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Chuong 1. MS Project dung dé 1am @l — Chapter 1. What MS Project is
for

Microsoft Project 1ap va theo ddi tién d6. Nguoi ding nhap danh muyc coéng viéc, thoi
luong timg cong viée va trinh tu trude sau; phan mém tinh ra ngay bat dau, ngay két thic,
duong ging va khdi luong nhan luc can huy dong theo thoi gian. Khi mot cong viée
cham, ca day chuyén phia sau ty dich theo.

Microsoft Project builds and tracks schedules. The user enters the task list, each task's duration
and the sequence between them, the software calculates start and finish dates, the critical path

and the manpower required over time. When one task slips, everything downstream moves with
it.

1.1. Tién do trén Project khac tién do vé bﬁng Excel thé ndo — How a Project
schedule differs from one drawn in Excel

Lap bing Project
Built in Project

Vé bing Excel

Drawn in Excel

N¢i dung

Item

Tinh ra tir thoi lugng va quan hé

Thanh tién do
The bars

Khi mdt cong tac
cham
When a task slips

Duong gang
The critical path

Nhan lyc va chi phi

Manpower and cost

So sanh ké hoach
v6i thyc té
Plan against actual

O t6 mau, nguoi vé ty dat
Coloured cells positioned by hand

Stra tay tirng thanh phia sau
Every later bar is moved by hand

Ty nham, d& sot
Worked out mentally, easily missed

Lap bang riéng
A separate table

Chép bang cii ra so tay
Copy the old table and compare by
hand

cong viéc
Calculated from durations and
dependencies

Ca day chuyén tu dich

The whole chain shifts automatically

Phan mém chi ra
The sofiware identifies it

Tinh tir tai nguyén gan cho cong
viéc

Derived from the resources assigned
to tasks

Luu duong co so, so tu dong
Baseline saved and compared
automatically

Tién d6 vé bé‘mg bang tinh van dung duoc cho cong trinh nhd, it dau viéc. Tir vai chuc
dau viée trd 1én va co diéu chinh nhiéu lan, cong sirc sira tay vuot xa cong stc hoc phan
mém.

A spreadsheet programme still serves a small job with few activities. Beyond a few dozen

activities, and with repeated revisions, the effort of manual correction far exceeds the effort of
learning the software.
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1.2. Cac san phflm Project hi€én nay — The Project products today

Microsoft dbi tén cac goi Project trong nhitng nim gan ddy va gop phan lam viéc trén
trinh duyét vao Planner. Phan nay néi rd dé khoi mua nham.

Microsoft has renamed the Project plans in recent years and folded the browser-based side into
Planner. This section sets it out so that nothing is bought by mistake.

San phim

Product

Chay ¢ dau

Where it runs

Ghi cha
Note

Project Standard (ban
mua dut)

Project Standard
(perpetual)

Project Professional
(ban mua dut)
Project Professional
(perpetual)

Goi thué bao bac 1
Entry subscription plan

Goi thué bao bac 3 va
bac 5
Mid and top subscription
plans

Cai trén may Windows
Installed on a Windows
machine

Cai trén may Windows
Installed on a Windows
machine

Chi trén trinh duyét
Browser only

Trinh duyét va ung dung
cai trén may

Browser and a desktop
application

Tra tién mot 1an; da cho nguoi lap tién
do 1am viéc doc lap

Paid once, enough for a planner working
alone

Thém Team Planner, tam ngung cong
viée, nbi duge v6i may cha du an
Adds Team Planner, inactivating tasks,
and connection to a project server

Khong c6 trng dung cai trén may —
mua nham go6i nay 1a khong c6 phan
mém dé cai

No desktop application — buying this by
mistake leaves nothing to install

Ban cai trén may tuong duong Project
Professional

The desktop application is equivalent to
Project Professional

CANH BAO / WARNING — Goéi thué bao bac thip nhat khéng kém trng dung cai trén
may. Ngudi can lap tién d6 thi cong phai mua ban mua dit, hodc goi thué bao tir bac giita trd
1én. Hoi 16 diéu nay trude khi duyét mua.
The lowest subscription tier does not include a desktop application. Anyone who needs to build a

construction programme must buy a perpetual licence, or a subscription from the middle tier
upwards. Confirm this before approving a purchase.

GHI CHU / NOTE — Phén lam viéc trén trinh duyét trude day goi 1a Project for the web
da dugc gop vao Microsoft Planner tir nam 2025. Tai liéu cii trén mang van dung tén cil.
Dich vu Project Online ciing d3 t6i han nging vao cudi thang 9 nim 2026 — don vi nao con
dung can chuyén dit liéu sang hudng khac.
The browser-based side, formerly Project for the web, was folded into Microsoft Planner during
2025. Older material online still uses the old name. The Project Online service also reached its

retirement date at the end of September 2026, so any organisation still using it must move its data

elsewhere.
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1.3. Pinh dang tép — File formats

Dubi tép La gi

Extension What it is

Tép tién d6 chuén cia Project

. mpp .
The standard Project schedule file
mpt Tép mau, dung dé khoi tao tién d6 méi
A template for starting new schedules
ol Dinh dang trao d6i — xuét va nhap déu dwoc
The interchange format — both export and import
<lsx Xuét dir lidu sang bang tinh; chi xuét, khéng mé dwoc
Exporting data to a spreadsheet; export only, cannot be opened
odf Xuét ho so tién do dé giri di; chi xuat

Exporting the programme for issue; export only

CANH BAO / WARNING — Pinh dang . mpx doi cii khéng con mé hay lwu dwge & cac
ban Project hién nay. Pon vi nao con giir tién d6 & dang nay phai chuyén sang . mpp bang
mot ban Project cii trude khi nang cip. Trao d6i dit liéu voi phan mém tién do khac nay di
qua .xml hodc bang tinh.

The legacy .mpx format can no longer be opened or saved by current releases. Any programme still
held in it must be converted to .mpp with an older release before upgrading. Exchange with other
scheduling software now goes through .xml or a spreadsheet.

1.4. Gidoi han ky thuat — Technical limits

Hang muc Gidi han
Item Limit
S6 cong viéc mdi tép

; i 400.000
Tasks per file
S6 tai nguyén moi t¢p 700.000
Resources per file
S6 du 4n con g0p vao mot t€p 998
Consolidated subprojects
S6 dudng co so luu duoc 1
Baselines stored
Khoang ngay tinh dugc 1984 — 2149

Date range
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GHI CHU / NOTE — Céc con s6 nay 16n hon nhu cu ctia moi cong trinh din dung. May
thudng hét bo nhé trude khi cham téi gidi han — chinh Microsoft ciing ghi nhu vay.

These figures exceed the needs of any building project. A machine typically runs out of memory before
reaching them, as Microsoft itself notes.

1.5. Trinh ty cong viéc trong tai li€u — The workflow this guide follows

1. Cai dat, lam quen giao di¢n, khai lich l1am viéc (Chuong 2, 3, 4).
Install, learn the interface and declare the working calendar (Chapters 2, 3 and 4).
2. Nhap cong viéc va lap cau trac phan chia cong viée (Chuong 5).
Enter the tasks and build the work breakdown structure (Chapter 5).
3. Néi quan hé trude sau, dit rang budc, xem dudng ging (Chuong 6).
Link the dependencies, set constraints and read the critical path (Chapter 6).
4. Khai tai nguyén, gan to doi va may, xir 1y qua tai (Chuong 7).
Declare resources, assign gangs and plant, and resolve overallocation (Chapter 7).
5. bat duong co s¢ va theo ddi thyc hién (Chuong 8).
Set the baseline and track progress (Chapter §8).
6. Lap bao céo va in tién do (Chuong 9).
Produce reports and print the programme (Chapter 9).
7. Quan 1y nhiéu du an va chia sé tai nguyén (Chuong 10).
Manage multiple projects and share resources (Chapter 10).
8. Lap tién do cho mot cong trinh thuc té tir dau t6i cudi (Chuong 11); xir 1y su ¢b
(Chuong 12).

Build a real construction programme end to end (Chapter 11), and troubleshoot (Chapter
12).
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Chuwong 2. Cai dat va gié’iy phép — Chapter 2. Installation and licensing

2.1. Yéu ciu may tinh dé chay MS Project — System requirements for MS Project

Hang muc Yéu cau chinh thirc

Item Official requirement

Windows 11, Windows 10 doi duge hd trg, hoic Windows Server doi
Hé diéu hanh dugc hd trg. Khong ¢6 ban cho macOS.
Operating system Windows 11, a supported Windows 10 release, or a supported Windows
Server release. There is no macOS version.

Bo xu 1y Tu 1,1 GHz, hai nhan

Processor 1.1 GHz or faster, dual core

B6 nhé RAM 4GB

Memory

Dgng luong dia 4GB

Disk space

Man hinh 1280 x 768; ban 64 bit can cho man hinh 4K tré 1én
Display 1280 % 768, the 64-bit build is required for 4K and above

GHI CHU / NOTE — Céu hinh nay thap hon phan 16n may vin phong hién nay. Tién do vai
nghin dau viéc kém nhiéu du an con thi nén c¢6 bo nhé du da hon mire tdi thiéu.

These figures are below most current office machines. A programme of several thousand activities
with many subprojects deserves more memory than the minimum.

Project nhe hon phan mém d6 hoa rat nhidu. May vin phong thong thuong chay duoc;
chi tién d6 hang nghin du viéc kém nhiéu du 4n con méi can cu hinh manh hon.

Project is far lighter than graphics software. An ordinary office machine runs it; only a
programme of thousands of activities with many subprojects calls for more.

2.2. MS Project khong ¢6 ban cho may Mac — MS Project has no Mac version

Microsoft chi phat hanh Project cho Windows. Danh muyc phan mém cho macOS cia
hang khong c6 Project. Nguoi dung may Mac c6 ba duong:

Microsoft releases Project for Windows only. Its macOS product list does not include Project.
Mac users have three routes:

« Cai Windows trén may 4o rdi cai Project vao do.
Run Windows in a virtual machine and install Project there.

« Truy cap tir xa vao mot may Windows co san Project.
Connect remotely to a Windows machine that has Project installed.

« Dung phan 1am viéc trén trinh duyét — xem va sira & muic co ban, khong thay duoc
ban cai trén may khi 1ap tién do thi cong.
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Use the browser-based side — basic viewing and editing, which does not replace the desktop
application for building a construction programme.

2.3. Cai dat va thiét lap ban dau — Installing and initial setup

1. Tai trinh cai dat tir tai khoan da mua gidy phép, chon ding doi phan mém.
Download the installer from the account holding the licence, choosing the correct release.
2. Cai dat r6i mo phan mém, ding nhap dé kich hoat.
Install, open the application and sign in to activate.

3. Vao File — Options — Schedule, dat New tasks created 1a Auto Scheduled.
Go to File — Options — Schedule and set New tasks created to Auto Scheduled.

4. Cung trang do, dat Hours per day, Hours per week va Days per month khop véi
lich 1am viéc that cua cong truong.
On the same page, set Hours per day, Hours per week and Days per month to match the
actual site working pattern.

5. Vao File — Options — General dit dinh dang ngay thang ¢ thang viét rd.
In File — Options — General, choose a date format with the month spelled out.

6. Bat Show scheduling messages trong Options — Schedule dé phan mém canh bao
khi c¢6 xung dot lich.

Enable Show scheduling messages under Options — Schedule so that scheduling conflicts
are reported.

CANH BAO / WARNING — Buéc 3 va budc 6 1a hai thiét 1ap quyét dinh. Bé mic dinh thi
cong viéc nhap vao khéng tw tinh lich, va cac xung dot lich bi nudt im lang. Pay la gdc caa
phan 16n cau hoi kiéu *vi sao ndi quan hé rdi ma cong viéc khong dich*.

Steps 3 and 6 are the decisive settings. Left at their defaults, entered tasks are not scheduled

automatically and conflicts are swallowed silently. This is the root of most questions of the form *why
does the task not move once it is linked*.
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2.4. Chon ban nao cho cong viéc 1ap tién d¢ thi cong — Which edition suits
construction programming

Tinh hudng Nén ding

Situation Suitable edition

Mot ngudi 1ap tién d9, 1am viée doc
lap

A single planner working alone

Bén mua @it Standard
A perpetual Standard licence

Can Team Planner, cin tam ngung

cong viéc ma khong xod Ban mua dut Professional
Team Planner needed, or tasks A perpetual Professional licence
inactivated rather than deleted

Nhiéu nguoi cting theo ddi, can ban
mdi lién tuc Goi thué bao tir bac giira trd 1€n
Several people tracking, with continuous A subscription from the middle tier upwards

updates needed

Chi can xem va cap nhat don gian trén

trinh duyét Goi thué bao bac thip — khéng ¢é ban cai trén may
Only simple viewing and updating in a The entry tier — with no desktop application
browser

GHI CHU / NOTE — Ban mua dut duoc hd trg trong khoang nim nam ké tir khi phat hanh
va khong c6 giai doan hd trg kéo dai sau d6. Tinh vong dodi nay vao ké hoach khi chon giita
mua dut va thué bao.

A perpetual release is supported for about five years from launch, with no extended support period
afterwards. Factor that lifecycle into the choice between perpetual and subscription.
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Chll’O'llg 3. Giao dién MS Project — Chapter 3. The MS Project interface

3.1. Cac thanh phé\ln cua man hinh — Parts of the screen

Thanh phin Nim & Dung dé

Component Location Purpose

Toan bo 1énh, xép theo thé Task, Resource,

Bang Iénh phia trén . .
Ribbon The command band at the Report, Proj ec.t, View
0 All commands, in the Task, Resource, Report,
P Project and View tabs
Danh muc cong viéc dang bang, mdi cot
Bang cong viéce Nua trai man hinh mot truong dir li¢u
Task table The left half of the screen | The task list as a table, one column per data
field
2 A Nira phai man hinh Thanh thoi gian cua tirng cong viée va cac
Biéu do Gantt ™ rp ht half of th it & he & cong Ve
Gantt chart e right half of the mii tén qugn ¢
screen Each task's time bar and the dependency arrows
Thang thoi gian Trén biéu d6 Gantt Chia theo ngay, tuan, thang, quy
Timescale Above the Gantt chart Divided by day, week, month or quarter
Ché do lap lich cta cong viéc mdi, mirc
Thanh trang thai Dudi cung phong, bo loc dang bat
Status bar At the bottom The scheduling mode for new tasks, zoom level

and the active filter

Goc dudi bén trai thanh trang thai hién ché a9 1ap lich ciia cong viéec méi. Day 1a thi
dang nhin dau tién khi m& mot teép la, vi nod quyét dinh cong viéc nhap vao co ty tinh lich
hay khong.

The bottom-left of the status bar shows the scheduling mode for new tasks. It is the first thing to

check in an unfamiliar file, because it decides whether newly entered tasks are scheduled
automatically.
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3.2. Cac khung nhin hay dung — T7he views used most

Khung nhin Cho thiy

View What it shows

Tién d6 dang thanh theo thoi gian — khung nhin méc dinh

antt Chart
G C The programme as time bars — the default view
. Thanh ké hoach va thanh thyuc hién ch@)ng nhau dé so sanh
Tracking Gantt _ . :
Baseline and actual bars together for comparison
Task Usage Cong viéc kém tai nguyén va khéi lugng cong theo timg ky

Tasks with their resources and work spread over time

Danh sach tai nguyén, don gia, lich lam viéc

Resource Sheet
The resource list with rates and calendars

Tai cua ting tai nguyén theo thoi gian — noi phat hién qua tai

Resource Usage
8 FEach resource's load over time — where overallocation shows

Béng phén viéc theo ngudi, kéo tha dé d6i

Team Planner
Assignments by person, editable by dragging

So dd mang thé hién trinh tu cong viéc

Network Diagram
g A network diagram of the task sequence

Dai tom tat dé dua vao bao cao va cudc hop

Timeline
A summary band for reports and meetings

3.3. Cot, bang va by loc — Columns, tables and filters

Béang cong viéc hi¢n mot s6 cot mac dinh, nhung dir li€u that cua Project nhiéu hon thé
rat nhiéu. Thém cot bang cach nhap phai tiéu dé cot rdi chon Insert Column, hoic doi
sang mot bo cot dung sin trong View — Tables.

The task table shows a few default columns, but Project holds far more data than that. Add a
column by right-clicking a column heading and choosing Insert Column, or switch to a preset
column set under View — Tables.

« B6 cot Entry dé nhap tién do; Tracking dé cap nhat thuc hién; Variance dé so sanh
voi ké hoach; Cost dé xem chi phi.
The Entry table is for building the programme, Tracking for updating progress, Variance
for comparing against the baseline, and Cost for costs.

* Bo loc trong View — Filter gitp chi hién cong vi¢c gang, cong viéc cham, cong viéc
chua xong hoac cong viéc trong mdt khoang thoi gian.
Filters under View — Filter show only critical tasks, late tasks, incomplete tasks or tasks
within a date range.

« Group By gom cong viéc theo tiéu chi dé xem tong hop ma khong ddi cau trac tién
do.
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Group By clusters tasks by a criterion for a summary view without altering the programme

Structure.

MEO / TIP — Lap sdn mot bd cot riéng cho viée bao cdo hing tuan rdi luu lai. Mdi ky bao
c4o chi viéc chuyén sang bo cot d6, khong phai thém cot lai tir dau.

Build a column set for the weekly report and save it. Each reporting cycle then needs only a switch to
that view rather than adding columns again.

3.4.Doc biéu d6 Gantt — Reading the Gantt chart

Ky hi¢u

Symbol

Thanh mau
A coloured bar

Thanh den c6 hai dau nhon
A black bar with pointed ends

Hinh thoi

A diamond
Mili tén nbi

A linking arrow

Thanh manh kéo dai
A thin trailing bar

Vach doc trén thanh
A line within a bar

Nghia

Meaning

Mot cong viée, dai bang thoi lugng ciia né
A task, as long as its duration

Cong viée tong, bao trum cac cong viéc con
A summary task spanning its subtasks

Mbc, thoi lwong bang 0

A milestone, zero duration

Quan h¢ trudce sau giira hai cong viéc
A dependency between two tasks

Thoi gian dy trit cia cong viée

The task's slack

Phan tram hoan thanh
Percentage complete

Thang thoi gian phong to thu nho bang thanh trugt goc dudi bén phai. Tién do cong trinh
dai vai nim nén xem theo thang hodc quy; tién d6 thi cong mot hang muc nén xem theo
tuan.

The timescale is zoomed with the slider at the bottom right. A programme running several years
is read by month or quarter; the programme for a single work package is read by week.
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Chuong 4. Thiet 1ap duw an va lich 1am vi€c — Chapter 4. Project setup
and the working calendar

Lich lam viéc khai sai thi moi ngdy thang trong tién d6 déu sai, va sai mot cach kho thay:
phan mém van tinh ra mot con sd hop 1y, chi 1a khong khép thuc té cong truong.
A wrongly declared calendar makes every date in the programme wrong, and wrong in a way

that is hard to spot: the software still produces plausible figures, they just do not match what
happens on site.

4.1. Khai bao thong tin dw an — Declaring the project information

1. M6 Project — Project Information.
Open Project — Project Information.

2. bat Start date 1a ngay khoi cong; dé Project ty tinh ngay két thuc.
Set the Start date to the commencement date and let Project calculate the finish.

3. Trudng Schedule from dé & Project Start Date. Chi lap lich nguoc tir ngay két thiic
khi hop ddng an dinh ngdy ban giao cimg va can xem phai khoi cong luc nao.
Leave Schedule from set to Project Start Date. Schedule backwards from the finish only
when the contract fixes a handover date and the question is when work must begin.

4. Chon Calendar la lich lam viéc s€ khai & muc sau.
Set Calendar to the working calendar declared in the next section.

CANH BAO / WARNING — Lap lich nguoc tir ngay két thuc khién moi cong viéc bam sat
han cudi va khong con thoi gian du trir. Dung dé khao sat, khong dung lam tién do thi cong
chinh thtec.

Scheduling backwards from the finish pushes every task against its deadline and leaves no slack. Use
it for analysis, not as the working programme.

4.2. Ché do lap lich — viéc phai doi ngay — The scheduling mode — change it

immediately

Project cho cong viéc méi & ché d6 Manually Scheduled: ngay thang nhap vao dimg
yén, cong viéc trudc cham thi cong viéc sau van khong dich. Lap tién do thi cong phai
ding Auto Scheduled dé ca day chuyén ty tinh lai.

Project creates new tasks as Manually Scheduled: the dates entered stay put, and a task does

not move when its predecessor slips. A construction programme needs Auto Scheduled so the
whole chain recalculates.

1. Nhép vao 6 ché do & gbc dudi bén tréi thanh trang théi, chon Auto Scheduled.
Click the mode indicator at the bottom-left of the status bar and choose Auto Scheduled.

2. V&i cong viée da nhap roi: chon hét, réi bAm nut Auto Schedule trén thé Task.
For tasks already entered: select them all and click Auto Schedule on the Task tab.

3. Vao File — Options — Schedule dat mac dinh cho moi t&p moi.
Go to File — Options — Schedule to set the default for all new files.
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