KHOA HQC: SU DUNG MICROSOFT PROJECT
QUAN LY TIEN PO DU AN (2 ngay)

MUC TIEU

Giup hoc vién ndm dugc cac khai niém co ban, cach thirc hoat dong cting nhu giao dién
chwong trinh Microsoft Project trong quan 1y dy 4n, sau d6 4p dung thanh thao dé:
e Lap tién do va ké hoach nhan cong, bao gf)m cac dir liéu vé cong tac, thoi gian, chi
phi, tai nguyén;
e Cap nhat thoi gian, chi phi, tai nguyén thuc té ciia cong viéc, S0 sanh céc théng tin
thuc té va thong tin theo ké hoach;
e Dénh gia tinh trang du an, dua ra dugc cac du bao vé thoi gian va chi phi hoan
thanh dy an dé tir d6 co cac diéu chinh can thiét;
e In 4n cac bao cao cua du an (chi phi, nhan luc, biéu d6 Gantt,..):
e Biét cach su dung/van dung template c6 san, va d@)ng bd hoa vdi Project server
cua cong ty (baseline, resource, calendar,...)

POI TUQNG HOQC VIEN

Khoéa hoc duge thiét ké danh cho cac Nhan sy tham gia quan ly du an

Hoc vién dugc yéu cau co cac kieén thirc vé quan ly xay dung, quan ly tién do.

CHU PE HQC

1. Gi6i thiéu vé phan mém Microsoft Project ] . .
a. Gidi thiéu vé Quan ly dy 4n, Quan 1y tién do va phan mém Microsoft
Project

e Loi ich cia cac phan mém quan 1y tién d6 nhu Ms. Project
e Sy khac nhau cua Ms. Project Standard va Ms. Project Professional
e Cac tinh nang mai trong cac phién ban Ms. Project

b. Giéi thiéu vé giao dién phan mém
¢ Backstage View
e Tabs va Ribbons
e Views
¢ Reports

2. Quan ly tién d9 co ban

a. Bitdau xay dung Tién d6 méi cho du an
e Tao méi tién dd, khai bao ngay bat dau va luu lai
e Tao lich cho du an
e Khai bao 1 s6 dic tinh (property) cua dy an

b. Xay dung danh muc cac cong tac (task list)
e Nhap tén cong tac, thoi gian, thoi diém bat dau hodc két thuc
e Tao cac mdc (milestone)
e Tao céac cong tac gdp (summary task)
e Lién két cac cong tac
e Chuyén tir ché d¢ 1ap Tién d6 thu cong (Manual) thanh 1ap Tién do

tu dong (Automatic)



e Kiém tra thoi gian hoan thanh cua toan du 4n va ngay du kién hoan
thanh
e Nhiap vao cac ghi cha va siéu lién két (hyperlinks)
c. Thiét 1ap tai nguyén
e Thiét 1ap thong sd co ban vé tai nguyén (nhan cong, may thi cong..)
cua du an
e Diéu chinh kha ning huy dong ti da cta tai nguyén
e Nhap muc phi théng thuong va muc phi lam ngoai gio cua tai
nguyén dang work
e Thay d6i lich 1am viéc cia tai nguyén
e Khai bao tai nguyén dang cost
e Khai bdo cac thong tin bd sung vé tai nguyén trong cac ghi chu
d. Gan tai nguyén cho cac cong tac
e Gan tai nguyén dang work cho cdng tac
¢ Gan tai nguyén dang cost cho cong tac
e Kiém tra cac thong sd tong hop cua dy an
e. Dinh dang va chia sé ké hoach du 4n
e Gantt Chart View, Timeline View
e Report
e In4n
f. Kiém soat tién do
e Luu Baseline,
e Cap nhat tién do hoan thanh cac cong tac
3. Quan Iy tién dd nang cao
a. Khai bao cac cbng tac (nang cao)
e Task Path
e Diéu chinh lién két cac cong tac, cac rang budc vé thoi gian
e Chia nho céc cong tac
e Thay d6i loai cong tac (task type)
b. Tuy chinh thong tin vé cac cong tac
e Nhép deadline
e Thiét 1ap chi phi c¢b dinh (fixed cost)
e Khai bao cong tac lap
e Thé hién dudng Gantt ctia du an
. TOy chinh thong tin vé tai nguyén va gan tai nguyén
e Thay d6i kha ning huy dong tai nguyén, chi phi...theo thoi gian
¢ Khai bao tai nguyén dang material
e Sir dung Team Planner
d. Tuy chinh ké hoach cua dy an
e Phén bo tai nguyén cua dy an dé dap tmg cac rang budc
e Tit (Inactive) c4c cong tac
e. Quan ly cac thong tin cia du 4n
o Sort/Filter/Group thong tin cac cong tac
e Tao cac bang (Table), khung nhin (Views) tuy bién
f.  Kiém soat tién do cong tac va sir dung tai nguyén
e Cap nhat Baseline
e Cép nhat khdi lwong cong tac (work)
g. Quan sat va bao cao tién do6 cta du an



e Xem chi phi cua cac cong tac (Task)
e Xem chi phi cua céc tai nguyén (Resource)
h. Diéu chinh tién d6 du 4n
e Thay d6i quan hé giita cic cong tac, thay doi tai nguyén gan cho
cong tac
e Giam chi phi bang cach x6a bo hodc Inactive cong tac

PHUONG PHAP PAO TAO

Khoéa hoc s& dugc thyc hién bang tiéng Viét.

Giang vién tap trung trinh bay kién thirc v& quan 1y tién do, quy trinh quan 1y tién d6 bang
Ms. Project két hop véi viée thyc hanh thao tac trén mot du 4n cy thé.

Khoa hoc chu trong phuong phap giang day tuong tac nham tao diéu kién dao sau kién
thirc va ap dung thuec te.

Hoc vién duoc khuyén khich d3t cau hoi va trao ddi vé cac van dé thuong gap.

C6 mot bai tap di xuyén sudt bai giang

THOI LUQONG

Khoa lugng ctia khoa hoc 1a 2 ngay (4 budi, mdi budi 3 tiéng).
Thoi gian: Sang 8:30 — 11:30, Chiéu 1:30 — 4:30



