Phan 111
LAP TIEN PO THI CONG THEO SO PO LICH
(CALENDAR)

3.1. CALENDAR VIEW TRONG MS

Hoan tat viéc lap ti€n do thi cong theo so d6 ngang dén dau, chuong trinh MS sé tu
dong chuyén sang tién do thi cong theo so d6 lich dén d6. Lic nay tién do cla ban duoc
hién thi trén hau canh ¢é lich quen thuoc. Ban cho hién thi dang Calendar biang cich
chon lénh Calendar tir Menu View.
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Hinh 3.1. Calendar view trong MS
Calendar view néu tén thang bén trén mot lich trinh bay mot hay nhiéu tuan 1€

ngay thiang, vdi cac thanh cong viéc trai dai tr ngay thang bat dau dén ngay thang
két thiic ctia ching. Phdn hién thi mac nhién trinh bay 4 tuén I€ cing mot lic va
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gdm cac thanh hay dudng thing cho tit ci cong viéc. ngoai trit cic cong viéc tém
lugec (Summary task). Ban ¢6 thé cho né bao gém ca cic cong viéc Summary va ban
c6 thé thay doi nhiéu dac tinh khac clia phan hién thi biang viéc dat dang Calendar
thco y riéng.

Trong mot s6 truong hgp. lich khéng cé du ché dé hién thi tat ca cac cong viec ma
lich trinh cta ching roi vao inot ngay thiang dic biét, ban s€ thdy ddu bdo hiéu tran day
& bén trdi bang mau xdm xuit hién & dinh clia hop ngay thang. Dau hiéu tran [3 mot mii
tén nh6 mau den chi xuéng, 6 mot elip di theo &€ chi thi "con nhiéu nita”.

3.2. CACH CHUYEN TU BIEU PO NGANG SANG BIEU PO LICH

Sir dung Menu View ban c6 héop thoai gom nhiéu néi dung:

- Néu chon Gantt Chart thi Microsft Project cho ban tién do thi cong theo biéu dé
ngang. TU day ta c6 thé quan sit téng quét biéu do ngang.

- Néu chon PERT Chart hoac Network Diagram thi Microsft Project cho ban tién d6
thi cong theo so d6 mang ludi.

- Néu chon Calendar thi Microsft Project cho ban ti€n do thi cong theo biéu d6 Lich.

Do vay khi ban dang lam viéc vdi biéu d6 ngang (Gantt Chart), mudn chuyén sang
biéu d6 Lich (Calendar), hdy tir Menu View chon Calendar, hoic tir thanh cudn bén
trai man hinh ban nhan vio biéu tugng Calendar. V&i thanh cudn bén trai man hinh,
néu ban goi:

+ Calendar: Lich thang, tudn, ngay chi ra cic cong viéc va khoang thdi gian hoan
thanh no;

+ Gantt Chart: dién ta cdc cong viéc va cac thong tin cé lién quan, mot biéu do biéu
dién cic cong viéc, mdi lién hé cac cong viéc, cac tai nguyén (néu ban cé nhap) va thoi
glan hoan thanh cong viéc do6;

+ PERT Chart hoac Network Diagram: dién ta cdc cong viéc dudi dang s d6 mang
ludi, ding khung nhin nay dé cé dugc cich nhin t6ng quat.

+ Task Usage: thé hién danh sich cdc cong viéc di duoc nhap tai nguyén va duge
nhém dudi moi cong viéc. Qua khung nhin nay thay duge ngudn tai nguyén nao da duge
gdn cho timg cong viéc cu thé.

+ Tracking Gantt: thé hién danh sich cac cong viéc va cic thong tin ¢6 lién quan.
Khung nhin nay gidp ta theo doi tién trinh cita dy 4n.

+ Resource Graph: thé hién biéu dé phan phéi thi nguyén cho ting loai tai nguyén.
Khung nhin nay cho ta théng tin vé timg tai nguyén dudi céc tiéu chi khic nhau.
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+ Resource Sheet: thé hién danh sich tai nguyén va cic théng tin c6 lién quan.
Khung nhin nay dung dé nhap va hiéu chinh cic thong tin cho 13i nguyen.

+ Resource Usage: thé hién danh sich gin tai nguyén cho cdc céng viéc dugc nhém
dudi méi tai nguyén. Khung nhin nay thé hién chi phi hoac phan phéi gis cong ngoai gid.

+ More View: cho phép lua chon cac khung nhin khic cua chuong trinh.

Trong qu4 trinh thuc hién du 4n, dé quan sat dugc nhi€u hon trén man hinh may tinh
ban cé thé cho an hay hién Menu View Bar.

3.3. CACH XEM TIEN PO LICH

Nhu cdc dang quan sdt khdc, hieu qua sir dung Calendar View tuy thudc vao kha
nang cha ban dé di chuyén va tim kiém thong tin ban muén chd y dén. N6 ciing rét hiu
ich khi ban biét cich thay ddi phén trinh bay nhiing théng tin dugc chon. Sir dung thanh
cuén chuan dé doi t6i, lui theo thdi gian trén lich. Ban cin luu y ring khi sir dung con
trugt trén thanh cuén doc, s€ bung ra mot hop thoai bdo ngay thang gitp ban dinh vi mét
ngay thang ma minh dinh dén. Nhimg di¢m bét ddu va két thiic trén thanh cudn thi xap
X1 véi cic ngay thdng bat dau va két thic cua du an.

Ban c6 thé dung Alt + Home dé nhdy dén ngay thdng bat diu, Alt+End dé nhay dén
ngay thang két thiic cua ti€én do, cling ¢6 thé diing cdc phim Page Up va Page Down dé¢
cudn qua phan trinh bay cdc tuin [€ néi ti€p nhau trong vong doi clia tién do.

Muén cuén qua timg thing trong nam, ban nhin vao cac mii tén lén va xuéng (thanh
truot) ndm o bén phai hang ¢6 tén thang. Khi ban cuén qua céc thdng, phan ddu cia moi
thang ti&p theo s& xuat hién tai hing dau tién cla lich, bat ké ban di chon bao nhiéu tuan
1¢ cho trinh bay trong dang quan sit d6. Cic phim Alt+mdi tén lén va Alt+mii (én
xudng clng cudn cic thiang qua sudt tich cua tién do.

3.4. PHONG TO, THU NHO VA CHINH SUA TIEN DO LICH

Ban mudn xem so dé lich tr cac phoi canh khdc nhau, lui xa nhiéu lan dé xem bic
hinh 1én hay phéng to lén cdc chi tiét cho moét tuan 1é riéng biét. DE thuc hién viéc nay,
hidy chon Menu View va chon [énh Zoom, hay st dung cac niit Zoom In, Zoom Out uén
thanh cong cu Standard.

Mot tién ich dic biét cha dang Calendar la n6 cling cho phép ban chinh stra danh siach
cong viée. Nhiéu lénh Menu, cdc tuy chon clia thanh cong cu va céc té hop phim goi tat.
dugc sir dung dé wy di( viée trinh bay va dé dinh nghia lich trinh cong viéc. Nhung ban
khong nén c¢6 st dung Calendar View d€ hinh thanh mot tién do phic tap. Dang nay
thuc su hitu {ch dé duyét va in cic cong viée va cac khung thoi gian trong khi chiing
duge tinh toan s€ xay ra.
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Hinh 3.2. Phong to, thu nho va chinh sita tién do lich

3.5. CHEN THEM MOT CONG VIEC HOAC XOA MOT CONG VIEC TRONG
SO PO LICH

Trong Calendar View ban ¢é thé chén thém, xod va thay doi cac cong viéc trong dang
nay. Ban tao cong viée trong Calendur View bang cach dung lénh Insert Task trén Menu
hay bang cdch kéo chudt dé 1ao mét thanh cong viéc méi trong Calendar. Tuy nhién ban
can chu y rang cong viéc mai trong Calendar sé luon duge gin s6 thit wr cao nhat trong
tién do. Khi xem trén bi¢u do Ganti hay bit cif dang quan sdt néo thi cong viéc do ciling
& cuoi danh sach, ngay ca khi ngay thang cta cong viéc dé roi vao giira tién do hoac ban
lién ket no voi nhitng cong vice ¢ gita danh sich cong viéc. Cong viéc dugc tao trong
Calendar View thuong duoc ty dong gan mot su rang budc v€ ngay thang va lic dé ban
dé dang nhan duoc thong bdo xung dot vé lich trinh.



Tuy nhién mot cach dé dang nhat dé chén thém cong viéc trong so dé lich la trd lai so
dé ngang, chinh stra, chén... réi quay lai so d6 lich la nhanh nhat.

3.6. THANG THOI GIAN TIMESCALE TRONG CUA SO CALENDAR CUA
MOT TIEN PO

Thang thdi gian Timescale clia ti€n do trong cilra s6 Calendar ciing giéng cdc cira s6
lam viéc khdc, né ¢6 thé thay déi cach quan sét lich trinh cha tién do tuy theo géc do
quan sat va yéu cau cua thuc t&.

Khi dang lam viéc vdi tién do dudi dang Calendar, muén tGi thang thoi gian, ban
chon Menu Format — Timescale — vao hop thoai Timescale dé thiét lap cdc thong s6
— OK. Hop thoai Timescale gidp ban chon 3 noi dung (qua 3 cira s6):

- Week Headings: sir dung dé dinh dang cdc thong s& khi thé hién lich trinh cla tién do;

- Date Boxes: sit dung dé dinh dang vi tri thé hién ngay thing ctia cong viéc;

- Date Shading: sir dung dé dinh dang nén hop thé hién cong viéc.

3.6.1. Ctra s6 Week Headings

week Headings ] Date Boxes | Date Shading
Monthly titles: ll ‘02 L‘ Display
Show week with: " 7 days * 5 days
Daily titles: S, M, T, ... >l
M Previous/Next month calendars!
weekly tiles:  [1/28/02, 1/29/02 |
Sample:
6'03
M T w T F
BABA3
[ok ] cocel |

Hinh 3.3. Chon tiéu dé cho lich trinh cua tién do

Gilp ban chon cdc tiéu dé cho thing, ngay, tuan théng qua cdc cta s6 phu cua
Monthly titles, Daily titles vd Weekly titles. Pong thoi qua clra s6 Display ban chon
dugc cach thé hién s6 ngay trong tudn (7 hay 5) va néu mudn thé hién lich thang thu nho
tai goc trai phia trén thi ban hdy "tich" vao 6 Prevlous/Next month calendars. Tat ca su
lua chon ctia ban dugc thé hién tai clia s6 Sample, néu déng y véi su lua chon nay, ban
hay OK.
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3.6.2. Cira so Date Boxes

‘Week Headings
Top row
Left: [128,129, ...
Pattern: H”””"”””“”” 'r] Color:
Bottom row
Left: [1,2,3,4, ... (Frc v| Right: ‘m,fnz, yMjoz, 1 |

i N BN\

o] cace

Hinh 3.4. Chon tiéu dé trén, dudi cho cdc ngay cua tién dé

Giup ban chon cac tiéu dé trén (Top row), tiéu dé dudi (Bottom row), dong thai thong
qua céc ctra s6 phu ban chon duoc cdch thé hién ngay thang, nén, mau phia trdi, phai cla
céc tiéu dé trén. Tat ca su lua chon clia ban duogc thé hién tai clra sé Sample, néu dong y
vai su lua chon nay, ban hay OK.

3.6.3. Cira s6 Date Shading

imescale

‘Week Headings ] Date Boxes
Show warking time for: [Standard (Project Calendar)
Exception shading
E_xceptbn type:

Resource Calendar Nondef ault Worqu Days

Pattern:

—] Ama 3]

o] cuen |

Hinh 3.5. Chon va trang tri nén cia cdc ngay trong tién dé
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Gitip ban chon nén cia cdc ngay trong ti€n do thong qua ctra s6 phu Exception type
(cdc loai nén nay da mac dinh sdn). Néu chua vira y véi cdc loai nén trén, ban chon va
trang tri lai theo nén va mau tai cdc ctra s6 phu: Pattem va Color. Tat ¢4 su lua chon cla
ban dugc thé hién tai clra s6 Sample, néu dong ¥ véi su lua chon niy, ban hay OK.

3.7. HOP THOAI BAR STYLE TRONG CALENDAR
Trong cira s6 Calendar viéc thiét 1ap cdch thé hién cdc biéu d6 cong viéc trong tién do
dugc théng qua hop thoai Bar Style.

Ban vao Menu Format — Bar Style — hop thoai Bar Style — thiét lap cac thong s6
cho tién do — OK.

Bar Styles, ¢

Task type: Bar shape
all : Bar =
Noncritical Bar type: l b
Critical
Miestone Battern: ST
Summary —
Project Summary Color: (I sice ~
Marked B
Hiohliohteds - Split pattern: I --------------- -
External Tasks
I Shadow
¥ Bar rounding
Text
Fielg(s):  |Duration .
Abgr: Center v [ Wraptextinbars
Sample:
| Sample Task Bar

Hinh 3.6. Hop thoai Bar Style trong Calendar

Trong doé:

* Task type: gidp ban chon cdc kiéu cong viéc can thay doi;

* Bar shape: hinh ddng (Bar type), nén (Pattern), mau sac (Color) thanh cong viéc:
* Text: vi trf the hién cdc trudng trén thanh cong viéc.

Trong Gantt Chart: thanh thisi khoang Bar(s) la thanh thé hién céng viéc trong biéu
do ngang (Grantt Chart). Mdi cong viéc dugc thé hién riéng bing mot thanh thoi
khoang, viéc thay déi hinh thic thé hién thanh thoi khoang Bar(s) trong cdc cong viéc
bao gém céc thoéng so:

- Miu sac:
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- Hinh déng;

- Kiéu thé hién;

- Thong s6 khac: tén cdc trong Resource Name, Name, Cost...

Hinh ddng thanh thoi khoang c6 thé dinh dang lai b&i ngudi st dung. M6t thanh thai
khoang duoc chia ra lam 3 vi tri:

- Start: vi tri dau cha cong viéc;

- Middle: vi tri gitta cia cong viéc;

- End: vi tri cuéi cta cong viéc.

Truong Text trong Gantt Chart gitip ban chon cach thé hién cdc thong s phia trai,
phai, trén, duéi, gilra cta thanh thoi khoang.

Text ‘ Bars I
lét I I A RO Py P e £ e R b 4 BB L T At e b R S AR B L P
Right Resource Names
| |
Inside
Help | oK | Cancel

Hinh 3.7. Hop thoai Bar Style trong Gantt Chart
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Phan IV
LAP TIEN DO THI CONG THEO SO bO MANG
(NETWORK DIAGRAM)

4.1. CAC KHAINIEM VE SO PO MANG TRONG MS

Tu so d6 mang - trudc day viét tat 1a PERT duoc dat €n tit Program Evaluation and
Review Technique, 1a mot phuong phdp quan ly tién d6 duge dé xuat bsi Phong du dn dac
bi¢t clia Hai quan M¥ vao nim 1958. Biéu d6 PERT duoc rit ra tir nhiéu loai so do mang.

Phien ban PERT chi yéu duge ding trong Microsoft Project trinh bay nhiéu thong tin
vé timg cong viéc, cling nhu nhimg thong tin vé vi tri cda cong viéc trong luong hoat
dong. Cum tr PERT duoc Microsoft Project st dung cho 2 phién ban phan mém 4.0
(1995) va 1998. Trong bicu dé PERT, méi cong viéc duge tuong trung bing mot hop
hay nit va duge cdc duong noi dén cic predecessor hay succesor, cdc cong viéc phu
thuoe (succesor) luon duge dat & bén phdi hay ¢ dudi cic cong viéc di trudc
(predecessor). Mau sic hay cdc kiéu thic vién khung khiac nhau sé phan bi¢t cdc cong
viéc tém lugc, cong viée t6i han va nhitng cot moc. Cic cong viée thi cap duoc dat bén
dudi va vé bén phai clia cong viée 16m luge.

Cic phién ban sau nay so dé mang 1udi trong MS duge goi ta Network Diagram.

4.2. SU KHAC NHAU GIUA SO PO MANG TRONG CHUONG TRINH MS VA
CAC SO PO MANG TRUGC DAY

So d6 mang la so d6 bao goém toan bod khdéi lugng cdc cong viée cha mot tieh do, né
xdc dinh mét cich logic trinh tu k§ thuat va méi quan hé vé t6 chifc gilra cac cong viée
san xudt, an dinh thoi gian thuc hién cuia cic cong viée va t6i uu hod k& hoach dé ra.
Trong 4ud trinh quan ly va thuc hién ti€n do, ta van cé thé diéu chinh so dé mang cho
phit hgp véi yéu cau thuc té.

Céc phuong phdp phan tich so d6 mang:

- Phuong phip dudng gang CPM (Critical Path Method). Phuong phidp nay sur dung
mo hinh xdc dinh, theo d6 thoi gian hoin thanh moi cong viéc 1a mot hang s6.

- Phuung phap téng quan va dénh gid du 4n PERT (Program ECvalution and Review
Techniguces). Phuong phdp nay sut dung mo hinh xdc sudt, theo d6 thoi gian hoin thanh
moi cong viée duge cho dudi dang ham phan phat xdc dinh.
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4.2.1. Phuong phap duong gang (CPM)

a) Mot <6 quy uoc trong phuong phdp duong ging CPM

* Sur kiédn:

Su kién 12 su két thiic cia mot hoic mot sé cong viée, dé cho cac cong viéc tiép sau

¢6 thé bat diu duoc. Trén so d6 mang su kién duoc biéu dién bang mot vong tron ¢
danh 30 ky hiéu su kién.

* (Cong viée:

Cong viéc 1a hoat dong san xuat gitra hai su kién. Cong viéc duoc biéu dién bing mot

mii tén ndi hai su kién v duge ky hiéu bing cdc thong tin clia hai sy kién trrde va sau
hoac bing mot mau tu.

# Cong viée thrc:

La hoat dong san xuat can thoi gian va tai nguyén thuc hién. Cong viéc thuc duge
biéu dién bang mui tén lién.

* Cong viéc do:

Dung chi méi lién hé gira cdc cong viée, khong doi hoi thai gian va tai nguyén. Cong
viée do duoc bieu dién bang mii tén nét dut.

* Cong viée cho dot:

La cong viéc khong cin tai nguyén ma chi cin thdi gian. Cong viéc chd doi duge biéu
dién bing mili tén nét lién.

b) Mot 56 quy tdc ldp so dé mang CPM

- Trong so d6 mang céac su kién duge danh dau t nhéd dén 16n theo hudng tir trii sang
phai v ur trén xudng dudi. Mbi su kién déu phai cé cong viéc dén va cong viée di.
Riéng su kién bit dau chi cd cong viéc di va su kién cudi cung chi ¢ cong viée dén.

- Tat ca cdc mai tén thé hién cong viéc trong so d6 mang phai hudng tir trai sang phai
khong duge quay trg lai su kién ma ching xuat phdt (nghia la khong duge lap thanh
vong kin).

- Nhing céng viéc riéng biét khong duge ky hiéu ciing mot s6 (nghia 1a khong duge
cung su kién xuat phdt hoac két thiic).

- So d6 mang can ¢ dang don gidn nhat, khong nén c6 qud nhiéu cong viée giao cat nhau.

- So d6 mang phai phan anh dugc trinh do k¥ thudt clia cong viéc va quan hé ky thuat

gitra chung.



4.2.2. Phuong phap s¢ do mang trong MS
PERT Chart hodc Network Diagram (ddi véi Microsoft Project 2000 trd vé sau) thi

Microsft Project cho ban ti¢n d6 thi céng theo so dd mang ludi. Qua Layout Microsft
Project con gidp thé hién tién dé thi cong theo cach vE xién hay cdch vé vuéng géc.

- PERT va CPM giéng nhau vé phuong phép co ban, nhung chiing khdc nhau vé udc
tinh thoi gian cia cdc céng viéc.

- B6i vai moéi cong viéc trong phuong phap PERT, ba thor gian wdc tinh duge két hop
voi nhau dé xéac dinh thdi gian hoan thanh cong viéc mong dgi va phuong sai ctia né. Do
dé PERT la k¥ thuat xdc sudt, nd cho phép ching ta tim duge xdc suit clia toan bo ti€n
d6 s& hoan thanh trong mot thai gian dinh san. Trai lai, phuong phiap CPM sir dung kiéu
thai gian ude tinh trung binh.

- V6i so d6 mang trong Microsoft Project vé co ban gidng ly thuyét so d6 mang
PERT. Nhung quan niém vé cong viéc va su kién cé mot s6 diém khdc:

+ Trong biéu do ciia Microsoft Project, mbi cong viéc duoc tugng trung bang mot hop
hay nit va dugc cac dudng néi dén cac predecessor hay succesor, cic cong viéc phu thudc
(succesor) luon dugc dat & bén phai hay 0 dudi cic cong viéc di trude (predecessor);

+ Trong Microsoft Project, cong viéc duge thé hién ngay trong su kién va mili tén chi
dé chi méi quan hé;

+ Mau sac hay cac kiéu thdc vién khung khic nhau sé phan biét cdc cong viéc tém
luge, cong viéc t6i han va nhimg co6t méc. Cac cong viéc thit cap duge dit bén dudi va vé
bén phai cua cong viéc tém lugc;

+ Microsoft Project khong thé hi¢n riéng cong viéc thuc, cong viéc 4o va cong viéc
chd doi ma chi thé hien dudi dang doc 1ap hay phu thuoc;

+ Miciosoft Project phan dinh 1 9 leai cong viéc thir cap (giam dan tir 1 dén 9);

+ Su kien trong Microsoft Project bao gédm nhiéu thong tin cu thé: t1én cong viéc, thoi
Khodng, ngay thing bar ddu, két thdc, phan b tai nguyén, céc diéu kién rang budc, mic
doé uu tién, cac chu gidi can thiét, cdc cong viée gang...

Kiéu mac nhién cita cdc nit cong viéc hién thi 5 trudng cho céng viéc: Name (1én),
ID (s6 nhan dién), Duration (thai khoang), Scheduled Start (ngay béit dau theo lich),
Scheduled Finish (ngay két thic theo lich). Riéng vdi Microsoft Project 2000 con c6
thém truong thit 6 trong Netwok Diagram d6 1a Comp: % (1y 1& % hoan thanh ti€n do).
Tuy nhién néu ban ding phong chir khic véi tiéng Anh thi trong biéu dé Network
Diagram cach déi phang chit phitc tap hon nhiéu.
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4.3. CACH CHUYEN SO PO NGANG SANG SO PO MANG LUGI TRONG MS
Str dung Menu View ban ¢6 hop thoai gom nhiéu n6i dung:

4 6 Khanh

[

» Sa4 LD I K
Tasw NOAD  Dx 48

Lomg 0%

GLLD i cldm pdncirmng 06 Edng e, |
L o| W m o Feam
Fexy 00 Or 9¢ Fagn gl
Comn %, Comn M

Hinh 4.1. Tién dé thi céng theo so déo mang ludi Network Diagran: (PRET)

Néu chon PERT Chart hoac Network Diagram (déi véi Microsoft Project 2000 tra di)
thi Microsft Project cho ban tién do thi cong theo so d6 mang ludi. Qua Layout Microsft
Project con gitp ban thé hién tién do theo cach vé& xién hay cdch vé vuong goc.

4.4. NETWORK DIAGRAM VA PERT TRONG MS

PERT va Network Diagram thuc chit 1a mot. Néu ban st dung Microsoft Project 4.0
hoac 1998 thi so d6 mang duoc thé hién dudi dang PERT, con néu ban s dung
Microsoft Project 2000 tré vé sau thi so d6 mang dugc thé hién dudi dang Network
Diagram. Nhung néu may tinh cta ban ton tai ca hai chuong trinh Microsoft Project
1998 (hoac phién ban Microsoft Project t:0 vé trude) va chuong trinh Microsoft Project
2000 (hoac phién ban Microsoft Proicct trd vé trd vé sau) thi trong Menu View sé ton tai
ca PERT va Network Diagram.

Ban luu y mot diéu 1a Network Diagram thi doc dugc nhiing Files cia PERT, nhung
PERT thi khong doc dugc nhitng Files ciia Network Diagram.

Kiéu mac nhién cla cdc nit cong viéc hién thi 5 trudng cho cong viéc: Name (tén),
ID (s6 nhan dién), Duration (thoi khoang), Scheduled Start (ngay bat dau theo lich),
Scheduled Finish (ngay két thic theo lich). Riéng v6i Microsoft Project 2000 trg vé sau
con ¢6 thém truong thi 6 trong Netwok Diagram dé la Comp:% (ty 1€ % hoan thanh
cong viéc cua tién do).



Tuy theo yéu cdu cia tién do, ban c6 thé thé hién s6 trudng cho cong viéc trong 5
hoac 6 truong ké trén.
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Tuy nhién néu ban ding phong chit khac véi ti€éng Anh thi trong biéu dé Network
Diagram cach déi phong chi phic tap hon nhiéu.

4.5. CACH THE HIEN NUT CONG VIEC VA CAC LOAI KY HIEU NUT CONG
VIEC TRONG MS

Nt cong viéc (ma theo cdc tai liéu vé so d6 mang luéi trudc day hay goi 1a su kién)
n6 ¢6 nhing quan niém khac nhau: truéc day nguoi ta quan niém cong viéc biéu thi
bang cdc mii tén lién hé, con su kién biéu thi bing cdc dudng tron va trong d6 chia hinh
tron ra 4 noi dung. Trong Microsoft Project thi mii tén chi dung biéu thi méi quan hé
con nit cong viéc thé hién diay du cdc noi dung. Tuy theo phan mém ma ban s dung.

Ban lam viéc véi Microsoft Project 4.0 hodc 1998 thi chi ¢6 mot cach thé hién duy nhat
cong viéc 1a hinh chir nhat. Nhung trong Microsoft Project 2000 tr& vé sau thi ¢6 thé biéu
dién cic cong viéc theo nhiéu loai. Dé ¢é dugc cich chon dung Menu Format — Box
Style. hop thoai Box Style hién ra chon mau hop da dinh dang tir Data Template va OK.

Tai hop thoai Format Box ban c6 thé dinh dang dudng vién hop cong viéc, mau
dudng vién, dinh dang nén hop cong viéc va mau nén hop cong viéc.
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Hinh 4.5. Niit cong viéc trong so dé Network Diagram
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Hinh 4.6. Thé hién dinh dang niit céng viéc

Hop thoai Format Box gitip ban dinh dang: noi dung ctua hop cong viéc qua Data
template; loai duong vién, mau, kich ¢& dudng vicn ctia hop cong viéc qua Border; trang

tri nén va mau nén hop cong viéc qua Background.

Microsoft Project 2000 vé sau ¢6 10 cach thé hién cong viéc:

Box

Styles

Style settings for: Preview:
Critical
MNoncritical
Critical Milestone
MNoncritical Milestone
Critical Summary [Name]
Noncritical Surmmary - A A
Critical Inserted Project S (gat]__ D: _[1D]
Noncritical Ins: Project Finish: [Finish]  Dur: [Duration]
Critical Matked | Res:  [Resource Names
s
Critical External
MNoncritical External
Project Summary
I Set highlight filter style Show data from task [D: | =1
Cata template
lgtam'!ard - More ]'_enw-&s_.j,
Border
Shape: S - Color: I- Fed - wWidth: ! ———
¥ show| CI:% ™ Show vertical gridlines
Ba o =)
chagrour
Color: (G Pattern: m\%v_
2 R
Help 7 I_ OK | Cancel
- s e
L
=7
Hinh 4.7. 10 cdch thé hién niit céng viéc



4.6. HOP THOAI BOX STYLE TRONG NETWORK DIAGRAM, Y NGHIA
CAC THONG SO TRONG HOP THOAI

4.6.1. Quy udce ky hiéu, y nghia cic thong so trong hop thoai Network Diagram

So d6 mang (Network Diagram) trong Microsoft Project cho phép méi kiéu cong viéc
dugc thé hién, ki hiéu mot cdch khdc nhau va dugc goi 1a hop cong viéc. Mac dinh céc
kiéu thé hién nay do Microsoft Project 2002 quy dinh.

Maéi ki€éu hop cong viéc ¢6 hinh dang, mau sac, thong tin riéng,... nham dam bao mo
phong mot cdch sinh dong va chi tiét nhat clia so d6 mang.

Dé quan sit cic thong so trong hop cong viéc cho cac kiéu ki hiéu cong viéc thong
qua hop thoai Box Style trong Menu Format.

Show highlight applied to: Preview:

Noncritical
Critical Milestone
Moncritical Milestone

Critical Summary IPHﬁN MONG
Moncritical Summary

Critical Inserted Praject Jstart: 6/12/03  10: 2
MNoncritical Inserted Project |Finish: 6/12/03  Dur: 0 d
Critical Marked Comp: 0%

Noncritical Marked LCoue

Critical External
Noncritical External
Project Summary

¥ set highlight filter style Show data from task ID: |2 24
Data template

INo Change :} More Iamplates_ v

Border

Shape: li L. - Color:

width: [ NoChange |

7 show horizontal gridiines [ show vertical gridiines
Background

Color: [ vellow ] Pattern: | -]
Hep | Cancel

Hinh 4.8. Cdac théng sé trong hép thoai Box Style
Y nghia cic thong s6 trong hop thoai Box Style:

- Style settings for: danh sdch cdc kiéu hop cong viéc;
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- Preview: noi dung duoc thong biao trong céc hop cong viéc;

- Set highlight filter style: thiét lap mau cho cong viéc khi str dung b loc;

- Show data from task ID: thit tr cong viéc (theo cot ID) duge chon dé ghi thong bio;
- Data Template: n6i dung hop cong viéc mau;

- Border: hinh dang, mau sic va kich c& duong vién hop cong viéc:

- Show horizotal gridlines: hién thi vach phan céch ngang trong hop cong viéc mau;
- Show vertical gridlines: hién thi vach phan cich ding trong hop cong viéc miu:

- Background: mau va trang tri nén hop cong viéc.
4.6.2. Cac kiéu hop thoai cong viéc trong Network Diagram

Microsoft Project mac dinh 13 ki€u hop thoai cong viéc trong Network Diagram.
Trong méi kiéu ¢6 quy dinh hinh déng va noi dung thong béo nhu sau:

[NAME]

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

 INAME] L

U Starty [stat] . ID: [0} ¢
Finish: [Finish] ~ Dur: [Duration]
Comp: [% Complste]

Noncritical:

[Name]

Critical Milestone:
Milestone Date: [Start]

ID: [ID)

_[ﬂz;':r.he] i

Noncriti ilestone: S :
oncritical Milesto i Miestone Date: [Start]

- 1D: (ID]

[NAME]

Start: [Start] 10: [ID]
Finish: [Finish] Dur: [Duration]
Comp: [% Complete]

Critical Summary:




Noncritical Summary:

Critical Inserted Proeject:

Noncritical Inserted Proeject:

Critical Marked:

Noncritical Marked:

Critical External:

Noncritical External:

Proeject Summary:

_ Camp: [% Complete]

:DWI

[Name]

Start: [Start] ID: [ID]

Finish: [Finish] Dur: [Duration)

Project: [Subproject File]

Start: [Start] ID: [ID]

Finish: [Finish] Dur: [Duration]

Project: [Subproject File]

[Name]

Start: [Start] 1ID: [ID]

Finish: [Finish]  Dur: [Duration]

Res: [Resource Names]

. Start; [Start] ID: .:_[n.).]

 Finish: [Finish] ~ Dur; [Dw;tjon]

Res:  [Resource Names]

NN ] T

[Hame]

Start: [Start] 100 [ID]

Finish: [Fimish]  Dur; [Duration]

Project: [Project]

[Name]

Start: [Start] IDv [ID]

Finish: [Finish] Dur: [Duration)

Project: [Project]

WAWE]

| Start; (Start] | 1D; (D)

* Finish: [Firish] = Dur; [Duration]
" Comp: [% Complete]

Hinh 4.9. 13 kiéu hép thoai cong viéc trong Network Diagram

4.7. THIET LAP HOP CONG VIEC MAU TRONG SO PO MANG

Ngoai viéc st dung cdc hop cong viéc ¢6 san trong Microsoft Project, ban lap thém

cac hop cong viéc mau riéng dé ddp ting cho phit hop véi yéu cdu thuc té.
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Templates in “Network Diagram™:
Standard ~ New. ..
| Cost —‘]
! Data Template 1
I ] [Earned vahue _ Sopy.. |
i Critic. External
Noncrit Hép ceng t_c mEu Edit... ‘_1
Critical Hép ceng b c mEu sé 1 |
Noncrit Inserted Project Import. .. “_j
Critical
Noncriy
Projech
[~ set§ Preview
Datatemp|  Show data from task ID: I Z—_!
= E— =]
Bovsie [NAME] ]
Shape: Start: [Start] ID: (1D] — v
Finish: [Finish]  Dur: [Duration] -
b Comp: [% Complete] |
Backgrourl
o
e Ok T Cencel |

Hinh 4.10. Cdch tao hép céng viéc mau

Muén lap hop cong viéc mau ban vao Menu Format — Box Style — hop thoai Box
Style — More Templates — hop thoai Data Templates — chinh stra hop cong viéc mau
mac dinh ctia Microsoft Project hoac tao méi.

Cic thong so trong hop thoai Data Templates:

- New: Tao hop cong viec mdi;

- Copy: Tao hop cong viéc maéi tir hop cong viéc mau cé san;

- Edit: Chinh stra hop cong viéc méu;

- Import: Dung cac hop cong viéc miu tir cdc tién do khac;

- Delete: Xoa hop cong viéc mau.

Tao hop cong viec mau mdéi: trong hop thoai Data Templates — New — hop thoai
Data Template Definition — thiét lap cdc thong s6 theo yéu cau — OK — Close — OK.

Cac thong so trong hop thoai Data Template Definition:

- Template name: Tén hop cong viéc mau;
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- Format cells: Dinh dang hop cong viéc;
- Choose cells(s): Gan cac truong theo yéu cau thuc té;

- Cell Layout....: Dinh dang s6 hang, cot trong hop cong viéc méu;

Data Template Definitiog

Template pame: r
Format cells
Show data from task [0: [T ] _Cell Layout.... |
Choose cellls):
Eont... | Tahoma 8 pt, Regular Limit cell text to: | 1 tine ~
Horizantal alignment: |Left - I~ Show label in cell: |
Vertical alignment: [center -l [ |
ool _|

Hinh 4.11. Cdch tao hép cong viéc mau moi

- Font: Chon Front ch@ cho hop cong viéc;

- Horizotal alignment: Can chinh dong theo phuong ngang (trdi, gitia, phai):

- Vertical alignment: Can chinh dong theo phuong dimg (trdi, gitta, phai);

- Limit cell text to: S6 dong thé hién trén hop cong viéc tuong ng vdi mot truong (1,
2, 3 dong);

- Show lable in cell: Hién thi nhin trong c6t v6i tén ban phai tu dua vao;

- Date format: Chon cich thé hién ngay thang.

4.8. CACH THE HIEN MOI QUAN HE GIUA CAC CONG VIEC TRONG SO
PO MANG

MBGi lién hé giiia cac cong viéc ban c6 thé vé néi thang truc ti€p tir cong viéc nay téi
cong viéc kia (trong ban vé 1a ciac duong xién c¢é mii tén di tir trai qua phai). Hoac néi
vuong goc gilra cac cong viéc (trong ban vé la cac duong vuong géc ¢6 miii tén ciing
nhu trén). Vé my quan thi vé theo dudng xién khong dep mat, nhung cidc moi quan hé o
rang, khong chong chéo, con vé theo dudng vuong goc thi viéc cac duong ngang trung
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1én nhau Ia viéc khong tranh khoi. Do viy méi quan hé ciing s& chéng chéo va c6 thé
triung lén nhau kho phan biét.

Microsoft Project cho phép ban diéu khién cic dic tinh nay cho viéc trinh bay so do
mang. Lénh Layout tir Menu Format s€ gidp ban tuy chon.

) 2)
=y
Geldyng cthép mong . .
|
i ’" P Pt L] ’
S ... A Mai #a litn k& kén 1heo
Q308102 OT/09402 ohRa hidu
02
B4 bé tong Mong Bao dudng bé téng méng
l'__:.--’:-" el ’ e
0 16 Nda
AR s s
DASOS/T D8/09/0 OS¢ 09102 12409702
b i T TN

Hinh 4.14. Cach thé hién miii tén lién két
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Trong so d6 mang ludi nhu trinh bay trén day miii tén chi dung dé chi mdi quan he,
né xuat phét tir cong viec trudc né va kéo sang cong viéc ma minh muén thé hién, di tir
trdi sang phéai. Do vy mau cia mdi tén phu thudc vio mau cba cong viéc. Trong so do
mang ludi ¢ cong viéc gang va cong viéc gang mac dinh mau do va cic mii tén mau do
sé biéu thi dudng gang trong so d6 mang ludi. N&u ban muén vé miii tén quan hé dudi
dang khic cling duoc nhung phai xudt phét tir cong viéc ma ban s& sir dung né.

Ban tim hop thoai Layout qua Menu Format, tai Link Styte néu ban chon:

- Rectilinear: sé duoc so d6 mang dang dudng lién két vuong géc;

- Straight: s& duge so d6 mang dang dudng lién két cheo géc;

- Show arrows: dua ra mui tén lién két;

- Show link labels: dira ra nhan kiéu lién két.

Link Color gitip ban mau lién két cong viéc:

+ Noncriticals link: cdc cong viéc khong gang (méc dinh la mau xanh);

+ Criticals links: cac cong viéc gang (mac dinh 1a mau do);

+ Match predecessor box border: chi thi lién két cdc cong viéc ¢6 cung mau vién cho
cong viéc di trude.

Diagram Options giiip ban cdc lua chon so do:

- Background Color: miu nén so do;

- Background Pattern: ki hiéu mau nén so dé;

- Show page breaks: dua ra vach ngit trang;

- Mark in-progress and completed: ddnh dau cong viéc dang xur Iy va di hoan thanh;

- Hidc all fields ID chi hién thi ID (Identity).

Chii y: Doi khi ban da thiét 1ap cac 1énh trong hop thoai Layout ta phai [énh Layout
Now hoac Layout Sclected Now tir Menu Format.

4.9. CACH THE HIEN SO % HOAN THANH MOT CONG VIEC SAU TUNG
NGAY TRONG SG PO MANG

Ban lam viéc véi Microsoft Project 2000 thi biéu d6 PERT ciing ¢6 thé hién thi tién
trinh ghi nhan duoc nhung chi trong kiéu tdng quat. Néu mét cong viéc hoan tat, thi niit
cong viéc ¢6 dau gach chéo (giong nhu niit da bi gach bd). Néu cong viéc dang tién hanh
nhung chua hoan tat, ban s€ thdy mot duong chéo ngang qua nit. Nhing cong viéc chua
khdi cong thi trong nidt khong c6 duong chéo. S6 % hoan thanh cong viéc dé bun quan
sat thay ca trén so do ngang va so d6 mang.

.

»
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Hinh 4.15. Thé hién 56 % hoan thanh mét cong viéc

Véi Microsoft Project 2000 thi ngay trén timg cong viéc ciing da kém theo s6 % hoan
thanh roéi.

4.10. CACH CHINH SUA VA THAY POI VI TRi TRONG SO PO MANG

4.10.1. Cach chinh sira trong so dé mang

Trong so d6 mang ban cé thé thay déi dit liéu cong viéc mot cach dé dang nhu trong
Gantt Chart. Dé thay déi dit liéu cong viec duge hién thi trong mot ndt cong viéc, ban
theo cac budc sau day:

- Chon cong viéc phai chinh stra bang cich nhap con tré chudt 1én niit cong viéc hay
bang cac phim miii tén;

- Chon trudng can chinh sira bang cich ding cdc phim Tab va Shift+Tab hoac bang
cach nhap lén truong do;

- Trong thanh Edit, go dit liéu méi hoac chinh stra dit liéu hién c6;

- Hoan tat viéc thay déi ban nhan Enter.

Néu ban muén thay déi dir liéu trong cdc trudng, ma dir liéu nay khong xuat hién
trong nit cong viéc (cdc rang budc, khoang co dinh v.v...) hay dung Task Edit Form.

4.10.2. Thay déi vi tri cAc cong viéc trong so dé mang

Hoan tat cdc cong viéc trong Gantt Chart nghia la trong so do mang cting da hoan tat
du céc cong viéc do, song thit tu sip xép chua theo y ciia minh. D€ sdp x€p hop y muoén
ctia minh ban can di chuyén cic nit cong viéc.

Dé doi mot nidt cong viéc bang ban phim, ban chon cong viéc réi gitt phim Ctrl
ban nhan cdc phim mii tén dé doi cdc nit theo huéng minh muén. Dé doi ndt cong
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viéc bang chuot, ban di chuyén con trd chudt dén khung vién cua nit cong viéc, giit
nit chudt co ban va kéo nit cong viéc dén vi tri m6i. Mot khung vién mau xam di
theo con tro6 chuot, ngay sau khi ban tha nit chuot. Ban phai nhap chuét lan nita dé
hoan tat thao tac.

| Tres Gory, Dy gian

L

Fhuog hloh ding dé doi
ohfmn cic afd cong e

Frame A darn wie sabany

] a
gt b

Hinh 4.16. Di doi cd nhém céng viéc

Pé di chuyén mot nhém niit cong viée cling mot lic. Ban theo cich sau:
+ Chon khung vién ctia nit thi nhat trong nhém phai di doi.

+ Chon cdc nat khdc phai di doi déng thoi, bang cach nhan phim Ctrl khi ban chon
cac khung vién cta ching.

+ Khi tat ca cac nat da duoc chon, ban nhin gitr nit chudt co ban va kéo khung vién
clia mot trong cdc nut. Tat ca cdc nit sé cung di chuyén nhu nhau dén vi tri méi. Ban
muon nhanh thi v& mot hop chon quanh ching biang cach nhan phim trai chuot va kéo
trén man hinh. Sau d6 dung chuot doi nhur trén.

4.11. CACH THEM, BOT, CHINH SUA CONG VIEC VA MOI QUAN HE
TRONG SO PO MANG

Dé them mat cong viéc vao tién do trong dang PERT, ban lam nhu sau:

- Chon cong viéc ma ban muén cong viée dé di trude cong viec mdi. Bude nay chi
dam bao rang nit cta cong viéc maéi duge dat bén phai cong viéc di trude;
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- Nhan phim Insert dé chén moét nit tréng vé bén phai cong viéc da chon, hoac chon
lénh Insert Task tr Menu Insert. S6 ID ctia cong viéc méi 16n hon mot s6 cong viéc da
chon va tit ca cac cong viéc hién thdi cé s6 ID cao hon cong viéc di chon thi dugc tang
mot s6. Cong viéc mdéi sé dugc chén ngay lén trén ndt cong viéc vé bén phai clia cong
viéc dd chon;

- G6 dit liéu cho cong viéc mdi, dung Tab dé di chuyén tir trudng nay sang truong khac.
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Hinh 4.17. Thém mét su kién maoi

Ban ciing ¢6 thé tao mot nit cong viéc méi bang cach kéo con trd chuot dé tao mot
hinh chif nhét trong mot vang tréng cla biéu dé PERT.

Ban c¢6 thé xod céc cong viéc trong khi dang & trong so d6 mang. Luu ¥ ring ban khéng
thé xo4 cédc cong viéc tém luge trong so dé mang. Néu ban xod mot cong viéc, ban phai
lién két cdc predecessor va successor lai mot cach thii cong. Pé xod mot cong viéc, ban
hay chon cong viéc d6 va nhan Delete hay chon Menu Edit va chon Delete Task.

Ban c6 thé tao cdc lién két cong viéc trong so dé mang bang cdch kéo chuot tir cong
viéc di trude dén cong viéc ti€p néi. M6i quan hé cong viéc sé la méi quan hé Finish-to-
Start khong c6 thoi gian sém hay tré. Néu ban muén thay d6i méi quan hé, hay nhap
thoi gian sém hay tré, hoac xoa lién két cong viéc, ban phai nhap dip chuot lén dudong
noi cac cong viéc. Hop thoai Task Dependency xudt hién, ban dinh nghia lai moi quan
hé cong viéc. Dé lién két cdc cong viéc trong so d6 mang, ban kéo tir nit cong viéc di
truéc dén cong viéc ti€p ndi va tha nit chudt & nit cong viée ti€p noi (hinh...). Mot
dudng thang sé duoc vé dé néi cdc cong viéc, véi mot mii tén & diu cong viéc Liép noi.
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Pé dinh nghia lai méi quan hé cong viéc trong so d6 mang, ban theo cac bude sau:
- Nhap diip 1én duong lién két cic cong viéc va hop thoai Task Dependency xuat hién;
- Thay déi méi quan hé hoac nhap mét thdi gian sém hay tré;

- Chon OK dé hoan tat viéc nhap.

2] Fite Edst Yiew Insert Format Tools Project Window Help B8] x]
Dy RPN e O e -@}‘Q‘}"@r}j-w%é by
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Task Dependency

Tame ah dm e kb

T '’
e e

MM

Hinh 4.18. Dinh nghia lai méi quan hé

Ban ciing ¢6 thé tao mot nit céng viéc méi bang cach kéo con trd chudt dé tao mot
hinh chit nhét trong mot viing tréng cta biéu dé Network Diagram (PERT).

: .

Cs

BAO DUGNG BE TONG
~, . Shani TR 1
NG S ) s 1A
B Comg: 9%
N
\'\
\ s
I k. A
" THAO VAN KHUON COT
St ARG D %
Frash: 10703 Curt 6.5 4
Carnpt
Zoom to
" 200%.
[l
5%
~ 50%
" Enlre project
& Qustom: [r %
Conend | GCLD VKH DAM, SAN,CTHANG
i = Stan: TN o &
‘ Finah: $1103 T 34

i i

Hinh 4.19. Ding lénh Zoom dé phéng to, thu nho cong viéc mai
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Dé xod4 mot su phu thudc cong viéc trong biéu dé Network Diagram (PERT), hay
nhap dip chuot lén dudng lién két cdc cong viéc. Hoat dong nay sé cho hién thi hop
thoai Task Dependency. Sau d6 chon ntit Delete.

Ban hoan toan yén tam rang bat ky mot thay déi nao trong khi thuc hién du én trén 1
trong 3 dang quan sat Network Diagram (PERT), Gantt Chart, Calendar thi cic dang
quan sat con ciing thay déi theo.

4.12. PUONG GANG TRONG SO PO MANG

Pudng gang cla tién do dugc thé hién qua cdc cla s6: Gantt Chart (d6i v6i céc
phién ban trudc 1998), hoac Network Diagram (doi véi cac phién ban tir 2000 trg di),
Tracking Grantt.

a) Duong gang ciia mot tién do duoc thé hién trén cva sé6 Gantt Chart

Trong dé:

- Cong viéc gang mau do (mau mac dinh). Trén cong viéc gang co thoi gian du tr
bang 0.

- Cong viéc khong gang: mau xanh (mau mac dinh).

TT Téncéng viec T.glan
) 5 110111h21ﬁﬁ%hﬁ[1s?17i1sii9m l]zz}zalz‘ﬁzsﬁsiz*barzsbn 1]2]3]a]5]s 78] l1ot1]
1 Cong tic chuan by 3d -
R ek sl
3 pep e Y I W i 3 oa Nm
4 Bao dit thil cong 3d i Bor Styles...
5 DS BT 16t méng ‘ 3d AE ——
$ Ldm:ﬁlﬂpmng 24 i et Horwsarking Time,,
7 GCLD vkhudn méng 2d : _
. 5 bé 1ng méng 1d = Nc[30] |, o,
9 D3 van khudn méng 1d Em Neml M Gantt Chart Weard...
w [ LGpditdot | 34 i
1" GCLD vkhuén gling méng 35d
12 Ldung cét thép giing méy 3.5d
13 D3 b g gling méng  3.5d i
0 530 dubig bé tong e TR
15 D3 van khudn gldng méng  1d LR
16 Lip ditridn nén Tc 3d
17 - Thng 1 B75d
18 Geld 8t thép cbt 6d
19 Geld van khudn cét 6d
20 Dghiﬁmgct}t 6d
21 Thao van khudn tot 85d
2 GCLD vkh dim, sin T T A A

Hinh 4.20. Diong gang trong Gantt Chart
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Néu ban chua thod man véi cac mac dinh trén, hdy nhan phai chudt trén ving cita s6
chia thanh cong viéc, vao Bar Styles (hinh trén) va chon céc thong s6 theo cita s6 Bar Styles.

Mot tién do c6 thé ¢6 mot hoac nhiéu hon mot dudng gang. Cach lya chon nhu sau:
tr Menu Tools — Options — hdp thoai Options — Calculation — Caculate multiple
critical paths — OK.

Tasks are critical if slack is less than or equal: cong viéc 1a cong viéc gang néu thoi
gian du trit nho hon hodc bang s6 ngay quy dinh (mac dinh 1a bing 0).

b) Puong gang (nét dim) ctia mot tién do duge thé hién dudi dang so d6 mang trong
ctra s6 Network Diagram hoac PERT.

1| Trdt trdnsddm ] Tral tulng trong | | |
. Rat AlflG oo Ul Sat: 117103 iDj 192 |
T Fkheiifiafes punrg Frih: 11[1303 Dir: 7
Xy g gach ipcim Uipcia
St 060 D 8 o Sevioim oW Stat: /503 D 4 }__
Fosh (00203 Dui6d ] Fresh: 10/25/03_pur: 34 Firish: 10/28]03_Duri 34
Comp: 0% Comgow | ot
Trat tirsing ngosl ] Trat tuSing ngodl
Start: 10/240 DT M Sl 10510 D 78 |
Finish: 10{31/03  fur- 7d Frsh: 11{7(00 i 7d
Comp: U " | Comg: 0%

Hinh 4.21. Duong gang trong cita s6 Network Diagram hodc PERT

¢) Duong gang clia mot tién do duoc thé hién dudi dang so d6 ngang trong cua sé
Tracking Grantt.

(TT Tén cang vidc Tghan, o e e T e
4576 7 879 1011121314 1511617 11819 120 21 22 |23 24 125 26 |27 [28 29
1 Céng tac chudn by s : FERE N e ' '
o g o e bt : AR 1
E Epcoc 204 scge - BN :
4 B30 43t bing may 2d W, B30 dit bing may boih ]
5 © @do dit thi cang 6d : WEUBMIGERL, D30 A3t thil cong
6 e3pbeongdducoe  1d R 71 ]
7 ©f BT 16t méng, giing 14 #%, 03 BT 161 mbng, giing Y
8 Ld e5t thép méng+glin 35d Lo et thep méngtgling
L] GCLD vkh méngegidng 35d GELD vkh méng +gling

10 03 bé tong méngraldng  1d (g, 0 b% $ng méng+giing

11 D3 vkhudn méngrgiing 17 ; D3 ykhudn méngrgidng

12 Bio dubng b ing 4d ¢ - L !  ——7/20 i

13 Lip 45t vi ®n nén(may 1d U T b Sp ditva n nén(may) .
14 (:Lipdﬂviﬁnninﬁql 2d o : ‘ i 2 'pda‘iwt'anm'n{'!q |
® T A oot e 1 s b
16 Geld edt thep cét EEY] : : | — 7123

17 Geld van khudnedt  3.5d I A AR R ) EUSMERENEY-Gold van khudn bt
18 B3 bé tong cdt 154 i D3 bé tng cit .
19 Thao van khudncbt  65d . : « 7127
20 GCLD vkh ddm, sancth 9d AT
21 GCLDCT ddm, sdn, cth  9d |

22 ©3 Btdng ddm, sén, cth  1d IJ

Hinh 4.22. Puong gang (mau do) trong ciia sé Tracking Grantt
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4.13. CACH POI SANG TIENG VIET NAM TREN SU KIEN CUA NETWORK
DIAGRAM

Cich déi phong chit néi chung ciing nhu phong chit Viét Nam néi riéng trong
Network Diagram tuong déi phitc tap cach lam nhu sau:

{

i

[ Show datafromtask [ [T <5 _Cellayout...

| [Nama| T ! Y

Start: [Start] It [ID] (Cang t,c chukEn bb
Tnserted P E

Prcrtica otod mooec Fiish: [Firssh] __Dur: (Duration] Ratt A0y B L
Critical Marked Comgp: [% Complete] _Fﬂsh‘. 6/12/03  Duri 3d

| |Noneritical Marked e Comp: 0%

| |criical External :

| [Nonwritical External

| [Project Summary Choose celis):

| ™ Set highlight fiker ctyle Show data from task [D: - Name.

Hinh 4.21. Poi phong chit trong Network Diagram sang tiéng Viét

Tir Menu Format — Box Styles — trong hop thoai Box Styles chon lan lugt ting loai
hop cong viéc — clra s6 Data templates —> Summary — More Templates —> clia s6
More Templates — Edit — clra s6 Data Template Definition — Font — tir cira s6 Font
chon phong chit theo y dinh ctia ban - OK — OK — Close — OK.

Hoac nhanh hon ban ddnh ddu vao tung loai hop cong viéc ngay trong so dé mang,
nhén phai chudt dé chon Box Styles, cdc budc tiép theo nhu trén.

4.14. CACH XEM SO PO MANG

Diing nhu cic ban da lam, binh thudng ta chi nhin thdy mot s6 cong viéc. Ban c6 thé
phéng to, thu nho so dé mang ludi bang cédch chon cdc cong cu Zoom In hodc Zoom Out
trén thanh cong cu. Cic cong cu Zoom In hoac Zoom Out s€ tang va giam theo gia s6
dGi véi phan tram zoom la 25% méi lan ban chon cong cu. Pham vi thu phéng zoom tir
25% dén 400%.

Menu View cé mét tuy chon thu phéng so dé mang dé€ ban c6 thé xem nhiéu hay it
dir liéu hon trong mdi lan xem. Chon lénh Zoom tir Menu View dé xem nhiing tuy chon
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thu phéng tiéu cu kha dung. Muén thay déi phin tram zoom, ban chon con s6 phin tram
trong ctra s6 zoom va OK. Zoom 100% la dang méc nhién binh thudng.

Téng quét nhat van 12 sir dung 1énh Print Preview. "

Z) Ede Edst Yiew Insert Foumast Tools Eroject Window Help
DEE SR « b

Cling c6 thé ding 2 & nay
dé phdng 1o, thu nhd

Hinh 4.22. Ding lénh Zoom dé phéng to, thu nho sic kién

151



Phan V
SO PO TAI NGUYEN TRONG TIEN PO (RESOURCERS)

5.1. TRUONG TAI NGUYEN, CAC CHU Y KHI NHAP TAI NGUYEN VAO
TRUGNG TAI NGUYEN

5.L1. Truong tai nguyén

Cic nhu cdu nhue vat tu, nhan luc, xe mdy, tién vén... Microsoft Project déu quan
niém 1a tai nguyén va mifc do wu tién giong nhau, khi lam viéc v6i cdc tai nguyén nay
nghia la ban dang lam viéc trén truong tai nguyén. Khi xac dinh moét fai nguyén, ban
phai cung cAp mot tén tai nguyén va cdc dit liéu cho nd, nhitng tai nguyén cé khdi lugng
thi ban nhédp vao, nhimmg tai nguyén khong cé khéi lugng thi t6t nhat 12 ban khong nhap
chit dimg dénh sé zero (0).

5.1.2. Nhap tai nguyén vao tién do

Nhap tai nguyén vao trudng tai nguyén trong tién do ban can chi y rang:

- ID: Microsoft Project chi dinh $6 1D tai nguyén kha dung ké ti€p cho tai nguyén do.

- Name: Microsoft Project luén nhéan dién tai nguyén bang mot tén. Tén nay chita céc
ky tu bat ky trir ddu phay (,) va ddu ngodc vuong ([]). Tén tai nguyen chi dugc dai dén
255 ky tu.

- Initials: Dé ti€t kiém khoang tréng va tiét kiém thai gian gd di tén tdi nguyén,
ban ¢6 thé ding cic chir diu tién trén biéu dé Gantt va biéu d6 PERT thay vi dung
tén day du.

- Max Units: Trudng Maximum Units dé x4c dinh s6 t6i da cdc don vi tai nguyén
phan bé cung lic trong tién do. Gid tri mac nhién 12 1, nhung ban c6 thé nhap gid tri bat
ky tir O dén 100, trir khi chi thi 12 nguoi thi ban phai nhap cic s6 nguyén.

- Std Rate: Standard Rate 1a chi phi trén mot don vi thai gian cho viée st dung tai nguvén.

- Ovt Rate: Overtime Rate duge dung khi gid phu troi duoe thém vao lich trinh cong viée.

- Per Use: Per Use Cots (chi phi sir dung) 1a chi phi dugc tinh 1 lan cho méi don vi ti
nguyén duoc chi dinh cho cong viéc bat ky.

- Accrue at: Truong nay ¢6 3 nhap lugng: Start, End va Prorate.
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- Base Cal: Nhap lugng trong trudng lich nén s& nhan dién lich nén cho tai nguyén. Sir
dung danh sdch nhap dé chon mét trong céc tén lich nén. ‘

- Group: Trudng Group cung cidp mot vi tri dé nhap mot tir sau s6 md hiéu nhan dién
ma ban c6 thé dung dé sip xép va gan loc cdc tai nguyén.

- Code: Truong Code giong trudng Group, ban c6 thé nhap bat ky thong tin nao va
cting dai dén 255 ky tu.

5.1.3. Cira so Resource Sheet, y nghia cia ting truong ctia Resource Sheet

a) Ctta 56 Resource Sheet

Clra s6 Resource Sheet dung dé khai bdo céc tai nguyén. Trong mot ban tién do cé
nhiéu loai tai nguyén, méi tai nguyén lai ¢6 nhiing kha nang va tinh chat khac nhau, do
d6 trude khi thue hién viéc phin bé tai nguyén cho cdc cong viéc ta phai khai bdo cdc tai
nguyén thong qua ctra s6 Resource Sheet. Ban can chid y rang, méi tai nguyén c6 nhiing
dac diém riéng sau:

‘& Microsoft Project - & Khanh
2] Fle Ed  Vew [ret Fgrmat  Took  Prowect  Godshorste  Window  Helo -8 x
0 bl Celdw % B w0 fh Nesom - Fe W w5 G,

fariy.Chans <10 - (Bl U EF[E[E sesose -7 .
stk (nagram
[ Tesusae surce Name  Type Material Label Inltlals Group Max. Unlts Sid. Rats  Ovi Raw  CostUss Accrue At B~
E Traching Gaght |
Fesurce Geaph Hcong Work N s3.18 $0.00hr  $0.00/hr 50.00 Prorated
e [ T — Cat vang Work c 1 $0.00/hr  $0.00/hr $0.00 Proramd
| T eRa v Dadam Work o 1 $0.00/hr $0.00/hr 50.00 Fromted
Ximang Work : X 1 $0.00/hr 50.00/hr 30.00 Prormed

| PRI e Coma Wiork < 1 $0.00/hr $0.00/hr 30.00 Prorated

L CE Y e ' Thep Work T 1 $0.00/mr 5000/  30.00  Proramd

B Aepons... Vel Wark v 1 $0.00/mr  $0.00/hr $0.00 Proramd

Lookars + | oinn Work [ 1 $0.00/hr  30.00/he $0.00 Prorated
L] MowBar | Thep buoc Work T 1 $0.00/hr  30.00/hr $0.00 Proramsd

|
Headar and Faoter... |

Pierged iy L) MRS < et

Hinh 5.1. Cita 56 Resource Sheet
- Mai loai ban ti€n do (cia mot du dn) cdn mot ngudn tai nguyén khac nhau;

- Mot nguén tai nguyén c6 thé dugc cung cip dong thoi cho nhiéu ban tién do (cta
nhiéu du an) khic nhau;



- Viéc dinh nghia, khai bdo tai nguyén 1a cdn thiét cho viéc phan bd, quan sét, quan
1y, diéu chinh,....tai nguyén cta mot hay nhiéu ti€n do trong nhiéu du 4n.

DE ¢6 cira s8 Resource Sheet ban c6 thé chon mot trong hai cdch sau: hoac vao Menu

View —> Resource Sheet, hoac chon biéu tugng Resource Sheet trén thanh cudn doc
View Bar.

b) Y nghia cdc trucng trong Resource Sheet

Ciéc trudng s6 liéu trong cira s6 Resource Sheet ding dé dinh nghia va khai bio cac
thong tin lién quan dén cdc tai nguyén. Noi dung céc trudng ndy goém hai kieu (tx dong
v do nguot str dung nhip), n6 cé cac ¥ nghia sau:

b.1. Cdc rruong ty dong gom:

- Truong ID: S6 thi tu tén tai nguyén;

- Initials: Vieét tat chi cdi dau tén @i nguyén.

b.2. Cdc truong do ngudi sit dung nhdp gom.

-9 Chi giai cho tai nguyén;

- Resource Name: Tén tai nguyén,

- Type: Kiéu tai nguyén;

- Material Label: Nhin vat liéu;

- Group: Nhom tai nguyén;

- Max. Unit: S6 don vi tai nguyén té1 da tinh cho mét ngay;

- Std. Rate: Gid chudin;

- Ovr. Rate: Gid ngoai gio;

- Cost/Use: Phi sir dung tinh cho mot tai nguyén;

- Accrue: Phuong phdp tinh gia:

- Base Calendar: Lich co s@;

- Code: MA tai nguyén.

5.1.4. Y nghia biang Resource Sheet

Khi dang thm viéc trong cita s6 Resource Sheet ngoai bang dinh nghia va Khai bdo tai
nguyén (Entry) ndm trong ctra sd Resource Sheet con ¢é cac bang quan st phu trg khdc.

Vao Menu View — Table:...— chon cdc bang quan sdt phu trg phit hgp véi tién do
cua ban.
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Y nghia cdc bang quan sat phu trg trong ctra s6 Resource Sheet:

- Cost: Cac thong tin tai chinh cta tai nguyén (gia hién thoi, gia co so, chénh gia, gia
thuc té....);

- Entry: Bang dinh nghia va khai bdo tai nguyén;

- Hyperlink: Lién két véi tai nguyén cta cac tién d6 khéc;

- Summary: Bang tém lugc cdc thong tin vé tai nguyén;

- Usage: Bang thé hién viéc sir dung céc tai nguyén;

- Work: Bang thé hién thoi gian lam viéc cla cdc tai nguyén;

- More Table: Cic bang quan sét khéc.

& Microsoft Project - 6-Khanh

Ble Edt | View | Inset Format Tooks Project Collaborate ﬂ'ndow Help

& e Colendx 4 e sgel B @ Iy NoGroup v 34
: Gankt Chart . I H .ﬁ = Al Resources - V= Z
Network Diagram
Task Usage Type Material Label Intials Group  Max Unts | StdRate
Tracking Gantt Work N 5348  $0.00Mhr
e G Work X 1 $0.00Mr
k 1
Resource Sheet o ¢ s
Waork D 1 $0.00hr
Resource Usage Work G 1 $0.00Av
More Views... Work C 1 $0.00hr
Table: Entry » G | T 1 $0.00Mr
|
D 1 $000r
ts... [v] Entry '
Bepor : LoV 1 $000Mv
Toolbars » | Hyperlink [
View Bar | Summary l
Header and Footer. .. | Lsege ',
4
More Tables. .. l

Hinh 5.2. Bdang quan sat phu tro trong Resource Sheet

5.1.5. Cira s6 Resource Graph

Clia s6 Resource Graph cho phép quan st cdc loai biéu d6 tai nguyén sau khi da thuc
hién viéc dinh nghia va phan b6 tai nguyén cho tién do.

Biéu do6 tai nguyén (Resource Graph) gitp ban quan sit mot cach rd rang viéc phéan
b6 céc tai nguyén va trén co sG dé cé thé diéu chinh cho phii hop véi ti€n do. Mudn xuit
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hién cilra s6 Resource Graph ban c6 hai cach: vao Menu View — Resource Graph, hoic

chon biéu tuong Resource Graph im trén thanh cu6n doc View Bar.

[ Be £t Yew [wet Fome look project Colaborate Window Heb
Uy &R % EE) LE - Y R ET 5 e ad @,
Showe = i Al Resources

2} 6Khanh

Poak Unils: 25 |25

1i_| si1|

Hinh 5.3. Bang quan sdt phu trg Resource Graph

Nc
2 I a - \‘i
Chit y: Trong bang quan sat phu trg, ndi dung vseenacered:
¥ . v .2 & Allocated: (T
cac thong so6 cua biéu tuong gom:

- Nc: trong nhitng tai nguyén ma ban da nhap trong tién do ctia ban, phan biéu dé thé
hién bén phai (hinh trén) 1a biéu d6 cua tai nguyén c6 tén la Nc. Néu ban muén xem céc
tai nguyén khdc, ban hay sir dung thanh cuén ngang ngay dudi biéu tugng.

- Overallocated: Tai nguyén qud tai (ki hiéu (mac dinh) 12 mau do trén biéu dé
tai nguyén).

- Allocated: Tai nguyén trong pham vi ddp Ung (ki hiéu mau xanh trén biéu dé
tai nguyén).

5.2. CACH NHAP, PHAN BO, QUAN LY VA QUAN SAT CAC TAI NGUYEN
PUGC PHAN BO TRONG TIEN PO

5.2.1. Cach nhap nhu cau tai nguyén (vat tu. nhan luc, xe may, tién von...) cho
tirng cong viéc
Day l1a cong doan quan trong ctia qué trinh 1ap tién do. Cac nhu cau ma ban yéu cau

nhu vét tu, nhan luc, xe may, tién von... Microsoft Project déu quan niém 1a tai nguyén
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va mifc do wu tién giéng nhau. Dé c6 mot sy phan bé tai nguyén cho mét hay mot nhém
cong viéc da chon, ban hdy thuc hién nhitng budc sau day (Chon biéu d6 Gantt dé lam
viéc - Néu chua thay xudt hién biéu d6 Gantt trén man hinh, ban chon Menu View va
chon 1énh Gantt Chart):

- Chon cong viéc ma ban mudn phéan b tai nguyén do;
- Kich hoat Resource Assignment Form bing cich chon Resource Assignment tir

Menu Insert hay nhdp cong cu Resource Assignment trén thanh cong cu hoac an dong
thoi Alt+F8;

- Bdnh tén thit nguyén vao truong Name va tir danh sdch tén hday chon tén tai nguyén
dé phan bé;

- Chon trudng Units va gd cdc don vi tai nguyén dé giao cho cong viéc.

TT  Tincbng vige
: e e
k] Epeoc 154 e, Ne{TH)
3 PHAN MONG L] _' -‘*21
4 090 mong 8it bing may w o I meps)
s L méng Bing th cdng 29 | 1 Mofe6)
3 -
$:] Otpwmstuces w |
L ] G lefifng vihadn meng 4 St — . ] CUrits
| 7 <]
) a. L
ot Whng € e P o g L*] v - I
(L] i
10 ©F b ing méng 4.4a | cae AdNess ;
| Gty
" Thao o8 vhhudn meng 0.5d ! e |
{ 5
i+ Lip a5t hd méng 20 : x “"‘E"_] -Fj
2L I Aed e J

Hinh 5.4. Nhap Tai nguyén cho cdc céng viéc trong tién do

Tri méc nhién cho trudng Units 1a 1 don vi. Néu nhap lugng nay thich hop, ban c6 thé
dé nguyén truong Units khong can nhap gia tri ndo ca va Microsft Project cung cap tri
mac nhién khi ban chon Assign. Nén nhé rang ban c6 thé nhép tri bat ky tir 1 dén 100 va
mot luong phin bo ¢6 nghia 1a méi ngay mot tai nguyén chi duge dung mot lan. Néu
ban nhap gia tri don vi la 0, thi d6i v6i cong viéc nay s€ khong c6 chi phi tai nguyén.
Ban dung trudng Fixed Cost dé ghi nhan nhimg chi phi cho cdc cong viéc ma khong phu
thude vao khéi lugng cong viéc cua mot tai nguyén. S6 don vi s€é khong 16n hon s6 don
vi t6i da kha dung cho tai nguyén nay. Néu ban khong biét hay nhé lugng don vi t6i da,
hay nhédp dip lén truong tén tai nguyén dé xem Resource Information Form.

- Chon niit Assign hay nhan Enter dé chi dinh tai nguyén va thong tin don vi cho céc
cong viéc da chon.
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- Néu ban thém nhiéu tai nguyén cho cling cic cong viéc, hdy chon tén tai nguyén k&
ti€p phai phan b, gd s6 don vi phai gan trong truong Units, va chon Assign dé gan tai
nguyén nay cho ciac cong viéc da chon.

- Sau khi hoan tdt danh sich tai nguyén, ban chon nit Close dé déng Resource
Assignment Form.

Chii ¥: Khi chon niit Assign trén Resource Assignment Form, mot diu kiém tra dugc
dat vao bén trai tai nguyén duoc phén ba.

Tuy nhién ban ¢6 thé ding phuong phép kéo tha dé thyc hién cong viéc trén. Cach
nay ¢6 uu diém 1a ban khong phai chon cong viéc ma tai nguyén sé dugc phan bo. Nén
day 1a mot cdch nhanh va hiéu qua dé phan b6 cdc tai nguyén khdc nhau dén nhiéu cong
viéc tai mot thoi diém. Mudén vay ban 1am nhu sau:

: ixodt - : S
) B Bt Yiew losen Fremat Tochs Bromet Wdow Help S fos oo
O@EE 8RT 2 BOY Q=BG AOCO vee -AAR 80 o'FS

% = Hhewr v v vl s WUEE AT z v“"&w-:'é

e —

=
1T Comguchudnby

Hinh 5.5. Nap dit liéu vao chuong trinh

+ Kich hoat Resource Assignment Form nhur trén;
+ Chon tai nguyén bing céch nhap vao truong Name.

+ Dinh vi con tr6 chuot trong hinh chit nhat mau xdm & bén trai trudng Name. Bicu
tuong Resource Assignment s€ xudt hién bén dudi con tro chudt;

+ Git nit chudt va kéo con tro chudt dén cong viéc ma tai nguyén s& duge phan bo;
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+ Khi cong viéc dé néi bat, ban tha nit chudt, va tai nguyén dé da duge phan bé. Khi
ban kéo con tro chudt dén coéng viéc do, tit ca cédc tai nguyén da chon sé dugc phan b
ngay lap tuc.

Ngoai ra ban con c6 thé phan b6 tai nguyén bang Task Information Form, bang céc
mau cong viéc va méu chi tiét cong viéc hoac phan b tai nguyén trén bang cong viéc.

5.2.2. Cach phan bo tai nguyén va y nghia cic thong s6 trong hop thoai Assign
Resources va hop thoai Task Information

a) Cach phan bé tai nguyén qua hop thoai Assign Resources

Hop thoai Assign Resources sit dung dé phan bé tai nguyén cho cong viéc. Muén
xuat hién ctra s6 1am viéc Assign Resources trong Grantt Chart, cé ba cach: hoic vao
Menu Tools — Assign Resources — hop thoai Assign Resources; hoac chon td hop

phim Alt+F10 — hop thoai Assign Resources; hodc nhdp biéu tuong Assign Resources
trén thanh cong cu dé c6 hop thoai Assign Resources.

-2 M - won i
B) Bl Edt vew Inset Fomat | Iooks | Browct Colsborate Window  Hep
DEEY 8RY § &V $m. 7 E0 I teoop TR BHD.
® % 4+ = - Show- v &4oCorct Opons... B AlTass v A,
1d | Links Between Projects... :
TT  Téncéngviec ~ Lmport Outlook Tasks... [ omux 1 | 12
‘ S e s Working Time... ] 1fi3fisfi7fisR123as] 1[3]s r 1fisfis
2 BHAN Hékdw Assign Resoirces... LU U Assipn Resources r? ky
3 Epcoc | || Tasic 50 BT 13t ming, g
4 Bio dit bing || | Resource jst options
5 Bao dit thi ¢ ¥ || Resources from 6-khanh
5 £3p be tong |
7 B3 BT 16t mé
B Ld cotthép r
9 GCLD vkh my
10 03 bi tng n
1 D8 vkhudn n

s 12 Bio duéng b
] | ©  ueesawn o
ot 14 Lap it va t3n nén (TC)

i 15 TANG 1 od
5 i 1
L 6 Geld c3t thep et 35d T 6.69

Hold down Ctrl and dlick to select multiple resources

Hinh 5.6. Cdch thé hién hép thoai Assign Resources

b) Y nghia cdc thong sd trong hop thoai Assign Resources
- Resource Name: Dung dé tén tai nguyén;

- R/D: Dung dé lua chon tai nguyén. Trong d6: R viét tat cua tir Request ding dé lua
chon tai nguyén dudi dang dé nghi va D viét tat cta tir Demand dung dé lua chon tai
nguyén dudi dang yéu cau;
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- Units: Don vi tai nguyén duoc phan b6 cho cong viéc tuong ing. Mac dinh 1a 1, néu
Unit la 1 thi trén thanh cong viéc sé khong ghi s6 luong nay. Gidi han cua truong Units
la: 0 < Units < 60.000.000;

- Assign: Gén (ghi lai) phan bé tai nguyén;
- Remove: Xod phan bé tai nguyén;

- Replace: Thay thé bang tai nguyén khdc;
- Close: Déng hop thoai Assign Resources;

- Graphs: Biéu d6 thé hién viéc sit dung tdi nguyén dugc chon. Qua biéu d6 nay cho
phép quan sét truc quan va diéu chinh tai nguyén mot ciach hop 1y.

Muén xem biéu dé Graphs cho loai tai nguyén nao, ban hdy danh dau tai nguyén dé
trong hop thoai Assign Resources va ciing tir hop thoai nay ban chon Graphs...

DEEeyg 847 2@ @ i ¢ E L@ I woae T A me 0.
@ % 4 = 7 show- vnAda -lu-ﬁ]:y@]!aurm T W
Geld v n brusen cat
TT  Tén cong viée Tglhn By Kiwgng Bmix

1
2 | Task Geld v kwsen oot
3| 4} Rescurce ket cptions
4 | Besoures from 63hanh
e
Resource Name
7 v
8 Cotvang
9
10 % —— — 7
X < L | _
1 £ o= : p buse,
13 z
" ! o~
15 | Hold down Cirl and chek to selec
AL Geld cdt thep cdt
7 0
18 bé thng cdt Total
19 Thao van khubdn £t Hearg
20 GCLD vkh ddm, sin.g
21 GCLDCT dém, san, d ¢ 3 B
n B4 Bthng dim, san, 4 Help ,J -
z: mdmmubm — * I PSS I is g 1 M
24 D3 vkh dim, sin, cthang  48d m2 14485 0.063 ! R = il ]_1
2 Xay tuding gach 19.2d m3 177 182 LR
ﬁ 26 Lipcim 12d m2 84 025 1 e

Hinh 5.7. Cdch thé hién hop thoai Graphs

Chii y: Khi thuc hién viéc phan b6 tai nguyén ban phai chon cong viéc dugc phan bo
roi méi nhap tai nguyén vao hop thoai Assign Resources.
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Trong qua trinh nhap tai nguyén: ban nhap tai nguyén nao trong hop thoai Assign
Resources thi tai nguyén d6 xudt hién mot ddu kiém tra ¥ dugc dat phia bén trai.

Ban c6 thé dung phuong phap kéo tha dé thuc hién cong viéc trén. Cich nay c6 wu
diém 1a khong phai chon cong viéc ma tai nguyén sé dugc phan bé. N6 gidp ban mot
cdch nhanh va hiéu qua dé phan bd céc tai nguyén khic nhau dén nhi€u céng viéc tai
mot thoi diém. '

fiss

Task: §ae b3 teng m3ng+gizng
+ | Resource list options
Resources from 6-Khanh

¥ Ncong 30.00
Cat vang

5 e |
Resource Name RJD Units m

v Help
Hold down Ctrl and click to select multiple resources

Muén vay ban kich hoat hop thoai Assign Resource — chon tai nguyén bang cach
nhan vao truong Name — dinh vi con tro chudt trong hinh chit nhat mau xam & bén trii
truong Name, biéu tugng Assign Resource xuat hién bén duéi con trd chudt — giit niit
chuodt va kéo con trd chuot dén cong viéc ma ban dinh phan bo tai nguyén — khi dén
cong viéc can phan b tai nguyén, ban tha chudt va tai nguyén d6 da duoc phan bo vao
cong viéc ma ban vira tha chu6t. Khi ban kéo con trd chudt dén cong viéc do, tat ca cac
tai nguyén di chon sé dugc phian bé ngay lap tic.

¢) Cach phdn bo tai nguyén qua hép thoai Task Information

Ban con ¢6 thé phan bé tai nguyén cho cic cong viéc thong qua hop thoai Task
Information.

Cura s6 Task Information trong Grantt Chart xudt hién khi ban vao Menu Project —
Task Information — hop thoai Task Information — Resources — chon tai nguyén céan
phan b6 — OK. Hoac nhanh hon thi ban dung phim Shift+F2.
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Task Information

General ] Predecessors Resources Advanced I Notes ] Custom Fields I
Name:  [Cengt cchuEnbb Duration: [3d =+ T Estimated
Resources:

X« Ncong ~

Resource Name

Help i I QK | Cancel

Hinh 5.8. Cdch thé hién hop thoai Task Information

Khi cin nhép loai tai nguyén cho cong viéc nao dé ban dat ddu nhac tai cong viéc do,
cho xuat hién hop thoai Task Information, chon cilta s6 phu Resources va ban nhép tai
nguyén thong qua clra 6 trai xudng cla trudng Resource Name. Duong nhién cac loai
tai nguyén khai bdo trong trudng ndy muc do wu tién giong nhau (khong ké dé 1a tai
nguyén chinh hay phu trong tién do cua ban).

5.2.3. Quan ly va quan sat cac tai nguyén duge phan bo trong tién do

Clra s6 Resource Usage dung dé quan 1y va quan sat tai nguyén dugc phan bd cho
nhiing cong viéc trong qua trinh 1ap va thuc hién tién do.

Muén vao cira sé Resource Usage, c6 hai cich: tit Menu View — cira s6 Resource

Usage, hodc chon biéu tugng Resource Usage !=%! trén thanh cudn doc View Bar.
Trong clra s6 ndy ban c6 thé quan sdt va chinh sira dugc cic tai nguyén.

Cira s6 Resource Usage gém hai viing quan sat:
a) Vang quan sat trdi:
Thé hién viéc phan bé tai nguyén cho cdc cong viéc cta tién do dudi dang bing dir

liéu, bao gébm 6 bang quan sét phu tro.
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Hinh 5.9. Ving quan sat phdi va trdi trong ciia sé Resource Usage

Chon Menu View — Table — chon
bang quan sét cho phu hop véi du dn.

No6i dung 6 bang quan sat:

- Cost: Bang tinh gia tai nguyén;

- Entry: Bang dir liéu tai nguyén;

- Hyperlink: Bang lién két véi tai
nguyén cua cdc ti€n do khac;

- Summary: Bang tong hop céc
thong tin vé tai nguyén;

- Usage: Bang sir dung tai nguyén;

l Table: Usage

Cost

@ Reports..,
Toolbars

View Bar

Zoom,..

Header and Footer..,

{ Entry

Hyperlink
Summary

[v] usoge

| Work

- Work: Bang gi® lam viéc cua tai nguyén.

b) Vang nhin phai:

More Tables...

Thé hién cédc thong tin tai nguyén cua ti€én do theo thanh thoi gian Timescale. N6

dugc thé hién qua 6 bang quan sat.

Chon Menu Format — Detail — chon bang quan sat cho phi hop véi tién do.

Nai dung 6 bang quan sat:



- Work: Bang thé hién gity 1am
viéc cua cdc tai nguyén;

- Actual Work: Bang thé hién gid
lam viéc thuc té cia tai nguyén;

- Comulative Work: Bang thé hién
tich luy gio lam viéc cla tai nguyén;

- Overallocation: Bang thé hién tai
nguyeén qua tai;

- Cost: Bang thé hién gid tai nguyeén;

| Detais

Drawing

4 r Work

Actual Work
Cumulative Work

Overallocation

Cost

Remaining Availability

- Remaining Availability: Bang thé hién gid con lai cla tai nguyén.

5.3. THIET LAP LICH TRINH CHO TAI NGUYEN TRONG TIEN PO

5.3.1. Lich trinh cho mé6t nguyén

a) Ldp lich trinh cho mét tai nguyén

Microsoft Project mac dinh ban ddu cho tat ca cdc tai nguyén déu dugc gan lich
chudn Standard. Tuy tinh chét, yéu ciu cla tién do ban c6 thé tao riéng lich thuc hién

cong viéc cho tai nguyén va lich nay duge goi la lich tai nguyén.

Trong mot tai nguyén, viéc khai bdo va thé hién méi lién két gilta cdc cong viée, khai
bdo va phan bé tai nguyén... 1a nhitng cong viéc quan trong nhat. Ngodi ra viéc thiét lap
lich trinh tai nguyén dé thuc hién mot tién do ding ké hoach dat trude khong kém phan

quan trong. Trong Microsoft Project mac dinh chi ¢6 3 loai lich:

Change Working Time

Legend! standard {Project Calendar)

-

(] S [M| T IWITh|F
r_!ww 2|3
{r,__gedhdww 4 |58 |7 8|8 [10
L hours T [12 |13 |18 |15 |16 |17
ik : 18 [19 20 (21 [22]23 [24
Elisl:oadaycf.

the week 25 (26 |27 |28 |29 |30 |31

27| Edits to an

ERf=w
. bep New. ..

v

Set selected date(s) to:
@ Use default
€ ponworking time
™ Nondefault working time
Erom: To:
|8:00 AM |12:00 PM
WPM F.‘x:DDP'M
[ [
[ [
[ [

Hinh 5.10. Thiét lap lich trinh tai nguyén (Nc) cho tién do
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- Standart: Lich chuén;
- Night Shift: Lich ca dém;
- 24 hours: Lich lam viéc 24 gio.

Thiét lap lich tai nguyén bang cach tir Menu Tools — Change Working Time — hop

thoai Change Working Time — thi€t 1ap céc thong s6 cho phu hop — OK.

Microsoft Project quy dinh lich chuan (méc dinh) nhu hinh trén:

Cac thong so6 trong hop thoai Change Working Time duoc hiéu nhu sau:

* Ctra s6 For: Lua chon lich cho tai nguyén.

* Cira s6 Legend: Quy uéc cdc biéu tugng ding dé khai bdo lich ctia tai nguyén:

Working

{7 Edited working
i...... hours

On this calendar:
Edits to a day of
— the week

{2a | Edits to an
. individual day

* Clra s6 Select Date(s): Dung dé khai bdo dich
clia tai nguyén (ngay dau tuin la ngay cha nhat va
ngay cudi tuan la ngay thir bay).

Thoi gian lam viéc

Stra déi gio 1am viéc

| Nonworking Thoi gian khong lam viéc

Slra déi ngay lam viéc thong thuong

Stra d6i ngay lam viéc trong tudn cho ngay nghi

* Clra s6 Set Selected Date(s) to: Dung dé thiét
lap lich cac ngay duoc chon.

December 2003
LSMTWThF‘S
1 1213145 (8
718 |8 |10 11 |12 [13
Jﬁd 15 |16 |17 |18 |19 |20
21 |22 |23 |24 |25 [8 127
"38293031
v

Set selected date(s) to:
(& Use default
¢ Nonworking time
" Nondefault working time

From: To:
la:on AM |12:00 PM
[1:00 PM Euu FM
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Trong clra s6 nay:
- Use default:

(Thiét lap gio lam viéc chudn)
- Nonworking time:

(Ngay khong 1am viéc)

- Nondefault working time:

(Ngay lam viéc da chinh sira)

Erom: To:
@0 am 12:00 PM
F:uc P |5:00 PM

]

=

-

Erom:

I

To:

[7:00 AM

n]
mm PM

[T:su PM

|s:00 PM

bé thiét lap lich Viét Nam: Chon Menu Tools — Change Working Time — hop thoai

Change Working Time xudt hién — New — hop thoai Creat New Base Calendar — thi€t

lap lich Viét Nam — OK.

Name: ITICh Viet Nam
" Create new base calendar

& Make a copy of [Standard

:_] calendar

[ ox ]

Cancel

Trong do:

- Name: Dit tén cho lich tién do.

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

- Make a coppy of calendar: Tao lich méi tir lich chudn ctia chuong trinh.

Sau dé thay ddi cc thong s6 theo yéu cau thiét 1ap lich Viét Nam — OK.

Chii y: Cac thao tac thiét lap lich tai nguyén giéng nhu trong thiét lap lich trinh cta

tién do.

b) Cach lén lich trinh va tinh chi phi cho gio phu troi

Khi ban chi dan Microsoft Project sap x€p lich trinh mot lugng thai gian nhét dinh vé
nhitng gio phu troi, thi chuong trinh chi chi § giam s6 gio binh thudng ma ban danh cho

cong viéc do.

Chi phi cta nhiing gio phu trdi duge tinh bang cdch ding gid ngoai gid ma ban dinh

nghia trén Resource Sheet hay Forms. Luu y rang khi nhip céc gio lam viéc phu troi ban
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khong phai chi dinh chinh xdc ngay gid lic nao coéng viéc ngoai gid dién ra, chi can
thong bdo cho Microsoft Project rang mot s6 gio nhat dinh trén cong viéc d6 la gid phu
troi. Microsoft Project sir dung hudng dan nay dé€ giam sd gid cta lich binh thudng dugc
Ién lich trinh cho céng viéc va luu ¥ ring gid ngoai gid duge dung dé tinh chi phi.

5.3.2. Loi cha giai cho moét tai nguyén

Trong mot cong viéc nao d6 cin c¢6 nhiing chi gidi chi tié€t cho viéc quan sdt, quan 1y
thém chi tiét va phong phd dong thoi gitip ngudi thuc hién [am ding theo y d6 da dinh
clia ngudi lap tién do. Ban hay vao Menu Project — Task Information — tir hop thoai
Task Information — chon Notes — ban dua vao cac chi giai theo y muén — OK.

Dé mé ta chi tiét cdc tai nguyén dugc phin bd cho cic cong viée ta ¢6 thé thuc hién
cac ghi chi (chu giai) can thiét thong qua hop thoai Resource Information tuong tu khi
cén chi giai cho cong viéc.

Muén c6 16i chi giai cho tai nguyén, trudc tién ban phai vao lam viéc trong Resource
Graph ctia Menu View. Sau d6 ban sir dung mot trong ba cach dudi day:

- Cich 1: Menu Project — Resource Notes — hop thoai Resource Information —
Notes — dua vao cac ghi chi cin thiét - OK;

- Céach 2: Menu Project — Resource Information — hép thoai Resource Information
— Notes — dua vao cdc ghi chi can thiét — OK;

- Cach 3: Su dung phim néng Shift+F2.

General | workingTime | Costs Notes | customFieiss |

Resource Name: |Ncong
Notes:

[A=== =@

LOI CHU GlAI CHO TAINGUYEN
Ban cdn ghl 131 chu glal cko tal nguyén, hiy danh vao ving nay. Sau dé vao
€6 chir A trong cira 53 Notes 3 trén dé chon phdng chir, d3ng thél vio cac & tép
theo d€ trang tri phin 503~ thio ghl chu cda minh)|

 Hep | ogaks. | [ ok ] concel |

Hinh 5.11. Cdch ghi lo1 chu gidi cho tdi nguyén
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5.3.3. Nhap cong viéc ngoai gio cho mét tai nguyén

Trudng Overtime dung dé nhap cong viéc ngoai gid, né xuat hién trén 3 miu va trong
mdi trudng hop, ban phai dung 1énh Format Details dé 4p dung bang Resource Work &
ddy ctia mau. Ban c6 thé nhap Overtime vao nhimg vi tri sau:

- Trén Task Form, v6i bing nhap Resource Work hién thi & ddy cdc mau do6;

- Trén Task Details Form, véi bing nhap Resource Work hién thi & day cic méau d6;

- Trén Resource Form, vdi bang nhap Work hién thi § ddy cdc mau do6.

Cuéi ciing ban c6 (hé xem téng s6 thoi gian phu tréi ma mot tai nguyén lam viéc cho
tdt ca cdc cong viéc bang cach quan st Resource Sheet va 4p dung Work Table.

5.3.4. Danh siach tai nguyén trong tién do

Microsoft Project cho phép ban sap xé&p tai nguyén cho cac muc dich khic phau hoac
ban 4p dung bang Cost vio Resource Sheet, c6 thé sap xép tai nguyén bing Total Cost,
vai sy phan bé tai nguyén chi phi nhiéu nhat s€ dugce liét ke dau tién.

Dang quan sat ma céc trudng chi phi duge sap xép bdi Cost theo thif tw giam déin, ban
thuc hién cac budc sau:

- Vao Menu View chon Resource Sheet;

- Chon Menu View va chon Iénh Table, chon Cost tir danh sach tha xudng cua Table;
- Tir Menu Tool chon Sort, chon Sort By tir danh sach tha xuéng Sort;

- Trong hop thoai Sort, chon triuong Sort By;

- Cuén danh sich tén trudng dé tim trudong Cost;

- Chon nut Descending (giam) ¢ bén trai;

- Chon nit Sort dé thuc hién viéc sap xép.
5.4. GIA CUA TAINGUYEN TRONG TIEN DO

5.4.1. Khai bao gia tai nguyén

Trong mot ban tién do mdi tai nguyén ¢ mot gia khic nhau. Muén khai bdo gia tai
nguyén hdy thong qua cira s6 Resource Sheet. Cin chi ¥ ring mot tai nguyén bao gém 3
loai gia:

- Std.Rate (viét tat clia cum tir Standard Rate): gi tai nguyén chudn;
- Ovt.Rate (viét tat cda cum tir Overtime Rate): gid tai nguyén lam ngoai gio;

- Cost/Use: phi st dung tai nguyén.
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Tén cdng vidc ' Glachudn  Gla ngodl gid | Chl phi sirdyng
1 Ncong 0.0VND/hr  0.0VND/hr 0.0VND

5.4.2. Don vi thoi gian tinh gia tai nguyén

Microsoft Project mac dinh don vi thoi gian tinh gia cho tai nguyén la $0.00/hour. C6
6 don vi thdi gian tinh gid tai nguyén, ban c6 thé thay d6i mac dinh nay theo cdc lua
chon don vi tinh gia tai nguyén.

Sdu don vi thoi gian (mac dinh) tinh gid tai nguyén: tinh cho 1 phiit ($0.00/Minute); 1
gid ($0.00/Hour): 1 ngay ($0.00/Day); 1 tudn ($0.00/Week); 1 thiang ($0.00/Month) va 1
nam ($0.00/Year).

Muén can thiép vao don vi thoi gian tinh gid tai nguyén, ban vao Menu Tools
— Options — hop thoai Options — General — General Options for — chon céac thong
s6 — OK.

Tén cdng vide Gla chuin Gla ngoal gio Chl phi sirdung

1 Ncong 0.0VNE/hr 0.0VND/hr

D.OVND

Calculation | Speling ] Collabor ate Save Interface
View General] | Edit Calendar Schedule
General options for Microsoft Project
¥ sShow startup Task Pane I~ Set AutoFilter on For new projects
[ Open last file on startup W Recently used File list: |4 —:ﬁ entries

™ Prompt For project info for new projects

Liser pame: IISTCQTI-{)

Planning wWizard
WV advice From Planning Wizard
¥ Advice about ysing Microsoft Project
M Advice about scheduling
¥ Advice about grrors
General options for '6-Khanh'
¥ Automatically add new resources and tasks

Default standard rate: 100,000 .0vVNE/d
Default pvertime rate: ! 10,000.0¥NS/h Set as Qefuﬁt_l

Hinh 5.12. Don vi thoi gian tinh gid tai nguyén

Trong ctra s6 General Options for gom 3 ndi dung:
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- Automatically add new resources and tasks: tu dong thém tai nguyén mdi khi phan

bo cho cdc cong viéc.

- Default standard rate: mac dinh gia chuin (hoac nhap do ngudi sir dung).

[

- Default overtime rate: mac dinh gid ngoai gi¢r (hoac nhdp do ngudi st dung).

5.4.3. Khai bao don vi tién té khi tinh gia tai nguyén

Maic dinh trong Microsoft Project ki hiéu don vi tién té 13 $0.00/day. Ban cé thé khai

bdo lai cho phi hop véi ki hiéu tién té ctia Viét Nam (Vi du: 0.00VND/day).

Dé khai bdo don vi tién té ban chon Menu Tools — Options — hop thoai Options —

View — Currency Option for — chon cac thong s6 — OK.

Tén cédng vide Gla chudn Gia ngoal giv Chi phi sirdung
1 Ncong 0.0VNS/hr 0.0VND
(:']plimls- . - — = -
View | General l Edt I Calendar Schedule
Default yiew: Eantt Chart ﬂ
Date format: [Mon 1728102 -
Shiow
¥ Status bar ¥ sgroll bars ¥ OLE lirks indicators
 windows in Taskbar ¥ Entry bar ¥ Project screentips
Cross project knking options for ‘6-Khanh'
W Show external syccessors ™ Show Links Betwesn Projects dialog on open
M Show external predecessors r
Currency options for ‘é-Khanh'
Symbol: Decimal digits: I 1 j:_‘i
Placement:
Outline options For "6+
L I= -
—
telp | [ox 1 conce |
Hinh 5.13. Khai bdo don vi tién té khi tinh gia tai nguyén
Trong doé:

- Symbol: ki hiéu don vi tién t& (vi du: VND);
- Placement: cdch thé hién don vi tién té (c6 4 céch);

- Decimal digits: chit s6 thap phan sau ddu phay.

5.4.4. Y nghia cac thong so trong bang tinh gia tai nguyén

Do su thay déi cla gid tai nguyén, trén mot tai nguyén c6 thé ¢ nhiéu gid khdc nhau
trong qua trinh thuc hién du dn. Diéu nay phu thudc vao tién do clia du dn, cac bién

dong cua tai nguyén va cua du an, tinh chit cac cong viéc,....
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Pé diéu chinh bang tinh gid tai nguyén, ban 1am viéc véi tién do trong clra s6
Resource Sheet. Sau d6 vao Menu Project — Resource Information — hop thoai

Resource Information — Costs — thiét lap bang gia cho tai nguyén — OK.

Respurce Information

General | Working Time Costs Notes | customFieids |

Resource Name: [Ncong
Cost rate tables

For rates, enter a value or a percentage increase or decrease from the previous rate. For
instance, if a resource's Per Use Cost is reduced by 20%, type -20%.

AQefa) | 8 ¢ o & |

Effective Date  Standard Rate Overtime Rate Per Use Cost
- 50,000.0VN§/h  {10,000.0vN§/h  16,000,0VN§
Thu 1/1/04 60,000.0vNg/h  110,500.0VN§/h  {7,000.0¥N§
Sat 1/1/05 70,000.0vVNs/h 10,800.0vNEfh 8,000.0VNg

Sun 1/1/06  180,000.0VNg/h | 11,000.0vNg/h glom.ovﬁ
b

]
H

Prorated

Dtabs... [ ok | conce |

Hinh 5.14. Cdc thong sé trong bang tinh gia tai nguyén

Cac thong s6 trong bang tinh gid tai nguyén (Costs) dugc hi€u nhu sau:

Trong bang gia co ban (Cost rate tables) gom 5 bang (danh ky hiéu la A, B, C, D, E):
day la cdc bang gid co ban cua moi tai nguyén (mac dinh 1a bang A). Noi dung cac bang
nay gom 4 noi dung:

- Effective Date: ngay bat ddu tinh gid mdi;

- Standard Rate: nhap gid chuin mdi;

- Overtime Rate: nhap gia ngoai gio méi;

- Per Use Cost: phi sir dung tai nguyén mdi;

- Cost accrual: phuong phap tinh gia cho tai nguyén.

Chii y: Mbi bang gia cho phép thay déi gia 25 14n khic nhau. Téng cong thong qua 5
bang gid moi tai nguyén dugc phép thay déi gid khong qua 125 lan.
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5.5. VAN D£ QUA TAI CUA TAI NGUYEN TRONG TIEN PO

5.5.1. Van dé tai nguyén qua tai

Khdi niém vé 1ai nguyén qud rdi: Mot ngudi thg duge giao thuc hién hai cong viéc,
mdi cong viéc thyc hién hét 6 gid cong, téng so 12 12 gidy cong lam viée, trong mot ngay
8 gi0, thi nguoi tho nay bi qua tai. Hoac A 1a mot nhém tai nguyén tuong trung cho mot
doi gobm 5 ngudi lam viée, ma mot cong viéc duge 1én lich véi s6 tai nguyén dé cho 8
ngudi tho, thi A bi qua tai.

Nhu vay qud tai xay ra khi mot tai nguyén duge giao cung ltic nhiéu cong viéc, hay
khi dua vao truong phén b6 don vi tai nguyén mot con s8 16n hon s6 don vi tai nguyén
¢6 kha nang (kha dung) téi da.

Microsoft Project sap lich mot cong viéc bat dan trong khoang tréng thoi gian kha
dung dau tién, trén lich tai nguyén sau khi thod man yéu ciu vé mdi quan hé véi
predecessor. Binh thuong Microsoft Project khong xét dén viéc tai nguyén dé di ban
thuc hién mét cong viéc khac va khong thé thuc hién cho cong viec dang Ién lich. Cong
viéc nay lén lich nhu lich tai nguyén va yéu ciu duy nhét phai xét dén. Mac du ban c6
thé huéng dan Microsoft Project tu ddng hodn cac cong viéc cho dén khi cic i nguyén
phan bé cho ching da lam xong céc cong viéc khac va cé thé sit dung duoc cho cong
viéc thém vao, day khong phai la dang mac nhién ma Microsoft Project tinh todn lich
trinh ti€n d6. Ban sé thay rang phuong phdp sdp lich theo mic nhién Ia cdch t6t nhat. Do’
do, ban phai phdn doan cac cong viéc nao c6 su wu tién cao hon va khong dugce tri hoan,
ban phdi tu minh quyét dinh diéu nay.

5.5.2. Cach xur Iy khi tai nguyén qua tai

Cach tot nhit cho viéc nay la ban chon nhimng cong viéc nao ¢6 khoang du trlr. Néu
ching la nhitng cong viéc sir dung viéc sap lich theo tai nguyén chi phéi thi ban c6 thé
giam s6 don vi dugc chi dinh cho c¢dng viéc d6. Két qua lam tiang thoi khodang nhung
khong anh huong bdi ching khong phai la cdc cong viéc t6i han. Kinh nghiém cho thdy
ban dimg nhap qud nhiéu tai nguyén cho cong viéc dé bdi vi né co thé trg thanh téi han.
Hay dung bang Schedule dé xem khoang du trit, hay ding Gantt Chart Wizard dé bién
doi cdc thanh cong viéc ¢6 mot hang du trir.

5.6. CACH THE HIEN VA CAN POI TAI NGUYEN TRONG TIEN PO

5.6.1. Kic¢u biéu do tai nguyén

Clra s6 Resource Graph cho phép quan sit biéu do tai nguyén theo céc ticu chi khdc
nhau. Tuy yéu cdu thuc t€ ma ban chon kiéu biéu d8 cho thich hgp.
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Mu6n xuat hién céc biéu dé ban vao Menu Format — Details — chon biéu dé tai nguyén.

& Microsoft Project

DRy &R ; Bel B O}
Show 1 [ All Resources . "
Timescale t

i Text Styles,.. [ J= F]
b 29(2Ts5 e [tif1afrmj2e[23]2629 1 [4]7
i @ Bar Stybs : - _._?_.._...._:.. B B . l Y i _, ——
e ek
[ [E { Curnulative Work
| I | Drawing » Overallocation
l e " | . -
!i E | Remaining Availablity
"- : Cost HIS . _
| I Cumuative Cost f : ' : ]
| = | Work Availabiity ; B L E L
] 15454 [61 |59 |50 [59 |57 [58 |60 | 54
! of | { Uit &vailability t

Hinh 5.15. Cita sé cdc kiéu biéu dé tai nguyén

Trong cira s6 Details noi dung céc biéu dé gom:

- Peak Units: Biéu do6 don vi sir dung tai nguyén;

- Work: Biéu dé gid 1am viéc clia tai nguyén;

- Comlative: Biéu dé tich luy thdi gian lam viéc cia tai nguyén;
- Overallocation: Biéu dé tai nguyén qua tai;

- Percent Allocation: Biéu d6 phan tram sit dung tai nguyén;

- Remaining Availability: Biéu d6 tai nguyén chua sir dung;

- Cost: Biéu dé gia tai nguyén;

- Comulative Cost: Biéu do tich luy gid tai nguyén;

- Work Availability: Bi€u d6 sir dung thoi gian lam viéc cha tai nguyén;
- Unit Availability: Biéu d6 sur dung don vi tai nguyén.

5.6.2. Cach thé hién biéu dé tai nguyén

a) Cdc cdch thé hién
Bi€u dé tai nguyén c6 nhiéu cach thé hién khdc nhau, ban cé thé thay déi thong qua
hép thoai Bar Style.
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Cach lam: Menu Format — Bar Style — hop thoai Bar Style xudt hién — chon céc
thong s6 cho tai nguyén — OK.

Filfered

TesourLes
Owenalocated: ——

Alocated: (I
M
Overallocated:

Hinh 5.16. Thé hién biéu do tai nguyén

Trong Bar Style c6 hai kiéu dinh dang chinh:

- Filtered resources: Pinh dang cho tat ca cdc cong viéc;

- Resource: Dinh dang cho céng viéc dugc chon;

Trong méi kiéu chinh lai cé hai cich dinh dang:

+ Overallocated resources: Dang biéu dé tai nguyén khi qua tai;

+ Allocated resources: Dang biéu dé tai nguyén trong pham vi ddp Gng.

Cdc dang biéu do tai nguyén duge thé hién qua cdc cira sé Overallocated resources va
Allocated resources theo:

Don't Show :

* Show as: ban chon mét trong nam kiéu thé hién (Bar, Area, Step,
Line va Step line.

* Color: Mau

* Pattem: Nén

b) Thé hién biéu do tai nguyén theo ludi dinh dang

Khi tién do clia ban 16n va biéu dé tai nguyén dai, rong. Mudn quan sét biéu do tai
nguyén duoc dé dang va chinh xdc ban nén thé hién biéu dé tai nguyén bang ludi dinh
dang cho biéu dé qua hop thoai Gridlines.
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Thao tac thuc hién: vao Menu Format — Gridlines — tir hop thoai Gridlines ban thiét
lap cdc thong s6 cho ban tién do clia minh — OK.

Gridlines

Trong dé6:

- Line to Change: dung dé lua chon cic thong s6 cho viéc thiét lap;

- Normal: dung dé chon kiéu nét va mau sac ctia nét trong ludi dinh dang.
¢) Thé hién biéu do tai nguyén dudi dang do thi

Muén thé hién biéu dé tai nguyén, ban hay vao tai nguyén ma minh dinh vé dé thi.
Nhdy dip chuot vao dudng cong viéc, hop thoai Bar Styles hién ra, ban diéu chinh theo 2
clra s6 cua Filtered Resources va 2 cira s6 clia Resource.

Hinh 5.17. Thay déi cach thé hién tai nguyén didi cdc hinh thitc khdac nhau
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5.6.3. Can doi tai nguyén trong tién do

Mot ban tién dé can nhiéu loai tai nguyén, s6 lugng mot tai nguyén doi khi rat nhicu.
Déin dén viéc phan bo va can doi tai nguyén la rat can thiét, tinh trang qua tai va thiéu
hut tai nguyén thuong xuyén xay ra trong mot ban ti€n do. Khi cin déi tai nguyén cho
tién do can can nhic cdc yéu t6 sau:

- S6 tai nguyén t6i da cé thé dap tng cho tién do;

- Tai nguyén dugc phan bé cho céng viéc nao va s6 lugng 1a bao nhiéu;

- Tai nguyén nay dugc phan b6 cho moét hay nhiéu tién do...

Nhu vay qud tai tai nguyén la viéc c6 thé xay ra trong qué trinh 1ap va thuc hién tién
do, khi dé cdn phai c6 cic bién phdp dé diéu chinh, cin d6i va phan b6 lai thi nguyén
cho hop ly.

Microsoft Project cho phép thuc hién can déi tai nguyén thong qua hop thoai
Resource Leveling.

Muén vay ban vao Menu Tools — Level Resource... — hop thoai Resource Leveling
— chon cdc théng s6 cho pht hgp — OK.

Leveling range for '6-Khanh'

™ Level entire project
& Leyel  From: fTue €/10/03 :J
To: [Sot 12/6/03 :J
Resalving over allocations
Leveling order: Istmdard _':|
I Level only within avalable slack

¥ Leveling can adjust individual assignments on a task
W Leveling can create splits in remaining work

_ Heb | | _tevenow | [ ok ] concel |

Hinh 5.18. Can déi tai nguyén cho bdn tién do
Céc thong s6 trong hop thoai Resource Leveling dugc hiéu nhu sau:

a) Trong cita s6: Leveling Calculations (tinh todn can déi tai nguyén)

+ Autormatic: Tu dong can doéi tai nguyén;
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+ Manual: Céan doi tai nguyén boi ngudi sir dung; DavbyDay:

+ Look for overallocations on a basis: Tim cdc tai nguyén qué L'“”'-'tz b:_’toMi““tE
2. o . . R = R 2 ) our by Hour

tai theo cdc tiéu chi thoi gian: timg phiit, gio, ngay, tuan, thang;
i ; . T Week by Week
+ Clear leveling values before leveling: Xod cac gid tri da  |pmonth by Month

thuc hién can déi trudce khi thuc hién can do6i lai tai nguyén.

b) Trong cita s6: Leveling range for (pham vi cin déi tai nguyén).

- Level entire project: Can d6i tai nguyén trén pham vi toan bo tién do;

- Level (from - to): Can d6i tai nguyén theo gidi han thoi gian (tir - dén) dua vao boi
ngudi str dung,

¢) Trong ciia s6: Resolvings overallocations (cdc gidi phdp cho nhiing tai nguyén
qua tai).

+ Leveling order: Uu tién can d6i tai nguyén theo s@ thit tu
(ID); chuidn; chudn va muc uu tién:

Standard
+ Level only within available slack: Chi can dai tai nguyén {Priority, Standard

trong khoang thoi gian du trit cia cong viéc;

+ Leveling can adjust individual assignment on a task: Tai nguyén c6 thé duogc can
doi lai bang cdch diéu chinh phan bé lai cho cdc cong viéc;

+ Leveling can creat splits in remaining work: Can déi tai nguyén cé thé tao ra su
gian doan cong viéc trong khoang thoi gian con lai.

- Clear Leveling: Xod can déi tai nguyén cho toan bo tién do hoac cho nhiing cong
viéc duogc chon.

- Level Now: Ra lénh can d6i tai nguyén.

5.6.4. Xem bang so do tai nguyén

Chon Menu View va chon lénh Resource.

Tai nguyén ma ban nhap dau tién irong danh sach tai nguyén s& duogc xuat hién trude
trén man hinh ma viing quan sat sé dugc thong bdo thanh hai phan. Phan bén trdi biéu d6
thong bédo tén tai nguyén, pain bén phai thong bdo tri s6 tai nguyén da vé thanh bang.

Trén bing biéu do tai nguyén ban cé thé biéu thi bing nhiéu cédch ciing nhu mau khéc
nhau. Ban ciing c6 thé tinh dugc dudng trung binh clia cdc biéu dé nay.

Dé biét duge thong tin tém tit vé tai nguyén hdy st dung nut Print Previw trén thanh
cong cu.

Muén xem cdc loai tai nguyén khic nhau, ban chi viéc sir dung mii tén dudi dong
chir Peak Units.
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Hinh 5.19. Bang so dé tai nguyén (Nc) trong mét ban tién dé

5.6.5. Han ché cua cach thé hién so do tai nguyén

So dé tai nguyén cua mot tién do quan séit chinh xdc nhat khi thé hién theo ludi quan
sat cho mot ngdy mot 6. Nhung néu so do tai nguyén dugc thé hién theo 1udi quan sat tir
hai ngay trd 1én thi so d6 tai nguyén dugc vé theo tai nguyén 16n nhét trong cic ngay cula
mat 6 thé hién d6. Nhu vay dé biét duge chinh xdc so d6 tai nguyén ban hiy chon luéi
quan sdt 1a mot ngay, khong duge dung so do tai nguyén khi thé hién cho hai ngay tré
lén dé tinh todn cho cdc phén viéc khic néu nhu ban chua biét dugc cach 1ay sé liéu
chinh xéc trong cach thé hién nay.

Ba céch thé hién sau day cho mot loai tai nguyén trong mot ban ti€n do, ban quan sat
thay 3 két quéa biéu dé khic nhau:

T = e

Cang e el b
Epcoc

G4 481 hing miy
Dip b iomg s coc

B4 BT i1 méag. giliag
L i inbp mongsgillng
TCLD vk mongsgiing
i b 4y g pding

P ¥
1 L " i [F] £l [} [} [H] 1 "
m- ] - T | T
{ - e e S B DR SR S —
| - b ——
! L - —
! Overstioeated [ | P oy
Acuied | -
s } - g
] £
1 -
| Poak Unibe. CEREREBREBRE BRERE FRERENEREE
i4 LK

Hinh 5.20.Vé cho 1 ngay (ngay 16/7 la 30 céng)
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Hinh 5.22.Vé cho 3 ngay (ngay 1617 la 54 cong)

5.7. IN TAI NGUYEN TRONG TIEN O

Nhdy chuét vao Menu Format, chon Bar Styles, hop thoai Bar Styles hién ra, ban diéu

chinh theo 4 ctra s6 cia Over allocated resources, Allocated Resources (hinh 5.23).
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& Micrasoft Project - 2-Dung

Hinh 5.23. Thay doi mau ciia tai nguyén truéc khi in

Tai nguyén trong MS hoan toan c6 thé in dugc bing mau.
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Phan VI
IN TIEN PO

6.1. CHU Y KHI IN TIEN DO TRONG MS

Khi in ban vé ti€n do sit dung phan mém MS hoi khdc in cdc ban vé thong thuong.
Ban hiy kiém tra xem thong bdo mdy in trén mdy clia ban c6 trang véi mdy in ma ban
dinh in khong? Ké& dé 1a kich ¢ gidy in va hudng gidy in. Trude khi 1énh in ban dung
quén Print Previw dé kiém tra lan cuéi clng.

Khi can tiét kiém gidy in, ¢6 nghia 1a dé luong thong tin trén mot trang gidy duoc
nhiéu ban can loai bo nhitng thong tin lap di, lap lai trén trang gidy. Dé dat dugc diéu
nay sir dung Menu File chon Page Setup 1am viéc vdi cita s6 Legent va chon None.

[Page souuy

Poge | Mugme | reaser | Footer Legend [ View l

Preview

—ar b
(B e =y

L] i
y  Alignmert Left Center l Right m@“mm

s ™ Ewerypoge
’ T Legerd page
@ pooe

’ VAdt !:‘ _—{_‘5 5
; Al @] 6l @] o] al =

Genet. f 2oC N -] ase | Apr s
»

Fropct felbds [ 5 loteple i :_] Add __I

Frot Froesea., | LS. ! Brint.. ] [--w "i:k__] Cancel I

Hink 0.1. Xod biéu tiong cudi trang in
Can 1€ cua tién do bing cdch vao File — Page Setup, hop thoai hié¢n ra, trong cura
s6 Margins:
- Top: Lé trén
- Bottom: Lé dudi
- Left: Lé trai

- Right:  L¢ phai
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Ran nhay chu6t vao Default, chon Yes.

Hop Apply To cho ban chon 1 trong 3 kha nang:

- This Setion ap dung cho ving hién tai;

- This Point Forward 4p dung cho ving tir vi tri hién tat trd vé sau;

- Whoc Document dp dung cho toan bo du dn.

Néu ban muén 1€ cta du dn ludn dugc chon véi don vi la cm, ban thao tiac nhu sau:

+ Menu Tool chon Options, chon nl-dn General.

+ Nhdy vao 6 cé dong Measurement Unils, chon Centimeters va OK.

Chon ¢d va hudng gidy in bang cich:

Vao File —» Page Setup, hop thoai hién ra, chon nhan Paper Size, trong cira s6 Paper

Size ban nhdy vao kich c& gidy ma minh dinh chon va nhan OK. Néu c6 dinh cho cic
lan sau ban nhdy vao Defaulf, chon Yes.

Trong clra s6 Margins: chon ¢ phai, trdi, trén, du6i.

Trong ctra sé6 Header: sit dung dé ghi tieu dé trén tai giita trang, bén phai va bén trdi
trang gidy. Nhd la chon ca phéng chir cho phu hop.

Trong cira s6 Footer: d¢ ghi tiéu dé duéi tai gilia trang, bén trai vd bén phdi trang
gidy, dong thoi chon luén phong chit nhu trén. Trong phin nay may cé thé gilip ban
danh $6 trang tuy theo y thich cua ban.

Trong cifa s6 Legend: ciing twong tu nhur trén. Néu khéng muén c6 phan nay ban hiy
chon None.

Trong cua s6 View: ban chon tuy yéu ciu ctia minh.

6.2. IN TIEN PO VA CAC NHU CAU TAI NGUYEN TRONG MOT BAN VE

Cé thé in tién do thi cong va cdc nhu cdu tai nguyén vio ching mot ban vé biang cdch
chuyén toan bod cdc noi dung cén in sang AutoCAD. Cich chuyén nhu sau:

- Xem trudc ngay bat ddu va ngay két thdc cua ban tién do (hay khoang thai gian)
dinh xuat sang ACAD;

- Boi den phan can xuat sang theo mdt trong ba cdch: cach | - nhdy trat chudt lén 6
trén cung bén trdi man hinh (cot ID); cich 2 - trén thanh céng cu vao Edit, chon Copy
Picture; hoac cdch 3 - sir dung biéu tuong chiéc mdy anh trén thanh céng cu.

- Dit ché do For screen: chon Selected rows, trong Timescale dién ngay bat dau
"From" va ngay két thic “To" ma ban di ghi ¢ trén. Nhung dé chic chan rang ban tién

do cua ban khong bi che khuat noi dung, hay nén khai audc ngay bat diu va sau két
thuc vai ba ngay;
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Hinh 6.2. In tién dé va cdc nhu cdu tai nguyén trong mot ban vé

- Viao mot truong ACAD: chon Edit \ Paste \ chion AutoCAD Entlties. Sau 6 thuc
hién cac thao tic trong CAD nhu chén mat déi tugng (nhanh nhat 1a mot 1an tiai chuot
va mot lan phai chuot);

- Chén cdc biéu dé 1ai nguyén ciing tuong tu cdc budc trén bing cach nhan Alt+Tab
dé sang MS, View \ Resource Graph \ Copy picture;

- Hiéu chinh ty 1¢ gitra ti€n do véi cdc nhu cau tai nguyén cho trung lap vé ngay thang.
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