trong toan bd du an, chon

ngay can thay ddi, sau d6 chon lya chon Default Working Time va chinh lai thoi
gian 1am viéc cta ngay d6. Vi du ban mudn ngay thir 6 hang tuan déu két thuc
vao 4 gid chang han.

« Dé thay doi thoi gian lam viéc ctia mot s6 ngay, vi du nhu tir thir 3 dén thir 6 déu
lam viéc Iuc 9 gio, ban chi can kich chudt vao ngay thir 3, sau d6 giit phim Shift
va kich chudt dén th 6. Cong viée tiép theo cua ban 1a thay d6i thoi gian lam

vi€c cia nhitng ngay nay.

B4 Kich Nonworking time ddi voi nhitng ngdy nghi, hay Nondefault working time dé
thay ddi thoi gian lam viéc clia mot ngay nao do.
B5 Kich OK.
5.3. Cach thirc nhép va to chirc cac cong viée
Pau tién hay liét ké cac budc dé hoan thanh du an, bat dau véi timg khéi cong viee
va chia nho nhimng khdi cong viéc thanh nhitng kh6i nho hon. Ctr nhu vay cho toi khi
n6 duoc chia thanh nhitg cong viéc nho cé thé phan giao cu thé duoc. Cudi cing

nhap cac khoang thoi gian thiét 1ap cho timg cong viéc.
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Sau khi hoan thanh bai nay, chung ta s€ c6 mot tap hop céc cong viéc dugc td chirc
mot cach hé thdng va thong tin chi tiét vé nhitng cong viéc nay.

Bai nay ¢6 5 diém chinh sau:

— Nhéap cong viéc va thoi gian thuc hién.

— Tao nhiing mbc danh dau.

— Tao nhiing cong viéc dinh ky.

— Phén cap cong viéc.

— Hiéu chinh hé théng cong viéc.
5.3.1. Nhap cac cong viéc va thoi gian thue hién

Mot du 4n 13 mot chudi nhitng cong viéc c6 lién quan t6i nhau. Mot cong viée s&
chiém gilt mot khoang thoi gian va chung s€ dugc theo doi tién trinh thue hién. Mot
cong viéc co thé duoc thuc hién trong mot ngay hay nhiéu tuan.

Hay nhap cac cong viée theo thir tw ma ching xay ra, sau d6 udc tinh sé thoi gian
dé thuc hién cong viéc do.
Chii y: Khong nén nhap ngdy bit dau va két thuc trong cac truong Start va Finish dbi
v6i mdi cong viéc. Microsoft Project tinh toan thdi gian bat dau va thoi gian két thuc
dua trén mbi quan hé gitra cac cong viée, dua trén cic théng tin nhip vao. Phan nay s&
dugc nodi ro trong bai sau.

B1 Trén menu View, kich Gantt Chart.
Fil= Edit | Yiew Insert Formak To
= H | Calendar

Pl antk Chart
B a4 -

Metwaork Diagranm
Task Usage
Tracking Gankk

B2 Trong cot Task Name, danh tén cong viéc, va sau d6 nhan phim TAB.

f®

Start

Tazk Matne | Duration

= KHAO SAT, TKKT PUWOHG COHG YU vAO BAP CHINH VA VAOH  4days? Mon 372403

Khao sat |, THKT -TC Budmng cong wu 4days  Mon 32403
Bao cdo THKT trung gian 1 day?  hlon 32403
Lép don gig tong hop phuc vy o Tong du todn 1 day?  Mon 32403

Microsoft Project tu dong nhap thoi gian ude tinh cho cong viée 1a mot ngay cung véi dau ?

B3 Trong cot Duration, nhap thoi gian thuc hién cong viéc theo thang, tuan, ngay, gio hay
phut. Ban c6 thé sir dung cac dau tat sau:
thang = mo
tuan = w
ngay =d
gio=h
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phut =m
Chi y: Dé chi ra dy 1a thoi gian udce tinh, danh thém du hoi sau khoang thoi gian thyc hién.

B4 Nhéan phim ENTER.
Chii y: Chiing ta c6 thé thém mot chii thich cho mdi cong viée. Trong cot Task Name
, chon tén cong viéc can thém chi thich, sau d6 kich nit Task Notes . Nhép thong
tin cht thich trong hop thoai Notes, sau do kich nit OK. Nut Task Notes trén
thanh cong cu co thé khong dugc hién thi do khong du chd. Kich nut More Buttons

, and then click Task Notes '] dé hién thi.
5.3.2. Tao moc du 4n

Tao méc du an 1a mot viéc rat co y nghia trong ké hoach thuc hién dy an, vi du nhu
viéc hoan thanh mot pha chinh ctia dg 4n. Khi nhap khoang thoi gian cho 1 cong viée
12 0 ngay Microsoft Project thé hién 1 biéu tugng mbc du an # trén biéu d6 Gantt tai

thoi gian bat dau cong viéce.

B1 Trong cOt Duration ctia cong viéc can tao moc nhap 0 .

B2 Nhan phim ENTER.

Chu y: Dé hién thi tat ca cac diém mbc trong khung nhin, chon kiéu hién thi trong
danh sach 12 Milestones. Dé hién thi lai toan bd céc cong viéc trong du an, chon All
task trong danh sach kiéu hién thi.

Insert Formak Tools Project Window Help

ﬁfﬂé’éﬁ,@ﬁﬂ |%|@@9EE||§|@@|NDGMW

how = | Arial ru|===| o= | &,
| Lake/Crverbudget Tasks Assigned To... ;I
. Linked Fields
Cang Wigs Thiri iz == MMilestones
j j Resource Group... Bl | 2 |
= A. CONG TAC KHAO SAT, THIET KE 310 days s Should Start By...
5 o = = Should Start/Finish Buy... _I
TRIHH CHIHH 1 Slipping Tasks
Khao =&t phuc v thist ke k¥ thudt bude 1 43 davs | Fri ?Umkméﬂrv Tasks
L : ask Range..
Bao caa THKT trung gian 36 days ##I0 Tacks With A Task Calendar Assigned
Lép don gis tdng hop phuc vy 1Ep Tong du 59 days | Sat 3.Tasks With Attachments b
todn 5720003
Thuong théo ky Hop dong thué chuyén gia, 11 days Wi Wi
cd van phuc vy THKT 1MM03 1H503
Trinh duyét Hop bng thué chuyvén gia, ob 25 days Thu hdan
wén phuc vy TEET 1HEN3 2173

5.3.3. Tao cac cong viéc dinh ky

Cong viée dinh ky 1a nhiing cong viéc thuong xuyén lap di lap lai, vi du nhu 1 budi
hop giao ban tht hai hang tuan. Cong viéc dinh ky co thé xay ra hang ngay, hang tuan,
hang thang hay hang nim. Chung ta c6 thé xac dinh khoang thoi gian thuc hién dbi véi

moi lan cong viéc xuat hién hay thoi gian nao nd sé xay ra.
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B1 Trong cot Task Name, chon noi ban mubn cong viéc dinh ky xdy ra

B2 Trong menu Insert, chon Recurring Task.
Fil= Edit ‘“ew | Insert Format Tools Projes
= J | = M Task Ins

. - _ % Recurring Task. ..
u @ Projeck. ..

Columm. ..

I I

B3 Trong hop thoai Recurring Task Information, danh tén cong viéc

Recurring Task Information ed

Task Mame: [Khdo sat phuc vy thigt k& k§ thudt budc 1 Duration: | 1d -

Recurrence pattern
= Daily
% ieekly
" Morthly | [T Sunday [ Monday | Tuesday [ wednesday
" early [ Thursday I Friday [~ saturday

Range of recurrence

Skark: |'”"-"EE| 319/03 j ¢ End after: |U 3: OCCUFeNCES

& End by |"."'."E-'I:| 3/19/03 j

I EVEry j week on:

Calendar for scheduling this task,

Calendar: |mone j I \Scheduling ignotes resource calendars

| (] I Cancel |

B4 Trong phan Duration, nhap thoi gian thyc hién cong viéc mdi khi cong viée xay ra.

B5 Dudi Recurrence pattern, kich Daily, Weekly, Monthly, hay Yearly dé chon kiéu xuat

hién cta cong viéc theo hang ngay, hang tuin, hang thang hay hang nam.

B6 Phia bén phai Daily, Weekly, Monthly, hay Yearly, xac dinh tan xuét cong viéc xay ra.
Vi du néu nhu mét cong viéc dinh ky xuét hién vao thir hai hang tuan.
B7 Dudi Range of recurrence, nhap ngay bit ddu va sau d6 chon ngay két thuc sau mot sb
lan xay ra (muc End After) hay cong viéc s& dugc két thic vao thoi gian nao (End By).
 Néu ban chon End after, chon s6 1an cong viéc xay ra.
 Néu ban chon End by, nhap ngay ban mudn cong viéc nay két thic.
B8 Nhip OK dé dong y.

Chii y: Dé xem tat ca cac phan cia cong viée dinh ky, kich vao déu + gin cong viéc
dinh ky.

{3 |E Khio sét phuc vy thiét ké ky thuit budc 1 | &days
| |

4 Khao &t phuc vy thigt k& k4§ thudt budc 11 1 day

Fd Kh&o sat phuc vy thist k& ki thudt budc 1 2 1 day
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5.3.4. Phin cép cac cong viéc

Viéc phéan cip gitp t6 chirc cac cong viée thanh nhitng khéi dé& dang quén 1y, cac
cong viéc duoc tao thanh mot hé théng phan cap, cong viée nay c6 thé 1a cip con cua
cong viéc khac nhung ciing c6 thé 1a cip cha ctiia mot s6 cong viéc. Thoi gian bit dau
va két thuc mot cong viée cha duoc tinh theo thoi gian bat diu sém nhit va thoi gian
két thuc mudn nhat cia cac cong viée con ctia no.

bé t6 chuc theo ché do phan cap, st dung cac ntt sau:

Cép thap hon CAp cao hon
[+]
Hién thi cac cong viéc con EI Khong hién thi cac cong viéc con EI

Hién thi tat cd cac cong viéc con IEI

B1 Trén menu View, chon so do Gantt.
B2 Chon cong viéc ma ban muon né tré thanh cong viéc con ctia cong vié€c phia trén no.

B3 Kich nat . Cong viéc nay sé trd thanh cong viéc con.

Chu y: Chung ta ¢6 thé chuyén doi cap cua cong viéc bang cach dat chudt vao phan
dau tén cong viéc mudn chuyén, khi con tré chuyén sang hinh mii tén hai chiéu co6 thé

kéo ra ngoai hay vao trong tuy theo cap ctia cong viéc.

= KHAOQ SAT, THIET KE K¥ THUAT THI CONG PIFOHG VA 1 day?  Wed 31903 Wed 31903

I khao =&t , TKKT -TC duing vao ca khu tai dinh cuw I 1 day? | Wed 3903 Wed 341903
|

Trinh curyét THRT-TC duing vao cac khu tai dink oo 1 day? Wed 3M903 0 WWed 34903

5.3.5. Hi€¢u chinh danh sach cac cong viéc
Ngay khi tao danh sach cong viéc, c6 thé chia nhiing cong viéc 16n thanh nhiéu
cong viéc con va sap x&p lai. chung ta c6 thé mudn sao chép, xod hay di chuyén cac

cong vi¢e trong du &n cua ban.

B1 Trong ¢4t ID, chon cong viéc ban mubn sao chép, xoa hay di chuyén
o Dé chon mot hang, kich vao s6 ID.
o Dé chon mot sb cong viéc lién ké nhau, dit chudt vao cong viéc dau, giltt phim
Shift va sau d6 kéo chudt dén cong vi¢c cudi.
« Dé chon nhing cong viéc khong lién ké nhau, dit chudt vao mot cong viéc nio
d6, sau d6 giir phim Ctrl va kich chudt vao cic cong viéc can thay doi.
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B2 Sao chép, di chuyén, hay xoa cong viéc.
o Dé sao chép cong viée, kich nut Copy. trén thanh cong cu hodc co thé vao
menu Edit, chon Copy Cell.

| Bile | Edit ¥iew Insert Faormat
G %7 CamtUndo  ChrlZ

B % ot cel Chrl+%

Chrl+C

2 Paste Chrl+Y
i Paste Special...

« Dé di chuyén cong viéc, kich niit Cut. trén thanh cong cu hodc co thé vao
menu Edit, chon Cut Cell.

Fil= | Edit iew Insett Format

@ 7 Cantlndo  Chol+2

> &

Copy Cell  Chrl+C

o Déxo0a cong viéc, trong menu Edit, chon Delete .

File |E.:|it Wieww Insert Format

[ <7 Cantlnda  Ehrl+E
B ¥ cutCel Chrl+
Copy Cell  Chrl+C
2 Faste Chrl 4y
o Paste Special,.,.
| Fil v
Clear »

=

B3 bédi chuyén nhitng cong viéc da lya chon, chon noi ban muén di chuyén toi.

B4 Kich nut Paste . Trén thanh cong cu hay trong menu Edit, chon Paste.
Eile | Edit Yiew Insert Format Tools Project ‘Window Help

@ Canblnds  Girliz | A < | o | @ = &

P ¥ CutCel Chrl4+. - B 7
Copy Cell Che-C k behg hop phuc vy 13p Téng du

[ @ Paste CErl+Y

Chu y: D¢ thém mdi mot cong viéc vao gitta nhitng cong vig¢c da ton tai, kich vao

mdt sd ID nao dé va nhan phim INSERT. Cot ID cua cac cong viéc phia sau s€ tu
dong cap nhap lai sau khi ban thém mad1 mdt cong viéc.
5.4. Thoi gian bat dau va thoi gian két thic cong viée

Ngay sau khi tao va phan cdp danh sach cic cong viéc 1a thoi diém ban xac dinh
mdi quan hé giira cac cong viéc va thoi gian thyc hién chiing. Cac méi lién hé giira cac
cong viéc dugc thé hién bang cac duong két ndi. Microsoft tu dong quyét dinh thoi
diém bat dau va thoi diém két thiic cho mdi cong viéc néu chiing c6 lién quan toi cong
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viéc khac. Ddi voi nhitng cong viéc thuc hién mdt cach doc 1ap, phai ty xac dinh thoi
diém bat dau va két thuc cong viée do.

Mot dac diém thuan lgi cua nhitng cong viéc co lién két voi cong viéc khac la bét
cu khi thoi gian thuc hién 1 cong viéc thay ddi, thoi gian thyc hi¢n cua céc cong viée
c6 lién quan ciing thay d6i theo. Chung ta co thé thay d6i hé théng ké hoach cac cong
viéc bﬁng cach sur dung céc rang budc, cac cong viéc géi 1én nhau hay cac cong viéc bi
ngét quang.

Bai ndy gom 5 diém chinh sau:

— Thiét 1ap mbi quan hé giira cac cong viéc.
— Céc cong viéc gbi chong 1én nhau va cac cong viée ngat quing.
— Thoi gian bat dau va két thiic cua mot cong viéc.
—  Xéc dinh han cubi cung cho 1 cong viéc.
— Chia mot cong viéc thanh nhiéu phén.
5.4.1. Thiét 1ap mdi quan hé giira cac cong viéc

Pé thiét 1ap mdi quan hé giita cac cong viée, chung ta st dung cac duong két ndi.
Trude hét, chon nhing céng viée ¢o lién quan, két ndi ching va sau d6 co thé thay ddi
kiéu két ndi. Cong viéc co ngay bat dau va két thic phu thudc vao cong viéc khac goi
13 céng viéc ké tiép. Cong viéc ma cong viée ké tiép phu thudc vao goi 1a cdng viéc
lam truoc. Vi du sau s€ chi rd cho théy mbi quan h¢ gitra cac cong viéc, néu ban thiét
1ap mbi quan hé giira 2 céng viée 13 treo dong hd va son tuong thi céng viée son tuong
s& 12 cong viéc lam trudc, cong viée treo dong ho s& 1a cong viéc ké tiép.

Sau khi cac cong viéc duoc thiét 1ap mdi quan hé, viée thay doi thoi gian bat dau
cling nhu két thuc cua cac cong viée 1am trude s& anh hudng dén thoi gian thue hién
ctia cac cong viéc ké tiép. Microsoft Project mic dinh dé quan hé két thuc- bat dau
(Finish- to- Start) khi tao cac lién két giita cac cong viéc. Trong nhiéu trudong hop,
moi quan hé giita cac cong viéc khong phai nhu vay, ban c6 thé thay doi kiéu lién két
nay theo cac dang sau dé phu hop véi mé hinh dir 4n cta ban: bat dau- bat dau (Start-
to- Start), két thuc- két thuc (Finish- to-Finish), bat dau- két thic (Start- to- Finish)

B1 Trén menu View, chon so d6 Gantt.

B2 Trong cot Task Name, chon hai hay nhiéu cong viéc ban mudn lién két véi nhau.
Dé lién két cac cong viée lién tiép nhau, gitr phim Shift, va sau d6 kich chudt vao cong viéc
dau tién va cong viéc cudi.
Dé lién két cac cong viéc cach xa nhau, gitr phim CTRL,va sau d6 chon nhirng cong viéc ban
muén lién két v6i nhau theo thu tu cong viéc nao chon trudc s€ la cong viéc lam trude, cong viéc

nao chon sau s€ 1a cong viéc ke ti€p.

B3 Kich nut Link Tasks =,
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B4 Dé thay doi kiéu lién két, kich dup vao duong lié két giita 2 cong viéc ban dang mudn
thay doi.

Double-click here

Mot hop thoai Task Dependency xuét hién

T — 21
|

From:  Thuiong thao ky Hop ddng thué chuyén gia, o van phuc

o To Trinh duwvét Hop ddng thugé chuwén gia, o@ wan phuc vy

Type:

)
Finish-to-Finish (FF)
Skart-to-Finish {3F)
(Mone)

B5 Trong hop liét ké Type, chon kiéu lién két ma ban mudn, sau d6 kich OK.
Chu y: pé huy bo lién két gifta cac cong vi¢c, chon cac cong viéc ban mudn trong cot
Task Name, va kich nit Unlink Tasks . Céc cong viéc nay sé& duoc sap xép lai
dua trén nhiing lién két va cac rang budc con ton tai .
5.4.2. Cac cong viéc gbi chong 1én nhau

Sau khi cac cong viéc di dugc lién két voi nhau, ban c6 thé gdi chong hay thém mot
khoang tré thoi gian giita 2 cong viéc. Trong Microsoft Project, chiing ta c6 thé nhap

khoang thoi gian gbi chong hay thoi gian ngat quang ddi véi cac cong viée o lién két.

Bl Trong cot Task Name, chon cong viéc ban mudn thém thoi gian gbi chong hay thoi gian
tré (day 1a nhitng cong viéc ké tiép), va sau d6 kich nat Task Information. Ban c6
thé thyc hién thao tac trén bang cach chon coéng viéc va trong menu Project, chon muyc
Task Information

Filz Edit “ew Insert Format Tools | Project ‘Window Help

EHERY 4BR o

$ & = Show- Filkered for: all Tasks

Arial

Graup by Mo Group
| L3p dan gia ting WES

| i ] Task Mame

v v w v

Task Information...  Shift+F2
- AO SAT,
“ El KHAO SAT, " = 1ok piotes, .,

, LS =dt

B2 Hop thoai Task Information hién Ién, Kich Tab Predecessors.
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Task Information 7| x|

aeneral Predecessors | Resources | Advanced | Motes |
Mame:  [L&p don gid t8na hop phuc vy I3p T8ng i Duration: | 1d? 3: W Estimated
Predecessors:

%1
10 Task Mame Type Lag

| -

IE!éu:u a0 TKET krung gian

Help | | Ik I Cancel

B3 Trong cot Lag, nhap thoi gian gbi chong hay thoi gian tré,

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

B4 Kich nut OK.

Chii y: Dé nhanh chong dua thdi gian xép chong hay thoi gian tré cho mot cong viéc
ké tiép, kich dtp vao dudng két ndi giira cong viée d6 va cong viée 1am trudc Gantt
Chart, va sau d6 nhap thoi gian gdi chong hay thoi gian tré trong hop thoai Task
Dependency.

5.4.3. Thiét 1ap thoi gian bit ddu va thoi gian két thic cia cong viée

Chung ta co thé 1ap ké hoach thuc hién cac cong viéc hiéu qua béng cach nhap
khoang thoi gian, tao cac lién két giira cac cong viéc va sau do dé Microsoft Project
tinh toan thoi gian bat dau va két thuc cho cac cong viée o lién quan. Tuy nhién phai
xé4c dinh thoi gian bat dau va thoi gian két thiic cho mot sb cong viéc.

Nhitng rang budc vé thoi gian bit ddu hay két thic ddi véi mot cong viee duge goi
1a nhitng rang budc ciing. Do Microsoft tinh toan h¢ théng ké hoach ctia ban dua ca
trén nhitng rang budc nay do d6 chi sir dung khi céng viée bi rang budc vé thoi gian
bat dau hay két thic.

B1 Trong cot Task Name, chon cong viéc ma ban mudn xac dinh thoi diém bat dau va két

thuc, sau d6 kich Task Information.
B2 Chon Tab Advanced.

B3 Trong hop thoai Task Information , muc Constraint type, chon kiéu rang budc.
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| Task Information 2x]|

General | Predecessars | Resources Advanced | Motes I
Mame: |Khé|:| sat, TKKT -TC duting vao cé khu b2 Duration: | 1d? 3: ¥ Estimated
Conskrain task

Ceadline: INF'- j
el T YT | 2= Soon As Possible » Constraint date: |Thu 3/20/03 j

A5 Lake As Possible
&5 300N As Possible
Task bype: Finish Mo Earlier Than I Effart driven

Calendar: ™ Scheduling ignotes resource calendars

Musk Finish COn
Musk Skart On
Stark Mo Earlier Than
I Mark task as milest seart o Laker Than

Help | I I Cancel

WHS code:

4 Chon ngay trong Constraint date, va kich OK.

Chii y: Sau déy 1a bang liét ké cac kiéu rang budc:

Kiéu rang bujc Y nghia
As soon as possible Cong vi¢c khong 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 thac vao ngdy hodc som

hon ngay thang chi dinh.

Must Finish On Cong viéc phai két thiic chinh xac vao ngiy
thang da dinh.

Must Start On Cong viéc phai két thuc vao ngay thang da
dinh

Start No Earlier than Cong viéc bit dau vao ngdy thang hodc mudn

hon ngay thang chi dinh.

Start No Later than Cong viéc phai bat dau trudc ngay thang chi
dinh.

5.4.4. Xac dinh han cudi cho 1 cong viéc

Khi thiét 12p mot han cudi cho 1 cong vi¢c, Microssoft Project s€ thé hién mot dau

hiéu thong bao néu cong viéc trong ké hoach 1a két thuc sau thoi han cubi.
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1 Khao =4t | THKT -TC dudng vao od khu t&i dinh o Jdays Wed 31903 Fri 3021003
10 ) This task finishes on Fri 3(21/03 which §¢ khu téi dink cue 1day? Wed SHAN3 Wed 31903
iz later than its Deadline on Thu
3120003
I |

Viéc thiét 1ap mot han dinh cho 1 cong viéc khong anh huong nhiéu dén ké hoach
cong viée vé. Po 1a cach Microsoft Project thong béo cho biét rang cong viéc do s&
két thiic ma vuot qua thdi gian han dinh dé ban c6 thé diéu chinh ké hoach hop 1y hon.

B1 Trén menu View, chon khung nhin Gantt.
B2 Trong cot Task Name, chon cong viéc ban muén thiét 12p han dinh thoi gian.

B3 Chon nut Task Information va sau d6 chon Tab Advanced.

General I Predecessars | Resources Advanced | Motes |
Mame: |La'_“|:| dadn gid t&ng hap phuc v 18p T8N d Duration: | 1d? 3: ¥ Estimated

Conskrain task.

Deadline: Wed 3/26/03 -

[ 4 | March, 2003
Constrail Sun Mon Tue Wed Thu Fri Sat | ©Constraint date: IN":" j

23 24 25 26 2728 1

2 3 4 5 =] 7 g

Taskbype: | 9 10 11 12 13 14 15 | |V Effort driven

& 17 18 19 =20 21 22
2

Calendar: 2% 24 25 o ™ |Scheduling ignores resource calendars

ﬂBS El:lde: a0 3l 1 ] 4 5

— 3Today: 3/26/2003
| Mark. task &z milestone

Help | Ik I Zancel

B4 Trong phin Deadline, chon ngay han dinh va kich OK.

5.4.5. Chia mot cong viéc thanh nhirng phan nhé
Chuing ta c6 thé chia nho mot cong viée néu thoi gian cho coéng viée bi ngit quing.
Diéu nay rat c6 ich, vi du s& co thoi gian ban tam thoi ding cong viée dang lam dé
chuyén sang mét cong viéc khac. Ban co thé chia mot cong viée thanh nhiéu phan néu
can thiét.
Ciing phai chu ¥ thém rang viéc chia nho 1 cong viéc thanh nhiéu phan khong giéng
nhu nhiing cong viéc dinh ky ma ban di duogc biét trong nhiing bai trude.

Shlit
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B1 Trén menu View, chon khung nhin Gantt .

B2 Kich nat Split Task == hay trong menu Edit chon muc Split Task.

Eilelgdit Wigw Insert Format

G <7 CamtUndo ChlHZ

B ¥ CukTask k3
Copy Task  Chrl+iC

2, Paste Erl Y
g Faste Special.. .
| Fil »
Clear k

Delete Task Del

2 Link Tasks  Ckrl+F2

el st Task

B3 Trén thanh ngang bi€u dién cong viéc, kich vao ngay ban mudn chia cong vi¢c, sau do

kéo phan con lai t6i ngay ban mudn cong viée lai bat dau tiép tuc
Chii y: Chung ta c¢6 thé ghép lai cac phan bang cach kéo cac phan cong viée cham vao
nhau.
5.5. Khéi tao tai nguyén, nhan lwe cho cong viéc
Chuing ta nén khdi tao tai nguyén cho cac cong viéc trong du an dé:
— Theo doi muc do st dung tai nguyén trong du an
— Theo doi dugc chi phi cho tai nguyén
Bai niy bao gom céc diém chinh sau:
1. Tao danh sach cac tai nguyén
2. Thay dbi thoi gian 1am viéc cho nh4n vién hay may moc
3. Khdi tao céc tai nguyén cho cong vi¢c
4. Stra d6i khoang thoi gian thyc hién cong viée
5. Kiém tra hiéu chinh viéc khoi tao tai nguyén
5.5.1. Tao danh sach tai nguyén
Chung ta c6 thé sir dung khung nhin Resource Sheet trong Microsoft Project dé tao
mot danh sach cac tai nguyén sir dung trong du 4n nhu nhén cong, thiét bi, nguyén vat
lidu. Céc tai nguyén bao gém tai nguyén cong viéc va tai nguyén vat liéu. Tai nguyén
cong viéc bao gdm con ngudi va mdy moc, tai nguyén vat liéu nhu bé tong, gd,
dinh,....

B1 Trén menu View, chon khung nhin Resource Sheet.
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| Eile Edit | Wiew Insert Format To
=3
B o

W

Calendar

Gankk Chart
Metwork Diagram
Task Usage
Tracking Gantk

Resource Graph

Resource Sheet

Resource sage

B2 Trén menu View, chi toi Table, va sau do

= E | Calendar
P &

|« Gantt Chart

Task Lsage

Metwork Diagram

Tracking Gankk

kich Entry.

Fil= Edit | Yiew Insert Formakt Tools Projeck Window

BSo|a|s=

-5 - | B

Eng hop phuc wu 13p T80

Resource Graph
Resource Sheet

Resource Usage

LT, TKKT BUFOHG COHC
at |, THET -TC Buedng oo
o THKT trung gian

Mare Yiews. .

N gig tong hop phus v

% Reports. ..

Cask

I

Hyperlink,

B3 Trong cot Resource Name, danh tén tai nguyén.
o Resource Mame |T3.-'pe |Material Lakel |Initials Graup Mazx. Unit=
1 Tuan Wk T 100%
2 Hoan Wiork H 100%
¥ | G Material G
B4 D¢ chi dinh nhom tai nguyén, trong c6t Group, danh tén nhém.
B5 Trong cot Type, xac dinh ki€u tai nguyén:
e Vi nhitng tai nguyén la nhan luc hay may moc, chon kiéu 1a Work.
e Vi nhitng tai nguyén nhu nguyén, nhién vat li¢u, chon kiéu 1a Material
B6 V61 moi mét ki€u tai nguyén cong viée (nguodi va may moc, thiét bi), nhap don vi tai cot

Max. Véi kiéu tai nguyén nay don vi sir dung duoc tinh theo ty 1& phan trim cta gia tri

max. Vi du, nhap 100% cé nghia 13 thoi gian sir dung toan bo thoi gian lam viée ddi véi

moi tai nguyén nao do.

B7

vi do cho tai nguyén nay, vi du nhu don vi tan.

Chu ¥:

V&i moi kiéu tai nguyén nhu nguyén, nhién vat li¢u, trong cét Material Label, nhdp don

o Nhom tai nguyén dugc dung dé sap xép, loc hay nhém cac cong viée, vi du nhu

ban c6 thé xem danh sach nhan vién thugc mdt phong nao do.
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« Ban khong thé khoi tao nhém tai nguyén cho 1 cong viéc nao d6
5.5.2. Thay doi thoi gian 1am viéc cho nhén vién hay may méc

Hé théng thoi gian lam viéc trong bai hoc trudc duoc khoi tao cho tat ca cac tai
nguyén nhu con ngudi va may moc, thiét bi. Tuy nhién c6 thé dinh nghia thoi gian 1am
viéc cho mot nhan vién hay may moc nao d6 dé thich ung véi dy 4n cia ban. Ly mot
vi du rat don gian nhu sau, mot nhan vién A c6 thoi gian nghi mat tai thang 6 nhung
nhan vién B lai 13 thang 7 vi vay can phai c6 nhitng thoi gian biéu khac nhau d6i véi
ting nhan vién. Mot vi du khac nita 14 may moéc st dung cling can c6 thoi gian bao

dudng trong qua trinh hoat dong.

B1 Trén menu View, chon Resource Sheet, va sau d6 chon tai nguyén ban muon thay doi

thoi gian lam viéc.

File Eu:lit|£iew Insert Format To
= E | Calendar
2 4

Ganktt Chark
Mebwork Diagram

Task Usage

Tracking Gankk

Resource Graph

B2 Trong menu Project, chon Resource Information, va chon tab Working Time.

File Edit ‘iew Insert Format Tools |Er|:|ject Window Help

EEHERY 4B o b
- - frial Eiltered for: all Resources >
— ow -
e Group by: Mo Group b
| WES 3
o Resource Mame
Tuan @ Resource Information...  Shift+FZ2
Haan ‘?.f""’-—_}.& Resource Mokes. ..
3
50 Project Information. ..
¥

B3 Trong Tab Resource Information, tai h¢ théng lich 1am vi€c, chon ngay ban mudn thay doi.
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Resource Information 7| x|

eneral Warking Time | Costs | Mokes |

Resource Mame: |TLI-E|I‘| Base calendar: |Stanu:|aru:| j

Set working time For selected dateis)
Select Dakels); Set selected dakeds) bo:

March 2003 ﬂ % |se default
S M| T |wW]|Th| F 5

" Monworking Eime

" Mondefaulk warking time

Frorn: To:
9 {10 |11 |12 (13 |14 |15 |8:EII:IF'.M |12:EIEIF‘I"-"I
on this calendar:
16 |17 [18 |19 [20 [ 21 |22 |1:EIEIF'M |5:EIEIPI""'I

Edits to a day of
— the week

31 Edits ko an

L individual day

23 |24 |25 Q6 |27 (28 (28 | |

I |
| |

30

Help | Details, . . | Ik I Cancel

B4 Chon kiéu Use default, Nonworking time, hay Nondefault .
Khi ban chon Use default, thoi gian 1am viéc cta ngay chon s& liy theo thoi gian mic dinh cia
hé thdng Microsoft Project.

B5 Néu ban chon Nondefault tai buéc 4, nhap thoi gian bat dau vao muc From va thoi gian

két thic vao muc To.

B6 Chon OK.
Chii y: Néu 1 nhom tai nguyén c6 cung thoi gian 1am viéc va nghi gidng nhau, ban c6
thé tao mot lich 1am viéc méi cho chung. Trén menu Tools, chon Change Working
Time. Kich New va nhap tén cho hé théng lich lam viéc mai.
5.5.3. Khéi tao cac tai nguyén cho cong viéc

Ban c6 thé khdi tao bat cr mot tai nguyén nao cho bat ky cong viée nao, cé thé khoi
tao nhiéu hon 1 tai nguyén cho mot cong viée va xac dinh tai nguyén d6 duoc st dung
toan thoi gian hay ban thoi gian. Néu s6 khoi tao thoi gian st dung tai nguyén vuot
qua thoi gian cho phép (dd duoc thiét 1ap trong hé thong lich st dung tai nguyén),
Microsoft Project thé hién muc do st dung qua tai tai nguyén d6 bang mau do trong

khung nhin Resouce View.

B1 Trong menu View, chon Gantt Chart.

B2 Trong cot Task Name, chon cong viéc ban muon khoi tao tai nguyén, va sau do kich

Assign Resources hay trong menu Tools, muc Resources, chon Assign Resources .
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File Edit Wiew Insert Fgrmat|1|:u:||s Project Window Help

S W SR Y| % EY peling., 7 |58 2 ¢ @ meorow
| |

B & = Show - | Aridl Workgroup (O all Tasks

| Change Working Time. ..
ﬂ Taﬁk Nan- | Moo ati;r
Resources Assign Resources,.,  Alk+F10

= KHAQ Resource Leveling. ..
Khs _ w2 Share Resaurces...
Tracking k
B % Wpdate Resource Fodl
L Macro r @qa Refrest Resaurce Paol

B3 Trong cot Name, chon tai nguyén ban mudn khaoi tao cho cong viéce.

B4 Néu chi sir dung tai nguyén ban thoi gian, nhap s phan trim sir dung
« Dé khdi tao mot s6 tai nguyén, giit phim CTRL va sau d6 kich vao tén ciia cac tai
nguyeén.
« D¢ sir dung nhiéu tai nguyén gidng nhau (vi du 2 may xuc), ban nhap phan trim
trong cdt Units 16n hon 100.

B5 Kich Assign.

B6 Kich Close.
Chii y: Ching ta c6 thé thay thé tai nguyén ndy bang tai nguyén khac. Chon cong viéc
c6 ngudn tai nguyén ban mudn thay thé. Trong hop thoai Assign Resources, chon tén
tai nguyén va kich Replace.
5.5.4. Sira doi khoang thoi gian thuc hi€én cong viéc

Khi ban khéi tao nhiéu tai nguyén cho mdt cong viéc, Microsoft Project tu dong
gidm khoang thoi gian thuc hién cong vi¢e. Vi du mdt cong vi¢e do 1 nhéan vién thyuc
hién trong mot ngdy thi s& chi mat nira ngay dé thuc hién néu hai nhan vién cung thuc
hién. Néu mudn giit khoang thdi gian thyc hién cho cong viée d6 1a nhu cii trong khi

van c6 thém tai nguyén st dung cho cong viéc do, ban thuc hién nhu sau.

B1 Trén menu View, kich khung nhin Gantt.
Fil= Edit | Yiew Insert Format Te
= H | Calendar

"l Gantk Chart
» + 7E

Mebwaork Diagranm

Task Usage

-r Tracking Gankk
FF

B2 Trong ¢t Task Name, chon tén cong viéc.

B3 Kich nut Task Information trén thanh cong cu hay trong menu Project chon muc
Task Information.
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File Edit Wiew Insert Formak Iu:u:uls|Er|:|je|:t Window Help

&

EHERY 4BR o >
i Filkered for: all Tasks r
B & = Show - | Aridl -
Graup by Mo Group 3
| WES 3
i ] Task Mame
Task Infarmation...  Shift+F2
=l KHAO SAT, @ Task faotes, .,

=} a2

1 Tm 24

Va sau d6 chuyén sang Tab Advanced.

4 Trong hop thoai Task Information xo04 bo dAu kiém trong muc Effort driven, va sau do

kich OK.
zeneral | Predecessars I Resources .ﬂ.dvanced | Motes |
Mame: |Khao sat, TKKT -TC Buang céing vy Duration: [#d =] [ Estimated

onskrain kask

Deadline: | j

Constraint bype: |,.:.,5 Saon As Possible j Constraint dake:  [MA j
Task type: |Fi><EE| Units j ¥ Effart driven
Calendar: |Nn:nne j ™ |Scheduling ignores resource calendars
WES code! | 1.1

[ Mark kask as milestone

Help |

Ik I Cancel

Bay gio khi ban khéi tao thém tai nguyén cho cong viée, khoang thoi gian thuc hién s€ khong
thay doi.

Chu y: Chung ta co thé 1am cho tat ca cac cong viéc méi s& tao ra khi thém tai nguyén

thi thoi gian thuc hién s& khong giam bang cach trong menu Tools, chon muc

Options, kich tab Schedule va sau d6 bo dau kiém tai muc New tasks are effort

driven.
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options 2/ x|

Calculation Speling Workgroup Save
Yig eneral Edit Calendar Schedule

Schedule options for Microsaft Project

V¥ show scheduling messages

Show assignment units as a: |F'ern:entage j
Scheduling options far 'Projecks’

New tasks: |Start o Project Start Dats |

Curation is enkered in: |D~3‘.-“5 j

Wark is entered in: |H'3"-|f5 j

Default task bype: |Fi><l3'2| Units j

W Mew tasks are effort driven

v autolink inserted or moved tasks

¥ split in-progress tasks

[V Tasks will always honor their constraint dates

¥ Show that tasks have estimated durations

V¥ Mew tasks have estimated durations Set as Default |

5.5.5. Kiém tra hiéu chinh viéc khéi tao tai nguyén

Khung nhin Resource Usage thé hién tit ca cac tai nguyén st dung trong duy 4n.
Vi khung nhin nay, c6 thé thay rang ngudn tai nguyén duoc sir dung nhu thé nao,
nhimg ngudn tai nguyén nao cé thé str dung duoc tiép, ngudn tai nguyén nao dang bi

qua tai

B1 Trong menu View, chon Resource Usage.

File Edit|£iew Insert Format Tools Project Window E

ﬁ.’.n| Calendar E®|ﬂ|%|@
- Gankt Chark .5 - m
EE— Metwaork Diagram
Task Usage
Tracking Gantt = Wiark
Resource Graph pol 0hrs
Resource Sheet do TRET tr 0 hes
Resource Usage r'i"” 2id tng o hes
F2 hrz
More Wiews. . sdt, TKKT 32 bes
Table: Usage » Dhrs

Dé c6 nhicu thong tin hon vé viéc st dung tai nguyén, trong menu View, muc Table, kich vao

bang ban mudn hién thi trong khung nhin Resource Usage.
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Eile Edit|giew Insert Farmat Tools Projeck ‘Window

E’:‘,H| Calendar E®|ﬂ|%|@
- Gantt Chart
I::} da - -~ 8 - H
. Metwork Diagram
Task Usage
Tracking Gantt me Wiark
Resource Graph pol 0 hirs
Resource Sheet S0 TRET b o hrs
.
IT Resource Usage forn 12 tang @ hirs
32 hrs
Mare Views... ead THET 27 hee
Table: Usage Cosk
Entry
@ Reports... _
Hyperlink
Toolbars 3 SUMMmMary
i |T sage
Z
Zoarm work
Ed b

B2 Trong cot Resource Name, xem lai cac cong viéc sir dung ngudn tai nguyén nay.

B3 Dé chuyén dbi ngudn tai nguyén cho mot cong viéc, chon hang chtra cong viée d6 va sau
d6 kéo 1én phan tai nguyén can chuyén doi.

Chuy

« Viéc thém cac bang thong tin hién thi trén khong lam thay ddi thong tin vé di
liéu ma chi 1a thay d6i cach thé hién.

o Néu mot tai nguyén mau do va dam, tai nguyén d6 dang bi sir dung qua tai.

5.6. Chi phi thuc hién du dn

Bai nay gom céc diém chinh sau:

Khoi tao chi phi cho tai nguyén
— Thiét lap gia tran cho mot cong viée
— Chi phi dugc tinh khi nao
— Xem x€t gia cia cong viéc va cua tai nguyén
— Xem x¢€t gia cua toan b du an
5.6.1. Khéi tao chi phi cho tai nguyén
Microsoft Project cho phép khdi tao gia vé nhin cong va céc tai nguyén khac dé c6
thé quan 1y du 4n mot cach chinh x4c nhat. ban c6 thé khoi tao cac phi chuan, phi
khoan, phi ngoai gio.

B1 Trén menu View, chon khung nhin Resource Sheet.
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Fil= Edit | Yiew Insert Formak To
= E | Calendar
S 4

Gantk Chart
Metwork Diagram
Task Lsage

Tracking Gankk

Resource Graph
Resource

Resource Usage

B2 Trén menu View, chi to1 Table, va sau d6 chon Entry.

File Editlgiew Insert Format Tools Project  Windows

ﬁ.n| Calendar E@|ﬂ|%|@
Gantk Chart
gx o - & = | B
— Mebwark Diagranm
Task Usage
Tracking Gantt me: |T‘:-’F'E
Wiork
Resource araph Yk
|T Resource Sheet Waterial
Resource sage
Mare Yiews. ..
Table: Enkrw Cost
2 - CE—
a Repaorts...
= a S Hypetlink,
Toolbars 3 Summary

B3 Trong cot Resource Name, chon tai nguyén dé dinh gia.

B4 Trong cot Type, chon Work néu tai nguyén 13 ngudi hay ma may moc, hay chon

Material n€u tai nguyén la cac nguyén vat liu.

o | Fesource MName | Type | Material Label |
1 Tuan m -
2 Hoan
iPS_ ol Material .

B5 Vi tai nguyén con ngudi hay may méc, trong cot Std. Rate ( phi chuan), Ovt. Rate (phi
ngoai gi0), hay Cost/Use (phi khoan) , nhap phi sir dung tai nguyén.
Véi ngudn tai nguyén 1a nguyén vat liéu, nhap don vi do cta tai nguyén ndy, vi du nhu
tan va sau d6 trong cac cot Std.Rate (phi chuan) hay Cost/Use (phi khoan) nhap phi st
dung.

B6 Nhin ENTER.
Chii y: Chung ta c6 thé thiét 1ap phi chuan va phi ngoai gid mic dinh khi thém bat cir
tai nguyén ma&i nao. Trong menu Tools, chon Option va sau dé6 chon Tab General.
Trong cic muc Default standard rate va Default overtime rate , nhap gia méi. Néu
muodn luu giit nhitg gia tri nay 1am gia tri mic dinh cho cac du 4n vé sau thi chon nut
Set as Default.
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opions 2/ x|

Calculation | Spelling | Warkgroup
Yig zeneral Edit

Save
Calendar Schedule I

General options for Microsoft Projeck

V¥ Display help on startup [™ Set AutoFilter on For new projects

[ open last file on startup ¥ Recently used File lisk: |4 3: enkrigs
¥ Prompt For project info For new projects

Lser narne: |Kin'| Manh Tuan

Planningtvizard

v advice from Flanningwizard
¥ advice about using Microsoft Project
¥ advice about scheduling
¥ advice about errors

General opkions for ‘Projects’

¥ automatically add new resources and kasks

Defaulk standard rate: | $0.00/H]
Defaulk overtime rate: |$|:|.|:||:|,|'h Set as Defaulk |

Néu gia sir dung tai nguyén thay dbi trong qua trinh dy 4n, chon Resource Sheet trong
menu View. Trong cdt Resource Name, chon tai nguyén va sau do kich Resource

Information . Sau d6 nhap thong tin trong Tab Costs.

5.6.2. Thiét 1ap gia tran cho mét cong viéc

Khi biét chinh xac chi phi cho mét coéng viéc nao d6, ban co thé nhap gia tran cho
cong viéc do.

B1 Trong menu View, chon khung nhin Gantt.
B2 Trong menu View, muc Table, chon Cost.
B3 Trong cot Fixed Cost , nhdp gia cho cong viéc.
B4 Nhéan ENTER.
5.6.3. Chi phi dwgc tinh khi nao
Trong Microsoft Project, chi phi cho tai nguyén mic dinh 1a dugc tinh theo phan

tram hoan thanh cong viéc. Tuy nhién, ban c6 thé thay d6i phuong thirc tinh chi phi tai
nguyén khi bit dau sir dung hay khi két thuc.

B1 Trong menu View, chon Resource Sheet.
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Fil= Edit | Yiew Insert Format To
= E | Calendar
S+

Gantk Chart
Metwork Diagram

Task Usage

Tracking Gankt

Resource Graph

Resource Usage

s ¢

B2 Trong menu View, muc Table, chon Entry.

File Editlgiew Insert Format Tools Project  Windows

ﬁ.’.n| Calendar Ew@|ﬂ|%|@
Gantk Chatt
E:‘} L - - 8 - H
EE— Metwork Diagram
Task Usage

Tracking Gantk me |.ﬂu:|:rue At
Start
Resource Graph End
|7 Resource Sheet Prorated
Resource Usage _I

More Views. .

Table: Enkry Cosk
-
Hyvperlink,
B3 Trong cot Accrue At, chon kiéu ban muén sir dung.
| o |Hesu:uuru:e Hame |.Eu:|:rue At
Tuan Start
Hoan Encd
G Prorated

5.6.4. Xem xét chi phi ciia cong viéc va cia tai nguyén

Sau khi khdi tao chi phi téi cac tai nguyén hay chi phi c¢b dinh cho cac cong viéc,
ban c6 thé mudn xem lai téng chi phi xem c6 theo du kién khong. Néu tong chi phi
cho tai nguyén hay cong viéc vuot qua kha ning tai chinh, can kiém tra va diéu chinh

lai chi phi cia moi cong viéc va chi phi cho moi ngudn tai nguyén.

Bl Dé xem chi phi cho cong viéc, trén menu View, kich More Views, va sau d6 chon Task
Sheet.
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File Edit|£iew Insert Format To
= E | Calendar
o+

Gankt Chark
Metwaork Diagram

Task Usage

Tracking Gankk

Resource Graph
|T Resource Sheet

Resource Lsage

Dé xem chi phi tai nguyén, trén menu View, chon Resource Sheet.
Fil= Edit | Yiew Insert Formak To
= E | Calendar

Gantk Chart
o o4 2
aa— Metwork Diagram
Task Usage
Tracking Gankt

=

Resource Graph

~ B

B2 Trén menu View, muc Table, chon Cost.

Eilz Edit | Yiew Insert Format Tools Project ‘Window |

@E| Calendar E@|ﬂ|%|,§
Gantt Chart
':b' + - -~ B - H
_— Metwork Diagram
Task Usage
Tracking Gantt me |-ﬂ~'3l:rue At
Start
Resource Graph End
|T Resource Sheet Prorated
Resource Lsage _I
L]
More Vigws. .,

Table: Entry
" » Enkry
Chi y:

 Chung ta ciing c6 thé xem qua trinh chi phi trong mdi cong viéc trong khung
nhin Task Usage. Trén menu View, chon Task Usage. Trong menu Format,
muc Details, chon Cost.

« Chung ta ciing c6 thé xem chi tiét cac chi phi cho tai nguyén trong khung nhin
Resource Usage. Trén menu View, chon muc Resource Usage. Trong menu

Format, muc Details, chon Cost.
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Insert | Format Tools Project ‘Window Help

3 % A Fort.. Llessen @ ¢
Ear. . —
o - _ '||BIH|§§
|_ -:}u. GanttChartﬂlzard. " 5 YL "."n';:\':' E,ﬁp CHiNH '|||',E|| \
azk Mal Text Styles... Wvork Baseline
Detail Skwles., .
I T3 hro T3
3 |7 “iork,
Actual Work,
Lamaut, ., .
B Cumulative Wark
Lty o .
L& Baseline Worl:,

¥

Actual Caost

5.6.5. Xem xét chi phi ciia toan b du an
Chung ta co thé xem chi phi cho du &n khi 14p, khi du an di vao hoat dong va chi
phi dé tiép tuc thuc hién dy an. Trén co s& d6 ban s€ nhin nhan dugc quy tai chinh

hién tai ctia ban cho du an la bao nhiéu.

B1 Trong menu Project, chon Project Information.
File Edit Wiew Insert Format Tools |Er|:|ject Window Help

ZHSRY 4 BmE s
g d = Show- Filkered for: All Tasks

— Group by Mo Group
| KHAO SAT, TKKT yyme

Arial

v v w

Task Mame
[= Task Information...  Shift+Fz
=] KHAO SAT, TKKT Bl (2 1ok Notes. .,

=l Khéo st | THKT -T
Tuan
B&o cédo THKT trun

Project Information. ..

»
W

B2 Chon Statistics.

Project Information for ‘Project3

Start date: | sun 32303

Einish date: |Thu 32703

uuu',i

Schedule from: |F‘ru:ujeu:t Skart Dake

All tasks begin as soon as possible.

Current date; |'u'u'en:| 3/26/03

Ll Lo Lo

Skatus date: | M
Calendar: | Skandard
Eriority: Soo =

Help |

I Zancel |
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B3 Ban sé théy duoc chi phi cia dy an

Project Statistics for 'Project3’ 7] x|
Skart Finish
Current Maon 32403 Thu 32703
Baseline Maon 32403 Thu 327103
ackual Maon 32403 M
Wariance nd 0d
Durakian Wark. Cosk
Current 4d7 3zh £329,000.00
Baseline 47 3zh $329,000,00
ackual 1.87d zz.4h $329,000,00
Remaining 2.13dv 9,6h $0.00
~Percent complete:
Duration:  47% Wiark:  F0%
Chu y

« Ching ta co thé so sanh chi phi tai thoi diém ban dau va thoi diém hién tai.
o Chung ta co thé xem chi phi thuc hién dy &n con lai dé diéu chinh hoat dong
cua du an.
5.7. Xem xét hé thong cong viéc
Sau khi nhap hét nhiing thong tin vé du an, hiy xem xét lai xem chung c6 phu hop
v6i du tinh cia ban hay khong. Néu khong hay kiém tra lai qua trinh thyuc hién cac
cong viéc. Bai nay bao gém cac diém chinh sau:
— Xem xét toan bo du an
— Kiém tra ngay bat dau va két thuc ctia dy an
— Xaéc dinh duong gang cua dy an
— Chuyén di giira cac khung nhin
— Xem x¢ét cac cOt khac nhau trong mdt khung nhin
— Thé hién thong tin c6 chon loc
—  Sap xép thong tin trong mdt khung nhin
— Nhom thong tin trong mot khung nhin
5.7.1. Xem xét toan bg du an
Chung ta c6 thé quan sat thoi gian bat dau, két thic dy an va thoi gian nhiing pha

chinh xay ra trén khung nhin Gantt.

B1 Trén menu View, chon Gantt Chart.

B2 On the View menu, click Zoom, click Entire project, and then click OK.
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zoom 20 x|
Zoorm ko
1 week
{2 weeks
1 month
{3 months
™ Selected kask

¢ Custom: | 2 | Day(s) j

Reset | | Ik I Cancel |

5.7.2. Kiém tra ngay bat diu va két thic cia du an

Chung ta c6 thé xem lai thong tin vé ngay két thuc du 4an xem cé dung mong doi
cua ban hay khong.

Trong menu Project, chon Project Information va kich Statistics, ngay bat dau va
két thuc du 4n s& dugc hién thi.
5.7.3. Xac dinh dwong gang cia dy an

Puong gang 1a mot tdp hop cac cong viéc phai dugce thyc hién dung tién do, nhiing
cong viéc nay s& anh huong 16n dén su thanh coéng cta dy 4n néu c6 sy tri hodn cong

viéc.

B1 Trén menu View, chon khung nhin Gantt.

B2 Kich nat GanttChartWizard hay trong menu Format, chon GanttChartWizard.
File Edit Yiew Insert | Format Tools Projeck  Wine
EH SRV A

Bar...
g & = Show~ =4

Timescale. ..
[ aridlines. ..

1]
E j zankkCharkWizard. ..

Texk Styles, ..

Bar Styles. ..

B3 Theo huéng dan cua GanttChartWizard dé hinh thanh dudng ging cia cac cong viéc.
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GanttChartWizard - Step 1 el

Welcome to the GantkChartwizard,
e
"'--.... o This wizard formats wour Gantt bar chart to
‘h'-- I." - look exactly the way wou want k.

To continue, choose the Mext bukton at the
botkom of the wizard.

Zancel | = Back

5.7.4. Chuyén doi giira cac khung nhin

Chung ta c6 thé thdy dugc dy 4n cia ban qua cac khung nhin khic nhau nhu:
Calendar, Network Diagram, Task Usage, Resource Usage, Resource Graph...

Trén menu View, chon khung nhin ma ban mudn quan sat.

Néu khung nhin ban mudn quan sat hién thoi khong c6 trong menu View, kich vao
muc More Views dé c6 nhiéu Iya chon. Chon 1 kiéu khung nhin trong bang liét ké
Views, sau d6 chon Apply.

Chii y: Thay d6i khung nhin khong lam anh hudng dén dit liéu thong tin du an, nd chi
thay ddi cach nhin vé du 4n.

Duéi day 1a 8 khung nhin thong dung nhat:

Tén khung nhin Noi dung
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Calendar Lich hang thang chi ra cac cong viéc va kha nang

hoan thanh no.

Gantt Chart Dién ta cac cong viéc va cac thong tin co6 lién quan,
mot bi€u do (bi€u do ngang) thé hién cac cong viec va

thot gian hoan thanh ching.

Network Diagram | Thé hién dudi dang luéi cac cong tac (so d6 mang) va
su phu thudc gitra chiing. Dung khung nhin nay dé co

mot cai nhin bao quat vé cac cong viéc.

Task Usage Thé hién danh sach cac cong viéc di dugc gan tai
nguyén. Dung khung nhin nay dé thdy nguodn tai

nguyén nao da dugc gan cho mdt cong viéc cu thé

Tracking Gantt Thé hién danh sach ciia cong viéc va thong tin co lién
quan. Dung khung nhin nay dé theo dai tién trinh cta

du an.

Resource Graph Thé hién biéu d6 phan phdi tai nguyén. Dung khung
nhin nay dé thé hién thong tin vé mot tai nguyén dudi

cac ti€u chi khac nhau.

Resource Sheet Danh sach tai nguyén va thong tin lién quan. Dung
khung nhin nay dé nhap va hiéu chinh cic thong tin

vé tai nguyén.

Resource Usage Thé hién danh sach gan tai nguyén cho cong viéc
dugc nhom dudi méi ngudn tai nguyén. Dung khung
nhin ndy dé thé hién chi phi hodc phan phdi gio cong

ngoai gio.

More View Cho phép lua chon céc khung nhin khac cia chuong
trinh.

5.7.5. Xem xét cac cot khac nhau trong m¢t khung nhin
Trong khi 13p va theo do1 du an, rat hitu ich néu ching ta co thé xem xét thém nhiéu
t6 hop cac thong tin trong mot khung nhin. Microsoft Project cung cip mot tap hop

cac t6 hop thong tin ddi véi mdi khung nhin:

B1 Trong menu View, chon khung nhin ban mudn quan st.

B2 Trén menu View, muc Table, chon bang ban mudn xuét hién trong khung nhin.
bé thém nhitng bang khong nam trong muc Table, chon More Tables, chon bang ban mubn

thém, va sau d6 chon Apply.
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5.7.6. Thé hién thong tin c6 chon loc
Po6i khi, can theo doi chi mot sb cong vi¢e xac dinh nao do, Microsoft cho phép

ban loc thong tin trong toan du 4n dé c6 dugc nhitng thong tin can thiét.

B1 Trén menu Project, muc Filtered for, sau d6 chon kiéu loc.

bé nhép kiéu loc hién thoi khong nam trong muc Filtered for, chon muc More Filters.
B2 Chon Apply dé xéac dinh kiéu loc.

B3 Dé thé hién tat ca cac cong viéc tro lai, trén menu Project va sau d6 chon All Tasks hay
All Resources.

Chii y: Chung ta khong thé loc cac cong viée trong khung nhin Resource hay loc cac
tai nguyén trong khung nhin Task.
5.7.7. Sap xép thong tin trong mdt khung nhin

Chiing ta c6 thé sip xép cac cong viée hay tai nguyén theo mot diéu kién nao dé
nhu tén cong viée, ngay két thuc, tén tai nguyén. Viéc sip s& 1a rat hiru ich khi ban
mubn theo ddi cac cong vi¢e theo thu tu. Vi du ban c6 thé xem xét cong vi¢c nao nén
bét dau hay két thiic sém hon.

Viée sip xép van dugc duy tri khi ban chuyén ddi giita cac khung nhin ciing nhu

dong hay luu du an.

B1 Trén menu View, chon Gantt Chart.

B2 Trén menu Project, muc Sort, va chon ki€u sap xép ma ban muon.
Farmat Toals | Project  Window Help

4 B

by Start Dake
by Einish Date

Filtered For: all Tasks

4
3
4
3

Arial
Group bys Mo Group by Priority
WhS by Cosk
‘azk Mame by ID
(=] Task Information...  Shift+F2 -
| KHAOQ SAT,” ff’-—} Task Mokes, ., %l Sork by,

B3 D¢ tién lgi trong qua trinh sap xép, Microsoft Project cung cip mot chirc nang tuy bién

khi sap xép. Trong menu Project, muc Sort, va chon Sort by.

B4 Trong hop thoai Sort by, chon nhiing cot ban mudn sip xép, va chon Ascending hay

Descending dé xac dinh kiéu sap xép 1a ting dan hay giam dan.
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sort 2|
~Sork by
Sark
N -| i -
" Descending ancel |
~Then by _ Reset |
| j * fscending
" Descending
Then by

| j & ascending
" Descending

™ Permanently renumber tasks
v keep outline struckure

5.7.8. Nhom thong tin trong m¢t khung nhin
Trong mot s6 khung nhin, c¢6 thé nhom céc cong viée hay tai nguyén theo mot diéu
kién nao d6. Vi du, ban c6 thé xem xét tit ca nhitng cong viée cd cing mot khoang

tho1 gian thuc hién.

B1 D€ nhém thong tin vé cong vige, trén menu View, chon muc More Views, va sau do
chon Task Sheet.

Dé nhom thong tin ve tai nguyén, trén menu View, chon Resource Sheet.

B2 Trong menu Project, muc Group by, va chon nhom .

Dé chon mot nhom khong nam trong muc Group by, kich More Groups.

Iools | Project Window  Help

3= Sort W | Ma Group - & &2
— Filkered for: all Tasks L I — |
— iGroup by Mo Group r |T Mo Group
— WES k —omplete and Incomplete Tasks

i Conskraink Type
[E Task Information...  Shift+F2

AT, - Critical
SAT, '-f.:_:‘?;'} Task baotes. .. D_ "
1Edt, Drakion
cénTr Ereject Information... Duration then Priority
Ao o ¥ Milestones
Priority

Priority Keeping Cutline Structure

Team Status Pending

More Groups...

Customize Group By...

B3 Dé trd lai trang thai ban dau, trén menu Project, muc Group by va chon No Group.
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5.8. Cach thirc lru va mé ké hoach

Sau khi d4 nhap toan bo cac thong tin vé cong viéc, vé tai nguyén, thong tin vé chi
phi cho du an, ban c6 thé luu gilt né nhu 1a mat ké hoach ban dau (baseline).

Dé luu lai nhitng thong tin vé dy 4n tai mot thoi diém thyc hién dy 4n, ban c6 thé
Iuru gitr théng tin & dang thoi gian chuyén tiép (Interim) va c6 thé so sanh thong tin tai
thoi diém chuyén tiép niy voi thong tin dy an ban dau.

Trong qua trinh thuc hi¢n dy én, ban c6 thé so sanh nhitng thong tin hién tai va
thong tin khi 1ap ké hoach cho du an.

Bai niy bao gdm céc diém chinh sau:

— Luu trit mét ké hoach
— Luu giit tai nhitng thoi diém chuyén tiép
— Mo 1 file du an

5.8.1. Luu trir mjt ké hoach

Khi da nhap tat ca cac thong tin du 4n va san sang dé thuc hién dy an, c6 thé luu trix
thong tin ndy nhu 13 thong tin khdi tao ké hoach cho dy an. Chinh tir théng tin ké
hoach nay ban c6 thé so sanh véi thong tin khi thuc hi¢n dy an, va tur do dé co nhiing

diéu chinh hop 1.

B1 Trén menu Tools, muc Tracking, va chon Save Baseline.

Inserk Format | Tools Project Window  Help

& % | % &V speling.. BN A=Y T
o = | Arial ﬂgrkgr.jup » E | % E E | all Tz
| Change Working Time. ..
i | Task Marr Sat har 22, 2 A
- Resources L § 0 |15 |30
=l KHAQ Resource Leveling. .. AO DAP
Kh S Update Tasks. ..
Biac IUpdate Project...
Lék Macra k
Progress Lines. ..
Cuskomize k

Save Baseline. ..

Opkions. ..
= Clear Baseline. ..
W

B2 Chon Entire project hay Selected tasks dé Iuu giir toan bo dy 4n hay chi nhitng cong

viéc da chon.
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..............................

" Save interim plan

[y | Skart/Finish j
Into; | Starti/Finishl -
For: {% Entire project " Selected basks

Help | I I Cancel |

B3 Chon OK.
5.8.2. Luwu giir tai nhirng thoi diém chuyén tiép

Sau khi luu trit mdt ké hoach cho du an, ban c6 thé luu gilr thong tin tai nhiing thoi
diém chuyén tiép. Microsoft Project cho phép luu theo kiéu chuyén tiép 10 lan.

B1 Trén menu Tools menu, muc Tracking, va sau do kich Save Baseline.

B2 Chon Save Interim plan.

B3 Trong muc Copy box, chon tén cua ké hoach tai thoi diém chuyén tiép hién tai.

B4 Trong muc Into box, chon tén cua ké hoach tai thoi diém chuyén tiép tiép theo.

B5 Chon toan bg du é4n hay chi mot phén cac cong viéc da dugc chon béng cac lva chon
Entire project hay Selected tasks.

B6 Chon OK.

5.8.3. M¢ 1 file du an
bé mo¢ file du an, trong menu File, chon muc Open
J File Edit “iew Insert Format Tools Project  ‘Window

| O hew. Chrl+

QpE:rl...

S Close

Trong hop thoai File Open chon tén file can mé, sau d6 kich nat Open.
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open 21|
Look i I. My Documents j = | @ b4 @ * Tools -

|1 Adobe

e
1 My eBooks

@My Pickures

«'

Wy Documents

File: narne: I j ODEC. .. | G- Open |v|
Files of type: IMiu:ru:usu:uFt Praoject Files j

5.9. Theo d6i qua trinh thwe hién cac cong viéc trong du an

Ngay sau khi viéc 1ap ké hoach két thuc, cong vige bat dau di vao qua trinh thuc
hién, ching ta co thé theo doi thoi gian thyc té bat dau cling nhu két thuc, ty 1€ phﬁn
tram cong viéc dugc hoan thanh, ) gi0 thuce té thuc hién cong viéc. Viéc theo doi cac
qua trinh thyc té cho phép ban diéu chinh cac céng viéc mot cach chinh xac va kip
thoi.

Bai nay bao gom cac diém chinh sau:

— Kiém tra cong viéc c6 dugc thuc hién ding ké hoach hay khong.
— Nhap thoi gian bat dau va két thuc thyc té cho mdi cong viéc.
— Nhap khoang thoi gian thyc hién thyc té cho cong viéc.
— Céap nhap tién d6 thuc hién cong vi¢e theo ty 1€ phﬁn tram hoan thanh.
— So sanh gitra thoi gian thuc té thuc hién va ké hoach ddi véi mdi cong vigc.
— So sanh thong tin cong viéc thuc té va ké hoach.
5.9.1. Kiém tra cong viéc c6 dwoc thwc hién ding ké hoach hay khong

Pé du an duoc thuc ding tién do, phai dam bao cac cong viée phai dugc bat dau va
két thiic dting ké hoach. Khung nhin Tracking Gantt cho phép thay dugc nhimng diém,
nhitng cong vi¢e thuc hién thuc té 1a khac vé6i ké hoach. Ban can phai diéu chinh
nhitng cong viéc cé lién quan, dua thém tai nguyén hay bd bdt nhitng cong viée chua
can thiét dé kip nhiing thoi diém han dinh.

Trong khung nhin Tracking Gantt, mdi mot cong viéc dugc thé hién béng hai
duong, 1 dudng thé hién tién do thuc té, 1 dudng thé hién tién do theo ké hoach. Trudc
khi nhap dir liéu thuc té vé cong viéc, hai duong nay c6 chung thoi gian bat dau va
thoi gian két thic.
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B1 Trén menu View, chon Tracking Gantt.

B2 Dé thay déi nhitng truong thay ddi, trén menu View, muc Table, va sau do kich

Variance.
Edit | Wiew Insert Format Tools Project  Window
E| Calendar E®| ) |% =
v (Gantk Chart
- SN
_— Metwork Diagram

Task Usage

Tracking Gankt
Resource Graph LT, TKKT BLHONG CONY
Resource Sheet Gt , THKT -TC uedng cb
5 Resource Usage 0 THKT trung gisn
1t

N gid thng hop phuc v |

Mare Yiews., ..
Table: Entrsy Cosk
|T Enkry
@ R Hywperlink.
Toolbars 3 Schedule
Surmary
Zoorm... Tracking
¢ Usage

Vatriance

5.9.2. Nhip thoi gian bit dau va két thiic thuc té cho mdi cong viée

Nhiing cong viéc bat dau va két thac mudn s€ anh hudng toi tién do thuc hién cua
nhitng cong viéc khac. Nguoc lai nhitng cong viée két thuc sém s& giai phong nhitng
tai nguyén ma n6 dang sir dung dong thoi tién d6 du 4n ciing dugc hoan thanh trude ké
hoach. Microsoft Project stt dung nhirng gia tri thuc té dé hé théng lai tién do thuc hién

nhirng cong viéc con lai cia du an:

B1 Trén menu View, chon khung nhin Gantt Chart.
B2 Trén menu View, muc Toolbars, chon Tracking.

B3 Trong ¢t Task Name, chon nhiing cong viéc ban muodn cap nhap tién do.
Dé chon nhiéu cong viéc khong dung ké nhau, bAm phim CTRL, sau d6 chon cac cong viéc. bé
chon nhiéu cong viéc ding ké nhau, bAm phim SHIFT, sau d6 chon cong viéc dau va cong viéc

cudi ban muodn cap nhap.

B4 Kich nat Update Tasks trén thanh cong cu hay trong menu Tools, muc Tracking,
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chon Update Task .

Formak | Tools Project  Window Help

| ¥ B Y speling... F7 a}j§n||‘§| @@Mnc}
Arial Warkgroup | O | === | Al T
CHAo S8 Change Warking Time. . BP CHIMH WA WAD NHA MA
15 Cost Accrual | Sat Mar 22
— Resaurces k o115 | :

Prorated

Resource Leveling. ..

Ipdate Tasks...

Tracking

IUpdate Project...
P Y MMacra

B5 Hop thoai Update Task hi¢n 1én.

Mame: | KHAD SAT, TEKT BUGONS CONG YU vAD BAP CHIMI - Duration:  [<d?

% Complete: |4?% 3: actual dur: Il.B?d 3: Remaining dur: |2.13|:|? 3:

ackual Current
Stark;  [Mon 3/24/03 = start: [Man 3/24/03
Einish:  [1a = Finish: [ Thu3f27/03

Help | Mokes. .. | | (04 I Cancel |

Trong phan Actual, Chon ngay bat dau va két thiic trong muc Start and Finish .

Néu ban nhdp ngay két thuc cua cong viéc, dam bao cong viéc do da duoc két thuc 100%;

Microsoft Project s€ hi€u chinh lai tién do thuc hién du an.
B6 Chon OK.

Chua y: Viéc nhap tién do thuc té cua mot cong viéc s€ anh huong toi tién do thuc té
clia cac cong viée khac. Tuy nhién, tién d6 thyc hién theo ké hoach 1a khong bi thay
doi.
5.9.3. Nhip khoang thoi gian thwe hién thue té cho cong viée

Khi nhap khoang thoi gian thyc té thuc hién mot cong viée, Microsoft Project cap
nhap ngay thuc té bat du, ty 1 phan trim hoan thanh cong viéc va khoang thoi gian

con lai dé thyc hién ndt cong vige do.

B1 Trén menu View, kich Gantt Chart.

B2 Trong c6t Task Name, chon cong vi¢c ban mudn nhép khoang thoi gian thuc té da thuc
hién cong viéc.

B3 Trén menu Tools, muc Tracking, va kich Update Tasks.

B4 Trong muc Actual dur, danh s6 thoi gian da thyuc hién cong viéc.

B5 Chon OK.
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Chu y: Néu chung ta nghi rang cong viéc nay s& dugc két thiic som hon so véi ké
hoach ban dau dinh ra, c¢6 thé nhdp mat gia tri mdi vao truong Remaining dur.
5.9.4. Cap nhap tién d6 thuc hién cong viéc theo ty 1¢ phin trim hoan thanh
Chung taciing c6 thé dién ta tién do thuc hién cua cong viéc theo muc dd hoan
thanh:

B1 Trén menu View, chon Gantt Chart

B2 Trong cot tén cong viéc Task Name, chon cong viéc ban mubn cap nhap tién do.
B3 Chon Task Information , va sau do6 chon Tab General.

B4 Trong muyc phan trim hoan thanh cong viéc Percent complete, nhap sé phan trim hoan

thanh.
Task Information 7| x|
General | Predecessars I Resources | Advanced | Motes |
Mame: |Béu:| &0 TEET trung gian Duration: Ilu:l?_a I Estimated
Percent complete: |D°-“~:- 3: Priarity: | 500 =
Dates
Start: |Mon 3/24/03 - Finish:  |Mon 3/24/03 -

I Hide task bar
[ Roll up Gartt bar ko surmary

Help |

B5 Chon OK.

Cance| |

Chii y: Chung ta ciing c6 thé sir dung cic budc sau dé cap nhap tién do hoan thanh

cong viéc theo ty 1& phan trim. Trong menu Tool, muc Tracking, chon Update Tasks

va sau d6 nhap sd phan trim cong viéc da duoc hoan thanh.

5.9.5. So sanh giira thoi gian thye té thuc hién va ké hoach d6i véi mdi cong viée
Trong Microsoft Project ban co thé so sanh thoi gian thuc hién cong viéc thuc té va

ké hoach. Mot cong viée co thé két thiic sém hon so voi ké hoach hay ciing c6 thé phai

kéo dai hon.

Task Mame | Wark | Baseline | ariance | Actual | Remaining |?A‘o WL Comp.

= KHAO SAT, TKKT BUONG COHG V|| 32 hrs 32 hrs Ohrs  22.4hrs 9.6 hrs 70%
| ]

Khao &t | THHT -TC Buing cong 32 hrs 32 hrs 0 hrs 224 hrs 96 hre T0%

Bao cao THKT trung gian 0 hrs 0 hrs 0 hrs 0hrs 0 hrs 0%

Lép don gid tdng hop phuc v o 0 hrs 0 hrs 0 hrs 0hrs 0 hrs 0%
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B1 Trén menu View, kich Gantt Chart.
B2 Trén menu View, muc Table, chon Work.

B3 So sanh cac gia tri trong cac cot Work, Baseline, and Actual.
Gia tri trong cdt Variance chi ra sy khac nhau giira tién d6 hién tai va tién do duoc 1ap trong ké
hoach

Y nghia cac cot trong bang:

Work: Thoi gian thuc hién theo thuc té.

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

Variance: Khoang thoi gian thay d6i gitra thyuc té va ké hoach.

Actual: Thoi gian thuc té da thuc hién duoc.

Remaining: Thoi gian thuc té con lai.

%W. Coml: S& phﬁn tram cong viéc da thuc hién.

5.9.6. So sanh thong tin cong viéc thue té va ké hoach
Pé dy an duoc thuc hién ding tién d0, ban can biét duoc nhitng thay doi, phat
sinh trong khi thuc hién dy an. Microsoft Project cung cip mot chirc nang dé thuc
hién diéu nay. Chirc ning nay cho thiy nhitng thay ddi ctia cong viéc dé ban c6 thé
diéu chinh cac cong viéc c6 lién quan téi chiing, diéu chinh lai ngudn tai nguyén sir
dung hay lugc bo bt nhitng cong viéc khong can thiét dé hoan thanh coéng viée d6

ding thoi han.

B1 Trén menu View, chon khung nhin Tracking Gantt.
Khung nhin Tracking Gantt thé hién su thay dbi theo dang dd hoa, diéu nay lam vi€c quan sat
ctia chung ta dé dang hon.

B2 Trén menu View, muc Table, va kich Variance.

Két luan: Qua bai ndy chung ta c6 thé kiém tra duoc cong viéc co duge thuc hién
theo diing ké hoach hay khong, nhap thoi gian bat dau va két thuc thuc té ciing nhu
khoang thoi gian thyc hién thuc té cho moi cong viéc. Bai tiép theo s€ chi ra cho
chung ta cach thirc theo doi mtrc d§ sir dung tai nguyén trong du an.

5.10. Theo do6i mirc d§ sir dung tai nguyén

Chuing ta c6 thé can theo ddi mirc d6 sir dung tai nguyén trong du 4n dé c6 thé so
sanh v&i ké hoach dit ra. Piéu nay gitp thay dugc hiéu qua viée sir dung tai nguyén va
c¢6 ké hoach t6t hon cho nhitng dy 4n sau nay. Bai ndy bao gom cac diém chinh sau:

— Nhép tong s6 thoi gian thuc té sir dung tai nguyén.
— So sanh viéc st dung tai nguyén trong thuc té va ké hoach
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5.10.1. Nhap tong so6 thoi gian thyc té sit dung tai nguyén

Néu ké hoach thuc hién cong viéc dugc xay dung trén céc tai nguyén, viéc theo doi
tién do dua trén sb thoi gian hoan thanh cong viéc thi co thé theo doi dugc thoi gian su
dung ngudn tai nguyén do.

Khi nhap thong tin thoi gian thyc té sir dung tai nguyén, Microsoft Project sé& tur
dong tinh lai s6 thoi gian con lai st dung nguon tai nguyén do.

B1 Trén menu View, chon khung nhin Task Usage.

B2 Trén menu View, muc Table, va chon Work.

Trong cot TaskName, ca tén cong viéc va tai nguyén duogc liét ké.

Task Mame | Wiork ‘ Baszeline ‘ ariance Actual
1 |E KHAO SAT, TKKT BUMOHG COHG v 32 hrs 32 hrs 0 hrs 22.1hrs
2 [El Khéo s&t | TKET -TC Buing cdng 32 hrz 32 hrs 0 hrz 224 hrs
Tuan 32 hes 32 hes 0 hrs 224 h¥s

B3 Ddi voi mdi mot tai nguyén, nhap s6 thoi gian thyc té sur dung dé thuc hién cong viéc.
5.10.2. So sanh viéc sir dung tai nguyén trong thue té va ké hoach

Chuing ta c6 thé theo ddi viée sir dung tai nguyén trong thuc té va ké hoach. Trong
phan nay ciing c6 thé theo ddi dugc sb thoi gian qua tai doi voi viée st dung tai
nguyén.

B1 Trén menu View, kich Resource Usage.

B2 Trén menu View, muc Table, chon Work.

B3 V&i mdi mot tai nguyén ban co thé so sanh chi phi giita hai cot Baseline va Actual.

B4 Pam bao rang cac cot Work va Act. Work duoc thé hién trén khung nhin. Trén menu
Format, muc Details va chon Work néu n6 chua duge chon. Tiép tuc nhu vay dé chon
cot Actual Work.

Y nghia cac cot trong bang:

Work: Thoi gian thuc hién theo thuc té.

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

Overtime: Thoi gian ngoai gio.

Variance: Khoang thoi gian thay d6i gitra thyuc té va ké hoach.

Actual: Thot gian thuc té da thuc hién duoc.

Remaining: Thoi gian thuc té con lai.

%W. Coml: S6 ph?m tram cong viéc da thuc hién.

5.11. Theo doi chi phi hién tai va kha nang tai chinh

Chung ta c6 thé can phai theo ddi cac thong tin vé chi phi trong nhimng giai doan

nhat dinh cia dy 4n dé c6 nhiing thong tin tai chinh mét cach chinh xac nhat. Bai nay

gom cac diém chinh sau
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Nhap chi phi thuc té cho cong viéc bang tay

— So sanh chi phi hién tai va ké hoach

— Xem xé&t chi phi toan bo du an

— Phan tich tai chinh v6i bang Earned Value

5.11.1. Nhip chi chi thuc té cho cdng viéc bang tay

Microsoft Project tu dong cap nhap chi phi thuc té cho cong viéc dua theo chi phi

vE€ cac tai nguyén str dung trong cong viéc va theo qua trinh hoan thanh cong vi¢c. Tuy

nhién ciing c6 thé nhap chi phi cho cong viéc bang tay.

Trudce hét can tit ché do tu dong cap nhap chi phi cho cong vi¢c va sau d6 ban s€

nhap chi phi thuc té cho cong viéc do.

B1 Trén menu Tools, muc Options, va chon tab Calculation.

B2 Chon Iya chon Manual

B3 Chon OK.

Tools Project Window Help
; 39 spelling... F7

Wiarkgroup 3

Change Working Time. ..

Resources k
Resource Leveling. ..
Tracking 3

Cuskomize +

Cpkians. .

Wign | General

alculation | Spelling W

Calculation options for Microsaft Projeck —
" Aukomatic

B4 Trén menu View menu, chon Task Usage.
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File Edit
=)
B 4

Wiew Insert Format Toc

Calendar
|« Gantt Chart

Metwork Diagram

==—m m:Em
—*i H

Task Usage

Tracking Gankk

I

B5 Trén menu View, muc Table, chon Tracking.

Yiew Insert Format Tools Project ‘Window |

I~

B6 Mot hop thoai xuét hién.

Task Mame

Calendar E < | K | %
Gantt Chart
= -3 - | B
Mebwork Diagram
Task Usage log* E=° | e .
Tracking Gankk
Resource Graph Wark
Resource Shest I BLIOH %6 hra
Resource Usage T _TC £ 40 hr=
Table; Work Cosk

Entry
Reports... :

Hyperlink.
Toolbars Schedule

Surnmaty
SO0 . )

Tracking

»
i Usage
Mariance
IT Wark,
Maore Tables. ..

| Act. Start ‘ Act. Finish |%Cump. ‘Ac‘t.Dur.

Rem. Dur.

Aot Cost | At Wiork

Khao =8t , TKKT -TC Euing cong
Bao cao TKKT trung gian
Lép don ois thng hop phuc v 1Ep

El KHAO SAT, TEKT PUONG CONG V| Mon 3/2403

HA
Fri 3r26003 Thu 455303 100% 3 days
A MA 0% 0 days
[ A 0% 0 days

B7 Trong cot Act. Cost, nhap chi phi thuc té .

5.11.2. So sanh chi phi hi¢n tai va ké hoach
Chi phi thuc hién du 4n theo ké hoach c6 thé s& khac véi chi phi thuc té thuc hién.

1% 7.14 days 2.86 day=? $409,000.00

0 dsys  $409,000.00
1 day? $0.00
1 day? $0.00

40 hrs
40 hrs
0 hrs
0 hrs

Chinh vi Iy do d6 can phai theo ddi chi phi thuc hién cac cong viéc trong qua trinh

thuc hién va dam bao ré“mg téng chi phi thyc hién dy an s€ khong nam ngoai du kién.
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B1 Trén menu View, chon khung nhin Gantt Chart.

J@ Fil= Edit | Yiew Insert Format To

J O=H | Calendar

J* > + P G antt -:Zha't
Metworlk: Diagram

J'\""I.F | = " TaskUsage

B2 Trén menu View, muc Table, chon Cost.

File E|:||t|'-.-'|ew Insert Format Tools Projeck  indow |

L E| Calendar E@| |%|(§

Gantt Chart
b+ -8
— Metwork Diagram

E

Task Usage [KET BILOMG COMG WU

ar 16, '03

|7 Tracking @antt
SMIT W T

Resource Graph Foj M

Resource Sheek -1 W
Resource Lsage rur - b

gk W
Moare Views, ..

Enkry
% Reports. ..

Hyperlink,

B3 So sanh céac gia tri tai cac cot Total Cost va Baseline tirc 1a cot téng chi phi thuc té va

ké hoach.

Task Mame | Fixed Cost | Fixed Cost Accrual | Total Cost | Baseline | Yariance Actual

= KHAO S.ﬁ.T, TEKT BLFOHG $0.00 Prorated $498,000.00  %329,000.00  $169,000.00 %409,000.00
Khéo s&t | TRKT -TC Bt F0.00 Prorated | $409,000.00 $329,000.00 §30,000.00 F409,000.0C
Bao céo THKT trung gian F0.00 Prorated| $59,000.00 FO.00)  F59,000.00 F0.0C
Lép don gid tong hop phu $0.00 Proratecd F0.00 F0.00 F0.00 F0.0C

5.11.3. Xem xét chi phi toan by du an

Vé6i Microsoft Project, chung ta c¢6 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 4n

B1 Trén menu Project, chon muc Project Information.

Project Window Help
Sork
Filkered for: all Tasks
Group by Mo Group
WES

- v v

& Task Information...  Shift+Fz2
Ef’;'.& Task Motes. ..

Project Information, .

B2 Chon Statistics. Chi phi theo ké hoach, thuc té va chi phi dé tiép tuc thuc hién du an duoc
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hién thi.

Project Statistics for "Project3’ d bl

Skark Finish
Current Maon 32403 Fri 4/4/03
Baseline Maon 32403 Thu 3/27(03
Ackual Maon 32403 M
YWariance 0d Bd
Carakion Wiork Cosk
Current 10d? Sah $495,000,00
Baseline 4dz 3zh $329,000,00
Ackual 7.14d 40h $409,000,00
Remaining 2.G6d7 16h $59,000.00
~Percent complete:
Duration:  71% Works  71%

5.11.4. Phan tich tai chinh véi bang Earned Value

Néu mudn so sanh tién trinh thuc hién du an mong doi voi tién trinh thuc té vao
mot thoi diém nao do, ban co thé sir dung bang Earned Value

Chiing ta c6 thé st dung bang Earned Value dé du doan liéu rang voi tinh hinh
hién tai thi cong viéc s& két thiic vdi mot chi phi vuot qua kha ning cho phép hay
khong. Vi du néu mét cong viéc dd hoan thanh hon 50% va chi phi thuc té 1a 2008,
ban c6 thé thay duoc 200$ 1a nhiéu hon, it hon hay bang so véi viéc thuc hién 50%
cong viéc nay theo ké hoach. Cot VAC thé hién su khac nhau vé chi phi giita thuc té
va ké hoach.

B1 Trong menu View, chon Gantt Chart.

B2 Trén menu View, muc Table, va chon More Tables.

B3 Mot hop thoai Table hién ra

More Tables

Tables: ¥ Task " Resource

Baseline -
Constraint Dates
Cask

DelaE

Enkry Copy...
Expork
Hyperlink, Qrganizer, .,
Rollup Table hd

Edit...

i

Cancel

Trong danh sach cac bang, chon bang Earned Value, sau d6 kich Apply.
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