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HUONG DAN CO BAN VE MICROSOFT
PROJECT PROFESSIONAL 2010

HUONG DAN cO BAN VE MICROSOFT PROJECT PROFESSIONAL 2010 - PHAN 1

Loat bai “Huéng din co ban trong Project Professional 2010” dwa ban buéc vao thé

gidi Microsoft Project trong giai phap EPM.

Néu ban can phai t6 chire mot ki nghi cho cong ty, do 1a mdt du an. Néu ban duogc giao
cho cong viéc khao sat mot du an nha dét nao d6 dé chuan bi xay dung cao b¢, phdi hop véi
cac nha thau xay dung va ban lam viéc véi mot nhom 300 ngudi, d6 chac chan 1a mot du 4n.
Tham chi 13 ban chuin bj mét bai phat biéu ma ban chuén bi thuc hién cling dugc coi 1a mot
du 4n vi nd c6 nhiing dac diém nhét dinh.

Loat bai “Hwéng din co ban trong Project Professional 2010” dwa ban budc vao thé
gidi Microsoft Project trong gidi phap EPM.

Cho dui 1a mot dy 4n nho hay 1a nhiing dy 4n ciing déu c6 nhiing dic diém sau:

« Muyc tiéu tong thé
* Nguoi dong vai tro quan ly dy an

* Cac cong vi¢c cu thé dugc thyc hién gitra mot dieém bat dau cu thé va mdt diem ket
thuc.

« Thoi gian cho cong viée s& duoc hoan thanh (chang han nhu 3 gid, 3 ngay hoic 3
thang)

« Mdi quan hé giita thoi gian va cong viée
« Nguon lyc (con ngudi, thiét bi, phuong tién, vat tu....) dé hoan thanh cong viéc

« Ngan sach (cac chi phi lién quan v6i con ngudi, thiét bi, phuong tién va ngudn cung
cap)
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Mot cong viée co thé trai rong ra hodc chi tiét néu ban mudn. Vi du ban c6 thé tao mot
cong viéc duy nhét hodc tao ra ban tom tit cong viéc va cac cong viéc con bén dudi. Vi du
mot du 4n truyén thong, quang céo bang phuong tién truyén thong thi cac cong viée con 1a
thiét ké, chinh sira, xem lai va cudi cung 13 thuc hién quang ba.

Thoi gian trong du 4n ciing 13 vin dé rat quan trong. Hau hét tit ca cong viéc trong du 4n
déu c6 thoi gian, d6 chinh 1a khoang thoi gian dé thyc hién cong viée c6 diém bat dau va két
thuc.

Néu mét cong viéc ma khong co thoi gian cu thé thi nd don gian 13 mot cong viée c¢6 ban
chéat danh diu méc thoi gian, chfmg han ban ban phé duyét mdt bién bang bao cdo ngan sach
hodc xem lai danh séch céc thanh vién trong dy an.

Microsoft Project khong cung cip cho ban cach 1am viéc hiéu qua vdi thoi gian. Ban
phai x4c dinh va thiét 1ap thoi gian hiéu qua dya trén kinh nghiém cuia riéng ban. Chang han
thiét ké mot phan mém mat 3 tuan hay 3 thang hodc xin gidy phép ciia So xay dung trong 5
ngay hay 10 ngay. Microsoft Project cling khong phai 1a mgt nha tién tri do d6 ban phai cung
cap cac dit kién, s lidu dé xay dung lich trinh du 4n ctia ban. Sau khi nhap thong tin vao,
Microsoft s€ giup ban theo doi tién d9, lich trinh cua dy 4n va mot sb tinh nang mai gitp ban
lam viéc hiéu qua hon.

Tinh phu thudc ciia cong viéc

Bén canh viéc 1€n cong viéc ban can phai xac dinh tinh phu thudc gitta céc cong viéc,
ching han cong viéc thir hai khong thé bit diu néu nhu cong viée thir nhat chua hoan thanh.
Hodc nhiém vu thtr 6 thuc hién dugc 50% thi nhiém vu thir 7 s& bat dau dugce tién hanh.

Duéi day 1a mot sé vi du vé tinh phu thudc:
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« Ban khong thé bét dau sir dung mot thiét bi cho dén khi ban cai dit no.

« Ban phai cho cho bé tong trén nén nha ban kho trudc khi ban bit dau xay dung trén
do.

* Ban khong thé bat dau cho ra mot san phém thubc méi cho dén khi duoc Bo Y Té phé
chuén.

Sap xép nguon luc

Khi 1an dau tién st dung Microsot Project, c6 mot s6 nham 14n vé nguén luc. Nguén Iuc
khong chi 1 con ngudi ma nguodn lyc ¢ thé 1a mot phan thiét bj hodc chi phi, chang han tién
thué nha, mot phong hop ma ban phai tra phi hang gio dé str dung.

Microsoft Project cho ban 3 loai nguén Iuc sau: ngué)n luc lam viéc, ngué)n luc vat chit va
ngudn luc vé chi phi. Nguon luc lam viéc duogc tinh bang gid hoic ngay lam viéc trén mot
cong viée, nguodn lyc nay dién hinh 1a con ngudi. Ngudn luc vat chat chiang han nhu vat tu,
sat thép, duoc tinh véi chi phi mdi lan st dung hoac mot don vi do luong.

Ngudn chi phi 1a chi pht cu thé cho mdi 1an ma ban sir dung n6 va né ¢ thé thay ddi theo
cong viée. Vi du mot budi hoi thao ciia cac chuyén gia co thé tén khoan 2508 cho mot 1an va
lan ké tiép c6 thé 1a 5008. V&i hoi thao nay chi lam thay d6i nguon chi phi ma khong thay d6i
vé thoi gian té chirc.

Mot sb nguén lyc nhu con nguoi s€ thuc hién cong viéc ctua ho theo lich. Néu mét nguoi
lam viéc 8 gid mot ngdy va ban thiét 1ap cho nguodi dé6 mot cong viéc mat 24h dé hoan thanh,
do d6 s& mét 3 ngay lam viéc dé hoan thanh cong viéc.

Trong khi d6, mot ngudi khac 1am viée 12 gio thi s& méat 2 ngay dé hoan thanh cong viéc
tuong tu. Ngoai ra ban c6 thé thiét 1ap cong viée tiy y chang han lam viéc theo ca hodc 1 tudn
chi lam 4 ngay.
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Sau khi nhép thong tin, Microsoft Project cung cip cho ban mot giao dién xem 4n twong

cling nhu cac tuy chon bao cao vé du an ctia ban. Ban c6 thé xuat ra ban bao cdo va st

dung né trén Microsoft Excel 2010.
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Lén ké hoach theo doi

Sau khi ban da xay dung duogc tat ca cong viéc, xac dinh thoi gian thuc hién, tinh phu
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thudc va mdi quan hé cua timg cong viée, chi phi va ngudn lyc. Ban can thiét 1ap mot dudng
CO SO.

Puong co s¢ dugce str dung dé danh gia va so sanh ké hoach trén du 4n va tién do cua du
an. Bén canh do, ban can ghi chép lai qua trinh cta timg cong viéc nhu thoi gian, chi phi thuc
té so voi trén ké hoach. Cubi cung khi c6 dugc nhitng dudng co sé ban co thé so sanh no tai
Microsoft Project dé xem vé thuc té thoi gian cta cong viée va chi phi du an. Cho du dy 4n
ctia ban ¢6 tén kém hon so v6i nhitng gi dd dwa ra ban ciing c6 thé xem va diéu chinh lai.

Vai tro ngwoi quan ly du an
Nguoi quan 1y du an 14 ngudi tao ra tong thé du 4n va c¢b ging dé du an duoc hoan thanh.
Ngudi quan 1y du 4n 1 ngudi c6 thé sir dung cac ki ning va phuong phap dé thiét 1ap mirc
thoi gian hop li, quan 1y nguon lyc tot va thuong giit lich trinh dy 4n dung tién do.
Véi mot hé thdng quan 1y dy an tét, ban c6 thé tra 101 duoc cac cau hoi nhu:
* Nhiing cong viéc phai thuc hién 1a gi? Thu tu cac cong viéc nhu thé nao?
« Thoi han cho cac cong viée phai dugc thyc hién nhu thé nao?
* Ai s€ 1a ngudi hoan thanh cac cong viéc?
* Chi phi cho tung cong viéc va cho toan by du an la bao nhiéu?
* Néu mot sd cong viéc chua dugc hoan thanh so vai tién do s& nhu thé nao?
« Pau 1a cach tot nhat dé lién lac dén nhitng ngudi ¢6 trach nhiém trong mot du an?
Mot ngudi quan 1y du an khong phai lac nio ciing & cap cao nhit cta du 4n ma thay vao
d6, nguoi quan 1y du 13 nguoi dam bao rang cac bd phan cia du an hop tac 1am viéc suén
sé.
Ngoai ra, nguoi quan 1y du 4n 14 ngudi phai chiu trach nhiém ddi vé6i sy thanh cong hoic
that bai cua du an.
Mot nguoi quan ly du an cin quan 1y cac van dé sau:
« Lén ké hoach cho du an cling nhu tién do dy an: day la nhiing gi ban c6 thé tao ra
trong Microsoft Project. N6 bao gdm céc budc tinh toan, thoi gian va chi phi dé dat duoc muc
ti€u cua du an.

* Nguodn lyc: quan 1y ngudn luc cia du an.

* Lién hé vo1 cac nhom, doi ngti va khach hang: viéc lién lac, theo ddi, nhac nhé céac
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nhom lam vi¢c 1a mot trach nhi€ém ma ngudi quan 1y du an can phai lam d€ dy an dugc suon
sé.

Trong mét du 4n, ban c6 thdi gian, ngudn luc (ma cha yéu 1 chi phi) va chit luong cubi
cung cho dy 4n. Microsoft Project gitip ban quan 1y cac ngudn luc va thoi gian cua du an.
Chat luong cta cac dy an thuong bi anh hudng truc tiép béi ban. Vi du néu ban giam ngudn
I dé tiét kiém tién né sé anh huong dén chit luong. Tom lai, mot su cAn bang hop 1y cua
thoi gian, tién bac va chat luong 1a c6t 16i ctia nhitng vi ma mot ngudi quan 1y du an co trong
sudt chu trinh cua dy an.

Néu ban sir dung Microsoft Project 1an dau tién, ban s& thiy cac tinh ning trong Microsoft
Project rat can thiét cho du 4n ctia ban. Microsoft Project 2010 c6 hai phién ban khac nhau:.

« Project Standard: cung cip céc tinh ning co ban dé ban c6 thé tao va chinh stra ké
hoach cua du an.

« Project Professional bao gom tit ca cac tinh ning c6 trong phién ban Project
Standard. Ngoai ra, Project Professional tich hop thém mat s6 tinh nang dé co thé két ndi
dén Microsoft Project Server, giai phap Enterprise Project Management (EPM) tir
Microsoft.

HUONG DAN cO BAN VE MICROSOFT PROJECT PROFESSIONAL 2010 - PHAN 2

O bai “Huéng din co ban vé Microsoft Projetct Professional 2010 — Phin 1” ban di
dwgc tim hiéu bwée dau tiép can Microsoft Project ciing nhu tim hiéu céc tinh niing noi

bat trong do

O bai “Hudng din co ban vé Microsoft Projetct Professional 2010 — Phan 17 ban di duogc
tim hiéu budc dau tiép can Microsoft Project cling nhu tim hiéu céc tinh ning noi bat trong
d6. Néu ban mudn xem lai bai gidi thi¢u vé Project Professional 2010 c6 thé truy cap tai day.

O phan 2, IMGroup.vn sé& gidi thiéu cac khu vire ¢o trén Project Professional 2010 dé tur
d6 ban c6 thé d& dang nhan ra va st dung.

Dé bat dau voi Microsoft Project ban c6 thé mé mot tap tin Project hodc khoi dong tir
menuStart. Click vao Start. Trén menu Start, click vao All Programs > Microsoft
Office > Microsoft Office Project 2010.


http://www.imgroup.vn/kien-thuc/tong-hop/gioi-thieu-microsoft-project-professional-2010.html
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Ban c6 thé nhén thiy giao dién trong Microsoft Project 2010 hoan toan khac so véi cac
phién ban Microsoft Project trudc do. Véi giao dién Fluent (thudong dugc goi 1a giao dién
Ribbon) gitip ban dé dang thao tac trén Microsoft Project 2010.
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Phén chinh giao dién ctia Microsoft Project 2010 gém c6:

Thanh cong cu Quick Access 12 noi ban c6 thé tiy bién giao dién, c6 thé thém cac tiy
chon ban thuong xuyén sir dung Ién thanh cong cu nay.
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Thanh céng cu Quick Access

L™ AR SR Projectl - Microsoft Project
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Thanh tab va giao dién Ribbon thén thién. Tab 13 noi dé ban thao tac trén Microsoft
Project 2010. Trong Microsoft Project 2010 ¢6 5 tab chinh 1a Task, Resource, Project, View,
Team, ngoai ra c¢6 2 tab c6 thé thay ddi 1a Add-in (st dung thém cac cong cu hd tro bén
ngoai) va Format (tiy theo d6i tugng ban chon)

”
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Group: trén mdi tab c¢6 nhiéu group, group 1a cac chirc ning dugc sip vao mot nhom.



Hwéng dan co ban vé Microsoft Project Professional 2010

—— GOUP

source Project View Add-Ins Team
(=t = [
R o | PERERR
Gantt Paste = T U & A~ S5 o 88 22 2%
Char‘t' = j - | 'a ﬁ L B
View Clipboard Font I Schedu

Thanh View label nim doc theo canh trai ctia giao dién chinh thé hién kiéu giao dién ma

ban dang xem.
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Khu vue View shortcut cho phép ban nhanh chong chuyén d6i mot s6 ché do xem ban
hay stir dung thudong xuyén trong Microsoft Project. Bén canh View shortcut la thanh truot

Zoom cho phép ban phong to thu nhd.
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View shorcut 4

Zovom

Thanh trang thai Status hién thi ché d6 ma ban dang st dung 1a tw dong (Auto) hay bang
tay (Manually).

Ready | ;f“ Mew Tasks : Manually Scheduled |

I— Thanh trang thai Status

Menu shorcut va thanh cong cu mini s& hién thi khi ban click phai vao mot thanh phan
nao d6 trong dy an cua ban.

HUGNG DAN cO BAN VE MICROSOFT PROJECT PROFESSIONAL 2010 - PHAN 3

Backstage 12 mgt thanh phin méi trong cic san pham Office 2010 gitip ban c6 thé quin
1y tap tin ciing nhw thiét 1ap vé Microsoft Project 2010. Backstage chira céc tiy chon,

chirc nang chia sé, bén canh dé véi cac mé tap tin (Open), tao méi (New) va lwu (Save).
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Backstage 1a mot thanh phan m&i trong cac san pham Office 2010 gitp ban c6 thé quan
1y tap tin ciing nhu thiét 1p vé Microsoft Project 2010. Backstage chira cac tiiy chon, chirc
nang chia s¢, bén canh d6 vdi cac mo tap tin (Open), tao méi (New) va luu (Save).

Trong phan 3, IMGroup s& cung ban kham pha Backstage — mot noi khong thé thiéu khi

ban lam viéc véi bat ci ung dung Office 2010 nao.

Pé dén Backstage, click vao File trén giao dién Microsoft Project. Microsoft Project 2010

s& hién thi Backstage.

Recent
Mew
Print
Save & Send

Help

2] Options

[ Exit

) - (N~ |5 Project? - Microsoft Project Chz pols
J i}
Task Resource Project View Add-Ins Team Format

[ save . .
Information About Project2

Save As

[Z5 Open Project Server Accounts

EF Close @ Mot connected to Project Server

Manage
Accounts

Organize Global Template

Muove project elements such as views, reports, and tables
between two local files, or between a local file and the
global template file.

4

Organizer

Project Information =

Start Date
Finish Date
Schedule from
Current Date
Status Date
Project Calendar
Priority

Today
Today
Start
Today
Today
Standard

500

« Save, Save As, Open va Close 1a cac chtrc nang chuin trong Office.

« Info 13 noi dé ban truy cap dén céc tap tin dy an.
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Rl = e iag'x_grt.mpp o Ve prmm et Tools I —

Task Resource Project View Custom Add-Ins Team Format
| save ) TIEWE
B ik Information About Advanced Tasks A_Start.mpp o
ave As
C:\Users\ICT24H\Desktop\resource project 2010\Chapter07\Advanced Tasks A_Start. mpp i
[5 Open :
LY
[ oz Project Server Accounts

@ Not connected to Project Server | —

Manage Project Information ~
Recent Accounts
Start Date 02/04/2012
New
5 Finish Date 27/11/2012
Organize Global Template
. 3 _ N N Schedule from Start
Print 3 Move project elements such as views, reports, and tables between two local files,
or between a local file and the global template file. Current Date Today
Save & Send Organizer Status Date Today
e Last Modified 22/10/2010
Help Project Calendar  Standard
Priority 500
|} options
E3 Exit

« Recent hién thi cac tap tin Project ban str dung gan day nhét.
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Bl d9-&-5 |vl Advanced IESE!_mﬂ-mPP = “Kl;lulm Resource Sheet Tools F——
Task Resource Project View Custom Add-Ins Team Format

Q Save

Save As

Recent Projects

Sharing_Start.mpp

£
[Z Open @ Ch\Users\ICT24H\Desktophresource project 20100 Chapterd T, -
CF Close B Advanced Tasks A_Start.mpp -
ChUsers\ICT24H\Desktop'resource project 20004 Chapterd7,
Info £ Advanced Formatting_Start.mpp =
ChUsers\ICT24H\Desktop'resource project 200104 Chapterl 5%
[Pl Projectl.mpp =
ChUsers\ICT24H\ Desktop',
e (R Reporting Status_Start.mpp =
ChUsers\ICT24HDesktopresource project 20008 Chapterl 3%
I (R Advanced Tracking A_Start.mpp =
ChUserssICT24HDesktophresource project 20008 Chapterl 2y,
fElE s (R Advanced Organizing_Start.mpp =
Ch\Users\ICT24H\Desktophresource project 20100 Chapter11,
Hel
P (R Simple Formatting_Start.mpp =
3 opt Ch\Users\ICT24H\Desktophresource project 20100 ChapterD5h,
: ptions
(R Simple Assignments_Start.mpp =
Eq Exit Ch\Users\ICT24H\Desktophresource project 20100 ChapterDdh,
(R Simple Rescurces_Start.mpp =
ChUsers\ICT24H\Desktop'resource project 20004 Chapter3,
(R Guided Tour_Start.mpp =
ChUsers\ICT24H\Desktop'resource project 20004 Chapterl,
(R Consclidating B_Start.mpp =
ChUsers\ICT24H\Desktop'resource project 20008 Chapterl 8%
(R Wine tasting fundraiser.mpt =
ChlUsers\ICT24HAppData'\Reaming Microsoft\ Templates',
(R MergeOracquisEval.mpt =
Ch\Users\ICT24H\AppData\ Roaming\Microsoft\ Templatesh,
(R ProdEvalPostLaunch.mpt =
Ch\Users\ICT24H\AppDatal Roaming'Microsoft\ Templatesh,

* New cho phép ban tao mdt du an mai dua trén cdc mau co6 san.
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RlId 953 Advanced Tasks A_Start.mpp - Micr
Task Resource Project View Custom Add-Ins Team
=l save
Available Templates
Bl save As
{3 Home
[ Open
[ Close 5 &
Info | | | 8
Recent Blank project Recent My templates
templates
New New from existing
Print
Save & Send - ‘
New from New from New from
Help existing Excel SharePoint
project workbook task list
2] Options Office.com Templates
Exit

4]

= e -
o g;l —~
= .
Plans Planners Schedules More
templates

Format

|Search Office.com for tem

« Print 1a tiy chon cho phép ban c6 thé in mot du an.
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“ Task Resource Project View Custom Add-Ins Team Format

H Save

Print —
Save As =_j
] Copies: 1 >
& Oven Print
fj' Close
Info Printer 0]

, ;PDF-XChange 3.0
Recent Z) Ready

Printer Properties
Mew

Settings

L= print the project from start to finish

Save & Send
Dates: 02/04/2012 * to 27/11/2012 -
Help < R
Pages: 1 - fo 2 -
2] Options
[
@ Exit Paortrait Orientation -
Letter/AMSI A -
85" x11"
Page Setup

« Save & Send 1a tuy chon cho phép ban dinh kém mdt tap tin Project vao e-mail, tao
mot tai liéu dinh dang PDF hodc XPS. Ngoai ra ban ¢6 mot sb tiy chon dé két néi dén may
chu.
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Blldo--5% Advanced Tasks A_Start.mpp - Microsoft ;ron_ Re

Task Resource Project View Custom Add-Ins Team Format

|l save

Save & Send Send as Attachment
Save As . . = =

0 Everyone receives separate copies of this project
[ Open oy ikt B= o Changes and feedback need to be incorperated manually
[ Close Py Send as

% Sync with Tasks List Attachment
Infa

Save to SharePoint

Recent uJ
New File Types

Print E Save Project as File
- A
Create PDF/XP5 Document

Help

] Options

[ et

« Help 1a tiy chon cho phép ban xem céc tro giup, huéng dan tryc tuyén vé cai dit
Project hodc hodc cac thong tin vé ban quyén san pham Microsoft Project.
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Bl ®-C-573 Advanced Tasks A_Start.mpp - Micr r
Task Resource Project View Custom Add-Ins Team
Q Save
Support
Save As
Microsoft Office Help
5 Open Get help using Microsoft Office.
|j"' Close
Info Getting Started
See what's new and find resocurces to help you
Recent learn the basics quickly.
E Contact Us
) Let us know if you need help or how we can rmake
Print Office better.
Save & Send . . .
Tools for Working With Office
Custornize language, display, and other program
E) Options guag play, preg

Eq Exit

settings.

Check for Updates

Get the latest updates available for Microsoft
Office.

« Options cho phép ban thiét 1ap cho chuong trinh Microsoft Project 2010.
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ko ALLARAL Lo

ARG

Cuick Access Toolbar
Add-Ins

Trust Center

Personalize your copy of Microsoft Office

User name: |ICT24H

Initials: I

Project Options
General a— . . . .
@ General options for working with Project.
Display
Schedule User Interface options
Proofing LColar scheme: SilverEl
Save ScreenTip style: | Show feature descriptions in ScreenTips El
Language Project view
Advanced Default view: | Gantt with Timeline EI
Customize Ribbon Date format: | Wed 28/01/09 [~]

] [ Cancel

* Exit : dong chuong trinh Microsoft Project 2010

Ch y: Néu ban str dung phién ban Microsoft Project Standard 2010, ban s& khong thiy
mot sb tuy chon gidng trong phién ban Microsoft Project Professional 2010
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HUGNG DAN cO BAN VE MICROSOFT PROJECT PROFESSIONAL 2010 - PHAN 4

Fluent — khai niém c¢6 vé quen thudc véi nhirng ai sit dung san pham Office 2007. Vi
cac img dung Office 2010 phia client van thira huéng giao dién Fluent. Project 2010

ciing gia nhap nhém san pham Office 2010 trong viéc ap dung giao dién Fluent.

Fluent — khai niém c6 vé quen thudc vdi nhitng ai st dung san phém Office 2007. Vi cac
{rmg dung Office 2010 phia client van thira huéng giao dién Fluent. Project 2010 ciing gia
nhap nhom san pham Office 2010 trong viéc 4p dung giao dién Fluent.

O phan 4 nay, cac ban s& duoc tim hiéu giao dién Fluent trong Project Professional
2010 va cach xem du 4n bang nhiéu cach khac nhau.
Ribbon va Tab: Tim dén cac chtrc ning ma ban mubn

« Task va Resource lién quan dén di liéu ban thuong xuyén 1am viéc voi Microsoft
Project.

Rlld9~ - = E Advanced Tasks A_Start.mpp - Microsoft PrOJe_~ Resource Sheet Tools

Task Resource Project View Custom Add-Ins Team Format

P—

— Cut . - D Mark on Track ~ -
“= ‘* Calibri b 14 v "0z 252 50~ 75~ 1007 ? ?
=3 Copy ~ 7 Respect Links !
Gantt Paste By v A v | e | o s B4
Chart ~ J Format Painter B ZU & s b i 4 A LT WS = Inactivate ched
View Clipboard Font i Schedule Tz

Tab Task

[E“ o933 Advanced Tasks A_Start.mpp - Microsoft Project” Resou ,u_.r,:f';;_-ugg_gl
Task Resource Project View Custom Add-Ins Team Format
e g B~y > — & @ |3 Leveling O
== ! A . . Gl |= |
L;i;8 d : ’ \9 3:: gi'__._J @ @Q @
A

=@ Clear Level

Team Assign Resource Substitute Add Information Notes Details Level Level . X
Planner~ | Resources Pool~ Resources | Resources™ tion Resource All ki NEXT LUVEDS
View Assignments Insert Properties Level

Tab Resource
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_l H9-0- = IS- Aavanced Tars 'K‘_%rt.mpp < Vi Bm esource Sheet Tools —
m Resource | Project View Custom Add-Ins Team Format

L e A mm : wga = Cr 1| StatusDate: |
s CIE.: =2 @] - g & B g
Subproject Project  Custom Links Between WES Change Calculate Set Move Update
Information Fields Projects Working Time | Project Baseline » Project Project Prote
Insert ‘ Properties Schedule Status

* Project chira cac chirc nang dé ap dung cho toan bd du an.

@' HO 2|5 " Advanca i% !_gtart.mpp - MicrOso# BM Rest Sheet:
“_Task Resource Project | View | Custom Add-Ins Team Format

EI Network Diagram ~ | f__a Resource Usage ~ Al % zzz z Highlight: [No Highlight]
— @ Calendar ~ e [3 Resource Sheetl"] Z e Y Filter: [No Filter]
Gantt Task ’ Team 5 Sort OQutline Tables
Chart » Usage v i@ Other Views ~ Planner ~ § Other Views ~ v - - E Group by: Resource Grou
Task Views ‘ Resource Views Data

« View gitp ban kiém soat, xem dugc cac thong tin trong du 4n bang nhiéu cach
trinh bay khac nhau.

| b -0~ |5 Guided Tour_Start.mpp - Microsoft Project Gantt Chart Tools

Task Resource Project View Add-Ins Team | Format |

P Text styles Lol = =5 & [ cCritical Tasks B,  _@@ = [ outline Number
— —
@ Gridlines = = % Column Settings - o |:| Slack = Project Summary
) Insert .. Format Baseline Slippage  Gantt Chart
[, Layout Column &4 Custom Fields « [ Late Tasks = < Style = Summary Tasks

Format [ Columns Ear Styles Show/Hide

« Format la mot tab tiy chon, cac chirc ning hién thi trén tab nay tiy thudc vao cac
chtic nang chinh ma ban st dung hodc cac thanh phan ban mubn xem. Vi du khi ban xem mot
cong viéc, chang han biéu d6 Gantt Chart, chirc ning trén tab Format hién thi va gitip ban lam
viéc v6i biéu dd nay.
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| o9~ = Guided Tour_Start.mpp - Microsoft Project Chart Tools
Task Resource Project View Add-Ins Team Format
_u_hl ‘* Calibri -2 - ?EE%EE' 3 v
Gantt Paste = m F Ul &~ A- S o 85 =22 5 f Manua T A4
Chart - - 7 — - — ey B =R s Sche Move Task Forward
View Clipboard Font u Schedule I—E 1 Day
o Task . |Task Name » Duration _ |Start E@ 1 Week
Mode
0 = - 8ach hwéng dinsir 104 days Mon 7/9/12 Thu B 4 Weeks
dung Microsoft 11/2s/1 25 Custom..
Project 2010 @ Incomplete Parts
1 = = Mua ban quyén 25 days Mon 7912  Fri 8/10/ Move Task Back
2 = Ban thao d3 nhan  0days Mon 7/9/12  Mon7/9 [5] 1Day
dugc BE 1 Week
3 = Chinh sira ndi dung 25 days Mon 7/9/12  Fri&/10/ B 1 Weeks
4 = B‘én giiac: cho bién 0days Fri 8/10/12 Fri 8/10/ 73 Custom..
tap vien
= - Bién tap 30 days Mon 8/13/12  Fri9/21/ [¢®  Completed Parts
6 = T8 chirc siva lai ban 5 days Mon 8/13/12 Frig/17; echedule Task
théo e

Gidng nhu tit ca cac tab, tai Task chtra nhiéu chirc ning va duogc t6 chire thanh cac nhom.
Tai Task gém cac nhom View, Clipboard, Font, Schedule, Tasks, Insert, Properties va
Editting.

Mot sb chirc nang thyce hién ngay lap tirc, trong khi mot sé chirc nang khac din ban dén nhiéu
Ira chon hon. Mot s6 vi du trén cac tab.

RIA®9-¢-=|s Advanced Tasks A_Start.mpp - MicrosoﬁP?FJE_ Resource

Task Resource Project View Custom Add-Ins Team Format (2] o &P
@ E ENetwork Diagram ~ “? jﬁRescurce Usage ~ Al El —j\, s Highlight: [No Highlight] ~ Timescale: = X [T Timeline > 1 E:?' ;
— & Calendar ~ Gig [ Resource sheet| | Zv = 7 Fitter:  [NoFilte] | Da o MBS N | [ Detais == g5 =z

Gantt  Task . Team
Chart ~ Usage ~ (b Other Views * Planner - £ Other Views ~

Task Views Resource Views Data Zoom Split View Window Macros

Sort Outline Tables

i Group by: Resource Grou ~

View: xem chi tiét dyr 4n bing nhiéu cach trinh bay théng tin khac nhau
Tab View 1a noi dé ban co thé xem cac thong tin ctia du an bang nhiéu cach trinh bay
khac nhau. Trong tab View gdm c6 7 nhom: Task Views, Resource Views, Data, Zoom,
Split View, Window, Macros. Ban c6 thé sir dung céc chirc ning trong tab View nay dé
nhép, chinh stra, phan tich va hién thi thong tin dy 4n. Médc dinh trong tab View s& hién thi
biéu d6 Gantt.
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1= R Y ey vvoevy procy ISR Vit pesonrceshectToois M e B TTO T

mask Resource Project View Custom Add-Ins Team Format o 0 =

=l

@ E jNetwork Diagram ~ T _3 Resource Usage ~ ’\ z Highlight: [No Highlight] * Timescale: 7 D Timeline - = | E:F' nzq
E\ Calendar v 8 3Resource Sheet * V Filter: [No Filter] v || Days v , [ Details v E ==
Gantt Task eam Sort Outline Tables Zoom d New == Macros
Chart~ Usage ~ ﬂother Views v P]annerv ‘g Other Views v - - P: Group by: Resource Grou ~ Window .7 v
Task Views Resource Views Data Zoom Split View Window Macros

Nhin chung, tai tab View tap trung cac chirc nang chinh ¢ cac nhom Task
Views, ResourceViews va Data.

e

[ PN 2 - - |5 Guided Tour_Start.mpp - Microsoft Project

Task Resource Project View Add-Ins Team Format & e 52

E Ev &1 B~ %lset- & NoHighlight] - Timescale: Q- [ Timeline - 1 B =
- e [~ B4 outline - "7 [No Filter -~ Days - ER | [ petails - _E‘ =] =2
USTSS'Z- ﬂ p|§ﬁan'2r- FR- | aliTebles- B MNoGroup] - ] Window 17| e
Task Views Resource Views Data Zoom Split View Window Macros
(3 Task . Task Name - |Duration . |Start » Finish - Aug s, '12 Augla
Mode WlT[E[s[s[M[T[W[T[F[s[s [N=
o = = 8ach hwéng dénsir 104 days Mon 7/9/12 Thu
dung Microsoft 11/23/12
Project 2010
1 = = Mua ban quyén 25 days Mon 7/9/12  Fri 8/10/12
2 = Ban thao ddnhdn 0Odays Mon 7/9/12  Mon 7/9/12
5 duo'c
E’, 3 = Chinh sira ndi dung 25 days Mon 7/9/12  Fri8/10/12 _lNEI-I &n
L‘ﬁ 4 = Ban giao cho bién  Odays Fri 8/10/12 Fri 8/10/12 % 8/1
tap vién
5 = - Bign tap 30days  Mon8/13/12 Fri9/21/12
6 = T& chircsira lai bdn 5 days Mon 8/13/12  Fri 8/17/12 [}
thao
7 = Si¥a ban thao 20 days Mon 8/20/12  Fri9/14/12
8 = Phé duyét laiban 5days Mon 9/17/12  Frig/21/12 Y
4 [m] b4 ] »
Ready | 2. Mew Tasks : Auto Scheduled | |@ BHEE—— U+ .

Néu ban mudn xem toan canh tién trinh dy 4n ban c6 thé danh ddu chon Timeline tai
nhomSplit View trén tab View.
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= m—
- - = Guided Tour_Start.mpp - Microsoft Project

Task Resource Project View Add-Ins Team Format
—_— E El' i ._=-3Resource Usage - }l Sort z [Mo Highlight] =  Timescale: Q}Zoom - Timeline Timeline
= = - E 8 .3 Resource Sheet = i"j Cutline ¥ |[No ] - || Days © .g Entire Project |:| Details
Gantt | Task Team —
Chart =/ Usage - C8b™ | Planner - £§ Other Views ~ =¥ Tables ~ [No Group] = 3 Selected Tasks
Task Views Resource Views Data Zoom Split View

Sun 7/29/12 Mon B/20/12

Inthir
0ct23-0ct 29

Start [vEn W X¥em lai ndi dung
| 0 Sep 24-0ct 19

@
[=4
T
=
=

Ban thao d3 Ban giao cho bign tap vi Ban giao cho bién tap viddi ban sao d&n phong xudt
Aug10 ban

C6 nhiéu cach xem khac trong Microsoft Project. Ban c6 thé click vao chirc nang Other
Viewssau d6 click vao More Views trén nhom Task Views hodc Resource Views.

RlEA9-6-= 3 Advanced Tasks A_Start.mpp - Microso

“Task Resource Project View Custom Add
E ElNetwnrk Diagram - E ._=3Rescnurce Usage =

E Calendar -

Gantt  Task Team —
Chart Usage - _ﬂ Other Views = Planner = :a Other Views -

Ti Built-In Resource Views
Task Form ip T |Max. ¥ |Peak
= 1,800%
G Task Sheet
Timeline
200%
IG,
.3 Save View... 100%
ﬁ] More Yiews... 100%

Diéu quan trong ma ban phai hiéu 1a trong tat ca cach xem trén thi cach nao la diém nhan

chinh trong duy 4n ciia ban. Sir dung tab View dé gitp ban tap trung vao nhiing diém chinh ma

ban muon xem trén mdt du an.

HUGNG DAN cO BAN VE MICROSOFT PROJECT 2010 PROFESSIONAL - PHAN 5

Cic cong viéc 1a thanh phin co ban nhit trong bit ky mét du 4n nao cho dii 12 16n hay

nhé. Cong viéc s€ mo ta cac thong tin, hoat dong, trinh tw, thoi gian va tai nguyén yéu

ciu. Trong Microsoft Project 2010, c6 cac loai cong viéc khac nhau: summary task (tom

tat cong viéc), subtask (cac cong viéc con) va milestone (cac c6t moc quan trong).
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Céc cong viéc 1a thanh phan co ban nhit trong bt ky mot du 4n nao cho du 1a 16n hay
nho. Cong viée s& mo ta cac thong tin, hoat dong, trinh tu, thoi gian va tai nguyén yéu cau.
TrongMicrosoft Project 2010, co cac loai cong viéc khac nhau: summary task (tom tét
cong viée),subtask (cac cong viée con) va milestone (cac cot mbc quan trong).

Trong phan nay, ban s& quan 1y cic cong viée ciing nhu thiét 1ap ké hoach theo 2 cach
khéc nhau:

« Nhép céac cong viée theo du kién bang phuong phap thu cong.
» Lam viéc véi chirc nang tu dong thiét l1ap cong vigce.
Tao mdt ké hoach dw 4n méi
Mot ké hoach cta du 4n 1a mot mo hinh ma ban xay dung bao gém cac cong viéc, ngué)n
luc, khung thoi gian, chi phi. Microsoft Project 2010 tép trung chinh vao thoi gian. Doi khi
ban c6 thé nghi rang chi can thiét 1ap ngay bat dau va ngay két thuc cua du an 1a hoan tat. Tuy
nhién, Microsoft Project 2010 gitip ban tinh toan dugc khoang thoi gian khi ban chi can nhap

ngdy bt dau hoic két thic cua cong viée.

Dé khéi tao mot du 4n méi, thue hién cac bude sau. Click vao Start > All
Programs >Microsoft Office > Microsoft Project 2010.
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S LILEIIEL LR IIraT 1vIa a3y e
, K-Lite Codec Pack
. Maintenance
. Microsoft Office
@ Microsoft Access 2010 Help and Support
[&] Microsoft Excel 2010
@ Microsoft InfoPath Designer 2010
@ Microsoft InfoPath Filler 2010
@ Microsoft OneMote 2010
|0] Microsoft Outlock 2010
|E| Microsoft PowerPoint 2010
| B| Microsoft Project 2010
|B] Microsoft Publisher 2010
@ Microsoft SharePoint Workspace 201
| ] Microsoft Visio 2010
[W] Microsoft Word 2010
L. Microsoft Office 2010 Teols

Devices and Printers

Default Programs

1 Back

| |Search programs and files

Click vao File ¢é mo giao dién Backstage.
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— Mg giao dién Backstage

v » = |5 Sharing_Start.mpp - Microsoft Project Gantt C|

Task Resource Praoject View Custom Add-Ins Team Fao

Information About Sharing_Start.mpp

Save As ] ]
CUsers\ICT24H\Desktophresource project 20000 Chapterl T\ Sharing_5t

E Cpen

L
[ Close Project Server Accounts

@ Mot connected to Project Server

Manage
Recent Accounts

Mew

Organize Global Template

Print Q Move project elements such as views, reports, and 1
or between a local file and the global ternplate file,

Click vao New.
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r
|'E|| H 9~ = Sharing_Start.mpp - Microsoft Project a art Tools
Task Resource Project View Custom Add-Ins Team Format

Lﬂ Save
Available Templates
Save As
fat Home
E Cpen
| o Close
Info
Recent Elank project Recent My templates
ternplates
Mew from existing
Print "
Save & Send —
Mew from Mew from Mew from
Help existing Excel SharePoint
project workbook task list
] Options Office.com Templates Search Office.
9 Exit
i Plans Planners Schedules Mare
[P [ -
Duéi muc Avaiable Template, chon Blank project va click vao Create dé khoi tao mot
du an moi.
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—_— L 1
RIE9-&-|= Project] - Microsoft Praject e l = E'E
Task Resource Project View Add-Ins Team Format o @ & IS

Q Save A
Available Templates Blank project
3} Home
ﬁ Open
5 Chon mdt mdu cd
Cl ; :
& Close = sin tai myc
Avaiable
Info Templates
Recent Blank project Recent My templates
templates
Mew from existing
Print
Save & Send
Mew from Mew from Mew from

Help existing Excel SharePoint

project workbook task list
21 Options Office.com Templates |Search Oﬁice.comfortemp|4 +
[ Exit o

| \ ==\ L ; D Nhip chudt wao

1 Create d& khéi

Plans Schedules More Create tao mot chiunEnEES

templates —

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

Théng tin cda du &n

’
| H9-0-= Projectl - Microsoft Project Gantt Chart Tools
“T“P Eacglirce Project View Add-Ins Team Format

E‘IE F de=s Links Between Projects — Status Date:
; El o =
: WES ~ G 10/18/10
Subproject Project ‘ustom ) ] Calculate Set Move
Information [Fields GSu Change Working Time | project Baseline  Project
Insert | Properties | Schedule [
Start
Mon 10/18/10
| P [+acl Mama [P iratinn [Ty [ttt 17 10

Tai Start date, nhap ngay bt dau cua du an. hodc ban c6 thé click vao biéu tuong miii tén
dé hién thi lich va chon ngay.
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Mgay bat dau

' p— i chudt d& hién

cua I.'JL,Il an thi liCh
i i S —————"
| H 9 Project Information for "Projectl’ | ®
Start date: Mon 10/18/10 - ]grrent date: Mon 10/1510 -
E —
P Finish date: Mon| 4 o= ol L Status date:  NA -
— Su Mo Tu We Th Fr Sa
ubproje —]
prel Schedule from: Proje o5 o7 25 220 0 1 2 Calendar: Standard -
Insert 3 4 5 & 7 8 9 o
Altasksb 45 49 12 13 14 15 15 | Priority: E
Enterprise Custom Fiell 17| 18| 19 20 21 22 23
29 30

24 25 286 27 28
Departrment:
[ s

Maon 10

L | s

| oday
Custom Field hame Value |:|

Help | | Statistics... | ok || cancel

T=Tarl!|

Click vao OK dé chap nhan ngay bat dau va dong hop thoai Project Information. Trén
tabFile, click chon Save dé Iuu lai tap tin du 4n.
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r
BlIEHD- 0~ = Sharing_Start.mpp - Microsoft Project art Tools
Task Resource Project View Custom Add-Ins Team Format

el Save — Luu lai tdp tin Project
Available Templates ' L .
Save As
fat Home
[ Open
| o Close
Info
Recent Elank project Recent My templates
ternplates

Print "
Save & Send —

Mew from Mew from Mew from
Help existing Excel SharePoint
project workbook task list

] Options Office.com Templates Search Office.
d Exit

Plans Planners Schedules Maore

L

Trén hop thoai Save As, tai File Name, nhap tén du an va chon thu muc luu trir dy an.
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#4 Homegroup

(M Computer -—‘
£, Local Disk (C:—
ca Local Disk (D

— -
|E| Save As ﬁ
OG | , # resource project 2010 » Chapterl? - | *4 | | Search Chapterl7 0 I
Organize « Mew folder = - lﬁl
k| Pictures it Mame Date modified Type
E Videos ) ) )
(BH] Sharing_Start.mpp 25/10/201012:23 ...  Microsoft Projec

= Local Disk (E1 ™ ¢ |

UL 3

File name: | [sl]=ad My

Save as type: ’Pru_iect (*.mpp)

ODBC...

“ Hide Folders

Tools - Save l ’ Cancel

Nhép tén cong viéc

Vige dit tén cho cong viéce co gia tri thuc tién tot trong ké hoach dy én cia ban. Véi tén
cong viéce, ban co thé biét duoc ¥ nghia va nhitng nguoi thuc hién cong viéc do. Mot sb 10i

khuyén khi dat tén cong viéc:

* S dung cum dong tir ngan dé mo ta cong viéc phai lam, chang han “Chinh stra ban

thao”.

« Néu cong viéc duoc to chirc thanh timg giai doan, tranh 13p lai cc chi tiét tir cac cong

viéc con.

* Néu céc cong viéc di kéem ngudn luc, khong nén sir dung tén ngudn luc chung véi tén

cong viéc.

Ban khong can phai lo lang vé tén cong viéc vi ban co6 thé chinh stra n6 bat ctr luc nao. bé
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thyuc hién viéc dat tén cho cong viéc, ban thuc hi¢n cac budc sau. Click vao 6 bén dudi Task
Name.

— S
™~ |z Projectl - Microsoft Project i

sk Resource Project View Add-Ins Team |

. F Pl Links Betw Project . |
& 3 @B inks Between Projects @ 1% E

[Z wes =
Project  Custom ) ] Calculate Set i
nformation Fields E)ChangEWnrklnngmE Project Baseline = Pro
Properties Schedule

start [

1 18/10/10
Task || Task Name - |Duration  |['10
Mode IT W
5
=

e C1lick wdo & bEn dudi
Task Mame

Nhép tén cong viéc, chang han “Phan cong”, sau d6 nhan Enter. Cac cong viéc ma ban
nhép s€ cung cap mot s6 ID va so ID 1a duy nhat doi voi moi cong viéc.
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A i o Gt Toos SR

Resource View Add-Ins

l E ENetwnrkDiagram'

@ Calendar -

h p—
|| g Resource Usage =

a 3 Resource Sheet ~

Team

Team

Format
ARE

2 Highlight: [No Highlight]
“F Filter: [Mo Filter]

UST:;E - ﬂ Other Views = Planner = :Tg Other Views - S:irt OUEII”E Tal:lles Group by: [Mo Group]
Task Views Resource Wiews Data
Task Hame - | Duration Start - p1.708

W7 W3
0 & - Wine Tasting Fundraiser 620.13 days Mon 6/2/08 | ==
1 = Initiation 3.5 days Mon 6/2/08
2 Prepare proposal for event and budget 3 days Mon 6/2/08 %
3 & Planning 4 hrs Thu 6/5/08
4 - 617.13 days Thu 6/5/08 g
5l - Event Location 617.13 days Thu 6/5/08 e
NIV S Identify potential locations 10 days Thu 6/5/08 =
T Prepare notes on locations 1day Thu 6/19/08
v Choose location 1day Fri 6/20/08
RV Reserve location lday  Thu10/14/10
10 Sign location contract and pay deposit 0.25 days Tue 6/24/08
11 = Permits 8 days Thu 6/5/08 g
12 Obtain liguor permit 0.25 days Tue 6/17/08
13 Obtain health department permit 0.25 days Thu 6/5/08
14 Permits obtained 0 days Thu 6/5/08 4
15 & Post permits as required 0.25 days Tue 6/17/08
18 - Printing Service 9 days Thu 6/5/08 5
17T e Y [T S YU U P Tl e = e Fm i

Tuong tu nhu trén, ban c6 thé dat tén cong viéc tiép theo va nhan Enter.
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0 Task . |Task Name - |Duration _ |Start - |Finish
Mode
1 % Phéan cong
2 p Thi&t k& va chudn bi tiép
thi
+ Khéi cong giai doan
4 p Phén phéi cic ban sao
45 Viét bai trén cic bdo
tiﬁp thi
B p XAy durng cng théng tin

gidi thigu sach trén
website

HUGNG DAN cO BAN VE MICROSOFT PROJECT 2010 PROFESSIONAL - PHAN 6

Trong phan nay, ban sé bat diu lam viéc véi thoi lwong cong viéc. Microsoft Project ¢6
thé 1am viéc v6i thoi lwong tinh theo phiit cho dén thang. Ty thudc vao quy md cia du

an ma ban cé thé thiét 1ap thoi gian theo gio, ngay va tuan.

Trong phan ndy, ban sé& bat dau lam viéc voi thoi lugng cong viéc. Microsoft Project ¢o
thé 1am viéc v6i thoi lugng tinh theo phat cho dén thang. Tuy thudc vao quy mé cia du an
ma ban c6 thé thiét 1ap thoi gian theo gio, ngay va tuan.

Microsoft Project c6 thé xac dinh thoi gian tong thé ctia mot du an bang céc tinh toan khéc
nhau giira thoi gian bit ddu sém nhat va thoi gian két thuc cudi cing trong mot cong viéc trén

du an.

Khi 1am viéc voi Microsoft Project, ban c6 thé str dung cac chir viét tit sau:

N&u ban nhdp vao tén viét tat  Tén s& hién thi

m min Phut

h hr Gid

d day MNgay
w wk Tuan
mo mon Thang

Chtrc nang tu dong thiét 1ap cong viéc ludn luon c6 moét thoi lwong (mac dinh 1a mot
ngay). Tuy nhién véi chirc nang thu cong ban ¢ thé nhap cac gia tri thoi gian bang chir viét
tat. Vi du 3d 13 3 ngay. Ban ciing c6 thé nhap doan vin ban chang han “Kiém tra nhom
Makerting” duoc thay thé véi thoi gian mic dinh 1a 1 ngay khi ban chuyén d6i cong viéc tir
chirc nang thiét 1ap thoi gian thu cong (Manual) sang thié lap thoi gian ty dong (Automatic).
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Microsoft Project st dung chuén gia tri thoi lwong 13 phut va gid. Mot phut bang 60 gidy
va mot gid bang 60 phit. Pdi voi thuong lugng ctia ngdy, tun va thang ban c6 thé sir dung
mic dinh cta dy an (vi du 20 ngay/ thang) hodc thiét 1ap gia tri riéng. Dé thyc hién diéu nay,
vaotab  File, click Options > Schedule.

'J ot IYIT-ITY Lo lne leaam ks i
| Project Options M
E ! P T ¥ % - . o— p—__ —
I General = . . . i
E Change options related to scheduling, calendars, and calculations.
Display
=
Schedule Calendar options for this project: | (EH] Projectl IZI
Froofing Week starts on: Sunday El o :
| ] ) Thi&t 1ap thdi lugng 1 3
+I Save Fiscal year starts in: | January EI ngay la 8 gid
1 Language Use starting year for FY numbering
1 Diefault start time: | £:00 AM EI These times are assigned to tasks when you enter a start ar finish date
i Advanced - without specifying a time. If you change this setting, consider matching
Default end time: | 5:00 PM El the project calendar using the Change Working Time command on the
Customize Ribbon - Project tab in the ribbon,
Hours per day: i1 | — b
: Quick Access Toolbar Hours perweek: |40 $ Thist 1gp thoi lwgng 1 tuan
- 1a 48 gio
i Add-Ins Days per month: 20 = | E
t Trust Center Schedule
:l s 72 = - .
] - Thigt 1lap théi lugng 1
t Show scheduling messages G théng 13 20 ngay
s Show assignment units as a: PercentageEI
I‘ Scheduling options for this project: @ Projectl IZ|
Mew tasks created: Manually ScheduledEI
Auto scheduled tasks scheduled an: | Project Start Date EI A8
[ OK J [ Cancel
A

Dé nhép céc gia tri thoi gian khac nhau, thuc hién cac budce sau. Click Duration va nhap
gia tri thoi lugng cho cong viéc. Nhap gia tri thoi lugng
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, Teday 9:00 AM 10:00 AM 11:00 AM
Start
Maon 18/10,/10
o Task . |Task Name - |Duration . |Start - |Finish
Mode
o Phan cong id| =
-
¥ Thi&t k& va chudn bi tiélr
thi
= Khéi cong giai doan
. Phén phéi cic ban sao N
L Nhidp gis tri thoi
o Viét bai trén cac bao lrgng cho cong wviéc
tiép thi
o Xay dwng cong théng tin

Ban c6 thé nhép gia tri thoi lugng nhu sau:

o Task . |Task Name - |Duration - |Start -
Mode
b c Phan cong 1 day
e Thi&t k& va chudn bi tiép Kiém tra nhom

thi Marketing

b o Khoi cong giai doan
o Phan phéicichansao  2days
# Viét bai trén cic béo
tiép thi
p Xy duyng cong thing tin

gici thigu sach trén
website

Tai cot Start, ban bat dau thiét lap thoi gian bat ddu cho cong viéc.
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Task Name

~ Duration

Phan cong 1 day

Thiét k& va chudn bi tiép Kiém tra nhom

I_ Thist lap

T| Start - |Finish -

thi Marketing L. .
thodi gian tai
Khdi cong giai doan cit start
Phan phdicacbansaoc  2days
Viét baitrén cac bao Tue 02/11/1
tigp thi
Xay dung cong théng tin 4 Movember, 2010 ¥
gidi thiéu sach trén Su Mo Tu We Th Fr Sa
website 3101 2 3 4 5 6
7 8 9 10 11 12 13 N
14 15 16 17 18 19 20 Chen thad
27 glian

21 22 23 24 25 20
28 29 3 1 2 3

Tai cot Finish, nhap ngay két thic. Microsoft Project 2010 tinh toan thoi lwong 13 7
ngay.Lwu ¥ rdng 7 ngdy ndy gdm cac ngay tir thir 2 &én tht 6 cia tuan thir nhat va tha 2, thi

3 cia tuan sau d6. Microsoft Project 2010 ciing gitip ban phéan biét nhiing ngay khong lam

viéc (nonworking day) dugc thé hién qua mau sic khac biét.

31 Oct '10

T[F]s

SIM[T[w[T]

Task  |Task Name » Duration - |Start Finish - |Prede

Mode

b Phan cong 1day

* Thi&t k& va chudn biti€p kiém tra nhom
thi Marketing

ot Khéi cong giai doan

# Phén phdicdcbansao 2 days

+ Viét baitrén cic bdo 7 days Tue 02/11/10 |{wed 10/11/ . [ |
ti€p thi

5 K&y dung cdng théng tin

gidii thiéu séch trén
website

Thiét 1ap mét cét mdc quan trong

Thigt 1lap thai
gian k&t |thic

[

=

Monworki
day: nga
khéng 1a
vide

Bén canh viéc nhap céac cong viéc, ban co thé tao ra cac ¢t moc quan trong, thuat nglr nay

trong quan 1y dy 4n goi 1a milestone. Milestone 14 su kién quan trong c6 thé 1a thoi diém
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hoan thanh giai doan 1 cua dy an hodc mdt sy kién vé dau tu chi phi.

Dé tao mot cot mdc, thuc hién cac budce sau. Click vao mot cong viéc. Tai tab Task, trén
nhomlnsert, click Milestone.

i 'T?}Inspect -

E:> EE] Move ~

uto

edule ﬁ Mode -

Tasks

i % Summary la| Motes

& Milestone 5] Details
Task Information - .-
- @ peliverable & ~dd to Timeli
Insprt Properties

: Tac cft méc quan trong

Microsoft Project s& chén mot cong viéc méi vao va nam phia trén mot cong viéc ma ban
da lya chon & bude thir nhat. Tén mac dinh 1a <New Milestone>.

0 Task . |Task Name - |Duration - Start - |Finish -

Mode

o Phan cong 1day

+ Thiét k& va chudn bi tiép Kiém tra nhom
thi MMarketing

5?; =MNew Milestone> |{II days — Milestone

#  —TRhorcorggmdoan

o Phan phdicicbansao 2 days

> o Vi&t baitrén cac bao 7 days Tue 02/11/10 Wed 10/11/10
tigp thi

o Xy dung cdng thong tin

gidi thigu sach trén
website

Nhép tén cot mdc, chang han “Hoan thanh ké hoach” va nhan Enter.
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Task . |Task Name - |Duration - |Start - Finish -

Mode

P Phan céng 1day

+ Thi&t k& va chudn bi ti€p Kiém tra nhom
thi Marketing

+ Hodn thanh k& hoach 0 days

o Khé&i cong giai doan

o Phén phéicicbansaoc 2 days

+ Viét bai trén cac bdo 7 days Tue 02/11/10 Wed 10/11/10
tiép thi

o Xy deng cdng thang tin

gidi thiéu sach trén
website

Ngoai ra, ban co thé danh dau mot cong viéc da tao trudc d6 nhu mot cot mbc, dé lam
diéu nay, ban thuc hién cac budc sau. Click-double vao mt cong viéc ma ban mubn danh
diu cot mbc. Tai hop thoai Task Information, chuyén qua tab Advanced va danh ddu chon
vao Mark task as milestone.

i N
Task Information ﬁ

Generall Predecessors | Resources  Advanced | Nntesl Custom Fieldsl

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

[¥]ark task as milestone!
T T s e e

Banh diu d& thidt lap cdt mdc
cho céng wiéc [ oK ] [ Cancel

not editable because the task is Manually Scheduled,
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HUGNG DAN cO BAN VE MICROSOFT PROJECT 2010 PROFESSIONAL - PHAN 7

Khi ban tao mét cong viéc tém tit, thoi lwong clia né sé dwgce tin dua trén cac cong viée
con trong d6 va chitc niing nay chi cé & chirc ning tw dong thiét 1ap cong viéc. Tuy
nhién, ban c6 thé chinh sira thoi lwong theo phwong phap thii cong va Microsoft Project

s€ theo do6i va tinh toan thoi lwong do.

T chire cac cong viéc thanh giai doan la mot vi¢c [am quan trong trong ké hoach du
an. Vi dy, thong thuong véi mét du an Xuét ban sach s& chia thanh cac giai doan nhu bién
tap, thiét ké, in 4n va xuit ban...v.v..

Khi ban tao mdt cong viéc tom tat, thoi luong cua nd s€ dugc tin dya trén cac cong vige
con trong d6 va chirc nang nay chi co & chirc ning tu dong thiét 1ap cong viéc. Tuy nhién, ban
c6 thé chinh sira thoi luong theo phuong phap thii cong va Microsoft Project sé& theo ddi va
tinh toan thoi lugng do.

beé t6 chtic cac cong viéc thanh giai doan, cu thé 1a vi du vé mdt ké hoach ra mat cudn
sadch mdi va chia thanh 2 giai doan:

1. Chon nhiing giai doan can nhom lai thanh mot giai doan.

2. Trén tab Task, tai nhém Schedule, click vao biéu tugng Indent Task.

= Indent Task

«ctl.mpp - Microsoft Prpject |,““'_J_._,_

ject View Addqns Team Fi
Jyp - oamEees 5 M
0 25 [50% 75< 100 ,
o Resy
A~ ZlE |l e | e 5
M- A Taly |98 (se ek o
Schedule

Sau khi click biéu twgng Indent Task, cc cong viéc s& [ii vao so vdi cong viée phia trén.
Cong viéc phia trén dugc xem nhu giai doan cia cac cong viée phia dudi. Ban luu ¥ néu nhu
cong viée tom tit (summary task) cta ban chwa co thoi gian cy thé thi Microsoft Project s&
dua vao thoi gian cua cac cong viéc con (subtask) dudi no.
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o Task  |Task Name - |Duration - |Start - |Finish -
Mode
b o Phan cong 1day
+ Thi&t k& va chudn bi tiép Kiém tra nhom
thi Marketing
+ Hoan thanh k& hoach 0 days
= = Khéri ciing giai doan 7 days? Tue 02/11/10 Wed 10/11/10
o Phan phdi cacban sao 2 days
+ Viét baitrén cicbdo 7 days Tue 02/11/10 wWed 10/11/10
tiép thi
o+ XAy dung cdng théng

tin gici thiéu sach
trén website

Ngoai ra ban c6 thé tao m{t cong viéc tom tat mdi dé danh dau giai doan. Ban thyuc hién
cac buoc sau:

Chon mot cong viée con, trén tab Task, tai nhom Insert, click Summary.

e 130 M3t Summary task

9y Inspect ~ 8 Summa B o | Mot
Dinsped ™ gy v | e H

2 Move - & Milestane ] Det
Task Information - -

3 Mode - = Deliverable ) Adi

Insert Propertie

Microsoft Project s€ tao mot cong viéc mdi phia trén cong viéc ma ban chon. Ban nhép tén
cho cong viéc.

Chon céac cong viéc dong vai tro cong viéc con bén dudi. Trén tab Task, tai nhom
Schedule, click vao biéu twong Indent Task.
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Task . |Task Name - |Duration - |Start - |Finish -
Mode
= = Lén k& hoach cho tirng 1 day? Mon 18/10/10 Mon 18/10/10
giai doan
5 Phan céng 1day
o4 Thigt kEvachudnbi  Kiém tra nhom
tiép thi Marketing
o4 Hoan thanh ké& hoach 0days
= = Khé&i céng giai doan 7 days? Tue 02/11/10 Wed 10/11/10
A5 Phan phdi cidc ban sao 2 days
o Viét baitrén cdcbdo 7 days Tue 02/11/10 Wed 10/11/10
tigp thi
A5 Xay dung cong théng

tin gigi thigu sach
trén website

Lién ket cac cong viéc

HAu hét cac du an yéu cau cong viéc phai dugc thuc hién theo mdt trinh tu nhét dinh. Vi
du, cong viéc viét mot chuong ctia cudn sach phai hoan thanh trude cac cong viée chinh stra
trong chuong. Nhirng cong viéc nay c6 mét quan hé két thiic — bat dau (hay con goi 1a c6 tinh
phu thude):

« Cong viéc thir 2 phai xay ra sau khi cong viéc dau tién dugc thyc hién. Pay 1a mot
trinh tu.

« Cong viéc thir 2 chi c6 thé xay ra néu nhiém vu dau tién hoan thanh. DAy la tinh phy
thudc.

Trong Microsoft Project, cong vi¢c dau tién duoc go 1a cong viéc tién nhi¢m (thudt ngtr
predecssor) vi né 1a cong viée di dau tién va kéo theo sau 1a cac cong viéc phu thudc vao no.
Cong viéc thtr 2 dugc goi 1a cong viéc ké nhiém (thuat ngir successor) vi hoan thanh hodc sau
nhiém vu ma né phu thudc.
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cho cong viéc k& tiép.

Sir quan hé cha cong | ¥ nghia Vi du

viéc

Finish-to-start (FS) Mgay k&t thic cua | Céng viéc viét mét
mét cong viéc tién | chuong cda cudn sich
nhiém dé& xic dinh | phai dwgc hoan thanh

trude khi thuc hién
cong viéc tiép theo &
chinh si¥a no.

Start-to-start

Mgay bat dau cla
cong viéc tién nhiém
sé xac dinh ngay bat
dau cla cong viéc ké
tiép

D&t gidy va co @ in
lién guan chat ché wai
nhau vi nd déng thiv
X3y ra

Finish-to-finish (FF)

MNgay k&t thic cuia
cong viéc tién nhiém
xac dinh ngay két
thic cho cong viéc ké
tiép

Céc céng viéc yéu cdu
phai co thiét bi phai
két thic khi théiti han
thué cac thiét bi cling
két thic

Start-to-finish [SF)

Mgay bat dau cila
cong viéc tién nhiém
sé xac dinh ngay két
thaic cia nhigm vu ké
tigp

Ngay bat dau in cudn
sach «ciing la ngay
danh diu cac cong
viec vé bién tap di
két thic

Mdi quan hé cta cac cong viée trong Microsoft Project 2010 hién thi bang nhiéu cach:
« Trén biéu do Gantt va so do Network Diagram, cac duong két nbi thé hién mbi quan
* Tai bang, ch:fmg han bang Entry, cac s6 ID cua cong viéc tién nhiém hién thi trén cot
Predecessor.

Ban c6 thé tao moi quan hé cho cac cong viét bang cac tao lién két gitra cac cong vicc. DE
lam diéu nay, ban thuc hién cac budc sau.

Trudce tién, ban s€ tao su quan hé Finish-to-start gitta 2 cong viéc. Chon 2 cong vi¢c ma
ban muén thiét 1ap quan hé nay.

Trén tab Task, tai nhom Schedule, click biéu tuong Link Tasks.

-43-



Hwéng dan co ban vé Microsoft Project Professional 2010

icrosoft Project Chal

Add-Ins Jeam

- - s ===
O 25 S0 Vol (00

w9 @

Schedule

EF Mark on Track -
E’fz Respect Links

s
== B\ — .
|m i— Inactivate

Format

Tue 26,/10/10

Lac nay 2 cong viéc ma ban chon da lién két theo kiéu Finish-to-start. Cha y réng néu ban

chua thiét 1ap thoi gian bat dau va két thiic cho cong viéc nhung néu ban cung thong tin vé
mot cong viée thi Microsoft Project 2010 s& tinh thdi gian cho ban. Bén canh do, biéu tugng

lién két s& hién thi.

Task Name

- -

= Lé&n k& hoach cho tirng
giai doan
Phén cong
Thigt k& va chudn bi
tidp thi
Hoan thanh k& hoach
= Khéi cong giai doan
Phan phdi cédc ban sao
Viét bai trén cac bao
tigp thi
¥8y dwng cdng théng
tin gici thiéu sach
trén website

» 433 B3 SER

Duration

2 days

1day

Kiém tra nhém
Marketing

0 days

7 days?

2 days

7 days

-

Start

-

Mon 18/10/10

Mon 18/10/10
Tue 19/10/10

Tue 02/11/10

Tue 02/11/10

Einizh - |10 17 Oct '10
TIW[T[F[s]s[m[T]w][T]
Tue 19/10/10 =y
Maon 18/10/10 2%
Tue 19/10/10
& 18/10

Wed 10/11/10

Wed 10/11/10

Bidu twgng thé
hign 1lién k&t
gilfa 2 cdng viéc

Ban c6 thé thiét 1ap quan h¢ b::ing cach khéc. Click vao mot cong viée, trén tab Task, tai
nhom Properties, click Information.
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5? i @Inspect - a R summary |$_:| Motes

E"> |_T|¢, Move * a. Milestone -5| Details
Manually | Auto Task Information | - -
schedule [Schedule m Mode ~ - P Deliverable 'Eﬂxdd to Timeline
Tasks Insert Ploperties

- 08 Jul '12 15 Jul '12 22 Jul'12

T|Fls|sIm[T[w|[T][F[s|[s|[m[T[w|[T][F[s5 ][5 [Mm]
3 L','

Hop thoai Task Information hién thi, tai tab Predecessor, click vao cot Task Name ban s&
théy mot loat cac cong viée hién thi. Chon mot cong viéc chéng han “Thiét ké va chuén bi
tiép thi”

——————— | 1
Tac oo — e

General Predecessors I F'.esuurcesl Aduancedl Motes I Custom Fieldsl

Mame: | Hoan thanh k& hoach | Duration: E [] Estimated

Predecessors:

x|
1 D Task Mame Type Lag D

-

Khdi cdng giai doan

f Phan cdng

i Phan phdi cac ban sao

E Thigt k& wa chudn bi i8p thi

Vit bai frén cac bao tigp thi

¥&y dung céng thdng tin gidi thidu sach trén website

Tai cot Type, chon kiéu quan hé.
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Task Information ﬁ

General Predecessors l Resources .ﬁ.dvanced] Motes ] Custom Fields]
Mame: | Hoan thanh k& hoach Duration: | 0days | [|Estimated
] Predecessors:
#|+1| Finish-to-Start (F5) ~
4 ID Task Name ]
T 3 Thift k& va chudn bi tiép thi
] Finish-to-Start (F5)
i Start-to-Start (35)
g Finish-to-Finish {FF)
Chon kidu guan hé Start-to-Finish (5F)
! (Mone)
¥

1. Trong giao di¢n biéu dd Gantt, tré chudt vao giai doan 1 va kéo dén giai doan 2 dé
thiét 1ap kién két giira 2 giai doan.

Sat 06/11/10
Finish-to-Start Link -
From Finish Of: - . ce .. _ Task1
Task Name o Start OF: Quan he gilfa céng viee 1 va 5 _ o [1FOct'10 24 Oct '10 310ct
M T[w[T[F][s[s[m[T[w][T][F[s[s[m
= Lé&n k& hoach cho tiffig— Zdays TWion 18] 10; 10 Wed 20; 107 10
giai doan
Phén cing 1day Mon 18/10/10 Mon 18/10/10
i 5 Tue 19/10/10 Tue {10
Hoan thanh ké hoach 0 days Wed 20/10/10 Wed 20/10/10
= Khevi cong giai doan 10 days? Tue 02/11/10 Mon 15/11/10
Phan phdi cic bdn sao 2days Tue 02/11/10 Wed 03/11/10 L
Viét bai trén cacbdo 7 days Thu04/11/10  Fri 12/11/10 ;hL:_zgpagza;E_
tiép thi
¥ay dyng cong thong  1day? Mon 15/11/10 Mon 15/11/10

tin gigi thiéu sach

Giai doan 1 va 5 da lién két theo kiéu Finish-to-start.
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17 Oct '10 24 Oct '10 31 Oct '10
smlT|w|[T|F|s|s|m|[T|w|T|F|s|[s|m|T[w|T|F]|s]|
‘_
<> 20410
b

r S—

Bay gid ban c6 thé thiét 1ap thoi luong hoan chinh cho cac cong viée. Chu ¥ rang khi ban
thiét 1ap lai thoi lugng cho cong viéce s& khién cho biéu d6 Gantt thay doi, tuy nhién n6 khong
anh hudng dén lich trinh cua cac cong viéc. Bén canh do, ban co thé thiét lap dé cong viéc tu

dong xép lai thoi gian.

Trén tab Task, tai nhom Schedule va click biéu twong Respect Links

Thi&t 1lap lai th&i gian

vl Respect Links e —
crosoft Project Chart Tool :
Add-Ins Team Format
= ﬁ Mark on Trackl~

N N
O 2R S0 TR 00X
w respect Links

s o
ap | Bl | &8 e s nadiate

Schedule

Microsoft Project 2010 s& tu thiét 1ap lai cong viéc cta ban theo mbi quan hé cia cong

viéc tién nhiém.
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Task  |Task Name - |Duration - |Start - |Finish - [17 Oct'10 [24 Oct'10 [31
Mode s[sM[TIw[T[F[s|s[mM[T[W[T[F[s]s

Oct '10
[MTTIw[T]

02/11

T

= = L&n k& hoach cho tirng 11 days Mon 18/10/10 Tue 02/11/10 o v
giai doan J
+ Phén cing 1 day Mon 18/10/10 Mon 18/10/10 El
b o Thiét k& vachudnbi  2wks Tue 19/10/10 Mon 01/11/10 C "1
tiép thi
+ Hoan thanh k& hoach 0 days Tue 02/11/10 Tue 02/11/10 &
< - Khéi cng giai doan 10 days? Tue 02/11/10 Mon 15/11/10
+ Phan phdi cic ban sao 2 days Tue 02/11/10 Wed 03/11/10
b o Viét bai trén cdcbdo 7 days Thu 04/11/10 Fri12/11/10
tiép thi
+ X&y dwng cong théng 1 day? Mon 15/11/10 Mon 15/11/10

tin gidi thigu sach
trén website

HUGNG DAN cO BAN VE MICROSOFT PROJECT 2010 PROFESSIONAL - PHAN 8

Ban da dworc thiét 1ap cac cong viée theo phwong phap thii cdng & cac phén trén. Véi
phwong phap nay gitp ban c6 thé theo déi va kiém soat chi tiét cong viéc. Bén canh dé,
ban c6 thé chuyén doi tir phwong phap thii cong sang phwong phap tw dong dé thay doi

mot so mic dinh cho cong viéc méi.

Ban di duoc thiét 1ap cac cong viéc theo phuong phép thii cong & cac phan trén. Vi
phuong phép nay gitip ban c6 thé theo ddi va kiém soat chi tiét cong viéc. Bén canh do, ban
c6 thé chuyén doi tir phuwong phép thu cong sang phuong phap tu dong dé thay d6i mot sd
mac dinh cho cong viéc moi.

Pé tién hanh chuyén tir thi cong (Manual) sang tu dong (Automatically), ban thyc hién
cac budc sau.

Chon cac cong viéc can chuyén doi.

Trén tab Task, tai nhom Tasks, click Auto Schedule.
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Tu déng thift 13p thoi

gian wdi Autc Schedule

Projectl.mpp - Microsoft Project

Gantt Chart Tools

2 Project View Add-Ins Team Format
. = e = = = ﬁ Mark on Track = ; @Iﬂip
ri 11 T 0w 25 50 7Re 00 |:>
. ’::’fRespE::t Links ‘.’;;;! Mov
FT Ul &~ A~ Qe 85 ) Manually| Auto -
- e a5 = Inadtivate Scheduld |Schedule| [ Moc
Font Schedule Tasks
Task Name - |Duration - |Start - |Finish L | pet'10
:EM s
= Lén ké hoach cho tirng 11 days Mon 18/10/10 Mon 01/11f10 ===

giai doan

Phan cing

Mon 18/10/10 Mon 18/10/10

& chudn bi

tiép thi

Hoén thanh k& hoach

Tue 19/10/10 Mon 01/11/10

Mon 01/11/10 Mon 01/11/10

2%

Khi ban da chon cac cong viéc va thiét 1ap chtrc nang Auto Schedule, biéu tuong tai cot

Task Mode s& thay doi.
= = Khé&i cong giai doan 10 days?
= Phan phdi cidc ban sao 2 days
—_ Viét bai trén cacbdo 7 days

tidp thi

ol

%8y dwng cong théng  1day?
tin gidi thiéu sach
trén website

Bigu tugng & phuong
phip—ty-déng {Auteo)

— Bi&u tugng & phuong phép

thi céng (Manual)

Tue 02/11/10
Tue 02/11/10
Thu 04/11/10

Mon 15/11/10

Mon 15/11/10
Wed 03/11/10
Fri 12/11/10

Mon 15/11/10

Ban c6 thé thiét 1ap mac dinh cho cac phuong phép, mdi khi khai tao mot cong viéc mdi
thi chirc nang cua noé s€ theo cac thiét l1ap do. Trén tab Task, tai nhém Tasks, click Mode va

chon kiéu phuong phap

Thiét 1ap nhitng ngay khong lam viéc (Nonworking Day)
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Trong phﬁn nay, ban s& dugc tim hiéu lich, 1a phuong ti¢n chinh dé ban kiém soat cong
viéc va nguén luc trén Microsof Project. O nhitng chuong sau, ban s¢€ lam viéc voi mot sb
loai lich.

Trong chuong nay, ban chi lam viéc v6i loai lich co ban. Pay 1a lich xac dinh thoi gian
1am viéc va khong 1am viéc ddi voi cac cong viée. Hay suy nghi lich cua du 4n giéng nhu
thoi gian [am viéc binh thuong trong doanh nghié€p, cong ty ctia ban.

Vi du, gid 1am viéc binh thudng bat dau tir thir 2 dén thir 6, vao lac 8h sang dén 17h
chiéu, bén canh d6 c6 gio nghi trua dé an udng. Doanh nghiép cua ban co thé c¢6 nhiing thoi
gian ngoai 1¢, chang han ngay nghi hodc cac ngay 1& hoi.

Ban c6 thé tao ra thoi gian 1am viéc trong Microsot Project tity thich. Dé lam diéu nay, ban
thuc hién cac budc sau:

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

Thi&t 13p lich trong
Microsoft Project

-~

zantt Chart

|E|' = 9~ |+ Projectl.mpp - Microsoft Project Chart Tools

Task Resource Praject View Add-Ins Team Faormat

B o mEE R ED R 2R

Subproject Project  Custom Links Between WES Change Calculate Set Move
Information Fields Projects - Warking Time Praject Baseline = Project

Insert Properties Schedule

o Tue 19/10,/10

=

o

E

E

Tai For calendar, click miii tén dé so cac lich xuong.

-50-



Huwéng dan co ban vé Microsoft Project Professional 2010

i — -
Change Working Time . ﬁ
For calendar: Standard (Project Calendar) - Create New Calendar ... ]
24 Hours

Calendar 'Standa Night Shift

Legend: Standard (Project Calendar)

E ) COctober 2010 +  Working times for 13 October 2010:
| Working s M| T |w]|Th|F]s
. nE « 3:00 AM to 12:00 PM
i Monworking « 1:00 PM to 5:00 PM
L]
! Edited working S 145|687 |88 =
i hours 10 [11 [12 [13 |14 |15 [16 |
0n this calendar: Based on:
o 17 ﬂ 19 |20 |21 [22 |23 , ,
|31} Exception day Default work week on calendar 'Standard, |1
B 24 |25 |26 |27 |28 (29 |30
| | Mondefault work
fod week 31 AL
Exceptions | Work Weeks
etails.

Mame Start Finish - Det

* 24 Hours: khong c6 thoi gian nghi.

« Night Shift: duoc tinh bt dau tir dém tht 2 cho dén sang thu 7, tir 23h dém dén 8h
sang va mdi ngay nghi 1h.

« Standard: chuan truyén thong, bat dau tir thir 2 dén thu 6, tir 8h sang dén 17h chiéu
va mdi ngay nghi 1h.

Tai ¢t Name trén tab Exceptions, nhép tén ctia mdt sy kién ngoai 1€ nao do, tai
cot Start vaFinish nhap thoi gian bat dau va két thuc.
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Exceptions |uugrkuweeks

Mame Start Finish -
1 |Hl:||:| nhan wién 25/10/2010 25/10/2010 |_|

Click OK dé x4c nhan. Pong hop thoai Change Working Time. Bé xac nhan lai lich du
an, chi y vao thoi gian ma ban da thiét 1ap di chuyén sang mau sic thé hién ngay khong 1am
viéc. Cong viée sé tiép tuc dugc thuc hién sau khi két thic ngay nay.

1§ 31 Oct'
(Mt [w|lT[F[s[s5][m

bt '10 24
Ml T[w|[T[F]s]s

0
|

ct
M

=l

h&#i gian khéng

— 1am vigc gim thoi
gian ban 43 thist
1ldp, & hinh nay
13 thi 2 ngay
25/1e/2018

HUGONG DAN cO BAN VE MICROSOFT PROJECT 2010 PROFESSIONAL - PHAN 9

Phin nay huéng din ban cich xem tong thé thoi lweng ciing nhw thoi gian cia duy an.
Ban khéong nhap thong tin tong thoi lwong ciia du an hoic ngay két thic nhung
Microsoft Project 2010 c6 thé tinh toan nhirng gia tri nay dwa trén thoi lwgng cong viée
ciing nhw moi quan hé, tinh phu thudc caia cic cong viéc. Mot cach giiip ban c6 thé dé
dang xem thoi gian bit ddu va két thic ciia du 4n thong qua Timeline va hop thoai
Project Information.
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Phén nay huéng din ban cich xem tong thé thoi lugng ciing nhu thoi gian cta du 4n. Ban
khong nhép thong tin tong thoi lwong cta du an hodc ngay két thiic nhung Microsoft Project
2010 c6 thé tinh toan nhitng gia tri nay dua trén thoi luong cong viée cling nhu mbi quan hé¢,
tinh phu thudc cua cac cong viéc. Mot cach gitip ban c6 thé d& dang xem thoi gian bit ddu va
két thuc cta du 4n théng qua Timeline va hop thoai Project Information.

Trong bai thyc hanh nay, ban s& thay tong thoi lugng hién tai va ngay két thuc lich trinh
ctua du an dua trén thoi lugng céc cong viée va mbi quan hé cua ching ma ban da nhap vao.

Tai Timeline bén trén biéu d6 Gantt, cha y thoi gian bét dau va két thic.

Ban cd thé xem ngay bat ddu (Start) va két
thic (Finish) cda du &n tai Timeline
[ ] . . | | T
B9~ |= Projectl.mpp - Microsoft Project Timeline Tools =18
Task Resource Prgject View Add-Ins Team Format ] e e 23
o Calibri I . e = e ﬁ Mark on Track = o @Inspect - ] @ﬁ
. - w25 507 7S 0 S o —
=3 - ~ Respect Links Move o
g I A = o B2 &5 anually  Auto Task = iting
2 B 7 U| - @ W = e Schedule Schedule | 8 Mode = - M
Cpooara FOm Seneaune TaiRs TISert Fropere:
Sat 06/11/10
Start | Finish
Wlon 18,/10,/10 Wed17/11/10
i o ITask ~ | 1ask Name ~ |Duration - |otart » Finish | LU LU [ <% UL IU
Mode

- [SL ot 10 =
[FlsTtltlsImiwlrlsTTlT[=

Néu ché do xem Timeline khong hién thi, ban c6 thé vao tab View, trong nhom Spilit
View, danh d4u chon Timeline

Bén canh do, ban c6 thé xem thoi lugng cia dy éan béng cach khac. Trén tab Project, tai
nhoém Properties, click Project Information.

Xem

théng tin thdi lugng du an thdng
qua

chifc nang Project Information

Projectl.mpp - Microsoft Project

Timeline Tools

Rgsource Project View Add-Ins Team Format
Pl Links Between Projects =) T  Status Date:
; = o = B=¢
(5 wBs - {19100
Subproje Project tom ~ Calculate Set Move
Information [Fields Sk -hange vvorking e Project Baseline = Project
Insert Properties Schedule
. 10/10

Tai hop thoai Project Information ban c6 thé xem ngay bat dau tai muc Start date hoic
c6 thé xem thong tin tai bang cach click Statistics.
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- 1
Project Statistics for 'Projectl.mpp’ I&
Start Finish
Current Maon 18/10/10 Wed 17/11/10
Baszeline MA MA
Actual MA MA
Variance od od
Duration Work Cost 1

Current 22d? Oh 50.00
Baseline od Oh S0.00
Actual Od Oh $0.00 il
Remaining 22d? Oh 50.00
Percent complete;
Duration: 0% Work: 0%

I

\

Click Close dé dong hop thoai Project Statistics.

HUGONG DAN cO BAN VE MICROSOFT PROJECT 2010 PROFESSIONAL - PHAN 10

Ban c6 thé tao cac ghi chi cho cong viée véi cac thong tin can thiét.Co 3 loai ghi chii:
ghi chu cong viéc, ghi chii ngudn lwe va ghi chi phin cong. Ban c¢6 thé nhap va xem lai
cac ghi chu cong viéc tai hop thoai Task Information. Chirc ning ghi chu trong
Microsoft Project 2010 hd tro rong rii cac tity chon tham chi ban cé thé lién két hoiic

luu trir mdt hinh dnh d6 hoa hoeic céc loai tap tin khac trong ghi chu.

Ban c¢6 thé tao cac ghi chti cho cong viéc vdi cac thong tin can thiét. Vi du ban c6 thé
mod ta chi tiét vé€ cong viéc va van muon gilt tén cong viéc mdt cach ngan gon.

C6 3 loai ghi cha: ghi cha cong viéc, ghi chi nguén lyc va ghi cht phan cong. Ban c6
thé nhap va xem lai cac ghi cha cong viéce tai hop thoai Task Information. Chirc ning ghi
chu trongMicrosoft Project 2010 hd trg rong rii cac tity chon thdm chi ban ¢ thé lién két
hodc Iuu trit mot hinh anh dd hoa hodc cac loai tap tin khéc trong ghi chu.

Céc siéu lién két (Hyperlink) cho phép ban két nbi ¢én mot cong viéc cu thé dé thém
céc thong tin bén ngoai vao dy an — chang han mot tap tin khac, mot trang web. ...

Dé bat ddu nhap cac ghi chu cong viéc va lién két dén cac tai liéu thong tin quan trong
vé mot sb cong viéc, ban thyuc hién cac budce sau:

Chon mgt cong viéc.
Trén tab Task, tai nhom Properties, click Task Notes.
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Tac cdc ghi chd che
cing vigc wdi Notes

@Ins;:n&:::t'r . 'ﬁSI.lmmar].r ||3:|Ncntes

E5] Move ~ ‘P Milestone Details
Task Information - ..
ﬁ Mode = -  Deliverable 'Eﬁudd to Timeline
Insert Properties

Tai hQp thoai Task Information, tai tab Notes ban nhap ndi dung ghi cha.

F B
Task Information _ u

Generall Prede::essursl F'.esuur::esl Advanced Motes |Custom Fieldsl

Mame: | Phan phdi cac ban sao | Duration: E [ | Estimated

Motes:
-
Lé"v danh sach nguii nhan tir nha béo, sap bao, nha sach ]

[ |
|

||

- o ) [ cned

Click OK. Biéu tuong ghi chu sé& hién thi tai cong viéc ma ban vira tao ghi chu.
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= Hoan thanh ké hoach 0days Tue 02/11/10 Tue 02/11/10
= = Khéri cong giai doan 11 days? Wed 03/11/10 Wed 17/11/10
e < Phén phdi cdcban sao 2 days Wed 03/11/10 Thu 04/11/10
= Viét baitrén cicbdo 7days Frios/11/10  Mon 15/11/10
tigp thi
= Xy deng cong théng 1day? Tue 16/11/10 Tue 16/11/10
tin gici thiéu sach
trén website
= Kh&i déng chirong 1day? Wed 17/11/10 Wed 17/11/10
trinh truyén thang
cho sach
Bigu tugng wudt hién sau khi

tac ghi chd che céng viéc

Click chuot phai vao mdt cong viéc va chon Hyperlink.

~'Panhgidvaxem 8 Assign Resources... 5 Wed 05/09/12 T
Inthi va dan Wed 05/09/12 T

Fill Down

Clear Contents
GUri bdn in th Tue 11/08/12 T

¥udt E Information...
= Hoan tit xem =/ Notes.. Wwed 12/09/12 T
2 Addto Timeline
= - Thigt k& websili @ Hyperlink. Wed 05/09/12 T
= Cong théng T | EREEVE Wed 05/09/12 F
= Téc gia danh g Calibri - 11 - g Mon10/09/12 T
B 7 - A -
5? = Chuan I]I l1&n mau va wramn FUUAYS Wed 19!09!12 T
= Glri dén xudmg mau 1dav Wed 19/09/12 V

Tai hop thoai Insert Hyperlink, nhap dong chit can hién thi.

Tai Address, nhap dia chi ban mudn cong viéc lién két dén.
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-

Insert Hyperlink

A=)

Link to:

Existing File or
Web Page

Place in This
Document

Create Mew
Document

E-mail Address

Text to display: (Céng théng tin ICT24H|

Look in: | My Documents IZI
. Carmtasia Studio * Bookmark. .. |
Current | ' Microsoft Press I
Folder
My Data Sources
. My Stationery L
Browsed | |. My Virtual Machines r
Pages . MNew folder
. Project B
Recent . Visual Studio 2008
Files ) Visual Studio 2010
1 Cloud computing B gidi phap ma nhd d6 ban cf theé 3o hda =
Address: http:/fpartal.ict24h.net/ |E|

Click OK. Luc nay, bén canh cong viéc s& hién thi biéu tugng siéu lién két

(Hyperlink).
7 =
5 |& | S
9 =

Viét bai trén cac bao Fri05/11/10
tiép thi

XAy dung cong thing 1 day?
tin gii thigu sach

trén website

7 days

Khoi dong chuong
trinh truy&n théng
cho sach

1 day?

Bigu tugng sidu lién k&t (Hyperlink)

Click tab File. Click Project Information > Advanced Properties.
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-
|E]_q,|:uv|;

Resource

H Save

Save As

= Open
O Close

Recent
Mew
Print

Save & Send

Tai Subject, nhdp tén du 4n ching han Chién dich ra mét cudn sich méi

Projectl. mpp - Microsoft Project

Project

P

Manage
Accounts

J

Organizer

View Add-Ins Team

Information About Projectl.m...
C\Users\ICT24H4DesktophProjectl.mpp

Project Server Accounts
Mot connected to Project Server

Organize Global Template

Move project elements such as
wiews, reports, and tables between
two local files, or between a local
file and the global template file,

Gan

Tools l=||§|-

[ Project Information =

4l Advanced Properties

E Yiew advanced and custom
praperties of this project.

Project Statistics
See key statistics related to

your project,

3

FraTOy DaTe TOOy
Last Modified Today
Project Calendar  Standard
Priciritv L]

Tai Author ban cé thé nhap tén ngudi quan 1y du 4n hodc nguoi da thiét 1ap du an nay

trénMicrosoft Project 2010.

Tai Company nhap tén ciia cong ty, t6 chirc dang thyuc hién du an.
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Projectl.mpp Properties &I&J

General | Summary | Statistics | Contents | Custom |

Title: Projectl.mpp
Subject: Chién dich ra m&t cufin sach mdi
Authaor: Mguyen Thuan|

Manager:
|| Company: |ICT29H
Category:

Keywords:

Comments:

Hyperlink
base:

|:| Save preview picture

[ 0K ] [ Cancel

Click OK dé dong hop thoai.

HUGONG DAN O BAN VE MICROSOFT PROJECT 2010 PROFESSIONAL - PHAN 11

Nguon lue cong viéc 1a con ngwoi va cac thieét bi phuc vu cho cac cong viéc ctia du an.
Microsoft Project tap trung vao 2 khia canh ctia nguon lwc cong viéc: tinh san sang va

chi phi.

Microsoft Project 2010 hd trg 3 loai ngudn lyc. Gom cac ngudn lyc sau:

* Nguon lyc cong viée: gdm con nguoi va cac thiét bi lam viéc d¢€ hoan thanh cac cong
viéc trong du an.

* Ngudn chi phi dai dién cho chi phi tai chinh lién quan dén cac cong viéc. Vi du nhu
chi phi giai tri, du lich, thiét bj ....

* Nguon nguyén liéu 1a nguon ma ban sir dung trong suot tién trinh cia dw an. Vi du

v6i mot du an xay dung ban cin phai theo ddi sit thép hodc bé tong duoc sir dung trong sudt
du an.
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Quan 1y ngudn luc hiéu qua 1a mot trong nhitng wu diém ciia Microsoft Project 2010. Viéc
thiét 1ap thong tin ngudn luc trong dur an rat quan trong, gitp ban co thé kiém soat va theo ddi
chi phi tai chinh, con ngudi trong du an.

Thiét 1ap nguon luc cong viée

Ngué)n luc cong viéc 1a con nguoi va cac thiét bi phuc vu cho cac cong viéc cua du an.
Microsoft Project tap trung vao 2 khia canh cta ngudn luc cong viéc: tinh sin sing va chi
phi. Tinh sin sang dugc x4c dinh khi cac ngudn luc c6 thé 1am trén nhimng cong viée duoc
dua ra trong du 4n va c6 bao nhiéu cong viéec ma ngudn luc ndy c6 thé 1am duoc, chi phi can
thiét cho ngudn luc cong viéc 1a bao nhiéu?

Mot s0 vi du vé nguon lue cong viéc nay:

Trong mot du &n, khi ban thiét lap ngué)n luc cho con nguoi va thiét bi ban can cht v dén cac
van dé vé 1am viéc. Vi du mot nguoi c6 thé lam viéc khoang 8 gid/ngay va khong qua
12h/ngay nhung céc thiét bi c¢6 thé s& gip su ¢b chiang han bao tri va s& gian doan cong viéc.
Bén canh d6, con nguoi linh hoat hon cong viéc va ho diéu khién céac thiét bi.

Ban khong can phai theo doi tat ca cac thiét bi ma ban st dung trong du 4n nhung ban c6 thé
thiét 1ap cho cac thiét bi khi:

« Nhiéu nhom hodc nguoi can c6 thiét bj dé chuyén biét dé lam nhirng cong viéc khac
nhau cung mat luc.

« Ban mudn 1ap ké hoach va theo ddi chi phi lién quan dén thiét bi.
Hay xem xét nhimng van dé nay néu duy 4n ciia ban lién quan dén ngudn thiét bi.
Microsoft Project c6 thé gitip ban dua ra cac quyét dinh théng minh hon vé viéc quan 1y
nguodn lyc cong viée nay. Bén canh d6, Microsoft Project gitip ban giam sat cac chi phi vé tai
chinh.

Trong bai thuc hanh nay, ban s€ nhap tén cta tung nguoi lam viéc trong du an.

Trén tab View, tai nhom Resource Views, click Resource Sheet.
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Click vao 6 bén dudi cot Resource Name.
Nhap cac tén va nhan Enter. Tai cot Initials 1a cac chit cai dau tién cua tén.

Nhép ning suat ctia ngudn luc
Cot Max trén bang ngudn lyc dai dién cho ngudn ning suat dé thuc hién cac cong viéc. Mic
dinh 1a 100% ndng suat nghia 1a lam viéc 100% thoi gian.

Déi voi ngudn luc ma ban thiét 1ap theo kiéu ki ning, ban co thé thiét 1ap gia tri cao hon,
chang han 800%. Piéu niy c6 nghia ban mong mudn 8 ngudi ¢ ki ning d6 s& lam viéc t6i da
100%.

Chon dbi tugng can thiét 1ap ning suét.

Nhép gia tri (don vi %) vao cac 6 thudc cot Max.

Néu ban mudn nhap don vi bang cach s thap phan (0.5, 1, 4) thay vi sir dung don vi %
(50%, 100%, 400%) ban c6 thé click Option tai tab File. Trén hop thoai Project Option tai
muc Show assignment units as a chon Decimal.
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HUGNG DAN CcO BAN VE MICROSOFT PROJECT 2010 PROFESSIONAL - PHAN 12

tit ca cac du an déu c6 lién quan dén tai chinh va chi phi gi6i han cho du an. Viéc theo
d6i va quan Iy cac thong tin vé chi phi cho phép nhitng nguoi quan Iy dw an ¢6 thé tra

16i dwgre cau héi quan trong

Hau hét tit ca cac du an déu co lién quan dén tai chinh va chi phi gidi han cho du an. Viéc
theo ddi va quan 1y cac thong tin vé chi phi cho phép nhimng ngudi quan 1y du an c6 thé tra 1oi
duoc cau hoi quan trong sau:

« Tong chi phi dy kién dya trén cc cong viée va ngudn luc trong du 4n cua chung ta 1a bao
nhiéu?

« C6 phai tién chiing ta bo ra bang dang s tién chung ta di dua ra trong ban ké hoach ctia
du an ?

« C6 phai chung ta str dung nguon lyc dit tién s& 1am duoc nhiéu thir hon so véi ngudn luc
ré hon?

Ban c6 thé nhé@p murc chi phi trung binh cho mot nguén luc nao d6. Vi du cac bién tap vién s¢
nhan dugc 50$/gio d6i v6i cong viée bién tap. Microsoft Project 2010 c6 thé xir 1y cac chi
phi ngoai gio phat sinh khac, n6 s& ap dung mirc luong ngoai gio khi ban thiét 1ap cho mot ai
d6 lam thém gio.

0 ph?m nay, ban s& thiét 1ap mot lich trinh 1am viée 10 gio mdi ngay va mot tuan 1a viéc trong
4 ngay. Nhu vay so vdi thoi gian lam vi¢e thong thuong 1a 1 ngay 8 gid va lam 5 ngay trong

mot tuan.

Thém véao d6, ngoai viée thiét 1ap murc chi phi trung binh con mot loai chi phi can ban. Pay la
chi phi khong thay d6i cho du ban c6 thiét 1ap thém thoi gian lam viéc 1a hon 8 gio.

Trong bai thuc hanh nay, ban s& nhap mirc chi phi trung binh va chi phi phat sinh néu thoi
gian ngoai gio lam viéc.

Click View, tai nhom Resource Views, click Resource Sheet.

Trén tab Resource, tai cot Std. Rate ciia mot ngu@)n luc.

Nhap chi phi, ching han 42$ cho mét gio. Mic dinh chi phi trung binh tinh theo don vi gio.
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Ban c6 thé thay d6i don vi thoi gian thanh tudn, thang theo chir viét tit. Chang han chi phi
1100$ cho mot tudn lam viéc.

Dé thiét 1ap chi phi khi 1am ngoai gid, ban co thé thao tac tai cot Ovt. Rate. Cot nay thé hién
muc chi phi ngoai gio.

Resource Name > Type * |Material ~ |Initials > Group ™ Max. * |Std. Rate * |Ovt. Rate

-

Mguy&n Ngoc Thuin Work N 100% $42.00/hr| 567.00/hr

Pham Thanh Tang  Work P 50%  51,100.00/wk 50.00/hr
Luong Trung Thanh  Work L 100% 52,700.00/wk 50.00/hr
Tran Van Minh Waork T 100% 50.00/hr 50.00/hr
Mguyén Minh Tudn  Work N 100% 555.00/hr 50.00/hr
Bién t3p vién Work B 400% 545.00/hr 50.00/hr

Cost/Use
S0.1
S0.1
S0.1
S0.1
S0.1
S0.1

Thiét lap chi phi ngoai |

gitr 1am viéc

g10 13

Piéu chinh thoi gian lam viéc cho ngudn lyc

Microsoft Project 2010 sir dung cac loai lich cho cac muc dich khac nhau. O chuong 2 ban
da duoc tao danh sach cac cong viée va thay doi lich trinh dé xac dinh nhirng ngay lam viéc
va khong 1am viéc trong du an d6i v6i cac cong viéc.

O phan nay, ban s& tap trung nhiéu hon véi lich trong Microsoft Project 2010 dé kiém soét

ngay 1am viéc va khong lam viéc trén tirng ngudn luc cu thé. Vi lich, ban chi c6 thé ap dung

v6i ngudn luc cong viée (con ngudi va thiét bi) chir khong thé ap dung dugc véi ngudn chi
phi va nguyén liéu.

Khi ban bét dau khéi tao cac nguén lyc cho du an, Microsoft Project 2010 s€ tao mot lich lam
viéc cho mdi ngudn luc. Lich co ban xac dinh mot ngay 1am viée bat dau tir 8 gio sang va két
thiic vao lic 17 gio chiéu, mot tuan lam viéc bat dau tir thir Hai dén thir Sau va mdi ngay c6 1

gio dong hd dé an trua va nghi ngoi. Néu tat ca thoi gian 1am viée ctia ngudn luyc khép voi
lich co ban thi ban khong can phai chinh sira thoi gian.

Tuy nhién, s& c6 mot sb thay d6i khi ¢6 thoi gian lam viéc ngoai gid hodc mot sd truong hop
ngoai 1¢ (chang han ngay 18 hodc mét sb thoi gian khac khong c6 trén cac ngudn luc nhu dao
tao, tham dyu hoi nghi...)

O phan nay, ban s& thiét 1ap thoi gian 1am viéc va khong 1am viéc cho timg ngudn luc cong
viéc cu thé.

Trén tab Project, tai nhom Properties, click vao Change Working Time.
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P
|E|| - = Advanced Tasks A_Start.mpp - Microsoft Project
Task Resource Project View Custom Add-Ins Team
= & ] =]
P ®= é ® 6 Hﬁl}
Subproject Project  Custom Links Between WES Change alculate Set
Information Fields Projects Warking Time Project EBaseline-
Insert Properties Schedule
Resource Mame * |Group ™ |[Max. * Peak * Std.F
B Group: No Value 1,800% 1,175%
20 Ban in thiy 0fday
3 Bi&n tap vién 200% 150% %
16 Bilai 0%
11 Dich vu in 100% 100% ¢
2 Dich vu in mau 100% 100% H
Tai For calendar, chon mdt nguon lyc cu thé.
T : e -— -—
Change Working Time — » - — u
For calendar: Lugng Trung Thanh H — Create New Calendar ... ]
. 24 Hours
Base calendar: Night Shift Chon mdt ngudn luc cuy
Legend: Smnd;ard (Project Calendar) the
------------------------- N Ngoc Thus
H guyEn gec Thuan . Working times for 19 October 2010:

Warking Pham Thanh Tung

pnworki Tran v&n Minh

= . -
Edited we Mguyen Minh Tudn

Lurang Trung Thanh

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

hours  Bien t3p vién 1
2 I L I L = IoF
Based on:
17|18 202122 |23 Default work week on calendar 'Standard'.
24 |25 |26 |27 |28 (29 |30
31 | |
Tai Base calendar dé mac dinh chuan co ban Standard.
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”
Change Working Time @
For calendar: Luragng Trung Thanh - Create New Calendar ...
Basze calendar:  Standard -
Legend: Click on a day to see its working times:
R T October 2010 »  Working times for 25 October 2010:
s s[M|[T]w][Th|[F s

« 3:00 AM to 12:00 PM

: Nonworking « 1:00 PM to 5:00 PM

dited working S B R L A B B

(M
aurs 10 (11 [12 [13 [14 |15 [18 [

On this calendar: Based on:

............ . 17 |18 |19 |20 (21 (22 |23 .
1" Exception day Default work week on calendar 'Standar:

f 24 Ezﬁ 27 |28 |29 30
i Mondefault waork

| week 31

“ Exceptions | Work Weeks |

Tai tab Exceptions trén hop thoai Change Working Time, click vao mét 6 bén dudi
cot Name va nhap mét su kién nao do ddi véi nguén luc da chon.

Exceptions | Work Weeks

1 |Tham gia hdi nghi 19/10,/2010 20/10/2010 - |__| [ﬁ

Delete

Tai For calendar, chon mot ngudn lyc khac. Luc nay Microsoft Project 2010 s& hién thi
hop thoai hoi ban c6 luu thay d6i di v6i ngudn lue vira méi thiét 1ap. Click Yes dé xac nhan
thay doi.

Click Work Weeks trén hop thoai Change Working Time.
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I Wark Weeks

Name Start Finish -
YA [Cc=fault] MA R |
Delete
Help . 1[ oK, ] [ Cancel ]

Click [Defaullt] bén dudi cot Name, sau do click Details.
Tai hop thoai Details for ‘[Default]’ chon cac ngay tir thir Hai dén thar Nam tai Select
day(s).(Ban c6 thé gitr phim Ctrl va click vao cac ngay dé chon)

| | | | | I |

" Details for [Default] - [

Set working time for this work week

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

Panh dau chon vao Set day(s) to these specific working times.
Thay d6i thoi gian tir 5:00 PM thanh 7:00 PM va nhan Enter.
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| [ — | (N— N —— |

" Details for Defaull - =

ir]
Set working time for this work week
Select day(s): (7 Use times from base calendar for these days.
1 Sunda (") Set days to nonworking time,
| Monday i@ Set day(s) to these spedific working times:
Tuesday
#i?gj:d ad From To
3 Friday 1 |8:00 AM (12:00 FM

Saturday 2 |L.00PM  B7.00PM

Click vao Friday. Panh déu chon vao Set days to nonworking time dé thiét lap ngay thir
Sau la ngay khong lam viéc.

¥ Details for ‘[Default] - [

ir]
Set working time for this work week

Select day(s): () Use times from base calendar for these days.
5 Sunday (@ 5et days to nonworking time.
i Monday () Set day(s) to these spedfic working times:

Tuesday

Wednesday

Thursda

Saturday

Click OK dé dong hop thoai Details.

Sau khi thay d6i ban c6 thé thdy thoi gian 1am viéc hién tai gdm 5 ngay/tuan va 10 gio mdi
ngay cho dbi tuong ma ban thiét 1ap.
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Legend: Click on a day to see its working times:
"""""" Workin October 2010 »~  Working times for 19 October 2010:
: s[Mm|[T[w|Th[lF s

« 3:00 AM to 12:00 PM

Nl:lrl'.l".'l:lrk.irlg « 1:00 PM to 7:00 PM

dited working 18 gid lam viéc mdi
10 |11 (12 |13 |14 (5 |16 "Eé':f'
On this calendar: Based on:

17 |18 pk=lm 20 (21 (22 | 23

Default work week on calendar 'Mguyen
24 |25 |26 |27 |28 (29 |30 Mgoc Thuan',

i Mondefault work
| week 2t P51 tug 13m viéc theo

Work Weeks Lam vigc 3 ngay/tuan

Click OK dé déng hop thoai Change Working Time.

HUGNG DAN cO BAN VE MICROSOFT PROJECT 2010 PROFESSIONAL - PHAN 13

Tao ghi chii cho ngudn e cong viéc.Mdt trong nhirng loai nguodn luc trong Microsoft
Project 2010 13 ngudn chi phi. Ban cé thé sir dung nguon chi phi dé dai dién cho chi phi

tai chinh lién ket véi mt cong viéc nao do trong du an.

Mot trong nhiing loai ngudn luc trong Microsoft Project 2010 12 ngudn chi phi. Ban c6 thé sir
dung ngudn chi phi dé dai dién cho chi phi tai chinh lién két vi mot cong viéc nao d6 trong
du an.

Trong khi ngudn luc cong viée (con ngudi va thiét bi) duge thiét 1ap vé chi phi theo don vi
thoi gian thi muc dich duy nhét ctia ngudn chi phi 1a thiét 1ap cac loai chi phi cho mét hoic
nhiéu cong viéc.

Thong thuong thi cac loai ngudn chi phi ¢6 thé bao gdm danh muc cac khoan chi phi ma ban
mudn theo ddi mot du an véi muc dich bao céo tai chinh, chéng han du lich, giai tri hodc dao
tao. Nguon chi phi khong lam viéc cling nhu khong anh huong dén lich trinh cong viée.
Trong Resource Sheet thi cac cot Max, Over. Rate va Cost/Use khong thé ap dung cho
ngudn chi phi. Sau khi thét 1ap mot ngudn chi phi cho mdi cong viée, ban cé thé tinh dugc chi
phi tich Iy, chang han tong chi phi di lai trong mot du an.

Khi ban thiét lap mot ngué)n lyc cong viéc ddi voi mot cong viéc nao do, nguén luc cong viéc
c6 thé tao ra mot chi phi dwa trén gia tri trung binh (40$ mdi gid) ma ban thiét 1ap. Ban c6 thé
nhap gia tri chi phi cia mot ngudn chi phi chi khi ban thiét 1ap né cho mét cong viéc nao do.
Trén tab View, tai nhom Resource Views, click Resource Sheet.
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Tai cot Resource Name, nhap thém méot tén moi.

Tai cot Type, chon ngudn chi phi 13 Cost

Ban s& dugc thiét 1ap ngudn chi phi tai chuong 4.
Tao ghi chii cho ngudn lwe cong viée

O chwong 2 ban di tao mot s6 thong tin ghi cha cho cong viée. Tai phan ndy ban s& tao ghi
cha cho cac ngudn luc cong viée dé luwu lai nhimg diém cha y, gitp ban hiéu qua hon trong
du an.

Trén tab View, tai nhém Resource Views, click Resource Sheet.

Resource Mame ¥ | Type * |Material * Initials -

Nguyén Ngoc Thudn Work N
Pham Thanh Tung  Work
Lwrong Trung Thanh  Work
Tran Van Minh Work
MNguyé&n Minh Tudn Work
Bién tap vién Work
chi phi di lai | \wiork] vl

Work
Material I
Chon Cost dé

thigt 1lap ngudn

chi phi

olmz A4 - T

Tai tab Resource, trén cot Resource Name, click chon vao mot ddi tuong.

Tai nhom Properties, click Details. Microsoft Project 2010 sé& hién thi bang Resource Form.
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| o g 2 \% g‘i = & @ 2] Leveling Options
Y o ' ! = = e »@ £, Clear Leveling
Team Assign  Resource Substitute Add Information MNotes |Details Level Level ~
Planner | Resources Poolv Resources | Resources ™ on Resource AN ki Next Overallocation
View Assignments Insert Properties Level
o |F{e5c|-ur|:e Mame - |T1,rp-e * Material * |Initials ¥ Group ¥ Max. ¥ 5td. Rate * Ovt Rate
1 MNguy&n Ngoc Thudn Work M 100% $42.00/hr  S67.C
= 2 Pham Thanh Tung  Work p 50% 51,100.00/wk S0.C
[T}
= Leong Trung Thanh  elgs L 100% 52,700.00/wk S0.C
o 4 Tran Van Minh Work T 100% $0.00/hr  $0.C
=
g 5 Nguy&n Minh Tudn  Work M 100% 855.00/hr 50.
= 5 Bi&n tip vién Work B 400% $45.00/hr  S0.C
7 Chi phi di lai Worl C 100% 50.00/hr S0.C
4[]
Mame: | Lugng Trung Thanh Initials: | L Max units: | 100% = Previous l [ Mext ]
Costs Base cal:  standard -
Stdrate: | g2, 700,00/ | Beruse: &0.00 Group:
Ovtrate: | go.00/h Acrue att  prorated - Code:
Project ID  Task Mame Work Leveling Delay Delay Scheduled Start Scheduled Finish -
(

E
=
(=]
i
En
O
=
=]
(]
uwl
4
o

Ban c6 thé xem bang Resource Form bang cach danh dau chon Details tai nhom Split
View tréntab View.

Click vao bat ki chd nao trén Resource Form.

Trén Ribbon, click tab Format.
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|E| = B - - |5 Projectl.mpp - Microsoft Project

Task Resource Praoject View Add-Ins Team
[Eﬁ Resnurcanrml ﬁ % @ E_; EE]

Vﬂ Resource Mame Farm
Schedule| Waork  Cost  Motes Objects

Resource Form)Tools

Faormat

Type Dretails
o |Resu-ur|:e Mame A |T1,rp-e * |[Material ¥ |Initials ¥ |Group ™ |N
1 MNguyén Mgoc Thudn Work N
2 Pham Thanh Tung  Work P
TR o o [V |
Click Notes trén tab Format. Nhap ndi dung tai Resource Form.
2 Pham Thanh Tang  Work F 50% 51,100.00/wk 50.00/1
3 Luong Trung Thanh  Pislg L 100% $2,700.00/wk 50.00/1
3 4 Tran Van Minh Work T 100% 50.00/hr 50.00/1
e R- Nguy&n Minh Tudn  Work M 100% 455.00/hr  $0.00/I
g Bién tap vién Work B 400%  $45.00/hr  $0.00/!
§ 7 Chi phi di lai Work c 100% $0.00/hr  $0.00/)
4[]
Mame: | Ludng Trung Thanh Initials: | L Max units: | 100% |~ Previous ] [ Mext ]
Costs Base call  sStandard -
Stdrate: | g3 700.00/w | Peruse: &0.00 Group:
Ovtrate: | gn.00mh Accrue a6 prorated *  Code:

Mr Thanh d8 tirng c8 van cho 2 cudn sach trude day cla Mr Thudn.

=
=
(=]
find
@
]
=
3
=]
=
f
o

Click Next dé chuyén dén ddi twong ké tiép. Khi ban click Next thi di tugng ma ban vira tao

ghi ch s€ dugc xac nhan hoan tat.

Khi ban tao xong ghi chu va click Next, biéu tuong ghi chu sé hién thi bén canh dbi tuong.
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0 Resource Name * (Type * |Material * | Initials -
1 Nguyé&n Ngoc Thudn Work N
2 Pham Thanh Ting  Work P
3 = L
. rEE +Z: Motes: 'Mr Thanh d3 tifng cd van I
) cho 2 cudn sdch trude ddy cla
o 5 Mr Thuin.' M
a2
s 6 Bién t3p vién Work B
E 7 Chi phi di lai Work c

Trén tab Resource, tai nhom Properties, click Details. Bang Resource Form s€ dugc dong
lai

HUGNG DAN cO BAN VE MICROSOFT PROJECT 2010 PROFESSIONAL - PHAN 14

Trong phan tiép theo, ban sé sir dung Microsoft Project Professional 2010 dé phén cong

cac cong viéc dén cac nguon nhan luc.

Bét cir mot du 4n nao thi ngudi quan 1y du 4n cling can phai c6 trach nhiém phan cong nhiém
vu cac thanh vién trong nhom. Microsoft Project Professional 2010 giup Project manager co
thé quan 1y cac cong viée ciing nhu cac ngudn lyc duoc tét hon.

Trong phan tiép theo, ban sé& sir dung Microsoft Project Professional 2010 dé phan cong céc
cong viéce dén cac ngudn nhén lyc.

Phén cong viéc
bé thuc hién viéc phan cong vi¢c cho ngudn nhan luc, thyuc hién cac budce sau.

Trén tab Project, tai nhom Properties, click Project Information
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-
|’E| lg ) - w7 Advanced Tasks A_Start.mpp - Microsoft Project | R

Task Resource Project View Custom Add-Ins Team

m | = E (& W = G

Subpraoject Project Custom Links Between 'WES Change Calculate Set P

Information |Fields Prajects Waorking Time Project Baseline~ Pn
Insert Properties Schedule
Resource Mame - |Gruup * Max. * Peak * Std. Rate
B Group: No Value 1,800% 1,175%
20 Ban in thiy o/day 510
3 Bién tap vién 200% 150%  545.0
16 i lai 0%
i1 Dich vuin 100% 100% 50.0
2 Dich vu in mau 100% 100% 50.0
o s Dworng Trung Tan, 100% 0% :2,700.0C
E.%‘j 17 HO Tung 100% 0%  522.0

va click Statistics.

”
Project Statistics for 'Projectl.mpp’ ﬁ
Start Finish
Current Maon 18/10/10 Fri 19/11/10
Baseline MA MA
Actual MA MA
Variance od od
Duration Work Cost

Current 24d Oh S0.00
Baseline od Oh 50.00
Actual od Oh 50.00
Remaining 2ad Ch 50.00
Percent complete:

Duration: 0% Work: 0%

Chu y thoi lugng hién tai 1a 24 ngay va chi phi bang khong. Sau khi ban thyc hién viéc thiét
1ap co thé kiém tra lai su thay ddi gia tri.

Click Close. Trén tab Resource, tai nhom Assgnments, click Assign Resources.
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Assign Resources ﬁ

Task: Khdi cdng giai doan
Resource list options

Resources from Projectl.mpp

Bién t3p vién -
Resource Name RO Units  |Cost [
[Bign t3p vién 0 Remove
Chi phi di lai
Luong Trung Thanh Replace...
Nguyen Minh Tudn
Nguyen Ngoc Thudn Graph
Pham Thanh Ting
Tran Van Minh

Help

Hold dowen Ctrl and didk to select multiple resources

Hop thoai Assign Resources hién thi.

S Clear Leveling

g @ ) = & @ [ Leveling Options
P - = a »@

Assign  Resource Subs Information Motes Details Level Level .
Resources Pool~ Re Selection Resource ANl uilli Next Overallocation
Assignments Properties Level
(3 ) Task . |Task Name - |Duration - |Start - Finish - || _[100ct'10 [17 Oct '10 [240ct'10 [310ct '10
Mode s[m{wlF[s[T[T[s[M[w[F[s[T[TIJ:
= = L&n k& hoach cho tirng 11 days Mon 18/10/10 Tue 02/11/10 W
giai doan
Phan cong 1day Mon 18/10/10 Mon 18/10/10 Ell.uwng Trung Thanh
=l Thigt ké vachudnbi  2wks Tue 19/10/10 Tue 02/11/10 C R i
tigp thi ' l
= Hoan thanh k& hoach 0 days Tue 02/11/10 Tue 02/11/10 : ¢ 02/11
=3 = Khei cong giai doan 13 days Wed 03/11/10 Fri 19/11/10 Hp—
i = Phan phdi cic ban sao 2 days Wed 03/11/10 Thu 04/11/10 || — "
=l::> Viét bai trén cacbao 7 days Fri @ Assign Resources [ﬂ
tigp thi
% % . . . Task: Phan ciing
Xdy deng cong théng 2 days Tue Resource list options
tin gidi thiéu sach
trén website Resources from Projectl.mpp
= Khéi déng churong 2 days Thu Luang Trung Thanh * Assign
trinh truy&n théng Resource Name _ R/D Units  |Cost ]
cho sach v I;l:onéTruE Thanh 100%  :£540,00
ién t3p vien
Chi phi di lai Replace...
Mguyen Minh Tusn
Nguyen Ngoc Thusn Graph
Pham Thanh Tung
Tran ¥an Minh

Help

Hold down Ctrl and dlick to select multiple resources

- —

Tai cot Task Name, click chon mot cong viéc. Tai cot Resource Name trén hop thoai Assign
Resource, click vao mot ddi tuong nguén luc, sau d6 click Assign.

i
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17 Oct'10

[24 Oct 10

|31 0ct'10 |07 Nov 10 [14 Nov'10 [21 Nov 10

s[Tlr[s[mlwl[r[s[T[T[s[m[wl[rF[s[T[T[s[m[w]

Task  |Task Name - |Duration ~ |Start ~ |Finish -
Mode
=l = L&n k& hoach cho tirng 11 days Mon 18/10/10 Tue 02/11/10 ||
giai doan :
=l Phéan céng 1day Mon 18/10/10 Mon 18/10/10
= Thiét k& va chudnbi 2 wks Mon 18/10/10 Tue 02/11/10
tiép thi
= Hoan thanh k& hoach 0 days Tue 02/11/10 Tue 02/11/10
= = Khéri cong giai doan 13 days Wed 03/11/10 Fri 19/11/10
= Phan phdi cic ban sao 2 days Wed 03/11/10 Thu 04/11/10
= Vi&t bai trén cdcbdo 7 days Fri05/11/10  Mon 15/11/10
tiép thi
= Xy dung clng thong 2 days Tue 16/11/10 Wed 17/11/10
tin gidi thiéu sach
trén website
= Khéi déng chwrong 2 days Thu 18/11/10 Fri 19/11/10
trinh truy&n théng
cho sich

;ll.uan Trung Thanh

)

'lNguvgn Ngoc Thugn

¢ 02/11

.

Pham Thanh Tung[50%]

Pham TEisanh Tung[50%]

Pheflm Thanh Tung[5

. Tran Vin Minh

Khi ban thiét 1ap cong viéc cho mot ddi tuong nguén luc, Microsoft Project 2010 s€ tu dong

tinh toan chi phi dua theo chi phi trung binh va thoi gian thuc hién.

Vi du: mét nhan vién co luong trung binh 1a 20008 khi 1am viéc mot tuan (5 ngay/ tuan)
va nhan vién d6 thyc hién mot cong viée co thoi lugng 2 ngay thi Microsoft Project 2010 sé
tu dong tinh ra dugc chi phi phai tra cho nhan vién dé 1a 8008$.

Twong ty voi cac ddi twong nguodn lyc khac, ban s& thiét lap cong viée cho timg ddi tuong.
Tai biéu d6 Gantt ban sé& thay tén ddi tuong ngudn luc.

BIEIS)
o @ @ =2
';%Znnm* [C] Timeline = il E:T"* =
=8 Entire Project| | [¥] Details  Task Form - _i' — =2
Mew Macros
&3 selected Task Window ...~ -
»om Split View Window Macros
Pre | |01 Apr'12 15 Apr'12 |29 Apr'12 13 May '12 [27 Mz &
FlTt]s|wl{s]TtT[m[E]T][s|[w]s][T][m]F]| T[=
&
| | | | I | |
[ @luzfm
16 MNguyén Ngoc Thudn
: -
K m b
]

Click tab View, tai nhom Spilit View danh déu chon Details.
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Mame: | Thi€t k& v& chudn bi i&p thi Duration: | 2 wks = [|Effortdriven || Manually Scheduled Previous ] [ Mext
Start:  Mon 18/10/10 *  Finish: Tue 021110 *  Task type: Fixed Units * % Complete: |0%
I  |Resource Name Units Work - ID  |Predecessor Name Type Lag E
1 iMguyén Ngoc Thuin 100%; 80h [ 2 iPhancdng Fs od| [

E
=
(=]
il
o
T
]
=

Click vao mot ddi tuong ban s& thiy bén cot Predecessor Name hién thi tén cong viéc cua
dbi tuong do.

Néu ban mubn thiét 1ap cong viéc cho nhiéu hon mot dbi twong, ban c6 thé click Resource
Namestheo cong viéc tuong g va chon dbi tuong.

Duration - Start - Finish - Predecessors . (Resource Names Add New Colum
11 days Mon 18/10/10 Tue 02/11/10
1day Mon 18/10/10 Mon 18/10/10 Lwerng Trung Thanh
2.4 wks Mon 18/10/10 Tue 02/11/10 2 & | Nguy&n Ngoc T .
0 days Tue 02/11/10 Tue 02/11/10 3 -] Bién tap vién
13 days Wed 03/11/10 Fri19/11/10 1 ~[C1Chi phi di lai
2 days Wed 03/11/10 Thu 04/11/10 ~[JLuong Trung Thanh
7d Fri05/11/10 Mon 15/11/10 6 ~[CINguyén Minh Tusn
s " on -[¥|Nguyén Ngoc Thudn
[ |Pham Thanh Ting
2 dﬂ‘y’ﬁ Tue 1'5-,‘[11;'[1[" Wed 1:",{11!10 7 MFl Trin Vin Minh
TUITEL-AFAa]

HUGNG DAN cO BAN VE MICROSOFT PROJECT 2010 PROFESSIONAL - PHAN 15

O bai thyc hanh nay, ban sé thém mot ddi twong vao va xem cach tinh toan cia
Microsoft Project 2010.

Nhu ban da théy trude do, ban xé4c dinh sb lugng cong viéc va lién két no véi ddi tuong
nguodn lyc. Khi ban str dung chirc nang ty dong thiét 1ap thoi gian cho cong viée, Microsoft
Project cung cip cho ban mot tiy chon dé kiém soat vé chi phi, thoi lvong khi ban muén
thém mét d6i twong ngudn luc khac vao cong viée. Tuy chon nay duoc goi 1a effort-driven.
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Ban c6 nhiéu su linh hoat khi ap dung tuy chon effort-driven. Ban c6 thé bat tuy chon nay
cho toan by du an hodc cong viéc cua ban.

O bai thuc hanh nay, ban s& thém mot ddi tuong vao va xem cach tinh toan ctia Microsoft
Project 2010.

Click chon mot cong viéce da duoc lién két dén mot ddi tuong nguén Iuc. Trén tab Resource,
tai nhom Assignments, click Assign Resources.

-

|E|' H ) - = |5 Advanced Tasks A_Start.mpp - Microsoft Project Gant
Task Resource Project View Custom Add-Ins Team |
AR =
Team Assign  Resource Substitute Add Information MNotes Details eve
Planner~} Resources | Pool~ Resources | Resources Selection
View el signments Insert Properties
o Task . |Task Name - |Duration Stz
Mode
o = ~ D an sach Microsoft Project 2010 172 days M
cua ICT24H 02
1 o 2 * Hop v&i cac bién tap vién 60.13days M
15 = = Mua lai 27 days M
16 | = B4 nhin dwoc ban thao lo days M
=
17 E\ Crva rhiva mAT Aoner 17 Aawe Y1

Chon mt d6i twong khac va click Assign.

Tl'liet k& vachudnbi 2wks Assign Resources b4
tiép thi
Hoan thanh k& hoach 0 days Task: Thigt k& va chudn bi tigp thi
.. . . Resource list options
= Khoi cong giai doan 13 days

Phan phdi cac ban sao 2 days Resources from Projectl.mpp
Viét bai trén cdcbdo 7 days Tr&n V&n Minh -
tiép thi Resource Name R/D Units | Cost |:|

. ; . . v |MguyEn Mgoc Thusn 100%: i83,360.00 Remove
x_ay c_il?r_ng cong icmg 2 days Bicn tap vith
tin gigi thiéu sach Chi phi i lai Replace. ..
trén website Luang Trung Thanh
Khai dong churong 2 days Nguyen Minh -':“5"' [ Graph ]
trinh truy&n théng HIEIRUCNE
cho sach

Hold down Ctrl and dick to select multiple resources

N

Tai tén cong viéc ¢ ¢t Task Name, click biéu tugng Action.
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= Phan céng 1 day Mon 18/10/10 Mon 18/10/10

=0 vr Thiét k& u:é chuan bi |2.4wk5 Mon 18/10/10 Tue 02/11/10 2

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

.;: ' Reduce duraticn so the task ends sconer, but requires the same amount of work (person-hours)
& = {+) Increase total work because the task requires more person-hours. Keep duration constant.

2, | © Reduce the hours that resources work per day. Keep duration and work the same.

Show me more details.

i
o

tin gici thigu sach
trén website

= Kh&i dong chuong
trinh truyén théng
cho sach

Xay dyng cong thong 2 days

2days

Tue 16/11/10 Wed 17/11/10 7

Thu 18/11/10 Fri19/11/10 8

Tai day cho phép ban thiét 1ap lai thoi lwong khi ban da lién két thém mot ddi twong vao.
Microsoft Project sé& tinh toan dua trén ning suat 1am viéc cta ddi tugng va thoi luong hoan

thanh cong viéc.

Néu ban mudn g0 bd dbi tuong ra vi mdt 1i do nao do, chfmg han mgt nhan vién nghi dé cham
soc con trong mot ngay. Click Assign Resources, chon tén ddi tugng can g bo va

click Remove.
' '
Assign Resources 28
e va |:hu.an bi 6€p th Click Remove d& g& bd mot dSi
Resource list options tuong ngudn luc
Resources from Project L.mpp
Tran Wan Minh - Assign
Resource Name _F‘.,."D Units | Cost i
' 100% :£3,360.00
100%: is0.00
Bign t3p vién | Replace... |
Chi phi di lai
Luang Trung Thanh | Graph |
Nguyen Minh Tuin
Pham Thanh Tong
Hold down Ctrl and dick to select multiple resources

L

"

Click lai biéu twong Action. Panh ddu chon vao Increase duration so the task ends later
but requires the same total work (person-hours). Khi ban danh déu chon vao day
Microsoft Project s€ tu dong tang thoi luong lam viée 1én. Vi du néu mot 2 nhan vién cung
lam mot cong viée trong 2 tuan s& hoan thanh thi khi ban g& bo 1 nhan vién thi thoi luong sé
tang 1én 4 tuan néu ban danh diu chon vao lya chon do.
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Mon 18/10/10 Mon 18/10/10

= Phan cong 1day
= *r Thi&t k& va chuin bi IZwkE.
= You removed resources from this task, requiring
= o
e 3|
0

Show me more details.
Xay deng cong thong 2 days
tin gidi thigu sach

Tai tab Task, & nhém Properties, click Details.

®
o

Mon 18/10/10 Tue 02/11/10 2

a change in its schedule. Do you want to:

Increase duration so the task ends later but requires the same total work (person-hours)
Decrease the total work because the task requires less person-hours. Keep duration constant.

Increase the hours that rescurces work per day. Keep duration and work the same.

=y
| ‘ Resources from Project 1. mpp

| = [ [t

X ER:
Inspect = b W Summa = Motes -
@ Insp B y ?li‘ ﬁ 44
FE] Move - & Milestone —=| Details 2T
o Task ) Informatio — Scroll
Mode = - Deliverable 'Eﬁdd to Timeline | tg Task @*
Insert Properties Editing
|01 Apr12 15 Apr '12 |29 Apr'12 13 May '12 [27 Mz &

FlT]s|[wl[s|]T[m]FE][T][s |w

s|T[m]|F] TS5

I‘-E-"I

éﬁ 02/04

Click chon mdt cong viéc tai cot Task Name va danh d4u chon vao Effort driven.

Mame: | ViEt bai trén cac bdo ti€p thi Duration: | 7 days :
Dates Constraint
Start:  Fri 19/11/10 - As Soon As Possible
Finish:  Mon 29/11/10 - Date: MA
@ Current () Baseline () Actual Priority: 500 |

Effort driven | || Manually Scheduled [ QK

J

Cancel

- Task type: Fixed Units -

- WBS code: 2.2

% Complete: | 0% =

AlEEEE=

=
=
(o]
L
w1
=
w
[}
s
i
=

Ty chon

Effort drivent

Khi ban danh dau chon vao Effort driven thi thoi lwong, gié tri thoi gian clia cong viéc van
khong c6 su thay ddi. Bay gio ban sé lién két thém mot ddi tuong ciia ngudn luc vao cong

viéc da dugc chon Effort driven.
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Tai tab Resource, click Assign Resources trén nhém Assignments.

GCEERE

Chon ddi tugng va click Assign.

= [T Advanced Tasks A_Start.mpp - Microsoft Project Gantt
Task Resource Project View Custom Add-Ins Team |
HIIERE: =
Team Assign  Resource Substitute Add Information Details g
Planner ~} Resources | Pool~ Resources | Resources 5e
View el signments Insert Properties
o Task . |Task Name - |Duration . |5tz
Mode
o = = Du an sach Microsoft Project 2010 172 days M
cua ICT24H 02
1o T * Hop v&i cdc bign tap vién 60.13days M
15 = = Mua lai 27 days M
16 | =3 B3 nhan dwoc ban thao lo days N
=
17 ?\ Cva rhiva RA Adune 17 Aawc KA

Lac nay ban s& thay c6 su thay doi ve thoi lugng lam viée cling nhu cua toan dy an.

2 Thigt k& vachudnbi  4wks Maon 18/10/10 Tue 16/11/10
tiép thi
= Hodan thanh k& hoach 0 days Tue 16/11/10 Tue 16/11/10
= = Khéri cong giai doan 8.33 days Wed 17/11/10 Mon 20/11/10
e < Phan phdi cdcban sao 2 days Wed 17/11/10 Thu 18/11/10
2 ‘@T Viét bai trén cic béo “3.33 days Thu18/11/10 Tue 23/11/10
tiép thi
L 2 Xay dyng cong théng 2 days Tue 23/11/10 Thu 25/11/10
tin gici thigu sach
trén website
= Khi déng chwrong 2 days Thu 25/11/10 Mon 29,/11/10
trinh truyén thang
cho sach

Mic dinh, tily chon effort-driven da bi vo hiéu hoa cho tit ca cac cong viéc ma ban tao trén

Microsoft Project. bPé thay ddi sy mac dinh nay, ban cé thé thuc hién cac budc sau:
Tai tab File, click Options.
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'
|ﬂ._“jlv|:‘_]v_'}|:

Advanced Tasks A_Start.mpp - Microsoft Project Gantt Chart Tools

Task Resource Project

View Custom Add-Ins Team Format

H Save

Save As

[ Open
L4 Close

Recent
Mew
Print

Save & Send

Help

Information About Advanced Tasks A_Start.mpp

Ch\Users\ICT24H\Desktophresource project 20000 Chapterld T\ Advanced Tasks A_Start.rr

P

Manage
Accounts

n

Organizer

Project Server Accounts
Mot connected to Project Server

Organize Global Template

Mowve project elements such as views, reports, and tables between 1
or between a local file and the global ternplate file,

Thi&t 1l3p trong Microsft

‘ 2] Options

ke Exit

Project 2618

Tai hop thoai Project Options, click tab Schedule.

Panh du chon vao New tasks are effort driven.
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General Show scheduling messages i
Show assignment units as a: | Percentage
Display [:]
[ I . i ) ) .
Schedule Scheduling options for this project: Eﬂ Projectl.mpp IZI
Proofing Mew tasks created: Auto Scheduled EI
Save Auto scheduled tasks scheduled on: | Project Start DateEl
Language Duration is entered in: Days [:]
Advanced Wark is entered in: Hours [:]
Default task type: Fixed Units |« |
Customize Ribbon
Mew tasks are effort driven i Tasks will always
Quick Access Toolbar [T &utolink inserted or moved tasks G show that schec
Add-ns Split in-progress tasks Mew scheduled 1
Update Manually Scheduled tasks when editing links |:| Keep task on nei
Trust Center Scheduled mode
Schedule Alerts Options: Ifﬂ Frojectl.mpp IZI
Show task schedule warnings
[] Show task schedule suggestions

Click OK va dong hop thoai Project Options.

HUGNG DAN cO BAN VE MICROSOFT PROJECT 2010 PROFESSIONAL - PHAN 16

O phan nay, ban sé lién két nguon lwc cong viéc va nguon chi phi cia cong viéc dé kiem

tra toan bg thoi lwgng va chi phi.

O chwong 3 ban da dugc st dung nguén chi phi dé dai dién cho van dé chi phi tai chinh cho
mdt cng viée ndo d6 trong du an. Tuy nhién ngudn chi phi nay van chua cé hidu luc va
khong anh huong gi dén thoi gian cong viéc.

Nguon chi phi c¢6 thé gom céc loai chi phi ma ban muon lam ngéan sach va theo doi véi muc
dich bao cao tai chinh.

Noi chung, cac chi phi danh cho cong viéc c6 thé phai tra gom:

* Luong cho nhén vién tinh theo chi phi trung binh trén m¢t don vi thoi gian va thoi
gian dé ho hoan thanh hét cong viéc (vi du mot nhan vién lam 1.500$/tuén thi chi phi ma ban
phai tra cho ho dé hoan thanh mét cong viée trong 2 tuan 1a 3.0003)

* Chi phi cho nguyén li€u, cac chi phi phat sinh nhu di lai, chi phi hdi nghi.

O phan nay, ban s& lién két ngudn luc cong viéc va ngudn chi phi cia cong viéc dé kiém
tra toan bo thoi lugng va chi phi.
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Click vao mot cong viéc.

Tai tab Resource, click Assign Resources trén nhém Assignments.

-
|E|' H ) - = |5 Advanced Tasks A_Start.mpp - Microsoft Project Gant
Task Resource Project View Custom Add-Ins Team |

Team Assign  Resource Substitute Add Information MNotes Details Leve
Planner~} Resources | Pool~ Resources | Resources Selection

View el signments Insert Properties
o Task . |Task Name - |Duration Stz
Mode
o = ~ D an sach Microsoft Project 2010 172 days M
cua ICT24H 02
1 o 2 * Hop v&i cac bién tap vién 60.13 days M
15 = = Mua lai 27 days M
16 | = B4 nhin dwoc ban thao lo days M
=

17 E\ Crva rhiva mAT Aoner 17 Aawe Y1

Tai hop thoai Assign Resource, chon mot dbi twong ngudn luc va click Assign.

s 7 -
% Pha mg : 1day Assign Resources —_— M
= Thiét k& va chudn bi  LEEW - — —

ti&p thi Task: Thi€t k& va chuan bi ti€p thi
. N ” E] Resource list options
=-::> Hodn thanh k& hoach 0 day
= = Khéi cong giai doan 8.334 | Fiter by:
= Phan phdicacbansac 2day|| [ | AlResources Mare Filters. ..
= Viét bai trén cacbdo  2.334)| [ Avaiiable to work | On
tigp thi
% s d Snz thé 2 d [ Add Resaources v]
Xay dwng con an a
. Y o & N E, £ ¥ Resources from Projectl.mpp
tin gidi thiéu sach
- A Pham Thanh Tung Assign
Resource Mame R/D Units Cost
- 3 v [Nguyen Ngoc Thudn 100% (%5,720.00
k€ vé chuan bi HiEp thi Duration: | 4.8 wks v [Pham Thanh Tang 50% i$2,200.00
Constraint 1 Bién t3p vién Replace...
181010 As 5 As Possibl J chiphid i
118/10f - 2 Soon As Possible | Lirang Trung Thanh Graph
:16/11/10 - Date: MA Nguyén Minh Tudn
- Tran Van Minh
(7 Baseline () Actual Priority: 500 =
-
=)
3 Hald down Ctrl and dick to select multiple resources

—

Tai hop thoai Assign Resources, tai cot Cost, ban sé& thiét 1ap chi phi khac, cu thé ¢ day 1a
chi phi di lai ma ban da tao trong chwong 3. Nhap chi phi.
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=
Assign Resources ﬁ

Task: Khai déng chuong trinh truyén thdng cho sach
3 Resource list options

Resources from Project 1.mpp

- %+ 5400 ~

L i Assign
Fesource Name R/D Units  [Cost (N

0 v | Tran Van Minh 100% 80,00 n Remove

] Bién tap vién
Chi phi di lai 5400 Replace...

1 Lutagng Trung Thanh

) MauyEn Minh Tudn Graph
MauyEn MNgoc Thudn
Pham Thanh Tang

Hold down Ctrl and dick to select multiple resaurces

Click Assign.

= Xay dwng cong thong 2 days Wed 10/11/10 Thuw 11/11/10 7
tin gidi thiéu sach
trén website

= Khi dong chuong 2 days Fri 12/11/10  Mon 15/11/10 8
trinh truyén théng
cho sach

Nguy&n Ngoc
Thuan

Tran Van Minh,Chi
phi di 12i[$400.00]

Thigt 1ap ngudn chi phi J

Click tab Project, tai nhém Properties, click Project Information
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-
| - = | Advanced Tasks A_Start.mpp - Microsoft Project Re
Task Resource Project View Custom Add-Ins Team
] — .'5::_ - — E
ui) ®(= H @ m 6 @
Subpraoject Project Custom Links Between 'WES Change Calculate Set P
Information JFields Projects Warking Time Project EBaseline~ Pn
Insert | Properties | Schedule
Resource Mame - |Grnup - |Max. * Peak - |Std_ Rate
B Group: No Value 1,800% 1,175%
20 Ban in thiy o/day 510
3 Bién tap vién 200% 150%  545.0
16 i lai 0%
i1 Dich vuin 100% 100% 50.0
2 Dich vu in mau 100% 100% 50.0
15 Dworng Trung Tan, 100% 0% :2,700.0C
17 HE Tang 100% 0% 522.0
Sau do6 click Statistics.
Project Information for ‘Advanced Tasks A_Startmpp' - - -
ro| rmation for “Advan as m
3 _ P = 4 -
Start date: * Currentdate: Mon 25/10/10
Finishdate: | Tue 27/11/12 | statusdate:  NA
Schedule from:  Project Start Date - Calendar: Standard
A&ll tasks begin as soon as possible. Priority: E

Enterprise Custom Fields
Depariment: |

Custom Field Mame

Value

Ban s€ théy 0 thong tin vé chi phi cua du an tai cot Cost, thoi lugng cia du an tai
cotDuration va thoi gian lam viéc tai cot Work.
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Néu ban ting ning suit 1am viéc cling nhu thiét 1ap nhiéu ddi twong cling lam mot cong
viéc thi chi phi s& ting nhung thoi gian hoan thanh du 4n s& dugc rat ngan.

- 1
Project Statistics for 'Projectl.mpp’ I&
Start Finish

Current Maon 18/10/10 Mon 1511710
Baseline MA MA
Actual MA MA
Variance 0d 0d

1 Duration Work Cost -

i Current 20d 209.33h 5782826 .
Baseline od Ch S0.00
Actual Od Oh 50.00
Remaining 20d 209.33h 57,828.26
Percent complete;
Duration: 0% Work: 0%

m J
Click Close dé dong hop thoai Project Statistics.

HUGNG DAN CO BAN VE MICROSOFT PROJECT 2010 PROFESSIONAL - PHAN 17

Ban c6 thé tao cac ghi chi cho cong viéc véi cac thong tin can thi€t. Vi du ban cé thé mé
ta chi tiet ve cong viéc va van muon giir tén cong viéc mot cach ngan gon. Co 3 loai ghi

chii: ghi chi cong viée, ghi chii ngudn Iwe va ghi chii phin cong.
Tao cac ghi chu cho cong viéce

Ban c6 thé tao cac ghi cha cho cong viéc vdi cac thong tin can thiét. Vi du ban c6 thé mo ta
chi tiét vé cong viéc va van muon giir tén cong viéc mot cach ngan gon.

C6 3 loai ghi chu: ghi cht cong viée, ghi chti ngudn luc va ghi cht phan cong. Ban c6 thé
nhap va xem lai cac ghi chu cong viéc tai hop thoai Task Information. Chirc nang ghi cha
trong Microsoft Project 2010 hd tro rong rai cac tiy chon tham chi ban c6 thé lién két hodc

luu trit mot hinh anh d6 hoa hodc céc loai tap tin khac trong ghi chu.

Céc siéu lién két (Hyperlink) cho phép ban két ndi ¢én mot cong viéc cu thé dé thém cac
thong tin bén ngoai vao dy an — chéng han mot tap tin khac, mot trang web....

beé bat dau nhép céac ghi chu cong viéc va lién két dén céc tai li€u thong tin quan trong vé mot
s0 cong vi€e, ban thuc hién cac budc sau:

Chon mot cong vigce.

-86-



Hwéng dan co ban vé Microsoft Project Professional 2010

Trén tab Task, tai nhom Properties, click Task Notes.

Tae cac ghi chd cho
céng wigc wdi Notes

%% Inspect ~ i o9 Summary ||s..:|N'5't'35

@ane i . Milestone Details
Task Information - -
ﬁ Mode ~ - F Deliverable 'EA::I::I to Timeline
Insert Properties

Tai hop thoai Task Information, tai tab Notes ban nhap ndi dung ghi chu.

il B
Task Information _ u

Generall Prede::essursl F‘.esuur::esl Advanced Motes |Custom Fieldsl

Mame: | Phan phdi cAc ban sao

Motes:

| Duration: E [ Estimated

i_éﬁ.r danh sach nguwdi nhan tlr nha béo, sap bao, nha sach

Help

Ok

|[ Cancel

|
||
|

Click OK. Biéu tuong ghi chi s& hién thi tai cong viéc ma ban vira tao ghi chi.

-87-



Huwéng dan co ban vé Microsoft Project Professional 2010

wom | g

W
ol ol gl gl ol

o

= Khéri cong giai doan

Hoan thanh ké hoach 0days
11 days?
Phén phdi cdcban sao 2 days
Viét bai trén cic bdo
tigp thi

Xay dyng cOng théng 1day?
tin gici thiéu sach

trén website

7 days

Kh&i déng chirong
trinh truyén thang
cho sach

1day?

Bigu tugng wudt hién sau khi

tac ghi chd che céng viéc

Click chudt phai vao mdt cong viéc va chon Hyperlink.

Tue 02/11/10 Tue 02/11/10
Wed 03/11/10 Wed 17/11/10
Wed 03/11/10 Thu 04/11/10
Fri05/11/10 Mon 15/11/10

Tue 16/11/10 Tue 16/11/10

Wed 17/11/10 Wed 17/11/10

Tai hop thoai Insert Hyperlink, nhap dong chit can hién thi.

Tai Address, nhap dia chi ban mudn cong viéc lién két dén.
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-

A=)

Insert Hyperlink
Link to: Text to display: [C8ng théng tin ICT24H|
Look in: | My Documents IZI
Existing File or
Web Page ., Camfasia Studio * Bookmark. .. |
Current | | Microsoft Press I
Folder
My Data Sources
Flace in This . My Stationeny L
Document Browsed | |. My Virtual Machines r
Pages . Mew folder
;D . Project —
Create Hew Recent o Visual Studio 2008
Document Files . Visual Studio 2010
1 Cloud computing B gidi phap ma nhd d6 ban cf theé 3o hda =
Address: http:/fpartal.ict24h.net/ |E|
E-mail Address
[ oK J [ Cance

Click OK. Luc nay, bén canh cong viéc s& hién thi biéu tugng siéu lién két (Hyperlink).

7 =
518 | S
9 =

Vi&t bai trén cic bdo
tiép thi

XAy deng cong théng 1 day?
tin gidi thigu sach

trén website

7 days Fri 05/11/10

Khé&i déng chwong
trinh truyén théng
cho sach

1day?

Bifu tugng sifu lién k&t (Hyperlink)

Click tab File. Click Project Information > Advanced Properties.
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’
|E],_qv|;uv|;

Resource

H Save
Save As
ﬁ Open
Ej"‘ Close

Recent

Mew

Print

Save & Send

Projectl.mpp - Microsoft Project

Project

P

Manage
Accounts

4

Organizer

View

Gan

Add-Ins Team

Information About Projectl.m...
ChUsers\ICT24H\Desktop'\Projectl . mpp

Project Server Accounts
Mot connected to Project Server

Organize Global Template

Move project elements such as
views, reports, and tables between
two local files, or between a local
file and the global ternplate file,

Chart Tools

Format

Tai Subject, nhap tén du 4n chang han Chién dich ra mit cudn sich méi

[ Project Information -

%Al

LR

Advanced Properties

View advanced and custom
properties of this project.

i

Project Statistics

See key statistics related to
your project,

FaToy Dare Ty
Last Modified Today
Project Calendar  Standard
Prinritw L]

Tai Author ban c6 thé nhap tén ngudi quan 1y du 4n hodic ngudi di thiét 1ap du 4n nay trén

Microsoft Project 2010.

Tai Company nhap tén ciia cong ty, to chirc dang thyc hién du an.
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.F' N
Frojectl.mpp Properties l ? i&,l
General | Summary | Statistics | Contents | Custom |
Title: Projectl.mpp
Subject: Chién dich ra m&t cufin sach mdi
Authaor: Mguyen Thuan|
Manager:

Company: |ICT29H

Category:
Keywords:

Comments:

Hyperlink
base:

|:| Save preview picture

[ 0K ] [ Cancel

Click OK dé déng hop thoai.

HUGONG DAN cO BAN VE MICROSOFT PROJECT 2010 PROFESSIONAL - PHAN 18

Microsoft Project 2010 hd tro' 3 loai ngudn Irc: » Nguon lwe cong viée: gdm con ngudi
va cac thiét bi 1am viéc dé hoan thanh cac cong viéc trong du an. » Ngudn chi phi dai
dién cho chi phi tai chinh lién quan dén cac cong viéc. * Ngudn nguyén liéu 12 ngudn ma

ban sir dung trong suét tién trinh cia duy 4n.
Microsoft Project 2010 hd trg 3 loai ngudn lyc. Gom cac ngudn lyc sau:

* Nguon lyc cong viée: gdm con nguoi va cac thiét bi lam viéc d€ hoan thanh céac cong
vige trong dy an.

« Nguon chi phi dai dién cho chi phi tai chinh lién quan dén cac cong viéc. Vi du nhu
chi phi giai tri, du lich, thiét bj ....

« Nguon nguyén liéu 1 nguén ma ban sir dung trong sudt tién trinh cia dy 4n. Vi du
v6i mot dy 4n xay dung ban can phai theo ddi sat thép hodc bé tong dugc sir dung trong sudt
du an.
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Trong chuong ndy ban s& duoc thiét 1ap cho ngudn cong viéc va chi phi. Vi ngudn tai
nguyén ban s& duoc huéng dan & nhiing chuong sau.

Quan 1y ngudn luc hiéu qua 1a mot trong nhitng wu diém ciia Microsoft Project 2010. Viéc
thiét 14p thong tin ngudn lyc trong du 4n rat quan trong, gitp ban co thé kiém soat va theo ddi
chi phi tai chinh, con ngudi trong du an.

Thiét 1ap nguon luc cong viée

Nguén luc cong viéc 1a con nguoi va cac thiét bi phuc vu cho cac cong viéc cua du an.
Microsoft Project tip trung vao 2 khia canh ctia ngudn luc cong viée: tinh sin sing va chi
phi. Tinh sin sang duoc xéac dinh khi cac ngudn luc ¢ thé lam trén nhitng cong viée duoc
dua ra trong du 4n va c¢6 bao nhiéu cong viéc ma ngudn luc ndy c6 thé 1am duoc, chi phi can
thiét cho ngudn lyc cong viéc 1a bao nhiéu?

Mot s0 vi du vé nguon lyc cong viéc nay:

Nguidn lre cong viéc Vi duy

Tén riéng Mguyén Thuin, Pham Thanh Tong, Luong
Trung Thanh
Tén chi¥c vu Bién tapvién, Tac gid, Chuyén gia

Cac ki nang (khi thiét 13p ngubn luc, ban co thé  Bién tdp cdc ban thao, nhdn vién danh may
khong can phai quan tdm dén tén riéng, chic

vu, chi c&n quan tdm dén cac Ki ndng)

Thiét bi M3y in, may cat gidy ...

Trong mot du 4n, khi ban thiét 1ap ngudn luc cho con nguoi va thiét bi ban can chii y dén cac
van dé vé lam viéc.

Vi du: mot nguoi ¢ thé 1am viée khoang 8 gid/ngay va khong quéa 12h/ngdy nhung cac
thiét bi c6 thé s& gap su ) chéng han bdo tri va s€ gidn doan cong viéc. Bén canh do, con
ngudi linh hoat hon cong viéc va ho diéu khién cac thiét bi.

Ban khong can phai theo doi tat ca cac thiét bi ma ban st dung trong du an nhung ban c6 thé
thiét 1ap cho céc thiét bi khi:

* Nhiéu nhom hodc ngudi can co6 thiét bi dé chuyén biét dé lam nhiing cong viéc khac
nhau cung mot luc.

« Ban mudn 1ap ké hoach va theo ddi chi phi lién quan dén thiét bi.

Hay xem xét nhitng van dé nay néu du an cua ban lién quan dén ngudn thiét bi.
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Microsoft Project cé thé gitip ban dua ra cac quyét dinh thong minh hon vé viéc quan Iy
ngudn luc cong viée ndy. Bén canh d6, Microsoft Project gitp ban giam sat cac chi phi vé tai
chinh.

Trong bai thuc hanh nay, ban tién hanh nhap tén ciia tirng nguwoi 1am viée trong du 4n.

Trén tab View, tai nhom Resource Views, click Resource Sheet.

-
|E|| lg -5 Projectl.mpp - Microsoft Project m— t Chart Tools
“Task Resource Project View Add-Ins Team Format

B E E* | ._=F1E5c|urce Usage = ‘%.LSGH:' & [Mo Highlight] = Time
: H - : 8 [ Resource Sheet - | 25 Outline ~ 7 [No Filter] - [arc
Task Team -
Usage ~ ﬂ* Planner = 8 Other Views - _ITTahles = [Mo Group] -
Task Views Resource Wiews Data
[1h]
E L L
TEJ- Start |
= Maon 18710710
o Task . |Task Name » Duration - |Start
Mode

Click vao 6 bén dudi cot Resource Name.

ﬂ |ResuurceName - |T1.rp-e * Material * |Initials -
Nguy&n Ngoc Thudn Work N

Pham Thanh Thng  Work P
Lwong Trung Thanh  Work L
Tran Van Minh Waork T
Mguy&n Minh Tudn  Work N
Bién tap vién Waorlk B

Nhép cac tén va nhan Enter. Tai cot Initials 13 cac chit cai dau tién cua tén.
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Resource Mame * Type * Material * | Initials * |Group  Max. - |_it|:|. Rate -
Nguy&n Ngoc Thudn Work M 100% 50.00/hr
Pham Thanh Tung  Work F 100% 50.00/hr
Lerong Trung Thanh  Waork L 100% 50.00/hr
Tran Van Minh Waork T 100% 50.00/hr
Nguyén Minh Tudn Work N 100% 50.00/hr
Bién tip vién Work B 100% 50.00/hr

Nang sufdt. Mac dinh

Nhap niang suat ciia nguon lue

Cot Max trén bang nguén luc dai dién cho ngué)n nang suét dé thuc hién cac cong viéc. Mac
dinh 13 100% ning suat nghia 14 lam viéc 100% thoi gian.

Resource Name ¥ | Type - Material * | Initials ¥ |[Group * (Max. -

Nguyén Ngoc Thuan Work N 100%

Pham Thanh Tung  Work P 50%
Lwrong Trung Thanh  Work L 100%
Tran Van Minh Work T 100%
Nguy&n Minh Tudn Waork N 100%
Bién tap vién Work B 400%

Déi voi ngudn luc ma ban thiét 1ap theo kiéu ki ning, ban co thé thiét 1ap gia tri cao hon,
chang han 800%. Piéu niy c6 nghia ban mong mudn 8 ngudi cé ki niang do6 s& lam viéc t6i da
100%.

Chon ddi twong can thiét 13p niing suit.

Nhap gia tri (don vi %) vao cac 6 thudc cot Max.
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Project Options
- 1 n - A =
General Calendar options for this project: @ Projectl.mpp |;|
Display Week starts on: Sunday EI
schedule Fiscal year starts in: | January EI
Use starting year for FY numbering
Praofing
Default start time: | 5:00 AWM El These times are assigned t¢
Saye B without specifying a time. |
Default end time: | 5:00 P EI the project calendar using
Language " Project tab in the ribbon.
Hours per day: a =
)| Advanced Hours per week: |40 =
| | -
Customize Ribbon Days per month: |20 i
Quick Access Toolbar schedule
Add-Ins 7] show scheduling messages (i
Trust Center Show assignment units as a: PercentageEI Thay d6i don vi ti 1& %
Scheduling options for this progEiddytl oll.mpp IEI
Mew tasks created: Manually ScheduledEI
Auto scheduled tasks scheduled on: | Project Start Date EI
Duration is entered in: Days EI
Wark is entered in: Hours El

Néu ban mudn nhéap don vi bang cach sb thap phan (0.5, 1, 4) thay vi str dung don vi %
(50%, 100%, 400%) ban co thé click Option tai tab File. Trén hop thoai Project Option tai
muc Show assignment units as a chon Decimal.

Source: http://www.imgroup.vn

Editor: www.facebook.com/philminhtran

Just for free and education !

Special thanks to imgroup.vn!
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