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ThS. NGUYEN NAM THUAN - MINH HUNG
va nhém tin hoc thuc dung

Tu hoc
Cac tuyét chiéu va meo hay

Project 2010

Huéng dén béng hinh

B Microsoft Project la mét cong cu dé thyc thi cdc nguyén téc quan ly du an
va cac phudng phap thuc hién ma cé thé sé giup ban dat dugc sy thanh
cdng rat I8n trong céng viéc clia minh

W Cdc tac vy dudc thiét k& theo tiing dé muc cu thé, bao ham trong céc chi
dé nhu khao sat mdi trudng Microsoft Project 2010, tao mét du an mdi, xay
dung céc tac vy, tao cdc ngudn tai nguyén va an dinh cac khoan chi phi, l1ap
bao céo vé tién db thuc hién duy an....

B Bén canh nhiing ndi dung dugc trinh bé'y ngdn gon va dé hiéu, sach co
géng dua vao nhiéu vi du thuc t& dugc I8y ti cdc dy &n thudc céc nganh
nghé khac nhau

An ban 2011

NHA XUAT BAN HONG PUC
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Microsoft Project la mét cong cu dé thyc thi cac nguyén tic
quan ly du an va cac phuang phap thyc hién ma cé thé sé gilp
ban dat dugc sy thanh cdéng rat I6n trong céng viéc clia minh.
P6 chinh 1a Iy do quyén sach "Tu hoc - Cac tuyét chiéu va
meo hay Project 2010" dudc bién soan n!'l‘ém muc dich cung
cap cho ban doc nhiing thong tin hiiu ich vé Project 2010, dong
thdi hudng dan nhing tuyét chiéu va meo hay khi st dung
Project dé ban dat dugc hiéu qua cao hon trong viéc quan ly
céc du an cta minh trén may vi tinh.

Sach dudc bé cuc thanh 10 chuong, trinh bay nhiing tac vy
can ban ma ban céan thyc hién trong Microsoft Project 2010 dé
xay dung thdi biéu phu hgp cho dy én va sau dé theo déi tién
dé hoan thanh ctia né. Cac tac vy dugc thiét ké theo tung dé
muc cu thé, bao ham trong cac chl dé nhu khao sat méi trudng
Microsoft Project 2010, tao mét du an mdi, xay dung céac tac
vy, tao cac ngudn tai nguyén va an dinh cac khoan chi phi, lap
bao cédo vé tién do thuc hién dy an, gidi quyét nhitng xung dot
trong khi dinh thdi bi€u, giai quyét cac vdn dé vé nguén tai
nguyén, xem lai tién do cong viéc, phan tich ti€n do tai chinh,
va phdi hgp nhiéu dy 4n bén ngoai Project Server.

Bén canh nhiing ndi dung dugc trinh bay ngan gon va dé
hiéu, sach ¢6 géng dua vao nhiéu vi dy thyc t& dugc 13y ti cac
du an thudc cac nganh nghé khac nhau. Ban sé thay dau doé
trong quyén séach nay béng dang ctia chinh ban va céac dy an
clia ban. Hon nia, cac tha thuat va meo hay sé giup ban cé
dugc bi quyét khac phuc nhiing khé khdn ma ban gdp phai
trong thuc t& quan ly dy an.

Hy vong véi quyén sach nay, ban sé thanh thao han trong
viéc sl dung Microsoft Project 2010 va trédthanh mét nha quéan
ly du an gidi.

Tdc gia |






Chuong 1: Khao sat méi trudng Microsoft Project 2010 7

%?ém:rmyl

Khao sat médi truong
Microsoft Project 2010

T-ong chuong ndy ban sé boc nhitng diém chinb sau ddy:
B Khdo sdt Project trifoc tién

B Nbitng diém co bdn vé viec nhdp théng tin trong Project

huong nay gidéi thiéu méi trudng cia Project cliing nhu nhiing

cong cu manh mé ma Project cho ban tuy y sif dung. Ban thue

hanh di chuyén qua c4c khung xem khé4c nhau va ban 1am viée
v6i mdt s6 cong cu va cdc thanh phdn trén man hinh ma ban c6 thé s
dung d€ tao cdc schedule.

Fiy gid Project mdi c6 giao dién mdéi duge tim thdy trong Word, Excel,
PowerPoint va nhiing sdn pham Office khic.

Xem Project dau tién

(6 sdn 2 phién ban cia Microsoft Project 2010. Ban ¢6 thé mua Project
20190 Standard hoac Project 2010 Professional. Nhilng sdn phdm nay chi
kh4: nhau trong cdch ching hd trg Project Server vén 1a céng cu cha
Proect dé quan 1y cdc du 4n c6 mit trén Web.
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Lan nita chic ning cia Project Server da duge md rong. Nhu véi Project
2007, ban khong thé sit dung Project Server véi Project Standard. Thay vao
dé dé sit dung Project Server 2010, ban ciing phdi st dung Project Profes-
sional 2010. Sach nay gid dinh ban dang s dung Project Professional.

Project Server la gi?

Project Server cho phép ban quén 1y cdc du dn trén intranet cta coéng ty
hoidc trén Internet - va chi ¢6 nha qudn ly du dan cai dat va sd dung
Microsoft Project Professional. Moi ngudi khéc trén du dn s dung Project
Web Access, san phdm trén Web két ndi véi co sé dit liéu Project Server
chia dit lidu du 4n. Ban mé Project Web Access bing viéc go nhap URL
didn dén co sé dir lidu Project Server vao Internet Explorer phién ban 8
(hodc cao hon). St dung Project Web Access thay vi Microsoft Project, céc
ngudn tai nguyén cia du d4n cé thé lam nhitng tdc vu sau day (trong sé
nhimg thi khéc):

& Xem Gantt Chart ctia mot die dn.
B Nbhan, tix ch6i va ily quyén cdc céng viéc ditoc phan cong.
N Cap nhdt cdc nhiém v voi thong tin tién dé va théng tin hoan tat.

B Dinh kém tai liéu bé tro chdng han nbic cdc bdng tdc tinh ngdn sdch
hodic cdc cudc nghién citu tinb kba thi vao mét die dn.

& Nbdn cdc thong bdo vé tinh trang tdc vit.
B Gdi cdc bdo cdo tinb trang dén nha qudn Iy dir dn.

Cdc nha qudn Iy dit dn tham chi c¢é thé lam nhiéu céng viéc bon nhiing
thanh vién déi phu thudc. Vi du bang viéc sit dung Project Server, cdc
nha qudn Iy die an tiép can mot vung chita ngubn tai nguyén loan
cbng ty (dicoc goi la Enterprise Resource Pool) theo doi cdc phdn phat
" ngubn tai nguvén qua dir dn. Néu mot nha qudn Iy dir dn thdy rang
mot nguén tai nguyén cy thé khéng cé sdn, nha qudn Iy nay cé thé xdc
dinh cdc yéu cdu cho cong viéc va dé cdc cong cu Project Server tim kiém
Enterprise Resource Pool dé tim mét nguon tai nguyén khdc cé nhiing
ky ndng y nbie thé. Va nbitng ngidi ¢é cdc ddc quyén an ninb thich
bop c6 thé tdn dung cdc tinb ndng qudn Iy porfolio ctia Project Server.

Né&u ban khéng dugc két ndi véi Project Server, ban sé khéng thay

dudc su khdc biét trong chifc ndng gifta Project 2010 Standard va
Project 2010 Professional. Ban sé& thdy c4c 1énh 2010 trong Project
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Professional ma ban khong thiy trong Préject 2010 Standard, nhung
cdc lénh khong ¢6 sdn dé st dung. Do dé néu ban sit dung Project
Standard, phﬁn 16n ndi dung séch nay ciling thich hgp cho ban - chi
viéc bd qua bat ky phin md di ma ban thdy trén man hinh.

i — f— — — — — — — — i —— — S— i . I N — — — — y—"

Khai dong Project

Khi ban mé& Microsoft Project tit folder Programs cia menu Start caa
Windows, liic ddu Project hién thi man hinh chinh cho Project 2010 nhu

dugec minh hoa trong hinh 1.1.

sevvane
Thi thuat

Ban ciing c6 thé mé Project bing viéc nhap dai bat ky file Project. Céc file
Project dugc luu véi phan mé rong .mpp.

Ribbon xuit hién ngang qua phan trén ciing cia man hinh va Quick
Access Toolbar xuidt hién bén trén Ribbon, trén thanh tidu dé cha chuong
trinh. Ban cé thé tuy bién cd hai thanh phan nay. Viéc nhap tab File sé
din ban dén khung xem Backstage nhu duge mé td sau trong chuong nay.

Timeline
Ribbon

Gantt . Faite

Thanh c¢éng cu Quick Access

File !mr_]

Thanh tiéu dé Ving xem
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TiINH NANG MOI

Ngay bén dudi Ribbon, khung xem Timeline xudt hién theo mdc dinh. Khung xem méi ndy c6
thé duge so dyng d€ cung cdp mot dnh chyp nhanh céc toc vy va thi hon cda dy 6n. Bon 6 thé
lam dn khung xem Timeline hogc hién th] mgt phién bén ldn hon cia né khi cdn thiet.

Mot khung xem cda du 4n chiém phan lén cita sé Project. Cdc khung
xem dua ra cho ban nhimmg cdch khdc nhau dé xem lai théng tin du 4n dé
gidp ban tap trung vao nhitng khia canh khédc nhau ctia du 4n. Ban sé tim
thdy cdc thanh cudn (scroll bar) ndm & phia bén phdi va bén duéi hau hét
c4dc khung xem; sif dung cdc thanh cudn d€ hién thi cdc phdn khdc nhau
cia du 4n. Theo mic dinh Project hién thi khung xem Grantt Chart chua
mdt badng ndm & phia bén trdi va mot biéu dé ndm & phia bén phai. Ban
c6 thé doc thém vé khung xem Gantt Chart & phan sau trong chuong nay.

& cudi clta s8 Project 13 thanh trang théi (status bar), cdc nit bude tét
View va thanh truot timescale. Ban c6 thé st dung cdc nit buée tit View
d€ chuyén d6i nhanh giita khung xem Gantt Chart, khung xem Task
Usage, khung xem Team Planner va khung xem Resouce Sheet. Ban
c6 thé st dung thanh truct zoom va timescale dé diéu chinh thang thoi
gian trong cdc khung xem c6 chda mot thang thoi gian. Trong khung xem
Gantt Chart, thang thdi gian xuit hién & trén phan biéu dé cta khung
xem nim & phia bén phai cta sé.

Gt o
Nhitng ngudi ding Project Standard chi c6 ba niit budc tit View:

niit khung xem Gantt Chart, nit khung xem Task Usage va niit
khung xem Resource Sheet.

— — — — — — — — — — — — — —— — — — — — — — — — —

P4ng chi y nhat 12 Project 2010 thi€éu Project Guide, View Bar va
thanh Entry nhu Excel. Project Guide ¢6 sdn trong cac phién ban trudc cta
Project, bay gity chi ¢6 s&n néu mdt nha ph4t trién lam cho né c¢6 sén bang
lap trinh. Ban c6 thé hién thi View Bar von cho phép ban chuyén nhanh
sang cac khung xem thudng duge s dung nhat, bing cach nhap phai thanh
x4dm chay doc xudng phia bén trdi man hinh Project - thanh chia tén cta
khung xem hién hién thi - va chon View Bar. Hodc ban c6 thé st dung bat
ky ba diéu khién thay th& cho View Bar - cac buge tit (shorteut) View, nat
Gantt Chart trén tab Task cha ribbon va nit Team Planner cho nhiing
ngudi dung Project Standard, lam cho tab.Task trd thanh niat Resource
Sheet) trén tab Resource cia Ribbon. Va ban ciing ¢6 thé st dung thanh
Entry nhu Excel sit dung tab Display cta hop thoai Options. Project dat
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thanh Entry ngay bén duéi Ribbon. Phén tiép theo trinh bay chi tiét viéc
st dung cdc tuy chon nay nhu 12 mét phéan cGa viéc s dung Ribbon.

St dung Ribbon

Ribbon nhu duge minh hoa trong hinh 1.2 gém 6 tab: File, Task,
Resource, Project, View va Format. Tab Format danh riéng cho khung
xem hién dugc hién thi. Khi ban nhip méi tab, ban s& tim thiy cdc nhém
ndt lién quan dén tiéu dé cha tab; cdc tén nhém xuAdt hién bén duéi cde nit
trén bat ky tab cu thé. Vi du tab Task chia 8 nhém theo mic dinh.

L BN BN BN BN BN BN
Thu thuat

Nhu da néi & trén tab Task chifa 8 nhém "theo mic dinh". Ban cé thé tuy bién
Ribbon dé thém hodc g& bo cac nhom ra khéi mat tab hodic tham chi tao cac tab
riéng ctia ban.
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Hinh 1.2 Ribbon gém céc tab chifa cac nhém niit
& View
& Clipboard
N Font
N Tasks
B Schedule
& [nsert
& Properties
N Editing

Ban nhip mot nat trong mot nhém dé€ lam cho Project 1am mot diéu gi
dé. Vi du, ban c6 thé st dung niat méit xich trong nhém Task dé taoc mot su
phu thudc giita hai tdc vu. Néu ban khéng chic chidn v& muc dich cGa mét



