Created wit trisal'\\/‘egrslijongi1 S;fﬁfésiﬂrh Iﬁ,sential PDF
KS. Kiéu Manh Tu

MICROSOFT

PROJECT 2019

HUONG DAN

“Hanh trang khéng thé thiéu cho ngwdi quan ly dw an”

P 54

CONG TY CO PHAN GIA XAY DUNG







MUC LUC

LOTNOIDAU ..ottt
CHUONG 1: MO DAU ..ot
1. Sy nghi€t nga cla thOT ZIAN.....c.iiiiiiiiiiiiie it 6
2. CO 01 CUA QOT NZUOT +vvevvieiiieiie sttt ettt be e e 8
3. Hay lap HHEN AO CUOC AOT +vveveeeeeeeeeeee e ee et e et et e e eeeee et et et et ee e eee e e eeeees et eneeneeens 9
4. Céc giai doan cta du an, cac budc thibt Ké..........coovvveieeeeeeeeeeee e, 10
5. Hoach dinh tién d0 cUOC AOT DAN «....eeveeeeeeeeeeeeeeeeee ettt 10
6. SAP XEP CONG VIBC NOP 1¥ 1.ttt 13
7. Tu duy Al QUYEE VAN GE w..oveveieeeeeeeeeeeeee ettt 14
8. Nguyén tic KISS trong quan 1y dur &0 ........c.ocvveevevieeieeeeeieesee s, 14
CHUONG 2: GIOI THIEU, LAM QUEN, CHUAN BI ......cocooviiinininninsisnesninnens 14
I. QUY DINH CUA PHAP LUAT HIEN HANH VE TIEN DO....cc.coovvvvmnrrinnirinnnninns 15
II. POC HIEU 1 BAN TIEN BO s 18
I1I. GIAO DIEN MICROSOFT PROJECT 2016 VA CAC THIET LAP........ccc.couune.n. 18
1. CAC MeNU RIDDON ..o s 23
2. Lam VIEC VOT AU AN ..cvvviiiii ittt e et e e e st e e e s s nat e e e e s enraeae e 28
IV. VAI TRO, CHUC NANG ...ccocooiiimiiiiiinneisiissiiessiessies s 23
V. MOT SO THUAT NGU ...ttt ettt ee et en st 18
CHUONG 3 : CAC BAIHOC ..ot 33
I. BAI 1: TRINH BAY TIEN DO CUA 1 DU AN ....cooiiiiiiciecscsiess s 36
1. Nhap cac cong viéc va thoi gian thuc hi€n: ... 36
2. Thiét 1ap cong viec tOm THOC - Chi tHEE: ......veeveeiceeeseseee s 36
I1. BAI 2: KHAI BAO VA GAN TAINGUYEN CHO DU AN .....ooovvnireiiineeienienns 42
1. Khai bdo céc tai nguyén ding cho du an ... 42
2. Gan tai nguyen cho CAC CONEZ VIEC ..ovviviiiiiiiiieiieieec e 44
3. Céc tai nguyén da dugc gan cho cONG VIEC.......civiiiiiiiiiiieiic s 47
4. Thiét 1ap don vi tai nguy€n gan cho coNg Vi€ ........ccovviiiiiiiiiiiiis 52
III. BAI 3: XAC DINH BA THONG SO DPAU VAO CUA TIEN DO ..., 52
1. Cac thong s6 dau vao cua tién dO o, Error! Bookmark not defined.
IV. BAI 4: PUONG GANG CUA TIEN DO ....cvvvvvvvvvvvvveonisssssssssssseeeesssssssssssonnnnnn 55
1. Pudng gang va cong tac gang cua 1T (0 F OO 55
2. Thay d6i diéu Kien CONG tAC GANG .....cv.vvveveeeeeeeeeeeeeeseeseeeees s sses s 56
3. Quan SAt AUONEZ ZANE ....vveviiiriiieiieie e 56
4. Quan sat thoi gian du trlr Cla CONE VIEC ...vvvvviieeiiiieriieii e 57
5. Véan d¢ du trit thoi gian ctia cong viée 16n (khong dang tin) va duong ging khong
ANE TN 57
6. Huong dAn truc tiép trén file VI dU covveecececececeeceee e 60
V. BAI 5: CAP NHAT TIEN DO DU AN ..ottt 60
1. Cap nhat tién do thuc hién COMEZ VIEC .ttt iiiieeiiie e itee ettt ettt et e e e e 60
2. Quan sat cac thoi diém Clla CONE VIEC......vvvvieeeeeeeeeeeeeteeeieees sttt 62
VL. BAI 6: HIEU CHINH DINH DANG TIEN DO ..o, 63
1. Lua chon Font chit cho Project........cccoiuiiiiiiiiiicc e 63
2. Thay ddi tiéu dé cot dit licu trong Gantt Chart: .........ccoocveviiiiiniiee e 64
3. Dinh dang hién thi cho tin d0.........ccvivevcieeieeeeee e 65
VIL BAI 7: QUAN LY THOI GIAN LAM VIEC NGOAI GIO ......cooovveeeeeeersenn, 68

1. M6i quan hé itta 3 dai TWQNE ........vvveeeeececeeeeeeeeeeeeeeeeee st 68



2. Gan thoi gian 1am NZOAT ZIO ...veviviiiiieiie ettt b e 69

VIIL. BAI 8: QUAN LY TIEN DO CAC HANG MUC CUA DU AN ...cocovvvveeeenn, 71

1. Lién két nhiéu tién do thanh phan vao TOng tién d0: .......ccceveevveeerveeseeisere e, 71

2. Cap nhat tién do thanh phan va TONE ti€n d0: ......cccceeveveeveeeieeees s, 75

IX. BAI 810: QUAN LY TAI NGUYEN DUNG CHUNG TRONG DU AN............... 76

L DAL VAN A& oottt ettt ettt ettt ettt ettt et et ettt 76

2. Template 14p tién d0 thi cONg VG MS PIOJECt .....uvvvrvesreeviceeeesseieceeseseeeessssessenienes 79
CHUONG 4: BAI TAP LUYEN TAP MICROSOFT PROJECT ...........ccoeevevrriirrnn.
1.Bai 1: Lap tlen do thi cong cong trinh AUONG ... 80
2.Bai 2: Lap tlen d6 thi cong mot doan Cau dAn .........coeeveveevevevereereceees e 82

3. Bai 3. Lap tién d0 thi cong cong trinh dan dung dua theo khéi lwong thi cong..... 83
TATLIEU SUDUNG ......cooviiiiieieeetee ettt snas st s s sn st sse st

LO TRINH CAP NHAT .......coiiiiiiiieieeeeeee ettt snes st s s sen st seane s



LOI NOI PAU

Cong ty Gia Xay Dyng di t6 chirc nhiéu 16p Quan 1y du an, Quén 1y chi phi
(Pinh gia xay dung), K¥ su QS (Quantity Surveyor)... tai Ha Noi, Tp.HO Chi
Minh va mot sé dia phuong khac va dugc cac hoc vién danh gid cao vé chat
luong, su bo ich va tinh thuc té.

Cac phan mém Du toan GXD, Du thau GXD, Quan 1y chat lugng GXD va
Quyét todn GXD dugc phat cho hoc vién thuc hanh nhanh, manh, tién lgi va
thong minh. Phuong phdp va phong cach giang day cua giang vién sang tao va
lu6n ddi méi, giup cho cac budi hoc rat tha vi, hoc vién thu hoach dwgc nhiéu
kién thirc chuyén mén va cac k¥ ning phuc vu cong viéc.

Vi nhiét huyét c¢o thém nhiéu tu liéu tham khao cho cac hoc vién, dong
thoi cling gitp chia sé kién thuc, tu liéu tham khao voi nhiéu ban dong nghiép ¢
xa khong vé GXD dé hoc duoc. Thong qua hé thong Giaxaydung.vn, Gxd.vn,
Gxd.edu.vn va DutoanGXD.vn chung toi pho bién tai lidu nay dé cac dong
nghiép quan tdm tham khao bo sung kién thirc vé ing dung phan mém Microsoft
Project trong 1ap va quan 1y tién do du an xay dung, 1ap va quan 1y tién do thi
cong xay dung.

Tai liéu nay da duogc sir dung dé giang day tai cac 16p hoc cia GXD JSC va
cho cac don vi nhu Conninco. Do diéu thoi gian eo hep va trinh do con ¢6 han
nén co thé con cé thiéu sot, rait mong nhan dugc sy gop ¥ cua cac dong nghiép,
cac doan viét bd sung, cac hinh anh, bai tdp minh hoa dé 1an ra mat sau tai liéu
nay s& hoan thién hon nita. Moi y kién xin gri vé theanh@gxd.vn hodc nhan
truc tiép inbox vao fb: facebook.com/dutoangxd.

Tai liéu nay dwoc chia sé mién phi t6i ban doc cudi (End user) véi su tai
trg ciia Cong ty Gia Xay Dung. Ban quyén thudc vé tac gia va Cong ty Gia Xay
Dung. Moi sy trich dan st dung déu phai ghi rd ngudn goc va néu khong phai 1a
End user thi phai dugc sy cho phép ctia ngudi giit ban quyén.

Xin chan thanh cam on ban doc da ung ho.

CAc tac gia: Ths Nguyén Thé Anh, Ks Kiéu Manh Tt
Cong ty C6 phan Gia Xay Dung


mailto:theanh@gxd.vn

CHUONG 1: MO PAU
I. MOT SO CAU CHUYEN LIEN QUAN PEN TIEN PQ, THOI GIAN

Mot vai kinh nghi¢m, trdi nghi€ém cudc doi téi tdn man trudc dé dan dit nhe
nhang gitip ban hiéu vé gia tri ctia Tién do. Nhung néu ban thiy nhimng ciu chuyén nay
13 lan man, hiy bo qua chuong nay, di thang vao chuong sau nhé.

1. Su nghiét nga cua thoi gian

Bén trai 1a anh tac gia chup v6i bd minh trong nhitg ngay cudi mua thu Ha Noi
2019 khi 2 b con dap xe quanh HO Tay. Bén phai 13 anh tac gia chyup cing con trai.

Van d¢é 1a gi? 30 nam trudc ong bén phai ciing tré khoe va 1 tru cot gia dinh nhu
6ng bén trai. Ngay hom nay dap xe cho thay su nghiét ngd cua thoi gian. Ong dap xe
rat chdm mic du vo cing phan khich va thich tha, nhung t6i du da dap rat cham van
nhiéu lan phai dung lai doi 6ng.

Bay gior du ong rat rat rét... thich vi duoc dap xe cung con trai va ra H6 Tay noi
ong rat say rat mé, nhung ong ciing khong thé dap xe nhanh manh nhu téi nita. Tham
chi khi dap xe trén dudng Thanh Nién, mudn quay 1 vong tir lan phia bén hd Tric
Bach sang lan phia H5 Tay 6ng con bi nga xe 1am t6i phat hoang, may ma mii tot va di
cham nén khong sao. Céc cu 77 tudi & qué ma ngi xe ciia vay thi chét do.

Khi 6ng mugn cua chau dé dap, xe hot bi cong gia dé nudc, chau nhan nhé cau
nhau. T6i ndi cho con trai rang cach ddy 30 nim 6ng va bd ciing nhu bd va con bay
gid. Sau 30 nam nita, bd s& nhu dng va con s& nhu bd bay gio. Pung phién, dimg gian
ong gi ca, khong mudn thé dau, nhung gid mat mo, chin cham, luc bat tong tim nghi
dugc ddy nhung khong diéu khién duoc nhu y, réi mot ngay con lam cam khong nghi
duoc nita co. Khi d6 con thay bd c6 dang thuong khong. Chau nghe ra tré nén vui vé
va ty lay tay udn lai cai gia nudc. Con t6i thi luén nghi, néu minh khong kip lam
nhitng diéu gi chia sé v4i cac ban, vi du nhu nhitng cudn sach nay, c6 thé ngay mai
minh ciing d3 gia yéu khi d6 c6 mudn, strc khoe ciing khong cho phép nita.

Ban thiy d¢, thoi gian trong cudc doi rit nghiét ngd, nd ctr nhe nhang va lanh
lung troi di du ban mudn hay khéng. Va nd chi mot di khong tré lai, ban chi str dung 1
quing thoi gian cudc doi ban 1 1an duy nhat. Néu ban khong suy nghi 16n, khong dam
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mo ude 1on, khong ddm hanh dong, ngai kho, ngai kho, ngai phiéu luu, khong dat ra
cAc muc tiéu can dat dé phén dAu, khong xay dung cac ké hoach vé&i cac mbe can dat
t61 trong doi... co thé ban s& khong kip 1am trong doi. V& gia ngudi ta thuong tiée
nudi nhitng diéu minh khong lam, khong phai diéu di 1am, liéu ban c6 vy ?

2. Khi veé gia, nguoi ta tiec nuoi dieu gi nhat?

e 73% ngwoi vé gid hoi hin vi khong c6 dinh hwéng cho ban than
Dinh huéng ban than rit quan trong vi d6 13 quyét dinh chinh x4c nhét cho cudc
doi ca mot con ngudi. Nhung khong phai ai cling lam dwoc vi dén ban than minh
mudn gi con ching biét, lam sao dinh hudéng duoc cho ban than. Song trong mot nén
vin hoa d3 quen "bd me dit dau, con ngdi day", vay nén dinh hudng ban than chic co
1& 1a mot khai niém con kha xa la. Va lai, dinh kién, du luan x3 hoi van con nang né
nén nhiing thoi quen cii van cir tiép tuc dién ra.

e 92% ngwoi vé gid hoi hin vi khong né lire hét minh khi con tré

Tudi tré chi c6 mot 1an, nén nhiéu ngudi quan niém rang hdy ctr thodi mai lam

nhing didu minh mubn dé khi vé& gia khong can phai tiéc nudi. Lam nhiing diéu minh
mudn, nhung phai 14 nhiing gi gitip ich cho ban than, rat hiém nhiing nguoi tré nhan ra
diéu nay khi chua trai qua song gié cudc doi.

Hau hét déu "cd gang" an choi tric tang cho bang ban bang bé, ngéng cudng,
chim dam trong nhitng cam dd mé hodc. Cir thé, cir thé, ca mot doi tréi qua mang day
nudi tiéc... St tré con doi dio ma khong biét tan dung dé 1am nhiing viéc c6 ich thi
khi vé gia, hdi han ciing khong di bu vao nhitng mat mat ay.


https://cafebiz.cafebizcdn.vn/2018/2/23/5-dieu-ban-se-hoi-tiec-20-nam-nua-15193732087431199534609.jpg

3. Co hgi caa doi nguoi

Tai nang ludn 1 cua hiém. Nhung tudi tré ciing khong phai 13 thir qua san dé co
thé phi pham mét cach vo ich.

Co hdi1 cua do1 nguoi minh typing dang trén blog my.opera.com/giaxaydung tur
26/03/2007 (da bi x6a), dang lai trén giaxaydung.vn 10-05-2009, dang lai trén timeline
7/12/2012 va 7/12/2015. Gio nam 2019 lai ghi vao day chia sé voi cac ban chua doc.
Hay doc k¥ néu ban mudn hoach dinh 1 cudc doi dang gia cho minh.

> Twong tw nhw quy dinh vé dw dn dau tw xdy dwng hign hanh, mét doi ngwoi
ciing c6 thé chia ra lam ba giai doan chinh.

Giai doan dau, tir lot long dén nam ra khoi truong dai hoc hodac mdt truong day
nghé nao do. Pay la giai doan séng dua vao cha me va xa hoi, giai doan thu dong. Giai
doan nay gia dinh c6 anh hudng cuc 16n va tryc tiép. Ngudi tré tudi chi ¢ mot nghia
vu duy nhat 1a phai hoc cho that t6t dé chuan bj tach khéi gia dinh.

Giai doan thiwr hai, 12 giai doan truédng thanh vé moi mit: nhan cach, tri tué, sic
kho¢, ¥ thirc cong dan... day 1a giai doan ruc rd nhat cia doi ngudi. Tuy vao nhiing
pham chét ca nhan ma vi mdi nguoi c6 su xé dich khac nhau vao do dai. Nhung nhin
chung, né vao khoang trén dudi 30 nam. Trong khoang thoi gian iy, mdi ngudi phai
hoan tit mot sy nghi¢p. Noi cach khac, cai can 1am, muén 1am, néu khong thuc hién
vao giai doan nay thi s& vinh vién khong dugc thuc hién cho di nguoi ta c¢6 thé song
t6i traim tudi. S& khong c6 ¢ mot co hdi tuyét voi nhu thé nita. Quy luat nghiét nga
cua thoi gian khong cho ai “lam lai” tir dau. Tubi tac, strc khoé, su suy tan cua tri nho
v.v... Chinh 12 hién thin cta nhitng vat can khong thé vuot qua. Cac ban c6 dang dung
mot cach phi pham thoi gian cua giai doan nay dé choi game, tan gau trén Facebook...
khdng?

Giai doan ba, 13 giai doan 1am ndt dé hoan tat duoc nhu y, mi man. Tuy kinh
nghiém co6 thtra, lai & d§ chin cua moi thir, nhung con nguoi khong con tudi tré - CAi
thir quy hiém hon vang d6 dé c6 thé tao ra co hoi. Khong it ngudi ma sy nghiép sang
chéi vao giai doan nay. Nhung né van chi 1a sy “thtra hudng” cua giai doan trudc do.

Vi thé co hoi thue su cho mdi doi nguoi chi co ¢ giai doan hai, & cai khoang 30
nim vira qua ngian vira kha dai dy. Qua ngin vi c6 thé khong kip tré tay lam viée
chinh. Kha dai vi n6 di cho mdt sy nghiép 16n. Cai nghich 1y nay dugc cdm nhén dac
biét 10 ¢ nudc ta.

Hay thtr xem trong khoang 30 ndm sung strc, mot tai ndng cua chiing ta phai lam
nhitng gi ?

Pau tién 14 kiém viéc lam. Diéu nay thé giéi ciing thé. C6 duoc mét viée lam 1a
vO cung quan trong cho viéc trd tai. Nhung véi thanh nién Viét Nam thi chua. Dé c6
diéu kién tot nhat, dé tim thdy dit dung vo dic dia, bang moi cach phai ra dugc cac
thanh phé lon. Pay thuc chét 1a cudc cham tran véi céac loai thu tuc cta ca mot guéng
may quen voi quan liéu, giéy to, hach sach, voi vinh... Vay ma dau chi c6 mét viéc.
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N6 t6i hang tram. Anh ta phai lo ho khau, mot thir qua rac roi, ton thoi gian; lo vao
bién ché dé duoc dam bao tir phia nha nudc, mot thir viée cling kha hao ton sirc khoé
vay chi.

Sau d6, duong nhu nhiéu nam, rit nhiéu ndm anh ta phai cay cuc thé hé nao do,
v6i bit cr gid ndo: danh qua, thit hau bao minh va vo con, bon vét, vay muon dé co
duge chd 6. Voi kha nhiéu ngudi, cong viée ndy duogc coi 1a sy nghiép chinh!

R6i, nhu mot sy bu tri, anh ta cling c6 du cac thr, ma néu con thiéu du chi mot
tht cling chua bit dau 1am viéc duge. Nhung 6i thoi, miy chuc nim véo troi qua va
cling du mét moi dé khong mudn gid gidi cong viée anh ta van canh canh 4p U ra nira.
Quing thoi gian con lai du dai nhung nd khong duoc chuan bi dé 1am bat ct viée gi to
tat. Cudi cuing, nhu mot cach tu ngao dong thoi dé an i minh, anh ta tic ludi chap
nhan “hy sinh doi bd, cing cb doi con”.

Chung t6i, theo cach ctia minh, néu 1én mot thuc trang cta cudc song ching ta.
Biét bao nhiéu tudi tré, tai niang, hoai bio... bi tiéu phi vao nhiing viéc goi chung la
thu tuc. Pang 1€ ho khong nén bi vudéng vao cai ludi vo hinh do. Pang 1€ ho nén duogc
c6 nha & tot, ¢ nhiing diéu kién thuén loi tir khi ho con tré, dé chi tap trung vao cong
viéc, v6i tat ca nhiét huyét, do sung man cua tri tu€, stc khoé, 6c sang tao, tinh tu tin,
niém dam mé kham pha... Va khi d6 30 — 40 nam du cho ho 1am bat ctr cong viéc gi
voi1 kha nang cia ho. Hon thé, no con kéo dai thém hang chyc, vai chyc nam béng cai
da dugc dy trir nang luong. Tham chi ho c6 thé 1am viéc ca doi trong su hung phén.

Chinh 1a Nha nudc — voi hé thdng chinh sach quan 1y — va X4 hoi, v6i ¥ thire dan
toc, cong dong — can tao cho nhitng cong dan tré tudi ciia minh nim bat co hoi duy
nhat cta doi minh. Chi riéng lam diéu d6 da giit cho dat nuéc mot tai san 16n khong
thé tinh dém. Va hon ca tai san, n6 chinh 1 nguyén khi cua qubc gia.

Pay 1a mot truyén ngan c6 tén Co hoi doi ngudi trong tap truyén Ngiu hing
Sang Trua Chiéu Ti ctia Ta Duy Anh. Nha xuat ban hoi Nha vin. C6 vai diéu bay gio
d3 khéc véi trong truyén trén, nhung dai ¥ vé van dé thoi gian va co héi ciia doi ngudi
van rat dang suy ngdm. T6i mudn thay dbi 1 chut néu ban can 151 khuyén: khong nén
cho doi nha nude hay 1a chd doi ai, mdi ngudi can chu dong cac co hdi cho cude doi
minh. Hay ty ctru minh trude khi troi ctu.

4. Hay lap tién d6 cudc doi

Trong céc 16p du toan GXD, du thau GXD, ky su QS GXD... lic cao hing t61
thuong khuyén cac ban hoc vién: RAt it nguoi lap tién do cho cudc doi, dang hon 1a 1ap
ké hoach cho cudc doi. Chiing ta khong phai 1ap ra 1 cudc doi ¢ ké hoach nham chan,
chi 1a dat ra cdc muc tiéu va thoi gian tuong ddi dé dat duge muc tiéu do. Toi ludn
thich 1 cudc doi, cudc sébng c6 nhiéu diéu tha vi, c6 nhiéu thit dé chinh phuc. Nén
khong phai 1ap trinh san cudc doi nhu nhidu ngudi da duge cha me, gia dinh ¢ dicu
kién kha gia sap dat san.

Bit dau tr khi ra doi, thuong 1a sau khi tbt nghiép Pai hoc, di lam... thi khi nao
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c6 nguoi yéu, khi nao léy vo, sinh con, lic nao mua nha, mua xe, hoc thac si, tién si...
cling nén cé ké hoach mot ty. Mot sb cau chuyén thi nén dé tu nhién, nhung nhitng cau
chuyén trén hiém ai duoc day lap ké hoach tién do. Nhung khi ban da hoc va hiéu vé
tién do rdi, hay lap ké hoach tién do that sém sao cho phu hop voi ban va tat nhién la
ban phai thiy happy (hanh phuc, vui vé) v6i diéu d6. C6 thé ban s& 14 nguoi s& tao ra
ap luc khat khe cho minh dé dat bang duoc muc tiéu, ké hoach theo tién d6 d6. Co thé
ban s& khong thich minh phai quéa ap luc. Trong moi truong hop, thuc té cude doi s&
khac rat nhiéu, nhung c6 muc tiéu dé phan ddu ching ta s& di thing va di nhanh hon,
khong c6 muc tiéu khong c6 moc thoi gian, chiing ta c6 thé di lac duong, di lung tung
va co thé khong dat dugc hodc bi tri hoan thuong xuyén.

Lap ra ké hoach cudc doi, cac mdc 1on can dat duoc cling giup cho ban khac
trude khi chua lap ké hoach, chua dit ra muc tiéu, chua ra cac mdc thoi gian rat nhiéu.
Nhung ciing ding 1am cho ban tré nén 4p luc qua. Doi khi co thé thyuc té s& khong
duoc nhu y muén dau, va cudc doi cling co nhiéu bién cb d6i thay, vat ddi sao doi, vi
thé néu 1 ké hoach nao d6 khong dat dugc nhu y, hay don gidn la cap nhat ban tién do
va diéu chinh né néu can thiét. Hiy 1am sao dé ban thay happy véi cudc séng 1a duoc.

Mdi ngay déu 1a mot ngdy méi! Hiy 1am tat ca nhitng didu ma ban sé& ndi tiéc vi
khéng lam.

5. Céac giai doan ciia dy an, cic budc thiét ké

Vi sao phai chia ra giai doan ? chia ra nhiéu budc thiét ké nhu vay ?

C6 thé c6 nhiéu 1y do, nhiéu vai trd, ¥ nghia. Nhung & day toi chia sé véi ban doc
vé khia canh Tién d6 + Muc tiéu va tng dung trong cudc séng, cudc doi ban.

Henry Ford ngudi sang 1ap nhin hiéu Ford danh tiéng timg noi : Nhitng van dé gi
phtrc tap, hiy chia nhé ra ma xtr 1y. Du an dau tu x4y dung ciing vay, to 16n, phic tap
vi thé phai chia ra cac giai doan, mdi giai doan phai hoan thanh méot s6 noi dung cong
viéc va duge thé hién qua cac ho so, tai liéu hoan thanh.

6. Hoach dinh tién dd cudc doi ban

Thoi gian ctia cude doi khong hé 1a ty phi, mdi giai doan déu cé vai tro clia né.

Ban sé& phai chuan bj cho cudc sdng ctia minh, nhitng ngudi chuan bi trude 1
cach c6 y thirc nghiém thuc, khi vao cudc song hén nhan cing véi vg/chdng, con cai
s& thuan loi hon nhiéu. Néu ban khong chuén bi trudce, kho khin, chip chéi bon bé.

ROi ban phai cha y dén lic bé me s& gia yéu, con ci can tién hoc va nhiéu
thirc... néu ban khong chuan bj trudc ban s& khong kip lam gi.

ROi t6i ting gap 1 ngudi c6 ¥ kién kha hay : hay lap tién do cudc doi ra : hoc tap,
di lam, léy V0, sinh con, phém dau sy nghi¢p, lam an... sao cho khi con minh 16n, tbt
nghi¢p ra truong minh van con khoe, van con co hdi, van con strc nang trong quan h¢
dé gitip d& con. Con khi con minh xin viéc, minh da vé huu roi thi khé.

XAY DUNG KE HOACH CcUOC PO
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TH.S HOANG YEN

Bit ké ban tim dudng di don thuan hay tim kiém con dudng dan t6i twong lai
hanh phuc, ban déu can trang bi cho minh mot “tdm ban d0” dé khong mét moi vi di
sai duong va khéng mat nhiéu thoi gian, cong strc, thim chi phai danh d6i hay tra gia
dé stra chita nhitng sai 1am khong dang c6. Ban s& biét rd xuat phat diém ciing nhu
muc ti€u ban dinh di t&1 va quan trong hon, ban s€ dinh vi chinh xé4c 10 trinh ma ban
can phai di dé c6 thé t6i dich mot cach nhanh nht, it rai ro nhat.

Ban c6 bao gid bi nha tuyén dung danh truot khi hoi vé dinh huéng nghé
nghiép minh chwa? Cau hoi vi sao ban chon nghé nay va ké hoach dinh hudng
cho 5 nam t6i? Lap limg khdng biét minh s& lam gi, di lam duogc gi va cudi cling
minh dang 1am gi va dé 1am gi? Tat ca nhitng suy nghi méng lung nay s& lam
cho nha tuyén dung thay ban khéng c6 dinh huéng ciing nhu khéng ¢6 sy chuan
bi ké hoach cho cudc doi.

Ban da c6 “tam ban d6” cho cuéc d&i minh?

C6 mot thc pham ndi tiéng mang tén “Yes or No - Nhirng quyét dinh thay
dbi s6 phan” cua nha van Spencer Johnson ké vé hanh trinh cia mét thanh nién di
tim bi quyét cua thanh cdng va hanh phic tir nhitng quyét dinh ctia minh.

Chang thanh nién 4y luén trin tro: “Tai sao minh lai khéng thé gidi quyét
duoc viée gi cho ra hdn? Minh phéi lam gi bay gio? Lam gi dé cé thé thanh
coéng va hanh phlc nhw biét bao nhiéu nguoi khac?”. Mot ngay, dang lic budn
chan va khong biét 1am gi dé thoat khoi nhirng suy nghi tiéu cuc dang bua vay, anh
tinh co duwgc moi tham gia vao mot cude hanh trinh tha vi. ..

Khu rimg ma chang thanh nién sip tham hiém 13 mét vang dat nguy hiém, hoang
vu, it nguoi dat chan tdi. Anh t6 ra rat hao himg véi chuyén di nay nén di thirc day tir
td mo sang dé khan géi 1én duong. Nhung di duge mot lic, anh ta méi chot nhé ra
minh khong mang theo tdm ban d6. Anh dinh quay vé nha iy nhung lai so khong kip
thoi gian nén van tiép tuc di. Va dén khi bi lac duong, anh ta mdéi ty trach minh: “Gia
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ma minh chuin bi can than hon thi da khong quén tim ban dd. Gia nhu lic phat hién
khong mang theo, minh bé chiit thoi gian quay vé nha ly thi c6 1& moi viéc da trd nén
t6t dep hon”.

Cau chuyén vé chang thanh nién ciing 1a bai hoc cho tat ca ching ta khi
quyét dinh bat cr mot van dé nao boi vi ching ta chinh 13 ngudi chiu trach
nhiém cudi cling cho nhiing quyét dinh d6. Cudc sdng ludn cé du thoi gian cho
ban stra chira nhimng sai 1am. Song cudc sdng ciing vd clng ngan ngti néu ban
mai lac 161, di hét tir sai 1Am ndy dén sai 1Am khac.

Bat ké ban tim dudng di don thuan hay tim kiém con dudng dan toi tuong
lai hanh phUc, ban déu can trang bi cho minh mot “tdm ban dé” &é khong mét
moi Vi di sai duong va khéng mat nhiéu thoi gian, cong strc, tham chi phai danh
d6i hay tra gia dé sira chita nhimng sai 1am khéng dang c6. Ban sé& biét rd xuat
phat diém ciing nhu muyc tiéu ban dinh di t6i va quan trong hon, ban s& dinh vi
chinh xac 16 trinh ma ban can phai di dé c6 thé t6i dich mot cach nhanh nhat, it
rii ro nhat.

Lap ké hoach cho cudc d&i

Pi noi dén ban do 1a ndi dén dudng di nude bude. Co con dudng thang tip
dé di dén dich, ¢ con dudng ngoan ngodo va néu chiu khd nghién ctu ta thay
thém nhitng con duong tat... vo van duong di, ta phai biét quyét dinh huéng di
va quyét dinh di theo con dudng ndo. Ban biét cach lua chon duong di thuan loi
nhat cho minh, hdy Kién tri s& thay duoc diéu Iy thi. Néu ban chap nhan dé cho
cudc song chi mang lai cho ban nhiing thir khong c6 gi 13 mdi mé thi ban sé& chi
ctr thé trdi dat theo dong chay cua cudc sdng. Khdng phai tit ca cac tam ban d6
déu dan dén kho bau. Nhung it nht ban s& chop duoc co hoi tét hon néu ban c6
ban d6 kho bau va mot chiéc xéng thay cho viéc ban chi dao bdi mot cach hil
hoa hodc nhu hau hét nhitng nguoi khéc, ban chang hé cham vao chiéc xéng.

Pé 1ap dwoc mét ké hoach cho cudc doi, ban can chi y dén nhing
diéu sau:

* Pinh hudng cudc doi: Ban phai suy nghi nghiém tic xem minh mubn tré
thanh ngudi nhu thé ndo ¢ cude doi ndy? 5 - 10 nim nita, ban 1 ai? C6 nhu vay,
ban s& v& chinh x&c dudng ban d6 cudc doi ciia minh

* Chia dinh huong cudc doi thanh nhitng muc tiéu nho hon: Nhitng muc
tiéu ndy duoc thuc hién theo timg giai doan thoi gian. Ban dd dugc hoan thanh
chinh 1a nhitng ké hoach trong twong lai, nhimg bai hoc kinh nghiém & qué khtr
va nhitng thach thtrc phai d6i mat véi hién tai.

Ké hoach chinh la tdm ban dé vé ra nhitng doan duong di cu thé dé
dat t&i dich. CO nguoi di t6i dich bang xa 16 thdng tp - vi du nhw duoc
cha me c6 du diéu kién cho ta &n hoc dén noi dén chén. Nhung da sé
ching ta phédi chon nhing con duong ngodn ngoo - Vi du nhuw phéi vira
hoc vira lam, phai nghi vai ndm gidra hai thoi ky hoc dé tich Iiy tién dong
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hoc phi.Nhitng doan duwong nhé nay cing phéi duoc vé trén ban d6 dé
ta cO thé duw tru, tinh toan dé khong bj ddng trong ké hoach.

Cac nha khoa hoc cho rang - C6 ké hoach 1a da di duoc 2/3 doan duong.
Néu khong c6 sin ban db ta s& mat nhiéu cong sirc va thdi gian dé mo mam.

* Ké hoach phai kha thi: Ban s& khong véi qué cao dé roi néu khéng dat
dugc s& that vong va chan nan bo cudc. Ban phai tu biét kha ning cua chinh
minh, mit manh 14n mit yéu. Ban phai tra 16i cho minh cac cau hoi (4 W va 1
H) sau day:

WHAT: Cai gi? T6i dinh 1am gi, tr& thanh ai, theo dudi muc dich nao?

WHY: Vi sa0? Vi sao t6i theo dudi nganh nay? Vi cha me thic ép, vi ban
bé ra ré? Vi nd dang la thoi thuong? Hay vi toi yéu thich, vi no that su cO y
nghia cho cudc doi t6i?

WHO: Ai? Ai c0 lién quan? Trudc tién la tdi? Liéu toi cO du nang lyc va
kién nhan dé deo dudi muc dich cho dén cing? Toi c6 dé chan nan hay bo cudc
khong? Strc khoe cua t6i ¢d tot dir dé theo duodi nganh hoc khong?...

Nhitng ngudi ¢ lién quan nghi sao? Ai la nguoi hd tro dic luc cho tdi
trong nhitng nguoi than (Cha me, thay cd, ban be...)? Pau I tr¢ luc? Néu bd
khong dong Y, 1am sao thuyét phuc? Nhd me hay anh chi 16n, hodc ¢d chl noi
giup?

WHEN: Lic ndo? Vao thoi diém nao tdi s& khoi dau va két thic giai doan
nao cua ké hoach?

HOW: Bing cach nao? T6i s& cb gang tich lily hoc phi nhu thé nao? Tim
hoc bong ra sao? Chon trudong ndo dé hoc ngoai ngit tét nhat? Trinh bay udc
mudn cua minh véi cha me ra sao dé thanh cong?

Khong phai chi 1ap mot ké hoach 16n,
tong quat ma phai chia n6 ra thanh nhiéu ké
hoach nh¢ theo tirng nam, tirmg sdu thang, S
ting thang va tham chi timg tuan véi cong
viéc va gid gidc cu thé.

Mubn thyc hién 6t k& hoach 16n phai ),
hoan thanh ké hoach nhé. Muén lam chu
cudc doi minh phai lam chu ban than trong
viéc nho. Séng ky luat, 1am ra l1am, choi ra

choi, tuan tha dung ké hoach.

Di nhién, khong ai cd thé thuc hién tot ké hoach cudc doi minh néu mit di nghi
lwc va niém tin trong cudc séng. Bén canh nhitng ké hoach da du dinh sin, ban van
phai lwu tAm dén nhiing rui ro ¢6 thé gap phai va tim cach khac phuc. Vi thé ké hoach
dit ra van c6 thé duoc xem xét lai ¢é hoan thién hon hoic thay doi

7. Sap xép cong viéc hop ly
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Ngay xua chung t6i ndu nuéng dun cui, dién thi khong c6 24/24 nhu bay gid ma
phai dén gio méi duoc dong dién bat ty quat dé mat. Noi thé dé ban biét 1a khong thé
cdm ndi com dién dé ndu com hay bat bép tir hay chi it cai bép gaz xde phat nhu by
gid. Ma chiing t6i phai nhom cui rat 1a 1au, néu khong c6 mdi c6 khi phai 15-30 phat
m&i nhém duge cai bép ndu nudce, ndu com.

BG t6i ra rat hay néu ra nhitng van dé nho nho dé cho con giai quyét. C6 lan éng
ra dé bai: Bay gio bb c6 khach dén nha choi, trong phich (binh thity) hét nudc néng,
con 1am cach nao dé bd pha tra nhanh nhat moi khach? Téi ldu ca: sang nha hang xém
xin (cha 1a ching t6i sdng trong chung cu, nén ctra nha lién nhau, chay sang xin nudc,
xin mudi vay gao thdi com nhanh, don gian va d& dang). B t6i noi: 0 diém.

8. Tu duy gidi quyét van dé

Pon gian va hiéu qua, khong vi pham phap luat, khong anh huong dén ai.

Chuyén con qua & sach 16p 3: Con qua thay binh nudc bi can, né lién bay ra bo
song tha nhitng hon soi vé tha vao trong binh dé nuéc dang 1én va nd c6 thé udng. Sau
rat nhidu chuyén bay di vé né ciing udng duoc nudc. Nhung sau d6 né chot nghi: sao
minh khong udng ludn nude & bd séng (don gian khong 1am phuc tap van d&)? Hoac
sau nay cac chau nho con sang tao hon: tai sao no6 khong cam 6ng hit vao ma ubng
(dung cong cu)?

Rat ra: Nhiéu khi giai phap don gian va hiéu qua ¢ ngay bén canh, ngay trudc
mét. Chung ta cr nguyén tac qua dam lai kéo dai thoi gian thuc hién du an. Cé céu:
nguoi gidi 1a ngudi 1am nhitng thure phire tap thanh don gidn hay nguoi gion 1a nguoi
dién dat nhiing tht phtic tap theo cach don gian, ngan gon va dé hiéu.

9. Nguyén tic KISS trong quan 1y dw an

KISS 1a gi nhi? Khong phai 1a hon dau (nhung t6i thich diéu ban nghi dén). Day
1a viét tat cia cum tir Keep It Simple. Stupid! C6 nghia 1a Giir né don gian thoi do
ngu! Mot cau ma ngudi 1am quan 1y du an hay bat ky ai nén tu nhu cho minh (nhét 12
cac cong chirc nha nude Viét Nam hay gay kho dé cho dan). Dung 1am moi viée phire
tap thém, rii rdi tung ra, hiy tim moi cach don gian nhat c6 thé. Nguoi gioi 13 ngudi
lam cho moi thir phirc tap tr& nén don gian. Ngudi gioi 1a nguoi dién giai nhitng tha
phirc tap, kho hiéu bang cach don gian va dé hiéu.

Tién do
10. 3 vAn dé c6t 16i trong quan 1y du an

Quan 1y dy an xay dyng c6 nhiéu van dé can quan ly, trong d6 c6 3 van dé cot 16i
Ia : Chi phi, Chét lugng va Tién do.

Vi cac nude phat trién nhu My, Chau Au ho 1a nha giau 101, nén van dé Chat
lwong va Tién d6 (thoi gian va sy dung hen) dugce dé cao va coi trong hon. Qua quan
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sat tir thyc té, tai Viét Nam do con 1a nha nghéo, con phai di vay, nén van dé Chi phi
luén dugc quan tdm nhiéu hon. Cac khiic méc, nhac 1én, dit xuéng, thanh tra, kiém
toan lién quan dén du 4n x4y dung lién quan nhiéu dén Chi phi, dinh mutc, don gia,
that thoat, lang phi, tham nhiing. ..

Il. QUY PINH CUA PHAP LUAT HIEN HANH VE TIEN DO

Quan 1y du 4n xay dung c6 1 Nghi dinh riéng, Quan 1y chi phi dau tu xay dung
c6 1 Nghi dinh riéng, Quan 1y dau thau & Quén Iy hop dong x4y dung & Quan 1y chat
luong cong trinh hay xir phat ciing vay. Nhung Quan 1y tién do khong co6 Nghi dinh
riéng hoic Thong tu riéng hudng din. Cac diéu khoan quy dinh vé tién d6 hodc co lién
quan nim rai rac ¢ nhiéu chd. T6i xin tip hop 1 sb nodi dung quy dinh vao day dé ban
doc tién nim bét.

Vian ban
I11. CAC CONG CU PHAN MEM TRONG QUAN LY DU AN
1. Céac phan mém Quan 1y chi phi diu tu xiy dung

- Phan mém Du an GXD: Str dung ¢ giai doan chuan bi du an, c6 chuc nang chinh
la xac dinh Téng muc dau tu, xac dinh dong tién theo ké hoach hoat dong cua du an,
tinh toan céac chi tiéu kinh té dé gitip Chu dau tu xem xét tinh hiéu qua cua dy an tir
nhiéu goc nhin, khia canh khac nhau. Péi tuong st dung chinh 1a Chu dau tu, Tu van
1ap du 4n, cac co quan xem xét danh gia va tham dinh dy an dau tu xay dung...

- Phan mém Duy toan GXD: St dung ¢ giai doan thyc hién du an, c6 chirc nang
chinh 1a 1ap du toan cong trinh, 1ap du toan du thau, tra ciru thu vién véan ban, tai liéu
va cac co so phap 1y vé du toan xay dung, ciing c6 chirc niang xac dinh gia dy thau.
boi tuong su dung la Chu dau tu, Tu van thiét ké 12p dy toan, Tu van thim tra, Co
quan Tham dinh du toan va cic don vi nhu Thanh tra, Kiém toan va Nha thau xay
dung.

- Phan mém Dy thau GXD: St dung & giai doan thyc hién dy 4n, cong doan 13p
gia du thau. Phan mém c6 chirc ning chinh 14 1ap gia dy thau, hach toan chi phi san
xuat kinh doanh khi d4u thau, khoan chi phi, quan 1y chi phi cong truong. Déi tugng
st dung chinh la cdc Doanh nghiép Nha thau xay dung.

- Phan mém Quyét toan GXD: Su dung ¢ giai doan thyc hi¢n dy an va giai doan
két thac xdy dung dua dy 4n vao van hanh, cong doan thanh toan khoi lugng hoan
thanh, quyét toan hop déng A-B, bao cdo quyét toan von dau tu. Ddi tuong str dung
chinh 1a Nha thau xay dung, Cha dau tu dé theo ddi thanh toan va kiém sodt chi phi,
cac co quan tham dinh / thdm tra bao cdo quyét toan...

Hé¢ sinh thai cac phan mém GXD dugc nghién ciru phat trién véi dinh huéng 1a
s€ tich hop dugc vao h¢ théng BIM, két ndi dugc vai cac phﬁn mém BIM Tools trong
moi truong chia sé dit li¢u chung CDE.

2. Phin mém Quin ly chat lwong xiy dung
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Hién tai & Viét Nam phan mém c6 bé day truyén thong va tét nhat cho cong viéc
nay 1a phan mém Quan 1y chat luong cong trinh GXD (con goi tit 1a QLCL GXD).
3. Phan mém Quan ly tién dd

- Phan mém Microsoft Project (ctia hing Microsoft).

- Phin mém Primavera (ctia hing Oracle).

- Phian mém Dy thau GXD ciing duoc GXD phat trién chirc ning quan 1y tién do
theo phuong phap EVM (quan 1y du 4n theo gia tri hoan thanh). Tuy rat hay nhung do
phuong phap nay chua phd bién & Viét Nam, nén chirc ning nay chwa dugc st dung
nhiéu. Ban tim doc gido trinh Swr dung ph?m mém DU THAU GXD lap & quan ly
tién do theo phwong phap EVM.

- GXD ciing phat trién 1 phan mém lap va quan Iy tién d6 dy 4n phu hop véi cac
du 4n xdy dyng Viét Nam, tuy nhién phin mém nay chwa phat hanh ra cong chung.

Cac Ky su QS, K¥ su Quan 1y du an xay dung, Ky su dinh gia xay dung... khong
can lan man nhiéu, cir tip trung nghién ctru, nim bat thanh thao hé théng cac phan
mém trén 1a cling vo ra, ngém duoc rat nhiéu kién thuc chuyén moén. Boi tai liéu rat
nhiéu. Mdi tinh ning 12 1 van dé chuyén mon nao d6 can xir Iy tir yéu cau nay sinh
trong thuc té dy 4n xay dung ngudi ta méi 14p trinh, ndm bat dugc 13 ban dugc ludn
méy thr : vira chuyén mon, vira phén mém, vira ky nang... Hoc mot lan duoc nhiéu
thir ludn cling gitip ban day nhanh tién do, tiét kiém nhiéu thoi gian cudc doi. Ké ca
khong str dung trong cong viée, nhung dung lam gido cu thyc hanh dé hoc ciing rat tot.

IV. SO SANH GIUA SU DUNG EXCEL VA PROJECT TRONG CONG
TAC LAP VA QUAN LY TIEN PQ

http://giaxaydung.edu.vn
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Lap 1 ban tién d6 don gian bang Excel hoic v& bang AutoCad thi dugc, nhung
khi can cap, chinh sira s& thay rat kho.

Dan xdy dung hay ca phé, ban hdy tuong tuong cong viéc hai ca phé: co Excel
gidng nhu ban trai bat va tudt ca phé bang tay, c6 Microsoft Project nhu ban c6 mdy
hai, chi viéc ngdi trén d6 va di qua cac hang cy ca phé, qua duoc dong sin vao bao
sin sang van chuyén, tay ban khong bi phdng rop, quin 4o sach s&, thom tho, ung
dung.v.v.

Tuy nhién, nhitng nguoi xay dung niang dong linh hoat thi doi hoi nguoi phai
thanh thao hét: Khi don gian thi c¢6 thé 1ap tién d6 bang Excel hay v& bang AutoCad,
v6i cac du an 16n, phirc tap, dbi tac yéu cau thi phai biét Ms Project. Viéc v& ban Tién
d6 bang Excel hay AutoCad dang dan khong dugc chap nhén, vi nd so sai, khong thé
hién dugc can ctr va khong chinh xéc, cang khong thé theo di va cap nhat. Mot diéu
nita: n6 thé hién sy thiéu chuyén nghiép, cach lam viéc du kich, néng dan.

V. YEU CAU DPE CAI MICROSOFT PROJECT

- May tinh cai Windows 7, 8, 8.1, 10.

- P cai Microsoft Project 2016, 2019 trd 1én (trong tai liéu c6 thé goi tat 1a Project
2016, MP2016 hodac MP).

- Bo g tiéng Viét (Unikey, Vietkey).

- Ngoai ra c6 thé két hop cac phan mém: Excel, AutoCad, Du thau GXD... dé
hoan thanh muc tiéu chung.

Trong gido trinh nady tac gia chyp hinh minh hoa bai tip trén Windows 10 va
Microsoft Project 2016, ban hay stir dung 2 loai do dé tién theo ddi, thuc hanh theo.
Néu st dung loai khac, ban can linh hoat diéu chinh theo, boi mbi phién ban co thé
giao dién va chirc ndng khac di 1 chut.
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CHUONG 2: GIOI THIEU, LAM QUEN, CHUAN BI
I. POC HIEU 1 BAN TIEN PO

Sau khi doc mot s6 van dé vui vui t6i trinh bay ¢ trén ban da hiéu hiéu ph?m nao
vé tim quan trong cta tién do trong ca cudc doi, cudc sdng hang ngay va trong cong
viéc, sy nghiép.

Dé 1ap cac ban tién d6 thi cong, tién do quan 1y dy 4n ban nén tim 1 ban tién do
clia cong trinh di thuc hién, sau d6 tim hiéu cac thanh phan cta ban tién d6 d6. Pau l1a
phan thé hién cac cong viéc can 1am, phan thanh biéu dd thé hién nhitng gi, phan thoi
gian trinh bay & dau, thé ndo 1a cong viée ging, thé nao 13 cong viée binh thuong, diém
bat dau, diem két thic. ..

Poc hiéu biéu do tién do do ngudi khac da lap, tir cac cong trinh trudc di thi
cong, ndm céc kién thtrc co ban vé tién do trude, sau d6 mai bat tay vao 1ap ban tién
d9, ban s& thuan loi hon nhiéu.

1. Gi6i thiéu vé so dd Gantt

Biéu d0 Gantt (Gantt chart) 13 loai so d6 dung dé trinh bay cac cong viéc, su
kién theo thoi gian. So d6 s& gdm 2 phan chinh: truc tung thé hién tén cic cong viéc va
tryc hoanh thé hién cac mdc thoi gian cho nhimg coéng viéc ay. Nhin vao mot so do
Gantt, ban dé dang ndm bat duoc cac thong tin cta ting dau cong viéc va cia ca dy an.

Chinh vi cach bd tri thong tin don gidn ma lai r0 rang, truc quan nén né da trd
thanh cong cu hiru ich dé lap ké hoach, 1én timeline thuc hién hodc quan ly tién d6 du
an.

2. Céch biéu dién cong viéc
Lay thanh ngang dé biéu dién cong viéc.

3. Cac moi quan hé cong viéc co ban

Khi hoc Microsoft Project quan 1y

du an tai Cong ty CP Gia X4y Dung, cling A B Finish-to-Start (FS)

L J

nhu khi 1am thyc viée 1ap ké hoach tién do
cho du an, lap ké hoach tién do thi cong

ban can phai hiéu 4 mdi quan hé cbng N - Finish-to-Finish (FF)
viéc co ban:

FS: Cong viéc A két thuc, cong viéc
B bit dau. Vi du 1: Céng tac dao dat hé | * B Start-to-Start (SS)

mong xong thi cong tic dé bé téng 16t bt

dau. Vi dy 2: Céng viéc dé bé téng san

chi dwoc vao khi c¢éng viéc lap cot thép |— » B ‘J Start-to-Finish (SF)

san dd dwoc nghiém thu xong va T vin
gidm sat dong y cho thi cong budce sau.
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FF: Cong viéc A két thuc thi B ciing phai két thic. Vi du: Phé duyét Tong mirc
ddu tw cing véi viéc phé duyét dw an (khodn 6, diéu 6, Nghi dinh 32/2015/ND-CP)

SS: Cong viéc A bat dau thi cong viée B ciing bat dau. Vi du: Céng viéc tham
dinh T 5ng mire dau tw xdy dung duoc thuc hién cung voi viéc tham dinh dy dn dau tw
xdy dung (khodn 1, diéu 6, Nghi dinh 32/2015/NP-CP)

SF: Cong viéc A bat dau thi cong viéc B phai két thuc

Vi du: Gia sir ban dang xdy dung mét dwong ong dan khi méi. True tién, ban sé
hoan thanh xdy dwng va vdn hanh cdc dwong éng mdi trede khi ban sé bat dau tat va
phé dé cdc duwong ong cil.

Trong thyc té con dién ra cac mdi quan hé phtrc tap hon: Vi du A dién ra dugc 1
nua thi B vao, hoac A duoc 3/4 thi B phai két thic .v.v.

Hiéu duoc diéu trén ban sé& thdy bat dau d& chiu hon khi xem ban tién do voi cac
thanh cong viéc xanh d6 vao/ra (bat dau/két thic):

1D Task Name Predeces=ors Duraticn 1023, 08 Jul30,06 Aug 6,06 Aug 13,06
smltlwltlrls snltwlt][Fls|[su[TwlT[Fls|s|m|T]w|[T[F[s
1 Start 0 days
2 a 1 4 days
3 b 1 5.33 days
4 c pd 517 days
5 d 2 §.33 days
-] e 34 57 days
7 f 5 4.5 days
8 g 3 517 days
] Finizh 78 0 days

Ban thay d6, mot dy an dau tu xdy dung cong trinh c¢6 hang trim thr viéc phai
lam (1ap/tham tra/phé duyét du an, ké hoach dau thau, thiét ké, du toan, déu thau,
thuong thao, soan thdo va hop dong, thi cong, nghiém thu, thanh toan, quyét toan
vbn...), v6i rat nhidu t6 chirc — ¢4 nhan - co quan tham gia vao. Riéng, d6i vai tién do
cong doan thi cong cong trinh, hang traim dau viéc, vat tu, nhan cong, may moc lai yéu
cau vé k¥ thuat, quy trinh, quy pham budc phai tuan tha dam bao chat luong, an toan...
Nguoi lap ké hoach tién d6 phai c6 su am hiéu va bd tri cac moi quan h¢ cong viéc vao
ra sao cho tot nhat, ti wu nht, nhip nhang nhét phu hop nguén luc va diéu kién cu
thé.

Ngoai am hiéu vé xay dung, quan 1y du 4n thi phai am hiéu vé t6 chuc, 1ap ké
hoach... Microsoft Project chi la phﬁn mém, nhung viéc nghién ctu, hoc tap béng
cach thyc hanh cac bai tap va c¢6 tng dung s& gitp ban tu duy tot hon nhiéu.

Il. MOT SO THUAT NGU
Vi Microsoft Project kha triru tugng so véi Word va Excel nén hoc kho hiéu hon.
bay mdt s6 thuat ngir t61 gidi thi¢u véi ban trude, cac ban nén doc di doc lai vai lan,
suy ngam, lién tudng dé hiéu phan nao. Nam bit cac thuat ngit nay ciing gbp mot phan
vao nén tang viing chac ctia ban khi khdi dau.
- Gantt Chart: Biéu d6 Ging
Biéu do tién dé dang ngang biéu dién khodng thoi gian phdi hoan thanh tién dj
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dé ra. Ta thuong goi biéu do Ging, sit dung dwong Gdang (dwong cdang nhdt, khéong
dwge phép gidn "cao su" ti ndo, néu gian la tré la lut tién do. C6 1€ ndo vi thudt ngir
nay ma ra cau cua nguoi Viét: “dot nay cang qua, viéc nay gang qua’!?

- Task: Cong viéc, cong tac. Cong viée co thé phan chia thanh cic cong tac cu thé.
Mot hoat dong san xuat ding nhimg vat liéu va thiét bi nhat dinh 1am ra mot san pham
dinh trude (vi du: cong viéc xay, bé tong, quét voi...).

- Activities: Cong tac. Cong viéc hay phan cong viéc duoc thuc hién tai mot vi tri
trong thoi gian nhat dinh mot cach lién tuc (vi du: d6 bé tong mong truc A, bé tong cot
tang 3...).

- Tasks Name: Tén cong viéc. Trong Microsoft Project ban s& bat dau tir cot
(truong) Tasks Name. Ban s€ nhdp nhitng thong tin dang sau: Tén cong viéc hay Noi
dung cong viéc hay Mo ta cong viée. Vi du: Cong tac dao dat bang may.

- Duration: Thoi gian thyc hién cong viéc (gi0, ngay, tuan, thang, nam...). Khoang
thoi gian giita lac bat dau va lac két thuc ciia mot cong tac hay nhom cong tac.

- Start: ngay thang bat dau. Thoi diém bat dau cong viée (khi bat dau cong viée thi
tho vio, nén céc ban c6 thé thdy ngudi ta noi “vao”).

- Finish: ngay thang két thiic. Thoi diém két thuc cong viée (khi két thuc cong viée
thi tho ra, nén cac ban co thé thdy nguoi ta noi “ra”).

Vi du: Cong tdc Sira méng bang thii cong két thiic, cong tic Bé tong 16t méng bt
ddu... vao ra nhip nhang, khéng trimg mdt bang cong tdc.

- Predecessors: cong tac di trudc. Cong viée di trude. Trong MP thudt nglr nay
dung dé chi mdi quan hé gitra cong viée di trude va cong viée di sau (hoic mdi quan
hé giita nhiéu cong viéc).

Vi du: OLDA thi Céng viéc Idp di todn phdi di trede céng viéc tham tra/tham
dinh va phé duyét di todn. Hay qudn 1y tién dé: Cong tdc thi nghiém R3, R7 hay R28
phdi dién ra trude khi nghiém thu céng tic bé téng va phdi dién ra truée khi thanh
toan.

- Successors: cong tac di sau, ndi tiép cong tac trudc. Thuat nglr nay chi mbi quan
hé cong viéc dugc bit dau tir cong viée di trude (Predecessor).

- Summary Task: Cong tic tom lugc. Pay 1a mot cong tac tom luge tong thoi
gian, chi phi cua cac cong viéc khac.

Vi dy: Thi cong phan méng la c¢éng tic tém lwoc ciia cdc cong tac: Pao dat bang
mdy, sira mong bang thii cong, do bé tong 16t, cot thép + van khuén mong, dé bé tong
mong, bdao duong, thao van khuon mong. Cac ban sé ro hon khi chung ta lam bai tap
thuc hanh.

- Dependent Task: Cong tac phu thudc. Cong tac ma ngay thang bat dau két thuc
bi phu thudc vao cong tac khac.

- Resource Name: Tén vt tu, tén ngudn luc, tai nguyén.
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Cé nhiéu tic gid sit dung thudt ngiv Tai nguyén la theo tir dién hodc chuyén
nganh khéc ho dich nhw vdy réi diing theo. Nhueng téi cho rang ding thudt ngit Vit tu,
Vat e hodc Nguon liwc sé hop véi chuyén nganh quan 1y dw dn xdy dwng hon. Thudt
ngir “Vdt tuw” theo nhiéu tai liéu dinh nghia nhw sau: “Vat tw la bo phan co ban trong
toan bé tw lidu san xudt cia xd héi, bao g&m nguyén liéu, vdt liéu, nhién liéu, nang
luong va thiét bi mady moc”. Vat co nghia la vat luc, tw co nghia la tw liéu san xudt, do
dé vt tw hiéu la Vit liéu, Nhdn céng, Mdy va thiét bi thi cong sé ding véi chuyén
nganh xdy dung. Diéu ndy ciing phii hop véi viéc trong Microsoft Project khi gdn
Resource cho cdc cong tac ciing bao gom gdan vit liéu (VL), nhan céng (NC), mdy va
thiét bi thi céng (M). Do do trong cdc tai liéu, gido trinh cia tic gia Nguyén Thé Anh
sé€ dung thudt ngir “vat tu” theo nghia do.

- View: Cac kiéu khung nhin biéu béo cdo trong MP.

- Cost: Chi phi. Noi dung nay chua dugc dan sir dung MP nghién ctru nhiéu. Dung
dé quan 1y chi phi, phan bd cac khoan chi phi theo tién d¢ thuc hién cong viée. Ngudi
1am Quan 1y chi phi xay dyng tot phai b tri tién d6 sao cho dudng cong chi phi co
hinh chit S. Hién tai Gia Xay Dung van dang nghién ctru.

- Fixed Cost: Chi phi ¢6 dinh.

- Resource Cost: Chi phi vat tu.

- Work: cong dé thyc hién cong viéc (mdc dinh la Gio).

- Unit: don vi str dung tai nguyén.

- Schedule: tién do du 4n, 1én lich cho dy 4n.

- Rate: gia ctia cic tai nguyén (standard rate: gia chuan, over.rate: gia ngoai gio).

- Cost: chi phi.

- Baseline: duong gbc.

- Recurring task: cong vi¢e lap di 1ap lai.

- Milestone: mdc cong tac (thoi gian bang 0).

- Predecessors: Mobi lién hé di trude.

- Successors: Méi lién hé di sau.

- Calendar: Lich (lich nam, lich bléc, lich treo tudong ching ta van ding d6). Lich
nay c6 san trong MP dé ban tién quan ly ngay thang cho du an. Ban c6 thé tiy bién
cudn lich nay cho phu hop voi cong viée (nghi thir 7, lam chu nhét, hop giao ban vao
thir 2...).

- Working Time: Thoi gian 1am viéc, ngay gio da thiét 1ap trén lich dé lam viéc.
Nhu vi du trén: Working time 13 cac ngay trong tudn trir thir 7.

- Base calendar: Lich co s, lich nén. Dung dé thiét 1ap dang lich mic dinh theo
quy dinh ctia Nha nuéc ching han (Iam 5 ngay trong tudn va nghi thir 7, chi nhat).
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Dung dé tao mé&i hodc so sanh véi lich ching ta da tily bién cho phu hop véi tién do thi
cong cong trinh, tién do thuc hién dy an.

- Lag Time: Thoi gian tré. La khoang thoi gian cham hon giita hai cong tac phai
tuan theo.

Vi du: D6 bé téng san xong phdi cho thoi gian ninh két réi méi dwoe thi cong &
bén trén.

- Lead Time: Thoi gian sém (dan truéc). Nguoc lai véi Lag Time. Cong tac dugc
thiét 1ap khodng thoi gian nay phai di trude cong tac phu thudc no.

- As soon as possible: Cong viéc khong bi rang budc, bat dau cang sém cang tot.

- As Late as possible : Cong viéc nay phai bi tri hoan cang lau cang tt.

- Finish No Earlier than: Cong viéc phai két thuc sau ngay thang chi dinh.

- Finish No Later than: Cong viéc phai két thuc sém hon ngay thang chi dinh.

- Must Finish On: Cong viéc phai két thuc chinh xac vao ngay da dinh

- Must Start On: Cong viéc phai bat dau chinh xac vao ngay da dinh

- Start No Earlier than: Cong viéc bat dau vao ngay thang hoic mudn hon ngay
thang chi dinh.

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

- BIM (Building Information Modeling): Mé hinh théng tin cdng trinh.

- BIM 3D: Mo hinh thong tin céng trinh gdm Thong tin hinh hoc (Graphic 3D) va
Thong tin phi hinh hoc (NonGraphic, data).

- BIM 4D: M6 hinh 3D tich hop thém cac yéu té vé thoi gian, tién d6 cua cong
trinh. 4D BIM cho phép nguoi str dung tich hgp cac yéu td hinh hoc cta cau kién cong
trinh v&1 cac nhiém vu vé tién dé thi cong dé 1ap tién do, ké hoach thi cong va ké
hoach cung trng cac nguon lyc cho viée thi cong cong trinh. Microsoft Project 1a 1 Gng
vién sang gia dam nhiém yéu t6 thong tin thoi gian, tién d6 cia mé hinh BIM.

I11. GIAO DIEN MICROSOFT PROJECT 2016 VA CAC THIET LAP
Chung ta s& 1am quen v6i phan mém Microsoft Project va sir dung dé thuc hién
cac cong viéc sau:

- Lap va quan Iy tién d6 dy an dau tu xdy dung

- Lap va quan Iy tién do thi cong x4y dung
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Thanh céng cu Quick Cdc Ribbon chikc ndng cta
Access Toolbar chwong trinh

SNgUyanTheAnh & KS.KieuManhTa - oxdvn (B3 tap DR

Task Resource Project View Format

L uu |E=E =S My [ Critical Tasks M, _a@ [] Outline Nu
'y =I 2 - — e —
‘@ & Column Settings ~ [ slack s - | o == - [V Project Sun
Text Gridlines Layout Insert } Format _ Baseline Slippage & év o‘“ —1| o
Styles - Column i Custom Fields + [ Late Tasks - - ¥ | |¥] Summary T3

Format Columns Bar Styles Gantt Chart Style p Show/™H

> 2 ay T TS Ju 19 TOJUm 19
T[F[SISM[TIW[T[F[SISM[TIW[T[F[S[S|M[TIW[T[F]

0 - Baitaps6 1 298 days
1 = Phén méng 58 days W 0%
2 | Dao dat bang may J20 days
3 S méng bang thdcbng 5 days
4 Bé téng gach vd@ méng 4 days
[ C6t thép + van khdon méng 16 days
6 B4 bé tdng méng 2 days 3
7 Thao van khudn méng 2 days 0%
8 Xay tudng méng 6 days 0%
£ C6t thép van khudn giing 3 days 0%
[¢] méng
382' 10 B4 bé téng gidng méng 1 day 0%
2 L Théo vén khudn gi&ng 1 day 0%
[ nwra
12 = Phén than 158 days
Viing nhép dir liéu Viing db hoa

IV. CAC LENH VA CHUC NANG
1. Cac Menu Ribbon

- File: noi thyuc hién viéc tao mé&i, mé, luu file, in 4n hodc thuc hién cac cai dat cho
MS Project.

- Task: thuc hién viéc dinh dang, chén, chinh stra, thiét 1ap cac thudc tinh cta cac
cong tac.

- Resource: thyc hién viéc quan 1y va gan tai nguyén cho cac cong tac, can ddi cac
loai tai nguyén c6 cuong dg su dung vuot qua murc cho phép.

- Project: chira cac chirc nang cua toan bo du an. Cap nhat tién d6 thuc té va so
sanh voi tién d6 da 1ap. Tao mdi lich 1am viéc va gan lich lam viéc cho céc loai tai
nguyén. Trich xuit cac bao cdo vé viéc sir dung tai nguyén va chi phi cta du 4n.

- View: gitp kiém soat va xem cac thong tin cta du an theo cac cach khac nhau,
sdp xép va quan sat cac cong tac theo nhom.

- Format: 1a mét tab tiy bién. Cac chirc ning trong tab phu hop dang biéu d6 hay
khung quan sat ma ban dang str dung.
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c....mmrm TS NGUyanThEAT & Ko KEOManhTa = gxdvn (B3 T3p TTEMicrosort Prorcct e —

Task | Resource  Project  View Format o ¢
5 cut - & Mark on Track + | s ] Not Find *
;.(, uf = o ||eeees THkonTad 5’ % @ j;;l "“"‘,‘;_J - ummary — o] Notes qi? A Fin
“— 32 copy - r 7 Respect Links - & Milestone =] Details Q2 Clear~
Pasti - W% & 38 & 5 M lly | Auts 1 t M Mod T Inf it e
ote o Fomatpainter]| B £ ¥ | 2 A-||7e 88 %% o navate s:l'lfsifi‘smm?m nepeck Mowe, Mocelyi® peinveranie | "t Add to Timeline m ool @ Fin~
Clipboard Font Schedule Tasks Insert Properties Editing
-
0 ‘ NOi dung cong viéc - | Thoigian 20 May '13 |27 May '13 103 Jun*13 10 Jun"13 117 Jun*13 |24 Jun"13 01 Jul 13
[P— SIS[MITIW!TIF[S{S[MTHW\TIF]S[SIM]T1WI‘([FISIS]M]r\WITIFIS[S\M\TIW[T[F[SIS]M[TIW]T]F]SIS[MIT[W[T]F
- Baitaps61 298 days
= Ph&n méng 58 days P 0%
| Dao dat béng may 120 days

Sim méng bang thicong 5 days
Bé tong gach v8 méng 4 days

Menu Task

Group View: giup lya chon cac khung nhin.

Group Clipboard: giup thuc hién cac thao tac copy, cut, paste cac cong tac va
cac dinh dang ctia cong tac.

Group Schedule: gitip gan va quan 1y céac lién két, % hoan thanh cua timg cong
tac.

Group Font: dua ra céac tuy chon vé dinh dang font chit hién thi.

Group Tasks: gitp lya chon cac ché do cap nhat cho cong tac va an/hién cac
théng béo.

Group Insert: chén thém cong tac, cac mdc cong tac, cic cong tic tong hop.

Group Properties: chinh stra cac thong tin, ghi cht cho cac cong tac va cép nhat
vao Timeline.

Group Editing: giup tim kiém, loc c6 diéu kién cic noi dung cua cong tac.

1.1. Menu Resource

Group View: Ira chon khung nhin, mic dinh 14 Team Planner.

Group Assignments: Quan ly viéc gan tai nguyén.

FFhs.Nguyén?neAnh & KSKieuManhTd - gxdvn (Bai tap D%

Project View Format

@ L@ LS — - _] Leveling Options
- - e »& S Clear Leveling
Assign  Resource Subst : { t MNotes  Details - Level Level

Resources Pool> Re A1+ . election Resource ANl il Next Overallocation

Assignments Insert Properties Level
o | NOi dung cOng viéc A ,- TMig'BnA 20 May "13 27 May ﬁJunﬂs
s[s M|T[w]T|F[sls M[T]W|T[F]S|S [TIW[T[F[S][S

- Baitaps61 298 days
- Phén rnom 58 gays ﬁ 0%
| Dao dat bang may 120 cays
PSS T

0
1
2

Group Insert: chén thém |- Group Level: thwc hién viéc cAn déi tai
tai nguyén trong trong giao nguyén khi mi dé st dung tai nguyén
dién Team Planner. virot qua ké hoach cung (tng.

Group Properties: gitip bd sung, quan sat,
stra d6i cac thong tin cda cac tai nguyén. -
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1.2. Menu Project

Group Insert: chén thém mét dw 4n vao dw vao file hién hanh (gop tién dé cic hang
muc vao tong tién d6 cla dw 4n). Khi didu chinh tién d6 cac hang muc, téng tién do
cla dw an cling tw thay déi.

Group Properties: thwc hién viéc cai dit cac théng s6 cua dw 4n, thiét 14p thoi
gian lam viéc va quan ly viéc chia sé tai nguyén gitva ca dv an.

ms.NguyénﬁnéAnh & KSKieuManhTa - gxdun (Bai tap 1) 0 Microsoft Project

Rfource Project View Format
i | 2=z} J— Y Status Date: = 0 imm| w=
® g |2 z BT - ([ 3 ﬁ = il g3 g
j Use = = | = 3 os/0s13 E =
Subproject| Project  Custom Links Between WES Change Calculate Set Move Update Visual Reports Compare] Spelling
Information Fields Projects *  Working Time || Project Baseline = Project Project Protecte Reports Projects
Insert Properties Schedule Status Reports Proofing
o | NGi dung cong viéc - | Thiigian _ 20 May "13 [27 May 13 [03 Jun"13 [1:¥un'13 [17 Jun ™1
SIEIMITIWITIF[S[SIM[TIWMTIFIS[SIMITIW[TIF[S[SM|TIW[TIF[S]|S[M[T[wW
1] - Baitap sd 1 298 days
1 = Phén méng 58 days P 0%
2 | Bao dat bang may |20 days

gian dién ra dw an.

Group Schedule: tinh toan lai sau
khi thwc hién c4c thay déi; thiét lap
cac dwong co s& va thay dbi thoi

Group Reports: tao va in cic bao
céo vé chi phi cia dw an. Két hop

v&i Pivort Chart cua

Excel dé thé

hién cac biéu do.

Group Status: cip nhit % hoan
thanh cac cong viéc hay toan dw an
tai mot thoi diém nao do.

a

e a Resayrce  Proiedt | View Format )
tef o i) - Zz 7 = 5 1 =" o %
= Tl 'jlunw%ri Diagram ‘ﬁ ' Resource Usage %1 il:] «l‘ Highlight: [No Highlight] Timescale: (‘: E @ \,,_‘ Timeline __:} £57 switch Windows
—_ B Calendar ~ [ Resource Sheet ~ 7 Filter: [No Filter] || pays - * 1| £7 petails ' 3 arrange All

| Gantt | Task Team Sot Outline Tables Zoom Entire Selected New
Chart =) Usage - 3k Other Views - Planner » 8 Other Views ~ - - - B Groupby: [No Group) Project Tasks Window — Hide ~
Task Views Resource Views Data Zoom Split View Window
o [ NOi dung cong viéc < | Thigian 120 May *13 127 May 13 03 Jun ‘13 [10 Jun*13 [17 Jun*13 [24 Jun*13 101 Jul*13
L SISIM[TIWITIFISTSM[TIW[T[FISISIM[TWIT[F[STS[M[TWIT[F[STS[M[T WIT[FIS[S|M[T[W[T[F[STS[M[TW[TIF]
0 - Baitaps6 1 298 days
1 = Phan méng 58 days P 0%
2 | Dao G4t bang may 120 cays
3 Sia méng b&ng thiicong 5 days
4 Bé tong gach v@ méng 4 days
5 C6t thép + van khdn mo 16 days =0%

Menu View (Khung nhin)

- Group Task View: lira chon cac ché d6 quan sat cac cong tac cua tién do.

- Group Resource Views: quan sat viéc sir dung cac tai nguyén cia du an.

- Group Data: cong cu giup sip xép, loc, quan sat va so sanh chi phi cua ting

cong tac gitra tién do da 1ap va thuc té .

- Group Zoom, Split Views va Window: thu phong ving dit liéu qua sat, sap xép

cac cua so6 dang mo.
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1.3. Cac khung quan séat trong giao di¢n: (mdc dinh: Gantt Chart)

- Calendar: cia s6 dang
hCh glﬁp quan sat cac Cf)ng Task Resource Project
tic dién ra va céac loai tai = B Aria 0 - PEees
. j 0 2% o T 100
A ké N . __:ﬁ CU[‘J}' " = =] e e
nguyen su dung trong ngaY' Pajte # Format Painter IO o ﬁ T 88 =R
5 2 Font Sched
- Gantt Chart: cua so T —e
N . Calendar MNgi dung cong vigc - Thoi gian -
dang so d6 ngang, gilip chung v | Gantt chart -
, _ FOR - 50 1 298 days
ta quan sat dugc rd moi lién Bar Rollup in mong 58 days
N . A . N e Milestone Date Rollup || Dao d4t bang ma 20 days
hé cua cac cong tac, thoi gian g may t4
o i R , . ) Metwaork Diagram ? Stra mong bang tha céng 5 days
dién ra cac cong tac va cua Resource Sheet } B& téng gach v& mong 4 days
toan du 4n. Pay 13 cira s lam Resource age  [L.COLEED + vén Knon mong 16 days
n hinh Resource Form » B bé tdng mang |2 days
viec cninh. 5 Thao van khudn mdng 2 days
- Resource Graph 7 XAy toérng mdng 6 days
} NetWO’rk Dlagram' Task Usage 3 Cét thép van khudn gidng mdng 3 days
quan sat tién d§ du an theo Task Form ) D4 bé téng gidng mang 1 day
A Task Sheet ‘
so d0 mang.
Team Planner 24 =1 (7| Effort dr
Duration: ays = Effort driven
- Resource Sheet: khung Timeline il
. i i . . I i w |  Finish: Tue 21/05/13 v |  Task
khai bao céc thong tin vé tai Tracking Gantt e Work e
A h d , E Reset to Default i14 i28d ind
nguyén phuc vu dy an. 3 saveview. 2 4d o
, , i 2d ‘od
- Resource Usage: cira |5 woreviews.
sO quan ly viéc phan bo tai
nguyen' 9 Region and Language &J
- Resource Graph: hién thi bicu d6 |[Fre= Jeewnltatonssen —
\ A o 7 T LN A Format:
cuong dd su dung céc loai tai nguyén. [gion a5 ]
- Task Usage: giup quan ly tién do .
thue hién cua tirng cong téc. Shortdate: (damMMyyyy 7)
. ., Lz Long date: ddd, MMMM dd, yyyy -
- Tracking Gantt: gilip quan sat tién ot e [Nos ]
dd thuc hién cua tung cong tdc dang dién Long time: (st 7
J4 A *A \ \ A A First day of week: Sunda -
ra, c¢6 thé hién % hoan thanh cong viéc. o diesthmm[n m"\ i,
. : |
- . A 7 A A Examples
More View: cac cua sO quan sat compe -
khéc Long date: Friday, December 2042014 l
Short time: 10:45 PM
» Thiet lap dinh dang trong Windows: Long time: 104333 PM |
Trudc khi 1am viéc voi Project, ta can r
b
. Go online to learn about changing languages and reqional formats

thiét 1ap mot vai dinh dang so liéu cho
Windows. Cac lam nhu sau:

- Ban vao Control Panel\Regions and Language Options

- Trong bang Region and Language,
Settings...

9

(0}

thé Formats ban vao Additional

Trong hop thoai Customize Format hién ra, & thé Numbers, nhap cac thong s6
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thiét 1ap nhu sau:

ban

Decimal Symbol: dau phay .’

Digit Grouping Symbol: diu cham .’
List Separator: ddu cham phay *;’

O thé Currency:

Decimal Symbol: ddu phay *,’

Digit Grouping Symbol: diu cham .’
Trong thé Date: Short Date Format:
thiét lap la DD/MM/YYYY - Ia

ngay/thang/nam (néu khong co thi ban go

truc

tiép vao).

& Customize Format | J

MNumbers | currency | Time | Date

Example
Positiver  123.456.789,00 MNegative:  -123.456.789,00
| Decimal symbol: . - |
MNe. of digits after decimal: [2 V]
| Digit grouping symbaol: . - |
Digit grouping: [123.456.780 -]
Negative sign symbol: - -
Negative number format: [-1,1 ']
Display leading zeros: [U,? ']
| List separator: : - |
Measurement system: [U.S. ']

& Customize Format

| Numbers | Currency | Time | Date

S Customize Format

Example

Positive:  $123.456.7893,00 Megative: (5123.456.789,00)
Currency symbaol: g -
Positive currency fermat: [Sl,l VI
Megative currency format: [(Sl,l] VI
Decimal symbol: . hd
No. of digits after decimal: [2 VI
Digit grouping symbol: . -
Digit grouping: 123456780 -

| Numbers ICurrEﬂq«I I'I'lme | Date |

Example

Short date: 26/12/2014

Long date: Friday, December 26, 2014
Date formats

Short date: dd/MMyyyy

Long date: dddd, MMMM dd, yyyy

What the notations mean:
d, dd = day; ddd, dddd = day of week; M = month; y = year

Calendar
When a two-digit year is entered, interpret it as a year between:
1930 and 2029 =

First day of week: Sunday

Project Options

General . L

Q Change how Project content is displayed on the screen.
Display
Schedule Calendar
Proofing Calendar Type: |Gregorian Calendar El
Save .

Currency options for this project: @3] Projectl lz‘
Language
. g i igits: |2 =
Advanced Symbol d Decimal digits:
Placement: 14 El Currency: YND El

Customize Ribbon
Quick Access Toolbar Show indicators and options buttons for:
Add-Ins Resource assignments Edits to work, units, or durat

1.4. Thiét Igp trong Options ciza Microsoft Project:

>

Daiu tién, ban vao File\Project Options.

File\Project Options\Display:
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Trong Display, ban c6 thé lua chon don vi tién té s& hién thi trong MS Project.

C¢ vai tuy chon nhu sau:

- Muc Currency: lua chon loai tién té hién thi cho Project.

- Mic dinh, don vj tién té 13 USD - va & muc Symbol sé& dai dién bang ky tu $.

Nhu & trong hinh, ta co
thé chon lai 12 Viét Nam Déng -
VND. Khi do,
Currency s& tu dong d6i thanh

trong muc

“d”. Chiing ta c6 thé gd lai la
“VND”.

» File\Project
Options\Schedule

- Muc Show assignment
units as a: Chon don vi cho tai
nguyén lao dong. O day, ban
chon 1a Decimal - don vi (hodc

Project Options
General Hours per week: |40 =
Display Days per month: |20 =

Schedule
Proofing
Save
Language
Advanced
Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

= Show scheduling messages ©

Scheduling options for this project: @] Projectl IZI
MNew tasks created: Auto Scheduled El
\ Auto scheduled tasks scheduled on: | Project Start DateEl
Duration is entered in: Days El

Schedule

[=]

Show assignment units as a: | Decimal

[=]

Fixed Duration El
Tasks will alway
Show that sche
Mew scheduled

[} Keep task on ne
Automatically 3

Work is entered in:

Default task type:

Days

[7] Mew tasks are effort driven
[7] Autolink inserted or moved tasks
Split in-progress tasks ()

Update Manually Scheduled tasks when
editing links

sb lugng) (mac dinh s€

Information About Project5 et R

la Percentage - phan |[BE| s e e
tram). :g:

- Muc New task j:.:: Al
created: chon Auto || 2w e
Schedule. - >

- Muc Auto ™ Gt

Project Server Accounts
Not 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 template file.

Format

Project Information ~ I

anc
E View advanced and custom

properties of this project.

Project Statistics
See key statistics related to
your project.

Schedule tasks

scheduled on: chon Project Start Date.

- Muc Durations is entered in: chon la

Days.

- Muc Work is entered in:
Days.

- Muc Default task type: chon la Fixed

Duration.
2. Lam viéc voi du an

2.1. Tgo mgi dw an

Sau khi kho1 chay Project, chuong trinh
ty dong mo mdt project mdi. Trong trudng
hop khac, ta c6 thé vao tab File\New\Blank
project\Create dé tao mot dy an méi.

chon 1la

General | SUMMary | Statistics | Contents

Title: Baitap 1
Subject:
Author: MNauyEn VEn A
Manager:

Company: GXD 15C

Category:
Keywords:

Comments:

Hyperlink
base:

Template:

|:| Save preview picture
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2.2. Khai bdo cdc thong tin ban diu

Sau khi tao du 4n méi, ta tién hanh khai bao mét sb thong tin ban dau nhu sau:
vao tab File\Info\Project Information\Advance Properties dé kich hoat bang

Properties.

2.3. Khai b&o thong tin chung vé du an:

Trong bang Properties, ban quan tim dén tab Summary va nhap thong tin vé tén

du an, tac gid ban tién d9, tén cong ty,... vao tuy nhu cau cua minh.

Céac ndi dung nay chi bd sung théng tin vao file tién do cua dy an, khong anh

hudng dén ndi dung tién do.

2.4. Tgo lich lam vigc cho de an:
Project\Change

Ban vao
Working Time.

Trong cua s Change Working
Time ban thiy dang c6 lich mic dinh
ctia chuong trinh 13 Stardard. Ta c6 thé
chinh stra lich médc dinh cho phu hop

For calendar:

Calendar 1

Change Working Time

v Create New Calendar ...

Calendar 'Calendar 1'is a base calendar.

Working

hours

On this calendar:

Legend:

Nonworking

ﬂ Edited working

Name: |Baitap 1

() Create new base calendar

(®) Make a copy of | Calendar 1 calendar

24 Hours

hoac tao lich lam viéc méi cho du an.
Dé tao mdi, vao Create New Calendar.

Trong bang
Create New Base
Calendar, ban nhéap

tén lich vao 6 Name.
Ban thay c6 2 tly
chon tao méi lich:
Create new base
calendar va Make a
copy of. Trong d6 tuy
chon sb6 1 s& tao moi
lich giéng véi lich mic
dinh  Standard
Project, con tuy chon 2

cua

s€ tao moi lich ¢6 cac

Calendar 1 Cancel
{31 Exception day Night Shift iz
B Standard
37} Nondefault work.
i week | ‘ ©
. [
Change Working Time
For calendar:  Baitapl - Create New Calendar ...

Talendar Bal EEDI 15 Dase calendar,

i dited working hours
On this calendar:

Exception day

i Nondefault work Week

Exceptionf | Work Weeks

Cligk on a day to see its working times:  Working times for 01 January 2015:
January 2015 -
+8:00 AM to 12:00 PM
1 i ol AT A +1:00 PM to 5:00 PM
2|3
415 (6|7 8|9 (10 Based on:
11 (12 |13 |14 |15 |16 |17 Default work week on calendar
‘Baitap 1.
18 |19 |20 |21 |22 |23 |24
25 |26 |27 |28 |29 (30 |31
Start Finish I Details...

Llame
I [Default] |

TR

MA

m

Delete

dac tinh giéng véi 1 lich da c6 dé gidm bot céc thao tac chinh stra. Sau khi chon lya

chon xong, bam OK dé tao lich m&i.

Thuec té, mdi loai tai nguyén lao dong khac nhau cé thé s& c6 1 lich lam viéc khac
nhau. Vi dy cong nhan s& 1am viéc theo ca, con may moc co thé 1am viéc 3 ca (24h).

Khi do, can c6 lich lam vi¢c riéng cho cong nhan va may moc.
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Sau khi tao cac lich lam viéc can Details for ‘[Default] | x ||

thiét bat dau thiét 1ap thoi gian 1am viéc

Set working time for this work week

cho tung lich, br?mg cach chon lich can Select day(s):
hiéu chinh trong muc For Calendar.

() Use Project default times for these days.

(_) Set days to norworking time.

(®) 5et day(s) to these specific working times:
Maic dinh, thoi gian 1am viéc trong

From To
1 [7:00 AM  111:00 AM |

tuan la 5 ngay va trong ngay tur 8:00 am 2 (oo haae

dén 12:00 pm va 1:00 pm dén 5:00 pm.
Pé thay d6i, ta vao thé Work
Weeks\Details.

Trong hop thoai Details for hién ra, trong khung Selest day(s), ta quét chon toan
bd cac ngdy tir Monday dén Sunday, sau d6 chon Set day (s) to these specific
working times. Trong bang bén dudi, ta chinh stra lai thoi gian trong cot From, To
cho pht hop véi yéu cau.

Truong hop du 4n c6 thoi gian kéo dai, can thiét phai tao ra lich c6 thoi gian 1am viéc
trong ngay thay dbi (vi du cong nhdn miia hé budi sang lam sém, budi chiéu lam mudn, con
mila déng budi sang lam mudn, budi chiéu lam sém), thi ta c6 thé 1am nhu sau: trong thé
Work Weeks ta thém khoang thoi gian “Mua dong 2013” va mua he “2013”. Muyc Start va
Finish gia st ta dit thoi gian nhu trong hinh. Sau do, ta lan luot bam chon “Mua dong
2013” va “Muia he 2013” 1di vao Details d¢ dit thoi gian lam viéc cho cac mua.

Luu y: cac khoang thoi gian trong Work Weeks khong thé tring nhau hoic giao

nhau.
Details for ‘Mua déng 2013 E Details for ‘Mua hé 2013' E
Set working time for this work week Set working time for this work week
Select day(s): () Use times from default work week for these days. Select day(s): (") Use times from default work week for these days.

() set days to nonwarking time.

et days to nonwaorking time.

Monday
Tuesday
Wednesday

(®)5et day(s) to these specific working times:; (®) Set day(s) to these spedific working times:

From To

Vi du vé thoi gian 1am viée ciia mua dong va mua he:
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Change Working Time

For calendar:  Baitap 1

Legend:

Working

Monworking

Edited waorking hours
On this calendar:

Exception day

Mondefault work week

Exceptions I Waork Weeks |

53|

bl Create Mew Calendar ... ]

Calendar 'Bai tap 1' is a base calendar.

Click on a day to see its working times:

April 2015 -
S| M| T|W|Th| F | S
1123 |4

sle|7|s]9|w|u Pl

12 |13 |14 |15 |16 |17 |18

19 |20 |21 |22 |23 |24 |25

26 |27 |28

30 April 2015 is nonwaorking.

Exception 'Mghi 30/4' on
calendar 'Baitap 1'.

fI Details... I

M I Stad Einish 2
1 | Mghi30/4 30/04,/2015 30,/04/2015
2 |Mghil/5 01/05/2015 01,/05/2015 -
3 |Tét duong 01/12/2015 01/12/2015 1

2.5. Cai dat sw kién ngogi I¢ cho lich lam viéc:

Trong tab Exceptions, khai bao cac su kién ngoai 1¢ (vi du ngay nghi) trong muc

Name, thoi gian bat dau va thoi gian két thuc.

Cac ngoai 1€ co thé bao
gém 1a nay nghi, ngay lam
viéc nra ngay, ngay lam viéc
co thoi gian khac so véi lich
lam viéc. Gid su ta cO cac
ngoai 1¢ nhu hinh bén.

Luu y: Thoi gian dién
ra cdac ngogi l¢ khong dwgc
trang nhau, giao nhau.

Sau do, chon su kién
dau tién va bam vao Details.
Recurrence
Pattern, ching ta can luu y

Trong muc

mot sO lua chon sau:

Details for 'Mghi 30/4°

Set working times for these exceptions
I-O:- MNonwaorking I
() Working times:

Recurrence pattern

O Daily @ on | 30April
) Weekly i
) Monthly ) The | Last Thursday

Range Yrrenge
Start:| 30/04/2015 -

@ End after: | | 5

() End by:

April

30/04,/2019

=
S OCCUrrences

[ ok

l’ Cancel ]

Muc Set working times for these exceptions: chon 1a Nonworking néu khong
lam viéc, chon Working times néu ngoai 1é nay 1 1am viéc theo mot lich dic biét

khac.

Muc Recurrence parttern: chon twong ung véi su kién sé dién ra theo chu ky

ngay, tuan, thang hay nam.

S6 chu ky duoc xac dinh & muc Range of recurrence.

Doi véi cac ngoai 1¢ dai ngay, ta s€¢ khong chon dugc theo chu ky ndm, ma s€

chon chu ky 1a ngay (trong muc Recurrent pattern, chon 1a Daily), va sb ngay cua ky
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nghi s& 1a s6 ngay trong myc End after .... Vi du, véi ky nghi tét am lich du kién kéo
dai tir 14/12/2015 - 23/12/2015. Khi d6 ta s& phai chon chu ky 13 theo ngay, sé ngay s&
la 12 ngay (tur 14/12/2015 - 23/12/2015). Khi d6, ta khai bao nhu trong hinh sau:

Details for 'Tét &m 2014-2015" P

Set working times for these exceptions

) Working times:

Recurrence pattern

(@ Daily Every |1 = days

Ll 1y
() Monthly
() Yearly

Range of recurrence

I Start:  14/02/2015 ~ | End after: | 10 QCCUrrences

@ End by: 73/02/2015 - I

o) (Cama )
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V. CAC BUOC LAP TIEN PO VOI MS PROJECT
1. Buéc 1: Tao, thiét 1ap va gan lich 1am viéc

- Thiét lap lich lam viéc trong work weeks trudc, trong exceptions sau.

- Khi thiét 1ap lich, thoi gian 1am viéc trong Work Week ludn 1a tir 8:00 - 12:00 va
13:00 - 17:00.

- Khi thiét lap céac ngoai I¢, su kién theo ngay duong lich lam trude, theo ngay am
lich lam sau.

- Khi thiét lap lich lam viéc, ddi vai cac su kién ngoai 1€ theo ndm am, thi véi moi
su kién, can tao ra cho moi nam 1 1an riéng.

- Truong hop tao mdi, tao thém lich lam viéc dé sir dung trong dy an, thi can gan
lich lam viéc phii hop cho dur an va cho phan hién thi lich 1am viéc bén khung d6 hoa
cua phan meém.

2. Buédc 2: Xac dinh danh muc cong viéc

- Khéng gd ngay dong Téng tién dd, ma st dung dong sé 0 (Project Summary
Task) dé¢ lam dong Tong tién do. Néu khong dung dong Project Summary, ma vao go
Tong tién do ludn thi céi tong Tién do d6 s€ danh so 1a 1, dén Phan mong sé 1a 1.1,
phan than sé 1a 1.2 sé khong thuan mat cho lam.

- Chia cong trinh ra thanh cac hang muc nho dé to chuc thi cong va kiém soat thoi
gian thyc hién (theo hang muc, theo tang, theo phan doan, ...). B6 sung cac dong la
hang muc tuwong ung.

- Thuc hién phén chia co ciu coéng viée (Indent - Outdent Task) (st dung WBS
hoac 1a Outline Number).

- Nbi dung cac cong viéc chi tiét ma ta dua vao Project bao gdm cac cong viée, cic
cong doan phai thuc hi¢n theo thuc té - khong hoan toan 1a theo biéu khoi luwong cua
du toan, hop dong. Cac cong viéc co thé duoc gop, hodc duoc chia tdch bang cach ta
do6i chiéu véi cac yéu to sau:

+ Céc cong viéc, cong doan c6 cling mdt bang theec hién khdng?
+ Céc ¢ong viéc, cong doan co cing thei diém thyec hién khdng?
+ Cac ¢ong Viéc, cong doan co ciing dai tweng thyc hién khdng?
- B6 sung cac cong viéc chuin bi can phai thyc hién dé dw trii thoi gian, thoi
diém, vi du:
+ Cong viéc chudn bj mdt bang, 1am 1an trai;
+ Cong viéc vdn chuyén vt tu, vat liéu, mdy mée dén cong trinh;
+ Céc cong viéc ldp dat, thao dé thiét bj mdy méc (nhw cau thap, vdn théng, ...);

+ ..
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- B0 sung cac moc (Milestone - cong viée c6 thoi gian bang 0) va gan thudc tinh
(constraint type- vi du “Finish no later than”) d¢ gi6i han tién d6 cho cac hang muc cta
cong trinh, du an.

- Phén cip cac cong viéc theo hang muyc (con goi 1a cong viée tom lugc) va cong
viéc chi tiét. Chén c6t WBS dé quan sat dugc ma phan cap cong viée trong qué trinh
thy hién phan cép.

3. Budec 3: Xac dinh thaoi gian cho cac cong viéc

- Khong xéac dinh thot gian cho hang muc (cong viéc tom luoc), ma chi xac dinh
thoi gian cho cong viée chi tiét.

- Pbi voi cac cong viee xay lip co thé xac dinh dugce dinh mirc trong ddi, thi co
thé cin ctr vao mdi lién hé sau dé xac dinh thoi gian cho tirng cong vi¢c cu thé:

Hao phi lao dong thuc hién = Khéi lweng cong viée * Dinh mikc

Hao phi lao dong thuc hién = Thei gian thuc hién * S6 ngudi thuc hién
Déi véi cong viéc cd nhiéu thanh phan lao dong tham gia thuc hién, can xac dinh dua theo
dbi tuong lao dong nao 1a chinh yéu quyét dinh cong viéc nhanh hay cham. Cac d6i tuong

con lai hodc can cir theo thoi gian dé tim sé lwong, hodc bé tri s6 luong dé dao bao phuc vu
cho ddi tuong chinh. O budc nay, ciing xac dinh duoc sé lugng lao dong phuc vu cng viéc.

- Déi véi cac cong viéc khong c6 dinh murc thyc hién (nhu mot vai cong viée
chuén bi, cac cong vi¢e tu van, quan 1y du an, ...) can dua vao mot vai du an da thuc
hién dé co thé du tru thoi gian.

- Viéc b tri nhan luc dé tim ra thoi gian can dam bao mot vai yéu td sau:

+ Uu tién tan dung lyc lirong c6 san;

+ CO kha nang huy dong;

+ Pam bao mat bang thuc hién an toan;

+ Hai hoa giira viéc ting sé heong lao dong va giam thoi gian cdng viéc;

-
4. Buéc 4: Xac dinh moi lién hé (di trudc) cho cic cong viée dé xac dinh thoi
diém bt diu trién khai, hoan thanh céng viéc

- Khong dit méi lién hé giita cac cdng viée tém lwoe (hang muc) voi nhau hoic
gilta cong viéc chi tiét véi cong viéc tom lugc. Chi cé cong viéc chi tiét véi cong vige
chi tiét 1a c6 mdi lién hé véi nhau.

- Chi co6 cong viéc dau tién 1a khong c6 mdi lién hé di trude; Chi cd cong viéc cudi
cung 14 khong c¢6 mdi lién hé di sau.

- Xé4c dinh méi lién hé cho cac cong viéc tur trén xuéng dudi. Mbi lién hé duoc dit
vao cong viéc di sau. Khi lga chon kiéu lién hé, can dua vao céc cong viéc 1a gi, yéu
ciu k¥ thudt va an toan nhu thé nao, y tuong td churc cong viéc (dé c6 thé tan dung,

luan chuyén nhan lyc, may moc, vat tu), thoi gian cac cong viéc nhu thé nao, ...
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- bé xac dinh moi lién hé, ta can cur vao nguyén tac chung nhu sau: dé trién khai
cong viéc ma ta dang xem xét, thi nhirng cong viéc lién quan trwe tiép nao da phai
trién khai, hoac da phai hoan thanh?

- Viéc xac dinh mdi lién hé can hop 1y va day du, dé dam bao thoi diém cia cong
viée 1a hop 1y, thoi gian du trit cua cong viée hop Iy va duong ging cua tién do 1a dang
tin.

- P6i v6i méi lién hé di sau, ta s& dat vao cong viéc di trude trong mbi lién hé.

5. Budec 5: Gan tai nguyén cho cac cong viéc

- Trudc khi gan tai nguyén, ta can khai bao tai nguyén trong cira s tai nguyén
Resource Sheet (tén tai nguyén, phan loai, don vi, sb luong tdi da, lich lam viée).

-S4 lwong tai nguyén phai dugc xac dinh tai budc 3.

- Trudc khi gan tai nguyén, can dam bao cac cong viéc déu ¢ ché d6 Fix Duration
(trong Gantt Chart, chén thém cot Type dé xem).
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CHUONG 3: LAP VA QUAN LY DU AN VOI MS PROJECT
I. BAI 1: TRINH BAY TIEN PQ CUA 1 DU AN
1. Nhap cac cong viéc va thoi gian thuc hién:

Néu phén chia theo tinh chit cua cong viéc, Trong Project c6 2 loai cong viéc:
Summary Task (cong viéc tom lwgc) va Sub Task (cong viée chi tiét).

1.1. Summary Task (Coéng ThS.Nguyén

Vlé(,' t0’m lu’o’C) Task Resource Project View
~ A \ , - ' L Liglt == =E {};ﬂ, Critical Tasks =,
Cong viéc ma chic nang % @ ‘@ W g unnsetings- | = [ sk =

Text Gridlines Layout Insert Format Baseli

duy nhat cua n6 la chira va tom | syies - Column 4 Custom Fields - O tateTasks -

.- . A v N . Format Columns Bar Styles
lugc thot gian, cong viée va chi e ‘ Noi dung eong viec .| Theigian .| Bt asu
phi cua cac Céng Viéc khac. Ban 1 Ph&n méng 1 day Fri 05/04/13

N 2 . N 2 Dao d&t bng may 20 days Fri 05/04/13
khOHg the gan thOl glan thuc 3 St mong b&ng thd cang 5 days Tue 23/04/13
hién va tai nguyén cho Summary 4 Bé tang gach va méng 4 days Sun 28/04/13

R .. . o ] Cat thép + van khon méang 16 days Sat 04/05/13
Task, ma thoi glan S¢€ duoc 8 B8 b tong méng 2 days Mon 20/05/13

H H A I'e 7 Thao van khudn méng 2 days Wed 22/05M13
Mlcrospft Project tu dong tinh s | [ e o o Io cave e
toan, t@ng h(_)‘p tr cac céng viéc g C&t thép van khudn giing mong 3 days Thu 30/05/13
chi tiét_ 10 D8 b2 téng gikng maéng 1 day Sun 02/06/13

11 Théo van khudn ging méng 1 day Maon 03/06/13
12 Sub Task (Cong Vigc chi 12 = Phén than 158 days Tue 04/06/13
ti ét) 13 = Tang 1 130 days Tue 04/06/13

bay la cac cong viéc chi
tiét, s& duoc gan thoi gian, tai nguyén va cac méi lién hé véi cac cong viée khéc.

Gia str ta lap tién do thi cong phan moéng don gian. Trong Gantt Chart, ta nhap
vao tén cac cong viéc vao cot Noi dung cong viéc (Name) va thoi gian vao trong cot
Thoi gian (Durations). Luu y ta khong nhdp thoi gian cho cac cong viéc s€ la
Summary Task.

ools ) 'T'r-\S.Nguye'n

Gantt Ch
-

Sau khi nh3p vao cdt NO1

Tash Resource Project View Format

dung cong viéc va cot Thoi gian, | = = 4 . = S
= W VnAria . » »

thi trong cot Bat dau (Start) s& tu | ... paste sl By H-A- : 96 | e &

4 ’ \ / Format Painter
dong lay theo ngay bat dau cua du pboaa :
(5 NI dung cong viec v | ThOLgEM indent Task (Alt+Shs

an (ta da dat trong Project
A . . 1 Phén méng 1 day ; J;:.‘,—ttht ielected
Information la ngay 05/04/2013), 2 Do G4t Bang may 0cays | oo
. " z , 3 coNng 5 days | hcn ,z':.: "\Je.'t': :
ngay trong cdt Két thuc do chuong ; PP | e
. n , N ~ qen 5 16 gays | thetasklist |
trinh ty dong tinh dya vao flu ‘11¢u ; ey PR
trong cOt Thoi gian va ¢t Bat dau. 7 2 cays Wed 22/05/13
3 G days Fri 24/05/13
oA A A oA y 9 3 days Thu 30/05/13
2. Thiét 1ap cong viéc tém lwgc - ; i
10 1day Sun 02/06/13

chi tiét:

Ban thiy trong tién do thi cong phan moéng, cong viéc 1 (Phin mong) la cong
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viéc tom luge cia tit ca cac cong viée tir 2 (Pao dat bang may) dén 10 (Théo van
khuon gidng méng). Dé thiét 1ap cac cong viée nay 1a cong viée chi tiét con cong viée
1 14 cong viéc tom lugce, ta lam nhu sau: quét chon tat cac cong viéc ma ta mubn dua
vao lam céng tac chi tiét, sau d6 trong tab Task, bAm vao nat Indent Task (hoic nhin
t6 hop phim Alt + Shift + —). Khi d6 cac cong viéc da chon sé& trd thanh cong viéc chi
tiét, con cong vigc 1 s€ trd thanh cong viéc tom lugc. Luc nay, cadc cong viéc tur 2 dén
10 da di vao vung tom lugc cua cong viée 1. Ta c6 thé nhan thiy su thay doi ca trong
khung nhép liéu bén trai va khung hién thi cac dudng tién do bén phai cua khung Gantt
Chart.

Khi mudén dua mot hay nhiéu cong viée ra khoi ving tom lugc cua cong viée 1,
ta chon vao cong viéc d6 rdi bAm vao nat Outdent Task (hodc Alt + Shift + «).

2.1. Tao méi lién hé giira cac cong viéc:

Dé tao mdi lién hé giita cac cong viée, ban nén 1am lan luot tir trén xubng dudi
theo 1 nguyén tic: Pé trién khai (hodc két thiic) dwoc cong vigc nay, thi nhitng cong
Viéc nao trieée dé phdi hoan thanh hodc phdi trién khai?

Khi thuc hién gan mdi lién hé, ta thuong gan vao cong viéc sau va goi d6 1a mbi
lién hé di trude. Tuc 1a gitta 2 cong viée c6 mdi lién hé, ban can xem tht tu trudc sau
clia cong viée va dit moi lién hé giira chung vao cong viéc di sau. Mdi lién hé (di
trueéc) gitra cac cong viéc sé gom cé 3 thanh phan:

S6 thir tw - ID (dia chi) cua cong viéc can lién hé.

Kiéu lién hé (Mt trong 4 dang lién hé).

D6 sém (Lead time), hodc dé tré (Lag time) ciia thoi diém lién hé thudc cong viéc
sau so véi thoi diém lién hé thudc cong viéc truoc.

Céc dang lién hé ctia cac cong viéce:

Start to Start (SS): Bdt dau dén bdt dau (cong viéc sau cé thoi diém bdt dau lién
quan dén thoi diém bdt dau cia cong viéc trudc).

Finish to Start (FS): Két thiic dén bat dau (cong viéc sau cé thoi diém bdt dau
lién quan dén thoi diém két thiic ciia cong viée truéc).

Finish to Finish (FF): Két thic dén két thic (cong viéc sau cé thoi diém két
thiic lién quan dén thoi diém két thiic ciia cong viée truéc).

Start to Finish (SF): Bdt dau dén két thiic (cong viéc sau cé thoi diém két thiic
lién quan dén thoi diém bdt dau ciia cong viée truéce).
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20 Jul "14 27 Jul '14
(i ] Ki€u lién hé - Bi€u dién LS S MTWTF S SMTW
K&t thac dén bat dau :

1FS-2 days

3 Bit dau dén bit dau [
355+3 days

55F+8 days

K&t thic dén két thic

E—
Bt d3u dén két thuc —

7FF+3 days

Trong tt ca cac mdi lién hé cong viéc, ta co thé cho thdi diém lién hé dién ra
sém hon/mudn hon so v&i cac méi lién hé SS, FS, FF, SF bang cach trir di hoic cong
thém thoi gian ta mudn.

Vi du: Ban c6 cong viéc A (cong viéc trude) co s6 thi ty 1a 1, cong viée B (cong
viéc sau) coO s6 thir tu 1 2. Ban mudn cong viéc B bét dau trude khi cong viéc A két thuc
2 ngay. Khi do mdi lién hé gitra cong viéc A va cong viéc B s€ dugc dat ¢ cong viec B
(la cong viéc di sau). Trong cdt Predecessor ban khai bao nhu sau: 1FS-2. Khi do, ta
dugc két qua nhu hinh sau:

@ GANTT CHART TOOLS
TASK RESOURCE REPORT PROJECT VIEW Office Tab FORMAT

H ©- ¥ B = 5 Calibri -l - & A~ [ Details NE|
Q3 Projectl =

01 Jun 15 0& Jun 15

Task Name + Duration -~ Predeces M T W T F 5 s'MTWT F

1 CoHng vigc A 5 days

ng viéc B 5days 1FS-2 days

Trong méi lién hé trén, ban théy:

1: la s6 thir tr - ID cuia cong viéc di truoc.

FS - la kiéu lién hé tir thoi diém Finish cia cong viéc truée dén thoi diém
Start cua cong viéc sau.

-2 days : la khodng thoi gian sém hon giita thoi diém lién hé thudc cong viéc sau
50 Vi thoi diém lién hé thudc cong viéc truoc.

Ta nhap cac mdi lién hé cong viéc vao cdt Predecessors theo yéu cau cta dé bai.
Két qua nhu sau:
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Task Resource Project View | Format ‘
% @ :_ﬁa Llglt %E == & [OT Critical Tasks =y =] )

u B coumn settings + < [T stack = —- — 11— 1
Text Grldlmes Layout | Insert Format Baseline Slippage
Styles v Column ] Custom Fields [ vate Tasks > epad hd * A A A A hd hd

Format Columns Bar Styles Gantt Chart Style
Task ‘ Wi dung cong vise Thei | B&tdsu Kétthie . Fr =_ | [Apr'13[08 Apr'13[15 Apr'13[22 Apr'13[29 Apr'13]06 May 171

-

7| gian NTFEEMTINTIFEEMTINTFEEMTINTIFS EMTINT FEEMTINTIFEE
~ Phin méng 58 days Fri 05/04/13 Mon 03/06/ v

Pao dat bing may 20 days Fri05/04/13 Wed 24/04/ ¢ i
Sia méng bang thiicong  5days Tue 23/04/17 Sat 27/04/1; 2F5-2 days

Bé tong gach v& méng 4 days Sun28/04/1: Fri03/05/13 3

Cot thép + van khon méng 16 days Sat 04/05/13 Sun 19/05/1 4

D3 bé tong mang 2 days Mon 20/05/1: Tue 21/051 5
Thao van khudn méng 2 days Wed 22/05/1 Thu 23/05/1 6
Xay tuding méng 6 days Fri24/0513 Wed 29/05/ 7
Cét thép van khuén gidng n 3 days Thu 30/05/1% Sat 01/06/1: 8
D4 bé tong giding méng 1day  Sun02/06/1: Sun 02/06/1 9
| Thao van khuon giang ménd1 day  Mon 03/06/1: Mon 03/06/1 10

B

2050 o8 o8 50 50 o8 o o o0 o0

S|l wa ol alw o=

Déi voi kiéu lién hé Finish to Start (FS), néu khong c6 thoi gian tré hon hoic
som hon, ta chi cAn nhap vao s thir tu ctia cong viée di trude.

Mot cong viée ¢ thé co nhiéu mbi lién hé véi cac cong viée khac. Truong hop
mot cong viéc cod nhiéu méi lién hé véi nhiéu cong viéce di trudce, thi ky hiéu cac mbi
lién hé dugc ngin cach nhau bang ky tu.

Luu y: Khi thiét 1ap mbi lién hé cong viéc can luu ¥ rang moi cong viée déu phai
c6 mdi lién hé theo sau v6i cong viée khac, trir cong viée dau tién; moi cong viée déu
phai c¢6 mdi lién hé két thuc véi cong viée khac, trir cong viée cudi cung (tham khdo
thém cdc gido trinh Té chite thi cong ciia cdc thay trieong Pai hoc Xay dung).

2.2. Lag Time va Lead Time:

Khoang thoi gian tré hon (Lag Time) va sém hon (Lead Time) trong cic mdi
quan hé SS, FF, SF, FS ngoai cach nhédp vao sb ngay, ta con co thé nhap vao % thoi
gian ctia cong viée di trude. Vi du: ¢6 2 cong viée, thoi gian mdi cong viée 1a 10 ngay.
Gia st cong viéc 2 c¢6 rang budc vai cong viée 1 kiéu FS+2. Khi d6, ta c6 thé nhap Lag
Time theo s6 ngay (1FS+2) hay theo % thoi gian ctia cong viée 1 (1IFS+20%).

Projects ¥ Microsoft Project T—

Task

Resource Project View

Start |

o Task . TaskMame - Duration . |Predecessors [29 Apr'13 |06 May '13 [13 May '13 [20
Made WITIFlsISIMITIWITIFISIS\MITIWITIF\SISIMITIW\TIFISISIM
= Céngvigcl 10 days 1
= Céng viéc2 10 days 1F5+2 days !

Hinh minh hea 1FS + 2 days
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Projects © Microsoft Broject I ———

Task Resource Project View Format

Mon 28 Apr Wed 01 May Fri 03 May 5un 05 May ue 07 May Thu 08 May Sat 11 May Mon 13 May

Start |

Sun 28/04/13
(1 ] Task ., Task Name . Duration . |Predecessors . |['13 |29 Apr'13 |06 May '13 [13 May '13 [20
Mode wiT[e[s[s[M[TIW[T]F[s[s[mM[TIW[T[F[s[s[m[T[W[T[F[s[s[m
1 = Céngvidcl 10 days i ) 1 :
2 2 Céngviéc2 10 days 1F5+20% |

Hinh minh hoat 1FS +20%

Tiép tuc nhap toan bd cac cong viéc con lai cia dy an, bao g6m thi cong phén
than, thi cong phan hoan thién. Nhap thoi gian thi cong va cac mdi lién hé cong viéc
dé thé hién day du tién d6 cua du an.

Sau khi thé hién xong cac duong tién do, néu mudn an, hién cac duong cong tac
tom lugce, duong tom luge cia téng tién do va ma phan cép ong viéc, ta lam nhu sau:
trong tab Task tim dén Group Show/Hide s& c6 3 tuy chon:

- Outline Number: 4n hién mé phén cip cong viéc.
- Project Summary Task: an hién dudng tom luoc cua tong tién do (chon muc
nay s& xuat hién dong ID sb 0 trong bang tién do).

- Summary Task: an hién cac dudng tom luge cia timg muc.

2.3. Cé&c rang bugc cura céng viéc:

2™ i il PN TS Nouy EnThEAnh & KS.KieUManhTa - oxdwn (B3 tap T Microsort Project M|
File Task Resource Project View Format
) Uu EEEF & Oatiamaks & @@ ey gy gy gEmy ey ey ey ey gy Qe l']l Qutline Number
‘& 7] Y - = —e - o — —
3 cotumn Settings ~ [ stack =l @J = -— | = =l al - - | ] Project Summa; 13
Text Gridlines Layout Insert Format Baseline Slippage e &l P A P A A & P -
Styles 5 Column & Custom Fields « [ Late Tasks v ¢ ¢ ¢ v I V| Summary Tasks

Format Columns Bar Styles Gantt Chart Style . Show/Hide

[July 2013 [August 2013 | Septembd
P2AN 10407101 A R0 PDAPARNANANA 151 AP 1PAP7A0N2050R

o' NOi dung céng viéc .| ™oigan _ | Bstesu _ Aprl2013 [May 2013 [June 2013
DAAN 11 d172023pR9N20A0A] 11 A1 720P3PR20N DN A0 ATRAGD!

- Baitip s 1 298 days Fri050413 [ ——
T [ 1Phinmo 58 days _Fri 05/04/13
a0 dat bang mé 20 days  Fri 05/04/13 ———

ta méng bang 15 days  Tue 23/04/13
é tong gach v3 4 days Sun 28/04/13

1.4 @6tthép + vank 16 days  Sat04/05/13
1.5 £6 bé tong mén¢ 2 days Mon 20/05/13
1.6 Tjhao van khuén 2 days Wed 22/05/13
1.7 qay tubng méng 6 days Fri 24/05/13

Gt thép van khu 3 days Thu 30/05/13

1.9 6 bé tong gidng 1 day Sun 02/06/13
1.10|Thé&o van khuér 1 day Mon 03/06/13 -
~ 2 Phén than 158 days Tue 04/06/13 v
~21Ting 1 130 days Tue 04/06/13
2.1.1 C6t thép var 3 days Tue 04/06/13
i 212pgbetongc3days  Fri07/06/13
i 2.1.3[Thdovankh2days  Mon 10/06/13

Viéc thiét 1ap cac mdi quan hé giita cac cong tac thi dua vao cac quan hé vé cong
nghé, quan hé vé t chirc do ngudi 1ap ké hoach xéac dinh va chi don thuan 1a mbi quan hé
rang budc giita cic cong tac v6i nhau. Mé rong hon vé mit td chirc, bén canh cac mdi
quan hé rang budc giita cac cong tic voi nhau thi riéng mdi cong tac lai ¢o thé chiu tac
dong boi nhiéu yéu té cha quan 1an khach quan. Pua cic yéu t6 d6 vao trong viée 1ap ké
hoach c6 nghia 13 ta d3 dua cac rang budc (Constraints) ctia mdi cong tac vao trong viéc
lap ké hoach.

Microsoft Project cung cdp 8 kiéu rang budc nhw sau:
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- As Soon As Possible - S6m nhiat ¢é thé: Véi kiéu rang budc nay, Project cho
phép mot cong tac khdi cong sém nhit ma nd cé thé. Khong co gidi han vé thoi diém
ap dit 1én cong tac nay. Day 1a kiéu rang budc mic dinh khi chung ta 1ap tién d6 voi
yéu cau thoi gian khdi cong cho trude.

- As Late As Possible - Mudn nhét ¢é thé: Voi kiéu rang budc ndy, Project s&
cho phép mot cong tac khoi cong tré nhit ma nd co thé (di nhién van phdi dam bdo
thoi gian hoan thanh céng trinh khéng doi). Khong c6 gi6i han vé thoi diém ap dat 1én
cong tac. Py 1a kiéu rang budc mic dinh khi ta lap tién do voi yéu cau thoi gian hoan
thanh cho trudc.

- Finish No Later Than - Két thiic khéng mudn hon: Kiéu rang budc nay dua ra
thoi diém tré nhét c6 thé ma ta mudn cong tac hoan thanh va cong tac ndy phai hoan
thanh dung hodc trudc ngay nay. Khi lap tién d6 v6i yéu cau thoi gian hoan thanh cho
trude thi kiéu rang budc nay s& tu ap dat cho cong tac ndo ma ta nhap vao thoi diém
hoan thanh cho no.

- Start No Later Than - Bit ddu khong mudn hon: Kiéu rang budc nay dua ra
thoi diém tré nhit c6 thé ma ta mudn cong tic bt dau, va cong tac nay phai bat dau
thuc hién dung hodc trude ngay nay. Khi 1ap tién do véi yéu cau thoi gian hoan thanh
cho trudc thi kiéu rang budc nay s& dugc ap dit cho cong tac nio ma ta nhap vao thoi
diém bét dau cho no.

- Finish No Earlier Than - Két thiic khéng s6m hon: Kiéu rang budc nay dua ra
thoi diém sém nhét c6 thé ma ta mudn cong tac hoan thanh. Va cong tac khong thé
hoan thanh trudc thoi diém dua ra. Khi 1ap tién d6 voi yéu cau thoi gian khéi cong cho
trude thi kiéu rang budc nay sé tu ap dit cho cong viée nao ma ta nhap vao thoi diém
két thuc cho né.

- Start No Earlier Than - Bit dau khong sém hon: Kiéu rang budc nay dua ra
thoi diém sdm nhat c6 thé ma ta mudn cong tac bat dau, va cong tac khong thé bat dau
trude thoi diém dua ra. Khi 1ap tién do v6i yéu cau thoi gian khoi cong cho trudc thi
kiéu rang budc ndy s& tu ap dit cho cong tac ndo ma ta nhip vao thoi diém khoi cong
cho no.

- Must Start On - Phai bat dau
vao IUC Kléu réng buéc néy dua ra General] Predecessors| Resmtces Notes] Custom Fields
thoi diém chinh xdc ma cONg tac |} we: seenssscvaness e
phai bat dau. Cac yéu to nhu quan |f| Comsvente=t

A A ’ \ e . x Deadline: MNA w
hé cong tac, thoi gian tré soém (Lag,
Lead Time), can ddi tai nguyén cua ||| |constantiype:  Asoon as possbie v || constraint date: | na
cong tac nay s€ la thir yéu vdi yéu Task type: Fixed Units v| [Jeffort driven
cau I'E‘ll'lg bu@c l’lély Calendar: None v f
.. e x WBS code: 1.3
B MUSt FInISh On - Phal ket Earned yalue method: % Complete W

thic vao lic: Kiéu rang budc nay
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dua ra thoi diém chinh xdc ma cong tic phai hoan thanh. Cac yéu té nhu quan hé cong

tac, thoi gian tré sém (Lag, Lead Time), can d6i tai nguyén cta cong tac nay s& 1a thir

yéu voi yéu cau rang budc nay.

bé gan rang budc cho mot cong tac, ta thuc hién nhu sau: trong Gantt Chart,

chon vao cong
tac can gan, roi
trong tab Task
chon vao Task
Information.

Trong hop
thoai Task
Information,
vao the
Advanced, va ta
gan rang budc
trong
Constraint Type
va gan ngay rang
budc tuong Ung
trong Constraint
Date.

muc

NTT CHART

TEN CONG TAC =

1 |‘ TONG THOI GIAN THI CONG

2
3

tn

W - M

“ PHAN MONG
Bdo mong bing, rong <=3 m, sdu<=1m,.
B bé téng 16t méng dd 4x6 Mdc100
CCLD Vin khuén cét thép méng
Bé bé téng méng dd 1x2
Dsp dit hé méng vi san phing mit bing
Cdc cong viéc khidc
4 PHAN THAN
4 TANG TRET
CCLD vin khuén c6t thép di kiéng
P46 bé téng da kidng dd 1x2
CCLD Vin khudn cét thép cot ting trét
P4 bé téng cét tdng trét d4 1x2
CCLD vin khuén cét thép ddm sin 1du
P& bé téng ddm sin 1du 1d4 1x2
“ TANG 01
CCLD Vin khuén cét thép c6t 14u 1
P46 bé téng cét 1du 1 dd 1x2

CCLD vin khuén c6t thép dim sin 14u

: Constraint
NGAY -+ Constraint Type ~ Date -
180 daxk As Soon As Possible HA
35dazk As Soon As Possible NA
10 dasfs Start No Earlier Than 18/05/2008
12 day Start No Earlier Than 19/05/2003
15 dawf Start No Earlier Than 18/05/2008
10 day Start Mo Earlier Than 19/05/2008
5 dasg Start No Earlier Than 18/05/2008
30 dasf | Start Mo Earlier Than 19/05/2008
125 dayk Start No Earlier Than | 17/11/2007
34 dayp Start Mo Earlier Than | 07/11/2007
15 dayf Start Mo Earlier Than 19/05/2003
2 dayfs Start No Earlier Than 18/05/2008
15 dayf Start Mo Earlier Than 19/05/2003
10 dasfs Start No Earlier Than 18/05/2008
15 day Start Mo Earlier Than 19/05/2003
10 daxf Start No Earlier Than 18/05/2008
27 dayp As Soon As Possible |NA
15 daxf Start No Earlier Than 18/05/2008
15 day Start Mo Earlier Than 19/05/2008
15 daxf Start No Earlier Than 18/05/2008

Hoic trong Gantt Chart, ta c6 thé chén thém 2 cot Constrant Type va Constrant
Date dé thiét 1ap cho cac cong viéc trong tién d6 - nhu trong hinh bén.

Luu y: Viéc lya chon méi lién hé khong phit hop hodc khéng day di cé thé dan

den thoi diém cua cong viéc khong chinh xac - vi pham cdc diéu kién vé cong nghé thi

cong va an toan lao dong. Cung tim hiéu van deé nay qua mot vi du tien do cu the.

1. BAI 2: KHAI BAO VA GAN TAI NGUYEN CHO DU AN

1. Khai bao céac tai nguyén

dung cho du an

Dé vao cira s6 khai bao
va quan ly tai nguyén, trong
ctra s6 Gantt Chart, vao tab
Task\View roi chon Resource ||V

Sheet.

Trong Resource Sheet,

[P e [ TS NguyanTheAnh & KSKig
Task Resource Project View Format
‘ﬁ | _‘7 }; Cut Vnarial i P = G;-:t g_—’, ;-0—’ '.'_—-sr‘ E ? Mark on Track ~
. — 33 Copy ~ 2 ; : “J Respect Links
Ci;r:t“- Pa'ste J Format Painter BjI U N A L3 a::a 2 92 = Inactivate
Custom Font _Schedule -
View 1 ung cong viéc - | Thoigian _ Bitasu \qﬂl?013 o M
Built-In — 0205081 114]172025262904
prm— 2561 298 days Fri05/04/13 ©
= 4n mén 158 da Fri 05/04/13
Gantt Chart 1 Dao dat bang mé 20 days  Fri 05/04/13 ={_~,
Bar Rollup 2 Sira méng béng 1 5 days Tue 23/04/13 S
Milestone Date Rollup 3 B€ tong gach v@ 4 days Sun 28/04/13 &
NetworkDiagam [ Cét njép +vank 16days  Sat04/05/13
ro—— D6 bé tong ménc 2days  Mon 20/05/13
Thao van khudn 2 days Wed 22/05/13
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ta vao Format\Text Styles dé lua chon Font chir hién thi. Sau d6, khai bao tén cac loai
tai nguyén caa dy an vao cot Name, sé luong toi da cua tai nguyén & cot Max Units.

Maic dinh, don wvi

Resource Sheet Tools Fl'hS.NguyénThé'Anh & KSKieuManhTd

Cﬁa Du ration Va WO rk Task Resource Project View Format
) X A A ~ \ == & cut Vnarial S - aees = Mark on Track =
cua moi cong vige s€ la 2 Copy - TERERR &
N A este F Format Painter (B s U S»-A- TF = 52 = nactivate
Hours (glo)- De lua Chon Clipboard Font El Schedule

<

6 Resource Name - |Tvpe Accrue At |Material _ |Initials . Std. Rate _ |Cost/Use

lai don vi, ban vao

Label
. ) 1@ Nhan cong Work  Prorated N 0,00 d/hr 0,0
Fl |e\o pt|0nS\SChedu Ie\S 2 May dao Work  Promted M 0,00 g/hr 0,0
R . 3 May dam Work Promted M 0,00 &/hr 0,0

Chedul | ng 0pt|0n3 for 4 May tonbétong  Work  Prorated M 0,00 ¢/hr 0,0
R . b May han Work Prorated M 0,00 &/hr 0,0
this project. Trong do cb 6 Van khuon Material Pomted  m2 v 000 8 0,0

cac tuy chon sau:

Duration is entered in: Iya chon
don vi cho Duration.

General Default nd time: | S:00 PM | v matching the
. Hours per day: 3 = command on
Work is entered in: lya chon don H[ e Hours perwee [0 2
Schedule =
V! ChO Work. p— Days per month: 20 =
Save Schedule
Théng thuong, ta s€ chon don vi - Show scheduling messages G
cho Duration va Work la Days (ngay). Advanced snewassionmentunits sear Decnal v

Customize Ribbon Scheduling options for this project: (] ThS.Nguy&nThéAnh

Tai nguyén c6 3 dang:

Quick Access Toolbar Mew tasks created: Auto Scheduled L
Work. té,i nguyén 1a0 déng bao Add-Ins Auto scheduled tasks scheduled on: | Project Start Date | v
: * ’ Trust Cent Duration is entered in: Days W
A \ . , . , , e Tust Center ) )
gom con ngudi, cac loai mdy moc, thiét Work i entered in: Days
[P |
bi thi cong.

Material: tai nguyén vat tu (vi du trong hinh 13 “Bé tong thuong pham”).

Cost: chi phi, 1a 1 dang tii nguyén ma ta c6 thé gan cho cong viéc. Vi du nhu ta co
thé gan chi phi thué may moc, thiét bi (may thi cong nhu cau thap, van thang ...), hay thué
dich vu (cac dich vu tu vén, ...).

Thict lap de_}ng cho tai nguyen bang ‘A.L_,_u___.m_d_u,__‘ ThS.NguyénThéAnh & KS.KiguManhTu
cach trong ctra sO Resouce Sheet, tai cot Format
Type, tmg voi mdi tai nguyén ta co thé Resouce Name  [Type  |Material | Initials
chon dang cho tai nguyén. Nhan cong Work N
) ) May dao o] M
Pon vi cta tai nguyén ta nhap trong May dam M
5t Material Label. Chi ¢ th; in d May tron bé tang "C"g;:”a' M
cot Material Label. Chi c6 thé gan don May han | "
vi cho cac tai nguyén vat tu. Cac tai B& tong thuong phdm Material B

nguyén lao dong s€ dugc tinh toan theo
s6 cong hodc ca may.

Max Units: Sé luong 16n nhét cua tai nguyén, 1a sb lugng tai nguyén 16n nhit c6
thé cung trng. Max Units chi 4p dung cho céac loai tai nguyén lao dong.

43



Vi du s6 lugng cong nhan trén cong truong chi co 10. Nhung c¢6 nhitng giai doan,

s6 luong coéng nhan can ting 1én tdi 30. Do d6, can phai tao ra nhitng khoang thoi gian

ma so luong to1 da cua cong
nhan la khac nhau. Hoac doi1
vo1 viée thué chuyén gia, tu

van, ching ta cn xac dinh
thoi gian chuyén gia c6 kha
nang tham gia, c6 mat va thoi
gian khong thé c6 mit.

Dé lam diéu nay, trong
bang Resource sheet, ta bAm

Resource Sheet

chuét phai vao tén tai nguyén
roi chon Information, hoic vao tab
Resource ta chon vao Information.
Resource

Trong thoai

Information hién ra:

hop

- O muc Resource Availability
ta c6 thé gan cac khoang thoi gian
ma sb luong tai nguyén toi da 1a khac
nhau.

- Trong phan Change Working
Time, ta c6 thé thay doi thoi gian
lam viéc phu hop véi tai nguyén,
hodc tao mdi va gan 1 lich lam viéc
da co cho tai nguyén.

2. Gan tai nguyén cho cac cong
viée

P R s Nguyént
Task Resource Project VnArial .10 - it
Resource Name Initials Grou
(5] Bz d-A-2F - oo,
1 Nhan cdng :
2 May a0 & cut M
3 May dam E3 Copy M
4 May tron bé téng | [ M
4] May han M
Insert Resource
Delete Resource
Text Styles...
2i=| |nformation...
Bai tap 1 - Microsoft Project —
o @ @ 2
T A3 m; 5
CES 0 ||
v g L 2 _ o
- Manually| Auto Task Information .  Editing
= Schedule |Schedule ﬁ' A T
Tasks Insert Properties
o | ™aigan _ |13 | August 2013 | Septembe -
nof13[ef1op225RaR 1p3pejafi 2[ 518 12427R0j02050s[ 1
118 days
2 16 days
3 days
3 days 1
san 20 days '=;‘ =]
thar 2 days
gt Gridlines...
3 days i
12 days Y= Bar Styles
86 days i Layout
3 17 days HNonworking Time...
3 days =, Progress Lines
2 days ShowyHide Bar Styles » A
DIIS Show Timeline E b
. » {+)
Show Split

Ban tién hanh gan tai nguyén cho cac cong viéc thong qua cira s6 Gantt Chart.

Pé gan tai nguyén, dau tién dam bao ban dang & khung nhin Gantt Chart, sau d6 ban
c6 thé thao tac theo 1 trong cac cach sau:

- Ban chon cong viéc, sau d6 dung 1énh Task > Details nhu hinh sau:
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H 9-2-0 @ ¥ = Gantt Chart Tools  gud edu.vn-Bai-tap-5-lich-lam-viec-duong-gang-toi-uu-ban-tien-do.mpp - Project Professional
-
File Resource Report Project View Developer Format Q Tell me what you want to do...
&D % Cut E g 5 g 5 ﬂ Mark on Track - * q = Inspect - +- ‘.‘“E.ummary - Notes
B Copy ~ O Respect Links Ff Move + @ Milestone Details
cGham PR rormatpamter BT U DA T R me o e e ) Mode- T peversnle " 2 Add to Timeline
art ~ - Schedule Schedule ? - ta
View Clipboard Font [F} Schedule Tasks Insert Properties
Task Resource 08 Apr 19 15 Apr 19
6 Mode =  Task Mame « Duratv+ Predecessors  « Names - Add Ne| W T w T F 5 5 M T w T
0 - 4 Bai-tap-4-gan-tai-nguyen-cho-cong 327 |
days
1 )
2 | - 1.1 Dio dit bing may 20 days May daol2] V|
3 - 1.2 Sira méng bang thn cong 5 days 2FS-2 days
4 - 1.3 Bé téng gach v& mong 4 days 3
3 - 1.4 Cét thép +vén khuén méng 16 days 4
6 = 1.5 D bé tong méng 2days 5
7 - 1.6 Thao van khudn méng 2days 6
8 - 1.7 Xay twomg mong 6days 7
9 - 18 Célthépvénk]méngiéngmé]}days 8
10 - 1.9 D4 bé tdng gidng méng 1day 9
E n - I,IOThéQva’nkhuéngiéngméng lday 10
. -
g :
é 12 - 421Tangl 190
days
4 - 211 Cétthépvé.ﬂldm()nTl Jdays 11
13 - 212Pébe t6ng ¢t T1 3 days 4

Khi d6 s& hién ra Task Details Form ¢ phia dudi dé ban c6 thé gan tai nguyén.

Vi cach nay ban co thé dung nut Next, Previous dé gan hodc quay lai chinh stra tai

nguyén cho cac cong tac da gan

Task Resource 15 Apr-19
o Mode + ITasl(l'hne v Durath » | Predecessors  +  Mames » | Add Ne| s M T w
0 - 4 Bai-tap-4-gan-tai-nguyen-cho-cong 327
E days
i © ¢11PHANMONG  S8days
2 - 1.1 Pao dat bang may 20 days May dao[2] I
=
z|s = | 1.2 Sita méng bang thii cong |5 days 2FS-2days  Nhan congl2]
©oa - 1.3 Bé tong gach v mong 4days 3
5 - 1.4 Cét thép + van khuén méng 16 days 4
6 = 1.5 DA hé thne méns 2davs 5
[« | [ 1
Hame: |SC|‘E| mang bsngthd cdng | Duration: E Dgffort driven DManuaIIyScheduled | Previous | | Mext |
Dates Constraint
Start: | Maon 06/05/19 v| | As Soon As Possible v| Task type: Fixed Duration -
Finish: | Fri 10/05/19 ~| | pate: [ha v] wescode: |12 |
@ Current O Baseline O Actual Priority: % Complete:
: ENE mete: [ 0[]
= ID | Resource Mame Units ‘Work Owvt. Work  Baseline Work | Act. Work Rem. Work &
2 1 Mhin cong 2 20h Oh Oh Oh 20h
]
[=]
<
W

- Ban bam chudt phai vao cong viéc,

chon Information (hoac trén hé menu

Ribbon chon tab Task > Properties > Information) rdi gan tai nguyén trong sheet

Resources.

- Chon tab Resources tim dén nhom Assignments > Assign Resources dé tién

hanh gan tai nguyén.

Bam chudt phai vao ving biéu d6, chon Show Split. Khi d¢6 khung nhin sé& chia
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1am 2 phan nhu sau:

(Rl - -
Task Resource Project View

Task Form Tools ThS.NguyénThéAnh & KS.KieuManhTa - gxd.wn (Baitap 1) - Microsoft Project

Format

(P Task Form "= Predecessors & Successors = J d
QTask Details Form ﬁ g D§ Resources & Predecessors é = @
- Schedule | Wark -8 Cost Motes Objects
™ Task Name Form 8 Resources & Successors
Type Details
[ Task ‘ Ngi dung cng viec - | Théigian  Resource Names . | pprl 2013 | May 2013 | June 3
Mode D2sjoal1 1)14[172023[26290250a[1 1[14[17[2023262901)040
0 = ~ Baitapsd 1 298 days k
1 = = 1 Phdn méng 58 days P P
2 =\ 20 days
3 = 12 Siim 5 days
o 4 E 1.3 Bé tong gach v& méng 4 days
E = 1.4 Ct thép + van khén méng 16 days
= ° = 15 DS bé tong méng 2 days
7 E 1.6 Thao van khudn méng 2 days
e = 1.7 Xay tudng méng 6 days
B = 1.8 C8t thép van khudn gidng méng 3 days
10 = 1.9 DG bé téng giing méng 1 day
& = 1.10 Thao van khuén gidng méng 1 day
12 = 4n tha
3 - 2 Phén than 158 davs ek &
Mame: | §uo ®Etheng m_y Duration: | 20days | =] [JEffortdriven [ |Manually Scheduled | Previous
Start: | Fri05/04/13 v Finish: | Wed 24/04/13 v Tasktype: | Fixed Units v| % Complete: |0% |5
-

ID  |Resource Name Units Work Ovt, Work | Baseline Work | Act, Work Rem. Work
» H

E
S
i
v
B
=

Khung phia duéi 14 noi thyc hién cac thao tac gan tai nguyén. Dé gan tai nguyén,
ta bAm chudt vao coéng viéc can gan tai nguyén, sau do trong tab Format chon vao
Work nhu hinh trén.

bé gan tai nguyén cho cong tac nao, trén vung man hinh thé hién tién do, ban
chon cong tac d6. Trong cot Resource Name bén duéi, ban bim vao miii tén ¢ goc 6
dir lidu dé chon tén tai nguyén can gan. Sau d6 nhap s lugng tai nguyén can gan trong
cot Units.

(RIEA~ O e P Ths Nouyan
File Task Resource Project View Format
T | NGi dung cong viec - |Type 25 M
N ) | S[S[M[T
0 2 -Baitapsé1 Fixed
1 2 = Phin méng Fixed
g 2 Dao dat bing may Fixed
3 B Sira méng bing thi cong Fixed
: ~ = A Fd A
" < Cong viéc dang dwoc gan tai
ot COTTeD T VAT RO Iy P nguyén.
Durati
a — (Y SN WY T . =l
q 3K
& — Cong viéc dang dwoc gan tai
Name:{ | B& tong gach v méng Duration: | 4days -5 [C]Effortdriver ,. , e 1A
nguyén, twong Ung vo&i bén
Start: | Sun 28/04/13 v | Finish: Fri 03/05/13 v Tas A
o || Work ow ~tren.
1 a0d
3 ad 0d A \ P N A
Z o Tén va sO lwong tai nguyén
dwoc gan.

Sau khi lua chon tai nguyén va sb lugng tai nguyén dé gan, ban nhan Enter 3 1an:
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lan 1 de viéc chon tai nguyén co hiéu luc, lan 2 dé gan tai nguyén lén cong viéc, lan 3
dé ket thuc viéc gan tai nguyén cho cong viéc do va chuyén xuong cong viéc phia dudi.

hS.NguyénThéAnh & KS.KieuManhTud - gxdwvn (Baitap 1}- ﬁic

C RN

Task

45' Task Details Form

Resource Project View

ﬁ % g :;=!: Predecessors & Successors

Schedule | Work
® Task Mame Form

D§ Resources & Predecessors

=§ Resources & Successors

Cost  Motes Objects

Type Details
Tazk | Mai dung cong vigc - | Thoigian _ Resource Names - B&t ddu
IMode
g = “Baitap 6 1 298 days Fri 05/04
o 1 =S ~ 1 Ph&n méng 58 days Fri 05/04/
5 2 = 1.1 Dao dat 20days  May dao[2] Fri 05/04/1
E 1. gb 5 days Tue 23/04,
. 4 2 1.3 Bé téng gach vd méng 4 days Sun 28/04
5 2. 1.4 CAtthén + van khin mana 18 davs Sat NAMNG]

Tén tai nguyén djroc gan

S6 hirong tai nguyén diroc gan

JguyénThéAnh & KS.KieuMz
gian _ Resource Names

days -

ays '.Ll_|

s May dao[2]

s > T

/s

ol

Task

Resource Project View Format

hS.NguyénThéAnh & KS.KieuManhTd - gxdwvn (Baitap 1

4[]

o T, MNéi dung cdng viéc - |P2source Names - |B
N . T[F
2. ~'Baitap s 1
< =/ Phén mdng
{F% = Dao dat bing may May dao [2]
2 = Sira méng bang thi céng Nhan céng [2]
-_‘qz <= Bé tdng gach v& mdng Mhan cdng [10];May dam ;May trén bé tdng [2] v
m
= s :
[ ] < Cét thép + van khén mdng May han [2]);Mhan céng [15]
i < D bé ting mdng Mhan céng [14]:Mdy trin bé téng [2]:May ddm :B& tong the

FA
Mame: | B& téng gach vd mdng Duration: | 4days = [effortdriven [ |Manually Scheduled Previous
Start: | Sun 28/04/13 v | Finish: Fri 03/05/13 v | Task type: Fixed Duraton v | % Completer | 0% |5
ID  |Resource Name Units Work Ovt. Work | Baseline Work Act. Work Rem. Work | A
1 Nhan cdng 10 140d iod iod iod 140d
3 My dam i1 iad ind ‘od ind iad
4 May trgn bé ting i2 ind ‘od ind ‘ad

Sau khi an Enter 3 lan, ban thay loai tai nguyén va so luong da hién thi trong c)t
Resource Names ¢ bén trén va con tré chudt dang chon xudng cong viéc can dugc gan
tai nguyén lién bén duoi.

3. Cac tai nguyén da dugc gan cho cong viéc

Céch khéc thuan tién hon dé gan tai nguyén. Trong Gantt Chart, ta vao Resource >
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Assign Resources. Trong hop thoai Assign Resource, ban thay 1a cong viéc dé gan tai
nguyén sé& hién trong 6 phia trén, bang tai nguyén nam phia dudi. Khi d6, ban mudn gan
tai nguyén nao cho cong viéc, ban chi cin gd sb lwong tai nguyén gan trong cot Units.
Mic dinh, khi ban nhép s luong trong cot Units thi d6 s& 13 sé nguoi, sé may ciia mot
t6 nhan cong hay t6 may, hay s6 luong don vi cua tai nguyén vat tu (don vi ban khai béo
cho tai nguyén vat tu trong Resource Sheet).

Trudng hop néu ban mubn gan tai nguyén lao dong nhung khong mudn gan sb
ngudi, s may to doi, ma mudn gan 1a tong hao phi bao nhiéu ngay cong, bao nhiéu ca
may cho toan bd cong viée, thi ban gd sb lugng hao phi cong véi ky tu dai dién tuwong
ung vai hao phi.

Vi du mot cong viée can co6 100 ngay cong, 10 ca mdy, thi trong cot Units ta gd
s6 lugng cho tai nguyén nhan cong 1a “100d”, cho may 1a “10d”. Néu ta mubn g mot
cong viée chi can 5 gid cong, thi ta s& gd 1a “5h”.

Cac ky tu dai dién cho thoi gian, bao gém:

M: Munite, la phat cong

H: Hour, la gio cong

D: Day, la ngay céng

W: Week, la tuan.

Bl = |= FEleriacsy| ThS.NguyénThéAnh & KS.KieuManhTa - gxdwn (Bai tap 1
Task Resaurce | Project View Format
"E; \% @ = B @ [ Leveling Options
e = = ! e »@ £, Clear Leveling
Team Assign  Resource Dretails Level Level , . .
Flanner * | Resources | Pool = B T "1t'°"1
View Assignments ASS'Q” Resources
o T, N Task: C&t thép + van khdn mdng - | B
P‘_ . + | Resource list options EE
2 = Pao dat b
3 ';._—',> Sira man ~ Resources from Ths.NguyEnTh&anh & KS.KiBuManhTd - gxd.vn (B&i ...
4 ';._—',> Bé ting g I Bé tdng thodng pham I -~
ESOUTCE [Mame 240 Onits_ Cost
E 5 [§ = v My han 200 oog Remove —
a v |Nhan cng 15,00 0,004
z . = |B& téng thoong pham Replace... |
= IR o Dd bé tén May dao » téng the
= K = Théo vén May dam I
May trén bé téng
a - . N Close
i | = Xay togn
s § = Cét thép Help

Sau khi gd sb luong cho mdi tai nguyén, tu dong tai nguyén do s& dugc gan cho
cong viéc. Khi mudn gan tai nguyén cho cac céng viéc khac, khong can tit hop thoai
Assign Resource, chi viéc chon tiép cong viéc d6 trong khung Gantt Chart roi gan tiép.

Gén tai nguyén cho toan b cac cong tac cua du an. Két qua s€ nhu sau:

48



RS- -5 Gantt Ci

\n| ThS.NguyénThéAnh & KS.KiuManhTi - gxdwvn (Baitap 1) - Microsoft Project

Task Resource Project View Format

= o Cut Vnarial 1 oesses ?Mark on Track ~ # % @ __n|_>| :’3 - ¥ Summary
) da Copy ~ o _, 7 Respect Links ¥ & Milestone
cizrr:.t' o J Format Painter BIU| O A g 6 s0g = Inactivate 21;2:1':{ 5:22:,:,“ Ins?eﬂ M?ve Ma'ae Ta.ik ) De "
View Clipboard Font ] Schedule Tasks Insert
| o VTask - ‘ INGi dung cong vidc + | Thoigian _ VFbESOUFCE Mames - June 2013
Moce
0 S ~Baitapsé1 298 days _—
1 = = 1 Phidn méng 58 days =9
2 =) 1.1 Dao dit bing may 20 days May dao[2]
N = 1.2 Stra mdng bang thi céng |5 days | Nhan céng[2]
4 = 1.3 Bé téng gach vd méng 4 days Nhan cong[10];May GAm;May tron bé tong[2] | im;May tron be
5 =) 1.4 C6t thép + van khon méng 16 days | May han[2]:Nhan cong[15] [2];Nhan cong[1
o = 1.5 D6 bé téng méng 2 days Nhan cong[14]:May tron bé tong[2]:May ddm | Ong[14]:Mdy tron
o =) 1.6 Thao van khudn méng 2 days Nhén cong[10] cong[10]
8 =) 1.7 Xay tuing méng 6 days Nhan cdng[12] Nhan cong[12]
9 = 1.8 Cat thép van khudn giang méng 3 days Nhén cdng[16];May han[2] Nhan Gﬁngﬁﬁll
10 = 1.9 D& bé téng giding méng 1 day Nhan cong[13);May trén bé tong[2]:May ddm Nhan cong[13
£ I e 1.10 Théo van khuén giang méng 1 day Nhan cong[10]
e © 2 = 2 Phén than 158 days
5 13 ) ~21Tang 1 130 days
" S 2.1.1 C6t thép van khudn cot T1 3 days Nhan cong[13]
15 = 212 D6 bé tong cot T1 3 days Nhan cong[15]);May tron bé tong[2]:May ddm
16 =) 2.1.3 Thao van khubn cét T1 2 days Nhén cong[12)
17 - 24 A CAt than wan kbhudn Adm can T4 18 dave Alhan cAanal1R1-A5y hanl2]

Nhu cau sir dung tai nguyén c6 cwong do khac nhau cho cung 1 cong viéc:

Trong thuc té, c¢6 nhing

viéc ma nhu cau st dung tai nguyén Sanli st Tooks

, R .. . , Task Resource Project View Format
trong cac khoang thOI glan kllac n‘hau Task Name ~ |Duration _ |Resource Names _ |9
Ia khaC nhau' Cong viéccan thicdng |3 days Céng nhan[10] 1

Vi du mot cong viéc thi cong

trong 3 ngay, ngay dau tién chi can 10 4[]
cong nhan, ngay thir 2 can 15 cong Name: | Céng viéc cin thi céing Duration: | 3days |+ [JEA
nhan, ngay thir 3 can 20 cong nhan. Ta Stare: | Mon 20413 V] Fneh: |wed 240413
s i i X ’ ID  |Resource Name | Units | Work
tién hanh khai bao va géan tai nguyén 1 (céngnhan 10 :30d
cho cong viéc mot cach binh thuong, ;

cong

v6i Units 1a 10 cong nhan. Lic nay, Work cua cong viée s€ 1a 30d.

Task Usage Tools '| HS.NanTthnh-KS.IGEuManhTa-gxd.\rn-w du minh hog

10 i30d ‘od

Task Resource Project View Format
(3 Task  |TaskName « |Work  _ |Duration | Details e o
Mode 5 M| T [ w T
= = Cong viéc can thi cong 30 days 3 days Work 1od 10d 10d
| 30days Work 10d 10d
r 1 \, J/
Work |
SIE m
Céng vigc can thi cing Duration: | 3 days - [lEffortdriven [ |Manually Scheduled Previous | MNext |
Mon 22/04/13 v| Finish: | Wed 24/04/13 v | Tasktype: | Fixed Units v| % Complete: | 0% |5
Resource Name Units Work Ovt. Work | Baseline Work |  Act. Work Rem. Work |
Céng nhan i ;

ind iod i30d
i |

Sau d6, ta vao Task Usage, két qua nhu hinh dudi.

Trong Task Usage, ta chinh stra s6 luong cong nhan ctia ngay s6 2 va sb 3 tir 10d
thanh 15d va 20d. Project sé& ty hiéu rang ngay thir 2 va ngay thir 3 s& ¢ tuong tng la

15 va 20 nguoi. Khi d6, Work ctia cong viéc khong con 1a 30d, ma s& duoc tinh bang

49



cong thire 10x1+15x1+20x1 = 45d. Va biéu db nhan lyc lac nay ciing s& bién doi theo.

Gid sur ta co 1 cong Rl d 9~ = |.~_..J-:L.-._._,M_.-| ThS.NguyénThéAnh & KS.K

VléC, Cé 2 loal tél ngHYén Task Resource Project View Format

tham gla IlhlI trong h‘lnh o 'r{‘_qaosldie - |Task Name - |Duration  |Resource Names - SE

1 Tuy nhién. v&i tai SRS | = Cong viéccan thicdng 4 days Can nhan[10];May[2] ]
. 5

nguyén may, do khong co | I |
nhu cau st dung chua

can ngay hodc chua thé

] o R 9- |= \Fed e | ThS.NguyénThéAnh & KS.Kigul
huy dong klpa ma phal lul Task Resource Project View Format

VléC bét déu ChO Méy (5} Task Name - (Work |Duration T - TErEh -\
1 A A H 19 =/ Céng viéc can thi cing 288 hrs 4 days Mon 22/04/13  Thu 25/04/13 |
tham gia la 1 ngay. Khi 101/ /04/13 |

Cdng nhdn 240 hrs Mon 22/04/13 Wed 24/04/13

do, ta lam nhu sau: | My 48 hrs [rue 23/0472:7 | Thu 25/04/13
\_ S

Bwoc 1: Trong
Gantt Chart, gan tai nguyén cho cong viéc nhu binh thuong.

Buoc 2: Trong Task Usage, chen thém 2 cot Start va Finish.

Buwdc 3: Thiét ldp thoi gian bdt dau, két thic cia tdi nguyén trong cét Start,
Finish.

Nhu vy, trong cong viéc trén, ban thdy cong viéc bat dau tir ngay 22/4/2013 dén
25/4/2013, nhung tai nguyén nhan cong chi tham gia tir ngay 22/4/2013 dén
24/4/2013, va thoi gian tham gia cla tai nguyén May la tir ngay 23/4/2013 dén
25/3/2013.

3.1. Cac tai nguyén vat li¢u

Déi véi tai nguyén lao dong (Work), thi sé luong tai nguyén gan cho cong viéc
s& 1a cuong d6 str dung cua tai nguyén, va tong hao phi tai nguyén s& duoc tinh theo
cong thire: Work = Units x Duration.

Tuy nhién, d6i voi tai nguyén vat liéu thi sb liéu ta gan vao sé& 1a tong hao phi, va
hao phi timg ngdy mic dinh s& dugc chia déu theo thoi gian thuc hién cong viée.

Vi duy, cong viéc 1ap dung cbt thép va van khuén mong c6 khdi 1a 48 tan thép va
480 m2 van khuon, thi cong trong 10 ngay.Khi do ta s€ nhap thoi gian hoan thanh cong
viéc 1a 10 ngay, va nhap sb lugng tai nguyén 1a 48 tan thép va 480 m2 van khuén.
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PN O~ -3 'lﬁgﬂg:mniﬂgxnn & Eg.Elguﬁanmu - gxd.vn EE=| tsp 1; - can doi tai n

File Task Resource Project View

Format

o | Ndi dung cong viéc . ‘ Théi gian - Tén tai nguyén .

1.1 Dao dat bang may 20days  May dao [2]
12 Swa mong bang thu cdng May dam [2]

May han [2);Nhan cdng [15] Cot thap [48 tan];Van khuén [480 m2]

Gantt Chart

Z days an cang [14].May tron ng [2].May dam
1. 6 Théo vén khudn médng 2 days MNhan céng [10]

4 [_||i|_| »
Name: | C3t thép + vn khén méng Duraton: | 16days |5 [VIEffortdiven [ |Manually Schedued | Previous
Start: | Sat04/05/13 v| Finish: | sun 19/05/13 v| Tasktype: |FixedDuration v % Complete: | 0% =

ID  |Resource Name Units Work Ovt. Work | Baseline Work Act. Work Rem. Work |A-

5 iMayhan 2 i32d iod iod iod i32d

1 iNhan cing 15 i240d iod ‘od i0d :240d

7 iCatthép [48tdn (48 tAn iod {0 tan 0 tan 148 tin

6 iVan khun 430m2  i480m2 iod iom2 10 m2 {430 m2

Khi d6, Project s& ty phan bd tong khdi luong ¢t thép va van khuén theo cong
thirc:

Units = Work/Duration

O day, ta co Units cua COt thép: 48/16 = 3 (tAn/ngdy) va Units ciia Van khuén:
480/16 = 30 (m2/ngay).

Task Resource Project View Format
o Imrw"‘m ,NWM( + | |Detais D8 liay 1 13 Man 17
| | F[S]SMTWTIF]SSMT[WIT]F]SI
= Van khudn 480 m2| | Work 30| 30| 30 30| 30| 30| 30| 30 30| 30| 30| 30| 30| 30| 3
& | | Cotthép + van khon mong | 480 m2| | work 30| 30| 30| 30| 30| 30| 30| 30| 30| 30| 30| 30| 30| 30| 3
5 = Catthép 48tén| | Work 3| 3| 3| 3| 3 3| 3| 3| 3| 3| 3 3 3| 3
5 Cot thép + van khon mong 48tén| | work 3| 3 3 3 3 3| 3 3 3 3 3 3 3 3
Q | |
£ B8Kag om2 || Work T I 1 1 1 |
Work 0 \ 1 ‘ \
= ses 1 | | | |
4 [u] >4 m
Name: | CBt thép +van khdn mng Duaton: | 16days |+ [VIEffortdriven [ |Manually Scheduled | Previous Next
Start: | Sat04/05/13 v| Finish: | Sun 19/05/13 v| Tasktype: |FixedDuraon v| %Complete: |0% |5
"D |Resource Name ' | unts | Work | Ovt.Work |BaseineWork | Act.Work | Rem.Work |
5 |[Méyhsn 2 32 jod od lod 32d
1 |Nhancéng 15 240d ‘Od od {od 240d
7 |cotthép 48tin  |48tén od 0 tén 0 tan 48 tén
A Vin b e 1480 MY 480 MY ind Nm? Nemd 1430

3.2. Thay doi tai nguyén da gan truoc do
bé thay doi tai nguyén da
gan, ta co thé xoda di va gn lai " p—
tai nguyén. Hodc ta co thé gan [ [+ Resourcelstostons
théng qua hép thoal ASSlgn Resources from ThS.NguyenTh&anh & KS.KiduManhTu - gxd.vn {Bai tip 1) -can doi t...

|Bé tdng ~ Assign
Resou rces Resource Mame R/D Units Cost —
' May dao 2,00 i0,00d Remaove
A A X BE thn
Ta chon cOng vi¢c can thay — Replace...
A \ e A N May dam
doi  tai  nguyén, vao tab May han Graph

Resources\Assign e
Resources.Trong hop  thoai e
Assign  Resource, Ccac tai Hakddovan €. arel bk s select mude rescunces

nguyén da gan s€ duogc danh
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dau. Pé gan thém mot loai tai nguyén, ta bAm chudt chon vao tai nguyén do, gd sd
luong trong cot Units rdi bAm vao nGtAssign.

Pé loai bo 1 loai tai nguyén da gan, ta bam chon vao tén loai tai nguyén do, roi
bam vao Remove.

Pé thay thé mot lai tai nguyén da gan, ta chon vao tai nguyén can thay thé do, roi
bam vao Replace.

Trong hop thoai Replace Resource, ta chon vao loai tai nguyén duoc dung dé
thay thé, gb vao s luong rdi bdm OK dé chuong trinh thay thé tai nguyén.
4. Thiét 1ap don vi tai nguyén gan cho cong viéc

Mic dinh don vi clia tai nguyén trong Microsoft Project 1a phan trim. Dé doi don
vi tai nguyén gan cho coéng viéc mic dinh tir sé phan trim (percentage) sang sd thap
phan (decimal) ban thuc hién nhu sau:

- Kich vao thé File > Options

- Trong hop thoai Project Options tim dén muc Schedule

- Trong Show assignment units as a chon Percentage hoic Decimal réi bam
OK.

Add-ins

General m— . i . =
Change options related to scheduling, calendars, and calculations.
Display
Schedule Calendar options for this project: | @3 gxd.eduwn-file-thuc-hanh-... -
Proofing Week starts on: Monday 57
Save Fiscal year starts in: | January -
Language
Advanced Default starttime: | 800SA v These times are assigned to tasks when you enter a start or finish
. date without specifying a time. If you change this setting, consider
Customize Ribbon Defaultend time: | 200CH  ~ matching the project calendar using the Change Working Time
Hours per day: 3 - command on the Project tab in the ribbon,
Quick Access Toolbar T as
Hours per week: 40 -

Days per month: 20
Trust Center
Schedule

| Show scheduling messages

Show assignment units as a: | Decimal | e ?

Percentage
Scheduling options for this predu.'.fn—file-thuc-hanh—... -
Mew tasks created: Manually 5cheduled ~

Auto scheduled tasks scheduled on: | Project Start Date

Duration is entered in: Days A
Work is entered in: Days 57
Default task type: Fixed Duration =
MNew tasks are effort driven G | Tasks will always honor their constraint dates G
Autolink inserted or moved tasks | Show that scheduled tasks have estimated durations
| Split in-progress tasks G | Mew scheduled tasks have estimated durations hd

QK Cancel

I11. BAI 3: XAC PINH BA THONG SO PAU VAO CUA TIEN PO
C6 3 thong sd quan trong dé 1ap tién do dy an, bao gom:
> Danh muc cdc cong viéc can thwe hién.
> Thoi gian dé thue hi¢n tieng cong vigc.
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> Thoi diém dé bdt dau tirng cong viéc.

Sau ddy ta s& tim hiéu cach x4c dinh tirng thong sb do.
1. Xac dinh danh muc cong viéc can thue hién

Danh muc cong viéc trong Project bao gdm noi dung, sb lugng cac cong viéc, cac
hang muc va phan cip cac hang muc.

Danh muc cong viéc can dua vao Project dé lap tién d6 khong hoan toan 13 danh
muc cong viée trong du toan, trong du thdu hay trong hop dong. No 1a nhitng coéng
viéc thuc té trién khai, can c6 thoi gian dé thuc hién, cn cin ct vao luc luong lao
dong thuc hién cong viéc, can ctr thoi gian va tam quan trong cua cong viéc do ddi véi
toan bo du an.

Qua trinh xac dinh danh muc cong viéc cling can xac dinh viéc phan chia cac
hang muc (t6m luoc) va cac cong viée cu thé dé dé quan 1y, theo ddi.

Céch xéac dinh 13 dua trén danh muc dau viéc tir ban vé& (dy toan, hop dong), két
hop v6i trinh ty thyc hién theo dac diém cong nghé, va can thiét phai xem xét dén 3
yéu t6 sau:

- Mat béng (vi tri) thuc hién cac cong vigc?
- Pbi tuong thuc hién cac cong viéc?
- Thoi diém thuc hién cac cong viéc?

Vi du, voi cong viée gia cong lap dung ct thép, thi viéc gia cong va viée lap dung
khong ¢ cling mot mat bang (gia cong & bai gia cong, lap dung & vi tri cau kién), khong
cung thoi gian thuc hien (gia cong trude, lip dung sau), ¢ cung ddi twong thuc hién
(déu nha nhan cong cdt thép) nén can thiét tach riéng cong viée gia cong va lap dung cot
thép thanh 2 dau viéc dé quan 1y tién do. Viéc nay sé& gitip ta tién liéu trude thoi diém
hop 1y dé bat dau gia cong cot thép.

Nguoc lai, v6i cong tac lap dung cot thép thi lai khong can thiét phai phan chia
theo duong kinh < 10mm, < 18mm hay > 18mm dé thyc hién quan 1y tién do. Vi voi 1
cAu kién, 3 cong vige cdt thép nay c6 cung mat béng thuc hién, cung ddi tuong thuc
hién, cting thoi diém thyc hién.

2. Xac dinh thai gian thwe hién tirng cong viée
Viéc xac dinh thoi gian ciia cong viée can dua tuong quan cia 2 theo cong thirc
Sau:
Hao phi lao dong = Khdi lwgng cong viée * Pinh mirc hao phi
va
Hao phi lao dong = Thoi gian thwe hién * S6 ngwoi thuc hién
O trén, thoi gian thue hién cong viée 1a diéu ma ching ta dang can xéac dinh.

Khoi lwgng cong viéc: ta xac dinh dugc khoi lugng cong viéc dua vao khoi luong
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tur ban vé.

Pinh mirc hao phi (Iao dong): st dung dinh mrc ndi bd hodc co thé van dung dinh
muc du todn. Thuong dinh mire du toan sé cao hon so vé1 dinh mure thyuc té thyc hién.

Vi vay, khi van dung can linh hoat diéu chinh theo kinh nghiém cua nguoi lap tién
do. Va do do, viéc xdc dinh hao phi lao dong nay phu thuoc nhiéu vao kinh nghiém, hiéu
biét va y kién chii quan ciia nguwoi ldp tién dg.

S6 nguoi (hay sé mdy) thue hién cong viéc thuong 1a do ta Iya chon phuong an
b tri pht hop. Viéc b tri bao nhiéu ngudi, bao nhiéu may cho cong viéc s& can can
nhic dén cac yéu t6 sau:

Yéu cau cong nghé vé viéc bé tri t6 déi thuc hién.

S6 ngueoi (sé mdy) san c6 hodc ¢é khd nang huy dong dé dang.

Ludn chuyén nguoi (may) tir cdc cong viéc khdc, tir cdc céng trinh ldn cdn.

Twong quan gitta khoi lwong cong viéc can thuwce hién véi s6 ngueoi thuce hién.

Mt bang thi cong dé dam bdo an toan, hiéu qua.

Hiéu qua kinh té tir viéc lwa chon phwong dn bé tri sé lwong nguoi, may.

Yéu cdu tién do va cdc yéu té bat kha khang (hop dong, thoi tiét, ...).

Dbi voi mot cong viée st dung nhiéu loai tai nguyén lao dong khac nhau (vi du
cong tac d6 bé tong bang bom bé tong s& c6 May bom, Nhan cong, May dam, ...) thi
cac loai tai nguyén nay co thé co ning suat khac nhau, va do do, c¢6 thé nhu ciu cua cong
viée dbi vai tung loai tai nguyén la khac nhau. Ta phai lga chon moét loai tai nguyén
chinh dé lia chon lam cin c@ tinh toan ning suat lao dong va thoi gian. Cac tai nguyén
con lai duoc tinh toan theo, hodc duge bién ché dé dam bam qua trinh thi cong duoc lién
tuc, dam bao chat luong, tién dg, tiét kém, an toan.

3. Xac dinh thoi diém dé cong viéc bit diu

Xéc dinh thoi diém ctia cong viée duoc xac dinh thong qua 2 yéu to:

M&i lién hé cua cong viéc (Predecessor hodc Successor).

Kiéu rang budc ciia cong viéc (Constraint Type).

Pé xac dinh thoi diém, trudc hét ta can xac dinh Moi lién hé di trwée cho cong
viéc ma ta dang xem xét (xem Bai 2).

Nguyén tic xac dinh mdi lién hé cong viéc 1a kiém tra xem dé trién khai duoc
cong vi¢e hién tai, ta can nhitng cong viéc nao da hoan thanh: hoan thanh toan bo (néu
2 cong viéc dé theo tuan ti) hay hoan thanh 1 phan (néu 2 cong viéc do cé thé t6 chire
g6i dau). T nguyén tic trén, ta xac dinh dugc cac cong viée nio 13 cong viée di trude
cua cong viéc dang xem xét.

Cin ctr dé xac dinh mdi lién hé giira 2 coéng viée bao gdm:

- MG&i lién quan vé cong nghé thi cong.
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- Thoi gian cta cac cong viéc.
- Kha nang huy dong, hodc y do st dung tai nguyén dé thyuc hi¢n cong viéc.
- Yé&u t6 an toan lao dong.

4

Luuy:

Theo bai 2: Viéc lwa chon moi lién hé khéng phit hop hodc khéng day dii cé thé
dan dén thoi diém cia cong viéc khéng chinh xdc - vi pham cdc diéu kién vé cong
nghé thi cong va an toan lao dong.

Vé kiéu rang budc, théng thudng (va mdc dinh) s& 1a As Soon As Possible - Cang
som cang tot. Tuy nhién, ta c6 thé an dinh thoi diém bat dau mudn hon, dé phu hop véi
ké hoach (vi du dén thoi diém dé méi huy déng dwoc mdy moc vé cong trieong dé trién
khai dao dat; Hodc an dinh thoi diém két thiic ban giao, dé néu tién do cé bi tri tré thi
khéng vuwot qud gidi han mudn nhdf). Cac kiéu rang budc bao gom:

- As Soon As Possible - S6m nhat c6 thé.
- As Late As Possible - Muon nhat c6 thé.
- Finish No Later Than - Két thuc khong muon hon.
- Start No Later Than - Bat dau khong mudn hon.
- Finish No Earlier Than - Két thuc khong sém hon.
- Start No Earlier Than - Bat dau khong sém hon.
- Must Start On - Phai bat dau vao luc.
- Must Finish On - Phai két thic vao luc.
Ban s& xem chi tiét vé noi dung nay & phan sau.
IV. BAI 4: PUONG GANG CUA TIEN PO
1. Pwong ging va cong tac ging cia tién dd

Puong ging cua tién do 13 tap hop cac cong tac (hodc c6 thé chi la 1 cong tac)
quyét dinh thoi gian hoan thanh cua cong tac. Nhu vay, khi cong tac cuodi cung thudc
duong ging hoan thanh, thi du an ciing hoan thanh. Bat clr su tri hoan nao cta céc
cong tac trén dudng gang déu din dén su tri hodn ngay két thuc ctia du 4n.

Céc cong tac nam trén dudng ging duoc goi la cong tac ging. Cc cong tac ging
khong co thoi gian du tri.

e Thoi gian du trir co 2 dang:

Dy trit toan phan (total slack): 12 khoang thoi gian ma mot cong tac ¢ thé tri
hoan hodc kéo dai ma khong anh hudng dén thoi diem két thuc cua du an.

Du trir riéng phan (free slack): 1a khoang thdi gian ma cong viée c6 thé tri hodn

hodc kéo dai ma khong anh hudng dén thoi diém két thiic cua cong viée lién sau no.

e Trong Microsoft Prject, cong tdac dwoc coi la cong tac gang khi:
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Khong c6 thoi gian dy trir (thoi gian dy trit bang 0).
Co kiéu rang budc Must Start On hodac Must Finish On.

C6 kiéu rang budc As Late As Possible trong dir 4n ldp c6 ngay khoi cong xéac
dinh.

Cé kléu réng buéc AS Language ghowrprojectsummarytask
Soon As Possible trong du an | savancea | Underline hyperinks
A , \ A , , Customize Ribbon Hyperlink color: b Followed
lap c6 ngay ket thuc xac 2
. Quick Access Toolbar
dlnh Add-Ins Cross project linking options for this project: lfﬂ ThS.NguyénThés
Cﬁng tac c¢o thoi dlém Trust Center Show external successors Sho
Show external predecessors A

hoan thanh trung vo61 thoi
Earned Value options for this project: Ifﬂ Ths.NguyénThéAnh &

diém Daedline quy dinh (la

” , Default task Earned Value method: % Complete w
thoi diéem ma ta bat buodc
. Easeline for Earned Value calculation: | Baseline W

cong tdac phai hoan thanh).

Calculation options for this project: @ ThS.NguyénThé“Anh B KY

, N ’ ~ \
CaC Cong tac da hoan [] Move end of completed parts after status date back to status d
And move start of remaining parts back to status date

thanh 100% Sé khéng Cén lé. |:| Maove start of remaining parts before status date forward to sta

And move end of completed parts forward to status date

Cong tac gang’ V1 no khong [] Edits to total task % complete will be spread to the status date
Cbn téc déng dén th(‘n dlém [] calculate multiple critical paths (i

Tasks are critical if slack is less than or equalto |0 | days

hoan thanh cua du an hoac

cac cong tac khac nira.

2. Thay doi diéu kién cong tac ging

Mic dinh, mét cong viéc c6 thoi gian dy trir bang 0 s& 14 cong tac ging. Tuy
nhién, ta c6 thé thay d6i con sb nay:

Vao File\Options\Advanced. Trong muc Task are critical if slack is less than
or equal to ta c6 thé diéu chinh s ngay dé Project coi mot cong tac 1 cong tac ging.
Gia tri ta c6 thé thay doi tir 0 dén 9999 ngay.

3. Quan sat duwong gang

Dé hién duong ging trong Project, ta 1am nhu sau: vao Format chon Critical
Tasks.

Khi d6, Project s& danh diu cac cong tic ging bang mau do, va cac cong tac
khong phai 14 ging s& c6 mau xanh.
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Gantt Chart Tools | (E[RETN )4 Microsoft Project
P

Resource Project View Format [~ e 5l
MTetsyles WU EE = |F {?}, [ Critical Tasks = = [ outline Number I_&
L 7] {
@ Gridlines = o _ki. Column Settings ~ = M slack = - :Zl Project Summary Task
Insert . _ Format __ Baseline Slippage Gantt Chart Drawing
[l Layout Column 41 Custom Fields » [ Late Tasks = z Style~ | [¥] Summary Tasks -
Format Columns Bar Styles Show/Hide Drawings
o Task |Tuku'm October 2013 November 2013 December 2013 20 &
Mode 29]02|05/08(11|14(17|20(23|26(29(01|04]07|10]13|16/19|22|25|28|01]04|07|10(13]16(19|22|25]28|31]03|06|0%
37 = - Phiin hoan thién 1 ]
ig > Trittwémg T3
39 =2 Trittwémg T2
40 =2 Trittwémg T1
41 % Trittwomg ngodi nhi
42 % Son twimng trong nhi
N 43 % Son twimg ngedi nhi
2 m = Lip thiét bi dién
=]
+ S = Lip thiét bi vé sinh
= v . ’
Il 46 -:5 Lip dit cira chép kinh L'
47 -:;} Cong tic hodn thién khic
48 -:';) Thu don cong trinh E
49 = Nghiém thu vi bin giao

4. Quan sat thoi gian du triv ctia cong viéc

Thoi gian dy trir bao gdm c6 du trit toan phan (Total slack) va dit trit riéng (Free
slack).

bé quan sat thoi gian du trit toan phﬁn va dy trir riéng, trong Gantt Chart, ta chén
thém cac cot Total slack va Free slack.

Bl - ¢ -5 Gantt Chart Tools Bai tap 1 - Microsoft Project—
File Task Resource Project View Format
% @ D Ugl @E E@ &y Fotiallasks B2 @ —_— ey ey gy ey o=
— J B column settings - . Slack = - 21 g E 21 21 =
511—::?:5 Gridvlines Layout Clgls:rl:n ] Custom Fields Forlﬂat [ Late Tasks Ba;sline Slipeage Py 0‘7 Qv P P,
Format Columns — Gantt Chart §
| i ) [Task « | Task Name | | Total JlFree . | November 2013 | December 2013 ]
Mode Slack Slack 0104]07] 1013161922 25[28[01]04]07 L0 13 L6 IS Z2[2S
41 = Trét twémg ngodi nha 6 days 0 days
42 - Son twéng trong nha 0 days 0 days
43 - Son twdng ngodi nhi 2 days 2 days
44 - Lip thiét b dién 0 days 0 days
45 2 Lip thiét bi vé sinh 6 days 0 days
46 | k-3 | Lap dat cira chép Kinh |2 days 2 days|
47 b= Céng tic hodn thién khic 21 days 21 days
48 = Thu don céng trinh 0 days 0 days H
49 ) 2 Nghiém thu vi bin giao 0 days ) 0 days A .
D¢ thoi gian dy trit riéng (Free stack)thehién trong biéu do Gantt Chart, ta ¢d

vao Format chon Slack.

Luu : Viéc thiét lgp cdc moi lién hé khong hop Iy hodc khong day di, sé lam
cho thoi diém dién ra céng viéc khéng chinh xdc, di trit thoi gian khéng hop 1y va
dwong gang khong dang tin cqy.

5. Van dé du trir thoi gian cia cong viée 16n (khong dang tin) va dwong ging
khong dang tin

Muc dich x4c dinh thoi gian dw trir 13 viéc xac dinh xem cic cong viée c6 thé
c6 dugc bao nhiéu ngdy dé kéo dai, dé tri hodn ma khong 1am anh huong dén cong
viéc khac (truong hop la dw triv riéng - Free Slack) hodc anh huéng dén thoi diém
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hoan thanh clia toan tién d¢ (truong hop la du trit toan phan - Total Slack). Qua do, ta
xac dinh dwgc cong viée nao la cong viée ging (c6 du triv bang 0).

Muc dich xac dinh dwong gang 1a viéc tim ra tap hop cac cong viéc khong co
du trit - tic 13 bude phai hoan thanh cic cong viée dé theo ding ké hoach (thoi
diém bét dau, thoi gian thuc hién, thoi diém két thuc) néu khéng mudn bi chim tién
d6. Hodc rt ngan thoi gian cac cong viée gang nay néu mubn ddy nhanh tién do.

Tuy nhién, gid tri cia thoi gian di triv phu thuéc vao méi lién hé giita cdc cong
viéc va thoi gian cua cdac cong viéc. Vay moi nguoi khi ldp tién do, sé xac dinh thoi
gian cho cdc cong viéc va moi lién hé giira ching la khdc nhau. Va do dé, thoi gian die
tri ciing khdc nhau va dwong gang cé thé khdc nhau? Viy phwong dn ndo la dang tin
cay?

Hau qua duong gang khong dang tin chinh 1a viéc ta xac dinh sai cac cong viéc
ging - budc phai hoan thanh theo dung ké hoach da lap néu muodn giit tién do chung
clia toan du an. Chung ta can bo sung thém cac méi lién hé hop ly dén mirc twong ddi
diy di thong qua cong cu Mdi lién hé di sau - Successors.

O Bai 2 - Trang 16 va 17 c6 néi vé 3 thanh phan ctia méi lién hé va viéc diat moi
lién hé di trwde vao cong viéc di sau; vi du 1FS-2.

@ GANTT CHART TOOLS
TASK RESOURCE REPORT PROJECT VIEW Office Tab FORMAT

H - Y B % o Calibri f1 -] D A~ [ Details IE|
Q3 Projectl =

01 Jun '15 08 Jun '15

Task Name + Duration -~ Predeces M T W T F 5 S'MTWT F

1 Cong viéc A 5 days

ng viéc B 5days 1FS-2 days

Vay, khi ta gan mbi lién hé di truéc vao cong viéc di sau (nam & cot
Prdecessors), thi twong Gmg & cong viée di trude, cling xuat hién mdi lién hé di sau

(ndm & cot Successors).

@ GANTT CHART TOOLS
TASK RESOURCE REPORT PROJECT VIEW Office Tab FORMAT
H ©- ¥ B e 5 Calibri - - - A Details
Pl Projectl *
01 Jun "15 08
Task Name » Duration | Predecessor » Successors S S/M T W T F 5 S|M

1 Chng vidc A 5 days 2FS-2 days 1
2 Céng viéc B 5 days 1F5-2 days

58



Viée sir dung méi lién hé di trudc hay di sau van déu phai tuan thu rang, thanh
phan méi lién hé gom 3 yéu t6:

S6 thir tw - ID (dia chi) cua cong viéc di trudc.

Mot trong 4 dang lién hé.

D¢ sém (Lead time), hodc do tré (Lag time) ciia thoi diém lién hé thudc cong viéc
sau so véi thoi diém lién hé thudc cong viéc truoc.

Dé 1am rd mbi lién quan/sy twong phan gitra mdi lién hé di trude - Predecessors
va mbi lién hé di sau - Sucessors, ta xem bang so sanh sau:

T Chi tiéu so sanh B Dé_I}h

T M3éi lién hé di truéc M&i lién hé di sau gia

1 | Vi tri thé hién mdi | Pat vao cong viéc di | bat vao cong viéc di | Khac
lién hé? sau, cOt Predecessors; trudc, cot Successors; nhau

2 | Cach thuc thé hién | 1FS-2 days 2FS-2 days Khéc
moi lién hé? Dién giai: cong viéc 1| Didn giai: cong viéc 2 | Nhau

la cong viéc di trude. 1a cong viéc di sau.

3 | Kiéu lién hé trong | FS - Finish to Start FS - Finish to Start Gidng
mbi lién h¢ di truée | Didn gjai: Thoi diém | Didn giai: Thoi diém | hhau
la gi? két thuc cua cong viéc | két thiic cia cong viéc

trudc (Finish) va thoi | truoc (Finish) va thoi
diém bat dau cua cong | diém bat dau cia cong
viéc sau (Start) lién | viec sau (Start) lién
quan dén nhau. quan dén nhau.

4 | Do sém - tré cua | -2 days -2 days Gibng
thoi diém lién hé | Didn giai: Thoi diém | Didn giai: Thoi diém | hhau
thudc cong viée sau | lign h¢ thudc cong viéc | lién hé thude cong viée
so voi thoi diém | gau (Start) sém hon 2 | sau (Start) sém hon 2
lién hé cua cong | ngay so voi thoi diém | ngdy so voi thoi diém
viée truge? lién hé thudc cong viée | lién hé thudc cong viée

trudc (Finish). trudce (Finish).

5 | Miii tén thé hién | Pi ra ¢ thoi diém lién | Di ra & thoi diém lién | Gidng
mdi lien hé cong | hé thudc cong viéc |hé thudc cong viéc | nhau
viéc? trudc (Finish) va di vao | trude (Finish) va di vao

& thoi diém lién hé | ¢ thoi diém lign hé
thuoc cong viéc sau |thudoc cong viéc sau
(Start). (Start).
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Nhu vy, khi ta thé hién mdi lién hé di trudc vao cong viéc di sau & cot
Predecessor (theo ngi dung Bai 2) thi tuong ing & cot Successors cua cong viéc di
trude cling s& xuat hién mdi lién hé di sau va nguoc lai. Ban chét 1a nhu nhau, su khac
nhau duy nhat 13 vi tri dat moi lién hé (ddr & cong viée truée hay cong viée sau), va sb
tht ti ctia cong viéc ma nd lién hé dén (ddnh sé thir tw ciia céng viéc sau hay cong
viéc truoc).

Theo mot noi dung bai 2:

Khi ta thiét lap mdi lién hé gilra cac cong viéc, ta s€ thiét lap lan luot tir trén
xubng duéi theo nguyén tic: Pé trién khai (hodc két thiic) dwoc cong viéc nay, thi
nhitng céng viéc nao trwde dé phdi hoan thanh, hodc phdi trién khai?

Tuy nhién, dbi v&i van dé thoi gian du trit cia cong viée qua 1on, khong déng tin
va thoi dudng ging khong dang tin, ta phai khic phuc nguoc tir dudi 1én trén (sau khi
da gan mai lién hé twong déi day du, hop Iy mot luot tir trén xudng duwdi).

6. Huéng din tryec tiép trén file vi du

Mot cach khac dé kiém soat tot hon dudong ging. Do 1a rang budc cac kiéu
Constraint Type cho cong viéc theo tirng hang muc nho (vi du gidi han thoi diém muodn
nhdt ciia viéc do bé tong timg san) hodc bo sung cac thoi diém Deadline cho cac hang
muc.

Céc kiéu Constraint Type xem Bai 2.
Huéng dén truc tiép trén file vi du.
V. BAI 5: CAP NHAT TIEN PQ DU AN

1. Cép nhat tién dd thuc hién cong viéc

2™ A R el ThS.NguyénThéAnh & KS.KieuManhTd - gxd.vn - Vi du minh K
m Task Resource Project View Formi:
Task Name - ||% Complete - | % Work » Duration  |Type » |Resource Names
Complete
0 |-Baitap1 ||9% =J16% 189 days  Fixed Duration
1 = Phin méng 43% 16% 58 days Fixed Duration
2 Dio dit bing may 100% 100% 20 days Fixed Work O té che dat[2]:M
3 Sira méng bang thi cong 100% 100% 5days Fixed Duration Nhin céng[5]
4 Bé téng gach v méng 20% 20% 4 days Fixed Units Nhin céng[10]:M
5 Cét thép + vin khuin méng | 0% 0% 16 days Fixed Work Nhin céng[15]:M
6 B3 bé téne méng (0% 0% 2 days Fixed Units Nhin congl14]:M|

Cép nhat tién d6 ctua du, bao gom tién dd hoan thanh va tién do di€u chinh cua

du an.

Tién d6 hoan thanh: 1 phan trim timg cong viéc da duoc hoan thanh.

Tién do diéu chinh: 1a viéc thay d6i thoi diém bat dau, két thuc, di chuyén khoang

thoi gian dién ra cong viéc hay thay doi thoi gian (Durations) cia cong viéc.

Truwdc khi cap nhat tieén dg, ta can luu tien d¢ co sé dé co theé so sanh giira:
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Ké hoach: 1a tién do trudc khi cap nhat.

Thuec hién: 14 tién d6 sau khi cap nhat.

Baseline (last saved on Thu 20/06/13)

Ngoai ra, ta cé thé biét dugc 1 cong viéc da =

bi cham di bao nhiéu thoi gian so véi ké hoach. Scheduled Start/Finish
X A - . Start1/Finish1
1.1. Sao lwu tién dp co s¢ (Baseline): Eor.
A < A A ) N . (®) Entire project
beé Iuu tien do co so, ta vao Project chon Set Soecie o
Basel Ine. Roll up baselines:

To all summary tasks

Trong ctra sO Set Baseline, trong muc Set
Baseline ta co thé chon 1 Baseline méi (trong

From subtasks into selected summary task(s)

Set as Default

téng 11 Baseline), hodc co thé lwa chon mot
Baseline da luu dé luu dé. Cancel

Trongmuc For: ta chon Entire Project dé
luu toan bo dy an, hoic chon Selected tasks dé chon luu mot sd cong tac cu thé.

Sau khi luu tién do co s, duong cong tac trong Gantt Chart hién thi thém phan
tién do co sé song song voi tién do hién thoi. Viée ndy gitp ta so sanh dugc giira tién
d6 ctia ké hoach (tién do co so) va tién do trién khai hién thoi.

1.2. Cdp nhdt tién dé hoan thanh cria cong viéc:

% hoan thanh cong viéc s& bao gom:

Hoa thanh theo thoi gian: % Complete.

Hoan thanh theo khoi lugng cong viéc: % Complete Work.

% hoan thanh theo khdi lugng chi dugc tinh toan khi ta d3 gan tai nguyén cho
cong vigc.

Khi ta cdp nhat % hoan thanh cong viéc theo thoi gian, MS Project s€ tu dong
tinh todn % hoan thanh theo khéi lugng. Tuy nhién, ta c6 thé nhap lai % khdi luong
nay.

1.3. Tw dong cdp nhdt tién dé hoan thanh:

Theo 1y thuyét, moi cong viéc c6 cung thoi gian s& cung dién ra. Nén dén thoi

diém hién tai, néu mot cong vi¢e nam trong khoang thoi gian do thi s& phai dién ra. Do

do, trong Project c6 mot cong cu
gitip ta cdp nhat nhanh tién d6 dén

th(‘)’l glan hlél’l hé‘lnh D(') la Update @ Update work as complete through: 30,/05/15
] S . @ Set 0% - 100% complete
PrOJeCt Khl ta dung Update () Set 0% or 100% complete anly

PrOj eCt, thi tét ca cac Cﬁng ViéC déu () Reschedule uncompleted work to start after: | 30/05/15
du’qc Cép nhat ViéC thu'c hlén dén For: (@ Entire project (7) Selected tasks

ngay hién hanh.
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1.4. Cdp nhdt tién d¢ diéu chinh ciia cong viéc:

Viéc cap nhat tién d6 diéu chinh cta cong viéc bao gom céc trudng hop sau:

Thay doi thoi diém bét dau cong viée.

Thay d6i thoi gian du kién cua cong viéc.

bdi véi céc cong vi¢c thudc duong gang, khi ta cap nhat tién d6 diéu chinh s&
anh huong dén toan bo du an, c6 thé lam thay ddi duong ging. Poi véi cac cong viée
khong thudc dudng ging, néu ta thay doi trong gi6i han du trir thi s& khong anh hudng
dén duong ging va du an.

R~ -7 NJ.WL | ThS.NguyénThéA
“ Task Resource Project View Format ‘
Task Name o | [12Aug'13 |19 Aug'13 |26/
M[TWI[T[F[S[S|M[TW[T[F[S[S|MI]
12 - Phian than r ‘
13 - Tang 1 I > |
14 Cét thép vinkhuon cot T1 || | — € Duration thay déi
15 DG bé tong cot T1 —— 1
16 Thio vin khuén cét T1 — <——(Cong viéc co Start thay doi
17 Cot thép van khuén dam L
sanT1
18 D36 bé tong dam san va ciu

1.5. Thei gian bi day 10i khi cap nhat tién d:
Viéc cap nhat tién do diéu chinh cua cong vi¢e co thé lam cac cong vi¢c khac bi
day 1ui. Project co cong cu Slippage dé canh bao cac cong viéc bi day lui so voi ké
hoach co s¢ da luu.

RIE9- & M ThS.NguyénThéAnh & K

“ Task Resource Project View | Format

% @ P uaul === =1 1’” [ critical Tasks =, - o=
— u @3 Column Settings ~ [ slack -« - 2
Text Gridlines Layout Insert Format _ Baseline Slippage
Styles - Column & Custom Fields + |l Late Tasks v .
Format Columns Bar Styles
Task Name = ‘Duration ; | August 2013
10[13[16[19]22[25[28[31]03]06]09]12[15]18]
A+tA & A NS A A ’ A
BA thog gach v mbug 4days | iy & Cong viéc co6 su thay doi
Cot thép + vin khuan méng 20 days . . i
DG bé tong méng [z days thoi gian
Thio vin khuén méng % days A A , -
5 Xiy Gibogmong 6 & Cong viéc co truot ve
;—; Céf thép van khuén giing 3 days thoi gian
c méng
L) DG bé tong gidng méng 1 day

Luu y: Thoi gian truot duoc thé hién phia truoc dwong cong viéc, con thoi gian
du triv riéng sé duoc thé hién phia sau.

Viéc thay doi tién dd diéu chinh cia cong vi¢c chi co tdc dung do6i vdi cac cong
viéc chua duoc hoan thanh 100%.
2. Quan sat cac thoi diém cia cong viéc

Céc thoi diém ctia mot cong viéc ma ta can quan tdm, bao gom: Thoi diém bat
dau sém,Thoi diem bat dau muon, Thoi diem ket thuc sdm, Thoi diem két thic mudn,
Thoi gian bi tré cta cong viéc. Pé dé hinh dung vé cac khai niém trén, ta minh hoa
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bang hinh anh nhu sau:

Summary task
[ Totar STack (&)
¢ Free StackA)—> e >

1
'<De+ay—>:_'<—>:<—>'

|

1 j—— . .,
: Task B | I I I I I
I EA(A)!  SS(A) LS(A) ! SE (A) ! I LE(A) !
Trong do:

+ Task A: La cong viéc di trudc - Predecessor task.
+ Task B: La cong viéc di sau - Successor task.
+ Delay: La khoang thoi gian cdng viéc A bi cham tré so véi thoi diém EA.
EA - The earliest possible time a task can start: thoi diém sém nhdt d@é bat dau
cong viéc.
SS - The scheduled start time of the task: thoi diém bdt dau theo ké hoach
cua cong viéc.
LS - The latest possible time a task can start: thoi diém mudn nhdt dé bt
dau cong viéc.
SE - The scheduled end time of the task: thoi diém két thic theo ké hoach
cua cong viéc.
LE - The latest possible time a task can end: thoi diém mudn nhat dé két
thuc cong viéc.
DPbi v6i mdi sb liéu vé thoi diém (EA, LS, EF, LF), Project déu cung cép cho
chiung ta mot cdt s6 liéu tuong Ung, dé nhin vao do ta co thé biét duoc cac thong tin
can thiét trong qua trinh thyc hién va theo doi tién do du an.

@ H - 5 Ths. Nguyén Th& Anh - Ks. Kigu Manh T - Microsoft Proj... GANTT CHART TOOLS
TASK RESOURCE REPORT PROJECT VIEW Office Tab FORMAT Sign in
@7 yén Thé Anh - Ks. Kigu M
Early Late Free T
Néi dung cong viée ~ Duration « Early Start » Late Start + Finish ~ Finish v |Slack ~ S
1 |aTIEN {}0 THI CONG HOAN THIE,*_\' 518 days  20/12/2014 20/12/2014 16/06/2016 16/06/2016 0days ©
2 Cong tic chudn bi 9 days 20/12/2014  20/12/2014  2§/12/2014 2§/12/2014 0 days 0
3 4 Phin xay, trat, 1ang nén 501days  27/12/2014 27/12/2014 06/06/2016 16/06/2016 0Odays 0
4 Ky tudng o tdng 1 d&n tdng 3 20 days 27/12/2014 2771272014 16/01/2015 16/01/2015 0 days 0
5 Xay tudmg tir ting 4 dén tdng 6 20 days 12/01/2015  22/01/2015 31/01/2015 10/02/2015F 0 days 1
6 Ky tudng ting ki thuat 5 days 27/01/2015 06/02/2015 31/01/2015 10/02/2015 0 days 1
7 Xay tudmng tir 7 d&n ting 9 25 days 01/02/2015 12/02/2015 07/03/2015 1§/03/2015 0 days 1
§ Kay nrdng tir 10 d8n ting 12 25 days 03/03/2015 14/03/2015 27/03/2015 05/04/2015 0 days 1
= 9 Kav medng tx 13 dén tdng 15 25 days 23/03/2015 04/04/2015 17/04/2015 25§/04/2015 0 days 1

V1. BAI 6: HIEU CHINH PINH DANG TIEN PQ

1. Lwa chon Font chir cho Project
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Thao tac lya chon Font chit hién
thi trong MS Project bao gom:

Vao Format\Text Styles dé kich
hoat bang tuy chon Text Style.

Muc Item to Change ta nén
chon All dé viéc chon font chir ¢6 hiéu
luc véi toan bo dir liu.

- Row & Column Titles
- External Tasks
¥nfrabia Fighiighted Tasks
VRARABIAT Markedb;as“:sks
3 Noncritical T.
ntel Miestone Tasks
|Top Timescale Tier
[[Junderline [=] Middle Timescale Tier
Bottom Timescale Tier
Color: Bar Text - Left
Bar Text - Right

= Change:

Bar Text - T
Background cm‘!aar Text - Bg?bom

Bar Text - Inside

|Changed Cells
Background Batter) 15 ctive Tasks

w

Lua chon loai font trong muc
Font(C6 thé ding font theo bang md
Unicode hoac TCVN3, ..), c& chir
trong muc Size.

Luew ¥: Trong méi ciea s6 quan sdt
(Gantt Chart, Resource Sheet, Resource Grapth, ...), ta déu phdi thuwc hién thao tdc lwa
chon font o trén dé viéc dinh dang duoc hoan tt.

2. Thay doi tiéu dé cot dir liéu trong Gantt Chart:

O bai 2, ta dd tao méi 1 file dw an, lva chon Text Style va thiét ldp lich lam viéc
va gan lich lam viéc cho dw an da tao.

DPé thé hién tién d6 don gian, trong Gantt Chart ta can céac cot dit liéu: Task
Name, Duration, Start, Finish, Predecessors. Ta c6 thé di tiéu dé cac cot béng cach
bam chudt phai vao tiéu dé rdi chon Field Settings.

Trong khung Field Settings méi hién ra:

Field name: 1a cot hién hanh. Néu mudn ddi thanh cot khac, ta co thé chon tai
day.

Title: 13 tén hién thi cho cot. Mic dinh cta co6t Name 13 Task Name, nhung ta co
thé doi thanh tén khac. Vi du ddi thanh Noi dung cong viéc. Ta ding chinh bang ma
ctia bo gd Unikey 1a TCVN3 dé g tén, tuy qua trinh g c6 thé hién thi 16i font nhung
sau khi bam OK thi s& hién thi dung (do
ta da chon font TCVN3 cho toan bo dir
lidu dé cé thé xudt sang AutoCad). Fild game: [Name
Align title: cin 1& cho tén hién thi | e
Align title:

Align data: | Left
Viidth: 55 =

N&i dung céing vid]

cua cot. center

Align data: cin 1& cho ndi dung
trong cot.

Header Text Wrapping

Best Fit Cancel

Sau khi g6 tén va hoan thanh céc lya
chon can thiét, bAm OK.

(Viec doi tén cot nham phuc vu viéc in an. T hong thuong, cdc cot Indicators, Task
Mode, Predecessors sé an di trude khi in, nén ta khéng can thiét phdi déi tén).
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3. Pinh dang hién thij cho tién dj

Sau khi di thé hién tién d6 1én so d6 ngang, ta co thé lya dinh dang thé hién tién

A

0.

3.1. Pinh dang hién thi cac thanh ngang tién dé:

Bim chudt phai vao vung hién thi tién do rdi chon Bar Styles, hodc trong tab
Task, vao Format\Format\Bar Styles, ta c6 cira sé dinh dang Bar Styles nhu sau:

Bar Styles PY
Name Appearance Show For ... Tasks Row From To | i
Task Narmal:Active;Not Manually Scheduled 1:Task Start Task Finish
SEIE Narmal;split;Active;Mot Manually Schedu 1:Task Start Task Finish
Milestone * Milestone;Active;Mot Group By Summary, 1:Task Finish Task Finish
Summary | i summary:Active:Not Manually Scheduled 1iTask Start Task Finish
Project Summary Project Summary 1:Task Start Task Finish
*Group By Summary — Group By Summary 1iTask Start Task Finish
*Rolled Up Task Normal:Rolled Up:MNot Summary:Mot Ma 1:iTask Start Task Finish
*Rolled Up Split 1 Normal:Rolled Up;SplitNot Summary 1iTask Start Task Finish
*Rolled Up Progress Normal:Rolled Up;Not Summary 1:Task Start CompleteThrough
*Rolled Up Milestane < Milestone;Rolled Up:Nat Summary 1:Task Finish Task Finish
*Deliverable Start I Deliverable 1:Deliverable Start Deliverable Start
*Deliverable Finish I ‘Deliverable 1:Deliverable Finish Deliverable Finish
*Deliverable Duration Deliverable 1:Deliverable Start Deliverable Finish -
4 I3
Text Bars
| S |
Start Middle End
Shape: - Shape: - Shape: -
Type: - Pattern: - Type: -
Coior NN - Colon +  color NN -
ok [cn ]

Trong tab Bar:

Trong tab Bar, ta dinh dang cho ting kiéu duong st dung trong bang tién do ma
minh l4p, bao gdm cic dudng cong viée (Task), cac cong viéc tom luoc (Summary),
duong tong tien d6 (Project Summary), duong gang (Critical), ... Ta thyc hi¢n dinh
dang bang cach chon lan luot tung loai duong cong vi¢ce ro1 hi€u chinh cac muc sau:

Start: lwa chon kiéu hién thi diém bat dau cho thanh ngang.

Middle: lwa chon kiéu hién thi cho toan bé thanh ngang, nhung khéng ké diém
dau va diém cuoi.

Finish: lwa chon kiéu hién thi diém cudi.

Trong tab Text: giip liwa chon théng tin cia cong viéc sé hién thi cho thanh
ngang.

Left: hién thi bén trdi, vi du: Ngay bdt dau.

Right: hién thi bén phdi, vi du: Ngdy két thiic.

Top: hién thi bén trén, vi du:Tai nguyén.

Bottom: hién thi bén dudi, vi du: Thoi gian.
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Inside: hién thi trong khung, vi du % hoan thanh.

Bar Styles PY
MName Appearance Show For ... Tasks Row From To | i
|Task MNormal:Active;:Not Manually Scheduled 1:Task Start Task Finish =
Split MNormal:Split:Active:Mot Manually Schedu 1:Task Start Task Finish
Milestone * Milestone: Active:Not Group By Summary, 1:Task Finish Task Finish
summary I | Summary:Active:Not Manually Scheduled 1iTask Start Task Finish
Project Summary Project Summary 1:Task Start Task Finish
*Group By Summary P Group By Summary 1iTask Start Task Finish
*Rolled Up Task MNormal:Rolled Up:Not Summary;Not Ma 1:Task Start Task Finish
*Rolled Up Split — { oo, MNormal:Rolled Up:Split:Not Summary 1iTask Start Task Finish
*Rolled Up Progress MNormal:Rolled Up:Not Surmmary 1iTask Start CompleteThrough
*Rolled Up Milestone o Milestone:Rolled Up:Not Summary 1iTask Finish Task Finish
*Deliverable Start I Deliverable 1:Deliverable Start Deliverable Start
*Deliverable Finish I :Deliverable 1:Deliverable Finish Deliverable Finish
*Deliverable Duration Deliverable 1:Deliverable Start Deliverable Finish -
4 F
Text Bars
Left Start
Right Finish
Top Resource Mames
Bottom Duration
Inside % Complete
Khi d6, két qua hién thi bén canh dudng cong viéc s€ nhu hinh bén:
3.2. binh dgng hién thi dwong ke dong, ké cgt trong phan hién thi tien dé-
D¢ lua chon cac duong ludi hién thi trén T
S - T Tén tai nguyén :
bang tién do, ta bam chudt phai vao ving hién |30/01/2015 0%  08/02/2015

thi tién do roi chon Gridlines. Mot sb lua

10 days

chon hién thi hay dir dung dén, bao gom:

Gantt Rows: hién thi duong ké ngang cho mdi dong cua tién do.

Middle Tier Column: hién
thi duong ké dimg cho tang thoi

Line to change:

Gantt Rows
Bar Rows

Middle Tier Column

L.

gian thir 2.

Bottom Tier Column:
hién thi duong ké dimg cho ting

Bottom Tier Column
Current Date
Sheet Rows

Sheet Columns
Title Vertical

Title Horizontal
Paqe Breaks
Project Start

thoi gian dudi cung.

Current Date: hién thi
duong ké dung cho ngay hién
tai.

3.3. Mgt sé lwu y khdc:

Mormal

At interval

MNone

Duong so 0 (Project Summary Task):13 cong tac tom luoc cua toan bd dy an. Ta

khong can tao ra dudong “Tong tién d§”, ma chi can chon tuy chon hién thi duong nay.

Mic dinh s& 13y theo tén trong muc Title ma ta di khai bao trong Project Properties

(hodic néu khéng khai bdo sé ldy theo tén file ngay khi heu). Tuy nhién ta c6 thé chinh

stra lai theo nhu cau.
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MG phén cdp cong viéc:ta khong nhap thi cong, ma dung tinh ning ty gén ma
phan cép cong viéc cua Project, dé khi c6 su thay ddi trinh tu cac cong viéc, Project s€
tu dong gan lai ma phan cip.

Huéng din chi tiét cach thé hién don vi thoi gian trong Project 13 "ngay" thay
cho "Days""

Thyc chat khong phai 14 ta doi duoc chit "Days" thanh chit "ngay", ma la dung 1
tinh ning gidng nhu ham Concatenate trong Excel dé ndi s6 ngdy trong cot Duration véi

chir "ngay" dé duoc két qua hién thi nhu y mubn. Uu diém, 1 c6 thé tu cap nhat sb ngay
khi thay ddi thoi gian cua cic cong vige, va co thé hién thi sang phén dd hoa véi chit
"ngay" thay cho chir "Days".

Cach lam nhw sau:

Buoc 1: trong Gant chart, chén thém cdt Textl, bam chuot phai vao tiéu dé cot
Textl rdi chon chon Custom Feilds, hodc c6 thé vao trong ribbon Project roi chon
Custom Fields.

B3. ThS.NguyénThéAnh & KS.KiéuManhTu - gxd.vn (Baita

Gantt Chart 1ools

Task Resource Project ] View Format
~ 3 1 = r;Ltl :;a: =3 "anﬂ Status Date: =g —_— i
ﬂ—;' EX_J ,_El J = g =T —3 i3 20/06/13 E-' u
Subproject Project |Custom jLinks Between WBS Change Calculate Set Move Lindata Misual
Information} Fields Projects v Working Time Project Baseline v Project VnAvant > 12 v :Aq‘ port
"?‘:,E[_‘ _Pr,‘:’,'f',’:,',",‘?_?, SZI‘-IVEC?U\VE' 'ﬁ’ 7 % == Ay ~ A :
Nbi dung cong viéc .| Thaigian _ Text] 1
| % cut 27130
0 | -Baitapsé 1 308 days X
1 | - 1Phdnméng 58 days
2 1.1 Ddo aat béng may 20 days Paste Special...
3 | 1.2 S0a moéng béng thi cong 5 days S Wrap Text
4 1.3 Bé1t6ng gachvd méng 4 days &' Insert Column
5 | 1.4 C8t thép +van khon mong 16 days #  Hide Column
6 15 D6 bé tong méng 2 days A Font.
7 1.6 Thdo van khuén méng 2 days A Text Styles.
8 | 1.7 Xay tudng méng 6 days {2 _Field Settings
9 1.8 C6&t thép van khuén giding méng 3 days
2 A = . 5% DataTy >
10 1.9 D6 bé tdng gidng méng 1 day = ki

Budc 2: Trong bang Custom Fields, ta lan luot chon cac budc nhu trong hinh. Cuy

thé nhu sau:

Muc Fields ta chon Task; muc Type ta chon Text; muc Field bén dudi ta bam

chon vao Textl (dé viéc hi€u chinh s& thuc hién cho Textl).

Trong muc Custom attributes, ta chon bAm vao Fomula. Khi dé trong bang

Formula for "Text 1" méi hién ra, ta gd vao nhu sau:

Format(|Duration]/480; “0.00”)& “ngay”

Hodc gd don gian nhu sau:

[Duration]/480&* ngay”
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-;rﬂ;.u;“ B3. ThS.NguyénThéAnh & KS.KiguManhTu - gxd.vn (Baitap 1) - Microsoft Project

File Task Resource Project View Format
L . = v [=sna [— 5 P Status Date: =g == imm| o=
W [m g | |F| [ET = B B - i il 5 3 YV
L 1=t &Y g &= 2006013 | B HIC i 5]
Subproject Project  Custom Links Between WBS Change Calculate Set Move Update Visual Reports Compare @ Spelling
Information Fields Projects X Working Time Project Baseline » Project Project Protecte Reports Projects
Insert Custom Fields Status Reports Proofing
‘ iy 1 [January 2013 [Febru
Fi T
2 07[30p0205P81 114]1720R3R6R2901040
| o] ) T3 (_)Resource Project Type:
0 |-B¢ : RS
| ~
] =] |
2 T ——— .
== 3 Edit formula
3 Text3 Textl =
Text4 X T
4 B I?ormat( [Duration]/480 ; "0.00")&" ngay'
5 Texts .
N Text7 2
6 kg =
T, Rename Delete Import Field...
== ll] [&]mopfi (i~ ] [C][2] [=]l<>|[<|{>] [aND[ OR
P 8 Custom attributes
‘ g 9 @None O ol ®) | P 4 Insert: Field + Function v Import Form
| £
é 10 Calculation for task and group summary rows 6
" Onene Rk 7 reb x| o
—
12 = Calculation for assignment rows
13 @ None () Roll down unless manually entered
14
Values to display
15
(®Data () Graphical Indicators...
16 8
17 Help OK Cancel
18

Cong thuc go trong bang Edit formula

chi c6 tac dung vai cac cong viée chi tiét.

Pé ¢6 hiéu luc cho ca cac cong viéc tom lugc, ta tick vao d4u tron Use Formula trong
phan Calculation for task and group summary rows (vi tri s6 7 trong hinh trén).

Ta dwoc két qua nhw trong hinh dwéi:

= e - 5 T -
B3, ThS.NguyanTheAnh & KS.KieuManhTu - gxdwn (Bai tap 1) = Microsoft Project |

gian
0 -Baitapsé1 308 day 308,00 ng:
1 =1 Phén méng 58 days 58,00 ngay
2 \ 1.1 Ddo dét bdng méay 20 days 20,00 ngay
3 1.2 S4améng bdng thd céng 5 days  5.00 ngay
4 1.3 B&t6ng gachvd méng 4days 4,00 ngay
5 1.4 C8t thép +van knén moéng 16 days 16,00 ngay
6 15 D6 bé tong méng 2 days 2,00 ngay
7 1.6 ThGo van khudén mong 2 days 2,00 ngay
i = K 1.7 Xay tuéng méng 6 days 6,00 ngay
i 9 1.8 C6t thép van khuén gidng 3 days  3.00 ngay
é moéng
10 19 Dé bétong gingméng 1day 1,00 ngay
11 1.10 Thé&o van khudn gidng me 1 day 1,00 ngay

-2 Phdn than 168 day 168,00 ng:
=2.1Tang 1 140 day 140,00 ngi
2.1.1 C8t thép van khudn cé 3 days 3,00 ngay

Task Resource Project View

= ¥ Cut = Gﬁ Mark on Track ~ | | . ot T e 9 Summal

j d’ VnAvant -2 - PRERISIES 5? % | @ _E>I O - B
2 53 Copy ~ 57 Respect Links | ¢ & Milestone
Paste v v | Sga o= | B8 DI Manually| Auto Inspect Move Mode Task

- J Format Painter BIU|S A By | Lo = Inactivate S(hedmﬁ»smedu.e - v - -

Clipboard Font Schedule Tasks Insert
No6i dung cong viéc L Thoi _Textl "TApril2013 [May 2013 June 20

300205081 11417202326290205 0811141 720223726/29

i g

01471

20,00 ngay
5,00 ngay
4,00 ngay
16,00 ngay
2,00 ngay
2,00 ngay
6,00 ngay

3,00 ng

1,00 n
1,00

VII. BAI 7: QUAN LY THOI GIAN LAM VIEC NGOAI GIO

1. Méi quan hé giira 3 dai lrong

Chung ta biét mdi quan hé giita 3 dai luong: thoi gian, sb nguoi, hao phi lao dong
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nhu sau:

Hao phi lao dong = Thoi gian thue hién * S6 nguwoi thue hién

Do do, dé giam duoc thoi gian thuc hién cong viée, ta can phai tdng s6 ngudi lam

viéc, hodc tang ca lam viéc. Viéc tdng nguodi, don gian 1a khai bao lai tai nguyén véi so

nguoi lon hon. Tuy nhién, viéc tdng ca lam viéc s€ phuc tap hon.

2. Gan thoi gian l1am ngoai gio

Dé gan thoi gian lam ngoai gid (1am thém gid) cho tai nguyén cua cong viée, ta

lam nhu sau:

Gia su ta ¢ tién do ctia mot cong viéc. Cong viéc nay ta can rat ngan thoi gian,

nhung lai khong thé ting qua nhiéu ngudi - do cac van dé vé huy dong nhan lyc hodc

mit bang khong cho phép tap trung dong ngudi. Khi d6, ta can ting thoi gian lam viée

trong ngay cia timg ngudima khong lam thay doi lich tinh ngdy cong trong ngay.

Project s& ty dong tinh toan lai toi gian lam viéc khi ta bo sung thoi gian lam viéc

trong ngay cua tai nguyén. Viéc nay doi hoi thude tinh cua cong viée (Type) phai 1a

Fix Work.

Ta dung vi du don gian dé dé dang minh hoa nhu sau:

Mot cong viée c¢6 thoi gian (Duration) 1a 05 ngay. S6 ngudi tham gia cong viée 1a

5 nguoi. Khi do, hao phi lao dong dé thuc hién cong viéc sé€ la:

Work = Duration * Unit = 5 ngay * 10 ngudi = 50 ngay cong

m GANTT CHART TOOLS
TASK RESOURCE REPORT PROJECT VIEW Office Tab FORMAT

H S YE T 5
F | OvertimeWork *
Task Name
1 Cong vigc

5 days

| Duration

Calibri -1 - & A~ [V Details |Task Form
Resource

tart + Finish | Mames ~ Type -

2/06/15 06/06/15 Nhén cong[10] Fixed Work

@B et Mo

01 Jun 15 08 Jun ‘15
M TWTF S S MTWT

IR Nhén céng[10]

Trong Gantt Chart, ta vao Task Usage - 1a cira so thong ké chi tiét viéc sir dung
tai nguyén cua tung cong viéc.

m TASK USAGE TOOLS OvertimeW
TASK RESOURCE REPORT PROJECT VIEW Office Tab FORMAT
H ©- ¥ E- %= 5 A ™| Calibri -1 -] & A+ [V Details |TaskForm ~| [ Ef a8 M =
| OvertimeWork *
Overtime 01Jun 15
Task Name + Work « Durati~ Start ~ Finich | Work ~ || Details [} T w T F S
1 |4 Congvigc 50 days 5 days 02/06/15 06,/06/15{0 days Work 10d 10d 10d 10d 10d
Ovt. Work
Nhédn céng 50 days 02/06/15  08/06/150 days Work 10d 10d 10d 10d 104
Ovt, WOrk s
Work
Ovt. Work
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Trong ctra s6 Task Usage, phan khung bén trai ta chén thém cot Overtime Work,
phan bén phai ta chén thém dong Overtime Work nhu hinh dudi:

Ta biét rang, véi thudc tinh (Type) ciia cong viée 1a Fix Work, thi sau khi ta gan
tai nguyén lao dong, thi hao phi lao dong cta cong viéc 1a ¢d dinh. Do d6, khi ting
khai bado thot gian lam vi¢c ngoai gio (Overtime Work) thi thoi gian cua cong viéc s€
gidm theo cong thirc:

Duration = Work/Unit

m TASK USAGE TOOLS Overtim
TASK RESOURCE REPORT PROJECT VIEW Office Tab FORMAT
H ©- ¥ B e 5 Calibri -l -] &+ A~ [YDetails TaskForm - [T R a2 M <
P OvertimeWork *
Overtime Ul Jun 13
Task Name - Work | Durati ~ Ptart ~ Finizh «~ Work ~ | ||Details M T w T F S
1 |4 Ccéngviéc 50 day{ 4 days 02/06/15 05/06/1% 10 days Work 12,5d 12,5d 12,5d 12,5d
Ovt. Work 2,5d 2,5d 2,5d 2,5d
Nhdn cdng 50 day: 02/06/15 05/06/1F| 10 days Work 12,5d 12,5d 12,5d 12,5d
Ovt. Work 2,5d| 2,5d| 2,5d 25d
Work

O day, vi du ta ting thoi gian 1am ngoai gid cho cong viéc trén 1a 10 ngay cong,
thi ta s& khai béo truc tiép vao cot Overtime Work ctia tai nguyén Nhan cong. 10 ngay
cong nay s& duoc phan bd déu cho tat ca cic ngay lam viéc. Khi do, tong sb cong trong
cot Work van s& 1a 50, nhung thoi gian clia cong viéc s& duge tinh toan lai, con 04
ngay (cot Duration).

Truong hop phtre tap hon, ta c6 thém may thi cong tham gia cong viéc (vi du
céng viéc do bé tong cot thép bang bom, hodc rdi tham bé tong mdt dwong bé tong
nhya). Khi d6, thoi gian cac cong viée niy thong thuong s& phu thudc vao ning suat
va sb luong may thi cong, nhan cong chi phuc vy may. Vi dy, ta c6 mdt cong viéc
trong 5 ngay, st dung 1 may va 10 ngudi phuc vy kiem theo. Va thoi gian cua cong
viéc nay phu thudc vao ning suit va sb luong may, noi cach khac, thoi gian cta cong
viéc 1a thoi gian hoat dong cia may.

Bay gio, néu ta mudn giam thoi gian cua cong viéce, thi phai ting thoi gian 1am
viéc trong ca cia may. Gid st ta tang thoi gian lam thém cia may 1a 1 ca (cot Overtime
Work), khi do, ta co két qua nhu sau:

70



m TASK USAGE TOOLS Over
TASK RESOURCE REPORT PROJECT VIEW Office Tab FORMAT
H ©- ¥ B e 5 Calibri ({1 -] &> A~ [/ Detais |TaskForm ~| [E B 28 M =
Q= OvertimeWork *
Overtime 15
Task Name Aol Durati » Start w Finish + Work ~ | Details T w T F S
1 |4 Ccongviéc 55 days|5 days 02/06/15 06/06/15 1 day Work 11,25d|11,25d 11,25d 11,25d  10d
Ovt. Work 0,25d| 0,25d| 0,25d| 0,25d
Nhén céng 50 days| 02/06/15 06/06/15 0 days Work iod) 1od 1o0d| 1od  1od
Ovt. Work
My Sdays 02/06/15  05/06/15|1 day ork 1,25d 1,25d 1,25d| 1,25d
i vt Work 0,25d| 0,25d U,ESd

Work

Ban thay khi ting thoi gian 1am ngoai gidr ciia may thém 1 ca, thi thoi gian cua

cong viéc theo may sé& giam di 1 ngay. Va vi (theo gia thiét cho dic diém cong viéc &

trén) nhan cong chi mang tinh phuc vu may, nén thoi gian lam viéc cua nhan cong

cling giam di 10 ngay cong, trong duong giam di 1 ngay va ta co thé xo6a di 10 ngay

cong & phan Work bén bang phan bd tai nguyén theo thoi gian.

Luu y: Viéc thue hién tang thoi gian lam viée ngodi gio dé giam thoi gian ciia

cong viéc doi hoi cong viéc do phdi co thuoc tinh (Type) la Fix Work.

& TASK USAGE TOOLS Ovg
TASK RESOURCE REPORT PROJECT VIEW Office Tab FORMAT
H ©- ¥ B e 5 Calibri -1 - &~ A~ [V Details |TaskForm - [F Ef a8 M =
o= OvertimeWork *
Overtime 15
Task Name + Work + Durati - Start ~ Finish * Work ~ || Details T w T F s
1 |4 Cdngviéc 45 dayd 4 days 02/06/15 05/06/15 1 day Work 11,25d 11,25d 11,25d 11,25d
Owt. Work 0,25d| 0,25d, 0,25d| 0,25d
Nhdn cong 40 days 02/06/15  05/06/15 0 days Wark 10d| 1o0d| 10d| 10 | ||
Ovt. Work
May Sdays 02/06/15 05/06/15 1day Waork 1,25d| 1,25d| 1,25d 1,25d
Ovt. Work 0,25d| 0,25d| 0,25d  0,25d
Work

VIII. BAI 8: QUAN LY TIEN PQ CAC HANG MUC CUA DU AN

1. Lién két nhiéu tién do thanh phan vao Tong tién do:

Trong thyc t&, mdi dy 4n c6 thé gom c6 nhiéu hang muc, do nhiéu nha thau dam

nhan thuc hi¢n va can lap tién dg riéng. Tuy nhién, trong mdt bdi canh tong the, ta can

kiém soat chung cac cong viéc do chu dau tu thuc hi¢n va cac cong viéc do nha thau

thuc hién. Dé 1am viée do, ta co thé su dung tinh ndng SubProject dé thuc hién quan ly
tién d6 chung cho du 4n.
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P i GANTT CHART TOOLS 0. Tond
TASK RESOURCE REPORT PROJECT VIEW Office Tab FORMAT
H 8 BF- = 5 A ™| Calibri -l - e A Details E B s M| =
P | | 0. Tong tien do [FE| 1. Hang mucI iz 2. Hang muc I
Task ne 2015 July
0 Mode = Task Name ~ Duratii » Start ~ Finish + Pre~ (|03 06 09 12 15 18 21 24 27 30 0O
1 - 4 CHUAN BI DU AN 28days 08/06/15 15/07/15 I
2 - Lap dy én Sdays 08/06/15 12/06/15
3 - Thi&t k& ban vé thi cdng 10days 15/06/15 26/06/15 2
4 - Tham tra thiét k& ban vé thi cdng S5days 29/06/15 03/07/15 3
5 - Tham dinh, phé duyét ban vé thicong  Sdays 06/07/15 10/07/15 4
6 - Lwa chon nha th3u Hang muc 1 3days 13/07/15 15/07/15 5
7 - Lwa chon nha thiu Hang muc 2 3days 13/07/15 15/07/15 5
8 - THU'C HIEN DU AN 1day? 08/06/15 08/06/15 |
—
Work (F:) » OneDrive » (0). Gxd » 1. MS Project » 2.Baigiang » Tien do cong trinh
y ™ Share with + MNew folder
[ 0.Tong tien do [ 1.Hang mucl [~ 2. Hang mucll

Microsoft Project Document
384 KB

rE

» i

Microsoft Project Document
240 KB

Q-

Microsoft Project Document
240 KB

Ta lam vi du don gian c6 2 hang muc do 2 nha thau doc 1ap thuc hién, do do ta s€
c6 2 file tién do cho timg hang muc.Ta ¢ 1 file “Tong tién d6”, trong d6 bao gdbm
nhiing cong viéc do chu dau tu thuc hién. Va ta s& dua lan luot cac hang muyc vao trong
tong tién do dé theo ddi, quan 1y.

m GAMNTT CHART TOOLS 1.H
TASK RESOURCE REPORT PROJECT VIEW Office Tab FORMAT
H ¥ B- e 5 A =™ Calibi -l -] - A~ Details HE B st | -
[FE| 0. Tong tien do | 1. Hang muc I F] 2. Hang muc II
Task 08 Jun 15 15Jun 15
6 Mode ~  Task Name + Duratii~ Stat ~ Finish « Predecesso~| F 5 5 M T W T F 5§ S M T W T F
1 - 4 HANG MUC | 12 days 07/06/15 18/06/15 I i
2 - Céng viécl.1 5days 07/06/15 11/06/15 e
3 - Céng viéc1.2 5days 09/06/15 13/06/15 2S5+2 days !
4 - Cong viécl.3 S5days 14/06/15 18/06/15 3 __i

Vi du cdc cong viéc do Chu dau tu thuce hién.

Vi du tién do Hang muc I
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m GANTT CHART TOOLS 2. Ha
TASK  RESOURCE  REPORT  PROJECT  VIEW  Office Tab FORMAT
H ¥ B = 5 A ™| [Calibi -l - & A~ Details [ B 22 M| -
e 0. Tong tien do [FE| 1. Hang muc 1 | 2. Hang muc I |
Task 08 Jun 15 15 Jun 15
0 Mode + Task Name - Duratih » Start + Finish + Predecessor~|| T F 5 S M T W T F S S'M T W T
1 - 4 HANG MUC I 8days 07/06/15 14/06/15 T i
2 - Céng viécll.1 3days 07/06/15 09,/06/15 [_
3 - Cong viécll.2 3days 09/06/15 11/06/15 255+2days —— .
4 - Congviécl.a  [3days 12/06/15 14/06/15 3 ——
Vi du tien do Hang muc 11
Luu y: Dé lién ket dwoc voi nhau, cac file tien do phai dwoc luu o cung dinh
dang.

Bay gio, dé dua tién do hang muc I va hang muc II vao trong Téng tién do, ta dat
chudt vao vi tri can chén tién do, roi vao Project\Subproject. Trong bang hién ra, ta
chon tién d6 can chén vao, hodc chon ca 2 nhu trong hinh roi bAm Insert.

GANTT CHART TOOLS 0. Ton
TASK RESOURCE REPOR PROJECT VIEW Office Tab FORMAT
m =l F | @ E Status Date: ENA ABC
= @ I::- = =il Update Project
Subproject for Project  Custom Links Betwegen WEBS Change Calculate Set Mowve Spelling
Office nformation  Fields Projects| ~  Working Time | Project Baseline ~ Project
Insert Apps Propertigs Schedule Status Proofing
H - v |E|v cliibri 11 =l - A~ Patails = B2 =2 WD
. m Insert Project
Q= 0. Tong tien do * Q= ang muc 1 E X
Tl Ouv| )« Work () » OneDrive » (0). Gxd » 1. M5 Project » 2. Baigiang
(i ] Mode + | Task Mame — — — — —= T v v - e - w W
1 - 4 CHUAN BI DY AN \ Orgenize ¥ New folder
2 - Lap dw én Name Date
- R IIrI
3 3 Thiét k& ban v& thijcéng %5 0. Tong tien do 07,06/
4 - Tham tra thiét k& Ban vé thicing ~ %3 1. Hang mucl 07406/,
5 = Tham dinh, phé ddyét ban v& thi cong] — Downloads %52, Hang muc I 0706/
6 - Lura chon nha thay Hang muc 1 il Recent Places
7 - Lwa chon nha thad Hang muc 2 © Mega
- . & OneDri
8 - THU'C HIEN DU’ AN nevnve
m——
! | I I 4 Libraries L
@ Documents
J’ Music
[ Pictures
F8 videos

Ta dugc két qua nhu sau:
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m GANTT CHART TOOLS 0. Tong tien do - Microsoft Praoject
TASK RESOURCE REPORT PROJECT VIEW Office Tab FORMAT

H ©- ¥ E- e 5 Calibri -l -] & A~ [ Details R s m o
0z 0. Tong tien do * | 1. Hang muc I * [FE| 2. Hang muc II
Task 015 July 2015
0 Mode ~  Task Name ~ Durativ » Start ~ Finish ~ Predecessors -||06 09 12 15 18 21 24 27 30 03 06 09 12 15
0 - 4 TONG TIEN DO THI CONG 28 days 07/06/15 15/07/1¢
1 - 4 CHUAN BI DY AN 28days 08/06/15 15/07/15 I j
2 - Lap du an Sdays 08/06/15 12/06/15 :
3 - Thi&t k& ban v& thi cong 10days 15/06/15 26/06/15 2
4 - Tham tra thi&t k& ban vé thi cong S5days 29/06/15 03/07/15 3
5 - Tham dinh, ph& duyét ban v& thi cing Sdays 06/07/15 10/07/15 4
6 - Lwa chon nha thiu Hang muc1 3days 13/07/15 15/07/15 5
7 - Lwa chon nha thiu Hang muc 2 3days 13/07/15 15/07/15 5
8 - 4 THU'C HIEN DU AN 9days 07/06/15 18/06/15
9 - 4 HANG MUC | 12 days 07/06/15 18/06/1¢
1 L) 4 HANG MUC | 12days 07/06/15 18/06/15
2 - céngvidcl.1l Sdays 07/06/15 11/06/15
3 - cong viécl.2 S5days 09/06/15 13/06/15 255+2 days [
4 - Céng vigcl.3 Sdays 14/06/15 18/06/15 3 ﬂ
10 - 4 HANG MYC II 8 days 07/06/15 14/06/1:
1 - 4 HANG MUC I 8days 07/06/15 14/06/15 | — |
2 - Cong viécll.1 3days 07/06/15 09/06/15 [-
3 - Céng viécll.2 3days 09/06/15 11/06/15 255+2 days
4 - cong vidc L3 3days 12/06/15 14/06/15 3 ﬂ
R

Bay gi0, ta can thiét 1ap mdi lién hé gitta cac cong viéc cua ciia hang myc véi cac
cong vi¢c do chu dau tu thuc hién. Vi dy, ta can lién hé cong vi¢c Lua chon nha thau
Hang muc 1 v&i Cong viée 1.1 cia hang muc 1 voi mbi lién hé FS+15 (lga chon nha
thau, 15 ngay sau bat dau thuc hi€n). Ta s€ lam nhu sau:

Kéo dwong cong viéc di trude tha vao cong viée di sau. Khi d6, sé hinh thanh méi
lién hé FS.

Chinh sira, lya chon cdc théng sé cho moi lién hé & trong bang Task Information
- cua cong viéc di sau.

O day, "Cong viéc 11" 1a cong viéc di sau trong mdi lién hé. Trong bang Task
Information, ta vao thé Predecessors s€ théy mdi lién hé dugc thé hién bao gém:

ID: Pia chi ctia cong viée di trude - c6 dang duong dan dén file Hang muc I;

Task Name:
Tén Céng VléC dl Task Infermation - WS S |_

, General Predecessors llResources] Advanced] Maotes ] Custam Fields]
truoc;

2 ﬂame: Duration: | 5days |~ [_|Estimated
Type . Kiéu Predecessors:

1-,\ hA_ ) (] Task Name !"',_ !' 2 ! i
1en @» F\ORnel|Lwa chon nha thdu Hang mucl I Finish-to-Start (F5) 15d

Lag: do som
hodc do tré trong

moi lién hé.

Lac nay, ta
c6 thé lya chon lai mbi lién hé, va diéu chinh d6 sém, do tré cho phu hop.

Sau khi diéu chinh mdi lién hé 1a FS+15, ta ¢6 hinh anh vé dudng cong viéc cia
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tién d6 hang myc I nhu sau:

m GANTT CHART TOOLS 0. Tong tien do - |
TASK  RESOURCE  REPORT  PROJECT  VIEW  Office Tab FORMAT
H ©- ~ - e 3 w | Calibri -z - e A Details B st M -
Flg| 0. Tong tien do ~ [P 1. Hang muc I~ [FE| 2. Hang muc I *
Task ly 2015 August 2015
© Mode + TaskName + | Predecessors 03 06 09 12 15 18 21 24 27 30 02 05 08 11 14

o | - 4 TONG TIEN DO THI CONG
1 - 4 CHUAN BI DY AN 1
2 - Lipdy én
3 - Thigt k& ban v& thi cong 2
4 - Tham tra thiét k& ban v& thi céng 3
5 - Tham dinh, phé& duyét bn vE thi cdng 4 :
6 - Liwra chon nha thiu Hang muc1 5
8 - Lwa chon nha thiu Hang muc 2 5 /
9 - 4 THU'CHIEN DU AN i
10 L) 4 HANG MUYC |
1 - 4 HANG MUC]1 i
3 - congvigc L.l | F:\OneDrive\(0). Gxd\1. MS Prd -
4 - Congvigcl.2 355+ days ;_
5 - Céngvicl.3 4 1
n - s HANG MUC Il :
1 - 4 HANG MUC Il
2 - cong vigcIl.1
3 - Cong vigc .2 255+2 days
4 - Céng viéc 1.3 3

Ngoai ra, ta cling c6 thé lién hé giira cac tién do thanh phan v&i nhau. Trong thuc
té, ta co thé gap tinh hudng goi thau két cau va goi thau M&E do 2 nha thau dam nhan.
Va cong viéc dit sin duong 6ng ngdm c6 lién hé mat thiét voi cong viée cdp pha, cot
thép, bé tong. Do d9, ta can phai lién hé cac cong viée cua cac tién do thanh phan véi
nhau day du, hop 1y dé theo ddi va kiém soat viéc thuc hién duoc hidu qua.

m GAMNTT CHART TOHOLS 1. Hang
TASK RESOURCE REPORT PROJECT VIEW Office Tab FORMAT
H ©- ¥ B & 5 A =\ Clibii -l -f & A~ Details ENE L
[FE| 0. Tong tien do iz 1. Hang mucI* [FE| 2. Hang muc I [P Resource Poal *
Task Resource| 113 August 2015
0 Mode ~ Task Name ~ Durati » Start « Finish « Predecessi ~ Names (06 09 12 15 18 21 24 27 30 02 05 08 11
0 - 4 HANG MUCI 12 days 31/07/1% 11/08/15
1| = 4 HANGMUCI  12davs 31/07/15 11/08/15 | | —— 1
2 - Lua chon nha th 3days | 13/07/15 15/07/15 :
3 - COMEVIET T S Uays S5/ 07/ IS T Us/ IS T \ONEDTvE
4 - Coéngviécl.2  Sdays 02/08/15 06/08/15 3S5+2days
5 - Céngviécl.3 Sdays 07/08/15 11/08/15 4

Khi ta tao li¢ hé giita cac tién d6 thanh phan véi nhau, thi & cac tién do thanh
phan s& xuat hién thém cac cong viéc lién hé tir bén ngoai - nhung duoc danh diu mo
nhu trong hinh dudi.

2. Cap nhét tién do thanh phin va Tong tién do:

Bat ky su thay ddi nao cua tién do thanh phﬁn (Hang muc I, Hang muc II) nhu bo
sung cong viéc, diéu chinh thoi diém, thoi gian thyc hién cong vi¢ce déu s& duogc cap
nhat 1én Téng tién do va nguoc lai va nguoc lai.
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IX. BAI 9: QUAN LY TAI NGUYEN DUNG CHUNG TRONG DU AN
1. Pit van dé

Tinh huéng dat ra 1a mdt don vi thi cong dang thyc hién nhiéu cong trinh, va cé
nhiéu cong viéc sir dung chung mot loai tai nguyén nao do, vi du cong viéc do bé tong
san can sir dung may bom tinh, cong viéc dao dat can sir dung may dao, ... Do d6, can
kiém soét tién do cua cac cong trinh mdt cach nhip nhang, dé han ché tinh trang can st
dung chung trong 1 ngay, dé han ché viéc phai thué may.

Mot vi du khac, 1a don vi cung cap bé tong thuong pham can cung cip cho nhiéu
khach hang, nhiéu cong trinh. Nén can theo di tién do thi cong cac cong trinh nhu thé
nao dé diéu dong xe bé tong, bom bé tong.

O day, ta str dung lai vi du vé Téng tién do va Hang myc I, Hang muc II tur bai

r
truoc.
D). Gxd » 1.MSProject » 2.Baigiang » Tien do congtrinh - | 3y | Search Tien do cong trinh
New folder =2« [
ng tien de 1. Hang mucl 2, Hang mucll Resource Pool
soft Project Document ﬂﬂ Microsoft Project Document ﬂﬂ Microsoft Project Document ﬂﬂ Microsoft Project Document
B 2 336 KB 2 336 KB 2 336 KB

Dé thiét 1ap tai nguyén dung chung, trudc hét ta tao 1 file tién do - nhung khong
khai bao cong vi¢c ma chi khai bao tai nguyén.

m RESOURCE SHEET TOIOLS Resol
TASK RESOURCE REPORT PROJECT VIEW Office Tab FORMAT
g o- v B Calibri “fn -] & A~ [ Details E B :
FE| 0.Tongtiendo G 1. Hang muc I B 2. Hang muc II P:I Resource Pool
‘3 Resource Name ™ Jype v Material = Initials | Group ™ Max.  w sid Rate ¥ Ovt. ¥ Cost/Use ¥ Accrue w Base
1 | | My thi cong |\' ork M Paool 2 0,00d/hr 0,00d/hr 0,00d Prorated Standard

O day, khi khai bo tai nguyén ta can chii y dén Group cia tai nguyén, muyc dich
dé ta phan biét duoc tai nguyén nao 1 tai nguyén dung chung, tai nguyén nao 1a tai
nguyén cua riéng Hang muc I, riéng Hang muc II.

Luc nay, dé chia sé tai nguyén nam trong file Resource Pool, ta mé tién do can st
dung tai nguyén va file Resource Pool dong thoi, sau do, ¢ file tién do ta vao
Resource\Resource Pool\Share Resources.

Trong bang Share Resources hién ra, ta lga chon Use resources (...), @ muc From
ta chon file Resource Pool dang mé.
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m GANTT CHART TOOLS 1.H
TASK RESOURCE REPORT PROJECT VIEW Office Tab FORMAT

H S & ¥ 3 % 5 = Calibri -1z -] - A~ Details E B st | -
iz 0. Tong tien do Q= L1 Hang mucl* @s 2. Hang muc II @s Resource Pool *
Tack Recource 15 August 2015
ﬂ Mode « Task Name « Duratih» Stat « Finish + Predecesso - Mames (06 09 12 15 18 21 24 27 30 02 05 08
0 - .
- [ e —
1 - 4 HANG MUCI 12 day —
2 = Lua chon nha th 3 days Reso_urces for ‘1, Hang mucl
: - ~ - () LUse pWn resources
= congviecl.1 5 days se resources [requires at least one open resource pool)
< = Congviecl.2 5days From: Resource Fool
5 - Congviécl.3 5days 0. Tong tien do
Op copflict wil

Khi do, trong tién do Hang muc I s€ c6 tai nguyén tir Resource Pool va ta cé thé
sir dung dé gan cho tién d6 Hang muc 1.

Tuong ty, ta c6 thé sir dung tai nguyén trong Resource Pool dé gan cho Téng tién
d6 hoic tién d6 Hang muc I1.

Va ta cling c6 thé khai bdo riéng tai nguyén ciia Hang muc I va Hang muc II dé
gan cho tién do thanh phan. Khi do, tién d6 nay s& nhin duoc tai nguyén tir tién do kia,
nhung ta c6 thé phan biét tai nguyén duwa vao Group ma ta khai bao trong bang
Resource Sheet.Khi lién két cac tién d6 véi nhau va véi Tong tién do, thi tai nguyén
trong Resource Pool va tai nguyén trong cac tién do ciing s& xuat hién trong Resouce
Pool va trong cac tién d6 thanh phan. Do d6, ta can dit Group cho tai nguyén.Vi du:

@ RE & RE¢
TASK RESOURCE REPORT PROJECT VIEW Office Tab TASK RESOURCE REPORT PROJECT VIEW Office Tab

H ©- ¥ @~ Calibri -l | & A~ Hd ©- ¥ F- Calibri -l -] - A~
B 0. Tong tien do * I FE| 1. Hang mucl* hj 2. Hang |FE| 0. Tong tien do * lrEl 1. Hang muc1* *E| 2.Hang m
© _Resource Name ~ Type v Material = Tnitials ¥ Group ¥ P O _Resource Name _~ Type ¥ Material = Initials ¥ Group ¥
1 My thi céng Work M Pool 1 M4y thi cdng Work M Pool
2 | Nhan cong Work N HM1 I 2 Nhin céng Work N HM1
3 an cong Work N ANZ 3 | Nhan cong Work N HM2 |
Nhdn cong cia Hang muc I (Group HM1) Nhdn céng cua Hang muc Il (Group HM2)

Khi d6, trong qua trinh gan tii nguyén clia [Fere R

Task: Cong viéc 1.1

tung hang muc, ban thay xuat hién 2 tai nguy€n | C sesouce it optons
Nhéan cong giong nhau, va ta khong phan biét | o - ore iers.

[] Available to work | 0d

dugc tai nguyén nao thudc Hang muc (nha thau)

Resources from 1. Hang muc I

5
nao. Resource Name | B

May thi cong

Mhan cang Remove

|Nhén cong

Replace...

1 [ Graph ]
B

Hold down Ctrl and dlick to select multiple resources
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Gid st can gan a1 NQUYEN [

Nhan cong cua Hang muc I va

T T TCT L L

b= AL
E] Resource list options

Hang muc I - nhung ta khong phan

bi¢t dugc tai nguyén nao cd Group Group-. [=] [(nore Fittrs..
la T (Group I 1a thudc Hang muc I).

Khi dé, ta can loc tai nguyén trong

bang Assign Resources nhu sau: F Date Range,. [ assion
Bim vao tiy chon Resource TProgress Assignments —_
) ‘ Linked Fields Replace
List Options dé c6 muc Fillter By. | Rombudget Resaurces
. erallocated Resources

Graph
- Resource Range..

Trong muc Fillter By, ta ChOp - Resources - Cost

..., Resources - Material

Group.  Resources - Work

.| Resources With Attachments
Trong bang Group hién ra, ta Resources/assonments With Overtime
Should Start/Finish By...

Slipped/Late Progress

Slipping Assignments

Unstarted Assignments

Waork Complete

‘Work Incomplete

‘Work Overbudget

gd dung Group cia tai nguyén can
su dung - & day Group la HM1:

Khi do, trong bang Assign Resources chi

Group name:

con lai tai thuge Group HM1 va ta gan tai nguyén

cho Hang muc I nhu mot hang muc doc 1ap.

| Task: Cong vigc 1.1
E] Resource list options

Hi1

Filter by:

[7] Available to work | 0d

Add Resources -

Resources from 1. Hang mucl

Resource Name R/D ol [ Assign ]
Mhan cong

Remoave

Replace...

Graph

Hold down Ctrl and click to select multiple resources
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2. Template 1ap tién do thi cong véi MS Project

Bit dau 1ap tién do6 thi cong, ban phai thuc hién cac khai bdo thong tin cho du an.
C6 nhiéu thong tin va option (tiy chon) gidng nhau cho cic dy an nhu LICH LAM
VIEC, thiét lap Fixed Duration,.... viéc khai bdo nay lap di lap lai gitra cac du an, céc
cong trinh, nhiéu hang muc sé& ton nhiéu thoi gian cta ban.

C6 mot cach lam viéc hi€u qua va tiét kiém nhiéu thoi gian. D6 1a ban tao lap
mot tip tin vd1 MS Project, thiét 1ap san cac thong sb, dinh dang format,... sau do luu
tap tin voi dinh dang template (.mpt). Tuong tu v&i cac Template cd san trong céac
phan mém GXD.

Bai viét ndy cung cip template MS Project dugc thiét 1ap va c6 thé twong thich
v6i MS Project 2003, 2007, 2010 va 2013. Noi dung template gom c6 2 phan:

Phan 1: Thiét 1ap LICH LAM VIEC (theo lich 1am viéc ctia Viét Nam, tuan lam
viéc 6 ngay, mot ngay lam viéc 8 tiéng), cac thiét 1ap cac tab tai myc Options nhu: Tab
General, Display, Schedule, Save, Advanced. Céac thiét lap nhu format Gridlines,
Barstyle, nonworking Time, Timescale,...

Phan 2: Template bo sung thém cac c¢ot nhu PVT, Khoi lugng, Pinh mic nha
nude, Dinh mirc ndi bo, Sb ngay, S6 nguoi thuc hién, Duration dy kién.

Céc ban c6 thé copy dir liéu tir tap tin excel du toan/dy thau cua bat ky phan
mém duy toan ndo va paste vao file template. Thong thudng chi can copy ndi dung 3
coOt 1a No1 dung cong viéc, DPVT va Khoi lugng. Cot Pinh mrc nha nudc va Pinh muc
ndi bo tham khao tir bang phan tich vat tu hodc bang chiét tinh don gia du thau dé
nhap vao. Cot ) ngay s¢€ tinh toan = Khoi luong * Pinh muc ndi bo.

Nhéap thong tin ) nguoi thuc hién dé xac dinh duration du kién, s6 ngay nhap
vao cot Duration c6 thé bang duration du kién hodc c6 sy thay do6i tiy vao nguoi 1ap
du toan.

Thay vi phai tinh toan tir Excel dé xac dinh Duration (Thoi gian thyc hién),
template nay da cai dat cong thuc tinh toan, khi thay ddi dinh marc ndi bo hodc sd
nguoi thuc hién, duration du kién s& tu dong thay ddi theo.

Pinh mutc ndi bd: Céc cong ty xay dung, cod thé do nang luc hodc kinh nghié¢m thi
cong tot cac cong ty ndy co thé co dinh murc ndi bd c6 gid tri nho hon dinh mirc cia
Nha nudc (dinh muc cao hon). Mac dinh dinh mire ndi bd = dinh mtrc nha nuéde, nguoi
1ap tién do thi cong c6 thé thay doi dinh muc ndi bd thap hodc cao hon dé xac dinh
duration du kién.
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1. Bai 1: Lap tién dd thi cong cong trinh duong

CHUONG 4: BAI TAP LUYEN TAP MICROSOFT PROJECT

ID |\WBS TEN CONG VIEC DURATION| PREDECESSORS
0 | 0 |TongTiéndo 366 days
1| 1 [NénDuong 202 days
2 | 1.1 Pao dat hiru co bang may, dat cap I 20 days
3 | 1.2 |Pao dit hitu co bang thii cong, dat cap I 25 days[2SS+1 day
4 | 1.3 [Van chuyén dat d6 di bang 6 to tu d6 7T, dat cap I 26 days|2SS
5 | 1.4 |San dat bai thai bang may ui 110CV 25 days4SS+1 day
6 | 1.5 [Pao nén duong lam méi bang may, dat cap I 20 days|2FS-5 days
7 | 1.6 [Pao nén duong lam méi bang thu cong, dat cap I 22 days|6SS+2 days;3
8 | 1.7 |[Pao ta luy nén dudng bang may, dit cap II 15 days|6FS+1 day
9 | 1.8 |[Pao ta luy nén dudng biang thu cong, dat cap II 18 days|8SS+5 days;7
10 | 1.9 [Pao xir Iy nén duong bang may, dat cap I 45 days|6FS+3 days
11 | 1.10 [Pao xtr Iy nén dudng bang thu cong, dat cap I 48 days/9FS+3 days;10SS+2 days
12 | 1.11 [Pao khuén duong bang may, dat cap I 44 days|10
13 | 1.12 [Pao khudn duong bang thi cong, dat cap II 47 days|11;12SS+3 days
14 | 1.13 \Van chuyén dét d6 di bang 6 to tu d6 7T, dét cap I 149 days/6SS
15 | 1.14 |San dat bai thai bang may i 110CV 148 days|14SS+1 day
16 | 115 Dlép ta ’luy nén dudng bang dat dao tan dung, dip 9 days/10FF+11 days
bang may
17 | 1.16 stfg tt; ;‘znfn dudng bing dat dio thn dung, dip ), days|1655+2 days
18117 De‘%p nén duong bang cat den dim chit k=0,95 bang 33 days/12FS+9 days
may
19118 Eipcgig duong bang cat den dam chit k=0,95 bang 36 days 32588+2 days;13FS-12
20 | 1.19 Dip cat nén dudng bang may k=0,98 37 days 3:558+10 days;195S+13
21| 2 MatDbuong 72 days
22 | 2.1 |Lam 16p moéng cap phdi d4 dam 16p dudi day 30cm 37 days20FS-19 days
23| 2.2 [Lam 16p méng cp phdi da dam 16p trén day 15cm 20 days|22FS-13 days
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ID \WBS TEN CONG VIEC DURATION| PREDECESSORS
24 | 2.3 |Tuédi nhya dinh bam 0,5kg/m2 23 days|23SS+15 days
25| 24 Rai tham bé tong nhya hat tho, chiéu day da len ép 26 days|2455+3 days
7cm
26| 25 Rai tham bé tong nhya hat min, chiéu day da lén ép 23 days|2555+7 days
5cm
27| 26 Van chuyén bé tong nhya tr tram tron dén vi tri d6 30 days|255S
8Km
28| 3 |Bovia 100 days
29 | 3.1 |Lap dat dan ranh (30x50x6 cm) 55 days|26SS+3 days
30 | 3.2 [Bé tong mong via 90 days|26SS+3 days
31| 3.3 |[Lip dat b6 via 95 days[30SS+5 days
32| 4 |LatviaHe 120 days
33| 4.1 |Lam 1ép cat dém phing day Scm 65 days/31SS+6 days
34 | 4.2 |Lat hé bang ghach block day 5,5cm 100 days|33SS+20 days
35| 4.3 Xy bdn trong cay 75 days|33SS+14 days

- Lich 1am viéc tuan 7 ngay.

- Lich 1am viéc nghi cac ngay tét duong lich, 3 ngay trudc va 10 ngay sau tét am
lich (2019 sang 2020 - gia dinh roi vao cac ngay 31/1, 1/2, 2/2 ndm 2020), nghi 30/4,
01/5, 02/9.

- Ngay bat ddu cua du an: 11/10/2019. Xac dinh tong tién do va thoi gian cua du

an.

- Luu tién do co so.

- Cap nhat tién do hoan thanh bao gém:

+

Céc cong viéc tir 1 dén 4 hoan thanh 100%.

+ Cong viéc 5 kéo dai thanh 6 ngay.

+ Cong viée 6 bat diu mudn so v6i ké hoach ban dau 1a 5 ngay.

- So sénh tién d) co s¢ va tien do moi cap nhat.
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2. Bai 2: Lap tién d¢ thi cong mdt doan ciu din

ID | WBS NOI DUNG CONG VIEC I‘;}IIA(LI Pred
1 1  [TIEN O CAU DAN 71 DAYS

2 1.1 TIEN DO CAU DAN SO 3 67 DAYS

3| 111 MO Al 32 DAYS

4 | 1111 Thi cong coc khoan nhdi (Khoan lai 4/12 coc) 8 days 9
5 | 1.1.1.2 Pao dat hd mong 7 days 4
6 | 1.1.1.3 Thi cong bé tong bé mb 5 days 5
7 | 1114 Thi cong bé tong than md 12 days 6
8 | 112 MO A2 43 DAYS

9 | 1121 Thi cong coc khoan nhdi (5/12 coc) 10 days

10 | 1.1.2.2 Dao dat hé mong 7 days 9
11 | 1.1.2.3 Thi cong bé tong bé mb 5 days 10
12 | 1.1.24 Thi cong bé tong than md 10 days 11
13 | 113 THI CONG KET CAU NHIP 23 DAYS

14 | 1131 Lao dim 5 days 7
15 | 1.1.3.2 Thi cong dam ngang,ban mit cau 10 days 14
16 | 1.1.3.3 Thi cong lan can,gd chin banh,thoat nudc 5 days 15
17 | 1.1.34 Hoan thién 3 days 16

an.

- Lich 1am viéc tun 7 ngay.

- Lich 1am viéc nghi cac ngay tét duong lich, 3 ngay trudc va 10 ngay sau tét am
lich (2019 sang 2020 - gia dinh roi vao cac ngay 31/1, 1/2, 2/2 ndm 2020), nghi 30/4,
01/5, 02/9.

- Ngay bit ddu cua du an: 11/10/2019. Xac dinh tong tién do va thoi gian cua du

- Luu tién do co so.

- Cap nhat tién do hoan thanh bao gém:

+ Céc cong viéc tir 1 dén 4 hoan thanh 100%.

+ Cong viéc 5 kéo dai thanh 6 ngay.

+ Cong viéc 6 bit du mudn so v6i ké hoach ban dau 13 5 ngay.

- So sénh tién d§ co s¢ va tieén do moi cap nhat.
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3. Bai 3. Lap tién d9 thi cong cong trinh dan dung dua theo khdi lwgng thi cong

Thoi Pon | Khdi .. .
ID | Tén cong viéc . Predecesors ] o Tai nguyén
gian vi | lugng
1 | Epcoc ? m 500 | May ép coc[?];Nhan cong[?];Coc bé
téng[?]
2 | Pao dat co gidi | ? ? m3 900 | May dao[?];0 to[?]
3 | Stra hd moéng ? ? m3 100 | Nhan cong[?]
4 | Pap dau coc ? ? m3 20 | Bua hoi[?];Nhan cong[?]
5 | b6 bé tong 16t | 2 ? m3 20 | May tron[?];Nhéan cong[?]
madng
6 | Cot thép dai| 2 ? tan 75 | May cat ubng sat[?];Nhan cong[?];Cét
coc, giang thép[?]
maéng
Puong  kinh 15
<=18mm
DPuong kinh > 60
18mm
7 | Van khuon dai ? ? m2 250 | Nhéan cbng[?];Van khudn[?]
coc, giﬁng
mong
8 | Db bé tong dai | ? ? m3 505 | Nhan  cong[?];May  bom  bé
coc, giang tong[?];May dam[?];Bé tong thuong
mong pham([?]

- Lich lam viéc tuan 7 ngay.

- Lich 1am viéc nghi cac ngay tét duong lich, 3 ngay trudc va 10 ngay sau tét am
lich (2019 sang 2020 - gia dinh roi vao cac ngay 31/1, 1/2, 2/2 ndm 2020), nghi 30/4,
01/5, 02/9.

- Ngay bat dau cua du an: 11/10/2019. Xac dinh tong tién do va thoi gian cua dy
an.

- Hién/an duong gang, thoi gian du trir va thoi gian truot cia tién do.

- Luu tién dd co s6.

- Cap nhat tién d6 hoan thanh cta dy an bé'mg tinh ndng update ty dong.

- So sanh tién do co so va tién d6 méi cap nhat.

- Chuyén tién do tr Project sang AutoCad, bao g6m ca biéu do su dung nhan lyc,
biéu do hao phi nhan luc, bi€éu d6 tong hgp hao phi nhan luc.
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TAI LIEU SU DUNG

- Nghi dinh s6 59/2015/ND-CP ngay 18/06/2019 ciia Chinh pha V& quan 1y du an
dau tu xdy dyung.

- Trong gi4o trinh c6 sir dung 1 sd tu liéu tir bai gidng tir khoa hoc Microsoft
Project Quan 1y tién d6 du 4an tai Cong ty CP Gia Xay Dung, https://gxd.edu.vn.

- Bai viét Xay dung ké hoach cudc doi, Ths Hoang Yén, http://kaizen.vn
- Tu liéu tir dién dan http://giaxaydung.vn.
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LO TRINH CAP NHAT

Bién tép, trinh bay gido trinh trong subt nira cudi ndm 2018 va 2019.

Nhirng ngay cudi thang 10/2019 thi tap trung hoan thién thém, thiét ké lai bia.

Ngay 06/11/2019 viét va tap hop thém nhiéu ndi dung vao tai lidu, gido trinh.
Ngay 09/11/2019 bd sung thém 1 sb khai niém, thuat ngit, dinh nghia.
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