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LOI GIOI THIEU

Thoi gian gan day tin hoc ditoc phé cdp hod t6i cac co quan, cong
so va cdc gia dinh. Vi tinh da mang lai bao diéu ly thii cho con nguoi
trong cong tdc, hoc tdp va cdc linh viee khoa hoc, ky thudt khdc nita,
nhung mady tinh ciing gdy ra nhiéu diéu rdc réi cho nguoi sir dung né.
Sit 6 trén mdy tinh do nhiéu nguyén nhan: phan do nguoi sit dung
chita thanh thao, mét sé' truc trdc do ky thudt phan ciimg, doi khi 16i do
chicong trinh phan mém ...

Ddp img nhu cau ciia cac nha qudn ly, cac ban quan tam dén linh
vite quan ly die an trong Nganh Xay dung, tac gid Biii Manh Hing, mét
nha gido-gidng vién chinh thuéc khoa Xdiy dimg, truong Dai hoc Kién
triic Ha Noi da bién soan cuén sach Hudng ddn sit dung Chicong trinh
qudn ly di an va da dicoc ban doc gan xa hoan nghénh, ¢é vii. Trong
qud trinh sit dung chuong trinh nay (phan mém ciia My), do chua lam
quen véi cdc phdn mém manh ciia nude ngoai nén ban doc ¢é6 mot sé
thdc mdc: don gidn ¢6, phitc tap ¢6, thiac mdc thuge vé chicong trinh,
thuéc vé mdy, vé thao tdc ... D€ gidi dap nhimg thiac mdc nay, tic gid
EP tue gidi thi¢u vor bun doc cudn sdch ""101 thdc mdc va gidi ddp
khi st dung chuong trinh Microsoft Project trong xdy dung "

Cuon sdch nay tdc gid tdp hop nhitng thdc mdc ma chinh tac gid da
gdp trong qud trinh thuc té'van hanh dy an ciia minh va cdc thdc mdc
ma ban doc giti téi, sau dé gidi dap mét cach ngdan gon va ¢é6 minh hoa
bdng man hinh vi tinh hién thi bén canh dé cdc ban quan sdt va nhéan
dang mét cdach nhanh chéng. Cuén sach nay giip cdc t6 chite va ca
nhdn lam c¢éng tac qudn ly, hoach dinh cdc du dn, cdc doanh nghiép
xdy dung, cdc co quan nghién citu, cdc tricong dao tao thuc hién cong

viéc cia minh mét cach nhanh chéng, thudn tién.



Cdu triic cuén sach di theo timg chuyén dé thuéc noi dung cia di
dan. Trong timg chuyén dé cac thiac mdc ciing dioc diua ra va gidi quyét
theo dang tir dé dén khé, dong thoi nhitng loai thac mdc gan giong
nhau sé dioc ddt gan nhau.

Nha xudt ban Xay dung tran trong gioi thiéu cuén sdach voi ban doc.
Hy vong rdang cuén sdch sé giup ich duoc nhiéu cho ban doc nhu muc
dich dé ra.

Trong qua trinh bién tap, tuy da cé nhiéu 6 gang song khong tranh
khdi nhiing thiéu sét, ching téi mong nhdan dugc y kién déng gép cua
déc gid dé'lan xudt bdn sau dioc tét hon.

Nha xuat ban Xay dung



KY HIEU DUNG TRONG SACH

Trude khi nghién ctru ndi dung timg phan, ban nén doc va nhd cic ky
hi¢u sau day, phan dé tranh dién dat dai dong, phan dé tiét kiém trang in.

Ky hiéu Céch hiéu - Thao tic
® Nhdy chuot trai
bid Nhay diip chuot
- Ban nhdan phim Enter

View\Toolbars\Drawing  Nhday vao niit View, chon nhay tiép vao niit
Toolbars, chon nhay tiép vao mit Drawing
(con goi la diiong ddn)

@ —» Start Khi thay vong tron ¢é so' 1, 2, 3... ban hay
nhay vao dong chit ¢é miii tén chi vao (nhie

hinh bén canh ban hay nhay vao muc Start

=1 Ddu nhdc hodc con tro



TO HOP CAC PHIM NONG THUONG DUNG

Ctrl+ N mo tai liéu méi

Ctrl+ 0O mo tai liéu da co

Ctrl +S ghi (nho) tai liéu vao dia hién thoi
Ctrl + X cat tai liéu

Ctrl+ C chép doan van ban da dugc boi den
Ctrl + Z hdi phuc van ban bi xod nham

Ctrl +V dan van ban vao vi tri con tro

Ctrl + L can lé trai

Ctrl +R can 1€ phai

Ctrl+ E can 1é giira

Ctrl +J can déu hai bén

Ctrl + P in tai lieu

Ctrl+D chon phong chir

Ctrl+ A boi den toan bo van ban

Ctrl+ G nhay dén trang s6... (hoac nhan F5)
Ctrl+ M tang 1é doan van ban

Ctrl + Shift + M bo tang 1€ doan van ban

Ctrl +B tat - mo chir dam

Ctrl +1 tat - ma& chir nghiéng

Ctrl + U tat - mo chir gach chan

Ctrl + F10 m& 16n clra s6 tai liéu ra toan man hinh
Ctrl + 1 tao Khoang cach don giua cac dong
Ctrl + 2 tao khoang céch doi gitta cac dong
Ctrl +5 tao khoang cach 1,5 dong gitta cac dong
Ctrl + ] phong to chit khi duge boi den
Ctrl + [ thu nho chir khi dugc boi den

Ctrl + F4 déng tai lieu = Ctrl + w = Close
Ctrl + ngat trang

Ctrl +Esc bat nut Start

Alt + F4 thodt = Exit

Alt+Z chuyén ché do g tiéng Viét, tiéng Anh



CHU GIAI THUAT NGU

Trong khi sir dung chuong trinh quan 1y du dn, nhimg thuat nhir tiéng
Anh sau day ban hay hiéu la:

Actual: Cic khia canh cta du dn da thuc su xay ra, doi choi véi ké hoach
hay lich trinh hoac du dn. N6 bao gom cic du licu ngay thang, thoi khoang,
cong viéc hoac chi phi duoc ghi nhan, cho cong tic hoac cho cong viéc cua
tai nguyén duoge thuc hién trén cong tac.

Base calendar (lich nén): la nién lich duoc dung nhu lich co ban cho
toan bo du dn hoac cho nhiéu tai nguyén va né chi dinh thoi gian lam viéc
cling nhu khong lam viéc. Néu ban khong can thiép gi thi thit bay va chu
nhat la ngay nghi, c¢6 nghia la cac ngay do du dn cing khong van hanh.

Calendar (dang lich): 1a danh sédch cic giai doan ma cong viéc c6 thé
dugc lén lich trong d6. N6 gébm c¢6 nhimg ngay lam viéc binh thuong trong
mot tun 1&, gio lam viéc binh thudng trong nhimg ngay dé va mét danh sich
nhitng ngay gio khong lam viéc, ngoai lé déi véi thoi gian binh thuong.

Cost (chi phi): 1a tdng chi phi theo lich trinh cla mot cong tic, tai
nguyén, su phan bo tai nguyén hay du dn. Bao gom Fixed Cost (dinh phi) va
Resource Cost (phi tai nguyén).

Dependent Task (cong tac phu thudc): la cong tic ma ngay thiang bat
dau va két thic cta né phai duge xdc lap trung v6i hodc duge néi voi ngay
thdng bat ddu hay két thic theo lich ctia mot vai cong tac khac.

Duration (thoi gian): la s6 don vi thoi gian lam viéc (phut, gio, ngay hay
tudn) gitra ldc bat dau va két thic cua mot cong tic hay nhém cong tac. S6
don vi thai khoang 1am viée duge xdc dinh bai lich nén hay lich tai nguyén
ma ching diéu khién lich trinh cta cong tic do.

Elapsed Duration (thoi khoang troi qua): 1a thoi khoang déng ho thuc su
(khong phai 12 thoi gian cta lich 1am viéc) ma né troi qua tir lic bat ddu dén
két thiic cong tac. Thoi gian nay dua theo mot ngay c6 24 gid va mot tuin cé
7 ngay.

Field (trudng): 1a noi tap hop di liéu trong mot bang hay mot biéu méu,
trong trudng nay ching ta cé thé ghi tén cong tac hay tai nguyén vao dé.

Gridlines : la nhimg duong tich riéng cic hang va cot trong bang hay
dang thang thoi gian. Ciing dugc sir dung dé danh ddu cdc mic gia tri theo
mot truc.



Lag Time (thoi gian tré): la khoang thoi gian cham hon phai tuan theo
gilta thoi gian clia mot cong tic va ngay thiang theo lich cta cong tic dli
trude no.

Lead Time (thoi gian sém): la khoang thdi gian ma cong tic phu
thudc c6 thé duge sip xép chong lap hay di truée su bat diu hoac két thiic
cua cong tic.

MAPI : Massaging Application Programming Interface la tha tuc cua
Microsoft dé giri céc théng bdo clia ngudi sir dung tir trinh ting dung nay dén
trinh tng dung khac.

PERT Chart hoac Network Diargam: 1a mot so d6 mang luéi duoc
dung trong quan 1y du 4n dé minh hoa cdc méi quan hé phu thuoc giita céc
cong viéc. Méi cong viéc duogc tugng trung bdi mot hop (hay niit) va duge
n6i bdi dudng thang dén méi cong viéc Predecessor hay Successor dé cho
thay trinh tu cdc cong viéc.

Predecessor (cong viéc truge dé): day 1a thuat ngir khong pha hop lam,
n6 am chi su di trude vé thai gian, nhung trong du dn thi thuat ngi nay chu
yéu mo ta méi quan hé cta cong viéc di trude véi cong viéc di sau. Mot
cong viéc c6 thé cé nhiéu Predecessor.

Reschedule Tasks : 1a mot 1énh ctia Microsoft Project ban c6 thé dung
khi mot phin cong viéc da dugc thuc hién nhung phan con lai phai dugc sap
x€p lich lai vao thoi gian sau.

Resource Calendar (lich tai nguyén): la danh sach nhitng ngay, gio lam
viéc cia mot tai nguyén. Danh siach nay dugc hinh thanh bang cich xdc dinh
mot lich nén 1am chudn va néu ra tat ca cc ngoai lé déi véi lich nén nay.

Resource (tai nguyén): trong chuong trinh Microsoft Project tai nguyén
la mot khdi niém chung nhu: nhan cong, thiét bi, vat tu cic loai, phuong tién,
nha cung cép... thuc hién coéng viéc cta du an. Moi tai nguyén trong du an
déu c6 quyén binh déng nhu nhau chi khong thé phan biét dugc loai nao 1a
chinh va loai nao la phu.

Subtask (cong viéc phu): 1a mot cong viéc bi 1ui vé phia trai bén dudi
cong viéc tém luoc.

Successors (cong viéc ndi ti€p): 1a cong viéc duge bat diu tir cong viéc di
trudc (Predecessor). Ban phai quan niém riang cong viéc nay c6 thé tring
ngay thang véi cong viéc di trude va cling dimg cho rang Successor phai di
sau Predecessor.



Summary Task (cong viéc tom luge): 1a cong viéc ma chic nang duy
nhat cua no la chira dung va tom lugce thoi khoang, cong viéc va chi phi clia
cac cong viéc khic (duge goi la cong tac phu).

Task (cong viéc): la mot viéc hay thao tic thiét yéu phai dugc hoan tat
theo trinh tu dé hoan thanh du dn. Milestones vad Summary Task 1a nhiing
loai cong viéc dac biét.

Task View (dang quan sat cong viéc): la mot dang quan sat dir liéu cua
du dn, duoc t6 chiic quanh cdc cong viéc da xdc dinh. Cic dang quan st
cong viéc chuin gom c6 Calendar, Task Sheet, Task Form, GANTT Chart va
PERT Chart.

View (dang quan sdt): 1a phan trinh bay trén man hinh vé du liéu du an.
Lénh View duge dung dé chon phan trinh bay hay dang quan sét thich hop
nhat cho cong viéc ctia ban trén du an do.

Working Time (thoi gian lam viéc): 1a nhiing ngay va gio trén lich nén
hay lich tai nguyén ma c6 thé Ién lich trinh thuc hién céng viéc trén cdc
cong tic.



NHUNG VAN PE CHUNG

1. Microsoft Project la gi?

Microsoft Project 1a phdn mém co s& dit liéu tién tién nhat va 1a san phim
phan mém chuyén dung cho vin dé nay, chuong trinh nay rat c6 ich cho cdc
nha sang tao lap cidc du dn chuyén dung dang lam viéc trong moi truong
Windows. Véi Microsoft Project ban c6 thé sit dung mdy tinh dé ban thuc
hién nhiéu cong viéc.

2. Microsoft Project cho ta gi khi lap va khi van hanh du an?

Quan ly du dn bao gbém tét ca cdc giai doan ctia mot du n, di tir giai doan
1ap k& hoach dén lic hoan thanh va phic thao cic ban bdo cdo sau cuing dé
t6ng két viéc hoan tat du dn. Ngay sau khi ban xdc dinh dugc cdc muc tiéu
cta du dn, ban c6 thé cho khdi dong Microsoft Project, khi lap du an
Microsoft Project la mét cong cu vo gia doi véi cac cong viéc sau:

- T6 chic 1ap ké hoach san xuat.

- Lén lich cong tac timg ngay, tuan, thang ...

- Chi dinh cac tai nguyén va chi phi cho cic cong viéc.

- Diéu chinh ké hoach dé thich ting vé6i nhitng diéu kién rang buoc.

- Chudn bi bdo biéu dé thong dat ké hoach sau cling dén tat ca nhiing
ngudi phé chuan hay thi hanh k€& hoach.

Khi van hanh du 4n ban c6 thé dung Microsoft Project dé tiép tuc nhiing
cong tc sau:

+ Giam sat viéc thi hanh du an.

+ Du trd cdc tac dong dén tién do cua du 4n khi xdy ra nhitng thay déi de
doa dén su thanh cong cua du dn.

+ Xem xét lai du 4n dé d6i phé véi nhitng tinh huéng ngdu nhién.

+ Lap cdc bdo biéu sau cung vé két qua cla du an.
3. Doi tuong sir dung Microsoft Project?

Nhitng nguoi 1am cong viéc quan ly du an, 1ap cac luan ching kinh t€ -
ky thuat déu c6 thé dung Microsoft Project dé hoach dinh va hoan chinh céc
du dn. Néu méi lam quen véi cdc cong cu ctia mdy tinh trong viéc quan ly du
an, thi Microsoft Project giip ban nam dugc céc kha nang trinh bay va tinh
toan ciia mdy tinh.
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