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Hudng dan st dung Microsoft Project 2003 Chuong trinh SEMLA

PHAN I: GIOT THIEU CHUNG MICROSOFT PROJECT

1. Khai niém chung va cac yéu cau cua Microsoft Project

Microsoft Project 1a mét chudng trinh chuyén dung dé quan ly cac du an, 1a chuong
trinh cé nhitng céng cu manh va thuén tién. Microsoft Project cé thé lam viéc véi nhiéu
ché& dd, nhiéu céng cu, chlrc ndng dé thuc hién cac thao tac tao 1ap va hiéu chinh trén du
an dong thdi tiét kiém thai gian va tién bac.

Muc dich cta Microsoft Project 2003 gom:
e T8 chirc 18p k& hoach va quan ly du an.
e Lén lich cong tac.
e Chi dinh cac tai nguyén va chi phi cho cac cong viéc trong du an.
e Diéu chinh k& hoach dé thich ‘ng vdi cac diéu kién rang budc.
e Chuén bi céc bdo biéu can thiét cho du an.

e Du tru cic tadc ddng dén tién dd cua du an khi xay ra nhitng thay ddi cé anh
hudng I6n dén du an.

e Xem xét lai du an dé ddi phé vdi cac tinh hudng ngdu nhién.
e Danh gia tai chinh chung cua du an.
e In &n cac bdo biéu phuc vu du an.
e Lam viéc va quan ly theo nhém.
e RUt kinh nghiém trong khi thuc hién du an.
DéE chay Microsoft Project 2003 phén ci'ng t&i thi€u clia may tinh la:
— BO vi xUrly 486 trg lén
- 16 Mb RAM
—  Window 9x
- 6 cling >100 Mb
Va can co cac phan mém sau:
— Phan mém Microsoft Project 2003
- B0 g0 tiéng Viét
2. Quan ly dv an la gi?

Quan ly du an la mét qud trinh 18p k& hoach, té chirc, theo ddi va quan ly cac céng
viéc va ngudn luc d&€ hoan thanh cdc muc tiéu dat ra véi nhiéu rang bubc vé thdi gian, chi
phi va tai nguyén. K& hoach cua du an cé thé chi 1a don gian, vi du nhu mot tdp hgp nhé
cac cdng viéc clung thdi gian bat dau va két thic, cling cd thé philic tap gdm hang nghin
cac cong viéc va tai nguyén vai chi phi hang ty dolla.

Hau hét cic du an déu cé nhitng diém chung bao gdm viéc phén chia du an thanh cac
cong viéc nhd dé dang quan ly, 1&p lich thuc hién cac cong viéc, trao ddi véi nhom va
theo doi cac tién trinh thuc hién cong viéc. Moi du an déu bao gém ba pha chinh sau:

— Lap k€& hoach du an
— Theo ddi cac thay ddi va quan ly du &n
— K&t thic du an.

Cac pha nay cang dudc thuc hién t6t bao nhiéu, kha nang thanh céng cla du an cang
nhiéu bay nhiéu.

http://www.semla.org.vn 1



Hudng dan st dung Microsoft Project 2003 Chuong trinh SEMLA

3. Cac nhan t6 chinh tao nén mot du an

Du &n chi cé thé thanh céng néu hiéu rd dugc 3 nhan t6 hinh thanh nén méi du an, dé
la:

— Thdi gian: Gdm thdi gian dé hoan thanh tirng cdng viéc trong mdi mét giai doan.

— Ngén sédch: Gém céac chi phi tai nguyén: nhén luc, thiét bi, nguyén vat liéu dé

hoan thanh cac cong viéc.

- Muc dich: Muc dich cla cac cdng viéc va k& hoach dé€ hoan thanh ching.

_Thdai gian, ngan sach va muc dich la chiéc kiéng ba chan dua du an dén thanh céng,
moi mot thanh phan déu cé anh hudng dén hai phan con lai. Ba thanh phan nay la rat
quan trong va truc ti€p anh hudng dén du an, méi quan hé gilta ba thanh phan nay la
khac nhau d6i véi moi du an va ndé quyét dinh téi nhitng van dé va cach thic thuc hién
du an.

4. Co sd dir liéu cua Microsoft Project 2003

La mot nha quan ly du an, sé& cd rat nhiéu cdng viéc dé lam. Vay thi Microsoft Project
cé thé gilp gi cho cdng viéc nay? Trudc hét, nd luu trir thdng tin chi tiét vé du an trong
cd s3 dif liéu va s dung cac théng tin nay dé tinh toan, theo ddi tién trinh, chi phi ctua du
an va cac thanh phan khac déng thgi tao ra mot ké hoach cho du an. Cang nhiéu théng
tin vé du an cung cap, du an cang dugc thuc hién chinh xac bay nhiéu.

Gi6ng nhu mdt bang tinh, Microsoft Project thé hién két qua ngay sau cac tinh toan.
Tuy nhién ké hoach cua du an sé khong dugc lap cho dén khi hoan thanh cac thong tin
quan trong cla cac cong Viéc.

Microsoft Project luu gilt théng tin nhap vao va théng tin né tinh toan trong cac trudng
nhu tén céng viéc hay khoang thdi gian thuc hién. Trong Microsoft Project, moi trudng
dugc thé hién trong mot cot.

5. Xem xét dir liéu can thiét

Ngudi st dung (NSD) c6 thé xem xét thdi gian két thic cua cac céng viéc trong hdm
nay, ngay mai NSD lai mudén xem xét chi phi cong viéc. Cd sé dit liéu du an chira dung
rat nhiéu théng tin nhung tai mét thdi di€m NSD c6 thé chi cdn moét phan théng tin. D&
lam dudc diéu Microsoft Project cung cdp mét s§ dang thé hién sau:

— Céc khung nhin: Thé hién mdt tdp con cua cac thdng tin da dugc dinh dang. Vi
du s d6 Gantt thé hién thdng tin vé cac cdng viéc.
— Cac bang: G6m cac thong tin dugc dinh nghia ngay ban dau.
— Cac théng tin chon loc: cho phép chon loc cac thong tin vé cong viéc hay tai
nguyeén.
6. Hé thong lich lam viéc cua Microsoft Project

Céch thirc Microsoft Project sir dung hé thdng thdi gian bat dau va két thic cadc cong
viéc nhu thé nao? Diéu nay dudc tinh toan theo cac nhan té nhu mdc d6 doc lap cua cong
viéc, cac rang budc lién quan, cac khoang thgi gian dut doan ciling nhu cac ngay nghi,
ngay le.

7. Mot so tir khoa trong Microsoft Project 2003
Task: Coéng viéc, nhiém vu

Duration: Thdgi gian thuc hién cong viéc

Start: Ngay bat dau

Finish: Ngay két thic

Predecessors: Cong viéc lam trudc

Successors: Cong viéc k€ tiép

Task list: Danh sach cac cong viéc

Resource: Tai nguyén hay nhan luc, may moc thuc hién cac cong viéc cua du an
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Hudng dan st dung Microsoft Project 2003 Chuong trinh SEMLA

Work: S8 gid cong dugc gan dé thuc hién céng viéc
Unit: Kha ndng lao dong cua tai nguyén

Milestone: Loai cong viéc dac biét (diém mdc) cd Duration=0, dung dé két thic cac giai
doan trong du an

Recurring Task: Cong viéc dinh ky, Iap di l1ap lai nhiéu lan theo chu ky trong thgi gian
thuc hién du an. Vi du cac budi hop giao ban dau tuan

Shedule: Lich trinh cta du an
Baseline: Theo ké hoach

Summary Task (Cong viéc tdm lugc): Cong viéc ma chdc nang duy nhat cta no la chla
dung va tém ludc thgi khoang, céng viéc va chi phi clia cac cong viéc khac.
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Hudng dan st dung Microsoft Project 2003 Chuong trinh SEMLA

PHAN II: TAO MOT DU AN

Thdi gian NSD xac dinh dudc rd muc dich cia du an va vach ra dudc cac giai doan
chinh cta du an cling chinh 1a 1Gc NSD can tao ra mot ké hoach cho du an.

Trudc hét, nhép va td chirc cic cdng viéc va khoang thdi gian dé€ thuc hién chdng. Sau
dé khdi tao nhan luc, thi€t bi, nguyén vat liéu va chi phi cho cac cong viéc. Véi nhitng
théng tin nay, Microsoft Project s€ tao ra mét ké hoach lam viéc, chi can kiém tra lai k&
hoach va diéu chinh khi can thiét. Phan nay sé hudng dan tao lap k& hoach du an.

Phan nay sé bao gbm cac bai sau day:

Bai 1: Thié€t lap mot du’ an mdi.

Bai 2: Cach thirc nh&p va t6 chirc cic céng viéc.

Bai 3: Thdi gian bt dau va thaoi gian két thic cong viéc.
Bai 4: Khdi tao tai nguyén, nhan luc cho céng viéc.

Bai 5: Xem xét hé thdng cong viéc

Bai 6: Xem va in bao céo
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Hudng dan st dung Microsoft Project 2003 Chuong trinh SEMLA

Bai 1: Thiét lap mot du an mgai

Budc dau tién dé tao k& hoach lam viéc la tao ra mot file dir liéu mdi, thiét 1ap thdi
gian bat dau, thdi gian két thic va nhap cac thdng tin chung vé du an. Sau khi hoc xong
bai nay, NSD sé cé mot file dir liéu Microsoft Project chfa dung tén du an, ngay du ki€n
bat dau, ngay du kién két thic, k€ hoach du an cling nhu cac théng tin khac vé du an.
Bai ndy gém cé 3 diém chinh sau:

— Tao mdi mot du an

— Nhap cac thong tin quan trong vé du an

— Thiét 1ap hé thong thdi gian trong du an
1. Tao méi 1 du an

Khi bt dau véi 1 du 4n mdi véi Microsoft Project, chi cé thé nhép thdi gian bat dau
hay thdi gian két thic ctia du an. Microsoft cling khuyén rang ching ta chi nhap thdi gian
bat ddu cla du an va dé tu chuong trinh tinh thdi diém két thdc sau khi d& nhép cac
thong tin vé thdi gian cua tirng cong viéc.

Bl Kkich nut New trén thanh cong cu hay trong menu File, chon New.

@ File | Edit Miew Insert Format Tools  Project  Collaborate %

: J|_’| New... Chrl+h
ool Open... Chrl+0
Pl =P

Save As...

o

@ ,!5 dg Save As Web Page...

Nut New . cb thé khéng h|en thi trén man hinh badi vi khéng du chd cho tat ca
cac nut. Kich nit More Buttons | -, sau do kich nit New E

B2 Trong hop thoai Project Information, nhép thdi gian bat dau hay két thuc tai muc
Start date hay Finish date cho du an, va sau do kich nut OK.

Project Information for, ‘Project? g

Skart dake: [M—j Current date: |28-I36—IZIE j
Finish date: |28-06-06 J Skatus date: |N.0. j
Schedule From: |Pr0ject Start Date = calendar: |Standard -
&ll tasks begin as soon as possible. Briority: IW:I
Enterprise Custom Figlds
-

Custom Field 1

Help | Statistics. .. | Ok, | Cancel |

B3 Kich nut save hay trong menu File, chon muc Save dé luu gilf thdng tin du an.
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Hudng dan st dung Microsoft Project 2003 Chuong trinh SEMLA

B microsoft Project - APO 2006-2007 Hational Component ¥ieti

@ File | Edit  Wiew Imsert  Format  Tools  Project Collaborate b

3 L1 Mew... Chrl-+HM
T [ Cpen... Chrl+0
I | Close
|H Save Ctrl+5
| Save online
Save fAs...

|4 Save AsWeb Page. ..
Save Workspace. ..

r.n, File Search...

B4 Trong muc File name , nhap tén du an, va sau d6 nhan nut Save.

e K
Save in: ]@' Desktop j @~ 'd, X Cii BB
. ID My Documents
i j [y Computer
My Recent W J ity Mebwork Places
LEEHEE @DDE Manager Meighborhood

. Charo
| Deskkop
Deskiop

= Tools =

[=ydac

|SIFinal Mational Database
(alink

[ Training For MEE-MIS

My Documents  |[Z5)Unused Deskkop Shortouts

o

My Computer

-

File narne: retailed workplan For May-June 2006 QDB .. ] Save |
My Mebwork, — —
Places Save as bypet [Project -] Cancel !

Cha y Co6 thé thay ddi théng tin v& du an bat c thdi diém nao b&ng cach chon muc
Project Information trén menu Project
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Hudng dan st dung Microsoft Project 2003

Chuong trinh SEMLA

@ File Edit ‘iew Insert Format  Tools | Project | Collaborake  Window Help  Adobe PC
H = o . g o
ARNER" Kis SF= BN A WEER - B PR e
- > 4 = E | Arial Eiltered For: All Tasks 2 E | Al Tasks
Group by Mo Group »
) WBS | Task Name WR3 ¢
Task Infarmation,,.  Shift+F2
1 |:|N11 KHUON KHO CHil : ;
| Project Information. ..
2 H111 Chinh sach, phap lu 3 noi tredng
3 H111.1 Rﬁ Sﬂﬁt tEII'Ig thé—~wmmm Oy P ll.l'.lvll.ll:ll. LTIl L L “‘ii tr“"ﬁ‘“g

2. Nhap cac thong tin quan trong cho du an

M&i mot du &n déu cé mot s6 thanh phan dic trung nhu cdc cdng viéc co lién quan,
mot s6 vudng méc sé gap phai khi thuc hién, ngudi thuc hién ching va muc dich cta du
an. P& c6 thé nhd va theo ddi dudc cac théng tin nay khi can thiét hdy thuc hién theo cac
budc sau

B1 Trén menu File, kich Properties, va sau do6 kich tab Summary .

File | Edit Yiew Insert Format  Tools  Projeck  Collaborate W
1 HMew... Chrl+
= Open... Chrl+0
Save As...
| Save As Web Page...
Page Setup...
&, Print Preview
= Print... P
| Properties
14, \APO 2006-2007 Mational Component Yietnamese. mpp
2\...\Deskkop\APO 2006-2007 Mational Component English. mpp
3. \General\DesktopiDetailed workplan. mpp
41...\GeneraliLocal Settings! TempiRardéDI1 7. 953PCC.mpp
¥

B2 Trong Tab Summary, nhap nhitng théng tin lién quan dén du an, nhu ngudi lap va
quan ly file du &n, muc dich clia du an, hay bét c( diéu gi cé thé gay khd khan trong
qua trinh thuc hién du an.
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Hudng dan st dung Microsoft Project 2003

Chuong trinh SEMLA

Workplan MEE-MIS Properties

General | Summary i.Statistics .Ccunl:ents .Custcum;

Title:

workplan MBE-MIS

Subject: I

Author:

|Iinh|:u;|

Manager: |

Campany':

| SEMLA

Category: |

kKewwards: |

Comments:

action plan for M&E-MIS in June-July

Hyperlink, |
hase:

|:| Save preview picture

l [ Cancel

B3 Kich nut OK.

3. Thiét Iap hé thong lich lam viéc cho du an

C6 thé thay dGi thai gian 1am viéc cta du an dé phan énh sé ngay cling nhu s6 gidg lam
viéc clla moi ngudi trong du an. Microsoft Project thiét 1dp mac dinh thgi gian lam viéc
cho du an tir thr 2 dén th(r 6, bat dau tir 8 gid sang dén 5 gid chiéu.

Cé thé xac dinh thdi gian nghi nhu cudi tuan va cac budi téi cling nhu ngay 1€ hay thdi

gian di nghi.

B1 Trén menu View, kich Gantt Chart.

L Microsoft Project - APO 2006-2007 National Compo

@ Fil=  Edit | ¥iew | Insert  Formak Froject ol
g an 5
RN K Calendar h | $|
T ] gontt chr I - 10 v|[
- Metwork Diagram e —
Task Usage
o £ J
Tracking Gankt
] = <
E Resource Graph H SACH V7
2 dt vd thé chét
Resource Sheek ,:, -
&8 e chinh sach,

http://www.semla.org.vn



Hudng dan st dung Microsoft Project 2003 Chuong trinh SEMLA

B2 Trén menu Tools, kich Change Working Time.

icrosoft Project - APOI2006-2007 National Component Yietnamese.mpp

]Eile Edit Wiew Insert Format | Toaols | Project  Collaborate  Window Help  Adobe PDF

._3 H “1 | = | _:L -f? | e Project Report Presentation 3 ] g | {.} | Mo Group - |
S 4 — o show- |wisl || Chanos Working Time. |] = = | All Tasks > = | =
€ fssign Resources...  Al+F10
o WES | Task Mame Tracking 4
= Macro 3
1 N11 KHUOHN KH -
2 H111 Chinh séch, BTS00 dai va méi trwéng dwoc ra soat va di
3 1114 Ra soat g Mdai vd mai trwdng
4 R& so4t c4c thil tuc hanh chink trong ik vue S5t dai va méi trudng

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

Change Working Time E]
Far: |Standaru:| (Project Calendar) j
Set working time for selected dateis)
Legend: Select Dakels): Set selected datels) bo:
{ June 2006 PN % se default
S ML T W :h 5 ; " Nonworking time
Monwarking " Mondefaulk waorking tirme
Edited working - ENREEERENEN Eromm; To
11 |12 |13 |14 |15 |16 |17 |8:I:II:IF'.I"~'1 |12:EIEIF‘T‘-"|
on this calendar:
18 |19 |20 |21 |22 |23 |24 |1:I:II:I P |5:EIEI PM

Edits to a day of
—! the week

25 |26 |27 J28 |29 (30 | |

g | | |

Help MEW, .. Cptions. ., | I | Cancel

e DE& thay ddi thdi gian lam viéc cua mdt ngay trong tuadn trong toan bd du an,
chon ngay can thay déi, sau d6 chon Iva chon Default Working Time va
chinh lai th@i gian lam viéc clia ngay dé. Vi du mudn ngay th& 6 hang tuan
déu két thac vao 4 gid chdng han.

e DE thay déi thdi gian lam viéc cua mdt s6 ngay, vi du nhu tir thir 3 dén th 6
déu lam viéc lic 9 gid, chi can kich chuot vao ngay th& 3, sau dé gilt phim
Shift va kich chudt dén th&r 6. Céng viéc tiép theo cla la thay ddi thdi gian
lam viéc cua nhitng ngay nay.

B4 Kich Nonworking time ddi v&i nhitng ngay nghi, hay Nondefault working time
dé thay d6i thdi gian lam viéc ciia mét ngay nao do.

B5 Kich OK.
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Hudng dan st dung Microsoft Project 2003 Chuong trinh SEMLA

Bai 2: Cach thirc nhdp va to chifc cac cdng viéc

DAau tién hay liét ké cac budc d€ hoan thanh du an, bdt dau vai tirng khdi cdng viéc va
chia nhé nhitng khéi cong viéc thanh nhitng khdi nhé hon. C&r nhu vay cho téi khi nd
dudgc chia thanh nhitng cdng viéc nhoé cé thé phan giao cu thé dugc. Cubi cing nhép cac
khoang thdi gian thiét Iap cho tirng cong viéc.

Sau khi hoan thanh bai nay, s& c6 mdt tdp hop cac céng viéc dudc td chirc mot cach
hé théng va thong tin chi ti€t vé nhitng cong viéc nay.

Bai nay cd 5 diém chinh sau:
— Nhap cong viéc va thdi gian thuc hién.
— Tao nhitng méc danh dau.
— Tao nhitng cong viéc dinh ky.
— Phan cap cong viéc.
— Hiéu chinh hé thGng cong viéc.
1. Nhap cac cong viéc va thgi gian thuc hién

Mot du &n 1a mot chudi nhitng céng viéc cé lién quan téi nhau. Mot cdng viéc sé& chiém
gilr mot khoang thdi gian va chiung sé dugc theo déi ti€n trinh thuc hién. Mot cong viéc
cb thé dudc thuc hién trong mét ngay hay nhiéu tuan.

Hay nhap cac cong viéc theo thr tv ma ching xay ra, sau dé udc tinh s6 thdi gian dé
thuc hién cong viéc do.
Cha y: Khéng nén nhap ngay bat dau va két thic trong céc trudng Start va Finish d6i
vdi moi cong viéc. Microsoft Project tinh toan thdi gian bat dau va thdgi gian két thic dua
trén moi quan hé gilra cac cong viéc, dua trén cac thong tin nhap vao. Phan nay sé dugc
noi ré trong bai sau.

B1 Trén menu View, kich Gantt Chart.

L4l Microsoft Project - AP 2006-2007 Mational Compo

If]j File  Edit | Wiew | Insert Format Tools  Project  Col

22 Calendar v | | o |
m Gantt Chart |TT|[
- Metwark Diagram I

ét vd thé ché

Resource Shest T "
e chinh sach,

o Task Usage
Tracking Gantt
1 - o
|:I Resource Graph H SACH V2
2
3

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

WHBS  |Task Mame Duration Start Finish
|BM 1 The SEMLA LFA updated and approved by all stakeholders . & days | 28-02-2006 07-03-200
Upclate LF A according to revised SPO 1 day 25-02-2006 25-02-20
LFA& zent to MPME for approsal O days 25-02-2006 25-02-20
LFA approved adays 01 -03-2006 O7-03-20
BM2  SPO 2006-2009 for the national and provincial components 50 days 06-02-2006 14-04-200

Microsoft Project tu dong nhap thgi gian udc tinh cho cong viéc la mot ngay cung vdi
dau ?
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Hudng dan st dung Microsoft Project 2003 Chuong trinh SEMLA

B3 Trong c6t Duration, nhap thdi gian thuc hién cong viéc theo thang, tuan, ngay, gid
hay phat. C6 thé st dung cac diu tat sau:

thang = mo
tuan = w
ngay = d
gid = h
phut = m

Cha y: DE chira day Ia thdi gian udc tinh, dadnh thém d&u haéi sau khoang thdi gian
thuc hién.

B4 Nhan phim ENTER.

Cha y: C6 thé thém mdt chi thich cho mdi céng viéc. Trong coét Task Name , chon tén
cong viéc can thém chu thich, sau dé kich nit Task Notes . Nhap thong tin chu thich
trong hop thoai Notes, sau dé kich nat OK. Nat Task Notes trén thanh cong cu cé
thé khéng dudc hién thi do khéng du chd. Kich nit More Buttons - , and then click
Task Notes dé hién thi.
2. Tao moc du an (milstones)

Tao moc du an la mot viéc rat cé y nghia trong ké hoach thuc hién du an, vi du nhu
viéc hoan thanh mét pha chinh cia du an, bao cdo thanh qua hoac mot su kién danh dau
két thuc 1 cébng viéc. Khi nhap khoang thdi gian cho 1 cong viéc la 0 ngay Microsoft

Project thé& hién 1 biéu tugng méc du an # trén biéu d® Gantt tai thdi gian bt dau cdng
viéc.

B1 Trong c6t Duration cla cong viéc can tao méc nhap 0 .

B2 Nhan phim ENTER.

Cha y: D& hién thi tat ca cdc diém méc trong khung nhin, chon ki€u hién thj trong
danh sach 13 Milestones. D& hién thi lai toan bd cac cong viéc trong du &n, chon All
task trong danh sach kiéu hién thi.

ida B b = Shaw ~ | Arial
9. Programme Management -~
Completed Tasks
a8 \WBS TaskMame Cost Greater Than,., Start Finigh
Cost Owerbudget
1 -BM 1  The SEMLA LFA updated and approved by all stakeholders Createl,d After... 3 28-02-2006 07-03-200
Critical
) | LF& sent to NPMB for approval Date Range... E 258-02-2008 25-02-20
5 BM 2 | SPO 2006-2009 for the national and provincial components In Progress Tasks ] 06-02-2006 14-04-200
. Incomplete Tasks
B Revision of SPO 2006-2009 Late/Overbudget Tasks Assigned To.., [ 06-02-2006 10-03-200
] Submit reviged SPOs to PO Linked Fields E 17-02-2006 17-02-20
11 MPMB meeting for finalising SPO (if necessary) ] 24-02-2008 24.02-20
14 Final PO submitted to MPWME 0 days 10-03-2006 10-03-20
32 BM5  Programme Impl ation M 1d ped 102 day's 26-12-2005 16-05-201
4 BM 5.2 Financial Management Guidelines 66 days 16-01-2006 17-04-200
42 Revision of Finarcial Management Gaidelines 30 days T6-07-2006 09-03-20
487 FMG submitted to Sida and NPMB 0 days 15-02-2006 15-02-20
64 \“; BM 5.3 Procurement Guidelines 0 days 02-01-2006 21-04-200

3. Tao cac cong viéc dinh ky

Cong viéc dinh ky 1a nhitng cdng viéc thudng xuyén 1&p di I3p lai, vi du nhu 1 budi hop
giao ban th(r hai hang tuan. Cong viéc dinh ky cé thé xay ra hang ngay, hang tuan, hang
thang hay hang ndm. Cé thé xac dinh khoang thdi gian thuc hién ddi véi méi 1an céng
viéc xuat hién hay thdgi gian nao nd sé xay ra.
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B1 Trong cot Task Name, chon ngi mu6n cong viéc dinh ky xay ra

B2 Trong menu Insert, chon Recurring Task.

Lﬁj File Edit Miew | Insert | Formak Tools  Project  Collaborate Window

LB RS Mew Task Ins 3

E'rﬂ' SN
P@ 9 =

s

s
= g5

HE

Recurting Task. .., | 0 - |I u |

Project...

o g Colurmn,.
3','_!:, Hyperlink. ..  CrrlHk ] ) )
I XL v SACH VA LUAT PHAP

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

Recurring Task Information

Task Mame: |'I.I'I.I'EEkl§.-' meeting CTa & MPD| Durakion: |1d il
Fecurrence patbern

€ Daily |every j week on:

% Weekly

O Monthly | T Sunday [ Monday [ Tuesday [ wednesday
 Yearly [T Thursday [ Friday [ Saturday
Range of recurrence

Skart; |E|1-E|1-2E||36 j i End after: |E| OCCUFrENCES

& End by: | 11-07-z006 -
Calendar for scheduling this task,
Calendar: IN.;.nE j i

Help (] 4 | Cancel |

B4 Trong phan Duration, nhap thdi gian thuc hién cdng viéc moi khi céng viéc xay ra.

B5 Dudi Recurrence pattern, kich Daily, Weekly, Monthly, hay Yearly dé chon kiéu
xudt hién cua cong viéc theo hang ngay, hang tuan, hang thang hay hang nam.

B6 Phia bén phai Daily, Weekly, Monthly, hay Yearly, xac dinh tan xuat cong viéc
xay ra. Vi du néu nhu mot cong viéc dinh ky xuat hién vao th hai hang tuan.

B7 Dudi Range of recurrence, nhap ngay bat ddu va sau dé chon ngay két thic sau
mot so lan xay ra (muc End After) hay cong viéc sé dudc két thuc vao thdi gian nao
(End By).

e NEu chon End after, chon sé lan cong viéc xay ra.
e Néu chon End by, nhap ngay mudn cong viéc nay két thuc.

B8 Nhép OK dé dong y.
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Cha y: D& xem t4t ca cac phan cla céng viéc dinh ky, kich vao ddu + gan cdng viéc
dinh ky.

4. Phan cap cac cong viéc

Viéc phan cép gilp t6 chirc cac céng viéc thanh nhitng khdi dé& dang quan ly, cac cong
viéc dudc tao thanh mét hé théng phan c8p, céng viéc nay cé thé 1a c8p con cla céng
viéc khac nhung cling cé thé 1a cdp cha cua mot sd cdng viéc. Thdi gian bat dau va két
thic mot céng viéc cha dudc tinh theo thdi gian bat dadu s6m nhat va thai gian két thic
mudn nhat clia cac cong viéc con cua no.

D& t6 chirc theo ché dd phan cp, s dung cac nit sau:

nr

IC_:é“T thap han |CEaT cao han

Hién thi cac cong viéc con EI Khéng hién thi cac cong viéc con EI

Hién thi tat ca cac cong viéc con IEI

B1 Trén menu View, chon s do Gantt.

B2 Chon cong viéc ma NSD muén né tréd thanh céng viéc con cua cong viéc phia trén
no.

B3 Kich nat EI Cong viéc nay sé tré thanh céng viéc con.

Cha y: Cé thé chuyén ddi cdp cla cdng viéc badng cach dat chudt vao phan dau tén coéng
viéc mudn chuyén, khi con tré chuyén sang hinh mii tén hai chiéu c6 thé kéo ra ngoai
hay vao trong tuy theo cdp cua cong Viéc.

5. Hiéu chinh danh sach cac cong viéc

Ngay khi tao danh sach céng viéc, cé thé chia nhitng céng viéc 18n thanh nhiéu cdng
viéc con va sdp xép lai. NSD c6 thé mubn sao chép, xod hay di chuyén cac cong viéc
trong du an.

B1 Trong cdt ID, chon cdng viéc mudn sao chép, xod hay di chuyén

e D& chon mét hang, kich vao s8 ID.
e DE chon mdt s6 céng viéc lién ké nhau, dat chudt vao cong viéc dau, gilr
phim Shift va sau do kéo chuot dén cong viéc cudi.
e DE& chon nhitng cdng viéc khéng lién k& nhau, d3t chudt vao mét céng viéc
nao dd, sau do gilr phim Ctrl va kich chubt vao cac céng viéc can thay doi.

B2 Sao chép, di chuyén, hay xod coéng viéc.

e DE sao chép cdng viéc, kich nit Copy. trén thanh céng cu hodc cd thé
vao menu Edit, chon Copy Cell.
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Chuong trinh SEMLA

@ Eile | Edit | Wiew Insert  Format
BV Can't Undo  Chrl+Z 8
T & cutcel crly |
—| 23 Copy Cel k4 _l
| r Copy Picture, .. I

e DE& di chuyén cdng viéc, kich nat Cut. trén thanh céng cu hodc co thé vao

menu Edit, chon Cut Cell.

@ File | Edit | Miew  Inserk  Format
j 2! Can't Undo Chrl+Z _.
" P =
S |,,¢ ut Cell Chrl+
= Copy Cell Chl+C [
. 4 Copy Picture... I

e DE x0a cdng viéc, trong menu

Edit, chon Delete .

@ File | Edit | Yiew Insert Format
J = Can't Undo  Chrl+2
fa oo | Paste Chrlew |
Fill L
4 Clear |
| Delete Task
] 3
e Link Tasks  Chrl+F2
2 h
3 |98 Spit Task 4
4 &4 Eind... Chl4F &
5 % 3

B3 DE di chuyén nhitng céng viéc da lua chon, chon ndi mudn di chuyén téi.

B4 Kich nut Paste . Trén thanh cong cu hay trong menu Edit, chon Paste.

@ File | Edit | Wiew Insert  Formak
B ._.f-" Can't Undo  CrkrH-2 -
a5 | & Cutcel Crl+x |

=4 Copy Cel Chrl4-iC
4 Copy Picture, .. I

|2 paste Chrl+v

1

Paste Special... j

Cha y: D& thém mdi mot cdng viéc vao gilta nhitng cong viéc da ton tai, kich vao mot
s6 ID nao ddé va nhan phim INSERT. C6t ID clia cac céng viéc phia sau sé tu dong cap

nhép lai sau khi thém mdi mot cong viéc.
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Bai 3: Thdi gian bat dau va thdi gian két thic cong viéc

Ngay sau khi tao va phan cdp danh sach céc cdng viéc |a thdi diém xac dinh méi quan
hé gilra cac cong viéc va thgi gian thuc hién chidng. Cac mdi lién hé gilta cac céng viéc
dudc thé hién bang cac dudng két ndi. Microsoft tu déng quyét dinh thdi di€ém bat dau va
thdi diém két thic cho moi cong viéc néu ching cé lién quan tdi cdng viéc khac. DG véi
nhitng cdng viéc thuc hién mot cach dbc 1ap, phai tu xac dinh thdi diém bat dau va két
thlc cong viéc do.

Mot ddc diém thudn Igi cta nhitng cdng viéc cd lién két véi cong viéc khac 1a bat cl
khi thdi gian thuc hién 1 c6ng viéc thay ddi, thdi gian thuc hién clia cac céng viéc cd lién
quan ciling thay d6i theo. C6 thé thay déi hé théng k& hoach cac céng viéc béng cach s
dung cac rang budc, cac céng viéc géi Ién nhau hay cac cong viéc bi ngat quang.

Bai nay gdom 5 diém chinh sau:

— Thiét 1ap ma&i quan hé gilta cac cong viéc.

— Cac cbng viéc gbi chdong 1én nhau va cac cong viéc ngat quang.
— Thdi gian bat dau va két thic cia mot cong viéc.

— Xac dinh han cudi cung cho 1 c6ng viéc.

— Chia mot cong viéc thanh nhiéu phan.

1. Thiét 1ap moi quan hé giira cac cong viéc

DE thiét 1ap mdi quan hé gilta cac cong viéc, ching ta si dung cac dudng két ndi.
Trudc hét, chon nhitng cdng viéc cé lién quan, két ndi ching va sau d6 cé thé thay doi
ki€u két ndi. Céng viéc cd ngay bat dau va két thic phu thudc vao céng viéc khac goi la
cbng viéc k€ tiép. Cong viéc ma cbng viéc ké ti€p phu thubc vao goi la céng viéc lam
trudc. Vi du sau sé chi ré cho thay méi quan hé gilta cac cong viéc, néu thiét 1ap mai
quan hé gilfa 2 cong viéc la treo dong ho va son tudng thi cong viéc san tudng sé la cong
viéc lam trudc, cong viéc treo déng ho sé la cong viéc k€ tiép.

Sau khi cac cdng viéc dudgc thiét 1ap mdi quan hé, viéc thay d6i thdi gian bat dau cling
nhu két thdc clua cac cong viéc lam trudc sé anh hudng dén thgi gian thuc hién cua cac
céng viéc ké ti€p. Microsoft Project mac dinh d& quan hé két thic- bat dau (Finish- to-
Start) khi tao cac lién két gilta cac cong viéc. Trong nhiéu trudng hgp, méi quan hé gilra
cac cdng viéc khéng phai nhu vay, cé thé thay d6i kiéu lién két nay theo cac dang sau dé
phu hgp v8i mo6 hinh du an: bat dau - bat dau (Start- to- Start), két thic- két thic
(Finish- to-Finish), bat dau - két thic (Start- to- Finish)

B1 Trén menu View, chon s do Gantt.

B2 Trong cot Task Name, chon hai hay nhiéu cong viéc muodn lién két véi nhau.
DE lién két cac cong viéc lién tiép nhau, gilr phim Shift, va sau dé kich chudt vao

cong viéc dau tién va cong viéc cudi.

DE lién két cac céng viéc cach xa nhau, gilt phim CTRL,va sau d6 chon nhiing

cong viéc muodn lién két v8i nhau theo th( tu cong viéc nao chon trudc sé€ la cong
viéc lam trudc, cong viéc nao chon sau s€ la cong viéc k€ tiép.

B3 Kich nut Link Tasks .

B4 Dé thay d6i kiéu lién két, kich dup vao dudng lié két gilta 2 cdng viéc dang mudn
thay doi.
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Double-click here

Mot hop thoai Task Dependency xuat hién

Task Dependency @

From: Update 1st draft SPO according comments From MPME,

Ta: Consolidate and finalise final SPC with Dept of Planning 2

Tvpe: inis Stark (F5) Lag: |0d il

Finish-to-Start (F3)

Start-ta-Start (55) Cancel
Finish-to-Finish (FF)

ucted  |<part-to-Finish (5F) 10-02-2006 | 2

i Maone) 10-02-2006 &

B5 Trong hdp liét ké Type, chon kiéu lién két, sau d6 kich OK.

Cha y: Dé& huy bé lién két gilta cac c6niéc, chon cac cong viéc mudn huy trong cot
Task Name, va kich nat Unlink Tasks . Céc cdng viéc nay sé dudc sdp x&p lai dua
trén nhitng lién két va cac rang budc con ton tai .
2. Cac cong viéc goi chong Ién nhau

Sau khi cac cobng viéc da dugc lién két vai nhau, co6 thé gbi chdng hay thém mét
khoang tré thdi gian gilta 2 céng viéc. Trong Microsoft Project, cé thé nhdp khoang thdi
gian gbi chdng hay thdgi gian ngat quang ddi vai cac cong viéc cd lién két.

B1 Trong cot Task Name, chon cong viéc muon thém thdi gian goi chong hay thdi gian

tré,(déy la nhitng cong viéc k€& ti€p), va sau do kich nut Task Information. Co
thé thuc hién thao tac trén bang cach chon cbng viéc va trong menu Project, chon
muc Task Information

File Edit \Wew Insett Format  Tools | Projeck | Collaborate  Window  Help

- Lt - £
=N KW= e A WEE “ I Eu P i
3 # =t shows | arial Filtered for: all Tasks »

p—— - e G by Mo k|
R4 =0k tang thé chinh ARy e
) WBS | Task MName HiB5 4
== Task Information..,  Shift+F2
1 N11 KHUON KHO CHIN . i
Projeck Information. .

2 H111 Chinh sach, phap u; 32 n
3 HAAA A | R4 endt tann thd = i

B2 HO6p thoai Task Information hién |én, Kich Tab Predecessors.
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Task Information

General

Predecessors Resources Advanced l Mokes

]

0

Marme; |F'.F‘O warkshop

Predecessors:

Task Mame
Drafting APQ guidelines 2006-2007

Curation: | 0d :I [ Estimated

Type
Finish-to-Skart (F3)

l Custom Figlds l

Lag
0d

PROGRAMME MAMNAGEMENT
Drafting APC guidelines 2006-2007
APD planning

| Components develop APOs

T4 trips to provinces to support APO planning
Ba Ria - Yung Tau

1Binh Dinh

rghe an
Ha Giang
Identification of T4 demand from component

-

[ o ]

Cancel

B3 Trong cdt Lag, nhap thdi gian g6i chong hay thdi gian tré,

e Nhap thagi gian goi chong theo s6 am (vi du, -2d cho 2 ngay gdi chong)

e Nhap thdi gian tré theo s6 duong.

B4 Kich nut OK.

Cha y: Dé nhanh chéng dua thdi gian x&p chdng hay thdi gian tré cho mot cong viéc ké
ti€p, kich dup vao dudng két ndi gilta cong viéc dé va cdng viéc lam trudc Gantt Chart,
va sau do nhap thdi gian g6i chéng hay thdi gian tré trong hop thoai Task Dependency.
3. Thiét 1ap thdi gian bat dau va thdi gian két thic chia cdng viéc

C6 thé 14p k& hoach thuc hién céc céng viéc hiéu qua béng cdch nhdp khoang thdi
gian, tao cdc lién két gilra cac cdng viéc va sau d6 dé Microsoft Project tinh toan thdi gian
bat dau va két thlc cho cac cong viéc cd lién quan. Tuy nhién phai xac dinh thgi gian bat
dau va thdgi gian két thac cho moét s6 cong viéc.

Nhitng rang bubc vé thdi gian bat dau hay két thiac déi véi moét cong viéc dudc goi la

nhitng rang budc cirng. Do Microsoft tinh toan hé théng k& hoach dua ca trén nhitng rang
bubc nay do dd chi sir dung khi céng viéc bi rang budc vé thdi gian bat dau hay két thuc.

B1 Trong cot Task Name, chon c

sau do kich

Task Information.

B2 Chon Tab Advanced.

dng viéc mudn xac dinh thdi diém bit dau va két thdc,

B3 Trong hop thoai Task Information , muc Constraint type, chon kiéu rang budc.
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Task Information

X]

Genetal l Predecessors l Resources Advanced l Mokes l Cuskom Figlds l

Conskrain task,

Marme: |Final APO guideling sent ko components  Duration; | 0d j I Estimated

Deadline: I M j
S| <At Mo Eatlier Than Constraint date:  [0S-05-2006 j
&5 Lake As Possible
A= Soon As Possible
Task type: Firish Mo Earlier Than W Effort driven
Finish Mo Laker Than
Eolbrd; Must. Finish On i
WES code: Musk Skark On

Earned walue method;| Start Mo Later Than

¥ Mark bask as milestone

Help

K, I Zancel

4  Chon ngay trong Constraint date, va kich OK.

Ch

[ =)

y: Sau day |a bang liét ké cac kiéu rang budc:

Ki€u rang buéc

Y nghia

As soon as possible

Cong viéc khbéng bi rang budc

As Late as possible

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

Finish No Earlier than

Cong viéc phai két thidc sau ngay thang chi
dinh.

Finish No Later than

Cong viéc phai két thdc vao ngay hodac som
hon ngay thang chi dinh.

Must Finish On

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

Must Start On

Cong viéc phai két thuc vao ngay thang da
dinh

Start No Earlier than

Céng viéc bat dau vao ngay thang hodc mudn
hon ngay thang chi dinh.

Start No Later than

Céng viéc phai bat dau trudc ngay thang chi
dinh.

4. Xac dinh han cudi cho 1 cong viéc

Khi thiét 18p mdt han cudi cho 1 céng viéc, Microssoft Project s& thé hién mét ddu hiéu
thong bao néu cong viéc trong ké hoach la két thuc sau thdi han cudi.
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=] (:'E_; Plannine weork=hoe 1 day? 24-03-2006 24-05-2006 10% Warkshop
[®]] This task has a 'Finish Mo Later Than' Horizon he
| constraint on 24-05-2006, he Office Odays 26-05-2006 26-05-2005 0%
+Zs Motes: “Workshop in Horizon hotel e 5days| 26-05-2006 01-06-2006 0%,
) This task finishes on 24-05-2006 14 days 01-06-2006 21-06-2006 0%
. wihich is later than its Deadline on _I
i 3 O5-2006 bproval of APC| O days 01-06-20068 01-06-2006 0%
EL| Programme AFPC finalzed 1 day 05-06-2006 05-06-2006 0%

Viéc thiét 1ap mot han dinh cho 1 cong viéc khong anh hudng nhiéu dén ké hoach cong
viéc vé. DO la cach Microsoft Project thdng bdo cho biét rang cdng viéc dé s& két thuc
ma vugt qua thdi gian han dinh d& c6 thé diéu chinh k& hoach hgp ly hon.

B1 Trén menu View, chon khung nhin Gantt.

B2 Trong cot Task Name, chon cong viéc mudn thié€t |[ap han dinh thdi gian.

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

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

5. Chia mot cong viéc thanh nhitrng phan nho

C6 thé chia nhé mdt cong viéec néu thdi gian cho céng viéc bi ngdt quang. Diéu nay rat
co ich, vi du s€ cé thgi gian tam thgi dirng cong viéc dang lam dé chuyén sang mot céng
viéc khac. Cé thé chia mdt cdng viéc thanh nhiéu phan néu can thiét.

Ciing phai chl y thém rang viéc chia nhd 1 céng viéc thanh nhiéu phan khdng giéng
nhu nhitng cong viéc dinh ky da dugc biét trong nhitng bai trudc.

Split

B1 Trén menu View, chon khung nhin Gantt .

B2 kich nat Split Task hay trong menu Edit chon muc Split Task.

@ File | Edit | Wiew Insert Forme
RN
P a o [ Paste Chrl+y
Fill 3
[ Clear 3
Delete Task
;_ = Link Tasks  Chrl+Fz2
5 =@ sSpit Task
4 &4 Find... Chtl+F
3 ¥
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B3 Trén thanh ngang biéu dién cong viéc, kich vao ngay mudn chia cong viéc, sau doé
kéo phan con lai téi ngay muén céng viéc lai bat dau ti€p tuc

Cha y C6 thé ghép lai cadc phan bang cach kéo cac phan cdng viéc cham vao nhau.
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Bai 4: Khdi tao tai nguyén, nhan luc cho cong viéc

Khdi tao tai nguyén cho cac céng viéc trong du an dé:
— Theo doi mlc d6 su dung tai nguyén trong du an
— Theo doi dudc chi phi cho tai nguyén
Bai nay bao gém céc diém chinh sau:
1. Tao danh sach cac tai nguyén
Thay déi thdi gian Iam viéc cho nhan vién hay mady mdc
Khdi tao cac tai nguyén cho cong viéc

Stra d6i khoang thdi gian thuc hién cong viéc

v AWwN

Kiém tra hiéu chinh viéc khdi tao tai nguyén

1. Tao danh sach tai nguyén

C6 thé sir dung khung nhin Resource Sheet trong Microsoft Project dé tao mét danh
sach cac tai nguyén sif dung trong du an nhu nhan cong, thiét bi, nguyén vat liéu. Cac tai
nguyén bao gom tai nguyén cong viéc va tai nguyén vat liéu.

B1 Trén menu View, chon khung nhin Resource Sheet.

File Edit | Wew | Insert  Formak  Tools

e L'E‘ “3 Calendar

— __. Gantt Chart

Metwaork Diagram

= = | Task Usage
o L4 d
Tracking Gankt

—

Resource Graph

Resource Sheet

B L k2

Resource Usage

B2 Trén menu View, chi téi Table, va sau dé kich Entry.
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Wiew | Inserk Format  Tools  Project  Collaborate W
Calendar i
Ganktt Chart B 7 U
Metwork Diagram
Ul s _Unitz | Peak | Std. Rate
Tracking Gankt 200%
Resource Graph 100% 0%  $0.00hr
100% 100% F0.00Mr
Resource Sheet
200%
OIS T 100% 0% $0.00hr
Mare Yiews. .. 100% |100% $0.00hr
| Table: Summary » | Cost
& Reports... | Entry
Toolbars b Hyvperlink
Yigw Bar Surnmary
Header and Footer. .. Lsage
Wik,
Dept. LRES LA Maore Tables., ..

B3 Trong cot Resource Name, danh tén tai nguyén.

a Resource Name Type Material Label | Initials
DE Group: Ho Value
26 | Sida Work 5
43 104 Wark International Organisation Management Advizer
52 Wen Wiark Azziztart Chief Advizer
3 Ynizeo Wiark W
76 Anng Wark A
7| Provinces Wiork P

B4 DE chi dinh nhdm tai nguyén, trong cét Group, danh tén nhém.

g5 Trong cot Type, xac dinh kiéu tai nguyén

B6 Vd&i mdi mot kiéu tai nguyén cdng viéc (ngudi va may maoc, thiét bi), nhap don vi tai

c6t Max. Vdi ki€u tai nguyén nay don vi s dung dudc tinh theo ty I& phan trém cua
gia tri max. Vi du, nhap 100% cé nghia la thGi gian s& dung toan b6 thgi gian lam

viéc d6i véi moi tai nguyén nao do.
Chay:

e Nhdm tai nguyén dudc dung dé sdp xé&p, loc hay nhédm céac cong viéc, vi du nhu cé
thé xem danh sach cac can bo cia moét nhdm chuyén dé nao dé.
e Khong thé khdi tao nhom tai nguyén cho 1 cong viéc nao do

2. Thay ddi thdi gian lam viéc cho nhan vién

C6 thé dinh nghia thdi gian lam viéc cho mdt nhan vién nao dé dé thich ¢’ng véi du an.
Lay mot vi du rat don gian nhu sau, mot nhan vién A cé thdi gian nghi tai thang 6 nhung
nhéan vién B lai 1a thang 7 vi vdy can phai cd nhitng thdi gian bi€u khac nhau ddi vdi tirng
nhan vién.
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B1 Trén menu View, chon Resource Sheet, va sau dé chon tai nguyén mudn thay doi
thdgi gian lam viéc.

File Edit | Wiew | Insert Formak  Tools

,__,': |.'E‘ “:} Calendar

2 4 __. Gantt Chart

Metwaork Diagram

= = | Task Usage
o 4 d
Tracking Gankt

—

Resource Graph

Resource Sheet

= L] k2

Resource Usage

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

@ File Edit Wew Insert  Format  Tools | Project | Collaborate wWindow Help &
2 L omy | | g
J_.?'H _-lj'r_},?l | " 2ort k
4 e Show = | Arial Eilkered for: All Resources 3
Group by Resource Grou 3
Yen o E
(1] Resource Mame WhS '_
E Group: Ho Yalue =3 Resource Information...  Shift+F2
26 i 1
& fede Praoject Information. .
I 2

45 3
—_— w
32 - Yen 7 T e TR TR T

B3 Trong Tab Resource Information, tai hé thong lich lam viéc, chon ngay mudn thay
doi.
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Resource Information

General "-"'-"Drkll'lngmE Cnosks Mokes l Cuskom Fields l

Resource Mame; |VEI‘| Base calendar; |Stanu:|ar|:| j

Set working time for selecked datels)

Legend: Seleck Daterls): Set selected datels) bo;
e June 2006 A % Use defaulk
=l o R ' :h g ; £ Monwarking tirme
" Mondefault working time
4 5 G 7 g 9 |10
Fran: To:
11 Hm 14 [15 [16 |17 [5:00 Am | 12:00 PM
On this calendar:
18 119 |20 |2 |22 |23 |24 |1:I:II:I PM |5:EIEI P

Edits bo a daw of
= the week

25 |26 |27 |28 |29 |30 | |

g | | |

Help | Details. . | Ik | Cancel

B4 Chon kiéu Use default, Nonworking time, hay Nondefault .

Khi chon Use default, thdi gian lam viéc cia ngay chon sé ldy theo thgi gian mac
dinh clia hé théng Microsoft Project.

B5 Né&u chon Nondefault tai budc 4, nhép thdi gian bat dau vao muc From va thdi gian
két thic vao muc To.

B6 Chon OK.

Cha y: Néu 1 nhédm tai nguyén cé clng thdi gian lam viéc va nghi giéng nhau, cé thé tao
mot lich lam viéc mdi cho ching. Trén menu Tools, chon Change Working Time. Kich
New va nhap tén cho hé thdng lich lam viéc mdi.

3. Khdi tao cac tai nguyén cho cong viéc

C6 thé khdi tao b4t cr mot tai nguyén nao cho bat ky cdng viéc nao, cd thé khdi tao
nhiéu han 1 tai nguyén cho mot cong viéc va xac dinh tai nguyén doé dudc s dung toan
thdgi gian hay ban thgi gian. Néu s6 khdi tao thdi gian s dung tai nguyén vugt qua thdi
gian cho phép (da dudgc thiét |ap trong hé thong lich s dung tai nguyén), Microsoft
Project thé hién mlc dd s dung qud tai tai nguyén dé badng mau dé trong khung nhin
Resouce View.

B1 Trong menu View, chon Gantt Chart.

B2 Trong cot Task Name, chon cong viéc mudn khdi tao tai nguyén, va sau dé kich

Assign Resources hay trong menu Tools, muc Resources, chon Assign
Resources .
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t64] Ble Edt View Insert Format | Iools | Project  Collaborate  Window  Hel
: ENEE | n i
QS EHR 2T 5 sl i
% & = %o show~ | Arial Project Repart Presentation 3
PROGRAMME M AutoCorrect Options...
Tazk Matme fiared
Links Between Projects. ..
Import Dutlook Tasks. ..
1 |PROGRAMME MANAGEMER e
Change Working Time. ..
2 | APO PLANHING PROCESS <
3 | Preparation e Assign Resources... &lt+F10
4 | Drafting APD guidelines 2« Bulld Team from Enkerprise, ., Chrl+T
3 AP0 wrarkshop - [ ke Resources,
B Firal APC guidel rit t
e eRsineEs Resource Sharing 3
7 APO planning Level Resources, .,
g Components develop AP Tracking »
9 TA tripz to provinces to =
! Macro 3
10 Ba Ria - “ung Tau
11 Binh Dink Qrganizer. ..
12 Mohe An Cuskomize 3
13 Ha Giang Options. ..
14 Identification of TA demar] ) i
Enterprise Options ]
15 TAG=, Mol, YEPA sent dr i et S

B3 Trong cot Name, chon tai nguyén mudn khdgi tao cho cong viéc.
B4 NéEu chi sr dung tai nguyén ban thdi gian, nhap s6 phan tram s dung

e DE khdi tao mot s6 tai nguyén, gilr phim CTRL va sau dé kich vao tén cta cac
tai nguyén.

B5 Kich Assign.

B6 Kich Close.

Cha y: C6 thé thay thé tai nguyén nay bang tai nguyén khac. Chon cdng viéc cé ngudn
tai nguyén mudn thay thé. Trong hOp thoai Assign Resources, chon tén tai nguyén va
kich Replace.

4. Sira doi khoang thdi gian thuc hién cong viéc

Khi khgi tao nhiéu tai nguyén cho mot cong viéc, Microsoft Project tu dong giam
khoang thdi gian thuc hién céng viéc. Vi du mot cong viéc do 1 nhan vién thuc hién trong
mot ngay thi s& chi mat nra ngay dé thuc hién néu hai nhan vién cling thuc hién. Néu
mudn gilt khoang thgi gian thuc hién cho cong viéc dé la nhu cii trong khi van c6 thém
tai nguyén sur dung cho cbéng viéc do, thuc hién nhu sau.

B1 Trén menu View, kich khung nhin Gantt.
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File Edit | Wiew | Insert Format Tools
._3 H “j Calendar ]
4 || Genttchar
= | Metwork Diagram

Rezaurg Task Usage

E Groy Tracking Gantt

Resource Graph
Resource Sheet

E
E Gron

Resource Usage

(=]}

B2 Trong cot Task Name, chon tén cong viéc.

B3 Kich nit Task Information trén thanh cong cu hay trong menu Project chon
muc Task Information.

File Edit Wiew Insert Farmat Tools | Project | Collaborate  Window — Help
=R KieNE= RN A TECN- N I Y §
3 4 = " Show= | Aial Eilkered For: &l Tasks rE
TS e 3 by: Mo G r [
R.& sodt tdng thi chinh ST e e
) WBS  Task Name Gz M
WES r
I . =
N11 KHUON KHO CH|I‘| Task Information...  Shift+F2

2 H111 Chinh sach, phap lu
Task Motes, .. o
E H1114 | Rasodt tong the - = n
t R& =04t cac Project Information.. . ;

Va sau dé chuyén sang Tab Advanced.

4  Trong hép thoai Task Information xo0d bo ddu kiém trong muc Effort driven, va
sau do kich OK.

Task Information

General l Predecessors l Resources Advanced ] Mokes l Zustom Fields l
Parme: M Curation: lDd il ™ Estimated

Zonskrain task

|N.ﬁ.

b

j Constraint date:  [Na

Deadline:

Constraint bype: |.ﬁ.s Soon &s Possible

Task bype: |Fixeu:| Lnits j ¥ Effart driven
Zalendar: |Nu:une j 7]

WES code: |

Earned value method; % Complete j

¥ [ark task as milestone

Help ITI

Zancel
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Bay gid khi khgi tao thém tai nguyén cho cong viéc, khoang thdi gian thuc hién sé
khéng thay déi.

Cha y: C6 thé lam cho t&t cd cic cdng viéc mdi s& tao ra khi thém tai nguyén thi thdoi
gian thuc hién sé khong giam bj?mg cach trong menu Tools, chon muc Options, kich tab
Schedule va sau d6 bo dau kiém tai muc New tasks are effort driven.

Wi General Edit Calendar l
Save Interface Security
Schedule I Zalculakion Spelling Collaborate l

Schedule options For Microsoft Office Project

W show scheduling messages

Show assignment units as a: |Percentage j

Scheduling options For "GP0 2006-2007 Mational Component Yietnamese. mpp'

Mew tasks: |Start On Project Skark Date j
Duration is entered in: |Days j
work is entered in: |H°UV5 j
Diefault bask bype: |Fixeu:| nits j

W Mew tasks are effort driven

W autolink inserted or moved tasks

v split in-progress tasks

W Tasks will always honor their constraint dates
¥ Shaw that tasks have estimated durations

[™ Mew tasks have estimated durations Set as Default

Help

5. Kiém tra hiéu chinh viéc khdi tao tai nguyén

Cancel |

Khung nhin Resource Usage thé hién t4t ca cac tai nguyén s dung trong du an. Véi
khung nhin nay, cé thé thdy réng ngudn tai nguyén dudc sir dung nhu thé nao, nhirng
ngudn tai nguyén nao cb thé sir dung dudc ti€p, ngudn tai nguyén nao dang bi qua tai

B1 Trong menu View, chon Resource Usage.

File Edit | Yew | Insert Format  Tools  Projeck  Caollabor

= | i Calendar l"| :-g_?_j ==
ﬁ zankt Chart -5 - |
1 Metwork Diagram sach, phap lugt va d
T Task Usage

Tracking Gantt

—

H SACH VA LU

4t v theé ché trong

Resource Graph

Resource Sheet

e chinh gach, phif
Resource Usage thi) tuc hanh chink b

W R

D& cb nhiéu théng tin haon v@; viéc sUf dung tai nguyén, trong menu View, muc
Table, kich vao bang mudn hién thi trong khung nhin Resource Usage.
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File  Edit | Miew | Imsert  Format  Tools  Project Collaborate W

2l By elendr 4 9 | == g5 o
o
5 e __, Gantt Chatt B B I u
= | Metwork Diagram . T .
— sach, phap it vé dat dai v
= = | Task Usage
o E g
Tracking Gantk
Fis s e NH Sﬂ(I:H ‘q{.ﬂ. LUAT PH
2 at vd theé cheé trong quén |
Resource Sheet — = = m—
i e chinh =ach, phap luat veé
b Resource Usage thi tuc hanh chinh trong ink
i Maore Wiews, ., Uy dinh tao ra rao can tron
; | Table: Entry 3 | Cost
; %ﬁ Reports. .. Enkry
] Toolbars » Hyvperlink
] Wiews Bar Schedule
1
> Header and Faoater... SurnnEry
= Faam... Tracking
4 ¥y dung b Hsage
5 H111.3 Tim hiéu chinh Wariance
B Khao =ét, b Wiork,
7 ﬁ ;
. UL Maore Tables, .. i
(=] [T g L W T [—

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

B3 DE chuyén ddi ngudn tai nguyén cho mét céng viéc, chon hang cha cdng viéc dé va
sau dé kéo |Ién phan tai nguyén can chuyén doi.

Chay

e Viéc thém cac bang thdng tin hién thi trén khdng lam thay déi thong tin vé di liéu

ma chi la thay d6i cach thé hién.
e NEu mot tai nguyén mau dé va dam, tai nguyén dé dang bi st dung qua tai.
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Bai 5: Xem xét hé thong cong viéc

Sau khi nhap hét nhitng thong tin vé du an, hay xem xét lai xem ching cé phu hgp véi
du tinh hay khdng. N&u khdng hay kiém tra lai qua trinh thuc hién cac cdng viéc. Bai nay
bao gébm céac diém chinh sau:

—  Xem xét toan b0 du an
- Kiém tra ngay bat dau va két thic cta du an
— Chuyén déi gilta cac khung nhin
—  Xem xét cac cot khac nhau trong mot khung nhin
— Thé hién théng tin cb chon loc
— S&p x€p thdng tin trong mdt khung nhin
— Nhdém thong tin trong moét khung nhin
1. Xem xét toan b6 du an

C6 thé& quan sat thdi gian bat dau, két thic du dn va thdi gian nhitng pha chinh xay ra
trén khung nhin Gantt.

B1 Trén menu View, chon Gantt Chart.

B2 On the View menu, click Zoom, click Entire project, and then click OK.

Zaior ko
= 1 week
i 2 weeks
1 month
™~ 3 months
= Selected task

............................

£ Custaorn: | 1 | Day(s) j

Reset | K, | Cancel |

2. Kiém tra ngay bat dau va két thic cha du an
C6 thé xem lai théng tin vé ngay két thic du dn xem cé ding mong dgi hay khdng.

Trong menu Project, chon Project Information va kich Statistics, ngay bat dau va
két thdc dy &n sé& dugc hién thi.

3. Chuyén déi giira cac khung nhin

C6 thé thdy dudgc du an qua cic khung nhin khac nhau nhu: Calendar, Network
Diagram, Task Usage, Resource Usage, Resource Graph...
Trén menu View, chon khung nhin mudn quan sat.

Néu khung nhin mudn quan sat hién thgi khong c6 trong menu View, kich vao muc
More Views dé c6 nhiéu lua chon. Chon 1 ki€u khung nhin trong bang liét ké Views,
sau doé chon Apply.

http://www.semla.org.vn 29



Hudng dan st dung Microsoft Project 2003 Chuong trinh SEMLA

Cha y: Thay ddi khung nhin khéng lam anh hudng dén dir liéu théng tin du an, nd chi
thay ddi cach nhin vé du an.

Dudi day la 8 khung nhin thong dung nhét:

Tén khung nhin Noi dung
Calendar Lich hang thang chi ra cac cong viéc va kha nang hoan
thanh né.
Gantt Chart Dién ta cac cong viéc va cac thong tin cé lién quan, mot

bi€u d6 (biéu d& ngang) thé hién cac cdng viéc va thdi
gian hoan thanh chung.

Network Diagram Thé hién dudi dang ludi cdc cdng tac (s dd6 mang) va
su phu thudc gilta ching. Dung khung nhin nay dé cé
mot cdi nhin bao quat vé cdc cong viéc.

Task Usage Thé hién danh sach cic cong viéc da dugc gan tai
nguyén. DUng khung nhin nay dé& thdy ngudn tai
nguyén nao dd dugc gan cho mdt cdng viéc cu thé

Tracking Gantt Thé hién danh sach cla céng viéc va théng tin cé lién
quan. Dung khung nhin nay dé& theo ddi tién trinh cua
du an.

Resource Graph Thé hién biéu d6 phan phdi tai nguyén. Dung khung

nhin ndy dé€ thé hién thdng tin vé mot tai nguyén dudi
cac tiéu chi khac nhau.

Resource Sheet Danh sach tai nguyén va thong tin lién quan. Dung
khung nhin ndy dé& nhap va hiéu chinh céc théng tin vé
tai nguyén.

Resource Usage Thé hién danh sach gan tai nguyén cho cdng viéc dudc

nhém dudi mdi ngudn tai nguyén. Dung khung nhin
nay dé thé hién chi phi hodc phan phdi gid cong ngoai
gid.

More View Cho phép lua chon cac khung nhin khac clda chuadng
trinh.

4. Xem xét cac c6t khac nhau trong mot khung nhin

Trong khi 18p va theo ddi du &n, rat hitu ich néu ching ta cé thé xem xét thém nhiéu
t6 hop céc thdng tin trong mét khung nhin. Microsoft Project cung cap mét tap hop cac té
hgp thong tin d6i véi moi khung nhin:

B1 Trong menu View, chon khung nhin mudn quan sat.

B2 Trén menu View, muc Table, chon bang mudn xuat hién trong khung nhin.

DE& thém nhitng bang khdng ndm trong muc Table, chon More Tables, chon bang
mudn thém, va sau dé chon Apply.

5. Thé hién théng tin cé chon loc

Doi khi, chi can theo doi chi mét s6 cong viéc xac dinh nao d6, Microsoft cho phép loc
thong tin trong toan du an dé cé dugc nhitng thdng tin can thiét.
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Bl Trén menu Project, muc Filtered for, sau d6 chon kiéu loc.

DE nhép ki€u loc hién thdi khdng ndm trong muc Filtered for, chon muc More

Filters.

B2 Chon Apply dé xac d

inh kiéu loc.

B3 Dé& thé hién tat ca cac cdng viéc trd lai, trén menu Project va sau dé chon All
Tasks hay All Resources.

Cha y: Khdng thé loc cac cdng viéc trong khung nhin Resource hay loc cic tai nguyén

trong khung nhin Task.

6. Sap xé&p thong tin trong mot khung nhin

Co thé sdp x&p cac cdng viéc hay tai nguyén theo mot diéu kién nao dé nhu tén cong
viéc, ngay két thlc, tén tai nguyén. Viéc sap sé la rat hitu ich khi mudn theo ddi cac céng
viéc theo thr tu. Vi du c6 thé xem xét cong viéc nao nén bat dau hay két thic s6m hon.

Viéc sép x&p van dudc duy tri khi chuyén ddi gitta cac khung nhin ciing nhu déng hay

luu du an.

B1 Trén menu View, chon Gantt Chart.

B2 Trén menu Project, muc Sort, va chon kiéu s3p xé&p theo y muén.

File Edit iew Insertk  Format  Tools | Project | Collaborate  WWindow  Help  Adobe PDF
=R R W= NN A N j| 2ort b| by Start Date
% 4 = Show = | Arial Eiltered For: All Tasks » by Einish Drate
. . 61 brys B G 3 ok
R& saék tBng the chinh Group by: Ko Grodp | by riority
) WBS | Task Name e ¢ by Cost
WES C by ID
g = =
N11 KHUON KHO CHIN --|| Task Information...  Shift+Fz2 &1 sortby..,
2 H111 Chinh gach, phap lu ] Taskniot -
ask Motes. ..
3 H1114 | Rasoat tong the = 6i trwgmg
4 Fé sodt céc Broject Information. .. B mi trudng

B3 DE tién Igi trong qua trinh sdp x&p, Microsoft Project cung cdp mot chlic ndng tuy
bién khi sép x&p. Trong menu Project, muc Sort, va chon Sort by.

B4 Trong hoép thoai Sort by, chon nhitng c6t mudn sdp x€p, va chon Ascending hay
Descending dé xac dinh kiéu sadp xép la tdng dan hay giam dan.
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Sort E]
=
Sark
7] & ascendng :
™ Descending Cancel
Then by Reset
| j & aszcending Help
" Descending
Then by
| j % fscending
{ Descending
[ Permanently renumber tasks
2 Keep outline struckure

7. Nhém thong tin trong mot khung nhin

Trong mdt s6 khung nhin, cé thé nhdm cac céng viéc hay tai nguyén theo mdt diéu
kién nao dé. Vi du, cé thé xem xét tat ca nhitng cong viéc cdé cung moét khoang thdi gian
thuc hién.

Bl D& nhdém thdng tin vé cong viéc, trén menu View, chon muc More Views, va sau
d6 chon Task Sheet.

D& nhém théng tin vé tai nguyén, trén menu View, chon Resource Sheet.

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

DE& chon mdt nhém khdéng ndm trong muc Group by, kich More Groups.

Project | Collaborate  Window Help  Adobe PDF

# Sork * B | g | Mo Group RCRE] 2
Eiltered For: All Tasks » E | all Tasks - = L =5

'| Group by: Mo Group b ‘ Mo Group

; WES L Zomplete and Incomplete Tasks
Task Information...  Shift+F2 Constraint Type

Ly -
Broject Information. .. Critical

1§

o ¥ Durakion

T P T T e e T . o

thil tyc hénk chink trong ik wwe & Jai Duration then Priority

gy dinh tao ra rao can trong host Jong th Mileskanes

zudn cdm nang hdi o phdp gt v tai ng Priarity

. . I - X 3L . £

20 cao tng hop cac ven de I?ng %hef ﬂ?t Priatity Keeping Outling Struckure

ng cia cac chinh sach, the che ve dat

m Py P PR ; Team Status Pending

Ny ndi dung can danh gia, J6i teong va x

(g tigu chi danh ois Mare Groups. ..

#® L& L

au phigu digu tra Custariize Graup By, ..

B3 D€ trd lai trang thai ban dau, trén menu Project, muc Group by va chon No
Group.
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Bai 6: Xem va in bao cao

Viéc in &n cac bdo cdo cd thé theo céc dang sau:
o Céac bao cdo chudn cua Microsoft Project 2003.
o Tién do chung cua du an.
0 Bao cdo lich trinh cac céng viéc.
o Bao cdo vé viéc s dung tai nguyén va cac cong viéc.
o Bao cdo vé lich lam viéc theo tuan, quy, thang.
Bai nay gém cac diém chinh sau
o Céac bao cédo chuén cua Microsoft Project
o Thiét I&p cau hinh trang in.
o In céc biéu dd cua du an.
1. Cac bao biéu chuan ciua Microsoft Project

Trong menu View chon muc Reports

File  Edit | Wiews | Insert  Format  Tools
= | "_j Zalendar
m— _[~] gantt chart
Metwork Diagram
= e Task Usage
ﬂ = g
Tracking Gantt
1
Resource araph
2
3 Resource Sheet
4 Resource Usage
5 More Yiews. .,
B Table: Entry 3
T
& |iﬁ Reparts...
g Toolbars »
10 Yiew Bar
11
— Header and Footer. ..
13 £oam...
HOp thoai Reports hién |én:
Reports
kbbb
rrrrr
Z:E'C\.
OvErview, ., Current Activities, .. Cosks, .,
Assignments. .. Wearkload. .. Cuskan, .,
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Y nghia cua cac bang lua chon:

Muc Y nghia
Overview Céc biéu téng quan vé du an
Current Activities Bdo cdo vé cac cong viéc
Cost Céc bdo bi€u vé tai chinh cua du an
Assignment B&o biéu vé phan bd tai nguyén
Workload B&o biéu vé viéc thuc hién céng viéc va sir dung
tai nguyén
Custom Bao biéu dugc thiét Iap bdi ngudi sir dung

2. In cac biéu d6 cua du an

Bi€u dd tién dd cua du &n thudng dugc in dudi 2 dang chinh:
Bi€u d6 Gantt

So d6 mang Network Diagram

Trong menu File chon Print Preview

Fari

File | Edt  Wiew Insert
1 Mew.
__'j CIpEM. ..
Save s,
4 Save As ‘Web Page...

Page Setup...

Prink Preview

FeX
=

Print...

Properties

Khung nhin Print Preview hién thi:

DETAILED WORK PLAN FOR THE EXTENDED INCEPTION PHASE OF SEMLA PROGRAMME

o Task Name Resonnce % WMok D@t start Predecessorns Janan 2006
Grap Compkte 24 [ 2 [0 [0z |05 [ o8 [ 11 [ 1% [ 7 [20 [

1 PROGRAMME MANAGEMENT 0% i

2 |AFO PLANNING PROCES § 8% | &1 dayiv 260 42008

El Freparafion 100 % T dayt 260 42008

+ D@t g /PO Qo e e § 2006-2007 TA PN 1007% EIGETE 26-04-20086

5 AFD worksop FILEMAG 00% 0 dayz 05-05-2006

3 Fhal AFD giide e seitto compobents @ 00% 0 dayz 05-05-2006

T AFO panning SR T 52008

2 Compowrests develop APOE PILEMAG 25% 15 days 0s-05-2006

3 TA e to proulices © 3 \pPOTLA RO plN kg 5% T daye 16-05-2006

10 B3 RE-viig Tat m 0% T dayz T6-05-2006

11 Bk Dk L o% 2 days 23-05-2006

12 Nghe A1 @ 00% 3 dayz 16-05-2006

13 Az GEg m 0% T dayr T5-05-2006

3. Thiét lap cau hinh trang In

Trong menu File, chon Page Setup
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Fie | Edit  Wiew Insert |

[ew, .,

open...

Save As...

Page Setup...

Prink Prewview

B
=
4 Save AsWeh Page...
|
=

Print...

Properties

HOp thoai Page Setup xuat hién

Page Setup - Gantt Chart

Page: l Margins l Header l Footer

Legend ] Wig

Orientation

[
i Parkrait

Scaling

A | % Landscape

W:l % normal size
ORI = =

Cther

% Adjust ko

Paper Size: | Letter j

Fitst page number: Auko

Ik | Cancel

Prinkt Presiew. .. | Qpkions. .. | Prink... |

Trong hop thoai Page Setup nay cho phép thiét Iap cac tham s6
Page: Dat cich nhin khé gidy cho trang in.

Margins: Can |é trang in.

Header: Cac tiéu dé bén trén trang in cua du an.

Footer: Cac tiéu dé bén dudi trang in cta du an.

Legend: Cac hinh minh hoa cho trang in.

View: Thiét Iap cac cau hinh cho trang in.

http://www.semla.org.vn

35



	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	HƯỚNG DẪN SỬ DỤNG MICROSOFT PROJECT 2003 Mục Lục 
	1. Khái niệm chung và các yêu cầu của Microsoft Project 
	2. Quản lý dự án là gì? 
	3. Các nhân tố chính tạo nên một dự án 
	4. Cơ sở dữ liệu của Microsoft Project 2003 
	5. Xem xét dữ liệu cần thiết 
	6. Hệ thống lịch làm việc của Microsoft Project 
	7. Một số từ khoá trong Microsoft Project 2003 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 Bài 1: Thiết lập một dự án mới 
	1. Tạo mới 1 dự án 
	2. Nhập các thông tin quan trọng cho dự án 
	3. Thiết lập hệ thống lịch làm việc cho dự án 

	 Bài 2: Cách thức nhập và tổ chức các công việc 
	1. Nhập các công việc và thời gian thực hiện 
	2. Tạo mốc dự án (milstones) 
	3. Tạo các công việc định kỳ 
	4. Phân cấp các công việc 
	5. Hiệu chỉnh danh sách các công việc 

	 Bài 3: Thời gian bắt đầu và thời gian kết thúc công việc 
	1. Thiết lập mối quan hệ giữa các công việc 
	2. Các công việc gối chồng lên nhau 
	3. Thiết lập thời gian bắt đầu và thời gian kết thúc của công việc 
	4. Xác định hạn cuối cho 1 công việc 
	5. Chia một công việc thành những phần nhỏ 

	 Bài 4: Khởi tạo tài nguyên, nhân lực cho công việc 
	 
	1. Tạo danh sách tài nguyên 
	2. Thay đổi thời gian làm việc cho nhân viên 
	3. Khởi tạo các tài nguyên cho công việc 
	4. Sửa đổi khoảng thời gian  thực hiện công việc 
	5. Kiểm tra hiệu chỉnh việc khởi tạo tài nguyên 

	 Bài 5: Xem xét hệ thống công việc 
	 
	1. Xem xét toàn bộ dự án 
	2. Kiểm tra ngày bắt đầu và kết thúc của dự án 
	 
	3. Chuyển đổi giữa các khung nhìn 
	Calendar
	Gantt Chart
	Network Diagram
	Task Usage
	Tracking Gantt
	Resource Graph
	Resource Sheet
	Resource Usage
	More View

	4. Xem xét các cột khác nhau trong một khung nhìn 
	5. Thể hiện thông tin có chọn lọc 
	6. Sắp xếp thông tin trong một khung nhìn 
	7. Nhóm thông tin trong một khung nhìn 

	 
	Bài 6: Xem và in báo cáo 
	1. Các báo biểu chuẩn của Microsoft Project 
	2. In các biểu đồ của dự án 
	3. Thiết lập cấu hình trang In 



