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LO'1 NOI BAU

Cubi thang, phong nhan sy can ndm muoi ban hop déng lao déng. Mau cé san,
danh sach nhan vién co6 san. Viéc con lai 1a m& mau, dién tén, dién ngay sinh, dién
sb can cuwdc, dién mire lwong, lwu thanh file méi. Rbi 13p lai bén mwoi chin 1an.

Khoéng ai béo viéc d6 kho. Chi la n6é &n mat mét budi chiéu, va thang sau lai téi lwot
no.

Phan I&n cdng viéc van phong cé dang nhw vay: khéng kho, nhwng tén gior. Téng
hop sb liéu tlr may file gri vé. Dbi chiéu cong no gitra hai bang. Soan bao céo theo
mau da dung ca ndm nay. Lam bd slide hop giao ban ti nhirng con s vira chét.

Nhwng dirng & dé thi méi néi dwoc mot niva.

Con mét loai viéc niva, loai ma xwa nay phai nguwdi cd nghé méi lam ndi. Poc mét
bang ba tram dong réi chi ra viing nao dang tut va vi sao. Do hai bang céng no dé
tim khoan chénh nam & dau. Tinh lwong cé béo hiém va thué thu nhap cho ca phong
ma khéng Iéch mét ddng. Dwng mét ban phan tich dd can c& dé trinh ban giam dbc.

Nhirng viéc nay Claude ciing lam dwoc, va lam véi sy bén bi ciia may: né khéng mai
mat & dong thr hai trdm, khéng nham cot khi bang cé bédn muoi cot, khéng quén
trwdng hop ngoai 1& ma ban da dan tir dau.

Chét lwong d6 cé diéu kién cta nd. N6 dén tir hai viéc thudc vé ban: md ta cho du rd,
va kiém cho dung chd. Cudn sach nay day ca hai, vi thiéu moét trong hai thi két qua
nhanh ma khéng dung dwoc.

Cudn sach nay néi vé cach giao nhirng viéc dé cho Claude

Claude la tro ly Al ctia Anthropic. Ban mé ta viéc can lam bang tiéng Viét, Claude
lam va tra vé két qua.

Diéu lam nén khac biét ndm & ché Claude khéng chi tra I&i trong khung chat. Cai
Claude Ién may tinh, ban chi cho né6 mét thw muc va giao mét muc tiéu, né tw mé
céc file trong do, tw doc, tw tinh, tw tao file két qua. Nam muwoi ban hop déng & dau
trang nay la mot yéu cau, khéng phai ndm muoi 1an dién tay.

Hoc xong ban lam dwoc gi
Muwi budi clia cubn sach bam theo cong viéc that ctia mét cong ty, voi dir liéu that
lay tlr kho bai tap tin hoc van phong. Di hét, ban tw 1am dwoc nhirng viéc sau:
- Tw dong héa viéc gidy t& 1ap lai. Mot mau va mot danh sach cho ra ndm muoi
file hop ddng, quyét dinh hay théng bao, mbi ngudi mot ban
- Giao tron mét thw muc tai liéu. Chi vao thw muc, nhan vé ban tdng hop, thay
cho viéc mé tirng file go lai
- Tinh toan trén s liéu that. ChAm cong ra bang lwong cé bao hiém va thué,
céng no ra danh sach khodn qua han, nhap xuét ra ton cubdi ky



- Dwng bao cao néi dwoe van dé. Khong dirvng & bang sb, ma chi ra ché bat
thuworng va dé xuat huweng xi ly cd can ol

- Lam bang diéu khién sé liéu. Mdt trang xem trén trinh duyét, nhin mwoi giay 1a
biét tinh hinh c6 gi dang lo

- Lam bé slide hop. T sé liéu vira chét ra bo slide dung thoi lwong, kém phan
ghi chu dé ban dirng noi

- Day Claude cach lam viéc cua riéng céng ty ban. Bong goi mét quy trinh lap
lai thanh céng cu dung mai, chép dwoc cho ca phong

- N6i thang vao Gmail, Google Drive va lich lam viéc. Claude 14y di liéu tai
ngudn, khai tai 1én tai xubng

- Pat lich cho viéc tw chay. Mét cong viéc chay dung gi& mbi tudn ma khéng can
ban ngdi d6

Ban can chuan bj gi

M6t may tinh ndi dwoc Internet va mét tai khodn Claude. Bai 1 hwéng dan cai dat tr
dau.

Ban sé& khong phai viét mot dong [énh may tinh nao. Thir ban viét 13 1&i md ta cong
viéc, gibng nhuw khi giao viéc cho mét ngudi méi vao nghé. Toan bd ky ndng cla
khéa hoc nam & hai chd: mé ta cong viéc sao cho du ré, va kiém tra két qua sao cho
chéc.

Cach dung b tai liéu di kem
M&i bai déu c6 phan thwe hanh trén file di liéu that, tai vé dwoc. M6i bai ciing c6
phan kiém tra két qua v&i diu hiéu cu thé dé ban tw biét minh lam dung hay chua.

Cudi mbi bai la muc goi y ap dung theo nghé, chia theo hanh chinh, nhan sw, ké toan,
kho van va kinh doanh. Ban doc phan ctia minh dé thay ngay ché dung cho céng

viéc hang ngay.

Viéc 1ap di I&p lai mbi thang van sé t&i. Khac biét 1a sau cubn sach nay, ban c6 nguoi
lam cung.
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BAI 1: LAM QUEN VOI TRO' LY Al

Muc tiéu bai hoc:
- Biét Al ngay nay lam dwogc nhirng gi trong cong viéc van phong
Phan biét dwoc Al Agent va cach dung Al qua trinh duyét ma ban dang quen
Hiéu Claude la gi va lam dwoc gi cho cong viéc cla ban
Biét ba ché lam viéc Chat, Cowork, Code va khi nao dung cai nao
Cai dat Claude I1én may tinh va dang nhap thanh céng
Chuén bj dwoc thw muc Iam viéc va bo di lieu thwe hanh
Viét dwoc yéu cau theo bén phan VIEC, NGUON, KET QUA, LUU Y
Tu tay giao viéc dau tién trén dir liéu that va nhan két qua dung

1.1 Al ngay nay lam dwoc gi trong céng viéc

Trudc khi bat tay, can thay ré be tranh: Al da di téi dau, va né ganh dwoc phan nao
cong viéc cla ban.

Hay chia céng viéc van phong lam hai loai.

Loai thir nhét 1a viéc tay chan tri 6¢c. Khong kho, nhung tén gid va lap lai. Dién
ndm muoi ban hop déng tr mot mau. G6 lai s6 liéu tir file nay sang file kia. Téng
hop bay file bao cao phong ban thanh mét ban chung. Soan thdng bao theo mau da
dung c& ndm nay. Déi chiéu hai bang céng ng’ xem léch chd nao.

Loai thir hai la viéc can suy xét. Nhin sb liéu dé thay van dé, quyét dinh nén lam gi
tiép, thuyét phuc nguoi khac, chiu trach nhiém vé quyét dinh.

Vai nam trwde, Al méi chi giip dwoc mot phan nhé cla loai thér nhat: goi y cau chiy,
dich mét doan, tdm tat mot bai. Ban van phai chép di¥ liéu vao, chép két qua ra.

Bay gid thi khac. Al hién nay lam dwoc ba viéc ma trwéc day phai c6 nguwdi ngdi lam:
Thay ban lam phan tay chan. Khéng phai goi y cach 1am, ma lam that: mé file, doc
dir liéu, tinh toan, tao ra file két qua. Ndm muwoi ban hop déng 1a mot yéu cau chi
khéng phai ndm muoi lan dién tay.

Doc sb6 va noéi cho ban biét trong dé cé gi. Puwa mot bang doanh thu ba trdm dong,
Al chi ra vung nao dang tut, thang nao bét thworng, khodn nao sap qua han. Pay 1a
phan trwéc day phai co ngudi biét Excel gidi ngdi loc va vé biéu dé ca bubi.

DPé xuat hwéng xiv ly. T nhivng gi doc dwoc, Al néu ra vai phwong an kém ly do.
Quyét dinh van la cGa ban, nhwng ban bat dau tir mét ban nhap co can cr thay vi tir
trang gidy trang.

Viéc loai hai van la ctia con nguei. Nhwng khi loai mét dwoec ganh di, ban cé thém
thdi gian va co dir liéu tét hon dé lam loai hai. D6 14 toan bd y nghia cia cubn sach
nay.

e
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1.2 Al Agent khac gi Al ban dang dung

Hai kiéu ngwei gitp viéc

Hay twéng twong ban can tinh lwong cho muw®i nhan vién va ban cé hai nguwdi cé
thé nho.

Nguwei thir nhat ngoi & dau day dién thoai. Ban goi cho ho, doc tirng con sb cho
ho nghe. Ho tinh trong dau réi doc két qua lai cho ban. Ban cam but ghi vao gidy, roi
tw g vao may tinh ctia minh. Ngwdi nay gidi tinh toan, nhwng ho khéng nhin thay
man hinh cta ban, khong mé dworc file ctia ban, va khéng lwvu dwoc gi vao may ban.
Nguwei thir hai ngoi ngay canh ban ban. Ban chi vao mét thw muc trén may va ndi
"file chAm céng & day, em tinh gitp chi bang lwong". Ho tw mé file, tw doc, tw tinh, tw
lu bang lwvong thanh mét file méi trong dung thw muc dé. Xong viéc ho quay sang
ndi "em lam xong roi, chj kiém tra lai giup em".

Nguwdi thir nhét 14 cach ban dang dung Al trén trinh duyét.

Nguwoi thir hai la Al Agent.

Al trén trinh duyét Al Agent
File - Ban chép Ban chi thu muc
trén may ndi dung va néi viéc can lam
& v
Al tra 15 Agent ty m¢& I"ile, il:}’ lam,
tw Iwu ket qua
v v
Ban dan File két qua
két qua ra nam san trén may
Bén 1an ban phai déng tay Mot 1an ban phai déng tay

Cung mét viée, hai cach lam

Dinh nghia

Al Agent 1a phan mém Al cé quyén doc va ghi file trén may tinh cda ban, va c6
thé tw thwe hién nhiéu bwdc ndi tiép nhau dé hoan thanh mét cong viéc.

Hai chi¥ quan trong trong dinh nghia trén 13 "file" va "nhiéu buéc".

Doc va ghi file nghia la ban khéng phai chép di¥ liéu vao khung chat, va khéng phai
dan két qua nguwoc ra. DI liéu cia ban nam nguyén trong file Excel, file Word cla
ban. Agent mé& ra doc, lam xong lwu lai.
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Nhiéu buée nbi tiép nghia la ban giao mét cdng viéc, né tw chia thanh cac budc va
lam hét. Ban nai "tinh lwong thang 4 r6i in phiéu lwong cho tirng nguwdi”, né sé doc
bang chdm céng, tinh cong, tinh lvong, tinh bao hiém, tinh thué, rdi tao phiéu lwong.
Ban khéng phai ngdi ra 1&nh tirng buwédc mot.

Bang déi chiéu

Al trén trinh duyét Al Agent
Nhin thay file trén may ban Khoéng Co
Tw mé file ra doc Khoéng, ban phai chép ndi Co

dung dan vao

Lwu két qua thanh file moi Khéng, ban phai chép két Cé

qua dan ra
Lam nhiéu bwéc ndi nhau Khéng, mbi lan mot cau héi | Co
trong mot 1an giao viéc
Tao nhiéu file cung ltc Khéng Cé
Nh¢ viéc dang lam d& khi Khoéng Co

ban quay lai

M6t vi du dé thay ré khac biét

Céng ty ban ¢ ndm muwoi nhan vién. Sép yéu ciu in hop ddng lao dong cho tat ca,
theo m4u cdng ty, mbi ngudi mot ban co day du ho tén, ngay sinh, sb can cwéc,
murc lwong, thdi han hop déng.

Lam bang cach chat trén trinh duyét: ban chép théng tin ngudi thir nhat vao khung
chat, nh Al dién vao mau, chép két qua ra Word, Iwu file. Réi lam lai véi ngudi the
hai. R6i nguoi thir ba. Nam muoi 1an.

Lam bang Al Agent: ban dé file mau hop ddng va file danh sach nhan sw vao cung
mot thu muc, réi gd mdt cau yéu cau. Nam muoi file hop ddng xuat hién trong thw
muc do.

Ban sé ty tay lam dung viéc nay & bai 2.

1.3 Claude la gi
Claude 14 tro' ly Al do cdng ty Anthropic phat trién. Ban giao viéc bang tiéng Viét,
Claude lam va tra két qua.

Diém khién Claude phu hop véi cong viéc van phong la né vira dung dwoc nhw Al
trén trinh duyét cho nhirng viéc nhanh, vira dung dwoc nhw mét Al Agent thye thu
cho nhirng viéc I&n. Ca hai ndm trong ciing mot phan mém.

Nhirng viéc Claude lam duwoc, chia theo nghé:

Nghé Viéc Claude lam dworc

Hanh chinh Soan cbéng van, théng bao, bién ban hop;
tom tat tai lieu dai; sinh hang loat van ban
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Nghe Viéc Claude lam dwoc
theo mau

Nhan sy Sinh hop déng va quyét dinh, cham céng,
tinh lwong, thong ké co cau nhan sy, ra ho
so thiéu

Ké toan Doi chiéu céng no, phat hién chénh l&ch,
dwng bao cao thu chi, lap bang ké

Kho van Tinh nhap xuat tén, cadnh bao hang sap hét,
tinh don gia xuat kho

Kinh doanh Phan tich doanh sb, soan bao gia, tém tat

phan hdi khach, dwng slide bao céo

1.4 Ba ché lam viéc: Chat, Cowork, Code

M& Claude 1&n, ban thay ba thé nam canh nhau & phia trén.

Chat Cowork Code

Ba thé Chat, Cowork va Code

DPay khéng phai ba phan mém khac nhau, ma |4 ba cach 1am viéc trong cung moét
phan mém.

Chat 1a chd héi dap va soan thao. Ban gé yéu cau, Claude tra 1&i ngay trong khung.
Hop v&i viéc nhanh: viét mét email, tom tat mot tai liéu, hdi cach x& ly mét tinh

>

huéng. Day chinh Ia "ngui thir nhat" & muc 1.2, tién va nhanh cho viéc nhé.

Cowork 1a ché giao viéc. Ban chi cho Claude mét thw muc trén may va mé ta muc
tiéu, nd tw mé file, tw lam tirng budc, tw tao file két qua trong thw muc dé. Pay la
"nguwdi thir hai", 1a Al Agent that sw.

Code danh cho nguwdi viét phan mém. Cubn sach nay khong dung téi.

Chat Cowork

Ban dwa di¥ liéu bang cach | Dan vao khung hoé&c tai file | Chi vao thw muc trén may
nao I1én
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Chat Cowork
Két qua nam & dau Trong khung chat, ban chép | Thanh file méi trong thw
ra muc cla ban
Lam dwoc may buwédc mot Mot lwot mot viec Nhiéu bwéc ndi nhau téi khi
lwot xong
Hop v&i viéc Nhanh, gon, mét hai file Lén, nhiéu file, nhiéu bwéc

Cung mét phan mém, hai cach lam viéc

CHAT COWORK
Ban dan ndi dung vao khung Ban chi mét thw muc trén may
v \ 4
Két qua nam trong khung chat Két qua thanh file m&i trong thw mug
Viéc nhanh, mét hai file Viéc Ién, nhiéu buéc, nhiéu file

Cudn sach di theo dung thr tw d6: bai nay lam quen bang Chat, bai 2 chuyén sang
Cowork va ban sé& thay ngay strc nang cda no.

1.5 Cai dat Claude Ién may tinh
Phan nay gém bbn bwdc. Ban nén danh khoang muwoi 1am phat va lam lién mot
mach, may can néi Internet trong subt qua trinh.
Bwéc 1. Tao tai khoan. Mé trinh duyét, gé vao thanh dia chi dong sau réi nhan
Enter:

claude.ai
Trang d&ng nhap hién ra. Ban c6 hai cach: bAm Continue with Google dé dung luén

tai khodn Google, hodc gd email vao 6 Enter your email réi bAm Continue with
email va lam theo huwéng dan glri vé hop thu.



DPao Tao Al Sao Viét www.tinhocsaoviet.com

% Claude Meet Claude v Platform v Solutions v Pricing v Resources v Contact sales Try Claude

Think fast,
build faster

Brainstorm in chat, build in Cowork

Createafile Crunch data Make a prototype
Prep for the day Organize files Send a message
| G Continue with Google |
OR Summarize this research into a presentation

| Enter your email | O kagf‘der +
Continue with email

By continuing, you acknowledge Anthropic’s Privacy Policy.

2% Download desktop app
Trang dang nhép Claude

Céch dung tai khodn Google nhanh hon va d& phai nhé thém mat khau.
Bwéc 2. Tai ban cai cho may tinh. Dang nhap xong, gb tiép vao thanh dia chi:
claude.com/download

Trang tai hién ra, chia hai cot: Desktop bén trai danh cho may tinh, Mobile bén phai
danh cho dién thoai.

<« G % claude.com/download * (@ 9 o @
* Claude Meet Claude v Platform v Solutions v Pricing v Resources v  Login Contact sales Try Claude
Download Explore here v

Get started

Desktop Mobile
Access all of Claude on desktop All of Claude, in one app. Works with your files and Take Claude anywhere. Pair with the desktop app.
and mobile. apps to get things done.
macOS Download
Windows Download
ios Download
Windows (arm 64) Download
. . Android Download
Enterprise deployment macOS Windows

Trang tai Claude cho may tinh

Trong cét Desktop, bAm nat Download & dong Windows. Néu ban dung may Mac
thi bAm & dong macOS.
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Dong Windows (arm 64) danh cho mét sb it may d&i méi dung loai chip khac. Gan
nhw toan bd may tinh Windows & van phong déu thudc loai thwérng, nén ban chon
dong Windows.
Bwéc 3. Chay bé cai. Bam vao tén file viva tai trong khung théng bao cla trinh
duyét.
C6 thé xuét hién: Windows hién mét clra sb xanh tén Windows protected your PC.
Day la cdnh bao mac dinh ctia Windows v&i moi phan mém méi tai, khdng phai dau
hiéu file c6 van d&. BAm dong chir nhé More info rbéi bAm nat Run anyway dé cai
tiép.

Windows Defender SmartScreen

Nhan biét dung hdp thoai khi cai dat Claude Desktop

L Downloads X + = B X

® New ~ % © ()]

SR raye® \\indows protected your PC o |
) Home < dloday Microsoft Defender SmartScreen prevented an unrecognized app
K callery from starting. Running this app might put your PC at risk. ‘

i Deskiop App: Claude-Setup.exe

Claude Setup.exe Publisher: Unknown publisher

L Downloads
=l Documents To help protect your PC, Microsoft Defender SmartScreen has
IR Pictures * prevented this app from starting. Do you want to run this app
@ Music anyway?
ﬁ Videos M N f
% > More info
1. More info
M This PC
a Network
1item 1 item selected 153 MB

2. Run anyway

_JEE - ¢ i T T
Ctra s6 cénh béo ctia Windows khi cai phdn mém méi

B& cai chay va tw hoan tat, ban chi can chd thanh tién trinh day.
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2k Claude

Installing Claude

Downloading Claude... 67% (140 / 209 MB)

Claude dang dwogc cai vao may

Cai xong, Claude tw mé& I&n v&i man hinh d&ng nhap. BAm Continue with Google
hoac nhap email, dung dung tai khoan ban vira tao & budéc 1.
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Sign In

G Continue with Google

OR

Enter your email

Continue with email

By continuing, you acknowledge Anthropic’s Privacy Policy.

Pé&ng nhép l&n déu trong trng dung
Bwéc 4. Chon géi dung. Pay la buéc can quyét dinh, vi néd anh hwéng téi phan
chinh cta khoéa hoc.

B&m vao anh dai dién géc dwdi bén trai, chon muc nang cap goi. Trang bang gia
hién ra:
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<« C % dlaudeai/upgrade?from=menu x QG 9 o @

Plans that grow with you

| Individual Team and Enterprise |
% % Monthly  Yearly - Save 17% D%Q
Free Pro Max
Meet Claude Research, code, and organize Higher limits, priority access
USD / month USD/month
0 $ 17 $ billed annually From 100 $ billed monthly

Use Claude for free Get Pro plan Get Max plan

No commitment - Cancel anytime

' Chat on web, i0S, Android, and desktop Everything in Free and: -
. Everythingin Pro, plus:
~ Generate code and visualize data ' Claude Code directly in your codebase
) + Up to 20x more usage than Pro*
' Connect Slack and Google Workspace  Power through tasks with Cowork
+~ Recommended for Claude Code & Cowork

~ Extended thinking for complex work ~ Higher usage limits

o ,  Early access to advanced Claude features
~ Built-in web search ' Deep research and analysis

) ~ Higher output limits for all tasks
+ Memory that carries across conversations c ) L
 Priority access at high traffic times

*Usage limits apply. Prices and plans are subject to change at Anthropic's discretion.
Ba goi Free, Pro va Max

Ba g6i khac nhau & nhirng diém sau:

Goi Gia Dung dwoc gi

Free Mién phi Chat, Skill, tim kiém web.
Khéng cé Cowork

Pro Khoang 17 d6 mét thang Co6 Cowork, gi¢i han dung
cao hon, c6 bd nhé xuyén
cudc tro chuyén

Max Tw 100 d6 mét thang Nhw Pro nhwng gi¢i han
dung cao hon nhiéu

Nhin vao cot Pro, ban sé& thdy dong Power through tasks with Cowork. D6 13 ly do
khéa hoc nay can goi Pro: Cowork, phan quan trong nhat, khéng cé & géi mién
phi.

Bai 1 nay ban dung goéi mién phi ciing hoc dwoc. Nhwng trwde khi sang bai 2, hay
nang lén goi Pro.

Kiém tra: M& Claude, thdy khung nhap chir & git)a man hinh va ba thé Chat, Cowork,
Code & phia trén la da sdn sang.

1.6 Chuan bi ché lam viéc

Tw bai 2 tré di Claude sé lam viéc truc tiép vai file trong may ban, nén hay don sdn
mét ché riéng ngay bay gio.

Bwéc 1. Tao thw muc. Thu nhd cac cira sé dé nhin thdy man hinh Desktop. BaAm
chudt phai vao mét khoang tréng, ré chudt vao dong New, réi bAm Folder. Mot thw
muc mai hién ra dang chd dat tén. G6é tén sau roi nhan Enter:
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CLAUDE-VAN-PHONG

Tén viét hoa, khéng dau, dung gach ngang thay dau cach. Tén c6 dau tiéng Viét
hodc cé ddu cach déi khi gay rac réi khi phan mém xi ly dworng dan.

Bwéc 2. Tai bo div liéu thwe hanh.

Link tai: Quan Iy hop ddng, thong tin nhan sw

Trong thw muc doé, tai file Data thong tin nhan su.xlsx, la danh sach nhan vién cta
mot cong ty.

Bwéc 3. Chuyén file vao thw muc 1am viéc. File tai v& ndm trong thw muc
Downloads. BAm vao biéu twong thuw muc mau vang trén thanh tac vu & day man
hinh d& mé& File Explorer, bAm muc Downloads & cot bén trai, tim file vira tai. BAm
chuét phai chon Cut, hodc nhan Ctrl + X. Sau d6 & cdt bén trai bAm Desktop, bAm
dup vao thw muc CLAUDE-VAN-PHONG, bam chudt phai vao khoang trong chon
Paste, hodc nhan Ctrl + V.

Ve file dir liéu: file nay co hai trang tinh. Trang th(r nhat t&n Danh muc NV la danh
sach nhan vién. Trang thr hai tén Quyét dinh tang lwong chiva bang khac, bai nay
chwa dung téi.

Chi tiét hai trang tinh nghe qua cé vé nhd, nhwng né quan trong. Ca hai trang déu c6
cot Ma NV va déu c6 nam muoi dong. Néu ban khéng néi rd can doc trang nao,
Claude cé thé dém gop ca hai va tra vé con sb gap doi.

1.7 Cach viét mot yéu cau rd rang

Pay la k§ nang quan trong nhét clia ca khoa hoc. Moi thir con lai chi 1a 4p dung né
vao tirng loai cdng viéc.

Claude lam ding thi ban mé ta. M ta thiéu thi né tw doan phan thiéu, va thuwong

doan khéng gidng y ban. D& mé ta cho du, hay tra 1o bdn cau va viét thanh bén dong
c6 nhan:

Nhan Tra I&i cau héi Néu thiéu thi sao

VIEC Can lam gi Claude lam mét viéc gan
gidng nhung khéng phai
viéc ban can

NGUON D@ liéu nam & dau Claude doan file, doc nham
trang tinh, hoac phai héi lai

KET QUA Xong thi ra céi gi Claude tra 16 dai dong thay
vi tht ban can

LUUY C6 quy tac riéng nao Claude tw quyét theo cach
cla no

Mbi phan mét téi hai dong, ca yéu cau goi trong bdn t&i tam dong 1a vira. Yéu cau
dai khéng dbéng nghia véi yéu cau rb.


https://drive.google.com/drive/folders/1Ghes6WJHh2NwZeRogyAZN0PutTX3uRbE
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Dé thay ré khac biét gitka mot yéu ciu viét voi va mot yéu ciu du y, xem nam vi du

Sau:

)%ADV! ET

@ Pé=mdhd

So sanh Iénh ddé vs Iénh tot

5 vi du trudc / sau dé thdy ré prompt ma hé va prompt rd rang

- |

@ Xanh = da rd muc tiéu / dit liéu / dau ra

TR T ST S

1. Sap xép
Downloads

2. Tém tit
tai lidu

&
x|

3. Phan tich
Excel

“Don dep thu muc Downloads.”

Vin dé: 'don dep’ con mg hé:
phan loai, xoa hay déi tén?

“Tém tét céc file nay.”

Vin dé: chua rd file nao, tom tit
cho ai, du ra ra sao.

“Phan tich file Excel nay.”
Vin dé: chua néu cot di liéu,
yéu cau phan tich va dinh dang

két qua.

“Viét email cam on

khach hang.”

Vé&n dé: chua ré ngudi nhan,
muc dich, giong diéu va gidi han.

@ 4, Soan email

@

“Doc cic anh

hoa don.”

Van dé: chua r6 can ldy trudng
nao, luu & dau, cin tdng hop gi.

5. Trich xuat
tir dnh

e s 8 o @

R T T T T T |

Lénh t6t giap Cowork hiéu dang muc tiéu, biét dung dir liéu nao,
tao dung dau ra va tuan tha rang budc ngay tir [an dau.

Phén loai file: Documents, Images, PDFs, Archives, Others
Tao thu myc con va di chuyén file vao

Dai tén theo dang YYYY-MM-DD_mé-ta-ngan

File déng nghi (<10KB, tén la) = thu muc _Review
KHONG xo4 file nao; 1én k& hoach trudc, dgi phé duyét

Doc tat ca file PDF va Word trong thu muc DuAnX

Tao file Word tén TomTat.docx, luu cung thu muc

Gém: tém tét diéu hanh 4 céu; bang quyét dinh theo thai gian;
viéc can lam tiép + ngudi chiu trach nhiém

Tiéng Viét, van phong trang trong

File doanhthu_T11.xlsx c6 c6t: Ngay, San phéh. Khu vue, Doanh thu, Chi phi
Tinh t8ng doanh thu vl di nhuén thang

Top 5 san phdm béan chay; so sanh tuan 1 vs tuan 4

Phén tich doanh thu theo khu vuc

rd thao tac
rd quy tac

rd rang budc

ro dir ligu
ré daura

1 déi tudng doc

ro dir liéu
rd cau héi phén tich

em
ro file dau ra

Luu thanh BaoCao_T11.docx cé biéu dé

Khach: anh Tun; vira mua géi tu van 30 triéu

Muc dich: cam an, xac nhan lich tu van diu tién, ggi y tai liéu chudn bj
Tiéng Viét; than thién nhung chuyén nghiép

T&i da 200 tir; c6 1&i chao, ndi dung chinh, 1&i két

Khéng diing tif séo rong; ngudi gifi: Hoa, Account Manager

13 bdi canh
ro muc dich

ré phong cach

Trong thu muc Receipts ¢ khodng 30 anh hoa dan

Trich xuat: Ngay, Cita hang / nha cung cap, Sé tién (VND), Mé ta ngan
Luu vao Excel tén HoaDon_T11.xlsx

Anh khé doc — ghi “Cén kiém tra"

Tinh téng chi va xac dinh loai chi phi l6n nhat

rd trudng dir liéu
réd file két qua

16 yéu cdu phan tich

$<<
XN
)

Bn nhan nay theo ban subt cubn sach. Ngay duéi day ban dung ching lan du.

1.8 Thwe hanh: giao viéc dau tién

Mé& Claude, vao thé Chat. Kéo file Data thong tin nhan su.xIsx tlr thw muc
CLAUDE-VAN-PHONG tha vao khung chat, hodc bdm biéu twong kep gidy dé chon

file.

Trwdc khi gd cau dung, hay xem chuyén gi xay ra véi mot cau viét voi. Pay la cach

gan nhuv ai ciing gé lan dau.

Yéu cau chwa tét

Poc file nay roi cho téi biét thong tin nhan su.

Cau nay c6 bén chd hdng, va mbi chd dan t&i mot kiéu hdng khac nhau:

Ché héng

Claude sé lam gi

Khéng naoi doc trang tinh nao

File c6 hai trang tinh déu c6 cot Ma NV,
Claude dém gdp va tra vé 100 nguoi

Khéng néi can biét nhirng gi

Tra vé moét doan mé ta chung chung, khéng
c6 con sb ban can

Khéng nai trinh bay ra sao

Viét thanh doan van dai, ban phai doc ky
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Cho héng Claude sé lam gi
mé&i nhat dwoc s

Khéng néi quy tac riéng Nhirng 6 ghi s6 0 & cot thdi han bj hiéu sai
thanh hop déng 0 thang

Yéu cau tot
G6 vao khung chat yéu cau sau, ban c6 thé chép nguyén van:

VIEC: Pém va phan loai nhan vién trong file téi vira gii

NGUON: Chi doc trang tinh "Danh muc NV", bd qua trang "Quyét dinh tang luong"
KET QUA: Mot bang gom téng s6 nhan vién, s6 nam va sé nit, va s6 ngudi theo

trng mirc thoi han hgp dong

LUU Y: COt thdi han hgp déng ghi s6 @ nghia 1a hgp dong khéng xac dinh thdi han,
dém riéng nhom nay

Hay dé y dong NGUON. Ban nai rd trang tinh can doc, chi dai thém vai chi nhung
loai b han kha ndng Claude dém gdp sang trang th& hai.

Kiém tra: Dbi chiéu két qua Claude trd vé v&i bang sau. Day 14 sb dung cua file nay:

N6i dung Két qua ding

Tbng sb nhan vién 50 ngwdi, ma tr NV001 dén NV050
Gidi tinh 37 nam, 13 nlr

Thoi han 12 thang 28 nguoi

Th&i han 24 thang 9 nguoi

Th&i han 36 thang 7 nguoi

Khéng xac dinh thdi han (ghi s6 0) 6 nguoi

Néu Claude tra vé 100 nhan vién, né da dém gop ca trang tinh th&r hai. G6 tiép mot
cau dé sira:
Ban dém gbp ca hai trang tinh réi. Chi dém trong trang "Danh muc NV" thoi.

Con sb khép hét 1a ban vira hoan thanh viéc dau tién, va vira chay dung quy trinh sé
l&p lai subt khoa hoc: dwa div liéu that, md t& di bén phan, déi chiéu két qua véi sb
dung.

1.9 Khi Claude lam chwa dung
Két qua Iéch & dau do la chuyén thuwérng gdp. Ban khéng can bat dau lai tv dau, ot
go tiep vao khung chat, néi rd cho chwa dung va can stra thanh gi.
Claude tra I&i dai dong, khoé nhat sb. Noi rd cach trinh bay:

Trinh bay lai thanh bang, mdéi dong mdt chi tiéu, khdéng can gidi thich thém.
Con s6 khong khép véi file gbc. Chi rd pham vi cAn dém:

Kiém tra lai. Chi dém nhitng dong c6 ma nhan vién bat dau bang chir NV,
bé qua dong tréng va dong tiéu de.
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Claude lam nhiéu hon ban yéu cau. Vi du ban chi nh& dém, né lai tw phan tich co
cAu nhan suw va dé xuét tuyén dung. N6i rd gidi han:

Chi tra 1loi dang nhitng chi tiéu t6i hoi, khéng thém phan nao khac.
Mot théi quen nén tap tir bay gio: ludn dbi chiéu vai con sb véi file gbe trwde khi
dung két qua. O’ nhirng bai sau, khi két qua 1a bang lwong hay bao cao gl sép, thoi
quen nay la tht gilr cho ban khéng gvi di mét con sb sai.

1.10 Ap dung vao nghé cta ban

Cung mét cach lam & muc 1.8, méi nghé dung vao mét viéc khac nhau:

Nghé Viéc lam dwoc ngay véi Chat

Hanh chinh Tém tat céng van dai, soan théng bao, ruty
chinh tir bién ban hop

Nhan sw Thdng ké co cau nhan sw, ra ho so thiéu
giay to, soan mo ta céng viéc

Ké toan Boc bang cdng ng tim khoan qua han, giai
thich chénh léch gilra hai bang

Kho van Poc bang tén kho, tim mat hang sap hét,

tinh gia tri ton theo nhém

Kinh doanh Tém tat phan hoi khach hang, soan email
chao gid, phan tich doanh sé theo viing

Chon mét viéc trong nghé ctia ban, viét ra theo bén phan VIEC, NGUON, KET QUA,
LUU Y, réi thir ngay. Viét dwoc di bdn phdn ma khéng phai nght 1au nghia la viéc d6
giao cho Claude duwoc.

Tom tat bai

Al ngay nay ganh dwoc phan viéc tay chan tri 6c, doc sé liéu chi ra van dé, va dé
xuat huwéng xi ly

Al Agent doc va ghi duorc file trén may ban, tw 1am nhiéu bwéc ndi tiép trong mét
lan giao viéc

Claude vira dung dwgc nhw Al trén trinh duyét cho viéc nhanh, vira 1a Al Agent
cho viéc I&n

Chat dé& hoi dap va soan thao; Cowork dé giao viéc nhiéu buéc; Code danh cho
lap trinh

Chat va Skill c6 & goi mién phi, Cowork can géi Pro

Mét yéu cau ré gdbm bbn phan: VIEC, NGUON, KET QUA, LUU Y, géi trong bén
t&i tdm dong

- File Excel nhiéu trang tinh phai néi ré doc trang nao, néu khéng dé bj dém gop
- Ludn dbi chiéu vai con sb vei file gbc trwde khi dung két qua
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BAI 2: GIAO VIEC CHO CLAUDE LAM TREN MAY

Muc tiéu bai hoc:
- Hiéu Cowork khac Chat & chd nao va vi sao né dang hoc sém

M& dwoc thw muc 1am viéc cho Claude va hiéu quyén truy cap

Nam co ché phé duyét: Claude xin phép trwéc khi ddng vao file
Ty tay sinh 50 ban hop déng lao ddng tir mét mau va mét danh séach

Kiém tra két qua va xt ly khi Claude 1am chwa dung

2.1 T tra 1&i sang lam viéc

O bai 1, ban nhd Claude dém nhan vién. N6 doc file ban tai 1én va tra 1i trong khung
chat. Ban nhin con sé, gat dau, xong.

Bay gid th&r nghi t&i mét viéc khac: sinh ndm muwoi ban hop ddng lao déng, méi
nguwoi moét file Word riéng.

Vé&i Chat, viéc nay khéng lam dwoc. Claude cé thé soan gitup ban néi dung hop déng
clia mdt ngudi, nhwng ban phai chép ra Word, Iwu file, rdi quay lai hdi ngwdi thi hai.
Nam muoi lan. Chat khéng tao duoc file trén may ban.

Day la Itc can téi Cowork.

Cowork la ché ban giao viéc thay vi dat cau héi. Ban chi cho Claude mét thuw muc
trén may, mé ta muc tiéu, rdi dé né lam. N6 tw mé file trong thw muc, tw doc, tw x& 1y,
tw tao file két qua ngay tai d6. Xong viéc, né bao lai dé ban kiém tra.

N6i cach khac, Cowork chinh 1a "nguwdi thér hai" trong cau chuyén hai kiéu nguoi
gilp viéc & bai 1: ngwdi ngdi canh ban, tw mé file cia ban ra lam.

Lwu y vé goéi: Cowork can goi Pro tré 1én. Néu ban con dang dung géi mién phi, hay
nang céap trwdc khi lam bai nay.

2.2 Cowork lam viéc theo cach nao
Ba diéu cAn ndm trwdc khi bat tay.

Th&r nhéat, Claude chi nhin thay thw muc ban cho phép. Ngoai thu muc do, nd
khéng doc dwoc gi trén may ban, ké ca file & thw muc bén canh. Cach lam nay co
hai cai loi: an toan, vi file ca nhan hay tai li&u nhay cam chi can dé ngoai thuw muc
lam viéc; va gon, vi Claude chi nhin vao it file nén tim nhanh hon, it nham hon.
Thir hai, Claude xin phép trwéc khi déng vao file. Lan diu né can doc thuw muc,
mot hop thoai hién ra héi ban cé cho phép khéng. Nhirng viéc cé thé gay mat mat,
nhw xoa file, ludn phai héi lai Ian nira. Ban la ngwdi quyét dinh.
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Thir ba, ban xem dworc tirng bwéc né dang lam. Khung bén phai liét ké tién trinh:
dang doc file nao, dang tao file gi. Viéc chay vai phut thi ban theo déi dwoc, khdng
phai ch& trong bong téi.

Let's knock something off your list

Context
Chat Cowork
::::: s [ Q i i
Ak: ] Meeting Transcripts

SKILL.md

f
)

Progress 4

m

pptx-patterns.md

o Read-meeting transeripts
css.md

Pulleutkey-points

& m

claude in chrome
Find action items

Check Google Calendar

[
QNONON </

Build standup deck

Man hinh chinh cua Cowork

2.3 Mé thw muc lam viéc
Bwéc 1. Chuan bi div liéu. Bai nay can hai file, tai & cing moét thuw muc véi bai 1:

Link tai: Quan ly hop dbng, thong tin nhan sw

File La gi

Hop dong lao déng.docx Mau hop déng cuia cong ty, cac ché can
dién con dé tréng

Data thong tin nhan su.xlsx Danh sach 50 nhan vién, chinh la file ban
da dung & bai 1

Chép ca hai vao thw muc CLAUDE-VAN-PHONG trén Desktop ma ban da tao & bai
1.

Bwéc 2. M& Cowork. Trong Claude, bAm thé Cowork & phia trén.

Bwéc 3. Chi thw muc l1am viéc. O khung nhap viéc c6 mét nat hinh thw muc kém
chir Work in a folder. BAm vao d, mét ctra sb chon thw muc hién ra giéng hét ctra
s6 khi ban mé file trong Word. Nhin c6t bén trai bAm Desktop, tim thu muc
CLAUDE-VAN-PHONG, bam chon mét 1an réi bAm nat xac nhan & goéc dwdi bén
phai.

Ban sé théy: Tén thw muc CLAUDE-VAN-PHONG hién ngay canh khung nhap viéc,
thay cho dong chi® Work in a folder IGc ndy. D6 1a dau hiéu Claude da nhan thu muc.


https://drive.google.com/drive/folders/1Ghes6WJHh2NwZeRogyAZN0PutTX3uRbE
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Bwéc 4. Cho phép truy cap. Lan dau Claude can doc thw muc, mot hdp thoai xin
quyén hién ra. Poc xem né xin quyén gi rdi bAm déng y.

Allow Claude to change files in
"Downloads"?
This includes all files and subfolders, Claude
will be able to read, edit, and permanently
delete—and may share file contents with
third-party tools it connects to. Be careful
about exposing sensitive information.

~ Cancel ‘E Always Allow

Claude xin quyén truy cép thw muc

Hop thoai cé ba nat. Allow la cho phép lan nay. Always allow & cho phép luén tir
nay vé sau v&i dung thw muc do, d& phai bam lai méi lan. Cancel la tir chi.

Toan bo luéng cap quyén tém trong so dd sau, ké ca cach cap trwdc qua phan cai
dat néu ban da biét minh sé lam viéc & thu muc nao:

) Trang 17
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Cach cap quyén cho thu muc

So dé ludng cap quyén an toan tai Sao Viét

@ Cach 1: Cdp theo nhu cdu (khuyén nghi)

@ e(o\o“’e

Chon thu muyc cu thé Cowork xin Boc k§f hop thoai Allow mét lan Kiém tra két qua va
quyén truy cap quyén thu héi néu khéng
; ding nifa
A - p - < Hién thj danh sach
‘ file PDF thanh céng.

Hay nhin vao thu muc Cho phép Cowork @ Thumuc nao sé [ Downloads

Downloads ctia t6i va »‘ truy cap thu muc ! dugc truy cap? s
liét ké cac file PDF. ] Downloads? | 5 a
‘ Cowork c6 quyéen [ Bao céo Q1pdf

f x, ~
‘ doc hay doc+ghi? Ban,1 A‘llow néu = —
‘ \J ‘ @ Quyén c6 thsi han chi can dung B Tailidu dao taopdf
o Downloads hay vinh vién? lan néy. B Hop déng mau.pdf
Downloads ‘ =T m --------------------
Cancel [t -2 2 a1 | || e e
| | allow | KIEI:T\ tralcan thé'j Cancel néu i
o A ] v trudc khi cho phép. khéng déng y Thu héi quyén
S khikho on can,
LS j k : R o ) . i ongconcanj

. Always allow = Cowork ghi nhd quyén nay
cho cling thu muc & céc 14n sau.

& = 1
| Ked Cach 2: Cap trusc qua Settings

File Access : i bidt 4
Customize | E\ i ﬁy Add Folder A7) Chon thumuc Phit hgp khi biét trudc
i i (hodc Settings — * 7 * 4y _ 5 thu & e
@ (hodc Settings) a J File Permissions) o (Thém thu muc) | ¥ Xéc nhan . o muc sé lam viec.

|
— S
Khuyé’n nghj: Chi cap quyén dung thu myc can dung, doc ki quyén truy cép, a
va thu héi khi khéng con can thiét.

Day la budc bao vé ban, khéng phai tha tuc phién ha. T gi& Claude lam viéc dwoc
trong thu muc nay, va chi thw muc nay.

2.4 Doc mau hop dong trwéc khi giao viéc

Trwdc khi giao viéc Ion, hay danh hai phut mé file Hop dong lao déng.docx ra xem.
Ngu®i giao viéc ma khong biét mau cé gi thi khong kiém dwoc két qua.

MAu nay c6 nhirng ché can dién: ho tén, ngay sinh, sé gidy t& tuy than, dia chi, bd
phan, chirc danh, mirc lwong, loai hop ddng va thdi han.

Déi chiéu vai file danh sach nhan vién, ban sé thy ba ché khéng khép tron tru. Day

chinh la chd can ban quyét dinh, va ciing la chd phan biét nguoi giao viéc can than
vOi ngwdi giao viéc qua loa:

Ché vénh Thuc té

Mau ghi "S6 CMND" Danh sach nhan vién c6 cot "Sé CCCD"

Mau can "B6 phan" va "Chirc danh" riéng Danh sach chi cé6 mét cot "Vi tri cong viéc"

Mau can loai hop dong Danh séach chi c6 sb thang, trong d6 s6 0
nghia la khéng xac dinh th&i han

Ba chd nay néu khodng néi ré, Claude sé tw doan. Noi rd thi méat thém ba dong, va
ban nhan vé dung th& minh can.
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2.5 Thwe hanh: sinh 50 ban hop déng

Trwéc khi gd cau dung, hdy xem moét cau viét voi sé hdng thé nao.

Yéu cau chwa tét

Dién hgp dong cho nhan vién trong file Excel gilp to6i.

Ché héng

Claude sé lam gi

Khéng néi mau nao

Thw muc c6 nhiéu file, né phai doan hodc
hai lai

Khéng ndi doc trang tinh nao

File co6 hai trang tinh, dé sinh thtra ho3c sai
nguoi

Khéng noi xt ly chd vénh

B trong 6 B6 phan, hodc dién sb 0 vao thoi
han thanh "hop déng 0 thang"

Khéng ndi lwu ra sao

Gop tat ca vao mot file, hoac dat tén file 16n
x6n khéng tim duoc

Yéu cau tot

Gb vao khung Cowork yéu ciu sau:

VIEC: Sinh hop ddéng lao ddéng cho toan bd nhan vién, mdi ngudi mdt file Word

riéng

NGUON: MAu "Hgp dong lao dong.docx" va trang tinh "Danh muc NV" trong file
"Data thong tin nhan su.xlsx", cung nam trong thu muc nay

KET QUA: Mot thu muc con tén HOP-DONG chita 50 file .docx, tén file theo dang
ma nhan vién gach ngang ho tén, vi du NV@Ol-Le-Hoang-Cuong.docx

LUU Y: S6 CCCD trong danh sach dién vao 6 s6 gidy t& cla miu; cot Vi tri céng

viéc

dién vao ca Bd phan va Chic danh; thoi han ghi s6 @ la hgp dong khong xac dinh
thoi han, khac @ la hgp déng xac dinh thoi han kem s6 thang

M6t mau, mdt danh sach, nam muwoi file

Mau hop dbng
(1 file Word) —>

Danh sach nhan vién /'
(50 dong Excel)

COWORK
doc, ghép, xuit file | b

NV001...docx x 50

Mét I4n giao viéc, ndm muroi file hop déng

Nhan Enter va ngdi xem.

Claude sé lam gi

Cot bén phai man hinh déi thanh mét danh sach cac bwéc, mdi bwdc mot dong,
dong dang chay co vong tron xoay & dau va dong da xong c6 dau tich. Ban sé thay
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no lan lwot bao: doc file Excel, doc mau Word, tao thw muc HOP-DONG, rbi sinh
tirng file moét. Nam muoi file mat khodng vai phat.

Trong luc d6 ctr dé yén, dirng gé thém gi. Néu Claude dirng lai héi diéu gi, hodc hién
thém mot hdp xin quyén ghi file, doc rdi tra 161 dé né lam tiép.

2.6 Kiém tra két qua

Day la phan quan trong nhat, va cling la phan nhiéu nguoi bd qua.

Ba bwéc kiém trwérc khi tin 1a xong

1. Dém sé file 2. M& ba file bét ky 3. Soi nhém dic biét

Phai ding 50 Dau, gira, cudi 6 ngudi thoi han 0

B6 bwérc ba la ché hay lot 16i nhat

Méot. Dém sé file. M& thw muc CLAUDE-VAN-PHONG trén Desktop, ban théy thém
mét thw muc con tén HOP-DONG nam canh hai file di¥ liéu ban dau. BAm dup vao
né. Bén trong la mot danh sach file Word tén dang Nvee1- Le-Hoang-Cuong.docx, Xép
theo th(r tw ma nhan vién. Nhan Ctrl + A dé chon tat ca réi nhin thanh trang thai &
day ctra sb: phai la 50 file.

Hai. M& ba file bat ky ra soi. Pirng chi m& mét. Chon ba file & dau, gitra va cubi
danh sach, mé& bang Word va kiém bén ché:

Ché kiém DPung la

Ho tén va ngay sinh Khép véi dong twong tng trong file Excel

O s6 giay to C6 sd CCCD, khéng dé tréng

B& phan va Chirc danh D4 dién, khéng con dau cham lirng cla
mau

Loai hop dong Ngu®i cé sb thang thi ghi xac dinh théi han
kém so thang

Ba. Kiém nhom déic biét. Trong 50 ngudi co6 6 ngwei thei han ghi s6 0. M& mot
trong sau file d4, hop ddng phai ghi khéng xac dinh th&i han, tuyét ddi khdng duoc
ghi "0 thang". Day la chd dé sai nhat va cling la ché néu sai thi hgp déng in ra khéng
dung dworc.

Néu ca ba buwdc déu dung, ban vira lam xong trong vai phut cai viéc ma lam tay méat
ca budi chiéu.
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2.7 Khi Claude lam chwa dung

Sinh thiéu hodc thtra file. Thwong do doc nhdm trang tinh:

S6 file khong ding. Chi 13y danh sach trong trang tinh "Danh muc NV",
mdi dong cé mad bat dau bang NV 13 mét ngudoi.

C6 6 con dé trong. Chi dich danh 6 do:
0 B6 phan trong cac file dang dé tréng. Pién bang ndi dung cdét Vi tri cdéng viéc.
Ghi sai loai hop déng cho nhém sé 0. Néi lai quy tac:

Sdu ngudi c6 thoi han ghi @ dang bi ghi thanh hgp dong © thang.
Stra thanh hgp dong khong xac dinh thoi han.

Muén stra lai toan bd. Khong can xda tay tirng file:
X6a thu myc HOP-DONG ro6i lam lai tUr dau theo yéu cau ban dau.

Khi ban yéu cau xo6a, Claude sé& hai lai mét lan nira cho chéc. DPoc kj réi maéi dong y.

Now let me delete the duplicate files first. Ineed to confirm with youibefore permanent
deletion:

Before I delete duplicate files permanently, here's what I found - 30+ duplicate files
including:

4 copiesof " oo =

» 4 copies of "pEee—muge. Sw——

+ 3copiesof" =

* 3 copies of " ——

» Multiple duplicates of various research articles

« Empty files (0 bytes): e u | =
5 % =

Should I proceed with deleting these duplicates? I'll keep one copy of each (the one with
the cleaner filename) and remove the rest.

Q6 Q@

Claude héi lai trirére khi x6a

2.8 Ap dung vao nghé cua ban

Viéc vira 1am c6 mét khudn chung: mét mau, mdt danh sach, sinh ra hang loat file.
Khuén nay dung dwgc cho rat nhiéu viéc:

Nghe Viéc cung khuén
Hanh chinh Sinh quyét dinh, théng bao, gidy mdi theo
danh sach

&~

Trang 21

€
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Nghé Viéc cung khuén

Nhan s Hop dong, phu luc hop dong, quyét dinh
tang lwong, thw m&i nhén viéc

K& toan Phi&u thu, phi&u chi, bién ban ddi chidu
cbng ng cho tirng khach hang

Kho van Phiéu nhap, phiéu xuat theo danh sach don
hang

Kinh doanh Béo gia cho tirng khach, hop déng ban

hang, thw cdm on sau ky két

Chon mét viéc trong nghé ctia ban, chuan bi mét file mau va moét file danh sach, dé
chung mét thw muc réi giao cho Cowork theo dung bén phan. Day Ia viéc dang lam
ngay tuan nay.

2.9 Bai tap tw lam

Viéc vira lam la sinh hang loat van ban tir mét mau. Ap dung cach dé Ién mét bai
toan kho.

Link tai: Bang va s6 quan Iy kho

Trong thw muc dé, tai file Thong ke kho.xlIsx réi chép vao thw muc CLAUDE-VAN-
PHONG.

Ve file dir liéu: file c6 bay trang tinh, bai tap nay chi dung ba trang dau:

Trang tinh Bén trong c6 gi

Danh muc Ba loai nguyén vat liéu: keo dinh cao cap
tinh bang lit, da PU tinh bang mét, bé phu
kién day deo tinh bang bo

Bang ké nhap Sau lan nhap kho, s6 chirng tir ttr PNK0O1
téi PNK006, mbi dong co ngay, ma vat tw,
s6 lwong, don gia

Bang ké xuat Sau lan xuat kho, sb chirng tir tr PXK001
téi PXK006, mbi dong c6 ngay, ma vat tuw,
s6 lwong, muc dich xuét

Bdn trang con lai danh cho cac bai sau, bai nay chwa dung toi.
Dé bai: Sinh phiéu nhap kho va phiéu xuéat kho cho tirng lan phat sinh, méi phiéu
mot file Word riéng. Mw&i hai lan phat sinh cho ra muoi hai file.

Goi y cach viét yéu cau: van bén phan quen thuéc. Phan NGUON néi rd trang tinh
nao chra danh sach phat sinh. Phan KET QUA ndi r6 dat tén file theo sb chirng tir
va ngay. Phan LUU Y néu quy tac riéng: phiéu nhap va phiéu xuat khac nhau vé cot,
mdi loai d& mot thw muc con.

Dat khi:

e
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Chd kiém Pat la

S6 phiéu Mwoi hai file, gdm sau phiéu nhap va sau
phiéu xuat

N6i dung phiéu Tén vat tw, s6 lwong, don vi tinh khép voi
dong twong ng

Phan loai Phiéu nhap va phiéu xuat nam dung thw
muc cua loai do

Don vi tinh Gilr nguyén theo tirng vat tw, khéng quy dbi
tuy tién

Prompt mau: hay tw viét yéu cau clia minh trwdc, chay thir, kiém theo bang trén.
Xong rdi méi déi chiéu véi mau dudi day dé xem minh con thiéu rang budc nao.

VIEC: Sinh phiéu nhdp kho va phiéu xudt kho cho titng 1an phat sinh trong ky
NGUON: File Thong ke kho.x1lsx trong thu muc nay; trang Bang ké nhap cho phiéu
nhap,

trang Bang ké& xudt cho phiéu xudt, trang Danh muc dé tra tén va don vi tinh
theo ma

KET QUA: MBi 13n phat sinh mot file Word riéng; phiéu nhap dé trong thu muc con
PHIEU-NHAP, phiéu xudt dé& trong PHIEU-XUAT; tén file dat theo sé ching tur

LUU Y: Phiéu nhap cé cot don gia va thanh tién, phiéu xudt chi cé sé lugng va
muc

dich xudt; gilr nguyén don vi tinh cua tung vat tu, khéng quy ddi; ngay trén
phiéu

13y dung ngay ghi trong bang ké

Tom tat bai

Chat tra 1&i trong khung, Cowork tao ra file that trong thw muc ctia ban

Claude chi nhin thay thw muc ban cho phép, va xin phép truwédc khi ddong vao file

Trudce khi giao viéc I16n, mé file mau ra xem dé biét chd ndo vénh véi dir liéu

Ché vénh phai néi rd trong phan LUU Y, néu khong Claude sé tw doan

Kiém két qua theo ba budc: dém sb file, m& ba file bat ky, kiém riéng nhém dac
biét

Khuén "mét mau, mot danh sach, hang loat file" dung dwoc cho hau hét nghé
van phong
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BAI 3: DAY CLAUDE HIEU BAN

Muc tiéu bai hoc:
Hiéu vi sao két qua cta Claude hay bj chung chung du yéu cau da rd

Khai bao dwgc hdé so vé minh trong Instructions for Claude

Th&y tan mat khac biét bang cach chay cing mét yéu cau truéc va sau

Tao dwoc Project cho mot méng cong viéc va biét khi ndo can dung

Biét nén dwa gi vao hoé so va khéng nén dua gi

3.1 Vi sao két qua hay chung chung

Sau hai bai, ban d4 giao dwoc viéc va nhan két qua dang. Nhung néu dé y, két qua
thwéng cé mot diém chung: né dung nhwng nhat. Email Claude viét ra dung duorc,
chi la khéng giéng giong céng ty ban. Bao c4o né dwng di muc, chi la khdng theo
cach phong ban van trinh bay.

Ly do don gian: Claude khéng biét ban la ai. Méi lan ban mé& mét cudc trd chuyén
méi, né bat dau tr con sé khéng. Khéng biét ban 1am & dau, chive vu gi, cdng ty tén
gi, phong ban quen viét theo 16i nao.

Cé hai cach chivra. Cach th&r nhat 1a dan lai méi lan: "téi [am nhan sy & cdng ty X,
viét theo giong trang trong, ky tén Ia...". Lam dwoc, nhwng mét va hay quén.

Céch th& hai 14 khai bao mét lan, Claude nhé mai. D6 1a ndi dung bai nay.

Claude c6 hai ché d& nhé vé ban, dung vao hai viéc khac nhau:

Ché Nh& cai gi Ap dung khi nao

Instructions for Claude Théng tin vé& ban va cach Moi cuéc trd chuyén
ban mudn Claude lam viéc

Project Tai liéu va hwéng dan rieng | Chi trong project dé
cho mét mang viéc

3.2 Thwe hanh phan mét: chay thir trwéc khi khai bao

DPirng voi khai bdo. Hay chay mét yéu cau trwéc khi co ho so, gilr lai két qua, roi lat
nira chay lai dung yéu ciu dé dé so. Cach hoc nay nhé lau hon moi l&i gidi thich.
Mé thé Chat, tao cudc trdo chuyén méi, go:

Viét email théng bao cho toan thé& nhan vién vé viéc nghi 1& Quéc khanh 2/9,
nghi tr ngay 2 dén hét ngay 3, di lam lai ngay 4.

Claude tra vé mot email hoan chinh. Doc ky va dé y may ché sau, vi lat niva ban sé
so lai:

- N6 xwng hé thé nao, goi ngudi nhan 13 gi

e
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- Ky tén ra sao, cé tén cbéng ty khéng

- Giong van trang trong hay than mat

- D6 dai bao nhiéu
Thuwong ban sé thady mét email dung ndi dung nhwng chung chung: xwng hé kiéu
mau, cho ky tén de trong hoac dien tén gia dinh, giong van trung tinh. D6 la email
clia mdt ngwoi khong biét gi vé cong ty ban.

Chup man hinh hoac chép email nay dé riéng ra. Day la ban "trwéc".
3.3 Khai bao ho so trong Instructions for Claude

BAm vao anh dai dién & goc duwdi bén trai, vao phan cai dat, tim muc Instructions
for Claude trong nhém Profile.

= o0 Q «

2 Chat 2= Cowork Cod
+ Newtask
© Projects
© schedvied
£ Live artitact

Do more with double the usage in Cowark,
8 Dispateh  beu now until July 5 it
i Avatar
& Custom:
Fullname
Ba0.cao tuan thu sau 16h -

What should Claude callyou?
¥ Let'sknock something offyour list

§ 2more usage URLIAYS  Lesem how touse Coerk safely.

‘What best describes your wark?

!

+

& Developer hiém 72 -> béokétqucubl.

O Workinaproject < © sk

nhjn.

it

TR
© Gethelp

Bao cao tuan thusau 6h
2= View allplans R T,
& Getappsand extensions
A Invite users
B Viewchangeiog

@ Leammore

. SetupCowork
0darsago

. Point Claude at any folder
P 10dopsago

K khai - Projecticares &

Ché khai béo Instructions for Claude

O day c6 may 6 dé ban dién. Nhwng dién thé nao méi cé tac dung? Hay xem mot
ban khai bao viét voi.
Yéu cau chwa tét

Toéi lam van phong. Hay tra 1oi chuyén nghiép va hitu ich.

Cho hong Hau qua
"Lam v&n phong" qua rong Claude khong biét ban lam nhan sy hay ké
= Trang 25
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Cho héng Hau qua
toan, két qua van chung chung

Khéng néi cdng ty nao Van ban van dé tréng chd tén cong ty, hoac
dien tén gia dinh

"Chuyén nghiép" la gi M6i 1an mét kiéu, vi chir nay khéng c6 nghia
cu thé

Khong néi quy wérc viét Xwng hé, chiv ky, dd dai van phai dan lai
moi lan

Yéu cau tot

Dién theo ba nhém dwéi day, méi nhém néi mot chuyén cu thé.
Nhém 1: ban Ia ai. Ngan gon, du dé& Claude biét bbi canh:

Téi 13 chuyén vién nhan sy tai Céng ty C6 phan Dién Quang.
Coéng viéc chinh: quan ly ho so nhan sy, cham céng, tinh luong,
soan hgp dong va cac van ban hanh chinh néi bé.

Nhém 2: cach ban muén Claude viét. Day 1a phan c6 tac dung ré nhét:

van ban gri néi bd dung giong trang trong, xung "Cong ty", goi ngudi nhan
13 "Quy anh/chi". Cudi van badn ludn c6 dong ky: PHONG NHAN SU.
Khong dung emoji. Cau ngan, di thang vao viéc.

Nhém 3: cach ban muén Claude l1am viéc:
Khi t6i duwa s6 1liéu, hay néu con sbé trudc roi méi nhan xét.
Khi khéng chac, hay hoéi lai thay vi tu doan.
Tra 1oi bang tiéng Viét.

Lwu lai.

Nén dwa gi va khéng nén dwa gi. H6 so nay ap dung cho moi cudc trd chuyén, nén
chi dwa nhirng tht ludn dung: nghé nghiép, noi lam viéc, quy wéc viét lach, cach ban
mudn nhan két qua. Khéng dwa nhirng thtr chi dung cho mét viéc, vi du sbé liéu cta
thang nay, hay tén mét dw an cu thé; nhirng thir d6 thudc vé Project & muc sau. Va
tuyét dbi khdng dwa mat khau hay théng tin nhay cam.

3.4 Chay lai va so hai két qua

M& mot cudc trd chuyén méi (quan trong, d& hd so méi co hiéu lwc), gé lai dang
cau yéu cau & muc 3.2, khéng thém bat chi nao.
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Quy téc lam viéc va khican héi v

@ Chat

3= Cowork <> Code

+ Newchat
S Projects
& Artifacts
@ AskProjecticares

& Customize

Quy téc lam viéc va khi can hoi
Téng hop béo co 3 bugi hop tuan

Chat trén day cé thé két ndiv..
S0 db kién tric mang no-ron tich chap CNN
S0 db kién tric mang no-ron tich chap CNN
Thiét ké so db kién tric CNN cho bai bo k
S0 db kién tric mang no-ron tich chap CNN
Chuyén dgi vén ban sang tiéng Viet
Tém t4t tai liéu chuan bi hop
Tao file trén Mac
Opus 4.7 upscaling 4K images
Tao file Excel demo cho video bao c4o va bi
Gidi thich VAECO AMOS TEMS cho IT
Phan mém tu déng bam phim theo giay

Greeting

K khai - Projecticares &

6 Quy Tac Lam Viéc Quan Trong
1. Quy trinh bit budc Doc yéu cau -> Néu ké hoach - Xac nhéan di liéu s€ diing > Thyc hién >
Tukiém tra - Bao két qua cudi.

2.Minh bach vei file/folder Ludn liét ké file dd doc. Khong tu x6a, déi tén hodc ghi de file khi
chua c6 xac nhan.

3.Bdo 1 file dau ra Khi tao file, ludn thong béo: tén file, dinh dang, va vi tri luu.

4.Khong ty bia dir ligu Néu thiéu hodc mau thudn - hoi lai. Tuyét ddi khong tu dién s liéu,
email, deadline, gid tién, tén nguoi phu trach.

5.Gmail & Calendar chisoan draft Chi tao draft hoéc lich cd nhan khi dugc yéu cau. Khong
gui email, khong thém attendee, khdng gii loi moi Calendar khi chua dugc xac nhan ro.

6.Bdo cdo két qua diy di Két qua cudi ludn gdm: tom tét viéc da lam / file & dirliéu da dung /
file diu ra /16i hodc diém can kiém tra lai.

Khi Nao Toi Can Héi Ban Trwéc
Tinh hudng Ly dohéi
Dirliu thiéu hogc mau thuin Khong tubia
Sip ghidé / x6a / déi tén file Tranh mét dit ligu

Mubn xuét thém dinh dang PDF Can xéc nhan truge

S#p gui email hogc gui 1oi moi Calendar Hanh dong khong thé hoan téc

Write a message..

+ Sonnet4.6 Low v &
Claude is Al and can make mistakes. Please

double-check responses.

Két qua sau khi da coé hd so

bat hai email canh nhau va so:

Ché so

Ban truérc Ban sau

Xuwng hd

Chung chung, kiéu mau

"Céng ty" va "Quy anh/chi"
nhw ban quy dinh

Ky tén

Dé tréng hodc tén gia dinh

PHONG NHAN SU

Giong van

Trung tinh

Trang trong theo yéu cau

Bbi canh

Khéng biét cong ty nao

Biét la van ban ndi bd cla

cbng ty ban

Ban vira nhan ra diéu quan trong nhat bai nay: ciing mét yéu cau, két qua khac
han, chi vi Claude da biét ban la ai. Tl gi&> moi yéu cau déu dwoc hwdng phan
khai bao nay, ban khéng phai d&n lai 1an nao niva.

3.5 Project: hé so riéng cho mét mang viéc

Instructions la hd so chung. Nhwng céng viéc cla ban cé nhiéu mang, méi mang co
tai liéu va quy tac rieng. Chdm céng cé quy dinh riéng, tuyén dung cé bd tiéu chi
riéng, bao cao cé mau riéng.

Nhét hét vao hé so' chung thi rdi. Project sinh ra cho viéc d6: méi mang mét chd
riéng, co tai liéu riéng va hwéng dan riéng.

Bwéc 1. Tao project. O cot bén trai, tim muc Projects, bAm tao mai.
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= oD Q & = o x|
|
1 Chat 3= Cowork b Code

+ bewetask Projects

© Scheduled

& Liveanifacts

@ Dispatch Beta

& customize B:I

Recents @,’ Create a new project

THO1_Buoit_TaskRoRang summary : X A hgoing work, builds
* SetupCowork Looking to starta project? over time. Flles and instructions stay in.a fokder on your
* Point Claude at any folder Point i computer.
together.
i Start from scratch
New project + Set up a naw folder with instructions and files.

Import a project
Bringa project youmade in Chat over to Cowork,
Use an existing folder
Gives Claude & folder you alresdy work from.

' whai - Projecticares v &

Tao project moi

Bwéc 2. Dat tén va mé ta. Vi du tén Nhan sw - Hop dong, mé ta "Soan va ra hop
déng lao déng, phu luc, quyét dinh nhan su".

<
Start a new project

Name *
Trgly Cong viéc Phong ban
Instructions

Ban 13 trg 1y van hanh ndi bd.
Nhiém vy cla ban 13 doc file nhiém vy, quy trinh
pmmmxmmmmmm

Add files

+ Drop files here or click to browse

Choose project location

D:\OneDrive\Desktop\Du_lieu_Claude_Cowork_10...

Dién tén va moé ta cho project

=) Trang 28
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Buwéc 3. Thém hwéng dan riéng. Trong project cd 6 hwdng dan riéng, tach biét voi
hd so chung. Dién nhirng quy téc chi ding cho mang nay:

(=
Start a new project
Name *

Trg ly Cong viéc Phong ban

Instructions

Ban l3trg 1Y van hanh nol bo.
Nhigm v cia ban 13 deg file phigém vy, quy trinh

OGS

+ Drop files here or click to browse

Choose project location @

D:\OneDrive\Desktop\Du_lieu_Claude_Cowork_10...

2 Memory ison Cancel

Huwéng dan riéng cua project

Moi hgp dong soan theo miu céng ty da tai 1lén trong project nay.

Thoi han ghi sé © nghia la hgp déng khong xac dinh thoi han.

S6 gidy to tuy than lay ti&r cot S6 CCCD.

Trudc khi xudt file, liét ké nhitng 6 con thiéu dir 1iéu dé t6i bd sung.
Bwéc 4. Tai tai liéu vao project. Tai file mau hop doéng va bang quy dinh ndi bd lén.
Tw gi® moi cudc trd chuyén trong project nay déu doc dwoc chung, ban khai tai lai
mdi lan.
Kiém tra: Trong project vira tao, gé mot cau ngan:

Trong miu hgp doéng cla téi, nhitng & nao can dién?

Claude tra I1&i dwgc dwa trén file ban da tai 1én, khong héi lai "file nao" la project da
hoat dong.

Giao viéc trong project ngan hon han

Day la chd project trd cong cho ban. Van viét theo bdn phan quen thudc, nhwng phan
NGUON va LUU Y ngan di ré rét, vi nhirtng thir d6 d& ndm san trong project:

VIEC: Ra ban hgp dbéng cla nhan vién NV@@2 xem con thiéu théng tin nao

NQU@N: Mau va quy dinh d3 cé trong project nay

KET QUA: Danh sach nhitng 6 con tréng hodc dién chua ding quy dinh

LUU Y: Chi 1liét k&, chua can slra
So v&i bai 2, ban khéng phai nhc lai mau nao, khéng phai nhac sé 0 nghia 1a gi,
khéng phai nhac 1y sb gidy t& & cot nao. Project nhé hét roi.

Trang 29
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3.6 Dung cai nao khi nao

Ba chd nhé, mdi chd mét viéc:

www.tinhocsaoviet.com

Ban mudn

Dung

Claude luén biét ban Ia ai, viét dung giong

Instructions for Claude

M6t mang viéc cé tai liéu va quy tac riéng

Project

Quy tac chi dung cho dung 1an nay

Viét thang vao phan LUU Y cuia yéu cau

Ba chd ghi nhé&, ba pham vi khac nhau

Réng dén tir dwoi lén

Ho6 so chung
Instructions for Claude

Ap dung cho MOI cudc trd chuyén

Project
Hwéng dan va tai liéu riéng

Chi treng mét mang viéc

Phan LUU Y

= . Chi dang 1an nay
Viét trong yéu cau

Nguyén tac chon: thir gi luén ding thi Ién hd so chung, thir gi ddng cho mét mang
thi vao project, thir gi chi dung lan nay thi dé trong yéu cau.

3.7 Ap dung vao nghé cua ban

Hb so chung méi nghé khai mét kiéu, va day la goi y phan quan trong nhat, phan quy

woe viét lach:

Nghé Nén khai bao

Hanh chinh Thé thirc van ban cong ty dung, cach xung
hé, dong ky cudi van ban

Nhan sw Cach goi chirc danh, quy dinh néi bd hay
dan chiéu, mau van ban chuén

Ké toan Pon vj tién té va cach viét so, ky bao céo,
nguyén tac lam tron

Kho van Don vi tinh cda tirng nhém hang, cach dat
méa hang, ky kiém ké

Kinh doanh Giong viét cho khach hang, cach xwng ho,

chir ky cudi email

Danh muwdi phat khai bao hé so ctia ban ngay hém nay. Day 1a mudi phat 6 13i nhat
trong ca khoa hoc, vi moi bai sau déu hwéng.

e

b
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Tém tat bai
- Ké&t qua chung chung 14 vi Claude khong biét ban 13 ai, khédng phai vi yéu cau
chuwa rd
- Instructions for Claude 1a hé so’ chung, khai mét 1an dung cho moi cudc trd
chuyén

- Cach kiém chirng: chay mot yéu cau trede va sau khi khai bao réi dat hai két
qua canh nhau

- Hb so chung chi chira thi ludn dung; khéng dwa sb liéu nhét thoi hay thdng tin
nhay cam

- Project la hd so riéng cho mot mang viéc, c6 tai liéu va hwéng dan riéng

- Thi ludn dung I&n hé so chung, thir dung cho mét mang vao project, thir chi
dung lan nay dé trong yéu cau
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BAI 4: SKILL — DAY MOT LAN, DUNG MAI

Muc tiéu bai hoc:
Hiéu skill 1a gi va khac gi v&i hd so & bai 3

Nhan ra viéc nao trong cong viéc ciia ban dang déng goi thanh skill

Tim va xem duwoc danh sach skill dang co

Biét nhirng skill ndo dang dwoc dung nhiéu trong thuc té

Tw tao mét skill bang cach mé ta bang 1o

Dung skill vao viéc that va kiém két qua

4.1 Vi sao can skill

Bai 3 giup Claude biét ban Ia ai. Nhwng c6 mét loai 1p lai ma hd so khdng gidi quyét
dwoc: 1ap lai cach lam mét céng viéc cu thé.

Vi du chiéu thir sau tudn nao ban cling phai nép bao cao cong viéc cla phong. Lan
nao ban cling dan Claude dung chirng 4y diéu: chia ba phan viéc da xong, viéc dang
vudng, viéc tuan tdi; mdi viéc ghi ré ai phu trach va han hoan thanh; viéc cham tién
dd phai néu ly do. Dan téi tuan th& ndm thi ban phat chan, ma quén mét y la bao céo
lai thiéu.

Skill 14 1&i giai. M6t skill 1a ban hwéng dan nghé cho mét loai viéc, viét mét 1an roi
cai vao Claude. Tir d6 méi khi gap viéc thudc loai do, Claude tw gi& hwdng dan ra
lam theo, ban khéng phai dan lai.

Nhan vién méi can hai tho

HO SO SKILL
Ban la ai, cdng ty nao, Céach lam MOT loai viéc:
mudn nhan két qua kiéu gi cac bwdc, mau, rang budc
Dung cho moi viéc Chi dung khi gap viéc do
Gidng lo1i gioi thiéu vé cong ty Gidng cudn sb tay nghiép vu

Hay hinh dung mét nhan vién mai. H6 so & bai 3 gibng nhw cho ho biét cong ty minh
la ai, sép la ai, van hoa ra sao. Skill gibng nhw dwa ho cuén sb tay nghiép vu: "bao
cdo tuan thi 1am theo cac buwéc nay, mau nhu thé nay, tranh may 16i nay".

Hb so (bai 3) Skill (bai nay)

Néi dung Ban 13 ai, thich nhan két qua | Cach lam moét loai viéc cu
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H6 so (bai 3) Skill (bai nay)
kiéu gi thé

Pham vi Moi viéc Chi loai viéc do

Khi nao dung Ludn ludn Khi gap dung loai viéc

Vi du "Toi lam nhan sw, viét trang | "Bao céo tuan dwng theo ba
trong" phan sau"

Mot diém dang mirng: skill ding dworc & moi goi, ké ca géi mién phi.

4.2 Viéc nao dang lam thanh skill
Khoéng phai viéc ndo ciing dang déng géi. Ba d4u hiéu cho biét mét viéc xirng dang:

L3p lai déu dan. Thang nao ciing lam, tuan nao ciing lam. Viéc mét nam lam mét
lan thi viét skill mat céng hon tw dan.

Cé quy tac ré. Ban néi ra dwoc cac bwdc va cac rang budc. Viéc mbi lan mot kiéu
tuy hirng thi khéng déng goéi duorc.

Dan di dan lai van hay sai. Day 1a dau hiéu manh nhéat. Chd ndo ban phai nhac mai
thi chd d6 can mét ban huéng dan cb dinh.

Anthropic, don vi lam ra Claude, ciing khuyén chon theo hwéng d6: hay bat dau tir
viéc ma ban da biét r6 minh mudn l1am thé nao, va mudn Claude |am nhét quan
dung theo céach &y.

Dwéi day la nhivng skill dwoc ngwdi ding chia sé nhiéu nhat, déu dat ca ba d4u hiéu
trén:

Skill phé bién Viéc né lo

Béo c&o cong viéc tuan Gom viéc trong tuan thanh bao céo co cau
trac c6 dinh

Tém tat bién ban hop Bién ghi chép thé thanh bién ban gon, rd ai
lam gi

Phan tich phan héi khach hang Phan loai y kién, tim diém I&p lai, x&p the tw
wu tién

Ra soat hop dong Kiém cac diéu khoan bat buéc, chi ra chd
thiéu va cho rui ro

Chuén bi trwédc cude gap khach Tra lai lich st giao dich, goi y nhirng diém
can trao doi

Bai nay lam skill dau tién trong danh sach, vi d6 Ia viéc phong ban nao ciing phai lam
va tuan nao ciing lap lai.

4.3 Xem skill dang c6

Trong Claude, m& phan Customize réi vao muc Skills.

e

(VY
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= B Q %

« Customize

T skills Skills

g Connectors

3 T2 skill-creator

¢& Product management SKILL.md

& Productivity 0O agents

0O assets
O eval-viewer
O references
O scripts

LICENSE.txt

www.tinhocsaoviet.com

Q + skill-creator

= Browse skills

i ; auto
+ Createskill > (® Create with Claude

c [E] write skill instructions \rove existing ski

> St 2, Upload askill ng skill, run evale
sl 2ring accuracy.

Trang quan ly skill

Man hinh nay chia ba cot. Cot trai 1a cac nhém: Skills, Connectors, va phan plugin
ca nhan hay cla t6 chirc. Cot gitra liét ké skill hién c6. Cot phai hién chi tiét skill dang

chon.

Ban sé& thay s8n mot skill tén skill-creator. Bung nhu tén goi, day la skill giup tao ra

skill khac. Lat nira ta dung t&i no.

B&m nut + & cot gitka, mot bang chon hién ra véi hai nhém:

Lwa chon

Nghia la

Browse skills

Xem kho skill c6 sén dé bat 1én dung

Create skill

Tw tao skill moi

Trong Create skill lai cé ba cach:

Cach

Khi nao dung

Create with Claude

Ban mo ta béng I&i, Claude soan skill. Cach
dé nhét, bai nay dung cach nay

Write skill instructions

Ban tw viét néi dung skill

Upload a skill

Tai len mot skill co san dang file nén. Bai 5
dung cach nay

4.4 Thwe hanh: tao skill bao cao céng viéc tuan

Ta sé dong géi viéc 1am bao céo tuan ctia phong, viéc ma tuan nao ciing tdi va ai

ciing thy mét thoi gian.

Truéc khi gd cau dung, hdy xem mot cau viét voi sé cho ra skill vo dung thé nao.

Yéu cau chwa tét

Tao skill gidp té6i viét bdo cdo.
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Ché héng Skill tao ra sé thé nao

Khong néi bao céo loai gi Om d6m moi loai bao céo, khong loai nao
lam t&i noi

Khéng néi b cuc M6i tuan dwng mot kiéu, ding cai bénh ban
dang muén chira

Khoéng néi méi viéc can ghi gi B& sét ngwoi phu trach, han hoan thanh, ly
do cham

Khdng néi khi nao dung Claude khéng biét ltic nao nén gié skill nay
ra

Yéu cau tot
Bam Create skill réi chon Create with Claude, va mé ta:

VIEC: Tao skill 1am bdo cdo cdéng viéc tuan cla phong

NGUON: Cach phong t6i dang lam bdo cdo tuan

KET QUA: Skill tén bao-cao-tuan, khi t6i néi "lam bdo cdo tuan" thi tu dung
ding ba phan: viéc dd hoan thanh, viéc dang vudng, viéc uwu tién tuan toi;

méi viéc ghi ngudi phu trach va han hoan thanh

LUU Y: Viéc cham tién d& phdi néu ly do va huéng xir ly; phan vudng mac ghi ro
dang chd ai hoac cho diéu gi; néu tdéi chua cung cap dd théng tin cho mot viéc
thi hoi lai ch& dirng ty suy doan

Claude soan ndi dung skill va cho ban xem trwéc. Doc lwdt xem cd dung y khdng,
thay 6n thi lwu.

=D Q ¢« > o - o X
Weekly business report m -
@ Chat ¢ Cowork < Code Progress
1 "TPHCMc6 S giaodich Cho XN +Pang TK"  Saist liéu (4 Suathanhg (-]
+ Newtask .
>thuctélas Q@ ooctie
© Projects CyoyTae Basts 5
® scheduled 2 Deadline 12-15/06 trong bang hanh dong Tubiasd [ Ghi 16 "dé xudt, cAn
& Liveartifacts xécnhgn" © oo
& Dispatch Beta
P 3 "Bién LN chuin nganh ~60%" Thiéu cin cir © Bo Q «iEmtrasstie
& Customize L
4 "TPHCMSE tiép tuc giam" Suy dién (khong ¢ data [ Thay bing s6 ligu thuc
tudn truéc) °
© Baocao tuan thu sau 16h Lnew ° t
5 "Tuvandashboard cé tiém ningmorong”  Suydién (khong cd data [ Bs,chinéubién LN Skill-BaoCaokinhBoanhTuan
i nhu cu) higned
Weekly business report O -
Project Instructions guide 6 LNlamtronléch 1d (265.867.000 > dungla  Lam tron sai [ Suadiing sd thuc ‘
265.867.001)

Project file inventory check ° B
cases

Project file inventory check

Weekiymeeting report Phan khong 6 18i: T4t ca KPI tong, bang san pham, bang Khu vuc, trang thai giao dich, dong

Customeritracker dashboard bt thusng CP=3.624.999 — déu khsp 100% vei dit liéu goc.
Weekly work report assistant

Buoi_04_CustomsSkill_Directory [0 >

X i i i i Context v
Weekly work report assistant o E.\One?rlve\Desktop\Du_\|eu_CIaude_Cowork_10,Buon\Bum_04_Cust & GoogleDrive v
Claude tools by job role - Jocumer skills
Service comparison survey B docx
Customer status tracker dashboard N
= xlsx
Daily work brief E
Process description request
skill-creator

Weekly work 2 A
eekly work report process Hay giup toi tao mét Skill tén BaoCaoKinhDoanhTuan. Skill nay dung dé doc file dit liéu kinh doanh

theo tuan, tinh doanh thu, Igi nhuén, bién Igi nhuan, san pham tét nhat, khu vuc cé van d, sau dé
THO1_Buoil_TaskRoRang summary viét bdo céo ngéan trong 1trang. Quy tac: khdng tu bia s ligu, néu thiéu cot dir liéu quan trong phai
e Setup Cowork hoi lai, nhan xét phai dya trén dit liéu, trudc khi két luan phai néu céac cot dir liéu da dung.

Sao Viét learning session prep

e Point Claude at any folder T O Ask-

K khai - Projecticares

[

Claude is Al and can make mistakes. Please double-check responses.

Tao skill moi

Kiém tra: Quay lai danh sach skill, thdy bao-cao-tuan nam trong dé va dang dwoc
bat.
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4.5 Dung skill vao viéc that

M& mét cudc trd chuy@n méi va giao viéc binh thwdng, khéng can nhac gi téi skill:

Lam bdo cado tuan cho phong nhan su. Tuan nay da xong: ky 12 hgp dong thi viéc,
ch6ét bang luong thang, phong van 5 (ng vién vi tri ké toan. Pang vudng: ho so
bdo hiém cla 3 ngudi méi chua ndp dugc vi thiéu gidy t&, dang chd nhan vién bé
sung. Tuan tdi: hoan tat hd so bao hiém, chuan bi ky danh gia quy.
Claude nhan ra day |a viéc thudc skill vira tao va tw lam theo hwéng dan trong do.
Ban khéng phai nhéc lai bd cuc 1an nao.

Kiém tra: Dbi chiéu két qua v&i nhirng gi ban da khai trong skill:

Cho kiém Pat la

B cuc Pung ba phan: da hoan thanh, dang vwéng,
wu tién tuan toi

Twng viéc C6 ngudi phu trach va han hoan thanh,
khéng phai cau chung chung

Phan vuéng mac Ghi ré dang cho ai hodc che diéu gi, kém
hwéng xr ly

Chd thiéu Ban chwa néu ngu&i phu trach cho viéc

nao, Claude héi lai ch&r khéng tw gan tén

Dong cudi cung dang cha y. Mét skill tt khéng chi day cach lam, ma con day khi
nao phai dirng lai héi. D6 1a ranh gigi gitta mot tro ly can than va mét tro' ly Au.

4.6 Stra skill khi dung chwa vira 'y
Skill khdng phai viét mot 1an la xong. Dung vai lan ban sé thay chd can chinh.

Vao lai Customize réi Skills, chon skill can stra, chinh néi dung réi lwu. Hodc nhanh
hon, néi thang trong luc lam viéc:

Skill bao-cao-tuan can bé sung: cufi bao cdo luén cé mdt dong téng két s6 viéc
da hoan thanh trén téng s6 viéc dat ra dau tuan. Cap nhat giup téi.

M&i 1an chinh 1a skill tét I&n mét chat. Sau vai thang, né thanh ban hwéng dan nghé
dung nhw cach phong ban lam viéc.

4.7 Ap dung vao nghé cua ban

M&i nghé c6 vai viéc 1ap dang déng géi ngay:

Nghé Skill nén tao dau tién

Hanh chinh Lap bién ban hop, téng hop tién d6 cdng
viéc cac phong

Nhan sw Dwng bang lwong thang, viét mé ta cong
viéc, tong hop bao cao quan so

Ké toan Lap bao cao thu chi theo mau, dbi chiéu
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Nghé Skill nén tao dau tién
cobng no, kiém tra chirng to

Kho van Lap phiéu nhap xuat, dwng bao cao ton kho,
tinh don gia xuat

Kinh doanh Tbng hop bao cao doanh sb tuan, soan

email cham séc khach

Chon dung mét viéc ban phai dan di dan lai nhiéu nhét, déng goéi né ngay hém nay.
M6t skill chay tét sé& day ban nhiéu hon mwoi trang séach.

Tom tat bai
- Skill 1a ban hwéng dan nghé cho mét loai viéc, viét mét lan réi Claude tw lam

theo
Ho6 so & bai 3 cho biét ban 1a ai; skill cho biét cach lam mot viéc cu thé

Skill dung dwoc & moi géi, ké ca géi mién phi

Viéc dang déng goi c6 ba dau hiéu: 18p déu dan, cé quy tac rd, ddn mai van sai

Skill hay dung nhat: bao céo tuan, tém tét bién ban hop, phan tich phan héi

khach, ra soat hgp dong

- Vao Customize rdi Skills d& xem va tao; cach dé nhat Ia Create with Claude, mé
ta bang 10

- Skill tét con day Claude khi nao phai dirng lai héi thay vi tw bia

- Dung vai lan rbi chinh dan, skill sé& thanh dang cach 1am cta phong ban
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BAI 5: BO SKILL VAN PHONG

Muc tiéu bai hoc:
- Biét bd skill van phong c6 nhivng gi va méi skill lo viéc gi

Cai dwoc ca bo skill vao Claude

Dung skill soan van ban hanh chinh dang chuin Nghi dinh 30
Dung skill 1ap bao gia va kiém sb tién

Hiéu vai tro cta skill chuan héa dinh dang truwéc khi xuét file

Biét phdi nhiéu skill trong mét viéc

5.1 B6 skill di kem khéa hoc

Bai 4 ban tu tao mét skill. Viéc d6 dang lam, nhwng ¢6 nhirng loai viéc ma viét
hwéng dan cho dung doi hdi hiéu nghiép vu kha sau: thé thirc van ban hanh chinh
theo Nghi dinh 30, cach dwng béo gia c6 thué va chiét khau, cach trinh bay mot bd
slide cho ra dang.

Vi vay khda hoc c6 sdn mét b skill van phong dé ban dung ngay, gdbm tam skill:

Skill Lo viéc gi

van-ban-hanh-chinh Soan va kiém cong van, théng bao, quyét
dinh theo chuan Nghi dinh 30

tao-hop-dong-lao-dong Sinh hop déng lao déng hang loat, méi
ngwoi mét file

tao-bao-gia Lap bao gia thwong mai dang Excel va
Word ttr danh muc hang

bao-cao-du-lieu Dwng bao cao Word va Excel ttr dir liéu co
cau trac

ho-tro-excel-ke-toan X0 ly workbook nhiéu sheet: dat tén vung,
do danh muc, dién céng thirc

tao-slide Dwng bé trinh chiéu PowerPoint

chuyen-doi-tai-lieu Chuyén dbi gitra PDF, Word va Markdown

format-docs-excel Kiém va ap quy chuan dinh dang truwéc khi
xuat file

Bay skill dau la bay loai viéc. Skill cudi cung déng vai khac han, va muc 5.5 sé noi
riéng vé no.

C6 mdt chd dé 1an nén nai rd ngay: skill bao-cao-du-lieu & day khac vai skill bao-
cao-tuan ban tw tao & bai 4. Cai & bai 4 nhan I&i ban ké viéc trong tuan rdi dung
thanh van ban bao cao. Cai trong bd nay nhan mét file sé liéu cé clu truc rbi xuat ra
Word ho&c Excel kém biéu db va nhan xét. Can bao cao tién d cong viéc thi dung
cdi bai 4; can bao céo tir bang sb thi dung cai nay.

e
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5.2 Cai bo skill

www.tinhocsaoviet.com

B skill ndm trong bd tai liéu thwe hanh, thw muc skill-van-phong. Méi skill 1a mot
thw muc con c¢6 file hwéng dan bén trong.

Bwéc 1. Tai thw muc skill-van-phong vé may.

Bwéc 2. Trong Claude, mé Customize réi vao Skills. BAm nut + & cot gitra, chon
Create skill, rdi chon Upload a skill.

= MmO Q ¢
< Customize

T skills Skills

gs Connectors

+ B
& Product management

& Productivity

Paraon

Q + skill-creator

& Browse skills

W aator + Create skill > (=) Create with Claude o

SKILL.md C El write skill instructions \rove existing ski
CHABR : St A, Upload askill ng skill, run evale
[ assets N s 2ring accuracy.
O eval-viewer >

O references >

0o scripts >

LICENSE.txt

Trang quan ly skill

Bwéc 3. Chon thu muc skill can cai. Lam lan lwot cho tirng skill trong bo.

= D Q ¢«

<« Customize

(S cklis skills

g9 Connectors -
Personal plugins + chuyen-doi-tai-liev
£ Higgsfield van-ban-hanh-chinh
£ Product management tao-slide

£ Productivity tao-bao-gia

& Marketing ho-tro-excel-ke-toan
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Description ®

Chuyén ddi tai liéu gitta PDF, DOCX, Markdown va PDF xuat ban bang pipeline local dé gitt bao mat dr liéu, c6 kiém tra lai file sau
chuyén déi. Dung skill nay khi ngudi dung can chuyén PDF sang Word, Markdown sang Word, Word sang PDF, hodc chudn héa DOCX
sau chuyén déi. Khdng dung cho soan méi ndi dung, tao proposal, tao bang Excel mdi hodc chinh sira nghiép vy tai liéu.

SKkill: Chuyén Péi Tai Liéu
T6m tit sitdung

Skill nay chuyén xv 1y chuyén dai tai liéu. Muc tiéu la chuyén dung dinh dang, gitr layout hop 1y, chay local,
Kkhong upload PDF 1én cloud va kiém tra file sau khi tao.

Duing khinao
* PDF digital sang DOCX.
¢ Markdown sang DOCX.
s DOCX sang PDF.
¢ Chuan héa DOCX sau Pandoc.

» Kiém tra file sau chuyén déi bi 16i font, 1€, heading, bang hodc trang.

Cai skill thanh céng

Kiém tra: Quay lai danh séch, thy dd tam skill va tat ca dang bat.
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B skill van phong da cai da

Cai mét 1an dung mai. Cac bai sau cta khoa hoc déu dung téi bo nay.

5.3 Thwe hanh: soan céng van chuan Nghi dinh 30

Van ban hanh chinh cé thé thirc bat budc: qudc hiéu tiéu nglr dat & dau, sb va ky
hiéu ghi thé nao, ngay thang trinh bay ra sao, noi nhan liét ké theo th tw nao. Sai
thé thire thi van ban khéng dat, du ndi dung dung.

Trwéc khi gd cau dung, xem mét cau viét voi héng thé nao.
Yéu cau chwa tot

Viét cong van xin nghi phép cho nhéan vién.

Ché héng Két qua sé thé nao

Khéng nai loai van ban va noi gi Ra mét |a don chung chung, khéng ré ai givi
ai

Khéng néi dung skill nao Claude viét theo cdm tinh, khong theo thé
thire

Khéng néi xuét file hay khoéng Tra |01 trong khung chat, ban lai phai chép
ra Word

Khong cho théng tin cu thé Bia tén nguwi, bia ngay thang, bia sé van
ban

Yéu cau tot

VIEC: Soan céng van cla céng ty giri S& Lao dong Thuong binh va Xa hoi

vé viéc bao cao tinh hinh s dung lao dbéng sau thang dau nam

NGUON: Dung skill van-ban-hanh-chinh, thé thi&c theo Nghi dinh 30

KET QUA: File Word dat trong thu muc lam viéc, du thé thic: quéc hiéu tiéu ngir,
s6 va ky hiéu, ngay thang, trich yéu, ndi dung, noi nhan, chir ky

LUU Y: Céng ty C6 phan Pién Quang, téng s& lao dong 50 ngudi; s& van ban va
ngay ky t6i chua cé, hdy dé chd tréng va nhac téi dién

Kiém tra: M@ file Word vira tao, soi bén ché:

Ch6 kiém Pat la
Quéc hiéu tiéu nglr Nam dung goc trén bén phai, c6 gach dwoi
tiéu ngly




DPao Tao Al Sao Viét www.tinhocsaoviet.com

Chd kiém Pat la

Trich yéu Bat dau bang "V/V" va tém ding ndi dung

Noi nhan Liét ké dung the tw, co dong lwu cudi cung

Ché trong Sb van ban va ngay ky dé tréng, cé nhac
ban dién, khéng bia so6

5.4 Thwe hanh: 1ap bao gia va kiém so tién

Bé&o gia la viéc ma sai mot con sb thi mat khach hodc mét tién. DAy ciing 1a chd dang
dé tap thoi quen kiém.

VIEC: Lap bdo gia gri khach hang

NGUON: Dung skill tao-bao-gia

KET QUA: File Excel bao gia trong thu muc lam viéc, cé bang chi tiét tirng dong
hang, téng trudc thué&, thué gia tri gia tang 10%, téng thanh toan

LUU Y: Ba dong hang gbém 200 bd dén LED am tran don gia 185.000 dong,

150 bo dén tuyp don gia 240.000 dong, va phi 1lap dat tron géi 5.000.000 dong.
Ghi ro bao gid c6 hiéu luc 30 ngay

Kiém tra: Dirng tin ngay bang sb. T tinh lai bang may tinh bé tui:

Khoan Cach tinh Két qua diung
Dong 1 200 x 185.000 37.000.000
Dodng 2 150 x 240.000 36.000.000
Dong 3 Tron goi 5.000.000
Téng trwde thué Cong ba dong 78.000.000
Thué 10% 78.000.000 x 10% 7.800.000
Téng thanh toan Céng hai dong trén 85.800.000

Con sb trong file phai khép tirng dong. Léch chd nao thi chi dich danh chd dé cho
Claude stra.

Thoi quen tw tinh lai vai con sb quan trong nén gilr subt doi lam nghé, ké ca khi ban
da tin céng cu.

5.5 Skill chuan héa dinh dang

Trong tam skill cé6 mét cai dong vai khac han: format-docs-excel. N6 khéng tao ra
ndi dung gi, ma lam céng kiém dinh dang trwdc khi file réi khdi tay ban.

Vi sao can? Vi ndi dung dung chwa da. Mét bang lwong dung sd nhwng cét 1éch, font
mbi ché mot kiéu, sb tién khdng cé dau phan cach hang nghin thi glri 1&n sép van bi
tra lai.

Skill nay ra nhirng thir dé: font va c& chir thdng nhét, tiéu dé bang duang kiéu, sbé tién
c6 dau phan cach, ngay thang dung dinh dang, dé réng cot vira ndi dung.

Cach dung: sau khi co file, goi thém mot cau:
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Dung skill format-docs-excel ra lai file bdo gia vira tao, chuan héa dinh dang

trudc khi téi giri khach.

Kiém tra: M& file, sb tién phai c6 diu chdm phan cach hang nghin, cac cét thang
hang, khéng cot nao bj cat chi.

Quy tac dang nhé: néi dung xong thi chwa xong, dinh dang xong méi 1a xong.

5.6 Phdi nhiéu skill trong mét viéc

Viéc that thwdng can nhiéu skill néi nhau. Vi du mét chudi quen thuéc: cé dir liéu thé,

can ra bao cao dep dé guri.

VIEC: Dung bdo cdo nhan su sau thang dau nam
NGUON: Trang tinh "Danh muc NV" trong file Data thong tin nhan su.xlsx;

dung skill bao-cao-du-lieu dé dung, xong dung format-docs-excel dé chudn hda
KET QUA: File Word bao cao trong thu muc lam viéc, c6 bang co cdu nhan sy theo
gidi tinh va theo loai hgp doéng, kém nhan xét ngan dudi mdi bang

LUU Y: Thoi han ghi s6 @ 13 hgp déng khéng xac dinh thdi han, tach riéng nhodm

nay

Claude goi 1an lwot hai skill: mét cai dwng ndi dung, mét cai chuan héa hinh thirc.

Kiém tra: S6 liéu trong bao cao phai khép bang ban da déi chiéu & bai 1: téng 50
nguwoi, 37 nam va 13 nr, 6 ngudi khdng xac dinh thoi han.

5.7 Ap dung vao nghé cua ban

Nghé Skill dung nhiéu nhat Viéc dién hinh

Hanh chinh van-ban-hanh-chinh, Céng van, théng bao,
chuyen-doi-tai-lieu chuyeén tai liéu sang PDF

Nhan sy tao-hop-dong-lao-dong, bao- | Hop dong hang loat, bao
cao-du-lieu cao nhan sw

Ké toan ho-tro-excel-ke-toan, format- | Xt ly workbook nhiéu sheet,
docs-excel chuén hoéa bang biéu

Kho van bao-cao-du-lieu, ho-tro- Béao cdo ton kho, bang nhap
excel-ke-toan xuat

Kinh doanh tao-bao-gia, tao-slide Bao gia cho khach, slide

trinh bay

Bo skill nay la diém kh&i dau, khéng phai gi¢i han. Dung moét thoi gian ban sé thay
chd can stra cho hop cdng ty minh, va dé 1a luc quay lai cach tw tao skill & bai 4.

5.8 Bai tap tw lam

Bé skill vira cai dung dwoc cho nhiéu viéc hon hai vi du trong bai. Thir thém mot viéc

cla kho.

File can dung: Thong ke kho.xlIsx, chinh file ban d4 tai & bai tap bai 2. Chwa cé thi
tai tai Bang va sb quan ly kho.
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Ve file di¥ liéu: bai tdp nay can ba trang tinh: Tén kho DK cho sb dw dau ky cla ba
loai vat tw, Bang ké nhap cho sau lan nhap, Bang ké xuat cho sau lan xuét. Trang
S6 chi tiét NXT trong file 1a khung mau, cho ban thay sb chi tiét can nhirng cot nao.
Pé bai: Dung skill ho-tro-excel-ke-toan lap sb chi tiét cho tirng loai nguyén vat liéu
tr s6 dw dau ky va cac phat sinh trong ky, sau d6 dung format-docs-excel chuan
hoa trwde khi lwu.

Dat khi:

Ch6 kiém Pat la

Sb s6 chi tiét M6i loai vat tw mot sé riéng, khong gop
chung

S6 dw cubi ky Bang s6 dw dau ky cong nhap trr xuét, tw
tinh lai mét dong cho chac

The ty dong Séap theo ngay phat sinh tir cii t&i moi

Binh dang S6 lwong va thanh tién cé dau phan céach,
c6t khong bi cat chiv

Prompt mau: hay tw viét yéu cau ctia minh trwdc, chay thir, kiém theo bang trén.
Xong roi m&i dbi chiéu voi mau dwdi day dé xem minh con thiéu rang budc nao.
VIEC: L&p s6 chi tiét nguyén vat liéu cho timg loai vat tu
NGUON: File Thong ke kho.xlsx; trang Ton kho PK cho s& du dau ky, trang Bang ké
nhap
va Bang ké xudt cho phat sinh trong ky; dung skill ho-tro-excel-ke-toan
KET QUA: File Excel trong thu muc lam viéc, mbéi loai vat tu mdét trang tinh
riéng;
méi dong gom ngay, s& chitng tUr, dién gidi, s6 lugng va gid tri nhap, xuit, ton;
cubi mdi s6 cé dong codng phat sinh va dong sé du cubi ky
LUU Y: Cac dong x&p theo ngay tiur cli téi méi, dong dau tién 13 sé du dau ky; sé
du
cudi ky phadi bang du dau ky cong nhap trir xudt; xong roi dung skill format-
docs-excel
chudn héa dinh dang trudc khi luu

Tém tat bai

- Khoa hoc c6 sén tam skill van phong, cai mét 1an dung cho ca khoa

- Cai bang Customize rdi Skills, chon Create skill réi Upload a skill

- Skill van-ban-hanh-chinh gitr dung thé thirc Nghj dinh 30, ké ca viéc khéng bia
sO van ban

- Vé&i bao gid, ludn ty tinh lai vai con sd quan trong thay vi tin ngay

- format-docs-excel la céng kiém dinh dang cudi cung: néi dung xong chwa phai 1a
xong

- Viéc that thwéng can nhiéu skill ndi nhau, mét cai dwng ndi dung, mét cai chuan
héa hinh thirc
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BAI 6: TU BANG SO RA BAO CAO

Muc tiéu bai hoc:
Hiéu vi sao chudi tinh lwong dé sai va chd nao can kiém

Giao cho Claude doc bang chdm céng va tbng hop cong

Tinh dwoc bang lvong kém bao hiém va thué thu nhap ca nhan

Dwng bao cao Word ¢c6 phan tich tiv bang sb liéu

Nam cach kiém chéo két qua bang mét dong di liéu

6.1 Viéc ma ai ciing ngai

Cubdi thang, phong nhan sy nhan bang chdm céng ctia cac bd phan. T d6 phai ra
duwoc bang lwong, bang bao hiém xa hoi, bang thué thu nhap ca nhan, rdi phiéu
lwong cho trng nguo.

Viéc nay khéng kho vé nghiép vu, ai lam nghé déu thudc cong thire. Cai khé nam &
chd khac: né la mét chubi, bang sau lay sé cia bang truéec.

Mét chudi tinh, nam bang néi nhau

Bang _ Ténghop Bang _ BHXHva | Phiéulwong
cham cong cong Irong thué TNCN tirng ngwoi

Sai mot bang la sai ca chubi, nén phai kiém tirng chang

Sai mét 6 & bang chdm cong thi lwong sai, lwong sai thi bao hiém sai, bdo hiém sai
thi thué sai, va phiéu lwong phat ra tay nhan vién ciing sai. D6 1a ly do ngui lam
lwong thwéng mat ca budi chi dé do lai.

Bai nay giao chudi dé cho Claude, va quan trong hon, day ban cach kiém dé yén tam
ky.

6.2 Chuan bi div liéu

Bai nay dung mét file mai:

Link tai: Téng hop chdm céng, lwong, BHXH, thué TNCN

File Bén trong c6 gi

Bai Mau.xIsx Bay trang tinh ctia mét chu ky lwong hoan
chinh: danh muc nhéan vién, cham cbng,
tdng hop cong, tdng hop lwong, bao hiém
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File Bén trong c6 gi

x& hoi, thué thu nhap ca nhan, di liéu phiéu
lwvong. Muwdi nhan vién

Chép file vao thw muc CLAUDE-VAN-PHONG, mé& Cowork va chi vao thw muc do
nhw bai 2.

Trwée khi giao viéc, mé file ra xem qua bay trang tinh dé biét minh dang cé gi trong
tay. Nguoi giao viéc khéng biét div liéu thi khong kiém duoc két qua, day la nguyén
tac da noi & bai 2 va cang dung véi sé liéu.

Ba quy tac nghiép vu cta bo di¥ liéu nay, ban can nadm dé lat niva kiém:

Khoan Cach tinh

Céng thudng DPém ngay di lam, cdng ngay cong tac, cong
ngay nghi 1&

Céng tang ca Téng sb gi® téang ca chia cho 8

Khau trr bao hiém xa hdi (Lwong co ban + phu cap chirc vu) nhan
10,5%

6.3 Thwe hanh phan mét: tdng hop cham céng
B&t dau to dau chudi. Trwdc khi gd cau dung, xem mot cau viét voi héng thé nao.

Yéu cau chwa tét

Tinh céng cho nhan vién trong file nay.

Cho hong Claude sé lam gi

Khéng nai trang tinh nao File c6 bay trang, né phai doan hoac hdi lai

Khéng noi ky hiéu chdm céng nghia 13 gi Dém nham ngay céng tac thanh ngay nghi

Khong néi téng ca quy doi ra sao Co6ng thang sb gi® vao sb ngay cong

Khong néi két qua dé dau Tra 101 trong khung chat, ban lai phai go tay
vao Excel

Yéu cau tot

VIEC: Téng hgp chdm cong thang cho toan bd nhan vién

NGUON: Trang tinh "Cham cong" trong file Bai M3u.xlsx

KET QUA: Bang téng hop gébm ma nhan vién, ho tén, céng thudng, coéng tang ca,
nghi cé phép, nghi khéng phép; ghi thém dong téng cdng cudi bang

LUU Y: Coéng tang ca quy ra ngay bang téng gid chia 8; ngay céng tac va ngay 1&
tinh 13 céng thuong; chi doc, chua can ghi ra file

Kiém tra: Dbi chiéu dong tbng cong véi bang sau. Day 1a sb dung cta bd dir liéu nay:

Chi tiéu Téng dung

Céng thuong 252
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Chi tiéu Téng dung
Céng tang ca (da quy ra ngay) 22,5

Nghi c6 phép 5

Nghi khong phép 3

Bbn con sb khdp thi phan dau chudi da dung, di tiép duwoc. Léch mét con sé thi dirng
lai stra ngay, dirng di tiép, vi sai & day sé& kéo sai hét nhirng bang sau.

6.4 Thwe hanh phan hai: tinh lwong, bao hiém va thué

Gi® giao tron phan con lai ctia chubi:

VIEC: Tinh bang luong thang cho toan bd nhan vién, kém bao hiém va thué

NGUON: Bang téng hop cong vira 1lam va cédc trang tinh trong Bai MAu.xlsx

KET QUA: File Excel tén Bang-luong-thang.xlsx trong thu muc lam viéc, mdi nhan

vién mét dong, cé cac coét luong chinh, téng thu nhdp, khdu trir bdo hiém,

thué thu nhap cd nhan, tam ¢ng, thuc linh

LUU Y: Khdu trir bdo hiém bang luong co ban coéng phu cdp chic vy réi nhan 10,5%;
thué€ tinh theo biéu 1lily tién tirng phan; s& tién dinh dang cé d3u phan cach hang
nghin

Kiém chéo bang mét dong
Khoéng ai kiém ndi mwdi dong cung lic. Cach ctia nguwdi lam nghé 1a soi ky mot
dong, néu dong dé dung tir dau t&i cudi thi cong thirc dung cho ca bang.

LAy nhan vién NV001 lam dong chuén. Déi chiéu tirng chang:

Ching S6 dung
Téng sb6 cong 26,5
Lwong chinh 25.480.769
Téng thu nhap 29.110.769
Thu nhap déng bao hiém 26.000.000
Khau trir bdo hiém 2.730.000
Thu nhap chiu thué 26.480.769
Thu nhéap tinh thué 8.250.769
Thué thu nhap ca nhan 412.538
Thwe linh 23.968.231

DPoc bang nay theo thi tw tlr trén xubng, ban thay dung cai chubi & dau bai: méi
dong la dau vao clia dong dwdi. Léch & chang nao thi chdng dé sai cong thire, chi
dich danh cho Claude stra:

Khdu trir bdo hiém cla NVOO1l dang ra 2.910.000, sé ding 13 2.730.000.

Bao hiém tinh trén luong co ban cong phu cdp chirc vu, khéng tinh trén téng thu

nhap.
Stra lai cho ca bang.
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6.5 Thwe hanh phan ba: dwng bao cao

Bang lwong 1a dé tinh. Sép thi can mét ban bao céo doc dwoc.

VIEC: Dung bdo cdo luong thang dé trinh ban giam déc

NGUON: File Bang-luong-thang.xlsx vira tao; dung skill bao-cao-du-lieu

KET QUA: File Word trong thu muc lam viéc, cé phan tém tdt sé liéu chinh,
bang chi tiét theo bd phan, va mot biéu dd so sanh quy luong giita cidc bd phan
LUU Y: Dudi mbéi bang viét hai téi ba cdu nhan xét bang s6 liéu cu thé, khéng
viét chung chung; xong thi dung skill format-docs-excel chuan héa dinh dang

AutoSave (@ o) v BaoCao_T11.v2 - Saved to this PC ~ O Search (AIt+Q) ket @ - o X
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Clipboard [ Font [ Paragraph [ Styles [ Editing it
Navigation - x Doanh thu theo san pham (thang 11/2025) =
Search document P
Headings  Pages  Results
1. Tém tat digu h'anh‘
2.T8ng hop doanh thu theo san phdm
3. Top 5 ngay c6 doanh thu cao nhat
4. Nhan xét xu huéng (tuan dau vs. tuan..
5. D& xudt hanh déng tiép theo
Biéu d5 1: Doanh thu theo san phém (sdp xép giém dén)
3. Top 5 ngay c6 doanh thu cao nhat
5 ngdy bdn hang tét nhét thang 11 déng gop téng céng 148,2 triéu d (=28,1% tng doanh thu).
m Doanh thu (VND) ‘ Loi nhuan (VND)
1 19/11/2025 44 39.315.000 19.417.419
2 05/11/2025 34 29.640.000 14.972.206
3 03/11/2025 31 28.950.000 14.032.468
4 02/11/2025 48 26.405.000 11.122.978
5 23/11/2025 54 23.880.000 8.674.978
4. Nhén xét xu hu'c'ﬁng (tuén dau vs. tudn cudi) =
B&o céo cé bang sé liéu va biéu dé
Kiém tra: M& file Word va soi bon cho:
3 3 ~
Cho kiém Pat la
Tong quy lvong Khép véi dong tong cua file Excel
Bieu do Hién dung cac bd phan, so liéu khép bang
Nhan xét Cé con so cu the, khéng phai cau chung
chung kiéu "quy lwvong & mirc hop Iy"
binh dang S0 tien c6 dau phan cach, cft thang hang,
khéng cét nao bi cat chir

Ché thir ba dang ndi riéng. Nhan xét kiéu "tinh hinh lwong twong dbi 6n dinh" la cau
vd nghia, doc xong khéng biét thém gi. Nhan xét cé ich phai néu sé: bd phan nao
chiém bao nhiéu phan trdm quy lwong, chénh I&ch gitra bd phan cao nhét va thap
nhat Ia bao nhiéu. Néu Claude viét chung chung, néi lai:

Phan nhan xét dang chung chung. Viét lai, mdi nhan xét phai néu con sé cuy thé
13y tu bang, vi du ty trong quy luong cla tiung bd phéan.
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6.6 Lam viéc v&i Excel va Word ngay trong file

Ba muc vtra rdi lam theo cach Cowork: Claude doc file va tao file méi. Cé mot cach
khac cho nhirng ltc ban dang mé san file va chi mudn sira vai ché.

Claude c6 phan mé rong cai thang vao Excel va Word. Khi dé ban lam viéc ngay
trong file dang m&: bdi den mot vang di liéu rdéi nhe Claude gidi thich, nhér né viét
céng thire cho mét cot, hodc nhé nd ra 16i trong bang.

Céch chon gitra hai 16i 1am:

Tinh huéng Nén dung

X0 ly nhiéu file, tao file m&i, chay ca chudi | Cowork

DPang mé& mét file, mudn stra hoac héi vai Phan mé rong trong Excel hodc Word
ché

Phan mé& rong can gdi tra phi va cach cai dat thay dbi theo phién ban Office cta ban,
nén khi can hay héi thang Claude: "huéng dan téi cai phdn mé rong Claude cho
Excel trén may Windows". Noi dung cuén sach nay khéng phu thudc vao phan dé.

6.7 Ap dung vao nghé cua ban

Chudi & bai nay la chudi lwong, nhwng khudn thi dung chung: div liéu thé, qua vai
bwéc tinh, ra bao cao trinh bay dwoc.

Nghé Chuéi twong dwong

Nhan sy Cham cong, lwong, bao hiém, thué, phiéu
lwong

Ké toan Churng tir, sb chi tiét, bang can ddi, bao céo
thu chi

Kho van Phiéu nhap xuat, so chi tiét vat tw, bang
nhéap xuat ton, bao cao tén kho

Kinh doanh bon hang, doanh s theo nhan vién, doanh
s0 theo vung, bao cao thang

Hanh chinh Bang theo ddi cong viéc, tdng hop tién d9,
bao cao giao ban

Vé&i chudi ndo ciling vay, gitr dung ba nguyén tic cta bai nay: giao tirng chiang ch
dirng giao mot cuc, kiém ching trwéc réi méi di ching sau, va soi kj mét dong
thay vi lwét qua ca bang.

6.8 Bai tap tw lam

Chubi trong bai 1a chubi lwong. Bai tap nay 1a mét chubi khac, khé hon & phan céng
thure.
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File can dung: Thong ke kho.xlIsx, chinh file ban da dung & bai tap bai 2 va bai 5.
Chwa c6 thi tai tai Bang va s6 quan 1y kho.

Ve file di¥ liéu: bai tap nay can ba trang tinh: Tén kho DK cho sb lwong va don gia
ton dau ky, Bang ké nhap cho sau lan nhap kém don gia tng 1an, Bang ké xuét
cho sau lan xuét. Trang Bang tinh gia xuat dé trong cot don gia, d6 chinh la ché
ban can dién.

Pé bai: Tinh don gia xuat kho cho tirng 1an xuét, rdi lap bang tdng hop gia tri xuét
trong ky theo ttrng ma vat tw.

Day |a bai toan ma lam tay rat dé sai, vi don gia xuét thay dbi theo tirng Ian nhap
trwdc d6. Ciing vi vay né 1a bai kiém tra tdt cho thdi quen soi mot dong.

Goi y: trong phan LUU Y phai néi rd phwong phap tinh don gia ma don vi dang ap
dung. Khéng nai rd thi Claude tw chon mét phwong phap, va két qua sé khac voi sb
sach cta ban.

Dat khi:

Cho kiém Pat la

Phwong phap tinh Pung phwong phap ban néu trong yéu cau,
nhat quan cho moi lan xuat

M6t dong chuan Chon mét lan xuat, tw tinh tay lai don gia va
thanh tidn, khop véi két qua

Téng gia tri xuat Bang téng thanh tién cla tat ca cac lan xuat

Ton cubi ky Gia tri ton cudi bang tén dau cong nhap triy
xuat

Prompt mau: hay tw viét yéu cau clia minh trwdc, chay thir, kiém theo bang trén.
Xong rdi méi dbi chiéu véi mau dudi day dé xem minh con thiéu rang budc nao.

VIEC: Tinh don gid xudt kho cho tirng 1an xudt, rdi 1ap bang téng hop

gia tri xuat trong ky

NGUON: File Thong ke kho.xlsx; trang Tén kho PK cho s& lugng va don gia tén dau
ky,

trang Bang ké nhap cho cac 1lan nhdp kém don gia, trang Bang ké xudt cho cac lan
xuat

KET QUA: Mot trang tinh méi ghi ting lan xuat kem don gid xudt va tri gia xuat;
cui bang téng hop tri gia xudt trong ky theo tUng md vat tu

LUU Y: Tinh theo phuong phdp binh quan gia quyén lién hoan, nghia 1la tinh lai
don gia

sau méi 1an nhadp; 1am tron don gid t6i déng; ghi rd cdng thirc da dung & cdt ghi
chu

dé toéi déi chiéu

Tém tat bai
- Tinh lwong 1a mét chudi, sai mot bang la sai hét nhirng bang sau
- Giao tlrng chang va kiém xong chang nay maéi di chang tiép
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- Sé tdng cta bang chAm céng mau: cdng thwdng 252, ting ca 22,5, phép 5,
khéng phép 3

- Kiém chéo bang mét dong: NV001 phai ra thwe linh 23.968.231 sau ca chudi

- Nhan xét trong bao cdo phai néu sbé cu thé, khong viét cau chung chung

- Cowork hop véi viéc nhiéu file va chay ca chubi; phan mé rong Office hop khi
dang m& san mét file
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BAI 7: ARTIFACT VA BANG DIEU KHIEN SO LIEU

Muc tiéu bai hoc:
Hiéu artifact 1a gi va khac gi v&i cau tra 1o thwong

Tao dwoc artifact va stra né qua nhiéu lwot ma khdong méat ban ci

Dwng bang diéu khién sé liéu xem dwoc trén trinh duyét

Biét cach gl két qua cho ngudi khac xem

Hiéu khi nao nén dung artifact, khi nao nén xuét file

7.1 Cau tra I&i va san pham

Tw bai 1 t&i gi®, Claude tra két qua theo hai kiéu. Trong Chat, né viét thang vao
khung trd chuyén. Trong Cowork, né tao file trong thw muc cta ban.

C6 mot kidu thir ba nam gilra hai cai do, goi la artifact.

Artifact la mot khung riéng nam canh khung tré chuyén, chiva thir Claude vira lam
ra: mot bang, mot biéu 6, mot trang web nhd, mot tai liéu dai. N6 khac cau tra 1o
thwong & ba diém:

Cau tra loi thwong Artifact

Nam & dau Lan trong dong trd chuyén Khung riéng bén canh, luén
thay

Stra thé nao Claude viét lai ca doan Stra ngay trong khung, git
nguyén phan con lai

Ban cii Troi mat khi trd chuyén dai | Lwu thanh phién ban, quay
lai dwoc

Dung lai Phai béi den chép ra Tai vé hodc chia sé truc tiép

Diém thir ba dang gia nhat. Khi ban chinh mét bang sé liéu qua nam lwot, artifact git
cé& nam phién ban. Luot thir tw lam hdng thi quay vé lwot thir ba, khéng phai lam lai
to dau.

C6 mot dang artifact déc biét 1a bang diéu khién sé liéu, quen goi la dashboard:
mot trang hién cac con sb quan trong kém biéu d6, mé ra la thay ngay tinh hinh. Day
la phan chinh cla bai nay.
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SUB-AGENTS & LIVE ARTIFACTS TRONG COWORK

Cowork tu chia task phtic tap thanh nhiéu task con (sub-agents) va tao cac Live artifacts dudc cap nhat trong thoi gian thuc.

[ED SUB-AGENTS — CHAY SONG SONG NHIEU TASK CON B) LIVE ARTIFACTS — TAO PHAM SONG

Vi du: Task chinh “Phan tich 100 file PDF hoa don” dugc Cowork chia va xif Iy song song Céc file dugc Cowork tao va tiép tuc cap nhat trong théi gian thuc.

t = Phan tich 100 file PDF hoa don Céc tao phdm dang dugc cap nhit
Trich xusit: Ngay « Nha cung cép - S6 tién - Loai chi phi + Newtask
. Rt B Bashiaaid dogni i (= e mi gié) ]
7777777 R Cap nhdt 14 cud: 10:00 SA » Bang chay
""""" 9 o @ Scheduled
v A4 vL - ( a TONG DOANH THU DON HANG KHACH HANG MOI
A Live artifacts
2,450,000,000 ¢ 1,250 320

& Dispatch (Beta)

G SUB-AGENT 1 O SUB-AGENT 2 SUB-AGENT 3 G SUB-AGENT 4

+12.5% s0voi hém qua A +8.3% 50 v6i hom qua +15.4% 50 v6i hom qua

@ Customize

Doc va trich xust

Doc va trich xust

Boc va trich xuat

Boc va trich xuat

Doanh thu 7 ngiy gén nhit Ngudn doanh thu
tir file 1- 25 tir file 26 - 50 ti file 5175 tir file 76 - 100
RECENTS
2 ® SinphmA 40%
B 25files B 25files B3 25files B 25files [ Phantich hoa don T 258 Sl i B 30
85% 72% 68% == 61% Bdo cdo doanh thu Q3 Beth ® SinphimC 20%
B
® Dang chay ® Dang chay ® Dang chay ® Bang chay Dashboard KP1 ban hang Knde 10%
Xem tét ca. o
25/05 26005 2/05 28/05 29/05 3005 3105
> Bao cdo nht ky hé théng =z
b TONG HGP KET QUA = Capnh3tlincusi 10:0554 e Dang chay
Cowork tong hop két qua tir 4 sub-agent
@  Trangwebtheodsi dy én 2
Tao bao cdo t8ng hop va file Excel = Capnhitisn cusi: 10:025A e Dang chay
LOIicH @ ViDULIVE ARTIFACTS

4, Nhachay song song, task 100 file khing mét g&p 100 Ian thai gian so vai 1 file — - Dashboard tu ¢3p nhat doanh thu mdi gig

©6 thé chi mat 4-5 Ian thai gian.

- File bao c40 nhat ky, mi ngay thém dong méi
- Trang web local hién thi thong tin real-time

LUu Y
Tinh nang sub-agents va live artifacts van dang phat trién. Giao dién va tén goi cé thé thay ddi trong cac phién ban sp téi.

7.2 Chuan bi div liéu

r 2 Y

Bai nay dung sb liéu ban da x& ly & bai 6, cong thém mét file mai:

File Bén trong c6 gi

Bang-luong-thang.xlsx Bang lvong ban tao & bai 6

Bay trang tinh theo ddi ba loai nguyén vat
liéu: keo dinh, da PU, phu kién

Thong ke kho.xlIsx

Link tai file théng ké kho: Bang va s6 quan Iy kho

Néu ban da lam bai tap tw 1am cta bai 2 thi file nay d& ndm sén trong thu muc
CLAUDE-VAN-PHONG.

Bai nay dung bdn trang tinh: Tén kho PK cho sb dw diu ky, Bang ké nhap va Bang
ké xuat cho phat sinh trong ky, Danh muc dé tra tén va don vj tinh theo ma vat tw.
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c %2 | docs.google comispreadsheets/d/1hY4B laitBROBEofiBkAtv-BqwecHIBwoq CbFeElSbM/editTgid=2135849853 4 gid =2135849853

@ doanhthu_thang?l & & &
Tép Chinhsida Xem Dirligu  Cong cy Trg giup

Q & @~ wok -~ @& Chixem

Al - Mgy
A e c o E F <] H 1

1 San pham Khu vure Kénh ban | S0 lwong | Bon gid (VNBD) Doanh thu (VNB) | Chi phi (VNB) | Loi nhudn (VND)
¥ 2025-11-02 | Vay cong s0r Hai Phong  Shopee 2 520.000 1.040.000 637.458 402 542
12 2025-11-03 | Tii xach Hai Phong  Website 1] 1.250.000 7.500.000 1528 428 3.571572
13 2025-11-03 | Ao thun nam D4 Ning Cira hang 4 160.000 720.000 457.582 262418
4 2025-11-03 |Tui xach Cén The Shopee 2 1.250.000 2.500.000 1.113.352 1.386 648
15 2025-1103 |Toi xach TRHCM Shopee [} 1.250.000 7.500.000 3.966.453 4.233.547
2025-11-03 | Gty sneaker Ha Nai TikTok Shop 5 £00.000 4.450.000 2.952.565 1.497 435
T 20251103 Ao khodc TRHCM Lazada 4 680.000 2.720.000 1.381.61 1.338 380
18 2025-1103 | Gidy sneaker i Ning Cira hang 4 890,000 3.560.000 2217.1 1.342.459
9 P025-11-04 |Tii xdch Cén Tho Shopee [ 1.250.000 7.500.000 3,040,641 4.450.350
£ 2025-11-04 Ao khode TPHCM Lazada [ £80.000 4.080.000 2079.017 2.000.983
1 2025-11-04 | Gidy sneaker TRHCM Shopee a £00.000 7.120.000 4371416 2.748.584
= 2025-11-05 | Ao khode Hal Phong  Lazada 5 BB0.000 3.400.000 1.903.250 1.496.741
2 2005-11-05 |y etng s TRHCM Wetsite [} £20.000 3.120.000 1812572 1.307 428
¥ 2025-11-05 | Ao thun nam Ha Mai Website 1 180.000 180.000 110.284 50.706
25 2025-11-05 | Tal xach Hai Phong | Cira hang T 1.250.000 8.750.000 3.836.6T1 4.913.320
# 20251105 | Ao khodc Hai Phong  Shopee ] £80.000 5.440.000 3.085.066 2.354 934
T 2025-11-05 | Tiixach Ha Mg TikTok Shop 1 1.250.000 1.250.000 503.859 656.141
28 2025-11-05 | Tai xach Ha N Shopee ] 1.250.000 7.500.000 3.326.073 4.173.927
¥ 20251108 | Ao thun nam Héi Phong | Website 5 180.000 200.000 540.691 358.309
3 2025-11-068 | Ao thun nam Hai Phong  TikTok Shop 5 180.000 200.000 512.901 387.099
" 2025-11-06 | Qudn jean Hal Phong  TikTok Shop 3 450.000 1.350.000 756.996 551.004
2 20251108 | Ao khose Chn The Cira hang B 680.000 4.080.000 1.963.242 2.116.758
20251108 | Qudn jean TRHCM Cira hang 5 450.000 2.250.000 1.179.196 1.070.804
o 2025-11-06 | Ao khodc Ha Ndi Lazada 2 B60.000 1.360.000 750179 609821
3 20251107 | Toi xach TRHCM Lazada 3 1.250.000 1.750.000 1855068 1.894 832
3 20251107 | Ao thun nir Hai Phong | TikTok Shop 5 175.000 B75.000 535.774 330.226
n 2025-11-07 | Ao thun nir B4 Ning Lazada 4 175.000 700.000 468.660 231.340
(i £00.000 5.340.000 3445083 1.884 807

B 20251107 | Gidy sneaker ChnThe  TikTok Shop

= DoanhThu T11 =

D@ ligu dau vao trudce khi dung béng diéu khién

7.3 Thwe hanh: tao artifact dau tién

Bat dau bang mét artifact don gian dé lam quen. M& thé Chat, tai file bang lwong 1én
roi go:

VIEC: Lap bang tém tat quy luong theo bd phan

NGUON: File bang luong toi vira guri

KET QUA: Mét bang gém bd phan, s6 ngudi, téng quy luong, luong binh quan,

ty trong phan tram trén téng quy

LUU Y: Trinh b3y thanh artifact dé t6i chinh tiép; sap x&p theo quy luong

giam dan
Ban sé thay: Mot khung méi mé ra bén phai man hinh chira bang vira 1ap, tach khoi
dong tro chuyén.

Gid thtr diéu lam nén gia tri cta artifact. G6 tiép mdt cau chinh:
Thém c6t chénh léch so véi bé phan cé quy luong cao nhat.

Claude stra ngay trong khung dé, khong viét lai ca bang vao dong tro chuyén. O
goéc khung cé chd xem lai cac phién ban truwé'c, bAm vao la thdy bang luc chwa cé cot
moi.
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Kiém tra: Tdng cot ty trong phai bang 100%. Téng quy lwong phai khé'p véi con s &
bai 6.

7.4 Thwe hanh: dwng bang diéu khién sé liéu

Gi& t&i phan dang gia. Trwdc khi gb cau dang, xem mot cau viét voi hdng thé nao.
Yéu cau chwa tét

Lam dashboard cho téi tu file nay.

Cho héng Claude sé lam gi

Khéng néi xem gi trén dé Bay ra hang chuc biéu do, khéng cai nao tra
I&i cau hdi clia ban

Khong néi ai xem Khong biét nén dé chi tiét hay dé tong quan

Khoéng néi canh bao gi Ban phai tw do xem ché nao bat thudng

Khéng néi dang nao C6 khi ra mét bang dai thay vi trang xem
duwoc

Mét bang diéu khién tét tra 161 dwoc cau hdi "tinh hinh ¢é gi dang lo khéng" trong
vong mudi gidy nhin. Mudn vay, ban phai néi rd minh mudn thay gi.

Yéu cau tot

VIEC: Dung bang diéu khién theo ddi tdn kho nguyén vat liéu

NGUON: File Thong ke kho.x1lsx trong thu muc nay

KET QUA: Mot artifact dang trang xem dugc, phan trén 1la cic 6 s6 liéu chinh
gom téng gid tri toén, s6 mat hang dudi mic t6i thiéu, gid tri nhap va xuat
trong ky;

phan dudi 13 biéu dd nhap xudt tén theo ting nguyén vat liéu

LUU Y: Mat hang dudi mirc ton t6i thiéu té6 mau cadnh bdo; sé liéu dinh dang
c6 dau phan cach hang nghin kem don vi tinh cla tirng loai

Ban sé thay: Mot trang hién ra v&i cac 6 sb 16n & trén va biéu d6 & dudi, xem dwoc
ngay trong khung artifact.
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Bang diéu khién véi céc 6 sé liéu va biéu db

Kiém tra: Dbi chiéu véi file gbc theo ba ché:

Ché kiém

Dat la

Don vi tinh

Keo dinh tinh bang lit, da PU bang mét, phu
kién bang bd; khéng tron 1an

Sé ton cubi ky

Bang ton dau ky cdng nhap trir xuat, ty tinh
lai mo6t dong cho chac

Canh bao

Ma&t hang dwéi mire t6i thiéu phai dwoc to
mau, dém xem dung sé lwong khong

7.5 Chinh bang diéu khién qua nhiéu lwot

Bang diéu khién hiém khi vira y ngay 1an dau, va d6 la chuyén binh thworng. Céach

lam la chinh dan bang nhirng cau ngan:

0 téng gia tri tén cho toéi xem thém phan tram thay déi so véi dau ky.

Biéu d6 dang khé doc vi ba loai vat 1iéu khac don vi tinh. Tach thanh ba biéu

dd nhd, mbéi loai mot cai.

Thém mot bang nhd & cubéi liét ké nhitng mat hang can dat mua trong thang téi.

Mbi ot chinh tao mot phién ban méi. Chinh xong thay xau hon luot trwde thi mé
phan phién ban & géc khung, quay lai ban cd.

7.6 Guri két qua cho ngwei khac

Bang diéu khién lam ra dé ngwdi khac xem. Cé ba cach dwa né ra khéi may ban:
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Cach Khi nao dung

Chia sé dwong lién két Ngui xem chi can mé, khéng can cai gi;
hop khi gtvi sép xem nhanh

Tai vé thanh file Can lwu vao hé so, hodc glri kém email cho
ngudi ngoai cong ty

Chup man hinh Chi can dua vao slide hay bao céo giay

Truwdc khi chia s&, hay nhd ndi dung trong dé di theo dworng lién két. Bang lwong
c6 tén va thu nhap tirng ngudi la div liéu nhay cam, chi chia sé trong ndi bd va voi
dung nguwdi cé quyén xem. Véi di li@u nhw vay, tai file vé rbi giri qua ké&nh ndi bd an
toan hon la tao mét dwong lién két.

7.7 Khi nao dung artifact, khi nao xuéat file

Ba noi nhan két qua, mdi noi hop mét viéc:

Ban can Dung

Xem nhanh, chinh vai lwot, chia sé lién Artifact

Nop ho so, lwu triv, gtvi kém email chinh Xuét file Word hodc Excel
thire

Trinh bay trong cuéc hop B0 slide, lam & bai 8

Cung moét bd sbé liéu & bai 6 gio da cho ra hai dang san pham, va bai sau la dang th
ba:

Mot bo sb liéu, ba dang san pham

Béao cao Word

e 5 Bai 6
Guri sep doc ky
Bang s6 liéu Dashboard
i Bai 7
a8 xr Iy Xem nhanh trén man hinh e
Bo slide -
: . ) Bai 8
Trinh bay trong cudc hop
7.8 Ap dung vao nghé cua ban
Nghé Bang diéu khién nén dwng
Nhan sy Quan sb theo bd phan, bién déng vao ra,

quy lwong, hop ddng sap hét han

Ké toan Dong tién vao ra, cdng no’ qua han theo tudi
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Nghé Bang diéu khién nén dwng
ng, chi phi theo khoan muc

Kho van Ton kho theo nhém hang, hang dwéi mirc
toi thieu, vong quay hang ton

Kinh doanh Doanh sb theo nhan vién va theo ving, ty 1&

dat chi tiéu, don hang cho xtr ly

Hanh chinh Tién dd cong viéc theo phong ban, viéc qua
han, lich sy kién trong thang

Chon ba t&i bén con sb ma sép ban hay héi nhat, dwng mot bang diéu khién chi gém
chirng d6. Bang diéu khién it s ma dung sbé can thi hiru ich hon han mét trang day
biéu d6 khéng ai doc.

7.9 Bai tap tw lam

Bang diéu khién trong bai theo déi nhap xuét ton. Bai tap nay dwng mot bang khac,
nhin tt goc tén kho.

File can dung: Thong ke kho.xlIsx, van file quen thudc. Lan nay nhin tir goc khac:
bang diéu khién trong bai tra I&i cau hdi ky nay nhap xuét bao nhiéu, con bai tap nay
trd |&i cau héi thang t&i can mua gi.

Dé bai: Dung bang diéu khién tén kho phuc vu cudc hop dat hang dau thang, giup
ngudi xem tra I&i ngay dwoc cau hdi thang nay can mua bd sung nhirng gi.

Gei y: nghi truvdc ba téi bdn con sé ma ngwdi phu trach mua hang can thay dau tién,

rdi méi viét yéu cau. Bang diéu khién it sb ma dung sb can thi hivu ich hon mét trang
day biéu db.

Pat khi:

Chd kiém Pat la

Cau héi chinh Nhin mu®i gidy 1a biét mat hang nao can
mua bod sung

Canh bao Hang dwdi mirc ton tdi thiéu dwoc td mau
rieng

Pon vi tinh M6i nhém hang gilr dung don vi ctia no,
khéng trén lan

Kiém chéo Téng gia tri tdn khép véi bang ké gbe

Prompt mau: hay tw viét yéu cau ctia minh trwéc, chay thir, kiém theo bang trén.
Xong réi méi déi chiéu véi mau dudi day d& xem minh con thiéu rang budc nao.
VIE;: Dung bang diéu khién ton kho phuc vu cudc hop dat hang dau thang
NGUON: File Thong ke kho.xlsx, cac trang Toén kho DK, Bang k& nhap, Bang ké xuat

KET QUA: Mot artifact dang trang xem dugc; phan trén 1a bén 6 s6 liéu chinh gom
téng
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gid tri tén cudi ky, sé mat hang can mua bd sung, gid tri nhdp va gid tri xuit
trong ky;

phan duéi 1la bang liét ké ting vat tu kém ton cudi ky va mirc can mua

LUU Y: Ngudi xem 13 trudng phong mua hang; vat tu ndo cé tén cubi ky thip hon
murc

xudt binh quan mdét thang thi té mau canh bdo va x&p lén dau bang; mdi vat tu
gilr dung

don vi tinh cta né

Tom tat bai

Artifact Ia khung riéng canh khung trd chuyén, stva dwoc nhiéu lwot va gilr lai
phién ban cii

Bang diéu khién la dang artifact tra 1&i cau hdi "cd gi dang lo khéng" trong muwdi
giay
Mudbn bang diéu khién hiru ich thi phai néi rd xem gi, ai xem, canh bao gi

Kiém bang cach tu tinh lai mot dong va soi don vi tinh cda ting loai

Chinh dan qua nhiéu lwot, héng thi quay vé phién ban trudc

D@ liéu nhay cdm nhw bang lwong thi tai file glri ndi bd, dirng tao dwdng lién két
chia sé
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BAI 8: SLIDE VA TAI LIEU TRINH BAY

Muc tiéu bai hoc:
- Hiéu vi sao slide khac bao cdo va khéng thé chép bao cao vao slide

Dwng dwoc bo slide hop giao ban tir sb liéu da xt ly

Biét néi rd déi twong nghe va thoi lwong dé slide ding trong tam
Kiém va chinh bo slide trwdc khi mang di hop

Chuén bj phan néi kém theo tirng slide

8.1 Slide khéng phai bao cao thu nho
O bai 6 ban c6 bao cao Word, bai 7 cé bang diéu khién. Gi® t¢i dang thi ba: bo
slide dé ding néi trwdc phong hop.

Nhiéu ngwdi nght 1am slide 1a chép bao céo vao PowerPoint rdi thu nhé chir. Két qua
la nhirng trang chi chit chir ma ngudi ngdi dudi khéng doc ndi, con ngwdi trinh bay
thi quay Iwng lai doc slide.

Ly do & hai th&r nay phuc vy hai tinh huéng khac nhau:

Bao cao Slide
Nguwdoi ta tiép nhan thé nao | Ngdi doc, doc lai dwoc Nhin thoang vai giay trong
luc nghe ban noi
Chwra gi Day da sb liéu va dién gidi | Y chinh, s6 then chdt, mot
hinh
Ai la nhan vat chinh Ban bao cao Ban, slide chi la phan dém
Chi tiét dé dau Ngay trong bai Trong phan néi va phu luc
BAO CAO SLIDE
Ngudi ta ngdi doc, Nhin thoang vai giay
doc lai duoc trong ltc nghe ban noi
Pay du sé liéu Y chinh, sé then chét,
va dién gidi mét hinh
Nhan vat chinh la Nhan vat chinh Ia BAN,
ban bao céo slide chi la phan dém
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Nam dwoc didu nay thi I&i yéu ciu giri Claude ciing khac han: ban khéng xin
“chuyén b&o céo thanh slide", ma xin "rit s liéu nay thanh bé slide cho budi hop kéo
dai mwoi lam phuat".

8.2 Ba cau phai tra loi trwdre khi lam slide

Cung modt bd sé liéu, glri cho ba nhém nguwdi nghe khac nhau thi ra ba bd slide khac
nhau. Truwdc khi gd yéu ciu, tw tra 10 ba cau:

Ai nghe. Ban giam déc can thay téng thé va van dé can quyét. Trwdng bd phan can
thay phan cGa minh chi tiét hon. Toan thé nhan vién can thay théng tin lién quan t&i
ho.

Néi trong bao lau. Mu®i 1am phut thi tdi da tam téi mwoi slide. Nhéi hai muwoi slide
vao muoi 1am phuat nghia 1a lwét qua, khéng ai kip hiéu gi.

Muén ngw®i nghe 1am gi sau d6. Duyét mot dé xuat? Biét mot thong tin? Quyét
mot phwong an? Slide cudi phai dan t&i dung chd do.

Ba cau nay chinh la phan ban sé dién vao yéu cau.

8.3 Thwc hanh: dwng b6 slide hop giao ban

Dung lai sé liéu lwong & bai 6. Trwdc khi gd cau dung, xem modt cau viét voi hong thé
nao.
Yéu cau chwa tét

Lam slide tuw bdo cao luong nay.

Ché héng Claude sé lam gi

Khéng ndi ai nghe Ra bo slide chung chung, khéng nham ai

Khéng n6i bao nhiéu slide Dwng hai mwoi trang, hop mw&i lam phut
khoéng kip

Khéng néi méi trang bao nhiéu chi Bé nguyén doan van cla bao cao vao slide

Khéng noéi mudn két thuc & dau Slide cuédi la "Cam on da lang nghe", khéng
dan t&i quyét dinh gi

Yéu cau tot

VIEC: Dung bd slide bdo cdo luong thang cho cudc hop giao ban

NGUON: File Bang-luong-thang.xlsx va bdo cdo Word da lam & bai trudc;

dung skill tao-slide

KET QUA: File PowerPoint trong thu muc lam viéc, 8 slide, gom trang tiéu de,
téng quan quy luong, phan b theo bd phan kém bidu d6, co cdu cac khoan khau
tru,

cac diém can luu y, va trang dé xudt cudi

LUU Y: Ngudi nghe 1a ban giam déc, trinh bay trong 15 phit; mdi slide t&i da
5 dong chit, méi dong dudi 12 tuU; s& liéu dé trong bang hoidc biéu dd chi khéng
viét thanh cau; trang cudi néu 2 dé xuat can ban giadm d6c quyét
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Ba rang buéc trong phan LUU Y dang dé vy, vi ching chinh la ba cau & muc 8.2 da
duwoc viét thanh 16i: ngwdi nghe 1a ai, dai bao 1au, va két thuc & dau.

Rang budc "méi slide tbi da 5 dong, mdi dong dwéi 12 t&" nghe khd khan nhung rét
hiéu qua. N6 ép ca Claude 14n ban phai chon y nao dang |én slide, thay vi bé hét vao.
8.4 Kiém bd slide trwé'c khi mang di hop

M& file PowerPoint vira tao va soi nam ché:

Ch6 kiém Pat la

S6 slide Bung 8, khéng phai 15

Lwong chi mbi trang Doc lwét ba gidy la nam dwoc y, khong phai
doan van

Sé liéu Khép véi bang lwong & bai 6, nhat 1a téng
quy lvong

Biéu dd Nhin & khoang cach xa van doc dwoc nhan
va con sO

Trang cudi C6 dé xuat cu thé dé ban giam doc quyét,
khéng phai I&i cam on suéng

Ché thir hai kiém badng mét meo don gidn: diePng cach man hinh hai mét réi nhin.
DPoc khéng ndi chi¥ ndo nghia la slide dé chwa dung dwoc trong phong hop.

Chuwa dat thi néi lai, méi lan mét chuyén:

Slide 3 dang qua nhidu chir. Rit con 4 gach dau dong, mdi dong dudi 12 tur,

phan dién gidi chuyén xuéng ghi chid cla ngudi trinh bay.

Biéu dd6 & slide 4 chit qua nhd. Tang c& chit nhan va bé bét cac muc nhd dudi 5%,
gop lai thanh muc Khac.

8.5 Chuan bi phan néi

Slide chi la phdn dém, nhan vat chinh la ban. Nhwng ding trwdc phong hop ma quén
méat dinh noi gi & trang thi tw thi slide dep cling vé ich.

Nh& Claude soan phan néi kém theo:

VIE;: Soan phan ghi chud cho ngudi trinh bay, kem theo tirng slide

NGUON: Bo slide vira tao

KET QUA: M6i slide mét doan ghi chi khoang 3 téi 4 ciu, du dé néi trong

khodang mot phut rudi

LUU Y: Viét theo 16i néi chuyén, khéng phadi van viét; néu trudc nhitng cdu héi

ban gidm d6c c6 thé hdéi & mdi trang va ggi y cach trd 1oi
Phan cubi clia yéu cau la thir dang gia nhat. Biét trwdc sép sé héi gi & slide nao, va
c6 san con sb6 dé tra 16i, d6 1a khac biét gitka mot budi bao cao tréi chay va mot budi
lung tung.
Kiém tra: Doc thtr ghi chl ctia moét slide, bAm déng hd. Néu doc mat hon hai phut thi
ghi chu d6 dai qua so v&i thdi lweng, néi lai cho Claude rat ngan.




DPao Tao Al Sao Viét

8.6 Ap dung vao nghé cua ban

www.tinhocsaoviet.com

Nghé Bo slide hay phai lam

Nhan sy Bao cao nhan sw quy, ké hoach tuyén dung,
pho bién quy dinh maéi

Ké toan Bao cao tai chinh thang, tinh hinh cbng ng,
giai trinh chi phi

Kho van Bao cao tdn kho, dé xuat mua bd sung,
phéan tich hao hut

Kinh doanh Béao cao doanh sb, ké hoach quy, ho so
nang lwc gri khach

Hanh chinh So két cong viéc, pho bién quy trinh, tai liéu
dao tao ndi bd

Vi bo slide ndo cling vay, ba cau & muc 8.2 phai tra I&i trwdc khi g yéu cau. Slide
hdng gan nhw ludn vi bd qua ba cau doé chir khéng phai vi thiéu k§ nang thiét ké.

8.7 Bai tap tw lam

Bé slide trong bai bao cédo vé lwong. Bai tap nay bao céo vé kho, cho mét nhém

ngudi nghe khac.

Dé bai: T bang diéu khién ton kho ban dwng & bai 7, lam bd slide dé xuat ké& hoach
mua hang thang téi, trinh bay trong cudéc hop mwoi phut véi tredng phdng mua hang

va ké toan trudng.

Goi y: tra 16i ba cau & muc 8.2 trwdc khi gd yéu cau. Cha y ngwdi nghe 1an nay khac
ban giam dbc: ho can con s6 chi tiét hon dé quyét mua bao nhiéu, ch&» khéng chi can

blrc tranh téng thé.

Dat khi:
Ch6 kiém Pat la
S6 slide Phu hop véi mwéi phat, khodng nam téi
sau trang
Trang cudi Néu ré dé xuat mua gi, sb lwong bao nhiéu,
dé ngwoi nghe quyét
Sé liéu Khop véi bang diéu khién & bai 7

Poc xa hai mét

Van doc dwoc chir va s trén moi trang

Prompt mau: hay tw viét yéu cau clia minh trwdc, chay thir, kiém theo bang trén.
Xong roi m&i dbi chiéu voi mau dwdi day dé xem minh con thiéu rang budc nao.

VIE;: Dung bo slide dé xuat ké hoach mua hang thang tdi
NQUON: Bang diéu khién toén kho d3 dung & bai 7; dung skill tao-slide
KET QUA: File PowerPoint trong thu muc lam viéc, 6 slide, gbm trang tiéu de,

tinh hinh
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tén kho hién tai, cac mat hang can mua bd sung kém sé lugng dé xudt, udc tinh
chi phi,

va trang chot dé xuat

LUU Y: Ngudi nghe 13 trudng phong mua hang va k& toan trudng, trinh bay trong
10 phut;

ho can con s6 chi tiét dé quyét mua bao nhiéu; mbéi slide t6i da 5 dong chir;
trang cudi

néu ré mua gi, s6 lugng bao nhiéu, hét bao nhiéu tién

Tém tat bai

- Slide khéng phai bao céo thu nhd; bao cao dé doc, slide dé& nhin thoang trong ltc
nghe ban noi

- Trwéc khi lam phai tra & ba cau: ai nghe, néi bao 1au, muén ho lam gi sau dé

- Rang budc sb slide va sé dong mbi slide ép ca ban Ian Claude phai chon y dang
Ién

- Kiém bang cach dirng cach man hinh hai mét, doc khéng ndi la chwa dung duoc

- Trang cudi néu dé xuét can quyét, khéng phai & cdm on sudng

- Nho& Claude soan ludn phan ghi chi kém dw doan cau hdi clia ngudi nghe
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BAI 9: NOI CLAUDE V&I D LIEU CUA BAN

Muc tiéu bai hoc:
Hiéu connector |a gi va gidi quyét dwoc néi khd nao

Néi dwoc Claude véi Gmail, Google Drive va Lich

DPoc ky man cép quyén va biét minh dang cho phép nhirng gi

Giao viéc chay qua nhiéu ngudn di liéu cung luc

Biét plugin la gi va khac connector ra sao

9.1 Noi khé cua viéc tai lén roi tai xuéng
Subt tdm bai qua, mbi 1an can di liéu ban déu lam mot viéc: tai file vé may, chép vao
thw muc lam viéc, rdi giao cho Claude.

Vé&i nhirng file ndm s&n trong may thi khéng sao. Nhwng phan I&n di¥ liéu céng viéc
ngay nay khéng nam trong may ban. Bao cao phong ban gt¥i qua email. File chung
dé trén Google Drive. Lich hop nam trong Lich. Mudn Claude doc ching, ban phai tai
tirng cai vé, va lam lai dung vay vao thang sau.

Connector 14 cau ndi gitra Claude va nhirng dich vu d6. Néi mét 1an, tiv d6 Claude
doc thang di¥ liéu tai chd, ban khai tai 1én tai xudng niva.

Chwa c6 connector C6 connector
LAy file trén Drive Tai vé may roi tai Ién Claude | Claude doc thang trén Drive
Téng hop email Mé& tirng email, chép noi Claude tu tim va doc cac
dung email lién quan
Xem lich hop M& Lich, go lai théng tin Claude tw doc lich
Lam lai thang sau Lap lai toan bd Chi giao viéc, di¥ liéu tw lay

9.2 Ba dich vu dang néi trwéc

Claude ndi dwoc véi nhiéu dich vu. V&i cong viéc van phong, ba cai sau dang ndi
trwde tién:

Dich vu Dung dé

Gmail Tim va doc email theo chi dé, tdng hop
phan héi, soan thw tra 16i

Google Drive Poc file dung chung ma khéng can tai vé

Google Calendar Xem lich hop, chuan bj tai liéu trwédc cudc
hop

Toan bd quy trinh ndi tém trong so d6 sau:
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——¢ Quy trinh két néi Gmail -—

Céc budc két ndi Gmail trong Claude / Cowork

— N
O rCmma e gy T s s % g o, Y et RS
T s Conmectors a+
el [T | <o . 3 s iz
© Gadenrme s
ot @ it e
— . . ——
s - foc Cheon tai khoan
P
i v o e s
senas mansgumar - —————
E aige e

0 Step 1: M& Customize tir sidebar

, Trong giao dién Claude / Cowork, nhap vao Customize ¢ thanh bén
trai.

Ban dang déng nhéap lai vao
Claude for Gmail

© sonmmmsicn -

b i By b G

o Step 4: B4m Tiép tuc dé déng nhép lai

Xac nhn dling nhap 1ai tai khodn Google bing cach nhan Tigp tuc.

e Step 2: Chon Connectors —> Gmail — Connect

Vao Connectors (1), chon Gmail (2) va nhdn Connect (3).

LApSSSp—

[,

*

Claude for Gmail mugn c&
quyén truy cdp vao Tai khoan
Google clia ban

[ ]

o e o O G b

e o wwn | |

o Step 5: Cho phép quyén truy cap Gmail

. Xem thdng tin quyén truy cap va bam Tiép tuc dé cdp quyén.

O re———

T Waegm e

S

o Step 3: Chon tai khoén Google

. Chon tai khodn Google ban mun ding dé ket néi vei Claude.

Connected

e Step 6: Hoan tat va md lai desktop app

K&t néi thanh cong! Nhin Open desktop app dé quay lai
(ng dung Claude va bit diu sir dung.

| o Sau khi hoan tat, Gmail sé dugc két néi vdi Claude dé sir dung trong Connectors.

9.3 Thwe hanh: néi Gmail

Bwéc 1. Mé trang quan ly. Vao Customize ro

by
A

liét ké cac connector dang cé.

i chon muc Connectors. Man hinh

-3
=

S

Trang 65
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= [ B &
« Customize

B Skills Connectors Q |+
g5 Connectors W N
Personal plugins + @ canva
£ Product management @ Cryptocom
£ Productivity £ Google Drive
Organization plugins -+ O Mermaid Chart
Plugins that are managed by your

org will appear here. v Desktop {@}

] Claudein Chrome INCLUDED

B pdf-viewer

Trang quan ly connector

Bwéc 2. Chon dich vu. BAm nat thém, mét danh muc hién ra véi cac dich vu nbi
duwoc.

=) Trang 66

€
&
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| 4
Directory X
T Skills Q. search connectors...
=
& Comnectors Anthropic & Partners Filterby  ~ Sortby
£ Plugins
Available to your team ;

Canva

#4 popular

Search, create, autofill, and export Canva designs

Gmail
#2 popular

M

Draft replies, summarize threads, & search your inbox

@ Notion
#6 popular

@

+

+

Connect your Notion workspace to search, update, and

power workflows across tools

#. monday.com 3 interactive

+

Manage projects, boards, and workflows in monday.com

mm Microsoft 365 2,
LB #8 popular

Access your company’s SharePoint, OneDrive, Outlook,
and Teams directly in Claude

& Google Drive o
Most popular

Search, read, and upload files instantly

B Google Calendar 4
#3 popular
Manage your schedule and coordinate meetings
effortiessly
. Supabase +

Manage databases, authentication, and storage

Danh muc céc dich vu néi duwoc

Tim dong Gmail rdi bAm Connect.

Trang 67
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r
Directory

= Skills Q. search connectors...

0 ectol
B¢ Conn & Anthropic & Partners

£% Plugins

Available to your team

#4 popular

Search, create, autofill, and export Canva designs

Canva &

M Gmail +

#2 popular

Draft replies, summarize threads, & search your inbox

@ Notion £

#6 popular

Connect your Notion workspace to search, update, and
power workflows across tools

#. monday.com 3 interactive —+

Manage projects, boards, and workflows in monday.com

Filter by Sort by v

-

mm Microsoft 365 L
u #8 popular

Access your company’s SharePoint, OneDrive, Outlook,
and Teams directly in Claude

& Google Drive o
Most popular

Search, read, and upload files instantly

B Google Calendar 4
#3 popular
Manage your schedule and coordinate meetings
effortiessly
. Supabase +

Manage databases, authentication, and storage

Chon Gmail trong danh sach

Buwéc 3. Pang nhap Google. Trinh duyét mé ra trang dang nhap cia Google. Chon

dung tai khoan ban muén Claude doc email.

G Dang nhap bang Google

%

Ban dang dang nhap lai vao
Claude for Google Drive

(@ rrratogmaiioon <)

Tiéng Viet ~

Xem Chinh sach quyén riéng tu va Biéu khoan dich vu ctia Claude for Google
Drive dé hiéu cach Claude for Google Drive s& xUf ly va bao vé dif liéu cla ban.

Néu bt cif lic nao ban mudn thyc hién thay déi, hay truy cap Tai khoan
Google cua ban.

Tim hiéu thém vé tinh nang Pang nhap bang Google.

h \ P .
Huy ) { Tiép tuc )

Trg gidp Quyén riéng tu Diéu khoan

Déang nhap tai khoan Google

Bwéc 4. Poc kj man cap quyén. Day la buwéc quan trong nhét va ciing la buéc hay

bi bAm voi.

&2
-V
je )

Trang 68
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n

B skils Connectors Q + & Google Drive Disconnect

® cama contents, upload new files, and analyze your data. Claude can find specific documents even when you don't

e ides, and PDFs, and upload files directly to your Drive. Useful for finding project notes, extracting data from
@ Cryptocom r Drive.
M Gmail

[ Google Calendar

Read-only tool; Custom

& GoogleDrive

O Mermaid Chart download._file_content ol
@ get file_metadata S

(0 Claudein Chrome Wctwoen

R pdf-viewer
@
d_f ©
h ®
Write/delete tools @ Needs approval
@ema e ®
te_fi ) ® S
=

Man hinh liét ké cac quyén Claude xin
Google liét ké tirng quyén ma Claude xin: doc email, soan thw nhap, gt thw. Doc hét
danh sach réi méi bAm déng y.
Hai diéu nén can nhéc trudc khi bam:

Chon duang tai khoan. Néu ban c¢6 tai khodn ca nhan va tai khoan céng ty, hay nght
xem mudn Claude doc hdp thw nao. Nbi nhdm tai khodn ca nhan vao viéc cong ty la
chuyén phién phurc.
Hiéu pham vi. Cho phép doc email nghia Ia Claude doc dwgc moi email trong hop
thw do, khéng riéng nhirng email ban dinh cho né xem. V&i hp thw chira théng tin
nhay cdm, hay can nhc dung mét tai khoan riéng cho céng viéc véi Al.
Kiém tra: Quay lai trang Connectors, dong Gmail phai hién trang thai da két néi. Thir
ngay bang mét cau:

Liét ké 5 email gan nhat trong hop thu cla téi, chi can tiéu dé va nguoi gui.

Claude tra vé dung danh séach la cau nbi da thong.
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= o
« Customize
B s«ils Connectors + ™M Gmail Disconnect
8 Connectors
@) caa Connect Gmalil to C! quickly find important I long Claude can search through your messages, read entire email threads to give you context, and
B . help you stay on top of your inbox. Perfect for finding that message you remember sending, catching up on email chains you missed, or preparing for meetings.
& Product management @ Cryptocom
Tool permissions
& Productivity ™M Gmall R
B Google Calendar Read-only tools 3 @ Always allow
& Google Drive
Retrieves a specific emall thread from the authenticated user's Gmail account Q®
© Mermald Chart
Lists user labels. @® ¢
@ Claudein Chrome IcLuoeo Searches for emall threads from the authenticated user's Gmail account. @ ® ¢
df-viewer
LI Write/delete tools 9 @ Needs approval
X Creates a new draft emall in the authenticated user's Gmail account. ® ©
® CBinsight Creates anew label ® ©
Deletesa label ®
te
® Gamma Adds labels to a message. ®
| «. T
Adds labels to a thread. ) @
il
Lists draft emails from the authenticated user's Gmail account ) ®
<Y
Removes labels from a message. ) ©
@ Notion Removes labels from a thread o ®
S
Modifies an existing label. °0®

Két quad doc email

9.4 Nbi Google Drive va Lich

Hai dich vu con lai ndi theo dung bén bwérc trén, chi khac & buédc chon dich vu. Véi
Drive chon Google Drive, v&i Lich chon Google Calendar.

Kiém tra Drive:

Tim trong Drive cla t6i cac file cé chitr "bao cao" trong tén, liét ké tén file

va ngay slra gan nhat.

Kiém tra Lich:

Tuan nay téi co6 nhitng cubéc hop nao? Liét ké theo ngay, kem gio va tén cudc hop.
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= Db Q <« =] - o X
An Ph company response v/ i} Progress 50f5 >
o)) §= Cowork
+ New task Working folder O ov
© Projects T6i x4c nhan chon khung gis Sang T6 ngay 12/06/2026.
- e o e o . f» BaoCao_TuVan_AnPhu.pdf
© Scheduled Hay tao Calendar event ca nhan tén: Hop tu van giai phap Al - An Phu.
@ Live artifacts Thai lugng: 45 phut.

£ create_report.py
M ta lich gdm:

1. Myc tiéu cuge hop.
2. Tai lidu can chudn bi. Context v
3. Ngugi phy trach ndi bo.

H Dispatch Beta

& Customize

L . - - Connectors
4. 3 cau hoi can hoi An Phu trong buéi trao déi.
® Baocaotuanthusaulc 1new Khéng thém email ngudi lién hé vao attendee & budc nay. Khdng gui 16i mai. I Google Calendar
% & Google Drive
AnPhU company response
. " ™M Gmail
Calendar event Friday June | Loaded tools, used Google Calendar integration >
An Phu company response Pi tao thanh cong Calendar event c4 nhan. Tom tit: skills
Minh Long Retail email analy - e } .
Hop tw vén giai phap AI- An Phu B pdf
Enterprise Al training sales
Enterprise Al training sales o Thoi gian: Thi Sau 12/06/2026 - 9:00 - 9:45 (GMT+7)
Weekly business report ¢ Nhic nhé: popup 30 phtit truse
Weekly business report « Khong cé attendee nao dwoc thém vao
Project Instructions guide o MO ta dy du gdm: muc tiéu, 4 tai liéu cAn chuin bi, nguoi phu trach (can dién tén), va3
Project file inventory check cu hoi cho An Ph.

Project file inventory check R R R
1. Con1diém can bé sung: Tén nguoi phu trdch ndi bd trong md ta lich hién dé trong [Can

Weekly meeting report S -, . .
dien] — anh cho biét d¢ tdi cap nhat, hodc anh ¢ thé ty sira truc tiép trong Calendar.

Customer tracker dashboarc
Weekly work report assistan Coe
Weekly work report assistan

Claude tools by job role

Service comparison survey Write a message...

Customer status tracker das 4 © Ask v

e

K khal - Projecticares - ;
Claude is Al and can make mistakes. Please double-check responses.

Két qua doc lich

9.5 Thwe hanh: giao viéc chay qua nhiéu nguén

Day la Iuc connector phat huy hét gia tri. Trwéc khi gd cau dung, xem mot cau viét
vdi héng thé nao.

Yéu cau chwa tét

Chuadn bi tai 1liéu cho cudc hop tuan sau giup toéi.

Cho héng Claude sé lam gi

Khéng néi cudc hop nao Khéng biét tim trong lich ngay nao, cha dé
gi

Khéng néi lay tai liéu & dau Khéng biét tim trong Drive hay trong email
Khéng néi can chuan bi gi Ra moét doan van chung chung, khéng dung
dwoc

Khong néi két qua dé dau Tra |&i trong khung chat roi théi

Yéu cau tot

VIEC: Chudn bi tai 1liéu cho cudc hop giao ban tuan téi

NGUON: Lich cla toi dé tim cudc hop va thoi gian; Drive dé tim cdc bdo cdo
bd phan glri trong thang; Gmail dé tim email 1ién quan t&i néi dung hop

KET QUA: Mot ban tém tat gom thoi gian va thanh phan cudc hop, danh sach tai
liéu lién quan kém dudng dan, va ba diém dang chd y rut tir cic bado cdo

LUU Y: Chi 13y t3i 1iéu trong vong 30 ngdy gan nhat; néu khéng tim thiy tai
liéu

nao cho mét muc thi ghi rd la chua cé, dirng suy doan

Claude lan lwvot doc lich, tim trén Drive, quét email, rbi ghép lai thanh mét ban tém tat.
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= o Q ¢« o - o x

An Phu company response v

o 4= Cowork & Baocao tuvan anphu - PDF & GoogleDrive v O X
+ New task © Email dd dung L L ~ ~ ’

& Projects o i R ) OBAO CAO TU VAN - CONG TY AN PHU

Q@ Scheduled 2 Thread (CERRERRREY 1160 A& fidn Phii] Y8 cA e lich ay lap: 10/06/2026 | Ngui phu trach: Trung tam Dao tao Tin hoc Sao Viét

& Liveartifacts
@ Dispatch Beta

& Customize

® Baocaotuanthusaul. 1new

Recents i
An Ph company response
Calendar event Friday June 1
An Phu company response
Minh Long Retail email analy:
Enterprise Al training sales
Enterprise Al training sales
Weekly business report
Weekly business report
Project Instructions guide
Project file inventory check
Project file inventory check
Weekly meeting report
Customer tracker dashboarc
Weekly work report assistan:
Weekly work report assistan:
Claude tools by job role
Service comparison survey

Customer status tracker das:

tur van chuong trinh dao tao Al tir tuankietchannal@gmail.com
(Nguyén Hoang Anh), ngay 09/06/2026.
¢ Luuy: Trong thread da cé san 1 draft phan hoi (ID:
19ead70f39002e25 ) - chua gii, c6 ndi dung dé xuat lich sang T6
va béo gia tir Drive.

Tai li¢u Drive da doc

® HoSo_KhachHang_AnPhu.docx -hd sokhéach hang day du

e Email_YeuCau_Hop_CongTyAnPhu.txt -ban saoemail gbc 06/06

e BaoGia_DichVu_DaoTaoAI.docx —bdo gid 14tr + 3tr tity chinh

e DeXuat_ChuongTrinh_DaoTaoAI.pdf -d@ xutchwong trinh 2 budi

¢ Khung gi dé xuat

Chiéu T5 (11/06) ban (6 lich ndi bd 13:30-17:30).
Séng T6 ngay 12/06/2026 - TRONG - d& xudt 9:00 hojc 10:00
(cho anh Hoang Anh x4c nhén).

Thong tin con thiéu / cAn xdc nhin

[

. S0 hoc vién chinh xac: email ghi 25-30, ho so Drive ghi 28 - can
chot.

IS

Hinh thic d2o tao: tryc tiép hay online (anh huong chi phi).
Gio cy thé sang T6: 9:00 hay 10:00 - dé tao Calendar event (anh
c6 mudn tdi tao sau khi x4c nhan khong?).

()

Write a message...

+ O Ask

¢

Ngudn di liéu: Gmail - Google Drive - Google Calendar

| 1. Tém tét nhu cau ctia Céng ty An Pha
Théng tin lién he
« Ngwovi lién hé: Nguyén Hoang Anh — Truéng phong Kinh doanh
+ Email: tuankietchannal@gmail.com
« Linh vire: Phan phéi thiét bi giao duc & giai phap phong hoc théng minh
+ Quy mé dao tao: 25-30 nhan su (3 khu virc: TPHCM, Da Ning, Can Tho)
Nhu cau cu thé
+ Soan email phan hdi khach hang chuyén nghiép hon sau cudc goi tu van
« Tom tét yéu cau khach hang tir email va tai ligu giri kém.
« Tim tai liéu trong Drive d& chun bi trréc budi gdp khach.
« Kiém tra lich tréng va tao lich trao ddi véi khach hang.
« Téng hop bao céo khéch hang tiém nang cusi tuan.
+ Tao bd prompt ding chung cho déi kinh doanh.
Rang buéc trién khai
« Thoi lvong: 2 budi (méi bui 3 gio).
« Khong duing di liéu khach hang that néu chwa &n thong tin nhay cam.

« Can tai liéu sau dao tao dé doi sales dung lai (ban giao dang DOCX/PDF).

| 2. Tai ligu lién quan tim thdy trong Google Drive

Két qué téng hop ttr nhiéu ngudn

Kiém tra: M& lich cia ban xem cudc hop Claude tim dwoc cé dung khéng. BAm thir
mot dwdng dan tai liéu xem cé6 mé dung file khdng. Cau cubi trong phan LUU Y ciing
dang kiém: néu cé muc ndo khéng cd tai liéu, Claude phai ghi ré la chwa cé chi
khéng dwoc bia ra mét cai tén nghe hop ly.

z

9.6 Tim kiém trén mang

Ngoai di¥ liéu ctia ban, Claude con tra ctru dwgc thdong tin trén mang. Viéc nay khéng
can ndi gi, chi can noi rd trong yéu cau:

VIEC: Tra mic luong t6i thiéu vung dang ap dung

NQUON: Tim trén mang, uu tién trang cla co quan nha nudc

KET QUA: Mic luong t6i thiéu cia bén vung, kém van ban quy dinh va ngay hiéu
luc

LUU Y: Ghi ré ngudn cho ting con s6 dé toi kiém lai
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= Do Q <«
)] §= Cowork

+ New task

& Projects

© Scheduled

& Liveartifacts
# Dispatch Beta

& Customize

* Baocao tuan thu sau 1ney

w

¥

An Ph company response
Calendar event Friday June
An Pho company response
Minh Long Retail email analy
Enterprise Al training sales
Enterprise Al training sales
Weekly business report
Weekly business report
Project Instructions guide
Project file inventory check
Project file inventory check
Weekly meeting report
Customer tracker dashboarc
Weekly work report assistan
Weekly work report assistan
Claude tools by job role
Service comparison survey

Customer status tracker das

K khai - Projecticares

An Phiy company response v

www.tinhocsaoviet.com

sales va chdm séc khach hang tai Viét Nam.
Yéu cau:

1. Chi dung ngudn c6 thé kiém tra.

2.Tém tAt téi da5y.

3. Ghi rd ngudn tham khao.

Hay tim thong tin cong khai c6 ngudn rd rang vé xu hudng img dyng Al trong doi

4. Khoéng dua thong tin khong cé ngudn vao phan dé xuat cho An Phu.

o - e X
@ Progress 5of5 >
Working folder ooV

3 BaoCao_TuVan_AnPhu.pdf

&) create_report.py

Context v

Connectors

Searched the web, loaded tools v

Vietnam. | need to use WebSearch to find verifiable sources.
Q_ Finding tools
Result
® xu hudng ting dyng Al trong sales chim séc khach hang Viét Nam 2025 2026

= Ung Dyng Al & Ty Ddng Hoa Trong Quan Ly Cham Séc Khéch Hang: Co Hoi Va Thach Thic

© Tai Sao Doanh Nghiép Phai Dung Al Cho Sales Trong 20257 (Kém Quy Trinh Chuan)
© Giai phap Al trong hé thong CRM: L gial cho bai toAn quan tri dir ligu khach hang niim 2026
@ Aladoption Vietnam sales customer service statistics report 2025

D The State of Al Adoption in Global Enterprises: 20. v

(O The user wants me to search for public information about Al trends in sales and customer service in

tmjsc.comvn

K3 Ung dyng Al trong bén hang 2026: Tii tu ddng hoa quy trinh dén tang truéng doanh...  www.brandsvietnam.com

tinhtevn

nchmark Report with 300+ Company S... smartdev.com

@ Websearch

E  Google Calendar
& Google Drive

™M Gmail

skills

10results

2 pdf

com

10 results

Write a message...

+ @ Ask v

Claude is Al and can make mistakes. Please double-check responses.

Két qua tim kiém trén mang

Cau cudi 1a bat budc véi moi thdng tin tra trén mang. Véi s6 liéu dung vao viéc chinh
thirc nhw tinh lwong hay 1ap bao cao, luén mé ngudn ra kiém trwédc khi dung.
Théng tin trén mang cé thé ci, va van ban phap luat thi thay déi theo thei gian.

9.7 Plugin: g6i nhiéu thir vao mét

Bén canh connector, ban s& gdp thém chir plugin. Hai thir nay dé 1an nén can phan

biét.

Connector ndi Claude v&i mét dich vu. Plugin 1a mdt géi mang theo nhiéu thi
cung lac: co thé gdm vai skill, vai connector, dwgc dong goi sén cho mét loai cdng
viéc hoac mét phong ban.

Connector

Plugin

La gi

Cau ndi t&i mét dich vu

Goi gom nhiéu skill va
connector

Vi du

Gmail, Drive, Lich

B& coéng cu cho phong ké
toan

Cai & dau

Customize roi Connectors

Customize, phan plugin

Trong trang Customize, ngoai muc Skills va Connectors ban sé thay phan plugin ca
nhan va plugin cla td chirc. Phan cla td chire la noi cong ty cai sén bd cong cu
chung cho ca phong, ai vao cling cé nhw nhau.

V6&i nguwdi méi, thir tw hop ly la: dung skill triede cho quen, ndi connector khi can di
liéu & noi khac, va tinh téi plugin khi ca phong can dung chung mét bo.
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9.8 Ap dung vao nghé cua ban
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Nghé Viéc lam dwoc khi da noi

Hanh chinh Tbng hop email d&ng ky, chuan bj tai liéu
hop, theo dai lich phdng ban

Nhan sy Doc hé so (rng vién givi qua email, tbng
hop don tir, nhac lich phéng van

Ké toan Poc hoa don glvi qua email, 13y file déi
chiéu trén Drive

Kho van Poc don dat hang qua email, cap nhat file
ton kho dung chung

Kinh doanh Tong hop phan hoi khach, chuan bj hé so

trwéc budi gép trong lich

Chon mét dich vu ban dung nhiéu nhét trong ngay va ndi né trudc. Thuwdng la Gmail
ho&c Drive. Néi xong, thtr ngay mot viéc that dé thay khac biét.

Tom tat bai

- Connector |a cau néi gitra Claude va dich vu ban dang dung, ni mét 1an dung

mai

- Ba dich vu dang ndi trwdc: Gmail, Google Drive, Google Calendar

- Man cap quyén phai doc ky; cho phép doc email nghia la doc dwoc ca hop thw

- Strc manh that nam & viéc giao mét yéu ciu chay qua nhiéu nguén cung luc

- Théng tin tra trén mang phai yéu cau ghi ngudn va tw mé ra kiém truéc khi ding

- Connector néi mét dich vu, plugin la géi gédm nhiéu skill va connector cho ca

phong ban
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BAI 10: DE CONG VIEC TU CHAY

Muc tiéu bai hoc:
- Nhan ra viéc nao dang dat lich chay tw dong

Dat dwgc moét cdng viéc chay theo lich dinh ky

Biét giao viéc tir dién thoai khi khéng ngbi truéc may

Ghép moi thir d& hoc thanh hé thdng tro ly riéng
Biét cach duy tri va cai tién hé thdng do

10.1 Twr giao viéc sang dat lich
Chin bai qua, moi viéc déu bat dau bang viéc ban ngdi xuéng va gd mét yéu ciu.
Claude lam rat nhanh, nhwng van can ban khéi dong.

Cé moét loai viéc khéng can vay: viéc lap dang han. Sang thd hai ndo ciing tbng hop
email cubi tudn. Ngay mung ndm hang thang déu dwng bao céo thang trwdc. Cubi
moi ngay déu ra don hang chwa xt ly.

Nhirng viéc nay dang dét lich d& Claude tw chay, va ban chi viéc doc két qua.
Ba d4u hiéu ctia mét viéc dang dat lich:
Lap theo chu ky ¢6 dinh. Hang ngay, hang tuan, hang thang vao ding mét méc.

Nguén div liéu tw c6 san. D li&u nam trén Drive, trong Gmail, trong Lich, nhirng
chd Claude da nbi dwoc & bai 9. Viéc can ban dwa file tht cong thi khdng dat lich
duwoc.

Két qua dé doc chir khong dé quyét ngay. Ban tdng hop, ban nhic viéc, ban canh
b&o. Viéc can quyét dinh quan trong thi van nén cé ban ngbi do.

10.2 Thwc hanh: dat lich chay moét cong viéc

Bwéc 1. M@ muc Scheduled. Trong Cowork, nhin cét bén trai, tim muc Scheduled.
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) Chat

+ New task
O Projects

&b Artifacts

a= Cowork

<> Code

I ® Scheduled

@ Dispatch Beta

8B Customize

Muc Scheduled trong cét bén trai

Bwdéc 2. Xem trang lich chay. Trang nay liét ké nhirng céng viéc da dat lich, kém

chu ky va lan chay gan nhét.

Scheduled tasks

Run tasks on a schedule or whenever you need them. Type /schedule in any existifg task to seton

Q Search scheduled tasks...

(@ Scheduled tasks only run while your computer is awake.

Weekday morning brief

Weekday 7am morning brief: important unread emails
and today’s tasks/priorities.

(O Weekdays at ~7:00 AM

Dang bai ai facebook hang ngay

M@i ngay: gom tin Al mdi - viét 1bai reflective theo giong
van cua khai > tao énh - dang Facebook qua Chrome.

00 Paused

Sort by Next run

(2 Create with Claude

{5 Setup manually

% Keepawake @D

Brief hop buoi sang

Brief cac cubc hop trong ngay m&i sang 7h, keém tai liéu
Drive lién quan

(O Every day at ~7:00 AM

Trang danh sach céng viéc theo lich

Bwéc 3. Tao lich mé&i. BAm nut tao méi, mot khung hién ra dé ban dién.

= Trang 76
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Create scheduled task

Name *

daily-briefing

Description *

Summarize my calendar and inbox for the day

|Check my Google Calendar for today's meetings and summarize my unread emails. Highlight
anything urgent.

O Workinaprojectorf... - @ Ask v Default model -

Frequency

Manual

cuce (D

Khung tao céng viéc theo lich
Truwdc khi dién, xem mét cach viét voi sé héng thé nao.
Yéu cau chwa tot

M6i sang thi hai téng hgp email tuan trudc cho téi.

Choé héng Chuyén sé xay ra

Khéng néi email nao Quét ca hop thu gom ca thw rac va quang
cao

Khéng néi tdng hop thanh gi Mbi tuan ra mot kiéu, kho theo dbi

Khoéng néi két qua dé dau Chay xong khéng biét tim & chdé nao

Khéng nadi khi khdng co dir liéu Bia ra n6i dung cho dd muc

Yéu cau tot
Dién vao khung tao lich:

VIEC: Téng hop email céng viéc trong tuan vira qua

NGUON: Hop thu Gmail d3 néi, chi 1&y email tir dong nghiép trong céng ty,

bd qua thu quang cdo va ban tin

KET QUA: Mot ban tém tat chia ba muc: viéc can téi tra 18i, viéc dang chd ngudi
khac, théng tin chi dé biét; mdéi myc liét ké tiéu dé email va ngudi gui

LUU Y: Muc n3o khéng c6 email thi ghi ré 13 khéng cé, dung bia; chay vao

8 gio sang tht hai hang tuan

= Trang 77
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Dat chu ky hang tuan, chon thr hai, dat gi& 8:00. Lwu lai.

Kiém tra: Birng chd t&i thir hai méi biét dung sai. BAm chay thir ngay mét lan, doc
két qua, thay dung y thi d& né chay theo lich. Chwa dung thi stra |&i yéu cau réi chay
thir lai.

Mét lwu y vé may tinh. Céng viéc theo lich can may dang bat thi méi chay dwoc
dung gio. Néu t&i gid ma may dang tat, né sé chay vao lan bat may ké tiép. Voi
nhirng viéc can dung gi¢r, hay dat vao khung gi® ban chéc chan dang lam viéc.

10.3 Giao viéc khi khéng ngoi trwéc may

Cé luc ban nghi ra viéc can lam nhwng dang trén dwédrng hoac dang hop. Claude co
phan cho phép giao viéc tir dién thoai, viéc sé chay trén may tinh cta ban.

Dispatch
0O) Chat 3= Cowork <> Code
+ New task 3 Settings v
v Projects 0- Keep awake [ @)
§t Artifacts
® Scheduled /A Mobile notifications [ @)
[EI Dispatch Beta 1
<[> Cod ission Accept v
£ Customize / 0de permissions <[> Accep
Outputs O
e \Weekday morning brief 10 new
Files Claude shares will appear here.
® Brief hop buoi sang 17 new R !
Dispatch to Claude and check in from anywhere—a
Kiém tra tén kho task, a code session, in one continuous thread.

Kham pha du an kiém kho
Phén cai dt giao viéc tir xa

Trong phan cai dat nay c6 may tly chon dang chu y:

Tuy chon Nghia la

Gilr may khoéng ngu May khong vao ché dod ngu, dé viéc chay
duwoc khi ban r&i ban

Thong bao vé dién thoai Chay xong b&o cho ban biét

Quyén thao tac Viéc nao Claude duwoc ty lam, viéc nao phai
ch& ban duyét

Dong cudi cung quan trong nhat. Khi ban khéng ngdi trwd'c may, co ché xin phép &
bai 2 van con nguyén gia tri nhwng ban khéng cé méat d& bam. Vi vay chi nén giao tir
xa nhirng viéc doc va téng hop, dirng giao viéc xéa hay stra di¥ liéu quan trong.
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10.4 Dw an cudi: hé théng tro’ ly cda riéng ban
Chin bai treéc mbi bai day mdt manh. Bai nay ghép ching lai.

Hay chon moét quy trinh cé that trong cong viéc cua ban, quy trinh ban lam hang
thang va luén mét nhiéu gio. R6i dwng cho né mét hé théng hoan chinh theo sau
bwéec.

Bwéc 1. Viét quy trinh ra giay. Liét ké cac bwdc ban dang lam tay, dir liéu lay tir
dau, két qua cudi 1a gi. Chwa can dung téi Claude.

Bwéc 2. Khai ho so va lap project. Tao mét project riéng cho quy trinh nay, tai tai
liéu va mau vao, viét hwéng dan riéng nhw bai 3.

Bwéc 3. Déng goéi phan Iap thanh skill. Ché nao trong quy trinh ban phai dan di
dan lai thi viét thanh skill, theo bai 4 va 5.

Bwéc 4. N6i nguodn div liéu. D liéu ndm trén Drive hay trong Gmail thi néi
connector, theo bai 9, dé khai tai file thii cong méi 1an.

Bwéc 5. Chay tron quy trinh mét 1an bang Cowork. Giao viéc, theo di tirng buérc,
kiém két qua theo cach da hoc & bai 2 va 6. Chay dwoc tron ven mét 1an mai tinh 13
hé thdng hoat dong.

Bwéc 6. Bat lich cho phan chay dwoc tw déng. Phan nao khdng can ban quyét thi
dat lich theo muc 10.2. Phan nao can ban duyét thi gil lai [am thd cong.

Kiém tra dw an cudi: Hé thdng cta ban dat khi trd I&i dwoc ca nam cau:

Cau hoi Patla
Chay tron quy trinh ma khéng phai dan lai | Project va skill d& nhé hét quy tac
to dau chua

D liéu tw lay duwoc chwa Khong phai tai file thi cong méi 1an

Két qua co kiém duoc khong C6 sb liéu ddi chiéu, cé dau hiéu nghiém
thu rd rang

Thang sau chay lai c6 nhanh hon khdng Chi giao viéc, khéng phai dwng lai

Nguw&i khac trong phong dung dwoc khdng | C6 thé chép project va skill cho déng nghiép

10.5 Duy tri va cai tién

Hé théng dwng xong khéng dirng yén. Ba viéc nén lam déu dan:

Mai Ian thay minh dén lai mét diéu da dan, do [a d4u hiéu can bd sung vao skill
hoac hwéng dan project. Stra ngay luc do, mot phat théi.

Méi quy xem lai cac cong viéc theo lich. Viéc nao khdéng con ai doc két qua thi tat
di. Lich chay dé& d6 ma khong ai xem chi tén tai nguyén va lam réi danh sach.

Chia lai cho dong nghiép. M6t quy trinh chi minh ban dung dwoc sé bién mat khi
ban nghi phép. Skill va project chép cho nguwoi khac dwoc, va khi ca phong dung
chung mét bo thi két qua gitra moi ngwdi méi gibng nhau.

e
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10.6 Ap dung vao nghé cua ban

Nghé Viéc dang dat lich

Hanh chinh Tbng hop coéng van dén trong tuan, nhac
lich s kién thang t&i

Nhan s Ra hop dong sap hét han, nhac lich danh

gia, tébng hop don tir tuan

Ké toan Ra céng no qua han hang tuan, nhac cac
khoan dén han thanh toan

Kho van Canh bao hang dwéi mire ton téi thiéu, téng
hop nhap xuét tuan

Kinh doanh Bao cao doanh s6 tuan, nhac khach chwa
lién hé lai qua mwdi ngay

B&t dau bang ding mét viéc. Viéc nhd théi, loai ban van lam méi tuan va van thay
méat thoi gian. Cho né chay dwoc réi méi thém viéc thi hai.

Tém tat bai
- Viéc dang dat lich c6 ba dau hiéu: 18p theo chu ky, di¥ liéu tw c6 sdn, két qua dé
doc chir khong dé quyét ngay

- Pat lich xong phai bAm chay thtr ngay, dirng che t¢i han méi biét dung sai

- Cong viéc theo lich cAn may dang bat; giao viéc tir xa chi nén giao viéc doc va
tdng hop

- Dw an cudi di theo sau budc: viét quy trinh, 1ap project, déng géi skill, néi dir liéu,
chay tron mét 1an, réi dt lich

- Hé thdng dat khi thang sau chay lai chi can giao viéc, va déng nghiép chép vé
dung duoc

- Dan lai diéu da dan 1a dau hiéu can bb sung vao skill; méi quy ra lai cac lich chay
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LOI KET

Hay quay lai budi chiéu cudi thang & dau cubn sach.

Van phong nhan sy do, van nam mwoi ban hop déng can in, van bang chadm coéng
cla cac bd phan vira giri vé, van bao cdo lwong phai trinh ban giam déc sang mai.

Khac biét ndm & chd bay gi& ban mé thw muc lam viéc, gé mot yéu cau, rdi di pha
am tra. Luc quay lai, nam muoi file hop déng da nam sén trong thw muc, bang lwong
da tinh xong, bao cao da co6 biéu dd va nhan xét.

Budi chiéu do ban l4y lai dwoc. Thang sau ciing vay.

Diéu that sw da thay doi

Muwoi bai vira réi co rat nhiéu thao tac cu thé: cai phan mém, mé thw muc, cap quyén,
gd yéu cau, kiém két qua. Nhirng thao tac dé roi sé cii. Phan mém ra ban mai, tén
céac nut dbi, co thé vai ndm nira giao dién chang con giéng trong sach.

Th& & lai la cach ban nhin céng viéc ctia minh.

Bay gi® khi nhan mét viéc, ban tw ddng nghf t&i bbén cau: viéc nay la gi, di¥ liéu ndm
& dau, két qua can ra dang nao, cé quy tac riéng nao phai néi ré. Ban nhan ra viéc
nao 1ap lai va dang déng géi thanh skill, viéc nao chi lam mét 1an. Ban biét chd nao
phai tw tay kiém truéc khi ky.

Va ban gitr dwoc mot thoi quen ma cudn sach nhac di nhac lai: khéng tin 1&i bao
cao, tw mé ra nhin. D&m sé file. Soi moét dong to dau tdi cudi. Tw bdm may tinh lai
vai con sb quan trong. Théi quen doé la th& ngan ban g di mét bang lwong sai.

Céch nghi d6 khéng ndm trong phan mém nao ca. Né nam & ban, va né di theo ban
sang moi cdng cu vé sau.

Bat dau tir viéc nhé

Néu ban doc hét sach ma chwa lam gi, hay chon mét viéc duy nhat trong tuan nay.
Viéc nhd théi, loai ban van lam méi thang va van thady méat thdi gian.

Lam né mét 1an véi Claude. Kiém cho kj. Rdi déng goi lai thanh skill.

M6t viéc chay dwoc sé day ban nhiéu hon muoi bai hoc. Va khi da cé viéc dau tién,
viéc tht hai sé nhanh hon nhiéu.

DPwng bét dau bang quy trinh phirc tap nhat ctia phong ban. Hay dé danh né cho luc
ban da quen tay.

Chia lai cho ngw&i bén canh

M6t quy trinh chi minh ban dung dwoc sé bién mat khi ban nghi phép.
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Bé skill ban viét, project ban lap, nhirng I&i yéu cau ban da mai cho dung, tat ca déu
chép cho déng nghiép dwoc. Khi ca phong dung chung mét bd, két qua gitva moi
ngwdi gibng nhau, va ngudi méi vao viéc nhanh hon han.

DPay ciing la luc ban nhan ra gia tri that cta nhirng gi minh lam: né khéng con la meo
lam viéc ca nhan, ma thanh cach lam viéc clia ca bd phan.

Hoc cung Sao Viét

Trung tam Dao tao Al Sao Viét ddng hanh cung ban trén chdng dwong nay. Ngoai
khdéa hoc ban vira hoan thanh, chuing téi con nhiéu chwong trinh khac danh cho
ngwoi lam van phong va cho cac bdé phan muén dwa ty dong hda vao van hanh hang
ngay.

Lién hé: tinhocsaoviet.com

Cam on ban d3 di cung cudn sach nay téi trang cudi. Chuc ban sém lay lai duwoc
nhirng budi chiéu ctia minh.
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