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LO'1 NOI PAU

Bbn gi®» chiéu ngay cubi thang. Trén man hinh cta ban dang mé& bay clra sb: ba file
cham coéng cla ba bd phan vira gt vé, bang lvong thang trwdc dé 1am mau, mot file
tinh bao hiém xa hoi, moét file tinh thué thu nhap ca nhan, va hop thw véi vai email hdi
bao gi® c6 phiéu luong.

Cong viéc trvdc mét khdng khé. Ban biét chinh xac phai lam gi. Cong cdng, nhan
lwong, trir bao hiém, tinh thué, in phiéu cho tirng nguwdi. Ban da lam viéc nay hang
chuc lan va khéng can ai chi.

Van dé& nam & chd khac. N6 14y ctia ban nguyén mét budi chiéu. Thang sau, ciing
bay ctra sb do, cling bubi chiéu do.

Ban dang dung Al dén dau

Nhiéu ngwdi trong chiing ta da dung ChatGPT ho&c Gemini cho cdng viéc. Cach
dung quen thuéc la mé trinh duyét, gd cau hdi vao khung chat, chép mét doan div
liéu vao, chd no tra I, réi bdi den két qua va dan ngwoc vé file ciia minh.

Céch nay gitp dwoc nhiéu viéc that. Viét lai mot doan van cho gon. Goi y mét cdng
thirc Excel. Dich mét email tiéng Anh. Ngh gitip vai y cho bai thuyét trinh.

Céch nay cling dirng lai & dung ché cong viéc clia ban bat dau nang. Khi di liéu can
xt ly 12 ba trdm 6 trong moét bang chdm céng, ban khéng chép ndi vao khung chat.
Khi két qua can cé la ndm muoi file hop ddng lao ddng, ban khéng dan ngwoc ra
duwoc. Khi cdng viéc gbm sau buwéc ndi nhau va budc sau can két qua ciia buéc
trwdc, ban phai ngdi lam ciu ndi cho tirng buwéc mot.

Diém chung ctia nhirng ltc bi tac: Al trén trinh duyét khdng nhin thay file trén may
ban, va khong lvu dwgec gi vao may ban. Moi thir di qua ban tay ban, dwéi dang
chép ra va dan vao.

Cach dung Al ma cudn sach nay néi toi

C6 moét cach dung Al khac. Ban chi cho né thw muc trén may tinh cta minh va noi
viéc can lam. N6 tw mé file, tw doc, tw tinh, tw lwu két qua thanh file méi ngay trong
thw muc dé. Xong viéc né bao lai d& ban kiém tra.

Phan mém lam dwoc diéu nay goi la Al Agent.

Sw khéac biét nghe qua cé vé nhd. Trong thuc té cong viéc van phong, né thay doi
han loai viéc ban cé thé giao cho may. Mot bang chdm céng ba trdm & khéng con 1a
th(r phai ngdi gé tay. Nam muoi ban hop ddng khéng con 1a ndm muoi lan dién tén.
M6t quy trinh sau buéc khdng con can ban ngdi ndi tirng budrc.



Hoc xong ban lam dwoc gi

Sau chwong clia cudn sach nay bam theo mét chu ky cong viéc cé that ctia mét cong
ty nam mwoi ngwdi. Hoc hét, ban ty lam dwgc nhirng viéc sau trén may cia minh:
- Dién va tinh xong mét bang cham céng ba trdm 6 bang mot cau lénh, két qua
khop toi tivng dong
- Sinh ndm muoi ban hop ddng lao ddng tir mot file mau va mét danh sach nhan
Sw
- Chay tron chudi chdm céng, lwong, bao hiém xa hoi, thué thu nhap ca nhan,
phiéu lvong
- Bién mét file Excel thd thanh bao cao Word c6 biéu d6 va co nhan xét
- Dwng bd slide hop giao ban t sé liéu sén cé
- Boéng goi mét quy trinh da chay dwoc thanh cdng cu riéng, dé thang sau chay lai
bang mét dong Iénh
Viéc cubi cuing trong danh séach la viéc dang gia nhat. Moi thi trwdc né ban lam mét
lan roi thoi. Viéc cudi cung bién cdng strc cla ban thanh th& dung dwoc mai.

Ban chi cAn mé ta cdng viéc bang tiéng Viét

Cudn sach nay viét cho ngudi lam hanh chinh, nhan sw, ké toan, kho, kinh doanh, va
cho nhirng nguwdi quan ly cac bdé phan do.

Thir ban can chuan bij chi 1a kha nang néi rd cong viéc ctia minh. Ban giao viéc cho
Agent bang tiéng Viét, gibng nhw khi dan mét ban méi vao nghé: can lam gi, di liéu
& dau, két qua ra sao. Toan bo kj nang clia khéa hoc nam & chd mé ta cdng viéc
sao cho da rd, va kiém tra két qua sao cho chéac.

Coéng cu dung xuyén subt la Antigravity, mdt phan mém mién phi clia Google cai trén
may tinh. Chwong 1 hwéng dan cai dat tv dau, tieng bwédc mot.

Ba chwong dau bam sat Antigravity vi ban can mét cong cu cu thé dé bat tay vao
lam. Ba chuong sau nghiéng nhiéu hon vé cach nghi va cach té chirc cong viéc, dé
nhirng gi ban hoc dwoc van dung dwoc khi ban d6i sang cong cu khac.

Cach dung bé tai liéu di kem

Mai bai thwe hanh trong sach déu co file dir liéu that dé ban tai vé. Link tai ndm ngay
dau bai, kém mé ta tirng file dung dé lam gi.

M®i bai ciing c6 phan kiém tra két qua v&i nhivng con sb cu thé dé ban dbi chiéu.
Chay xong, ban tw biét minh lam dung hay chwa ma khéng can hai ai.

Phan cudi mbi bai la nhivng 16i hay gap va cach x( ly. Lan dau lam viéc véi Al Agent,
két quéa sai & dau do 1a chuyén binh thwdng. Biét cach ndi lai cho dung 1a mét phan
cua ky nang nay.
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CHUONG 1: LAM QUEN VO'l Al AGENT

Muc tiéu bai hoc:
- Phan biét dwgc Al Agent va cach dung Al qua trinh duyét ma ban dang quen
- Hiéu Antigravity 1a gi va vi sao giao dién ctia né trong khac cac phdn mém
van phong
- Cai dat Antigravity 1én may tinh va dang nhap thanh cong
- Tao duwoc thw muc lam viéc va chi cho Antigravity biét thw muc dé

Giao dwoc viéc dau tién va nhan két qua dwdi dang mot file trén may
Viét dwoc yéu cau theo bdn phan VIEC, NGUON, KET QUA, LUU Y
Biét token la gi, chon dwo'c model phu hop véi tirng loai viéc

Biét cach ndi lai khi Agent lam chuwa dung y

1.1 Al Agent khac gi Al ban dang dung

Hai kiéu ngwoi gitp viéc

Hay twéng twong ban can tinh lwong cho muw®i nhan vién va ban cé hai ngudi 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 rdi doc két qua lai cho ban. Ban cam but ghi vao gidy, roi
tw gd vao may tinh ctia minh. Nguwdi nay gidi tinh toan, nhwng ho khéng nhin thay
man hinh cta ban, khéng mé& duorc file cia ban, va khéng lwvu dwoc gi vao may ban.

Nguwei thir hai ngdi ngay canh ban ban. Ban chi vao mét thw muc trén may va néi
"file chAm céng & day, em tinh gidp chj bang lwong". Ho tw mé file, tw doc, tw tinh, tw
lwu bang lvong thanh mét file méi trong dung thw muc d6. Xong viéc ho quay sang
ndi "em lam xong rdi, chi kiém tra lai giup em".

Nguwdi thir nhét 1a cach ban dang dung ChatGPT hodc Gemini trén trinh duyét.
Nguwoi thr hai la Al Agent.

Dinh nghia

Al Agent 1a phan mém Al cé quyén doc va ghi file trén may tinh cta ban, va cé
thé tw thwc hién nhiéu bwéc nodi 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 dir liéu vao khung chat, va khong phai
dan két qua nguwoc ra. D liéu ctia ban ndm nguyén trong file Excel, file Word ctia
ban. Agent mé& ra doc, lam xong Iwu lai.

Nhiéu buéc nbi tiép nghia la ban giao mdt cong viéc, né tw chia thanh cac budc va
lam hét. Ban nai "tinh lwong thang 4 réi in phiéu lvong cho tirng ngudi”, né sé doc
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bang chdm céng, tinh cdng, tinh lwong, tinh béo hiém, tinh thué, réi tao phiéu lvong.
Ban khéng phai ngdi ra 1énh tirng bwédc mot.

Bang déi chiéu

Al trén trinh duyét Al Agent
Nhin thay file trén may ban | Khéng Co
Tw ma file ra doc Khéng, ban phai chép néi Co
dung dan vao
Lwu két qua thanh file mai Khéng, ban phai chép két Co
qua dan ra
Lam nhiéu bwdc ndi nhau Khong, méi 1an mot cau héi | C6
trong mét 1an giao viéc
Tao nhiéu file cung luc Khong Co
Nh¢ viéc dang lam dé khi Khoéng Co
ban quay lai
Al trén trinh duyét Al Agent
File Ban chép Ban chi thw muc
rén may noi dung va ndi viéc can lam

e v

Agent tw mo file, tw l[am,

Al tra 1o

tw lvu két qua

v v

Ban dan

File két qua

két qua ra nam sén trén may

Bén lan ban phai dong tay Mot 1an ban phai déng tay

Cung mét viéc, hai cach lam

M6t vi du dé thay ré khac biét

Coéng ty ban c6 ndm muwoi nhan vién. Sép yéu cau in hop ddng lao ddng cho tat c3,
theo mau cong ty, mdi ngwdi mot ban cé day da ho tén, ngay sinh, sb cin cuéc,
murc lwong, thdi han hop dong.

Lam bang cach chat trén trinh duyét: ban chép thdng tin ngudi thir nhat vao khung
chat, nhd Al dién vao mau, chép két qua ra Word, lwu file. Réi lam lai v&i ngudi thy
hai. R6i ngwdi thir ba. Nam muoi 1an.

Lam bang Al Agent: ban dé file mau hop ddng va file danh sach nhan sw vao cling
mot thw muc, réi gé mot cau yéu cau. Nam muoi file hop ddng xuét hién trong thw
muc do.
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Ban sé ty tay lam dung viéc nay & Chwong 2.

1.2 Antigravity la gi

Ba cau giai thich

Antigravity 1a phdn mém do Google phat hanh, cai vao may tinh, khédng phai trang
web.

Bén trong n6 c6 san mot Al Agent.

Viéc ctia n6 la cho Al quyén doc va ghi file trong dung thw muc ma ban cho phép.

Vi sao giao dién trong la
Lan dau mé Antigravity, ban sé thAy mét giao dién khac hdn Word hay Excel. Man
hinh tdi mau, bén trai la danh sach thw muc, phia trén cé nhirng menu tén 13
Terminal, Run, Selection.
Ly do la Antigravity von duoc thiét ké cho nguwdi viét phan mém. Nhém nguwdi dé can
nhirng cdng cu ma cbng viéc van phong khéng dung toi.
Diéu nay khéng anh hwdng gi dén ban. Trong subt khoa hoc, ban chi dung hai ché
trén man hinh:
- Khung bén trai la noi hién danh sach file trong thw muc lam viéc ctia ban. N6 cé
tac dung giéng clra sb File Explorer quen thudc.
- Khung bén phai 1a noi ban gé yéu ciu va doc két qua. N6 trong gidbng khung
chat cia Zalo hay Messenger.
Nhirng phan con lai ctia man hinh, ca khéa nay khéng dung t&i. Ban cé thé yén tam
bé qua chung.

Antigravity c6 mat tién khéng

Antigravity tai va cai mién phi. Ban dang nhap bang tai khodn Google ca nhan la
dung duorc.

Tai khoan mién phi co gi¢i han sb lwot st dung trong ngay. Véi khéi lwong cong viéc
ctia khoéa hoc nay, gi¢i han doé thoai mai. Muc 1.7 sé néi ky hon vé chuyén dung sao
cho tiét kiém Iwot.

1.3 Cai dat Antigravity

Phan nay gdbm mudi sau bwéc, chia lam ba chang: tai bo cai vé may, chay bo cai, va
dang nhap lan dau.

Ban nén danh khodng muwdi [&m phut va lam lién mét mach. May tinh can két nbi
Internet trong subt qua trinh.

Chang 1: Tai bd cai vé may

Bwéc 1. M& trang tai phan mém
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Mé trinh duyét web ban hay dung, thwdng la Chrome hoac Microsoft Edge. Trén

thanh dia chi & dau ctra sb, gd vao dong sau réi nhan phim Enter:
antigravity.google/download

Ban sé thay: Trang chu cta Antigravity hién ra. Goc trén bén trai cé logo hinh chr A

nhiéu mau kém dong chir Google Antigravity. Bén canh la hang menu gém Product,

Use Cases, Pricing, Blog, Resources.

A Google Aglicravity Product Use Cases v Pricing Blog Resources v

Mo trang
antigravity.google/download.

Trang tai Antigravity

Bwéc 2. Chon ding san pham can tai

Trén trang nay c6 bén 6 nam canh nhau, méi 6 la moét san phadm khac nhau:
Antigravity 2.0, Antigravity CLI, Antigravity IDE, Antigravity SDK.

Ban bam vao 6 thir ba, Antigravity IDE.

Ba 6 con lai danh cho nhirng muc dich khac khong lién quan té&i khdéa hoc nay. Tai
nham mot trong ba 6 d6 thi phan mém cai ra sé& khéng gidbng huéng dan trong séach,
va ban sé khoéng tim thy khung giao viéc & dau ca. Néu I& tai nham, quay lai trang
nay va bam dung 6 Antigravity IDE.

Ban sé thay: O Antigravity IDE dwoc td dam Ién, va phan bén dwdi trang dbi ndi
dung theo.

A Antigravity 2.0 [ Antigravity CLI <> Antig?lDE i+ Antigravity SDK

o Chon dung tab
Antigravity IDE.

Bén sén phém, chi chon Antigravity IDE

Bwéc 3. Chon ban danh cho Windows

Kéo trang xudng mét chit. Ban sé thay tiéu dé Ién "Antigravity IDE", bén dwdi chia
thanh ba c6t: macOS bén trai, Windows & gilra, Linux bén phai.

M®i cot cé hai nut. Trong cét Windows & gilra, ban bam nut phia trén cé chi
Download for x64.

Nut phia dwéi ghi Download for ARM64 danh cho mét sé it may doi méi dung loai
chip khac. Gan nhu toan bdé may tinh Windows dang dung & van phong déu thudc
loai x64, nén ban chon nut trén.

o

< i)
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Néu ban dung may Mac thi bAm & cdt macOS bén trai. May Mac doi tir 2020 tré lai
day chon Download for Apple Silicon, may cl hon chon Download for Intel.

& c6t Windows, chon
Antigravity IDE Download for x64.

& macOS

Download for Apple Silicon

Download for Intel Download for ARM64

2% Windows 8 Linux

Downloa for x64

Cot Windows, nut Download for x64

Bwéc 4. Ché tai xong

Trinh duyét bat dau tai file vé may. O géc dwdi bén trai hodc goc trén bén phai ctra
s6 trinh duyét sé& xuét hién mot khung nhd hién thj tén file Antigravity IDE.exe kém
mét thanh chay ngang cho biét tién dd, téc do tai va dung lwong da tai dworc.

File nang khoang vai trdm megabyte. Tuy dwdng truyén, qua trinh nay mat tr mot
dén vai phat.
Trong luc ché, ban dirng tat ctra sé trinh duyét.

Ban sé thay: Thanh tién do chay hét va bién mat. Dong tén file Antigravity IDE.exe
van nam do.

Chrome dang tai file
Antigravity IDE.exe.

6.7 MB/s - 46.7 MB

Cho thanh tién trinh
chay xong.

Trinh duyét dang tai bo cai

Bwdc 5. Mé file vira tai

B&m chudt trai mot 1an vao dong chir Antigravity IDE.exe trong khung théng bao tai
cua trinh duyét. Bo cai sé chay lén.

Néu khung théng bao da bién méat, ban mé file theo cach khac: bAm vao biéu twong
thw muc mau vang trén thanh tac vu & day man hinh dé mé File Explorer, bAm vao
muc Downloads & cot bén trai, tim dong Antigravity IDE.exe trong danh sach roi
bam dup chudt vao né.
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Bam tén file dé m& bd Hoac badm thw muc dé mo vi
cai. tri file.

D JAntigravity IDE.exe

Bam tén file dé mé b cai

Cé thé xuét hién: Windows hién mot hép thoai mau xanh haéi cé cho phép &ng dung
nay thay ddi thiét bj ciia ban hay khong. BAm Yes. DAy la cau héi bao mat binh
thwéng clia Windows v&i moi phan mém cai mai.
Chang 2: Chay bé cai
Bwéc 6. Pong y diéu khoan sir dung
Clra sb bo cai hién ra, tiéu dé trén cung ghi Setup - Antigravity IDE (User). Man
hinh d4u tién co tén License Agreement, bén dudi la mot khung chira toan van diéu
khoan sr dung bang tiéng Anh.
Phia dwéi khung diéu khoan c6 hai lwa chon tron:

- | accept the agreement nghia |4 t6i ddng y v&i diéu khoan

- 1 do not accept the agreement nghia la t6i khong déng y
B&m vao vong tron trwéc dong | accept the agreement. Vong tron sé cd chdm xanh
& gilra.
Sau d6 bam nut Next & géc dudi bén phai cira s6.
Lwu y: Chirvng ndo ban chwa chon dong | accept, nut Next vAn mé& va bAm khong
dwoc. Day la diém nhiéu ngudi twéng bd cai bi treo.
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H Setup - Antigravity IDE (User) — X

License Agreement
Please read the following important information before continuing.

Please read the following License Agreement. You must accept the terms of this agreement before
continuing with the installation.

Google Antigravity Additional Terms of Service

BY CLICKIMG "I ACCEPT," SIGNING AM ORDER FORM THAT REFERENCES THESE TERMS OF
SERVICE, OR BY DOWNLOADING, INSTALLING, OR. OTHERWISE ACCESSING OR USING THE
GOOGLE ANTIGRAVITY SERVICES (HEREIN REFERRED TO AS THE "SERVICE"), ¥OU AGREE
THAT YOU HAVE READ AND UNDERSTOOQD, AND, AS A CONDITION TO YOUR USE OF THE
SERVICE, YOU AGREE TO BE BOUND BY, THE FOLLOWING TERMS AND CONDITIONS:

1. All of the following documents govern your use of the Service:

a. the Google Terms of Service (the "Universal Terms") - hitps://policies.google.com/terms;

b. these Google Antigravity Additional Terms of Service (the "Google Antigravity Terms");

c. the Google Privacy Policy (the "Privacy Policy™) - https://policies.google.com/privacy; and

d. the Generative Al Additional Terms of Service - https://policies.google.com/terms/generative-
ai.

? Plaaze read sarh nf the ahnwe dnroments rarefulle startinn with the

OI accept the agreement

'Z::Z'I do not accept the agreement

Next Cancel

Man hinh License Agreement
Bwéc 7. Chon novi cai dat

Man hinh tiép theo tén Ia Select Destination Location, nghia la chon vi tri cai dat.
Gitra man hinh ¢ mét 6 chir nhat dai chira s&n mot dwdng dan thw muc, va bén
phai 6 d6 c6 nut Browse dé dbi sang thuw muc khac.

Ban dé nguyén dwdng dan cé sdn, dirng dbi gi cd. Puwong dan mac dinh nay 14 noi
Windows danh riéng cho phan mém, dé& nguyén la an toan nhét.

Bam Next & goc dudi bén phai.
Bwéc 8. Chon tén thw muc trong Start Menu

Man hinh nay tén la Select Start Menu Folder, hdi ban mudn phan mém hién ra
trong menu Start v&i tén gi. O gitra man hinh da dién san ch Antigravity.

Ban dé nguyén va bAm Next.
Bwéc 9. Chon cac tuy chon thém

Man hinh Select Additional Tasks c6 bén 6 vuéng danh dau. Day [a man hinh duy
nhat trong bd cai ma ban can doc ky.

B6n 6 do la:
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(o)

Nghia

Nén chon

Create a desktop icon

Tao biéu twong ngoai man
hinh Desktop

Co, dé 1an sau mé nhanh

Add "Open with Antigravity | Thém dong mé bang Khong can
IDE" action to Windows Antigravity vao menu chuét

Explorer file context menu phai

Register Antigravity IDE as Cho phép Antigravity m& Co

an editor for supported file mot sé loai file

types

Add to PATH (requires shell | Cho phép goi Antigravity ttr | Co

restart)

dong Iénh

Ban tich vao 6 thir nhét, th&r ba va th tw. O thr hai dé tréng.

O nao da cé dau tich sén thi gitr nguyén, 6 nao chwa cé thi bAm chuét trai mot lan
vao 6 vudng dé tich vao.

| H Setup - Antigravity IDE (User) — X

Select Additional Tasks
Which additional tasks should be performed?

| Select the additional tasks you would like Setup to perform while installing Antigravity IDE, then click
MNext.

Additional icons:
Create a desktop icon
| Other:
(] Add "Open with Antigravity IDE" action to Windows Explorer file context menu
| Register Antigravity IDE as an editor for supported file types

Add to PATH (requires shell restart)

Back MNext Cancel

Man hinh Select Additional Tasks

BAm Next.

Bwéc 10. Xac nhan va bat dau cai
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Man hinh Ready to Install liét ké lai tom tat nhirng lya chon ban vira chon: cai vao
thw muc nao, tao biéu twong gi. Pay la co hdi cudi dé xem lai.

B&m nut Install & goc dwéi bén phai. Nut nay thay ché nat Next.
Bwéc 11. Cho cai dat

Man hinh chuyén sang hién thj mét thanh xanh chay dan tir trai sang phai, kém dong
chi¥ cho biét dang chép file nao. Qué trinh nay mét khodng mét dén hai phut.

Dwrng tat clra s va dirng tat may trong luc nay.

Bwéc 12. Két thuc bo cai

Man hinh cubi cung hién dong chi¥ bao cai dat hoan tat. Bén dwdi co mot & danh dau
dai y 1a chay Antigravity ngay bay gi¢, va 6 nay thwéng da duoc tich san.

Ban dé nguyén dau tich d6 r6éi bAm nut Finish.

Ban sé thay: Ctra sb bo cai dong lai. Sau vai gidy, Antigravity tw mé [&én. Lan khdi
ddng dau tién co6 thé cham hon binh thwdng, ban ché thém mét chat.

Chang 3: Dang nhap lan dau

Bwéc 13. Dang nhap bang tai khoan Google

Antigravity mé ra véi mot man hinh nén téi. Gitka man hinh 1a logo hinh chir A nhiéu
mau va dong chir Ion Welcome to Antigravity IDE.

Ngay bén duéi cé mét nut den ghi Continue with Google kém logo chir G nhiéu
mau. B4m vao nut do.

Ban sé thay: Trinh duyét web tw mé& ra mét tab mai, dan t&i trang dang nhap cla
Google.
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Welcome to Antigravity IDE

G Continue with Google

Man hinh dang nhép lan dau

Bwdc 14. Chon tai khoan

Trén trang vira mé, Google hién thi danh sach cac tai khoan ban da dang nhap sn
trén trinh duyét nay. B4m chon tai khoan ban mudn dung cho cdng viéc.

Néu danh sach khéng c6 tai khoan ban can, bAm dong Str dung tai khoan khac &
cudi danh sach réi nhap email va mat khau nhw binh thuwéng.

Hay chon can than & budc nay. Tai khodn ban chon sé gan véi toan bd céng viéc vé
sau, va day ciing la tai khoan tinh lwot s dung mién phi. Néu céng ty ban cé tai
khoan Google riéng cho céng viéc thi nén dung tai khoan doé.

Bwéc 15. Cap quyén

Google hién mét trang hdi ban cé cho phép Antigravity truy cap théng tin tai khoan
hay khéng, kém danh sach nhirng quyén ma phan mém xin.

B&m nut ddng y & cudi trang. Tén nut thwdng la Allow, Cho phép hoac Tiép tuc.
Ban sé thay: Trang web bao d&ng nhap thanh céng va dé nghij ban quay lai trng
dung. Ban déng tab trinh duyét va chuyén vé clra s6 Antigravity.

Bwéc 16. Di qua phan gii thiéu

Antigravity d&n ban qua mét chudi man hinh giéi thiéu tinh ndng. & day méi man
hinh ¢ mét hang chdm tron nhé cho biét dang & man thir may trén tbng sb bao
nhiéu man.
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Ban bam nut Next & géc dudi bén phai dé di tiép tirng man, cho téi man cudi cung.
Néu c6 man nao héi vé chi d& mau sac hoac kiéu hién thj, ban chon tuy thich, chon
gi cling khéng anh hwéng téi bai hoc.

Ban sé thay: Sau man cubi, giao dién lam viéc chinh hién ra.
Nhan biét giao dién chinh
DPén day ban da cai xong. Man hinh chinh chia 1am ba phan:

Khung bén trai co tiéu dé Explorer. Day la noi hién danh sach file trong thw muc
lam viéc. Luc nay né con tréng vi ban chwa chi thw muc ndo cho Antigravity.

Khung & giira hién logo Antigravity. Day la noi m& file ra xem néi dung khi can.

Khung bén phai co tiéu dé Agent. Day |a chd ban giao viéc. Gan day khung cé mét
6 nhap chir v&i dong goi y m& Ask anything. Ngay dwdi 6 dé la tén model dang
dung, hién la Gemini 3.5 Flash (Medium).

Ca khoa hoc nay ban d& nguyén model d6. Muc 1.7 sé giai thich vi sao.

A

Antigravity IDE

Giao dién lam viéc chinh
1.4 Chuan bi ché lam viéc

Vi sao can mét thw muc riéng

Antigravity chi nhin thdy nhirng file ndm trong thw muc ban chi dinh. Ngoai thw muc
do, né khéng doc dwoc gi, k& ca nhirng file khac trén cung may tinh.

Cach 1am nay c¢6 hai cai loi. Thir nhét 14 an toan: nhirng file ca nhan, file lwong cla
ban giam dbc, hay bat cr thir gi ban khdng mudn Agent dung vao, chi can dé ngoai
thuw muc lam viéc. Th hai la gon: Agent chi nhin vao mét s6 it file nén né tim nhanh
hon va it nham hon.
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Vi vay viéc dau tién trede khi giao viéc la tao mét thw muc riéng va chi cho
Antigravity biét thw muc do.

Bwéc 1. Tao thw muc trén man hinh Desktop
Thu nhé hodc déng hét cac clra s dang mé dé nhin thay man hinh Desktop.

B&m chudt phai vao mét khoang tréng bat ky trén Desktop, ché khéng cé biéu twong
nao. M6t bang chon hién ra véi cac dong View, Sort by, Refresh, New, Display
settings, Personalize.

DPuwa chuét vao dong New. Birng bam, chi can ré chudt 1én dong do va gitr yén. Mot
bang chon th& hai sé hién ra bén canh.

Trong bang chon th& hai, dong dau tién 1a Folder kém biéu twong thw muc mau
vang. BAm chuét trai vao dong do.

Ban sé thay: Mot thuw muc méi xuét hién trén Desktop, tén ctia né dang dwoc boi
xanh va cé con tré nhap nhay, nghia la Windows dang chd ban gé tén.

View Click chuot [ ETR'ET)
vung trong Desktop.
, Sort by

Refresh
New =

Display settings

Peonalize Microsoft Access\Qatabase

Bitmap image
Open in Terminal

) Microsoft Word Document
| Open with Code

Microsoft Access Database

Chon Folder dé tao
thw muc méi.

Microsoft PowerPoint Presentation

a &7 Show more options

TablePlus : ;
Microsoft Publisher Document

Text Document
Microsoft Excel Worksheet

Tép tin nén ZIP WinRAR

Tao thwr muc mai trén Desktop

Bwéc 2. Bat tén thw muc
G6 ngay tén sau, khéng can xoéa gi truéc:
AI-VAN-PHONG

Sau d6 nhan phim Enter.
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Tén nay viét hoa, khéng d4u, va dung ddu gach ngang thay cho dau cach. Ban nén
gilr dung thoi quen nay cho moi thu muc lam viéc véi Agent, vi tén cé d4u tiéng Viét
hodc cé d4u cach déi khi gay rac réi khi Agent xt ly dwérng dan.

Néu ban 1& nhén Enter truée khi kip gé tén: Thu muc sé& mang tén mac dinh la New
folder. BAm chuét phai vao né, chon Rename, gb lai tén dung réi nhan Enter.

Bwéc 3. Chi thw muc dé cho Antigravity
Quay lai clra sb Antigravity.

Trén thanh menu nam sat mép trén ctra sd, bAm vao chi File. Mot danh sach tha
xubng.

Trong danh sach dé tim dong Open Folder, nghia 1a mé& thw muc, réi bAm vao.

Ngay phia trén né cé mét dong gan gidng la Open File, nghia la mé& mét file. BAm
nham dong nay thi Antigravity chi mé& dwoc dung mét file thay vi ca thw muc, va
khung Explorer bén trai van tréng. Néu 1& bAm nham, lam lai tir dau buéc nay.

Ban sé thay: Mot ctra s6 chon thw muc hién ra, giébng hét ctra sé khi ban mé file
trong Word.

Bwéc 4. Chon thw muc vira tao
Trong clra sb chon thw muc, nhin cot bén trai va bAm vao muc Desktop.

Danh sach gitra clra s sé hién cac thw muc dang cé trén Desktop. Tim thw muc Al-
VAN-PHONG va bdm chu6t trai mét 1an vao né dé chon.

Ban khéng can bAm dup d& mé vao bén trong thw muc. Chi can chon né.
Cudi cung bam nut Select Folder & géc duéi bén phai clra sb.

Ban sé thdy: Ctra sb chon thw muc déng lai. O’ khung Explorer bén trai cla
Antigravity xuat hién dong ch AI-VAN-PHONG. Khung bén phai ciing hién tén thw
muc nay & phia trén 6 nhap chi.

T luc nay, Antigravity da doc dwoc mai file ban bé vao thw muc Al-VAN-PHONG
trén Desktop.

Bwéc 5. Kiém tra lai
DPé chac chan moi thir da dung, hay nhin ba ché sau:

Khung Explorer bén trai cé dong Al-VAN-PHONG
Thanh tiéu dé trén cung ctra s6 cé chir AI-VAN-PHONG - Antigravity IDE
Khung Agent bén phai c6 6 nhap chir véi dong goi y Ask anything

Néu ca ba déu dung, ban da sdn sang giao viéc dau tién.
1.5 Viéc dau tién

Tai tai liéu thuwc hanh

Bai nay dung mét file danh sach nhan sy cé that.

E 4
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Link tai: \Yng dung quan ly hop ddng, thdng tin nhan sw

Trong thw muc doé, ban tai file c6 tén Data thong tin nhan su.xlIsx.

File nay c6 hai trang tinh. Trang th& nhat tén Danh muc NV la danh sach nhan vién,
gdm céac cot: Ma NV, Ho va tén, Ngay sinh, Gi&i tinh, Sé dién thoai, S6 CCCD, Vi tri
cbng viéc, Lwong chinh, Lwong thir viec, Ngay thir viéc, Ngay chinh thirc, Ngay
nghi, Thoi han HD tinh bang thang, Loai hop ddng, va Pia chi. Trang the hai tén
Quyét dinh tang lwong chira mét bang khac, bai nay chwa dung téi.

Chi tiét hai trang tinh nghe qua c6 vé nhd, nhwng né quan trong. Ca hai trang déu cé
co6t Ma NV va déu cé nam muoi dong. Néu ban khéng ndéi rd can doc trang nao,
Agent c6 thé dém gdp ca hai va trd vé con sb gap dbi. Day la 16i rat hay gap khi lam
viéc vai file Excel nhiéu trang tinh.

Bon bwéc dwa file vao ché lam viéc

Day la bén budc ban sé 18p lai & moi bai thwe hanh sau nay, nén lan dau hay lam
cham va lam dung.

Bwéc 1. Tai file vé may
B&m vao tén link mau xanh & trén. Trinh duyét mé& ra mét thw muc Google Drive.

Trong danh sach file hién ra, tim dong Data thong tin nhan su.xlsx. BAm chuét phai
vao dong dé, mét bang chon hién ra. Chon dong Tai xudng.

Néu bang chon cuia ban hién tiéng Anh thi dong can chon 1a Download.

Ban sé thay: Goc dudi bén trai hodc goc trén bén phai trinh duyét hién tén file kém
thanh tién dd. File nhé nén tai xong gan nhw ngay lap tirc.

C6 thé xuét hién: Google Drive bao khéng quét dwoc virus vai file I6n va hdi co tai
tiép khong. BAm Van tai xudng. Day la thédng bao binh thuwéng cta Drive véi file
Office.

Bwéc 2. Tim file vira tai
File tai v& nam trong thw muc Downloads ctia may ban, khéng phai trén Desktop.

Nhin xudng thanh tac vu & day man hinh, bAm vao biéu twong thw muc mau vang.
Ctra s0 File Explorer mé ra.

O cot bén trai clra s6, bAm vao muc Downloads, nghia |a Tai xudng.

Ban sé thay: File Data thong tin nhan su.xlsx nam & dau danh sach, vi Windows
sap file mai tai 1én trén cung.

Bwéc 3. Cét file ra khéi Downloads

B&m chudt phai vao file Data thong tin nhan su.xlsx. M6t bang chon hién ra.

Chon dong Cut, nghia la cat. Trong Windows 11, dong nay hién dwéi dang biéu
twong cai kéo nam & hang trén cung cla bang chon.

Nhanh hon thi bAm chon file réi nhan Ctrl + X.

E 4
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Ban sé théy: Tén file m& di mot chat. D6 la dau hiéu file dang che dwoc chuyén di.
Bwdc 4. Dan file vao thw muc lam viéc
Van trong ctra sb File Explorer, nhin cot bén trai va bAm vao muc Desktop.

Trong danh sach hién ra, bAm dup vao thw muc AlI-VAN-PHONG ban da tao & muc
1.4 d& mé& no.

B&m chuét phai vao khoang tréng bén trong thuw muc, réi chon Paste, nghia la dan.
Trong Windows 11, dong nay la biéu twong cai bang kep & hang trén cung. Hodc
nhan Ctrl + V.

Ban sé théy: File Data thong tin nhan su.xIsx gi&> ndm trong thu muc Al-VAN-
PHONG, va khéng con trong Downloads nira.

Kiém tra Antigravity da nhin thay file
Chuyén sang clra s6 Antigravity. Nhin khung Explorer bén trai.
Duwéi dong AI-VAN-PHONG phai xuét hién thém dong Data thong tin nhan su.xIsx.

Néu chwa thay, thir ba cach sau theo th tu:

Tinh huéng Cach xur ly

Chi thay dong AI-VAN-PHONG, khong thay | B&m vao mi t&n nho bén trai chir Al-VAN-
file bén dwoi PHONG dé& mé danh sach ra

Pa mé& nhwng danh sach van tréng Bam chudt phai vao khodng tréng trong

khung Explorer, chon Refresh

Khung Explorer hoan toan tréng, khéng cé6 | Antigravity chwa mé thw muc ndo. Vao
dong Al-VAN-PHONG menu File, chon Open Folder, lam lai bén
bwéc & muc 1.4

Chi khi nhin thay tén file trong khung Explorer thi Agent mé&i doc duwoc né. Day la ché
ngwdi méi hay bd qua réi sau dé khéng hiéu vi sao Agent bao khoéng tim thay file.
Thor mét cau héi chwa ro rang truwéc

Trwéc khi gd cau dung, hay xem chuyén gi xay ra véi mot cau hdi viét voi. Day 1a
cach gan nhu ai ciing gé trong lan dau:

Yéu cau chuwa tét
boc file Excel ro6i cho t6i biét théng tin nhan suy.

Cau nay c6 bdn chd héng, va mbi chd dan téi mot kiéu héng khac nhau:

Ché héng Agent sé lam gi

Khéng nai file nao Thuw muc cé thé cé nhiéu file, Agent phai
doan hoac hai lai

Khéng nadi trang tinh nao File nay co hai trang tinh cung c6t Ma NV,
Agent dém gop va tra vé 100 nguoi

Khéng néi can biét nhirng gi Agent tra vé mdt doan mé ta chung chung,
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Ché héng Agent sé lam gi

khéng c6 con sé ban can

Khong néi lwu két qua Agent tra 1&i trong khung chat, khéng co file
nao dwoc tao ra

Bbn chd héng nay rng v&i bdn phan ma mot yéu cau rd rang can cé.
Giao viéc
B&m chu6t vao 6 nhap chir trong khung Agent bén phai, réi gb vao doé yéu cau sau.
Ban c6 thé chép nguyén van:
Yéu cau tét

VIEC: Dém va phan loai nhan vién

NQUON: Trang tinh "Danh muc NV" trong file Data thong tin nhan su.xlsx

KET QUA: Luu vao file bao-cao-nhan-su.docx trong cung thu muc

LUU Y: Cho t6i biét téng s6 nhan vién, s6 nam va sé nit, va sé ngudi

theo tung mirc thoi han hop dong
Bbn dong, méi dong bit mét chd hdng & trén.
Hay dé y dong NGUON. Ban nai ré trang tinh can doc la Danh muc NV, thay vi chi
néi tén file. Mot dong chi dai thém vai chir, nhwng no6 loai bé han kha nang Agent
dém nham sang trang tinh th hai.

G xong, nhan phim Enter.
B6n nhan VIEC, NGUON, KET QUA, LUU Y sé theo ban subt cubén sach. Muc 1.6
ngay sau day néi kj vé chung.
Agent sé lam gi
Sau khi ban nhan Enter, khung bén phai bat dau chay. Ban sé thay Agent lan lwot
bao nhirng viéc n6 dang lam:

1. Tim file trong thw muc lam viéc

2. Mé& file Excel ra doc ndi dung

3. Dém sb dong, phan loai theo cot Gigi tinh va cot Thoi han HD

4. Tao file Word méi va ghi két qua vao
Toan bd qua trinh méat khoang vai chuc gidy. Trong lic dé ban c& dé yén, dwng gé
thém gi.
Day la I&n dau ban nhin thdy mét Al tw mé file trén may minh. Cam giac hoi la & lan
dau 1a binh thuwong.
Kiém tra két qua
Khi Agent bao da xong, hay kiém tra ba diéu:

Mét. Trong khung Explorer bén trai xuat hién thém file bao-cao-nhan-su.docx.
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Hai. M& thw muc AlI-VAN-PHONG trén Desktop, bAm dup vao file bao-cao-nhan-
su.docx d& mé bang Word. File phai m& dwoc binh thwdng va cé ndi dung tra |&i ba
cau héi cta ban.

Ba. D4i chiéu con sb. K&t qua dung cda bai nay nhw sau:

N6i dung Két qua ding

Tbng sb nhan vién 50 nguoi, ma tr NVO01 dén NV050
Gidi tinh 37 nam, 13 nlr

Théi han hop dbng 12 thang 28 nguoi

Théi han hop dbng 24 thang 9 nguoi

Théi han hop dbng 36 thang 7 nguoi

Théi han ghisé 0 6 nguoi

Sau nguoi c6 thdi han ghi sb 0 1a nhivng ngudi ky hop ddng khdéng xac dinh thoi
han. Néu Agent bd s6t nhém nay hodc xép ho vao mét mdre théi han ndo dd, ban noi
lai cho n6 biét y nghia cta sb 0.

Néu Agent tra vé 100 nhan vién: nd da dém gop ca trang tinh thi hai. G6 tiép cau
sau dé stra:

Chi dém trong trang tinh "Danh muc NV", bo qua trang "Quyét dinh tang luong".
Diéu vira xay ra
Hay dirng lai mét chat dé nhin lai viéc vira lam.

Ban khéng chép mot dong di¥ liéu nao vao khung chat. Ban khéng dan mot dong két
qua nao ra ngoai. Ban viét mot doan tiéng Viét mo ta viéc can lam, va nhan vé mot
file Word trén may minh.

Do 14 toan bd y nghia cla viéc dung Al Agent. Nam chwong con lai clia cubn sach
chila mé réng dung viéc nay ra nhirng cong viéc I&n hon.

1.6 Cach viét mét yéu cau ré rang

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

B6n phan cta moét yéu cau

Yéu cau ban vira gé & muc 1.5 gébm bdn dong c6 nhan. Bén nhan dé khéng phai quy
dinh bat budc ctia phan mém, ma 1a cach dé ban tw kiém xem minh da néi du chwa.

Nhan Tra I&i cau hoi Néu thiéu thi sao

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

NGUON D@ liéu nam & dau Agent doan file, doc nham
trang tinh, hoac phai haéi lai
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Nhan Tra 1&i cau hoi Néu thiéu thi sao

KET QUA Ra cai gi, lvu & dau Agent tra 1&i trong khung
chat, khéng tao file nao

LUUY Quy tac riéng can tuan theo | Agent tw quyét theo cach
clia né, thwdng khong giéng
y ban

Bon phan cua mét yéu cau ré rang

Can lam gi Tao hop déng cho toan bd nhan vién

Trang tinh "Danh muc NV" trong file...

KET QUA Ra cai gi, lvu & dau M&i ngurdi mét file Word, thu muc KET-QUA

Quy tac riéng Thoi han 0 thi ghi "V6 thdi han”

Bb6n phén ctia mét yéu céu

Bn nhan nay ap dwoc cho moi viéc trong sach. Vi du véi mét viéc hoan toan khac:

VIEC: Loc danh sach nhan vién sap hét han hop dong

NGUON: Trang tinh "Danh muc NV" trong file Data thong tin nhan su.xlsx
KET QUA: File Excel tén canh-bao-het-han.x1lsx trong thu muc nay

LUU Y: Chi 18y ngudi c6 hgp dong hét han trong vong 90 ngay tdi,

sap x&p theo ngay hét han gan nhat 1én dau

Ngan gon quan trong hon dai dong
Mbi phan moét téi hai dong. Ca yéu ciu géi trong bén téi tam dong la viva.
Yéu cau dai khdng ddng nghia véi yéu cau rd. Mot doan van muwdi 1dam dong viét lan

man con kho hiéu hon bén dong c¢6 nhan, cho ca Agent Ian cho chinh ban khi doc lai
vao thang sau.

Khi thdy yéu cau ctia minh dai qua muwoi dong, thwong 1a do mét trong hai nguyén

nhan: ban dang gép nhiéu viéc vao mét lan, hodc ban dang giai thich nhirng th
Agent khdng can biét.

Ba 16i hay gap

Go6p nhiéu viéc vao mét yéu cau. Ban mudn Agent vira tinh lwong, vira lam phiéu
lwong, vira g&ri email. Ba viéc nay nén chia ba lwot. Lam xong viéc moét, kiém tra, roi
mé&i sang viéc hai. Gop lai thi khi sai ban khéng biét sai & khau nao.
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Dung ttr chung chung. Nhitrng chi¥ nhw lam dep, chuén, day da, chuyén nghiép
khéng c6 nghta cu thé. Thay vi viét "trinh bay cho dep", hay viét "tiéu dé in dam, sé
tién c6 diu phan cach hang nghin, ngay dang ngay/thang/ndm".

Quén néi lwu & dau. Day 14 16i phd bién nhét véi ngwdi mai, vi khi dung chat trén
trinh duyét ban khéng bao gi® phai nghi t&i chuyén nay. Khéng c6 phan KET QUA,
Agent lam xong rdi tra 1&i trong khung chat, va ban van phai chép tay ra.

Khi nao khéng can du bén phan

Bbn phan danh cho luc giao viéc méi. Khi ban dang stra mot két qua Agent vira lam,
mot cau ngan 1a du, vi Agent con nhé toan bo viéc vira roi.

binh dang lai c6t luong theo dang c6 dau phan cach hang nghin.

Day la ly do cac yéu cau sira 16i trong sach déu chi mét hai dong.

Tw thwr

Nghi vé mét viéc ban dang phai lam tay & co quan, rdi viét né ra theo bén phan.
Chuwa can chay, chi can viét ra gidy hoac gé vao moét file.

Néu ban viét dwoc di bdn phadn ma khéng phai nght lau, viéc dé giao cho Agent
dwoc. Néu ban tdc & phan NGUON vi di¥ liéu ndm rai rac & nhiéu noi, hodc tac &
phan LUU Y vi méi lan [am mét kiéu, thi viéc dé can dwoc sap xép lai trwde khi tw
ddng hoa.

1.7 Token, model va cach chon cho dung

Token la gi

Al khoéng doc chi theo cach con ngudi doc. N6 cat moi thir ban dwa vao thanh tirng
mau nhd, mdi mau goi la mot token.

M6t token trung binh bang khoadng ba phan tw moét tir tiéng Anh. Tiéng Viét c6 dau
nén tbn token nhiéu hon tiéng Anh v&i ciing mét ndi dung.

Cau yéu cau ban vira gé & muc 1.5 dai khodng nam muwoi token. File Excel danh
sach nhan sw khi Agent doc vao tén khoang vai nghin token.

Vi sao ban can quan tam

Hay hinh dung Agent cé mét céi ban lam viéc.

Moi thtr ban dwa cho né déu phai dat I&n ban do: cau yéu cau cua ban, ndi dung cac
file n6 vira doc, két qua né vira 1am ra, va ca nhirng cau trao dbi trwdc do trong cling
cudc tro chuyén.

Cai ban nay rong hiru han. Khi ban day, nhirng t& gidy dat I1&n sém nhét bi day khdi
mép ban. Agent quén mét phan do.

Day la ly do dbi khi ban thdy Agent quén méat yéu ciu ban ndi tir dau, hodc lam sai
mot chi tiét ma ban da dan tir 1au. Ban cla n6 da day.
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B nhé 1am viéc cia Agent gidng mét cai ban

Cau y&u cau Néi dung Két qua Trao déi
clia ban file da doc vira lam ra trwée do
Roi
khai ban
Mat ban co han I
Ban day thi thir dwa vao som nhét bi déy ra, va Agent quén phan do
Moi thir Agent doc vao déu chiém ché trén ban
Ba théi quen nén cé
Théi quen Vi sao
Chi dé trong thu muc lam viéc nhirng file M6i file Agent doc vao déu chiém ché trén
that sw can cho viéc dang lam ban
Viéc 1&n chia thanh nhiéu lwot giao, mbi Ban luén gon, va khi sai ban biét ngay sai &
lvot mét muc tiéu ré rang buwdc nao
Xong han mot cbng viéc thi mé cudc trod Ban duwoc don sach, viéc cl khéng lam
chuyén mai nhiéu viéc maoi

Dé mé& cudc trd chuyén maéi, bAm diu cong & goc trén bén phai khung Agent.
Chon model

Trong Antigravity, model la bé ndo ma Agent dung dé suy nghi. Tén model hién ngay
dwi 6 nhap chiv trong khung Agent, va ban bAm vao dé dé ddi sang model khac.

Phan xa thuwérng gdp cla ngudi méi la ludn chon model manh nhét trong danh sach.
Day |4 théi quen tén kém va phan I&n trwéng hop khéng lam két qua tét hon.

Nguyén tdc chon model 1a chon theo d6 kho cua viéc:

Kiéu viéc Vi du trong khéa hoc nay | Nén dung
Quy tac da rd, chi can lam | DBién bang chdm céng theo | Model nhanh
dang va 1am nhiéu b6 ky hiéu c6 san, sinh hang

loat hgp déng tlr mdt mau,
ddi dinh dang file

Can doc hiéu roi ty quyét DPoc mot tai liéu dai réi raty | Model manh hon
dinh cach lam chinh, tw nght bd cuc cho

mét bao cdo chwa cé mau
Viéc mo ho, nhiéu nhanh, Dwng mét quy trinh tw ddng | Model manh hon

Agent phai ty chon huéng tir con sd khong
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Bbn ly do khédng nén méc dinh dung model manh nhét:

Model manh chay chédm hon, ban ngf“)i ch® lau hon

N6 tiéu hét lwot dung mién phi nhanh hon, dén luc gap viéc kho that thi ban da
hét lwot

V&i nhivng viéc cé quy téc rd rang, két qua cia model nhanh va model manh
khéng khac nhau

Model manh déi khi tw suy dién thém va lam ca nhirng thir ban khéng yéu cau
Cach lam thwe dung: luén chay model nhanh truéc. Néu két qua sai hodc Agent hiéu
nham vy, lic dé6 mai dbi 1én model manh hon va viét lai yéu cau cho rd rang hon.
Chir Medium nghia la gi
Tén model trong khung Agent hién |a Gemini 3.5 Flash (Medium). Phan trong ngodc
la mrc d& Agent can nhac trwdc khi bat tay lam.
- Murc thip: bat tay 1am ngay, it suy tinh. Nhanh nhat, hop véi viéc rat don gian.
- MUc trung binh: can bang gitra téc dd va d6 can than. Ba dung cho gan nhw
toan bé cbng viéc van phong.
- Murc cao: suy nghi k¥ truwdc khi lam, cham hon hén. Danh cho viéc rac réi, nhiéu
rang budc.
Toan bd khéa hoc nay dung Gemini 3.5 Flash & mirc Medium. Ban dé nguyén nhw
khi m&i cai, khéng can dbi.
1.8 Khi Agent lam chwa dung

Lan dau lam viéc v&i Al Agent, két qua léch & dau dé 1a chuyén thudng gép. Diéu
quan trong 1a biét cach nai lai.

Nguyén tac chung

Ban khéng can bat dau lai tr ddu. Clr gb tiép vao 6 nhap chi, néi rd ché nao chua
ding va can sira thanh gi. Agent nhé viéc né vira lam va sé stra tiép trén do.

Bén tinh hudéng hay gap

Agent bao khéng tim thay file

Nguyén nhan gan nhuw luén la file chwa nam trong thu muc 1am viéc, hoac tén file gb
sai.

Céch x& ly: mé thw muc AlI-VAN-PHONG trén Desktop, kiém tra file d& nam trong do
chwa. Sau dé nhin khung Explorer bén trai Antigravity, chép dung tén file hién & do
vao cau yéu cau, ké ca phan duéi .xlsx.

Agent tra I1¥i bang chir nhwng khéng tao ra file

Nguyén nhan |a cau yéu cau chwa ndi rd can lwu thanh file.
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Cach xt ly: gb tiép mot cau nhuw sau.

H3y luu két qua vira réi thanh file Word tén bao-cao-nhan-su.docx
trong thu muc lam viéc.

Con s6 Agent dwa ra khéng khép véi file goc
Nguyén nhan thwdng la file c6 nhirtng dong tréng, dong tiéu dé phu, hodc & 16i ma
Agent d&m nham vao.
Cach x( ly: néi rd pham vi can dém.

Kiém tra lai. Chi dém nhitng dong c6 ma nhan vién bat dau bang chir NV,

bo qua cac dong trong va dong tiéu dé.
Agent Iam nhiéu hon nhirng gi ban yéu cau
Vi du ban chi nh&» @m sb nhan vién, né lai tw tao thém biéu dd va vai bang phu.
Cach x@ ly: ndi rd gidi han ngay trong cau yéu cau.

Chi tra 1oi dang ba cau hoéi trén, khong thém phan nao khac.
Mot théi quen nén tap twr bay gio
Sau méi lan Agent bao xong viéc, hdy mé file két qua ra xem. Birng bd qua buéc
nay ké ca khi céng viéc don gian.
O nhitng chwong sau, khi cong viéc la bang lwong hay bao cao gtri sép, théi quen
kiém tra nay 1a thi gitr cho ban khéng gri di mét con sé sai.

Tém tat chwong

- Al Agent doc va ghi duoc file trén may ban, va tw 1am nhiéu bwdc néi tiép trong
mot Ian giao viéc

- Antigravity la phdn mém cai trén may, c6 sén Al Agent bén trong, ding mién phi
v&i tai khoan Google

- Agent chi nhin thay nhirng file trong thw muc ban chi dinh qua menu File va
Open Folder

- Moi thtr Agent doc vao déu chiém ché trong bd nhé lam viéc clia nd, nén chi dé
nhirng file that sy can

- M6t yéu cau rd rang gdm bén phan: VIEC, NGUON, KET QUA, LUU Y, géi trong
bon téi tam dong

- Chon model theo d6 kho cua viéc, chay model nhanh trwedc réi méi dbi 1én model
manh khi can

- Két qua chwa dung thi gé tiép dé stra, khéng can lam lai tir dau
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CHUONG 2: SOAN VAN BAN HANG LOAT

Muc tiéu bai hoc:
- Hiéu cAu truc ctia mét viéc soan van ban hang loat: mau van ban cdng bang
dir lieu
- Sinh dwo'c ndm muoi ban hop ddng lao ddng tr moét file mau va mét danh
sach nhan sy
- Viét dwoc yéu cau co diéu kién, kiéu néu thé nay thi ghi thé kia

X ly dwoc tinh hudng di¥ liéu thiéu codt hodc tén cot khéng khdp véi mau

Soan dwoc cdng van va bao gia khi trong tay chwa c¢o file mau nao

Kiém tra van ban theo checklist truwéc khi trinh ky

2.1 Viéc soan van ban hang loat gom nhirng gi

Ba thanh phan

Moi cdng viéc soan van ban hang loat, du Ia hop déng, phiéu lvong, thw moi hay
quyét dinh, déu gdm dung ba thw:

M6t 1a mau van ban. Mét file Word chira phan ndi dung ¢b dinh, dung chung cho tat
cé& moi nguoi. Trong mau cé nhivng chd tréng ché dién théng tin riéng cda ting
nguoi.

Hai la bang dir liéu. M6t file Excel, mdi dong la mot ngudi, mbi cot 1a mot thdng tin.
Ba la quy tac dién. Chd tréng nao trong mau lay dir liéu tir cot ndo trong bang. Doi
khi quy tAc cé thém diéu kién, kiéu néu cot nay bang 0 thi ghi chi¥ nay, con lai ghi
chir kia.

M6t mau cong mét bang div liéu ra nam mwei van ban

Mau van ban

Hop déng.docx \ 50 file
Quy tac dién . hop déng
ban mé ta

Bang di liéu
50 nhan vién

Mét Ian giao viée, khéng phai ndm muroi lén chép déan

Ba thanh phén ctia mét viéc soan vén bén hang loat

Néu ban tirng dung Mail Merge trong Word thi ba thanh phan nay quen thudc. Diém
khac biét ndm & chd Mail Merge doi ban phai chén tay tirng trwdrng vao dung vi tri
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trong mau, va khéng x ly dwoc diéu kién phirc tap. V&i Al Agent, ban md ta quy téc
bang tiéng Viét.
Vi sao day la viéc dang giao cho Agent nhat
Soan van ban hang loat c6 ba dic diém khién né dirng dau danh sach viéc nén tw
ddng hoa:

- Khéi lwgng 1&n nhwng méi ban chi khac nhau vai dong

- Quy tac rd rang, khdng can suy doan

- Sai mét chir trong mét ban la phai in lai ca ban dé
Mt ngwdi lam nhan sy soan tay ndm muoi hop ddng mét khoang nira ngay, va gan

nhw chac chan co it nhat mét ban sai tén hoac sai ngay. Day la loai 16i rat kho tw
phat hién vi mat da quen vé&i ndi dung sau ban thir mudi.

2.2 Chuan bij tai liéu
Tai tai liéu thuwc hanh

Link tai: Yng dung quan Iy hop ddng, thdng tin nhan sw

Trong thw muc dé ban tai hai file:

File Vai tro

Hop déng lao ddng.docx Mau van ban, phan néi dung dung chung
cho moi nhan vién

Data thong tin nhan su.xlsx Bang dir liéu, moi dong mot nhan vién

File Excel chinh la file ban da dung & Chwong 1, nén néu van con trong thw muc lam
viéc thi khéng can tai lai.

Bwéc 1. Tai tieng file vé may

B&m vao tén link mau xanh & trén dé mé thw muc Google Drive.

B&m chudt phai vao file Hop déng lao déng.docx, chon Tai xuéng. Chd tai xong.
Lam lai dung nhw vay vaoi file Data thong tin nhan su.xlIsx.

Ban nén tai tirng file mot thay vi chon cé hai cung luc. Khi chon nhiéu file, Google
Drive nén chuang thanh mét file zip va ban phai giai nén thém mot bwéc niva.

Tao thw muc riéng cho bai nay

(0] Chwong 1 ban da tao thw muc AI-VAN-PHONG trén Desktop. Tt bai nay tr& di,
méi céng viéc nén cd mét thw muc con riéng dé két qua khong lan vao nhau.
Bwéc 2. Tao thw muc con

BAm vao biéu twong thw muc mau vang trén thanh tac vu d& mé File Explorer. O cot
bén trai, bAm vao muc Desktop, rdi bAm dup vao thw muc AlI-VAN-PHONG dé m&
ra.

E 4
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B&m chudt phai vao khoang tréng bén trong thuw muc, dwa chudt vao dong New, roi
chon Folder.

G ngay tén sau rbi nhan phim Enter:

HOP - DONG
Bwéc 3. Chuyén hai file vao thw muc vira tao
O cot bén trai clra sd File Explorer, bAm vao muc Downloads dé quay lai chd chira
hai file vira tai.
B&m chudt phai vao file thir nhéat, chon Cut, hodc nhan Ctrl + X.
O cot bén trai, bAm lai vao Desktop, bdm dup vao Al-VAN-PHONG, réi bAm dup vao
HOP-DONG dé vao bén trong. BAm chudt phai vao khoang tréng chon Paste, hodc
nhan Ctrl + V.
Lam lai dung nhw vay vai file thi hai.
Ban sé thay: Bén trong HOP-DONG c6 dung hai file, va thw muc Downloads khéng
con chung nira.
Bwéc 4. Kiém tra Antigravity da thay chwa
Chuyén sang clra sd Antigravity, nhin khung Explorer bén trai. Du¢i dong Al-VAN-
PHONG phai xuét hién thw muc HOP-DONG. B4m vao mi t&n nhé bén canh tén thw
muc dé mé& ra, bén trong c6 hai file vira chép.

Néu chwa thay thw muc méi, bAm chuét phai vao khoang tréng trong khung Explorer
rdi chon Refresh.

Ban khéng can vao menu File réi Open Folder lai. Antigravity dang mé thw muc gbc
AI-VAN-PHONG, nén moi thu muc con ban tao bén trong né déu tw hién ra.

Poc qua mau hop dong trwéc khi giao viéc

Trwéc khi giao viéc cho Agent, ban nén mé file mau ra xem mot lwot. DPay la thoi
quen quan trong: ban can biét mau c6 nhirng chd tréng nao thi méi kiém tra dwoc
két qua.

B&m dup vao file Hop déng lao déng.docx d& mé bang Word.

M&u nay 1a hop déng clia Cong ty C6 phan Bién Quang, gdm bay diéu khoan. Phan
thdng tin cdng ty & Bén A da dién sén day da, ban khéng can dung vao. Nhirng chd
con tréng nam & cac vi tri sau:

Vi tri trong mau N6i dung can dién
Dong ngay thang diu van ban Ngay ky hop déng
Sé: ../HBLD Sé hiéu hop déng
Bén B, Ong/Bé Ho va tén nhan vién
Bén B, S6 CMND Sbé can cuéc

Bén B, Sinh nam Nam sinh

Bén B, Dia chi thuwdng tra Dia chi

E 4
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Vi tri trong mau N6i dung can dién

Piéu 1, Loai Hop déng lao déng V6 th&i han hoac Xac dinh thdi han
Diéu 1, Thoi han Hop déng lao déng Sé thang

Diéu 1, Thoi diém tlr ngay dén ngay Ngay bat dau va ngay két thuc
Diéu 1, B6 phan céng tac Phong ban

Diéu 1, Chirc danh chuy&n mén Vi tri céng viéc

Diéu 3, Mirc lwong chinh Sé tién lwong méi thang

Ghi nh& bang nay. Muc 2.5 sé quay lai nd, vi khdng phai chd tréng ndo ciing cé sén
d liéu twong ng trong file Excel.

2.3 Sinh nam mwoei ban hop déng

Quy tac nghiép vu can néi rd
Trong file di¥ liéu c6 cot Thei han HD (thang) véi cac gia tri 0, 12, 24 va 36.
Con sb 0 & day khéng cé nghia 1a hop ddng dai khdng thang nao. N6 cé nghia 1a
hop déng khdng xac dinh théi han, thuwdng goi 1a hop ddng vo thdi han. Day la quy
wée riéng cla bang div liéu nay, va Agent khong thé tw doan ra.
Quy tac can ndéi cho Agent biét:
- Thoi han bang 0 thi loai hop déng ghi 1a Vo th&i han, va bé tréng phan thoi
diém két thuc
- Thoi han khac 0 thi loai hop dbng ghi 1a Xac dinh thei han, va ngay két thic
bang ngay bat dau cdng thém sb thang dé
Day |4 vi du dau tién trong sach vé mot yéu cau co diéu kién. Cach viét diéu kién cho
Agent giébng hét cach ban dan mét nhan vién maéi: néu trwéng hop, rdi néu cach xir
ly cho trng trwd'ng hop.
M6t yéu cau chwa tot
Vé&i viéc nay, cau ma phan I&n ngwdi maéi go ra la:
Yéu cau chwa toét
Tao hop doéng cho tat cad nhan vién theo miu.

Cau nay nghe da y v&i ngudi doc, vi ngudi doc tw hiéu dwoc nhirng ché con thiéu.
Agent thi khdng. Két qué nhan vé sé héng & bén ché:

Cho héng Hau qua trén ndm mwoi ban hop dong

Khéng néi trwdng nao lay ti cot nao Muc S6 CMND b6 tréng, vi di¥ liéu chi co
cot tén la S6 CCCD

Khong néi quy wéc sé 0 Sau nguwdi vo thdi han bi ghi thanh "thoi
han 0 thang"

Khoéng néi dinh dang Lwong hién 8000000, ngay hién 2025-01-01
00:00:00
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Cho héng Hau qua trén ndm mwoi ban hop dong
Khéng ndi lwu & dau, tén gi N&m muoi file don 1an véi file mau, tén kho
tra

Slra dwoc ca bdn khéng khd. Nhwng stra sau khi da sinh nam muoi file thi mét thoi
gian gap nhiéu 1an so v&i néi rdé ngay tir dau.

Cau lénh giao viéc

B&m vao & nhap chi trong khung Agent bén phai, gé vao yéu ciu sau:

Yéu ciu t6t

VIEC: Tao hgp ddng lao ddng cho toan bd nhan vién, mdéi ngudi mét file Word
NGUON: MAu 1a Hop dong lao dong.docx, danh sdch 13 trang tinh "Danh muc NV"
trong Data thong tin nhan su.xlsx, ca hai nam trong thu muc HOP-DONG

KET QUA: Luu vao thu muc con KET-QUA, dat tén dang HDLD-MaNV-Hoten.docx

LUU Y: Trudc khi 1lam, hay doc miu hop dong, liét ké& cac chd can dién,

va hdéi toi truong nao 1lay tir cét nao

Gb6 xong nhén Enter.

Agent haéi lai, va dé 1a chuyén tot
Pé y dong LUU Y. Thay vi liét ké s&n mwoi dong anh xa, ban bdo Agent doc mau roi
héi nguworc lai.
Agent s& mé file m4u, tim ra cac ché tréng, réi hdi ban dai y: muc Ong/Ba lay tir cot
nao, muc S& CMND |4y tir cot ndo, va né sé néu ludn 1a div liéu khdng cé codt nao tén
S6 CMND.
Céch lam nay c6 ba cai loi so v&i viéc viét san tat ca:

- Yéu cau ban dau ngan, ban khéng phai nhé hét moi trvdng

- Agent tw phat hién nhirng chd vénh gitra mau va di liéu, thay vi ban phai soi

trwdc
- Ban chi tra 101 dung nhirng gi n6 haoi

Tra 1&i bang mét bang ngan
Khi Agent hai, ban tra I&i gon trong mét lwot:

Ong/Ba 13y cot Ho va tén

S6 CMND 18y cot S6 CCCD

Sinh nam 1ay nam trong c6t Ngay sinh
Pia chi thudng trd 1ldy cot Pia chi

Thoi han HD 1ay c6t Thoi han HD (thang)
Thoi diém bat dau 1ldy coét Ngay thi viéc
Mic luong chinh 1ay coét Luwong chinh

Quy tac: Thdi han bang © thi Loai hgp déng ghi "Vé& thdi han" va bd tréng
ngay k&t thuc. Khac @ thi ghi "Xac dinh thdi han", ng3y k&t thic bang
ngay bat dau coéng s6 thang dé.

Dinh dang: tién c6 dau phan cach hang nghin, ngay dang ngay/thang/nam.

E 4
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Tbng cong hai lvot, mbi lwot ngan, thay cho mét yéu cau dai hai mwoi dong. Pay
cling dung nhip lam viéc ban sé gap & Chwong 3 khi dung skill.
Agent sé lam gi
Sau khi nhan Enter, Agent lan luvot thwc hién:
1. Mé file Excel, doc trang tinh Danh muc NV, |4y vé nam mwoi dong di liéu
2. M& file mau Word, doc cAu tric van ban va tim cac vi tri can dién
3. Tao thw muc KET-QUA
4. Vi trng nhan vién: dién théng tin vao ban sao ctia mau, ap quy tac loai hop
dong, roi lwu thanh file riéng

Viéc nay lau hon bai Chwong 1 vi cé ndm muoi file can tao. Ban ch® khodng mot
dén ba phut. Trong khung Agent sé& hién dan tén céac file dang dwoc tao.

2.4 Kiém tra két qua

Day |a phan ban khéng duwoc bé qua. Hop ddng lao dong la van ban phap ly, sai mot
con sb la phai in lai va ky lai.

Kiém tra sé lwong

Mé& thw muc HOP-DONG trén Desktop, vao thuw muc con KET-QUA.

N6i dung Két qua dung
Téng sb file hop déng 50 file

Hop déng ghi V& thei han 6 ban

Hop déng ghi Xac dinh th&i han 44 ban

Ban khéng can dém tay. Nhan Ctrl + A dé chon tat ca file trong thw muc, réi nhin
xudng thanh trang thai & day cira s6. Windows hién sé muc dang chon, dang "50
items selected" hoac "Ba chon 50 muc".

Néu thanh trang thai khdng hién, bAm vao thé View & dau clra s, chon Show, roi
tich vao Status bar.

Néu sb file it hon 50, nhiéu kha nang Agent dirng gitra chirng. G& tiép cau sau dé no
lam nét;

Kiém tra lai thu muc KET-QUA, con thiéu nhan vién n3o chua cé hgp dong
thi tao nét cho dd 50 nguoi.

Kiém tra n6i dung ba ban mau
BPirng mé ca nam muwoi file. Chon ba ban dai dién cho ba trwdng hop khac nhau:

Ban thir nhat, mét ngwei c6 thei han 0. M& file hop déng cia NV001 Lé Hoang
Cwong. Kiém tra:

- Loai Hop déng lao ddng phai ghi Vé th&i han
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- Phan thoi diém két thuc phai dé trong

- Mtrc lvong chinh phai la 8,000,000

- Dia chi thwdng trd phai la P. Phan Bi Chau, TP. Hai Phong
Ban th hai, mét ngwi cé thei han 24 thang. M& file cia NV002 Hoang Thuy
Linh. Kiém tra:

Loai Hop déng lao ddng phai ghi Xac dinh thei han

Th&i han phai la 24 thang

Ngay bat dau Ia 01/01/2025, ngay két thac phai la 01/01/2027
Sinh nam phai la 1996, khéng phai ca ngay thang nam

Ban thr ba, chon ngau nhién mét ngwei bat ky. M& file cia mét nhan vién nao dé
trong danh sach va déi chiéu toan bd théng tin véi dong twong trng trong file Excel.
Bén 16i hay gip & bai nay

Lwong hién dang 8000000 thay vi 8,000,000

Agent lay nguyén sb tho tir Excel. G& tiép:

Pinh dang lai mic luong trong t&t ca hgp dong theo dang cé diu phdy
phan cach hang nghin, vi du 8,000,000.

Ngay hién dang 2025-01-01 00:00:00
Pay la dinh dang ngay gi® gbc trong Excel. G6 tiép:

Pinh dang lai toan bd ngay thang theo dang ngay/thang/nam, vi du 01/01/2025,
bé phan gio phit giay.

Sinh nam hién day di ngay thang nam
Mau hop déng chi hdi nam sinh. G6 tiép:
0 muc Sinh nam chi ghi nam, vi du 1996, khéng ghi ngay va thang.
Nguwei cé thei han 0 van bi ghi ngay két thuc
Agent bd sét vé thir hai cha diéu kién. Gb tiép:
V&i nhitng ngudi c¢6 Thdi han HD bang @, x6a phan thdi diém két thic,
chi gilr ngay bat dau.
2.5 Khi dir liéu thiéu hoac tén cét khéng khép
Bai vira rdi c6 hai diém ma ban c6 thé da nhan ra khi kiém tra két qua. Ca hai déu 1a
tinh hudng rat hay gap trong céng viéc that.
Tén trong mau va tén trong div liéu khac nhau
M&u hop déng ghi S6 CMND. File dir liéu c6 cot tén 1a S6 CCCD.

Day la hai cach goi cua hai th&i ky, chirng minh nhan dan va can cuéc céng dan.
Nguwoi doc hiéu ngay la cung mét thir. Agent thi khéng chéc, va néu ban khéng noi
rd, nd co thé dé trbng muc dé hodc ty di tim mét cdt khéng ton tai.
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Trong cau 1&nh & muc 2.3, dong "Sé CMND Iy tir cot S6 CCCD" chinh Ia d& x@ Iy
viéc nay. Day la ly do khdi anh xa trong cau lénh can viét day da, ké ca nhirng cap
ma ban thay hién nhién.
Mau c6 ché trong nhwng div liéu khéng cé cét twong (rng
M&u hop ddéng cé hai ché ma file Excel khdng cung cép duoc:

- B6 phan céng tac, tirc phdong ban

- Chtrc danh chuyén moén, tirc vi tri cdng viéc
File d@ liéu co cét Vi tri cong viéc nhwng toan bd ndm muoi dong déu dé trong.
Khi gap tinh hudng nay, ban c6 ba cach xt ly, chon theo hoan canh that cia céng
viéc:
Cach mét, dé tréng c6 chu dich. Dung khi théng tin sé& dwoc dién tay luc trinh ky.

V&i muc Bd phadn cdng tac va Chirc danh chuyén mén, dé tréng dau chdm cham
nhu trong mju dé dién tay sau.

Cach hai, dién mét gia tri chung. Dung khi cd nhém cling mét chive danh.

Dién BO phan céng tac la "Phong Kinh doanh" va Chirc danh chuyén mon
13 "Nhan vién" cho tat ca hgp doéng.

Cach ba, bd sung dir liéu trwéc réi méi chay. Day la cach dung nhét khi méi
ngwdi mét chive danh khac nhau. Ban mé file Excel, dién c6t Vi tri cdng viéc cho du
ndm muoi dong, lwu lai, rdi chay lai cau 1énh.
Nguyén tac rut ra
Trudc khi giao viéc soan van ban hang loat, hay dbi chiéu mét lwot gitba mau va div
liéu, tra 1&i hai cau hai:

- M&i ché tréng trong mau 13y di liéu to cot ndo

- C6 ¢chb tréng nao khéng tim duoc cot twong ng khdng, va néu cé thi xi ly thé

nao

Hai cau héi nay mét khodng nam phut. Bé qua ching thi ban s& méat nhiéu hon thé
dé stra ndm muoi file.

2.6 Soan cdéng van va bao gia khi chwa cé6 mau

Hai bai trén déu bat dau tr mot file mau cé san. Trong thwce té, nhiéu ltc ban can moét
van ban ma céng ty chwa c6 mau nao.

Ldc nay Agent van lam dwoc, va ban khéng can chuan bi file gi ca.

Bai nhé 1: Cong van thong bao

Gia str cong ty diéu chinh gi® lam viéc va ban can ra céng van thédng bao cho toan
thé nhan vién.

Soan giup téi mdt céng van théng bdo glri toan thé nhan vién, ndi dung:
tir ngdy 01/09/2026, gid lam viéc budi chiéu d6i tir 13h@@-17h00 thanh
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13h30-17h30. Ly do la diéu chinh theo nguyén vong cla ngudi lao déng.

Cong van theo thé thic hanh chinh Viét Nam, cé quéc hiéu tiéu ngi,
s& cong van, noi nhan, va chd ky cla giam déc.
Tén céng ty 13 Céng ty C6 phan DPién Quang.

Luu thanh file cong-van-doi-gio-lam.docx trong thu muc nay.

Khi soan loai van ban nay, ba théng tin ban bat budc phai néu la: gvi cho ai, noi
dung théng bao gi, va ap dung tir ngay nao. Thiéu moét trong ba, Agent sé tw dién
mét gia tri nao do6 va ban phai stra lai.

Bai nho 2: Bao gia
Soan mét bdo gid glri khach hang Cong ty TNHH Minh Phat, gém ba hang muc:
- béen LED am tran 9W, 200 bd, don gia 185,000 dong
- béen LED tuyp 18W, 150 bd, don gia 240,000 dong
- Céng lap dat, 1 gbéi, 5,000,000 dong

Bdo gid can c6 bang hang muc, cot thanh tién, dong téng cong,

thué gid tri gia tang 10%, va téng thanh toan.

Thém phan hiéu lyc bdo gid 3@ ngay va diéu kién thanh toan 50% tam wng.
Bén ban 13 Céng ty C6 phan Dién Quang.

Luvu thanh file bao-gia-minh-phat.docx trong thu muc nay.

Kiém tra két qua bang cach tw nhan tay mét dong: 200 nhan 185,000 bang
37,000,000. Néu dong dau dang thi cac dong con lai thuwéng dung theo.

Khi nao can mau, khi nao khéng

Tinh huéng Can file mau
Van ban co gia tri phap ly, thé thirc chat Co
Van ban phai gidng hét cac ban congty da | Co
phat hanh trwdc dé

Can tao nhiéu ban cung luc tr mét danh Co
sach

Van ban dung mét lan, thé thirc théng Khoéng
thwong

Ban dang can mét ban nhap dé stra tiép Khong

V&i nhém can mau, hay lay mot van ban cong ty da ban hanh, xéa hét théng tin riéng
di, gitr lai phan khung. D6 chinh 13 file mau cla ban.

2.7 Tra ctru thong tin trwéc khi soan

C6 nhirng van ban can théng tin ma ban khéng nhé chinh xac, vi du mérc lwong téi
thiéu vang hién hanh, hay quy dinh vé thoi gian thir viéc.

Agent tra ctru dwgc, nhwng cach ban hdi quyét dinh chat lwong cau tra 1oi.
Cach héi cho két qua dung dwoc

E 4

[
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Trudc khi soan, hdy tra cltu quy dinh hién hanh vé thoi gian thir viéc

t8i da theo B& ludt Lao déng Viét Nam, cho bié&t ngudn va didu khodn cu thé.

Sau d6 cho toi biét mic th&r viéc ap dung cho vi tri nhan vién van phong.
Diém quan trong 1a cau cho biét ngudn va diéu khoan cu thé. Khong cé cau nay,
Agent tra 10 mét con s6 va ban khéng kiém chirng dworc.
Nguyén tac bat buéc

Thong tin phap ly, sb liéu tai chinh va ngay thang co hiéu lyc la ba nhém ban phai tw
kiém tra lai ttr nguén chinh thirc, ké ca khi Agent d néu ngudn.

Agent hé tro ban tim nhanh. Trach nhiém vé con sé cubi cung trong van ban trinh ky
van thudc vé nguoi ky.

2.8 Checklist trwwéc khi trinh ky

Ap dung cho moi van ban do Agent soan, truwéc khi ban gtri di hoac trinh ky.

Hang muc Cach kiém

Ho tén Déi chiéu v&i danh sach gbc, cha y dau
tiéng Viét

Sé can cwdc, ma sb thué Dém da sb chir sb, dbi chiéu véi div liéu gbe

Sé tién Kiém tra hang don vi va dau phan cach
hang nghin

Ngay thang Pung dinh dang ngay/thang/nam, ngay két
thdc sau ngay bat dau

Tén cbng ty, tén khach hang Viét dung loai hinh doanh nghiép

Chtrc danh nguwoi ky DPulng ngwdi c6 thdm quyén ky loai van ban
do

Sé trang Du trang, khédng mét trang cudi

V&i van ban sinh hang loat, ban khéng can kiém tra hét. Kiém ba ban theo cach &
muc 2.4 1a du, vi Agent ap cung mét quy tdc cho moi ban. L&i néu c6 thi thuwong 18p
lai & tAt ca, va ba ban du dé 16 ra.

Tém tat chwong

- Soan van ban hang loat gém ba thanh phan: mau van ban, bang di liéu, va quy
tac dién

- Cau Iénh giao viéc nén chia bén khéi: co file gi, can két qua gi, anh xa ché tréng
voi cot dir liéu, va quy tac co diéu kién

- Viét day du khdi anh xa, ké ca nhirng cap ban thay hién nhién nhw S6 CMND v&i
So6 CCCD

- Dbi chiéu mau va div liéu trwde khi chay, dé phat hién ché tréng khéng c6 cot
twong trng
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- Kiém tra ba ban dai dién thay vi kiém hét, chon ban roi vao cac nhanh diéu kién
khac nhau

- Van ban khéng c¢é mau van soan dwoc, chi can néu rd gli ai, ndi dung gi, ap
dung tw bao gi&

- Théng tin phap ly va sé liéu tai chinh phai tw kiém chirng tlr ngudn chinh thirc
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CHUONG 3: SKILL, CONG CU RIENG CHO AGENT

Muc tiéu bai hoc:
- Hiéu Skill 1a gi va khac gi v&i viéc gb yéu cau truc tiép

Cai dwoc bd skill van phong vao cho lam viéc cia minh

Biét bay skill trong bd lam dwoc nhivng viéc gi
Dung dwoc skill @& soan cdng van va tao bao gia

Nhin dwgc bén trong mét skill va hiéu vi sao né khién két qua 6n dinh hon

Tw déng goi quy trinh hop déng & Chuwong 2 thanh skill cda riéng minh

3.1 Van deé cua cach lam & hai chwong trwéc

Hay nhé lai cau Iénh ban gé & muc 2.3. N6 dai khodng hai mwoi dong, gdm bdn
khdi, trong d6 riéng khdi anh xa da bay dong.

Cau l&énh d6 chay tét. Nhwng né co ba van dé:

Thang sau ban phai g6 lai. C6 mot dot tuyén méi mwdi nguwdi, ban can mudi hop
ddng. Cau lénh cii ndm dau do trong lich st trd chuyén, hodc da bj ban x6a mét.
Nguweoi khac trong phong khéng dung dwoc. Bong nghiép clia ban mudn lam viéc
twong tw, ho phai tw mo lai tlr dau, va cau 1énh ctia ho sé& khac cau lénh cla ban.
Két qua khong 6n dinh. Lan nay ban nhé dén dinh dang ngay thang, 1an sau quén.
Hai dot hop ddng clia cing mét cong ty tréng khac nhau.

Ba van dé nay cé chung mét nguyén nhan: kinh nghiém nam trong dau ban va trong
khung chat, ch& khéng nam & mét chd dung lai duorc.

3.2 Skill 1a gi

M6t cach hiéu don gian

Hay hinh dung céng ty ban ¢ mét cuén cdm nang quy trinh. Trong d6 ghi rd: 1am
hop ddng lao ddng thi can nhirng thong tin gi, lay & dau, trinh bay thé nao, kiém tra
nhirng muc nao trwdce khi trinh ky.

Nhan vién méi vao chi can doc cdm nang la lam dwoc, khéng can ngudi cii ngdi dan
tirng bwdc. Va vi ai cling doc cung mét cudn, moi ban hop ddng phat hanh ra déu
giéng nhau.

Skill chinh la cuén cdm nang dé, viét cho Al Agent doc.

N6 1a mét file van ban dé trong thw muc lam viéc. Bén trong ghi day du: viéc nay lam
khi nao, can nhirng théng tin gi, thiéu théng tin thi phai héi lai ra sao, cac budc xir ly,
va kiém tra gi trwde khi giao két qua.
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Tw lac co skill, ban khéng can g6 cau Iénh hai mwoi dong nira. Ban néi mot cau
ngan, Agent tw m& cAm nang ra doc rdi lam theo.

So sanh cho dé hinh dung

G6 yéu cau trwec tiép

Dung Skill

PO dai cau Iénh

Dai, phai néu hét chi tiét

Ngan, chi néu viéc can lam

Lan sau lam lai

G6 lai ttr dau

No6i mbt cau

DPdng nghiép dung chung

Khéng

Co, chép thu muc skill la
xong

Két qua gitra cac lan

Co6 thé khac nhau

Gidng nhau

Ché lwu kinh nghiém

Trong dau ban

Trong file, doc dwoc, stra
duwoc

Chuwa cé skill Co skill
Thang 1 Gb lai yéu cu 20 dong SKILL.md ——p Thang 1: mot dong
Cam nang
Thang 2 G lai yéu cu 20 dong viét mot l1an — Thang 2: mét dong
Thang 3 G5 lai yéu ciu 20 dong —Pp Thang 3: mét dong

Kinh nghiém nam trong dau ban

Kinh nghiém ndm trong file, chia lai duwoc

Cung mét viéc 1ap lai ba thang, hai cach lam

Diéu quan trong nhat vé skill

Skill Ia mét file van ban binh thwdng. Ban mé ra doc duwoc, stra dwgce, chép cho

ngwdi khac dugc.

Khéng c6 gi bi an bén trong. N6 chi 1a hwéng dan viét bang tiéng Viét, sép xép theo
mot khuén nhét dinh d& Agent dé tra.

3.3 Cai bd skill van phong

Bé skill di kém khéa hoc

Khoa hoc c6 s&n mot bd bay skill danh riéng cho céng viéc van phong, dong goi
trong mot thw muc tén skill-van-phong. Bén trong c6 bay thu muc con, mdi thw muc

la mot skill.

Tai bé skill vé may

Link tai: tai skill cho van phong
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B&m vao link mau xanh & trén. Google Drive mé ra thw muc chiva bd skill. BAm
chuét phai vao thw muc skill-van-phong, chon Tai xudng. Drive nén ca thv muc
thanh moét file zip roi tai vé.

M& File Explorer bang biéu twong thw muc mau vang trén thanh tac vu, vao muc
Downloads, b4m chudt phai vao file zip vira tai, chon Extract All réi bAm Extract.
Ban dwoc thw muc skill-van-phong v&i bay thu muc con bén trong.

Chép thu muc skill-van-phong nay vao thu muc AI-VAN-PHONG trén Desktop, dé
lat nira Agent doc dwoc no.

CAu trac sau khi chép xong tréng nhu sau:

AI-VAN-PHONG

— skill-van-phong

— bao-cao-du-lieu

— chuyen-doi-tai-lieu
— format-docs-excel
— ho-tro-excel-ke-toan
— tao-bao-gia

— tao-slide

— van-ban-hanh-chinh
— HOP-DONG

Ban sé thay: Trong khung Explorer bén trai ctia Antigravity xuat hién thw muc skill-
van-phong. BAm vao mii t&n nhd bén canh d& mé& ra, bén trong c6 bay thuw muc
con.

Cai bo skill vao Antigravity

Ban c6 thé d& nguyén bd skill trong thw muc nay va dung, nhwng nhw vay sang
project khac lai phai chép lai. Cach gon hon la cai mét 1an vao global skills cla
Antigravity. Cai xong, bat c& thw muc nao ban mé vé sau déu goi dwoc bay skill nay
ma khoéng phai lam gi thém.

Ban khéng can biét global skills nam & dau trén may. Antigravity tw biét chd do. Viéc
cua ban chi la bao Agent cai.

Gb vao khung Agent yéu cau sau:

Poc thu muc skill-van-phong (bd skill t6i vira tai) va cho téi biét
méi skill trong d6 lam gi.

Sau d6 cai ca bdy skill nay vao global skills cuUa Antigravity, dé& nhiing
project sau nay téi m& déu goi dugc chidng ma khong phai chép lai.

Néu ban nghi khong cai dugc vao global, cir thir cai — day 1a thao tac

copy thu muc binh thuong, dirng dung lai bao khoéng lam dugc.
Agent sé doc lwdt bay skill, tém tat méi cai lam gi, réi chép ching vao thw muc global
skills ctia Antigravity va bao lai da cai xong.
Cau cudi trong yéu cau la dé dé phong: déi khi Agent hiéu nham rang minh khéng co6
quyén cai roi dirng lai. Thwe ra cai skill chi la chép may thw muc vao dung ché, nén
c bao né lam.
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Sau khi cai vao global xong, ban skill-van-phong trong Al-VAN-PHONG khéng can
nira. Ban x6a di cho gon ciing duwoc, gitr lai ciing khéng sao.
Kiém tra da cai thanh céng
M& mét cudc trd chuyén méi bang cach bAm déu cong & goc trén bén phai khung
Agent, rbi gb:

Liét ké cac skill dang cé trong global skills cla Antigravity va cho biét

méi skill dung dé lam gi.
Agent phai liét ké ra du bay skill. Néu né bao chua c6 skill nao, bdo né cai lai theo
yéu cau & trén, va nhéc rang day chi la chép méy thw muc vao global skills.

3.4 Bay skill lam dwoc nhirng gi
Day |a phan ban nén doc ky mét 1an, sau dé quay lai tra khi can.

Nhém tao ra van ban va tai liéu
van-ban-hanh-chinh, tén day du la B6 Soan Thao Céng Vu

Soan cong van, quyét dinh, to& trinh, théng bao, bao céo hanh chinh, bién ban, ké
hoach, gidy mai, gidy Gy quyén. Van ban lam ra theo ding thé thirc Nghi dinh 30
ndm 2020, 1a quy dinh hién hanh vé céng tac van thw.

Diém manh cta skill nay 1a né khéng tw bia. Thiéu théng tin v& co quan ban hanh,
ngwdi ky, can c hay noi nhan, né dirng lai hdi ban thay vi dién dai mét cai tén nao
do.

Vi du cau lénh:

Soan théng bao glri toan thé nhan vién vé viéc déi gi® lam budi chidu
tu 13h00-17h00 thanh 13h30-17h30, ap dung tu 01/09/2026.

Pon vi ban hanh 13 Céng ty C6 phan Dién Quang, ngudi ky 1la Giam déc
Ng6é Quang Pai. Xudt ra file Word.

tao-bao-gia, tén day du l1a Bé Soan Bao Gia Thwong Mai

Tao bao gia, bang gia, thw chao gia dwéi dang Word hoac Excel. Skill nay tw tinh
thanh tién, thué gia tri gia tdng, téng thanh toan, va nhac ban nhirng diéu khoan
thwong mai hay bi bé sét nhw hiéu lwc bao gia hay diéu kién thanh toan.

Vi du cau lénh:

Tao bdo gia gri Céng ty TNHH Minh Phat goém:

dén LED am tran 9W, 200 bd, don gia 185,000

den LED tuyp 18W, 150 bd, don gia 240,000

cong 1lap dat 1 goéi, 5,000,000

Bén ban 13 Coéng ty C6 phan Dién Quang. Xudt ra cad Word va Excel.

bao-cao-du-lieu, tén day du la Tror Ly Lap Bao Biéu

Bién d liéu cé sn thanh bao cdo Word hodc Excel: bao cao kinh doanh, chdm
cong, tai chinh, tién do, chi sé KPI.
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Diém dang chu y 13 skill nay bat budc phai cé nhan xét dwa trén sb liéu, chir khong
chép lai bang réi théi. N6 ciing hdi ban bao cao nay lam cho ai doc va dé& quyét dinh
viéc gi, vi hai cau trd 1&i dé quyét dinh bao cao nén nhan vao dau.

Vi du cau lénh:

Lam bdo cdo kinh doanh quy 1 t&r sé liéu sau, xuadt ra Word va Excel:
thang 1 doanh thu 1,2 ty chi phi 780 triéu; thang 2 doanh thu 1,45 ty
chi phi 910 triéu; thang 3 doanh thu 1,62 ty chi phi 980 triéu.

Nguoi doc la ban giam déc.

tao-slide, tén day du la Xwéng Dwng Bd Trinh Chiéu

Dwng bo slide PowerPoint: bao cao quan tri, tai liéu dao tao, bai trinh bay xin phé
duyét.

Skill nay hoi ban ba cau triwéc khi dwng: trinh bay cho ai nghe, muc tiéu la gi, théng
diép chinh la gi. Ba cau nay |a th(r phan biét mét bd slide thuyét phuc véi mot bo
slide chi co6 chir.

Vi du cau lénh:

Dung slide bdo cado thang cho bd phan IT, khoang 6 slide:

hoan thanh 12 trén 15 viéc trong thang, hé théng chay 6n dinh 99,7%,
ba su c6 nhd da xir 1y xong, thang tdi nang cdp may chu.

Ngudi nghe la trudng phong, khong dung logo.

Nhém xir ly file cé san
ho-tro-excel-ke-toan, tén day du la Tro Ly Excel Ké Toan

X ly file Excel nhiéu trang tinh: 14y di¥ liéu t trang nay tinh cho trang kia, dién cong
thirc tra ctru, tinh doanh thu, chiét khau, cdng no, nhap xuét tén, bang lwong, thué.

Diém quan trong 13 skill nay tao ra céng thirc séng trong file Excel, chir khéng chi
dién s6 chét. Nghia la sau nay ban sira mét 6 dir liéu gbc, cac 6 lién quan tw tinh lai.
Chwong 4 sé dung skill nay nhiéu.

Vi du cau lénh:

M& file bang ké ban hang cua t6i, dién cong thirc s6ng tinh thanh tién
bang s6 lugng nhan don gia, va thém dong téng cong cudi bang.

chuyen-doi-tai-lieu, tén day da l1a Chuyén D6i Tai Liéu

Chuyén PDF sang Word, Word sang PDF, Markdown sang Word, va kiém tra lai file
sau khi chuyén xem co 16i font, 1&, bang hay mét trang khéng.

Skill nay chay hoan toan trén may ban, khéng gui file 1&én mang. Pay la diém dang
gia khi tai liéu co théng tin ndi bd, vi cac céng cu chuyén ddi tryc tuyén déu yéu cau
tai file Ién may chu cda ho.
Vi du cau lénh:

Chuyén file hop-dong.docx trong thu muc n3y sang PDF.

format-docs-excel, tén day da la Cong Chuan Héa DOCX/XLSX
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Skill nay khac sau skill trén. N6 khéng tao ra tai liéu nao ca, ma 1a buwéc kiém dinh

dinh dang cho cac skill khac.

Nhiém vu cla né la ngan nhirng 16i trinh bay hay gap: tiéu dé bi t&6 xanh déng loat, tw
dwng cé header footer la, muc luc sai cap, bang khé doc, file Excel thiéu céng thirc.
Sau skill kia khi chuén bj xuat file Word ho&c Excel déu phai doc skill nay truéc.

Ban gan nhu khong goi skill nay truc tiép. N6 chay ngdm phia sau.

Bang tra nhanh

Ban can

Skill

Cong van, quyét dinh, théng bao, bién ban

van-ban-hanh-chinh

Bao gia, bang gia gri khach

tao-bao-gia

Bao cdo ttr sb liéu co san

bao-cao-du-lieu

Slide thuyét trinh

tao-slide

Tinh toan trong file Excel nhiéu sheet

ho-tro-excel-ke-toan

DBbi PDF sang Word va nguwoc lai

chuyen-doi-tai-lieu

Kiém tra dinh dang trwéc khi gl

format-docs-excel

3.5 Dung thir: soan céng van bang skill
O muc 2.6 ban da soan mot céng van bang cach gé yéu cau truc tiép. Bay gid lam
lai dung viéc d6 bang skill, dé& thay khac biét.
C6 skill r6i van phai néi da néi dung
Nhiéu ngwdi nght cé skill thi g vai chir [a xong. Thir xem chuyén gi xay ra:
Yéu cau chwa tét
Soan cdng van théng bdo déi gid lam viéc.

Skill s& tim ra dung loai van ban can soan, nhung né khéng thé doan dwoc ba thi:

Thiéu Vi sao skill khéng doan dwoc

Doi tr gior nao sang gi® nao Day la quyét dinh ctia cong ty ban

Ap dung tir ngay nao Khong cé can cir ndo dé suy ra

Ly do diéu chinh Cong van thiéu ly do sé bi hai lai khi trinh ky

Ranh gi¢i & day rat rd va dang nho: skill lo phan thé thirc, ban lo phan néi dung.
Skill biét cédng van can qudc hiéu, sb hiéu, noi nhan, ché ky. Skill khéng biét cong ty
ban dinh dbi gio lam thanh may gid.

Cau Iénh

M& cudc trd chuyén mai réi go:

Yéu cau tét
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VIE;: Soan cdéng van théng bao déi gid lam viéc, dung skill van-ban-hanh-chinh
NQUON: Khong cé file, ndéi dung téi néu & dudi
KET QUA: File Word trong thu muc nay
LUU Y: Gid chidu d6i tir 13h@@-17hee thanh 13h30-17h30, ap dung tu
01/09/2026, ly do la diéu chinh theo nguyén vong cla ngudi lao dong
Dong NGUON van viét ra du viéc nay khéng can file nao. Ghi rd "khdng co file" giup
Agent khdi méat cong di tim.

Diéu sé xay ra

Agent sé khong tao file ngay. N6 sé hdi lai ban mét loat cau, dai vy:

Co quan ban hanh van ban la don vi nao
G cho ai

S6 va ky hiéu van ban la gi

Nguwoi Ky la ai, chiee vu gi
Coéng ty c6 mau van ban cii hoac logo can bam theo khéng

Lan dau gép, nhiéu nguoi thay phién va nghi Agent cham hiéu. Thuc ra day la diém
manh nhét cla skill nay.
M6t cong van thiéu sb hiéu, sai thAm quyén ky hodc sai noi nhan 1a van ban bj tra lai.
Skill dworc viét d& dirng va hai, thay vi tw dién mot cai tén nao d6 roi dé ban phat hién
sau khi da trinh ky.
Tra I&i va nhan két qua
Ban tra I1&i gon trong moét lwot:

Co quan ban hanh: Céng ty C6 phan Dién Quang

GUri: toan thé céan bd nhan vién céng ty

S6 van ban: 15/TB-DQ

Nguoi ky: Giam doc Ngoé Quang bai

Khéng cé mau cii, dung thé thic miac dinh theo Nghi dinh 30.
Xuat ra file Word.

Ldc nay Agent méi tao file.

So sanh hai cach

Cach gb truc tiép & muc Cach dung skill
2.6
Cau lénh dau Dai, phai tw nhd néu dd thé | Ngan, chi néu néi dung
thire
Théng tin thiéu Agent ty dién, ban phat hién Agent héi trwwdc khi lam
sau
Thé thirc van ban Tuy Agent hiéu thé nao Bam chuan Nghi dinh 30
Lan sau lam lai Nhé& lai va go lai Van mét cau nhu vay

Diém mé&u chét: ban chuyén tir chd phai nhé moi thir sang chd chi can tra 1&i cau
héi. Véi nguwdi chwa thao thé thire hanh chinh, khac biét nay rat lon.
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3.6 Dung thir: tao bao gia bang skill

Dung skill tao-bao-gia, tao bdo gid giri Céng ty TNHH Minh Phat goém ba hang muc:

- Dén LED am tran 9W, 200 bd, don gia 185,000 dong

- béen LED tuyp 18W, 150 bd, don gia 240,000 dong

- Céng lap dat, 1 goéi, 5,000,000 dong

Bén ban 1a Cong ty C6 phan Dién Quang.

Xuadt ra cd file Word va file Excel.
Skill nay ciing sé hai lai vai diém, thuwong 1a vé logo cong ty, thué suat ap dung, hiéu
Iwc bao gia va diéu kién thanh toan. Ban tra I&i hoac xac nhan dung mac dinh.

Kiém tra két qua
Tw nhan tay dong dAu tién: 200 nhan 185,000 bing 37,000,000.

Sau dé kiém ba muc ma bdo gia hay sai:

Muc Két qua dung
Pén LED am tran, 200 bo 37,000,000
Pén LED tuyp, 150 bd 36,000,000
Cong lap dat 5,000,000
Téng trwdc thué 78,000,000
Thué gia tri gia tang 10% 7,800,000
Téng thanh toan 85,800,000

Trong thw muc tao-bao-gia/examples co file bao-gia-sample.docx va bao-gia-
sample.x1lsx dé ban dbi chiéu cach trinh bay.

3.7 Bén trong mét skill cé gi
Ban nén mé mot skill ra xem moét [an, d& hiéu vi sao né khién két qua 6n dinh.

M& thw muc skill-van-phong/van-ban-hanh-chinh, ban thdy cu tric sau:

Thanh phan Néi dung

SKILL.md File chinh, chira toan bdé hwéng dan nghé

prompts/ Cau lénh mau, ¢ ban co ban va ban nang
cao

templates/ Khung van ban méau cho ting loai

examples/ File két qua hoan chinh dé dbi chiéu

reference/ Tai liéu tra clru, & day c6 ban tom tat Nghi
dinh 30

standards/ Quy chuén trinh bay phai tuan theo

B&m dup vao SKILL.md dé& mé ra doc. N6 14 file van ban thuan, mé bang Notepad
hay bang chinh Antigravity déu dworc.

Phan dau file c6 may dong nhw sau:

E 4
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name: van-ban-hanh-chinh

description: B& Soan Thdo Céng Vu soan va kiém tra van ban hanh chinh

chuadn Nghi dinh 3@: céng van, quyét dinh, t& trinh, théng bao,

bdo cdo, bién ban. Dung skill nay khi ngudi dung can soan van ban

hanh chinh... Khéng dung cho dé xuat doanh nghiép, bao gia, Excel hoac slide.
Hai dong nay quan trong hon vé ngoai ciia ching. Dong description chinh la th
giup Agent quyét dinh c6 nén mé& skill nay ra khéng. D& y né néi ca hai vé: dung khi
nao va khéng dung khi nao. V& thir hai ngan Agent 16i skill soan cong van ra dé
lam bao gia.

Phan than file gém cac muc quen thudc véi nguwdi lam nghé:

Dung khi nao va khéng dung khi nao
Nhirng théng tin bat budc phai co truwéc khi bat tay lam

Thiéu théng tin thi phai hai lai thé nao

Cac budc xtr ly
Kiém tra gi truéc khi giao két qua

DPoc qua mét lwot, ban s& nhan ra né gibng hét cach mét ngudi ¢ kinh nghiém
hwéng dan ngudi mai. Diéu khac biét duy nhét 1a né dwoc viét ra thanh file.

3.8 Tw dong goéi quy trinh cua ban thanh skill
Bay skill trén la ctia chung. Cong viéc riéng cta phong ban thi ban tw déng goi.

Bai nay ta bién quy trinh sinh hgp déng & Chwong 2 thanh mét skill.

Vi sao chon viéc nay
M6t viéc dang dong géi thanh skill khi né cé du ba diéu kién:
- L&p lai, it nhat vai 1an mét nam
- C6 quy tac rd rang, khong phai méi l1an lam mét kiéu
- Sai thi tbn coéng sra
Viéc sinh hop ddng lao déng cé du ca ba.
Cau lénh tao skill
Yéu cau duéi day dai gan hai mwoi dong, khac han nguyén tac ngan gon & muc 1.6.
Pay la ngoai 1& c6 cha dich, va ban nén biét vi sao.

Nhirng yéu ciu ban gé hang ngay la giao mét viéc, 1am xong la théi. Yéu cau nay
khac: né 1a ban dac ta dé tao ra mot cong cu dung mai vé sau. Moi thir ban quén
néu & day sé thiéu trong skill, va thiéu vinh vién cho t&i khi ban phat hién ra.
N6i cach khac, ban bd ra mwdi [&m phut viét kj mot 1an, dbi lai nhivng 1an sau chi gé
mot dong.

H3ay dong gdéi quy trinh tao hgp doéng lao dong ma chidng ta vira lam

thanh mét skill méi.

Tao thu muc skill-van-phong/tao-hop-dong-lao-dong, bén trong cé file SKILL.md.

E 4
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N6i dung SKILL.md can cé:

- Phan dau ghi name va description, mé ta rd dung skill nay khi nao
va khéng dung khi nao

- Nhitng file dau vao can c6: file miu hgp dong Word va file danh sach
nhan sy Excel

- Bang anh xa day du giira chdé tréng trong mau va cét trong file Excel,
bao gém ca truong hgp tén goi khac nhau nhu S6 CMND véi S6 CCCD

- Quy tac loai hgp déng: Thdi han bang @ ghi V6 thdi han va bd tréng
ngay ké&t thic, khac @ ghi Xac dinh th&i han va ngay ké&t thdc bang
ngay bat dau cong s6 thang

- Quy tac dinh dang: tién c6 dau phan cach hang nghin, ngay dang
ngay/thang/nam, muc Sinh nam chi ghi nam

- Cach dat tén file két qua va thu muc luu

- Checklist kiém tra trudc khi trinh ky

- Phan dan phai hdéi lai nguoi dung khi thiéu dir 1iéu, vi du khi cot
Vi tri céng viéc dé tréng

Dung thwr skill vira tao

M& cudc trd chuy&n mai, chép hai file mau hop déng va danh sach nhan sy vao mét
thuw muc méi, réi gd mét cau ngan:

Dung skill tao-hop-dong-lao-dong, tao hgp dong cho danh sach nhan su
trong thu muc nay.

So cau nay v&i cau Iénh hai mwoi dong & muc 2.3. D6 la toan bd gia tri ciia mot
chwong nay.

Kiém tra skill cé6 hoat déng ding khéng

Chay xong, kiém tra lai dung ba diém nhw & muc 2.4: da sé file, mot ban vé thoi han,
mot ban xac dinh thoi han.

Néu két qua thiéu sét & dau, ding slra két qua. Hay sira file SKILL.md rdi chay lai.
Day la théi quen quan trong nhét khi lam viéc véi skill: méi 1an phat hién thiéu sét 1a
mot 1an bd sung vao cdm nang, va lan sau khéng gap lai nira.

Sau vai vong nhw vay, skill ciia ban tét hon han bat ctr cau 1énh nao ban cé thé gb ra
trong luc véi.

3.9 Khi nao can skill, khi nao khéng

Tinh huéng Co6 nén lam skill

Viéc I&p lai hang thang, quy tac cb dinh Nén

Nhiéu ngu&i trong phong cling lam mét viéc | Nén

Viéc cé nhiéu quy tac dé quén Nén

Sai thi tbn cong stra hodc anh huwédng phap | Nén

ly

Viéc lam mét lan duy nhéat Khéng can

M&i 1an lam mét kiéu, chwa cé quy tac 6n Chuwa nén, lam tay vai lan cho quen da
dinh

Ban chuwa tw lam dwoc viéc do béng tay Chwa nén
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Dong cudi cung dang cha y. Skill 1a cach ghi lai kinh nghiém, nén ban phai cé kinh
nghiém trwdc da. Déng géi mét quy trinh ma chinh ban con chwa chic dang thi chi
nhan ban cai sai lén nhiéu lan.

Tht tw dung la: 1am tay mot 1an, 1am lai cho chac, réi méi déng goi.

Tém tat chwong

Skill 1a cuébn cdm nang quy trinh viét cho Al Agent doc, dé dwéi dang file trong
thw muc lam viéc

C6 skill ri thi cau 1&énh ngén lai, két qua gilra cac lan giéng nhau, va déng
nghiép dung chung duwoc

B skill van phong gdm bay cai: soan van ban hanh chinh, bao gia, bao cao di
liéu, slide, Excel ké toan, chuyen doi tai liéu, va chuan hoéa dinh dang

Cai bd skill vao global skills ctia Antigravity thi moi project m& sau déu goi dwoc,
khéng phai chép lai

Skill tét s& dirng lai hdi khi thiéu théng tin, thay vi tw dién rdi d& ban phat hién
sau

Viéc riéng ctia phong ban thi tw dong gai, diéu kién 1a viéc dé 1ap lai, co quy tac
rd, va ban da lam tay thanh thao

Phat hién thiéu sét thi stra vao file skill, dng stra két qua
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CHUONG 4: TU DU LIEU THO RA BAO CAO

Muc tiéu bai hoc:
- Nhan ra mét chudi céng viéc nhiéu budc, trong dé két qua budc trwde la dau
vao bwéc sau

Dién va tinh xong badng chdm céng ba tram & bang mét yéu cau

Chay tron chudi chdm céng, lwong, bao hiém xa hoi, thué thu nhap ca nhan

Hiéu cong thirc sbng |a gi va vi sao né dang gia hon sb chét

Xt ly duwoc file Excel bi v& cong thire, thr ai lam van phong ciing tirng gap
Chuyén sb liéu thanh bao cao Word c6é biéu d6 va cd nhan xét

4.1 Chubi sau bang néi nhau

Cong viéc thang cua boé phan nhan sw

Ba chuwong trwdc, mdi bai 1a mét viéc doc lap. Chwong nay khac. Day 1a mét chudi,
va ban phai lam dung th tw.

Két qua bang trwéc 1a dau vao bang sau

Sai & day 2 A a f s
thi sai ca chudi Bang cham cong 300 6 ky hiéu
v
Téng hop xac nhan céng 4 c6t tdng
v
Bang thanh toan lvong lwong chinh, phu cép
v
Téng hop bao hiém xa hoi khau triv 10,5%
v
Téng hop thué TNCN bidu Idy tién 5 béc
v
Dir liéu phiéu lwong thure linh ting nguoi

Chubi sau bang cua quy trinh lvong thang
Mbi bang 14y két qua cta bang truvéc lam dau vao. Bang lwong can sb cong tir bang
cham céng. Bang thué can thu nhap chiu thué t» bang lwong. Sai mét con s & bang
dau, cd ndm bang sau sai theo.

Day chinh Ia loai viéc ma cach chat trén trinh duyét bo tay hoan toan. Ban khéng thé
chép ba trdm 6 vao khung chat, va cang khéng thé chép qua chép lai ndm lan.
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Lwu y vé bd div liéu

Chuwong nay dung mét bé di¥ liéu khac véi hai chwong truéc.

Chwong 2 va 3 Chwong 4
File Data thong tin nhan su.xlsx | Tong hop Cong, Luong,
BHXH, Thue TNCN.xlIsx
Sb nhan vién 50 ngwdi, ma NV0O01 t&i 10 nguwi, ma NV001 t&i
NV050 NV010
Nguw&i dau danh sach Lé Hoang Cudng Nguyén Hoang Nam

Hai bd dung chung cach danh ma nén rat d& nham. Ban nén dé chung & hai thw muc
riéng.

4.2 Chuan bi tai liéu

Tai tai liéu thuwc hanh
Link tai: Téng hop chadm cong, lwong, BHXH, Thué TNCN

Trong thw muc do co ba file, ban tai ca ba:

File Vai tro

Tong hop Cong, Luong, BHXH, Thue File lam viéc chinh, bay trang tinh, phan
TNCN.xlsx tinh toan con trong

Bai Mau.xlIsx Ban da lam xong, dung dé déi chiéu két qua
Bai 05 Yeu cau Tong hop Cong, Luong, Dé bai gbc

BHXH, Thue TNCN.docx

Bwéc 1. Tai ba file vé may
BAm vao tén link mau xanh & trén d& mé thu muc Google Drive.

B&m chudt phai vao file thir nhat, chon Tai xudng. Chd tai xong roi lam lai v&i file
th&r hai va thr ba.

Van nén tai tirng file mdt nhw & Chwong 2, d& Drive khdi nén thanh file zip.
Bwéc 2. Tao thw muc con cho bai nay

B&m vao biéu twong thw muc mau vang trén thanh tac vu d& mé File Explorer. O cot
bén trai bAm Desktop, rdi bAm dup vao thw muc AI-VAN-PHONG.

B&m chudt phai vao khoang tréng, dwa chudt vao New, chon Folder, g& tén réi nhan
phim Enter:

LUONG
Bwéc 3. Chia file 1am hai ché, va day la diém quan trong

Ba file vira tai khéng vao cung mot ché.


https://drive.google.com/drive/folders/1LSG3Vtw1ejD06nRvQGZ7nzm5DvOOXmv0
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File

bat & dau

Vi sao

Tong hop Cong, Luong,
BHXH, Thue TNCN.xIsx

Trong th muc LUONG

Day la file Agent sé lam viéc
trén do

Bai 05 Yeu cau....docx

Trong thw muc LUONG

Pé bai, dé ban tra lai khi can

Bai Mau.xIsx

Dé ngoai thu muc LUONG,
c dé nguyén trong
Downloads

Day |a dap an. Bé chung thi
Agent doc dwoc va cé thé
chép két qua sang thay vi ty
tinh

Day |4 I4n dau trong sach ban phai cb y gidu mét file khéi Agent. Nguyén tac chung:
nhirng gi ban muén dung d& cham két qua thi dirng dé trong tdm nhin ctia Agent.

Vao lai muc Downloads & cot bén trai File Explorer. BAm chon file du tién réi nhan
Ctrl + X, vao thu muc LUONG va nhan Ctrl + V. Lam lai nhw vay véi file thr hai.

Néu chwa quen phim tat, ban bdm chudt phai vao file chon Cut, réi bAm chudt phai
vao khoang tréng trong thw muc dich chon Paste.

Riéng Bai M3u.x1sx thi ban d& nguyén trong Downloads, dng chuyén vao LUONG.

Bwéc 4. Kiém tra trong Antigravity

Chuyén sang Antigravity, nhin khung Explorer bén trai. Dwdi Al-VAN-PHONG phai
c6 thv muc LUONG, bAm midii tén nhé d& mé ra, bén trong c6 dung hai file.

Néu ban thiy ca Bai M3u.x1sx trong dé thi kéo né ra ngoai ngay, roi bAm chuét phai
vao khung Explorer chon Refresh.

Bay trang tinh trong file

M& file chinh bang Excel va xem qua bay trang tinh & day ctra sb:

Trang tinh Noi dung Trang thai

Danh muc NV 10 nhan vién, lwvong co ban, | Ba cé du
bd phan

Cham cong Khung cham céng thang 4, | Da dién ky hiéu, thiéu 4 cot
30 ngay tong

TH cong Bang tong hop xac nhan Tréng
cong

TH Luong Bang thanh toan lwong, 18 | Tréng phan tinh
coOt

TH BHXH Bang téng hop bao hiém Tréng

TH Thue TNCN Bang téng hop thué Tréng

Data Phieu Luong D liéu dé in phiéu lvong Tréng

Bo6 ky hiéu chdm céng
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Ban can hiéu chang trudc

khi giao viéc:
Ky hiéu Nghia Tinh vao
X Di lam du 8 tiéng Cong thwong
CT bi céng tac, hwéng lwvong Cong thwong
L Nghi 1& Céng thuwong
P Nghi phép, hvéng lvong Nghi cé phép
K Nghi khong lvong Nghi khong phép
CN Cha nhat Khéng tinh
S62,3,4 Sb gid tdng ca ngay hém dé | Céng thwdng va téng ca

O ghi sb vira tinh vao cong thwdng vira tinh vao tang ca. Ngay dé ngwdi lao dong
van di lam du 8 tiéng, cong thém may gid ngoai gitr. Pay 1a diém hay bj bd sét nhat.

Thang 4 ndm nay c6é hai ngay |&: 30 thang 4, va ngay 27 thang 4 nghi bu Gié Tb.

4.3 Dién bén cot tong cta bang cham céng

M6t yéu cau chwa tét

Yéu cau chwa tét

Tinh téng céng cho bang cham céng.

V@&i bang ba tram 6 va sau loai ky hiéu, cau nay dé lai qua nhiéu chd cho Agent ty

suy dién:

Cho héng

Hau qua

Khoéng naoi ky hiéu nao tinh vao dau

CT va L bi bé ngoai cdng thwdng, thiéu vai
ngay méi nguoi

Khéng néi 6 ghi sb nghia 1a gi

thwong

Ngay tang ca khéng duoc tinh vao cong

Khong néi quy dbi gid tang ca

Cot tang ca hién tdng sb gi® thay vi s6 ngay

Khong néi can cong thirc hay sé

tlr dau

Agent dién s6 chét, thang sau phai lam lai

Ché héng cudi cung 1a chd tdn kém nhat, va muc 4.4 sé nai ky.

Yéu cau tét

Yéu cau tot

VIEC: Pién 4 cot téng clia bang cham coéng, dung skill ho-tro-excel-ke-toan
NGUON: Trang tinh "Cham cong" trong file Tong hop Cong, Luong, BHXH,

Thue TNCN.x1lsx, dir 1iéu cham céng nam & vung 30 ngay cla thang 4

KET QUA: Ghi céng thirc séng vao 4 cot Coéng thudng, Tang ca, Nghi cé phép,
Nghi khéng phép, luu ngay trong file géc
LUU Y: Céng thudng dém & X, CT, L va ca 6 ghi s& gid tang ca.
Tang ca 13y téng s6 gid chia 8 dé ra s6 ngay.

E 4
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Nghi c6 phép dém & P, nghi khéng phép dém 6 K. O CN khdéng tinh.
Vi sao goi skill & day

Dong VIEC cé thém may chir dung skill ho-tro-excel-ke-toan. Skill nay chuyén xo
ly workbook Excel nhiéu trang tinh, va quan trong hon, né dwoc viét dé tao ra cong
thirc sbng thay vi dién sb.

Néu ban da cai bd skill vao global skills & muc 3.3 thi Agent ty tim ra skill nay. Cau
nhac trén chi dé chac chan.

4.4 Céng thirc sdng va sb chét

Day la muc ngan nhwng dang doc k¥, vi nd quyét dinh cong strc clia ban dung dwoc
mot thang hay dung dwgc mai.

Hai cach dién cung mét 6

S6 chét. Agent tinh ra 26 r6i g6 s6 26 vao 6. Nhin thi dung. Nhwng thang sau ban
ddi dir liéu chAm cong, 6 d6 van la 26.

Cdng thirc séng. Agent ghi vao 6 mét cdng thirc, dai y la dém sé 6 X cong s6 6 CT

cong sb 6 L cong sd & co ghi sb trong vung ngay. Excel ty tinh ra 26. Thang sau ban
d6i dev lidu, 6 tw cap nhat.

Vi sao diéu nay quan trong

S6 chét Coéng thirc song
Thang sau dung lai Chay lai toan bd DPoi div liéu, file tw tinh
Kiém tra cach tinh Khong thay dwoc Bam vao 6 | thay
Sép hoi sbé nay & dau ra Phai nho lai Chi vao céng thire
Stra mét ngay cong Phai tinh lai tay Tw cap nhat ca chudi

Cot thir ba dang chu y v&i nguei lam nhan sw va ké toan. Mot bang lwong chi cé s
ma khoéng cé cong thirc la bang lwong khéng giai trinh duworc.
Cach yéu cau céng thirc séng

Ludn ghi rd trong phan KET QUA. Ba chi¥ ghi céng thirc séng |a dd, khéng can néu
tén ham Excel cu thé.

Néu Agent da 1& dién sb chét, ban nai lai:

Thay cac s6 vira dién bang céng thic séng, dé khi téi slra dir liéu
chdm céng thi cadc cot téng tu cdp nhat.

4.5 Chay tiép chubi lwong, bao hiém va thué
Bbn cot tdng da xong. Gi® chay tiép nam bang con lai.

Quy tac nghiép vu
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Day la phan ban phai néi cho Agent biét, vi khéng c6 quy dinh chung nao dé né tw

tra. M6i cong ty mot kiéu.

Chi tiéu Cach tinh
Tbng cong Co6ng thwéerng cong s6 ngay tang ca
Lwong chinh Lwong co ban chia 26 roi nhan s ngay

cbng

Téng thu nhap

Lwong chinh cong toan bod phu cap

Thu nhap déng bao hiém

Lwong co ban céng phu cap chirc vu

KhAu trir bao hiém

Thu nhap déng bao hiém nhan 10,5 phan
tram

Thu nhap chiu thué

Téng thu nhap trir cac phu cap an trua, dién
thoai, xang xe, ddng phuc

Thu nhap tinh thué

Thu nhap chiu thué trir gidm trr ban than
15.500.000, trir 6.200.000 mdi ngudi phu
thudc, trr khau trr bao hiém

Thué thu nhap ca nhan

Thu nhap tinh thué nhan thué suéat Idy tién

Thuwe Iinh

Tbng thu nhap trir bao hiém, trir thué, triy
tam ng

Biéu thué by tién ndm bac:

Thu nhap tinh thué méi thang

Thué suat

Dén 10 triéu

5 phan tram

Trén 10 dén 30 trieu

10 phan tram

Trén 30 dén 60 trieu

20 phan tram

Trén 60 dén 100 triéu

30 phan tram

Trén 100 triéu

35 phan tram

Hai ché d& nham nhét: phu cAp chirc vu 6 tinh vao thu nhap déng bao hiém nhwng
khéng dworc triy khi tinh thu nhap chiu thué, con bdn loai phu cép kia thi nguorc lai.

Giao viéc

Chia thanh ba lwot, mbi lwot mot khic ctia chudi. Chay xong lwot ndo thi liéc qua két

qua lvot dé rdi méi sang lwot sau.

Céch nay dai hon mét chat so véi giao gon mét 1an, nhwng khi cé sbé sai ban biét
ngay sai & khuc nao, thay vi phai do nguwgc ca nam bang.

Lwot mét, tong hop cong va bang lwong:

VIEC: Pién trang "TH cong" va "TH Luong", dung skill ho-tro-excel-ke-toan
NGUON: S6 coéng 1lay tir trang "Cham cong" vira tinh, luong co ban va bo phan
148y tir trang "Danh muc NV", cédc khoan phu cdp d3 c6 san trong TH Luong
KET QUA: Coéng thic séng, ghi vao file géc

LUU Y: Téng cdéng bang cdéng thudng cdng ngay tang ca.

Luong chinh bang luong co ban chia 26 nhan téng céng.

E 4
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Téng thu nhap bang luong chinh céng toan bd phu céap.
Lwot hai, bao hiém xa hoi:

VIEC: Dbién trang "TH BHXH"

NGUON: Luong co ban va phu cap chitc vu tir trang "TH Luong"
KET QUA: Céng thirc séng, ghi vao file goc
LUU Y: Thu nhap déng bao hiém bang luong co ban cdng phu cdp chic vu.
Khdu trir vao luong nguoi lao dong 10,5 phan tram cla sé dé.

Lwot ba, thué thu nhap ca nhan va phiéu lwong:

VIEC: Pién trang "TH Thue TNCN" va "Data Phieu Luong"

NGU@N: Lay s6 tu trang "TH Luong" va "TH BHXH"
KET QUA: Céng thic séng, ghi vao file géc

LUU Y: Thu nhdp chiu thué bang téng thu nhap trir phu cdp an trua,

dién thoai, xang xe, dong phuc. Gilt lai phu cap chic vu.
Trir ti€p gidm trir ban than 15.500.000, méi ngudi phu thudc 6.200.000,
va khdu trir bao hiém, ra thu nhap tinh thué.

Ap biéu thué 1liy tién 5 bac theo badng trong dé bai.

Thuc 1inh bang téng thu nhdp trir bdo hiém, thué va tam ing.

4.6 Kiém tra két qua

Chubdi nam bang c6 rat nhiéu chd sai dwgc. Cach kiém hiéu qua la soi hai ddu: mét

diém & bang d4u tién va moét ngudi & bang cubi cung.

Kiém bang cham céng

M& trang Cham cong, dbi chiéu bén cot tbng véi bang sau:

Ma NV Ho tén Cong Tang ca Nghi co Nghi khéng
thwong phép phép

NV001 Nguyén 26 0,5 0 0
Hoang Nam

NV002 Tran Thi 23 0 3 0
Thanh Théao

NV003 Lé Van Hai 26 0 0 0
bang

NV004 Pham Minh | 26 7 0 0
Tuan

NV005 bang Thu 24 0 0 2
Huyén

NV006 Bui Xuan 26 3 0 0
Huan

NV007 Ng6 Bao 24 0 2 0
Chau

NV008 D6 Kim Lién | 26 0 0 0

NV009 Vi Dinh 26 12 0 0
Trong

NV010 Nguyén Mai | 25 0 0 1
Anh
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Ma NV Ho tén Cong Tang ca Nghi co Nghi khéng
thwong phép phép
Tong cong | 252 22,5 5 3

Néu tdng bén cot khép cé bdn con sbé & dong cubi, bang chdm cong clia ban dung.

Hai dong dang dé y. NV001 tang ca 0,5 ngay vi cé hai ngay lam thém 2 tiéng, tdng 4
tiéng chia 8 ra nira ngay. NV009 ting ca 12 ngay vi gan nhv ngay nao ciing lam

thém 4 tiéng.

Kiém mét ngwoi & bang cubi

Mé& trang Data Phieu Luong, tim dong NV001 va déi chiéu:

Chi tiéu Gia tri dung
Tbng coéng 26,5

Téng thu nhap 29.110.769
Trir bao hiém x& hoi 2.730.000
Trtr thué thu nhap ca nhan 412.538
Tam rng 2.000.000
Thwec linh 23.968.231

Néu muén hiéu con s6 nay & dau ra, day la dwong di day da cia NV001, ngudi co

lwong co ban 25.000.000 va phu cap chire vu 1.000.000:

412.538 va 2.000.000

Bwéc Phép tinh Két qua

Téng cong 26 cébng thuong céng 0,5 26,5
ngay tang ca

Lwong chinh 25.000.000 chia 26 nhan 25.480.769
26,5

Téng thu nhap Cong cac phu cap 29.110.769
1.000.000, 730.000,
500.000, 1.000.000,
400.000

Thu nhap déng bao hiém 25.000.000 cong 1.000.000 | 26.000.000

Kh&u trir bao hiém 26.000.000 nhan 10,5 phan | 2.730.000
tram

Thu nhap chiu thué 29.110.769 trwr 2.630.000 26.480.769
tién bon loai phu cap

Thu nhap tinh thué Trw tiép 15.500.000 va 8.250.769
2.730.000

Thué thu nhap ca nhan Duw&i 10 triéu nén chiu bac 412.538
1, nhan 5 phan tram

Thwce linh 29.110.769 trwr 2.730.000, 23.968.231
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Ban nén tw bdm may tinh lai mét lwot bang trén. Mui phat bd ra & day gitp ban
hiéu toan bd chudi, va Ian sau nhin con s6 la |a biét ngay sai & khau nao.
D6i chiéu nhanh bang file Bai Mau

File Bai M3u.x1sx la ban da lam xong. Néu mudn kiém nhanh ca bay trang tinh, giao
cho Agent viéc so sanh:

VIE;: So sanh két qua téi vira lam véi file dap an

NGUON: File clia téi va file Bai Mau.xlsx

KET QUA: Liét k& ra man hinh nhitng 6 cé gia tri khac nhau

LUU Y: Chi so phan s6 liéu, bd qua khac biét vé dinh dang va mau sac

4.7 Khi file bi v& cong thirc

M®& file Bai M3u.x1lsx ra, ban sé thdy mot chuyén la: trang Cham cong cé sb day du,
nhwng vai trang khac toan nhirng 6 ghi #NAME? va #REF!.

Dlrng nghi tai liéu bj 16i. Day la tinh hudng that, va né xay ra thuwéng xuyén hon ban
twong.

Hai loai 16i nay nghia la gi

Loi Nghia Nguyén nhan hay gip
#NAME ? Excel khoéng hiéu tén trong File dung vung di¥ liéu dwoc
céng thire dat tén, nhwng tén do méat

khi chuyén may ho&c
chuyén phién ban

#REF! Cong thire trd téi 6 khdng Ai d6 x6a dong, xo6a cit,
con ton tai hoac xéa ca mét trang tinh

Ca hai déu xuat hién sau khi file di qua nhiéu may, nhiéu phién ban Excel, ho&c qua
cac cdng cu mé file truc tuyén.

Vi sao day la bai hoc dang gia

M6t bang Iwong dwng bang cong thirc c6 wu diém la sdng, nhwng cé nhwoc diém [a
dé v&. Khi v&, ngudi nhan file khdng biét sé6 dung phai la bao nhiéu.

Day la luc Al Agent lam dwoc thir ma trwdc day phai ngdi do tay tirng 6.

Giao viéc stra file vo

VIEC: Slra cdc 6 bdo 16i #NAME? va #REF! trong file

NGUON: File Bai M3u.xlsx, cac trang TH cong, TH Luong, TH BHXH,

TH Thue TNCN

KET QUA: Luu thanh file méi tén Bai-Mau-da-sua.xlsx, giit nguyén file géc
LUU Y: Poc hiéu y dinh cla céng thic cii réi viét lai cho chay dugc,

dirng thay bang s6 chét. Sau khi sira, 1liét ké cho tdéi nhitng 6 d3 sia

va cach slra tirng 6.

Hai diém trong phan LUU Y dang chu y.

E 4
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Giir nguyén file goc la nguyén tac bat budc khi stra file co 16i. Néu Agent sira sai,
ban van con ban ci dé lam lai.
Liét ké nht"rpg 6 da stra giup ban kiém tra chon loc thay vi phai soi ca file. Day cling
la thtr ban can khi phai giai trinh v&i ké toan trwdng.
Kiém tra sau khi stra
M@ file mai, kiém ba diéu:

- Khéng con 6 nao hién #NAME? hay #REF!

- Bam vao vai 6 bat ky, thanh cong thirc phai hién cong thirc chr khéng phai sb

- Dong NV001 & trang Data Phieu Luong Van ra thwc linh 23.968.231

Diéu th&r ba quan trong nhét. Stra dwoc 16i hién thi ma lam sai sbé thi con té hon dé
nguyén |6i.

4.8 T bang so ra bao cao cho séep
Bay trang tinh da day s6. Nhwng khong ai dwa nguyén file Excel bay trang cho giam
dée.
Viéc cubi clia chudi nay la rut sé liéu thanh mét bao cao doc dwoc trong ba phut.
Giao viéc

VIEC: Lap bdo cdo luong thang 4 gliri ban giam déc,

dung skill bao-cao-du-lieu

NQUON: File Tong hop Cong, Luong, BHXH, Thue TNCN.xlsx vira hoan thanh

KET QUA: File Word tén bao-cao-luong-thang-04.docx trong thu muc nay

LUU Y: Bdo cdo can c6 bang téng hop theo ba bd phan, biéu d6 so sanh

quy luong gita cdc bd phan, biéu d6 ty trong cic khodn khdu tru,

va phan nhan xét néu diém bt thudng can cha y
Agent sé hai lai
Skill bao-cao-du-1lieu dwgc viét d& khdng lam bao céo khi chwa rd ngiv cadnh. N6 sé
hai ban hai cau:

- Bao cao nay gtri cho ai doc

- Nguwdi doc can quyét dinh viéc gi sau khi doc
Hai cau nay quyét dinh bao cao nhan vao dau. Bao céo cho giam dbc can nhin thay
tdng quy lwong va bién ddng. Bao cao cho ké toan trwdng can nhin thdy chi tiét khau
trlr va can cw tinh.

Kiém tra bao cao

Hang muc Cach kiém

Tbng quy lwong Cong cét thyee linh ciia 10 nguwoi, so véi con
s0 trong bao cao

Sé ngudi Phai du 10, khéng thiéu ai

Biéu dd Cé nhan truc, cé don vi tién, doc dwoc
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Hang muc Cach kiém
khéng can giai thich

Nhan xét Phai dan ra con sb cu thé, khéng néi chung
chung

Hang muc cudi la ché phan biét mot bao cao dung dwoc véi mot ban chép lai bang.
Nhan xét kiéu "quy lwong bd phan san xuét chiém phan 1&n" 14 vé nghia. Nhan xét
dung duwoc phai dang "bd phan san xuét chiém 127 trén 252 ngay cdng nhung c6 15
ngay tang ca, cao nhét trong ba bd phan, can xem lai dinh bién".
Néu nhan xét trong bao c&o con chung chung, néi lai:

Phan nhan xét can din s& cu thé cho mdéi y, va néu rd viéc can lam tiép

cho tirng diém bat thudng.

4.9 Nhin lai ca chudi

Ban vira lam mot viec ma néu lam tay s& méat tron mot bubi chiéu: ba tram 6 cham
céng, ndm bang tinh ndi nhau, muwoi phiéu lwong, mét bao céo co biéu db.

Diéu dang gia hon 13 file két qua cé cong thirc sbng. Thang sau, ban chi can thay dir
liéu chdm céng, toan bd chudi ty tinh lai.

Va néu ban muébn thang sau khong phai gé lai nhitng yéu cau trén nira, hay quay lai
muc 3.8 va déng goi chudi nay thanh mét skill. D6 1a bai tap cudi chwong.

VIEC: Péng gbéi quy trinh tinh luong thang vira 1am thanh skill mdi

NGUON: Cac yéu cau ching ta vira dung trong chuong nay

KET QUA: Thu muc skill-van-phong/tinh-luong-thang, cé file SKILL.md

LUU Y: Ghi d0 bd ky hiéu chdm céng, toan bd quy tac tinh luong, bado hiém,
thué 1liy tién, yéu cau cong thic séng, va checklist déi chiéu két qua

Tom tat chwong

- Chudi nhiéu bwéc co dac diém l1a két qua bwdc trwde lam dau vao buéc sau,
nén sai dau chudi thi sai toan bd

- Chia chubi thanh vai lvot giao viéc, kiém tra tirng doan, thay vi giao mét 1an roi
kiém & cudi

- Ludn yéu cu codng thire sbng thay vi s6 chét, dé thang sau chi can thay di liéu

- Quy tac nghiép vu riéng cltia cong ty phai ndi rd, Agent khéng cé cach nao tu tra
ra

- Kiém két qua bang cach soi hai dau chubi, cdng véi tw bAm may tinh lai mot
nguoi

- File v& codng thirc 1a tinh hubng that, stra dwoc bang cach bao Agent doc y dinh
cong thirc cii roi viét lai, va ludn gitr ban gbc

- Ba&o cao tbt phai co6 nhan xét dan sb cu thé kém viéc can lam tiép
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CHUONG 5: SLIDE VA KE HOACH

Muc tiéu bai hoc:

- Phan biét dwoc slide dé nghe va bao céo dé doc, hai thir can cach viét khac

nhau

- Chuan bj du théng tin trwdc khi goi skill tao slide, d& khéng bi hai di hai lai

- Dung dwoc bo slide hop giao ban tir s6 liéu lwong da lam & Chuong 4

- Kiém tra slide theo tiéu chi doc dworc ttr cubi phong hop

- Chuyén moét dé xuét trong slide thanh bang ké hoach c6 ngui chiu trach

nhiém va han chot

5.1 Slide khac bao cao & ché nao

Mot sai 1am rat phé bién

Céch lam slide hay gdp nhat & van phong la mé bao cao Word ra, chép tirng doan

sang PowerPoint, réi thu nhd c& chi cho vira trang.

Két qua 1a nhirng slide chi chit chir ma ngudi trinh bay phai doc lai tir dau dén cuéi,
con nguwoi nghe thi vira doc trén man hinh vira nghe, khéng kip ca hai.

Nguyén nhan nam & chd bao cao va slide phuc vu hai tinh hudng khac nhau.

Bao cao Word

Slide

Nguwoi ta lam gi v&i nd

Poc, mot minh, ty diéu

Nghe, tap thé, theo téc d6

chinh téc do ngudi Noi
Poc lai doan truwéc Puworc, cudn 1én la xong Khong dwoc
Lwong chi méi trang Nhiéu, cé thé doc ky it, liéc 1a hiéu

Vai trd cia nguoi noi

Khoéng cé

La phan chinh, slide chi d&
o]

Diéu quan trong nhat ndm & dong thir hai. Ngudi nghe khéng quay lai dwoc, nén méi
slide chi dwoc mang mét y. Y nao can suy nghi lau thi phai tach ra slide riéng.
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Bao cao dé doc Slide dé nghe

Mét y duy nhat

Doc lai duroe, tw chinh téc dé Khéng quay lai duoc, nén méi trang mét y

Hai tinh huéng khéac nhau cén hai céch viét
Quy tac thwe dung
Ba quy t&c du dung cho gan hét cac budi hop van phong:
- M6t slide mét y. Tiéu dé slide chinh 1a y d6, viét thanh cau cé nghia chi khéng

phai mét cum danh t. Thay vi dat tiéu dé "Quy lwong thang 4", hay dat "Quy
lwong thang 4 tang 8 phan tram do tang ca".

- S6 liéu thanh biéu do, dirng dé nguyén bang. Bang dung khi nguoi ta can tra
clru con s6. Biéu db dung khi ngudi ta can thdy xu hwéng hodc so sanh.

- Slide cubi la viéc can lam, khéng phai I&i cdm on. Sau khi nghe xong, nguoi
ta can biét phai quyét dinh gi.

5.2 Ba cau skill sé héi ban

Skill tao-slide dwoc viét dé dirng lai héi khi thiéu théng tin, gidng skill soan van ban
& Chuwong 3. N6 sé& héi ba nhém, va ban nén chuan bi sén cau tra Ioi.

Cau hoéi Vi sao né quyét dinh bd slide

Trinh bay cho ai nghe Giam dbc can con s6 tdng va bién dong.
Trwdng phong can chi tiét theo bd phan.
Cung mot di liéu, hai bd slide khac nhau

Muc tiéu budi trinh bay 1a gi Bao céo két qua, xin phé duyét, hay canh
b&o rii ro. Ba muc tiéu nay dan t&i ba cach
sap xép

Co logo cbéng ty khéng Slide bao cdo ndi bd ma thiéu nhan dién thi

trong nhw tai liéu nhap

Riéng cau vé logo, skill dwoc viét d& khong tw bé qua. Néu ban khéng tra I1&i, n6 sé
dirng & d6 chir khdng tw dwng slide khéng logo.
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Cach nhanh nhét la chuén bj trwédc: chép file logo cong ty vao thw muc lam viéc
trwdc khi gd yéu cau. Néu cong ty ban khéng cé logo dang file anh, c néi thang 1a
khéng dung logo, skill sé di tiép.

5.3 Chuan bi
Bai I&n clia chwong nay dung lai két qua Chwong 4, nén ban khéng can tai gi méi.
Bwéc 1. Tao thw muc cho bai nay

BAm vao biéu twong thw muc mau vang trén thanh tac vu d& mé File Explorer. O cot
bén trai bAm Desktop, réi bAm dup vao Al-VAN-PHONG.

B&m chuot phai vao khoang tréng, dwa chudt vao New, chon Folder, gd tén réi nhan
phim Enter:

SLIDE

Bwéc 2. Chép ba thir vao dé

File Lay tir dau

Tong hop Cong, Luong, BHXH, Thue Thw muc LUONG cua Chwong 4, ban da

TNCN.xIsx dien du

bao-cao-luong-thang-04.docx Thw muc LUONG, két qua muc 4.8

Logo cong ty, néu c6 File anh PNG hoac JPG, xin tr bd phan
hanh chinh hoac marketing

M& thw muc LUONG. Bam chon file d3u tién réi nhan Ctrl + C, 1an nay 1a Copy chi
khéng phai Cut.

Day |a diém khac véi cac bai trwdc. Copy gilr nguyén ban gbc va tao thém mot ban,
con Cut thi chuyén han file di. Ban van can ban gbéc nam trong thw muc LUONG.

Vao thw muc SLIDE, nhan Ctrl + V. Lam lai nhw vay véi file thi hai.
Néu co file logo, chép né vao day ludn va ddi tén thanh logo.png cho gon.
Bwéc 3. Kiém tra trong Antigravity

Khung Explorer bén trai phai hién thw muc SLIDE, bén trong c6 hai hoac ba file tuy
ban c6 logo hay khéng. Chwa thay thi bAm chuét phai vao khung Explorer, chon
Refresh.

Néu ban chwa lam xong Chuong 4, cé thé dung file Bai M3u.x1sx thay thé, vi né da
cé da sb liéu.
5.4 Dwng slide hop giao ban

M6t yéu cau chwa tét
Yéu cau chuwa tét

Lam slide bdo cdo luong thang 4 tu file Excel nay.

E 4
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Cau nay thiéu dung ba thir skill s& héi, nén ban sé& méat ba lwot trao dbi qua lai.
Nhwng van dé Ién hon nam & chd khac:

Cho héng Hau qua

Khong naéi trinh bay cho ai Slide viét chung chung, khéng nham vao
moi quan tdm cua ai ca

Khoéng néi muc tiéu budi hop B6 slide thanh ban liét ké s6 liéu, khéng dan
t&i quyét dinh nao

Khong néi sb lwong slide Deck ba muoi trang cho mét bubi hop mu i
[am phut

Khéng néi théng diép chinh Nguwoi nghe xem xong khdng nhé dwoc
dieu gi

Ché héng cudi cung 1a chd nang nhéat. Mét b slide khdng co théng diép chinh thi du
trinh bay dep dén dau ciing chi la doc sé.

Yéu cau tot
Yéu cau tot

VIEC: Dung bd slide bdo cdo luong thang 4 cho hop giao ban,

dung skill tao-slide

NGUON: File Tong hop Cong, Luong, BHXH, Thue TNCN.xlsx trong thu muc nay,

logo cbng ty la file logo.png

KET QUA: File PowerPoint tén slide-giao-ban-thang-04.pptx, khoang 8 slide

LUU Y: Ngudi nghe 1a ban giam déc, muc tiéu 1a bdo cdo két quad va xin y kién
vé tinh hinh tang ca. Théng diép chinh: quy luong trong tam kiém soat nhung
tang ca & bdé phan san xuat dang cao bat thuong.

Can biéu d6 so sanh quy luong ba bd phan va biéu d6 ngiy tang ca theo bd phan.
Slide cu6i la cdac viéc can quyét.

Bbn phan van nhw ci, chi la phan LUU Y dai hon vi né chira thong diép chinh.
Vi sao phai tw nghi théng diép chinh
Day la chd Agent khéng lam thay dwoc, va ciing la ché nhiéu ngudi ky vong sai.

Agent doc duoc sb liéu va nhan ra bd phan san xuét cé 15 ngay tang ca trén tbng
22,5 ngay. Nhung noé khong biét cong ty ban dang c6 ké hoach tuyén thém hay dang
siét chi phi, khéng biét giam dbc da tirng nhac chuyén tang ca chwa, khéng biét cudc
hop nay nam trong bdi canh nao.

Théng diép chinh 1a phan ban mang vao. Sé liéu la phan Agent lo.
5.5 Kiém tra bo slide
M& file PowerPoint vira tao va kiém theo bén nhém sau.

Kiém bang mat tir xa

Day |4 cach kiém nhanh va hiéu qua nhat. Trong PowerPoint, bAm tab View rdi chon
Slide Sorter dé xem toan bo slide dwéi dang anh nhé.
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Nhin man hinh & khoang cach mét canh tay. Slide nao ban khoéng doc nbi tiéu dé &
khoang cach dé thi trong phong hop ciing khéng ai doc dwoc.

Kiém ndi dung

Hang muc Yéu cau

Tiéu dé slide La cau co6 nghia, khéng phai cum danh tw
cut

Lwong chir mdi slide Liéc qua trong nam giay la ndm dwoc y

Biéu do Co6 nhan truc, cé don vi, doc dwoc ma
khoéng can nguwi giai thich

Sé liéu Khép voi file Excel gbc

Slide cudi La viéc can lam ho&c can quyét, khéng phai
I&i cam on

Kiém sé liéu

DPwrng kiém hét. Chon ba con sé ndi bat nhat trong bo slide va dbi chiéu vai file Excel.
V&i bo div lieu Chwong 4, ba con s dé kiém nhét |4 tdng ngay cong 252, tbng ngay
tang ca 22,5, va s6 nhan vién 10.

Stra khi chwa dat

Slide chi chit chir:

RGt gon slide 3 va slide 5, mdéi slide chi git mét y chinh va t6i da
bén dong. Phan chi tiét chuyén xuéng ghi chd cla ngudi trinh bay.

Tiéu dé cut:

Péi tiéu dé cac slide thanh cdu cé nghia néu rd k&t luan,
vi du thay "Tinh hinh tang ca" bang "Tang ca tdp trung & bd phan san xudt".

Biéu doé kho doc:

Thém nhan gid tri 1én ting cot cla biéu d6, ghi ré don vi tinh 13 ngay céng,
va sap x&p cac cot tUr cao xudng thap.

5.6 Tir dé xuat thanh ké hoach

Slide cudi néu ra viéc can lam. Nhwng mét dong "can xem lai dinh bién bd phan san
xuat" chwa phai ké hoach.

Ké hoach 1a khi mbi viéc cé nguoi chiu trach nhiém, cé han choét, va cé cach biét 1a
da xong.

Sau cot cia mot bang ké hoach

Cot Nodi dung L6i hay gap

Viéc can lam Pong tir cu thé Ghi chung chung kiéu "ra
soat", "nghién cwu"

Nguwoi chiu trach nhiém M6t ngwdi duy nhét Ghi tén ca phong, cubi cung
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Cot Néi dung Léi hay gap
khoéng ai lam

Nguw&i phdi hop Cac bén lién quan B4 trong roi dén luc lam méi
phat hién thiéu

Han hoan thanh Ngay cu thé Ghi "trong thang"

Két qua ban giao Th& cdm duoc, xem dwoc | B trong nén khong biét luc
nao coi la xong

Rui ro Diéu c6 thé lam héng viéc Bb trong vi ngai néi chuyén
xau

Cot thir hai dang nhan manh. Mét viéc c6 hai nguoi chiu trach nhiém nghia la khéng
co ai chiu trach nhiém.
Giao viéc

VIEC: Lap bang k& hoach xit 1y cac véan dé néu trong bo slide

NQUON: File slide-giao-ban-thang-04.pptx trong thu muc nay

KET QUA: File Excel tén ke-hoach-thang-05.x1sx

LUU Y: Bang gbém cac codt viéc can lam, ngudi chiu trach nhiém, ngudi phéi hap,

han hoan thanh, két qua ban giao, rui ro va trang thai.

M6i viéc chi mét ngudi chiu tréch nhiém. Han ghi ngay cu thé trong thang 5.

Chd nao chua biét giao cho ai thi dé tréng va danh diu dé toéi dieén.
Dong cudi quan trong. Agent khéng biét co cAu nhan sw cong ty ban, va néu khong
dan, noé sé tw bia ra tén hoac chirc danh. Bao né dé tréng réi danh dau sé trung thuc
hon nhiéu.

5.7 Bai nho: slide bao cao kho

Bai nay dung bo di¥ liéu khac dé& ban quen véi viéc ap cung cach lam sang linh vuc
khac.

Tai div liéu

Link tai: St dung ham va cong cu Excel tao Bang va S6 quan ly kho

B&m vao tén link mau xanh & trén, tim file Thong ke kho.xlsx, bAm chuét phai roi
chon Tai xudng.

File c6 bay trang tinh theo déi ba loai nguyén vat liéu trong thang 3: keo dinh cao cap
tinh bang lit, da PU tinh bang mét, va bd phu kién day deo tinh bang bd. Tdén dau ky
cla ba loai 1an lwot 1a 2.000 lit, 500 mét va 1.000 bo.

Lam lai dung trinh ty quen thudc: tao thw muc con tén KHO bén trong Al-VAN-

PHONG, vao Downloads nhan Ctrl + X réi vao thw muc KHO nhan Ctrl + V, sau d6
kiém khung Explorer ctia Antigravity da hién thu muc KHO cung file bén trong chua.

Giao viéc

VIE;: Dung slide bao cao tinh hinh kho thang 3, dung skill tao-slide
NGUON: File Thong ke kho.xlsx trong thu muc nay
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KET QUA: File PowerPoint tén slide-kho-thang-@3.pptx, khodng 6 slide
LUU Y: Ngudi nghe 13 trudng phong sdn xudt, muc tiéu 13 quyét dinh

c6 can dat hang bé sung hay khéng.

Can biéu dd nhap xudt toén cla ba loai vat tu va slide canh béo

loai nao sap hét.

So sanh yéu ciu nay v&i yéu cdu & muc 5.4, ban sé thay khuén hoan toan giébng
nhau. Chi néi dung tirng phan dbi. D6 1a diéu dang gia nhat ban mang ra khdi

chwong nay.

5.8 Checklist trweéc khi dirng trinh bay

Hang muc

Cach kiém

Poc duoc tir xa

Xem ché d6 Slide Sorter & khoang cach
mét canh tay

S6 lieu Ba con sb ndi bat khép file gbc

Thi ty Cau chuyén di ti bdi canh, t&i sb liéu, toi
de xuat

Slide cudi La viéc can quyét

Chinh ta Tén nguoi, tén bd phan, tén cong ty

Logo Xuéat hién nhat quan, khéng méo, khéng che

ndi dung

Ban in dy phong

Xuét ra PDF trwéc khi téi phong hop

Hang muc cudi la kinh nghiém cii nhwng van dang. May chiéu héng, file 16i phong,
phién ban PowerPoint khac nhau déu la chuyén xay ra thwdng xuyén.

Xuat bo slide nay ra file PDF trong cung thu muc.

Tém tat chwong

- Bao cao dé doc mot minh, slide dé nghe tap thé, nén slide chi mang mot y méi

trang

Tiéu dé slide nén 1a cau co6 nghia néu két luan, khédng phai cum danh tir

Skill tao slide s& héi ba diéu: trinh bay cho ai, muc tiéu gi, ¢ logo khéng, nén
chuan bi trwdc

Théng diép chinh 1a phan ban phai tw nghi, Agent chi lo phan sb liéu

Kiém slide bang cach nhin tor xa & ché do Slide Sorter, slide nao khéng doc nbi
tiéu dé la phai stra

- M6t dé xuét chi thanh ké hoach khi c6 ngwdi chiu trach nhiém duy nhét, han chét
la ngay cu thé, va két qua ban giao xem duoc

- Dan Agent dé tréng ché chwa biét thay vi tw bia tén ngudi
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CHUONG 6: DE AGENT TY CHAY

Muc tiéu bai hoc:

Duy tri va cai tién quy trinh sau khi da chay dwoc

6.1 Ban dang & dau trén con dwéng nay

Nhan ra ba mirc tw ddng hda va biét cong viéc clia minh dang & mirc ndo
Ghép nhiéu skill thanh mét quy trinh chay lién mach

D&t dung ché nhirng diém dirng dé con ngudi kiém tra

Biét khi nao Antigravity Ia da va khi nao can céng cu khac

Hoan thanh mét dy an ty déng héa cho chinh cong viéc clia ban

Nam chwong vira rbi, moi viéc déu bat dau bang viéc ban ngbi truéc may va gé mot
yéu cau. D6 d3 la budc tién I16n so vai lam tay, nhwng van con mét gidi han: khéng
c6 ban thi khéng cé gi xay ra.

Ba murc tw dong héa

Mirc

DPic diém

Ban phai lam gi

Mét, lam tay co trgr giup

M@i lan lam la méi lan gb
yéu cau

Ngoi trwdc may, gd, cho,
kiém tra

Hai, c6 céng cu riéng

Da dong goi thanh skill, go
mét dong

Van phai ngdi trwdc may va
ra lénh

Ba, ty chay

Quy trinh tw kh&i dong theo
lich hoac theo suw kién

Chi kiém tra két qua

Chwong 3 dwa ban tr mirc mét [én mirc hai. Chwong nay ban vé mure ba.

Murc 1

Lam tay cé tror gitp

Méi 14n g6 lai yéu céu

Ba mtrc tw dong hoa

Phan lén viéc van phong dieing & M 2 1& hop Iy

Murc 2
Co6 cdng cu riéng

Mtrc 3
Tw chay

G6 mot dong, co skill

Ba mure tw dong hoa

Mdrc ba khéng phai lic nao ciing dang

E 4

< o

Khéng cén ban ra lénh
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Truéce khi doc tiép, can noi thdng mot diéu: rat nhiéu cong viéc van phong dirng &
mdrc hai [a hop ly nhét.

Viéc Nén dirng & mirc

Tinh lwong hang thang Hai. M6i thang mét lan, va ban mudn tu tay
kiém

Soan hgp déng khi cé ngudi méi Hai. Khéng déu dan, phu thudc lic nao
tuyén

Nhac han hop déng sap hét Ba. Viéc I&p déu, quén |a mét tién

Tbng hop don hang cubi ngay Ba. Ngay nao ciing lam, lam ding gi® méi
kip

Tiéu chi don gian: viéc 1ap lai déu dan theo th&i gian va quén thi gay hau qua thi
dang duwa lén murc ba. Viéc lam theo nhu cau phéat sinh thi mic hai da da.

Puwa mot viéc |én mic ba tdn cong thiét Iap, va thém moét thir phai tréng chirng.
Prng tw ddng hoéa chi vi lam dworc.

6.2 Ghép nhiéu skill thanh mét quy trinh

Trwde khi ban t¢i chuyén ty chay, cé mét bwéce trung gian dang lam va lam dwoc
ngay trong Antigravity: ghép nhiéu viéc thanh mét chudi li&n mach.
Vi du: quy trinh lwong thang

Chwong 4 ban chia thanh ba lwot dé dé kiém tra. Khi quy trinh da chay dang vai
thang va ban tin nd, cé thé gop lai.

Yéu cau chuwa tét
Chay toan bd quy trinh luong thang nay giup toéi.

Cau nay héng & chd khac véi cac chuong trwde. N6 khodng thiéu théng tin, ma thiéu
diém dirng:

Van deé Hau qua

Khéng cé ché dirng kiém tra Sai tlr bdng cham céng, nam bang sau sai
theo, phat hién & cubi

Khong néi khi ndo can hdi lai Gap dir liéu la, Agent tw quyét theo cach
cta no

Khéng néi lwu ban trung gian Sai thi phai chay lai tr dau

Yéu cau tot

VIEC: Chay quy trinh luong thang 5, dung skill tinh-luong-thang

NGUON: File cham cong thang 5 trong thu muc nay

KET QUA: File Excel da dién du, bd phiéu luong, va bao cdo Word

LUU Y: Sau khi tinh xong bang cham céng, dung lai bdo cho tdi bdén cdt téng
dé téi xac nhan trudc khi chay tiép.

Gap nhan vién cé dir 1iéu khac thuong thi dirng lai hdéi, ding tu suy doan.

E 4
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Lvu ban trung gian sau méi budc.

Ba dong cudi la thir phan biét mét quy trinh dung dwoc véi mét quy trinh nguy hiém.

6.3 Pat diém dirng & dau

Day la phan quan trong nhat chuwong nay, va ciing la th it nguwdi nght téi khi moi
bat dau tw dong hoa.

Nguyén tac chon ché dirng

D4t diém dirng & nhirng chd cé du hai diéu kién: sai thi tdn kém, va ngwoi kiém tra
dwoc nhanh.

Ché Cé6 nén dirng Ly do

Sau khi tinh xong bang Nén Sai & day kéo theo ca chuébi,
cham céng ma kiém chi mét hai phut
Trwdce khi glri email ra ngoai | Nén G&i nham |a khéng rat lai
céng ty duwoc

Truwdce khi ghi dé Ién file gbc | Nén Mat di liéu cii 1a mat han
Gilra cac buéce tinh toan Khéng can Sai sé 16 ra & budc kiém
trung gian cuoi

Sau moéi file trong 16 nam Khong can Dirng nam muoi lan thi mat
muoi file hét y nghia tw déng

Ba viéc khong bao gi®» dé chay tw dong hoan toan
Du quy trinh da chay tét bao lau di nira, ba nhém sau luén can mét ngudi bam nat
cudi:
- Gwi thw ra ngoai céng ty. Khach hang, co quan thué, déi tac.
- Chuyén tién hoic phat hanh chirng tir c6 gia tri phap ly. Bang lvong, hoa
don, hop dong.
- Xéa hoic ghi de dir liéu gbc. Ludn ghi ra file ma&i, gitr ban ca.
Ba nhom nay cé chung dac diém: hau qua khéng rut lai dugrc.

6.4 Khi nao can céng cu khac

Antigravity manh & ché né chay trén may ctia ban, doc ghi file truc tiép, va khéng
can cau hinh gi phirc tap. Nhuwng né ¢ mét gidi han ré rang: né chi chay khi may
ban dang bat va ban dang mé né.

V&i nhirng viéc can chay dung gi& du ban cé mat hay khéng, can mét loai cong cu
khac.

Bén hwéng di va khi nao chon

Hwéng Phu hop khi Diéu can biét trwéc

Gilr nguyén Antigravity, Viéc theo thang hodc theo | Khdng tén thém gi, chi can

E 4
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Hwéng Phu hop khi Diéu can biét trwérc

chay tay theo lich ban tw quy, khéng gap dat nhéc trong lich

nh&

Cong cu tw ddng hoa dang | Viéc lap hang ngay, can néi | Phai hoc cach dung nén

kéo tha nhiéu dich vu nhv email, tang, co loai tinh phi theo
bang tinh, tin nhan lwot chay

Tw ddng hoa sén coé trong D@ liéu von da nam trén Mién phi trong goi dang

Google Workspace hoac Google Sheets hoac dung, nhwng pham vi hep

Microsoft 365 SharePoint trong hé sinh thai do

Nh& bd phan ky thuat dwng | Quy trinh 16i cha cong ty, Tén thoi gian va chi phi, doi

riéng chay lién tuc, khdi lwong I6n | lai chay dung y nhét

Cach chon thwe dung

DPlrng bat dau tir viéc chon cong cu. Bat dau ti ba cau hoi:

Viéc nay chay bao lau mét lan? Theo thang thi hang d4u tién 1a du. Theo ngay tr&
Ién mai can tinh t&i hang tha hai.

Div liéu dang nam & dau? Néu tit ca da & trén Google Sheets va Gmail thi hang

th(r ba thworng 1a dwdrng ngén nhét. Néu file nam rai rac trén may ca nhan thi
Antigravity van hop ly hon.

Cham mét ngay thi sao? Néu khéng sao thi chwa can tw dong theo lich. Néu mét
tién hodc mat khach thi méi dang dau tuw.
Thir mang theo dwo'c sang moi céng cu

Diéu dang néi la nhirng gi ban hoc trong ndm chwong trwdc khéng mét di khi dbi
céng cu.

Bn phan ctia mét yéu cu, cach viét quy tdc nghiép vu cho rd, cach dat diém dung,
checklist kiém tra két qua, va nhat la nhirng file skill ban da viét. TAt ca déu mo ta
céng viéc, khong phu thuéc phan mém nao.

Dbi cong cu la dbi cach bAm nat. Phan kho 14 phan ban da [am xong.
6.5 Dw an cuéi khoa

Day |a bai tap quan trong nhéat cia ca khoa, vi né dung cdng viéc that ctia ban chi
khéng phai dir liéu mau.
Chon viéc

Chon mét viéc trong cong viéc hang ngay théa ca bdn diéu kién:

Ban dang lam tay, va lam it nhat méi thang moét lan
C6 quy tac rd rang, khéng phai méi lan mét kiéu

D@ liéu diu vao & dang file, khédng phai nam trong dau ban

Sai thi ban tw phat hién dwoc
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Diéu kién cudi cung dang chi y. V&i dy an dau tién, hay chon viéc ma ban kiém tra
duoc két qua. Ping bat dau bang viéc ma chinh ban ciing khéng chac dung sai.

Sau bwéc

Bwéc 1. Viét ra quy trinh hién tai. Bang gidy hodc bang file, liét ké cac bwéc ban
dang lam tay, kém th&i gian méi bwée. Bwéde nay hay bi bd qua, nhwng no 1a co sé&
dé sau nay biét minh tiét kiém dwoc bao nhiéu.

Bwéc 2. Sap xép lai div liéu dau vao. Gom file vao mét thw muc, dat tén nhat quan,
xdéa nhirng cot khéng dung. Pay thuwong 1a buwdce tén cong nhat va cling 1a buwédc
quyét dinh thanh bai.

Bwéc 3. Lam tay mét 1an véi Agent. Dung yéu ciu bén phan, chay tirng khuc,
kiém tra tirng khuc. Ghi lai nhirng chd Agent hiéu nham.

Buwéc 4. Dong géi thanh skill. Theo cach & muc 3.8. Bwa vao skill tt ca nhivng chd
Agent tirng hiéu nham & buéc 3.

Bwéc 5. Chay lai bang dir liéu ky khac. Day la buéc kiém ching that. Skill chi
dang tin khi né chay dung v&i bd div liéu ma né chua tirng thay.

Bwéc 6. Viét hwéng dan cho ngwei ké nhiém. Mét trang la da: file d& & dau, g
cau gi, kiém tra nhirng gi, gap 16i thi 1am sao.

Buwdc 6 |a thir bién cong strc ca nhan thanh tai san ctia bd phan. Néu chi minh ban
dung duwoc, quy trinh dé bién mat khi ban nghi phép.

Mau hwéng dan ban giao

VIEC: Viét hudng dan s dung cho quy trinh téi vira déng géi

NGUON: Skill vira tao va cac file trong thu muc nay

KET QUA: File Word mét trang, tén huong-dan-su-dung.docx

LUU Y: Viét cho ngudi chua ting dung AI Agent, néu rd chuin bi file gi,
dé & dau, gbé cau lénh nao, kiém tra nhitng gi trudc khi dung ké&t qua,

va ba 16i hay gap kém cach xir ly

6.6 Gilr cho quy trinh chay dwoc lau

M6t quy trinh tw déng khéng phai lam xong la xong. Né can duwoc tréng chirng, va co
ba th(r hay lam né héng.

Ba nguyén nhan héong thwéng gap

Nguyén nhan

DAu hiéu

Cach phong

D@ liéu dau vao ddi ciu truc

Ai do thém cot, ddi tén cot,
ddi thw tw trang tinh

Ghi r trong skill 1a can cot
nao, va bdo Agent kiém tra
trwdc khi chay

Quy dinh nghiép vu thay dbi

MUrc gidm tri gia canh déi,
ty 1& déng bao hiém dbi

Ghi céc con sb nay & mot
chd duy nhét trong skill dé
dé sira

Nguoi viét skill nghi viéc

Khoéng ai biét stra

Hwdng dan ban giao &
budc 6
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Nguyén nhan th& hai dang chi y véi ngudi 1am nhan sw va ké toan. Nhivng con sb
nhw 15.500.000 hay 10,5 phan trdm sé thay ddi theo chinh sach. Khi viét skill, hay
gom chuiing vao mét muc riéng co tiéu dé rd rang, thay vi rai khdp noi trong van ban.
Théi quen ra soat

Mbi quy mét 1an, chay lai quy trinh véi di liéu ky gan nhét va déi chiéu vai con sbé
bang tay. Mwdi [&m phat mbi quy du dé phat hién sém nhirng sai léch am tham.
Cai tién bang cach stra skill

Nguyén tac tr Chwong 3 van gitr nguyén va quan trong hon & giai doan nay: phat
hién thiéu sét thi stra vao file skill, dirng stra két qua.

Stra két qua giadi quyét dwoc 1an nay. Stra skill gidi quyét dwoc moi lan sau.
6.7 Di tiép

Ban da di hét sau chwong. Nhin lai, con dwdng la nhw sau:

Con duwéng sau chwong

Chuong 1 Giao dwgc mét viéc cho Agent
¥

Chuwong 2 Lam dwoc viéc hang loat
¥

Chuwong 3 Pong goi thanh céng cu riéng
¥

Chuwong 4 X Iy dwge chudi nhiéu buéc
v

Chuong 5 Trinh bay dwoc két qua
v

Chuong 6 Dé quy trinh tw chay

Con dwong sau chwong
Thir dang gia nhat ban mang theo khéng phai 1a biét bAm nut nao trong Antigravity.
Phan mém sé dbi, giao dién sé& dbi, tén cac nut sé dobi.
Thir con lai 1a cach nhin cdng viéc: nhan ra viéc nao 1ap lai dwoc, mé ta né da rd dé

giao cho may, biét chd ndo phai tw tay kiém, va ghi lai kinh nghiém thanh thir dung
dwoc nhiéu lan.

Céch nhin d6 ap dung dwo'c cho moi cong cu ban gap vé sau.
Ba viéc nén lam trong thang t&i

- Chon mét viéc nira trong cdng viéc cua ban va déng goi nd, dung dung sau
bw&dc & muc 6.5
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- Chia lai b6 skill ciia ban cho moét déng nghiép va xem ho dung cé vwédng & dau
khéng
- Ra lai skill dau tién ban viét, bay gi® ban sé thay vai ché dang bd sung

Tém tat chwong

- Ba murc tw déng hoa: lam tay co tro gilp, cé cong cu riéng, va tw chay. Phan Ién
viéc van phong dirng & murc hai la hop ly

- Chi dwa I&n mtrc tw chay nhirng viéc lap déu theo thoi gian va quén thi gay hau
qua

- Piém dirng dat & chd sai thi tdn kém va kiém tra dwoc nhanh

- Ba viéc ludn can ngudi bam nut cudi: glvi ra ngoai cong ty, chirng tlr cé gia tri
phap ly, va ghi de di liéu goc

- Chon céng cu bang ba cau héi: chay bao l1au mét 1an, di liéu nam & dau, cham
mot ngay thi sao

- Skill va cach mé ta cdng viéc mang theo dwoc sang moi céng cu, vi ching noi vé
viéc chir khéng noi vé phan mém

- Dw an cudi lam theo sau buéc, va budc cudi cung l1a viét hwéng dan ban giao

- Gom céc con sb theo chinh sach vao mét chd trong skill d& dé stra khi quy dinh
thay doi
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Hay quay lai budi chiéu cudi thang & dau cudn sach nay.

Van bay ctra s6 d6. Van ba file chdm cong clia ba bd phan, bang lwong thang truéc,
file bdo hiém, file thué, va may email hédi bao gi® cé phiéu lvong.

Khéac biét nam & ché bay gi& ban mé thw muc 1am viéc, gd mot dong, réi di pha dm
tra. Luc quay lai, bang lwong da xong, phiéu lwong da cé dd, bao cao cho giam déc
nam séan trong thu muc.

Bubi chiéu d6 ban 13y lai dwoc. Thang sau ciing vay.

Diéu that sw da thay doéi

Sau chwong vira roi c6 rat nhiéu thao tac cu thé: cai phan mém, tao thw muc, gé yéu
cau, kiém tra két qua. Nhirng thao tac do réi sé cii. Phdn mém ra ban méi, giao dién
dbi, tén cac nut doi.

Th & lai la cach ban nhin céng viéc ciia minh.

Bay gi® khi nhan mét viéc, ban tw ddng nghi t&i bon cau: viéc nay 1a gi, di liéu nam
& dau, két qua can ra dang ndo, cé quy tac riéng ndo phai néi rd. Ban nhan ra viéc
nao 1ap lai dwoc va dang dong goi, viéc nao chi lam mét 1an. Ban biét ché nao phai
tw tay kiém trwdc khi ky.

Cach nghi d6 khdng nam trong phan mém nao ca. Né nam & ban, va né di theo ban
sang moi cdng cu vé sau.

Bat dau tir viéc nhoé

Néu ban doc hét sach ma chwa lam gi, hay chon mét viéc duy nhat trong tuan nay.
Viéc nhd thdi, loai ban van lam tay méi thang va van thiy mét thoi gian.

Lam n6 mét 1an véi Agent. Kiém tra kj. Réi dong géi lai.

M6t viéc chay dwoc sé day ban nhiéu hon mudi chwong sach. Va khi da co viéc dau
tién, viéc thir hai s& nhanh hon nhiéu.

DPwrng bét dau bang quy trinh phirc tap nhat clia phong ban. Hay dé danh né cho lic
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.

Bé skill ban viét, thu muc lam viéc ban sap xép, trang huwéng dan ban ghi lai, tat ca
déu chép cho ddng nghiép duoc. Khi ca phong dung chung mét bo, két qua gitra moi
ngudi gibng nhau, va nguwdi méi vao viéc nhanh hon han.

DPay cling 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 cua ca bd phan.
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Hoc cung Sao Viét

Trung tdm Dao tao Al Sao Viét ddng hanh cung ban trén ching dwéng nay. Ngoai
khda hoc ban vira hoan thanh, chung t6i con nhiéu chuwong trinh khac danh cho
ngwoi lam van phong va cho cac bé phan mudn dwa ty ddng hda vao van hanh hang
ngay.

Lién hé: tinhocsaoviet.com

Cam on ban da di cung cudn sach nay téi trang cudi. Chac ban sém lay lai dwoc
nhirng budi chiéu ctia minh.



