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LEVEL 1 — Al FOUNDATION

6 BUOI | 3 G10’//BUOI

MUC TIEU

Gitup hoc vién l1am chu Al trong cong viéc hang ngay — biét dung diing, dung nhanh, dung hiéu qua

SAU LEVEL NAY

Giam 50% thoi gian 1am viéc | Viét ndi dung ro rang hon | Khéng con "loay hoay véi Al"

Ky thuat viét Prompt (Core SKkill - nén tang bat budc)

Tai sao quan trong: 90% ngudi dung Al sai vi viét prompt sai
e Al hi€u yéu cau nhw thé nao (context window, logic xt 1y)
e Framework chuén: Role - Context - Task - Format - Constraint
e C4c 16i phé bién: Prompt mo hd, Thi€u context, Output khong kiém soat
o Ky thuit nang cao: Iterative prompting (viét - refine - t8i wu), Prompt theo muc tiéu cong viéc
Use case: Viét email cho sép | Tém tit b4o c4o | Lén ké hoach tuin
Output / Tool: Hoc vién viét dworc prompt ré - diing - ¢6 kiém sodt output | Tool: ChatGPT

Bai tip: Stra cdc prompt sai | Viét Prompt tir dir liéu thwc té

m Tim kiém & tong hop thong tin (Al Research)

VAn dé: Nhan vién mat rit nhiéu thoi gian doc tai liéu

« Research bing Al thay Google truyén théng

o Ky thuit: So sdnh da ngudn, Phat hién bias, Cross-check thong tin

« Tém tat: PDF, Bo cdo dai, Noi dung phirc tap

Use case: Tdng hop bao cdo thi tredng | Nghién ctiru ddi tha

Output / Tool: Gidm 50-70% thoi gian research | Tool: ChatGPT, Perplexity, NotebookML
Bai tap: Tém tit + Téng hop thanh Infographic, Slide, Card,... tir cac Tai liéu dai

Quan ly the¢i gian & cong viéc véi Al

Vén dé: Hop xong — quén — khong c6 action

e Ghi Am — chuyén thanh text

o Al tém tit cudc hop

o Trich xuit: Key point, Task, Deadline

o Ty dong tao: To-do list, Follow-up

Use case: Meeting ndi bo | Meeting v&i khach hang | Training

Output / Tool: Moi cudc hop déu cé action ré rang | Tool: ChatGPT, Fireflies, Notion, Copilot
Bai tap: Tir 1 cudc hop - tao full task list + follow-up
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Lam slide (Phan 1) - Tw duy & ciu tric

Vén dé: Slide lan man, khong c6 logic
o Tw duy trinh bay: One idea per slide, Story flow
« Dung Al dé: Tao outline, S3p x&p ndi dung
e Chuyén: Noi dung tho — ndi dung c6 ciu truc
Output / Tool: Slide cé logic ré, dé hiéu | Tool: ChatGPT, Gamma

Bai tip: Tao outline slide cho 1 proposal | Am hiéu giao dién ctia cac tool

m Lam slide (Phan 2) - Visual & thuyét phuc

e Visual h6a ndi dung: Bi€u do, Infographic

e Nguyén tic: Khong gay hiéu sai, Nhan ding insight

¢ Dung Al tao: Hinh minh hoa, Layout
Output / Tool: Slide ré - dep - thuyét phuc | Tool: Napkin, Canva, Gamma
Bai tap: Thiét ké 10-20 slide hoan chinh

Xay dwng tro ly Al ca nhan

o Al khéng chi la tool — la tro ly
o Setup: Viét, Note, Task, Follow-up
o Ca nhan hoa theo: Role cong viéc, Nhu ciu

Output / Tool: 1 Al assistant ding méi ngay | Tool: ChatGPT, Gemini, Copilot
Bai tip: Build tro 1y Al ca nhin hoan chinh

KET QUA LEVEL 1
Hoc vién lam viéc nhanh hon - r6 hon - it sai hon
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LEVEL 2 — AGENTIC AI SYSTEM

11 BUOI | 3 GIO’/BUOI | TOOL: GOOGLE ANTIGRAVITY

Al Agent 1a gi & Bat dau véi Workspace

1. Tai sao Al khéng nén chi la 'hdp chat hoi dap'? So sanh cach dung Al nhw c6ng cu tra ciru vs. giao Al mdt dau viéc hoan chinh.
2. Bén trong mdt khong gian lam viéc Al (Workspace) c6 nhirng gi? Téng quan cic bo phin ciu thanh va vai tro cta tirng phan.

Bai tap: Pang Ky va thiét 1ap Google Antigravity, tao workspace diu tién.

m Giao viéc cho Al & Cai tién két qua

1. Quy trinh giao - nhén - danh gia: Cach ra lénh cho Al Agent rd rang.
2. Lam thé nao dé Al mdi lan 1am t6t hon Ian truéc? Phwong phép 'Lam thir - Xem két qua — Chinh lai — Chay lai' (PCDA).

Bai tap: Giao Al 3 dau viéc that, sira chi dAn sau méi vong chay.

Pat chuin cho Al & Kiém soat chit lwong

1. Hai tru cot gitp Al lam ding: 'Bo nhé' va 'Bo luat'.
2. C4ch do lwdrng: Output cta Al dat hay chwa dat? X4y bang tiéu chi chdm diém két qua.
Bai tip: Viét thir 2 Skills cho Al Agent ciia minh.

Thiét ké luéng nhiéu bwéc & Piém ngwoi duyét

1. Khi ndo mét nhiém vu cin nhiéu Al phdi hgp? Vé so d6 Workflow thyec té (OIPO).
2. Chd nao Al nén tw chay, chd nao bit budc dirng lai dé ngwdi xac nhan? Nguyén tic dit 'tram kiém soat'.

Bai tap: Chon 1 Workflow thit, vé so d6 tirng bwérc.

m Cho Al doc tai liéu ctia ban

1. Tai sao Al hay tra loi chung chung? Cach chon, don va nap tai liéu dung cach.
2.Lam quen véi MCP/API trong Agentic.

Bai tap: Chon 2-3 tai liéu that, don format va nap vao hé thong.

Xay luéng cong viéc tw dong

1. Cong thirc thiét ké ludng tw dong: 'Khi co [sy kién] — Al lam [hanh ddng] — Két qua dén [dau]'.
2. Quy tic chuyén giao: khi ndo Al gtti két qué cho Al khac, khi ndo giri cho nguoi.
Bai tap: Bién viéc thi cong hang ngay thanh luéng Al tw dong.
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Day Al lam viéc chuyén sau

1. Khéac biét gitta 'cho Al thong tin' va 'day Al cach nghf'.
2. Thuc hanh chuyén quy trinh thd céng thanh b hwéng dan Al
Bai tap: Chon 1 ky nang nghiép vu, viét thanh 'gido trinh’ cho Al

BUOI 8 Thém Al méi vao doi

1. binh nghia 'nhén sw Al' méi: vai tro, pham vi lam viéc.
2. Ghép Al mé&i vao nhém: ddm bao dau ra Agent nay la dau vao Agent kia ding dinh dang.

Bai tap: Tao 1 Al chuyén trach méi. K&t néi vao luéng cii.

Tim 10i & Stra hé théng

1. Cach ra sodt tirng bwéc dé tim chd Al 1am sai. Poc bao cdo strc khée hé théng.
2. Phan biét 16i nghiém trong vs. 16i nhé.
3. Ap dung MCP/API chuyén sau vao quy trinh.

Bai tap: Dung hé thong quét toan b Al cia nhom.

Lén ban vé tong thé cho hé thong

1. Cach viét 'ban dit hang' (Workspace Spec): bai todn, dir liéu dau vao, két qua mong mudn, gi¢i han.
2. Phén ra quy trinh 16n thanh nhiéu bwéc nhd.

Bai tip: Nhom cung viét Tai liéu thiét ké (Workspace Spec).

Lap rap, Chay thir & Demo

1. Thit tw 14p rap: dwng nén, gan Al, viét lut, ndi ludng, thém ki ning, nap bd nhé.
2. Chay b bai test cudi cung (Golden Tests).

Bai tap: Lip rap hé théng hoan chinh. Demo san pham.

KET QUA LEVEL 2
Hoc vién c6 thé xay dung va van hanh hé thdng Al ty dong hdéa quy trinh nghiép vu.

om Tools to Al Agents




Pioneer

VietAl Pioneers

LEVEL 3 — AI FOR DATA & DECISION

11 BUOI | 3 GI0’//BUOI

MUC TIEU
Dung Al dé xtr ly dir liéu — tao insight — ra quyét dinh nhanh & chinh x4c.

Data Foundation (Hiéu dir liéu)

e Cach dat cau hoi kinh doanh SMART
o K§ thuat dat cau hdi ding véi data
« Data quality: thiéu, sai, triing, 16i thoi.

Output / Tool: ChatGPT, Sheets/Excel
Bai tap: Panh gia 1 by data that.

m Data Cleaning (Lam sach dir liéu)

» Vdn dé: 'Garbage in, garbage out'
 Dung Al dé clean: Prompt phét hién 16i, dé xudt cich sira.
Output / Tool: ChatGPT/Claude, Sheets/Excel

Bai tap: Nhan dataset ban — clean hoan chinh.

m Data Processing (Chuin héa & bién déi)

» Merge nhiéu ngudn vao 1 bang. Pivot/Unpivot data.
» Dung Al viét formula phirc tap: VLOOKUP, INDEX-MATCH.

Output / Tool: ChatGPT/Claude, Sheets/Excel
Bai tap: Merge 3 ngudn data khac nhau.

Data Filtering & Cleaning (Chuyén sau)

e Loc dit liéu Structured vs Unstructured vs Semi-structured.
e Dung Al trich xuét thong tin, gan nhan ty dong.

Output / Tool: ChatGPT/Claude, Sheets/Excel

Bai tap: Loc & clean 3 loai data.

Data Visualization P1 (Dashboard)

e Nguyén tic chon biéu dé. Dashboard co ban: 3-5 KPI chinh.
Output / Tool: Excel/Sheets, Looker Studio
Bai tap: Tao dashboard véi 5 biéu dé.

From Tools to Al Agents
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Data Visualization P2 (Storytelling)

 Data Storytelling framework: Context, Insight, Action.
o Trinh bay cho Sép vs Team vs Khach hang.

Output / Tool: Canva, Excel
Bai tap: Tao bao cao data storytelling 3 slide.

Auto Clean & Auto Report P1

« Xay dwng quy trinh auto clean: Nhdn data — validate — transform.
Output / Tool: Google Sheets, App Script
Bai tap: Build quy trinh auto clean.

Auto Clean & Auto Report P2

» Data mé&i — dashboard update. Al ty viét summary.
o Ty dong gti email/Slack béo cao.

Output / Tool: Google App Script, Sheets
Bai tdp: Build 1 auto report hoan chinh.

Notion + Al P1 (Project Management)

« Database lién két. Notion Al: Tém tit meeting, generate action items.
Output / Tool: Notion, Notion Al

Bai tdp: Build 1 Notion workspace quan ly project.

Notion + Al P2 (Advanced Integration)

¢ Notion Al nang cao: Auto fill properties.
» K&t n6i Notion with Sheets, CRM.

Output / Tool: Notion, Notion Al

Bai tap: Hoan thién Notion workspace v&i Al automation.

On tap + Capstone Demo

« On tap toan bo Level 3.
o Ghép toan bd thanh hé théng: Data — Insight — Decision.

Output / Tool: Tdt ca tool dd hoc
Bai tap: Demo hé thdng hoan chinh.

KET QUA LEVEL 3
Hoc vién c6 thé xir ly dit liéu bing Al — tao insight — hd tro ra quyét dinh nhanh & chinh x4c.
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COPILOT AI FOR OFFICE

3 BUOI | 3H/BUOI

MUC TIEU
Thanh thao Microsoft Copilot Al trong bd céng cu Office 365 — tang toc moi tac vu van phong tir email, hop, data dén bao cdo

SAU KHOA HQC NAY
Dung Copilot xtt Iy email, hop, data, form, slide, word chuyén nghiép | Tiét kiém 3-5h/tuan cho méi nhan vién

BUOI 1 Copilot trong Nghién ciru, Tong hop & Email (Research, Summarize & Outlook)
VAn dé: Nhan vién tén hang gio doc tai liéu, viét email, tdng hop thong tin

 Copilot trong Outlook:
- Tém tat chudi email dai —» ndm context trong 30 gidy
- Draft email chuyén nghiép: reply, follow-up, escalation
- Coaching: Al goi y tone, do dai, clarity pht hgp ngwdi nhan
- Lén lich & quan ly inbox théng minh

o Copilot trong Word — Nghién ctru & Téng hop:
- Tém tat tai lidu dai (b4o cdo, hgp dong, policy) thanh key points
- So sanh nhiéu tai liéy, trich xuit diém khac biét
- Rewrite & chinh tone: formal < casual, ngdn gon « chi tiét
- Tao ban nhéap tlr ghi chy, outline, hodc prompt

¢ Copilot trong Teams — Meeting & Chat:
- Tém tat cudc hop real-time: key points, decisions, action items
- Bat kip cudc hop khi join tré
- Tém tat chat thread dai trong channels
- Tao follow-up email sau meeting tw dong

Use case: Tém tit chudi 20 email — draft reply | Téng hop bao cdo 50 trang — 1 trang summary | Recap meeting 1h — action list
Output / Tool: Xi¥ Iy email nhanh gdp 3 ldn
Téng hop tai liéu trong vai phiit
Moi cudc hop déu cé action ré rang

Tool: Microsoft Copilot trong Outlook, Word, Teams

Bai tap: » Dung Copilot tém tit 1 chudi email that - viét reply chuyén nghiép

« Tém tit 1 tai liéu dai (bao cdo/hgp dong) thanh 1-page summary bing Copilot Word

« Tham gia 1 cugc hop Teams — dung Copilot recap — tao action items + follow-up email
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Copilot trong Xir ly Data & MS Forms (Excel, Forms & Power Automate)
Vén dé: Xt ly data thi cong, tao form khao sat mit thoi gian, phan tich két qua chdm

¢ Copilot trong Excel:
- Phan tich data bang ngdn ngit tw nhién: "Show me top 10 products by revenue"
- Tw dong tao formula phirc tap: XLOOKUP, SUMIFS, Pivot
- Tao biéu do & highlight trends chi bang 1 cau prompt
- Data cleaning: phat hién outlier, chu&n hoa format, x{ 1y null
- Tao cdt méi véi logic phirc tap bing Al

 Copilot trong MS Forms:
- Tao form khdo sat/danh gia tir m6 ta bang tiéng Viét
- Al goiy cau hoi phu hop theo muc dich
- Logic branching: cau tra loi A - nhanh cau hdéi khac
- K&t ndi Forms — Excel/Power Automate ty dong

» Phan tich két qua Forms:
- Data tir Forms — Excel — Copilot phan tich xu hwéng
- Tao bao cdo ty dong tir két qua khdo sat
- Dashboard don gian tir dit liéu form

Use case: Phan tich data ban hang 5000 dong bang 1 cau héi | Tao form danh gia nhan vién trong 5 phut | Auto report tir survey
Output / Tool: Phdn tich data bdng tiéng Viét thay vi formula
Tao form khdo sdt trong vai phiit
Két qua survey — insight tw djng

Tool: Microsoft Copilot trong Excel, MS Forms, Power Automate

Bai tap: « Dung Copilot Excel phan tich 1 b6 data that: tao pivot, biéu d6, tra 1&i 5 cau héi bing ngon ngir tw nhién
» Tao 1 form khao sat hoan chinh véi Copilot (cé logic branching)

« Két ndi Forms — Excel - dung Copilot phan tich két qua — tao bao cao
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Copilot trong Slide, Dashboard & Word (PowerPoint, Excel Dashboard & Word)
V&n dé: Lam slide mit niva ngay, bio cdo khong visual, word dai nhung khong chit

¢ Copilot trong PowerPoint:
- Tao slide tir Word/prompt: ndi dung — slide chuyén nghiép trong 2 phut
- Restructure & redesign: sip x&p lai layout, d6i theme
- Tém tat presentation dai thanh key slides
- Thém speaker notes ty dong
- Tao hinh minh hoa bang Al (Designer + Image Creator)

» Copilot tao Dashboard trong Excel:
- Tt data — dashboard vé&i KPI cards, biéu do, trend
- Prompt: "Create a dashboard showing monthly revenue, top products, regional comparison”
- Tuy chinh: filter, slicer, conditional formatting bang Copilot
- Auto-refresh khi data méi

¢ Copilot trong Word — Chuyén sau:
- Viét bdo cdo chuyén nghiép tir data & notes
- Tao template tai str dung: proposal, SOP, meeting minutes
- Transform: bao cdo dai — executive summary | email - formal report
- So sdnh & merge nhiéu tai liéu
- Copilot + Reference: viét c6 trich dan tir nhiéu nguén

e Tich hgp da cong cu:
- Workflow: Data (Excel) — Analysis (Copilot) = Report (Word) — Presentation (PPT)
- Tao hé thdng bao cdo end-to-end véi Copilot

Use case: Tao 15-slide proposal ttr Word doc | Dashboard KPI team tir data Excel | Bao cdo thang tlr data + Copilot Word
Output / Tool: Tao slide chuyén nghiép trong vai phiit
Dashboard tw dong tir data
Bdo cdo Word chudn & nhanh
Workflow Office 365 lién mach

Tool: Microsoft Copilot trong PowerPoint, Excel, Word

Bai tap: « Dung Copilot tao 1 b slide hoan chinh tir néi dung Word/prompt (10-15 slides)
« Build 1 dashboard KPI trong Excel vé&i Copilot (5+ biéu db, filter, slicer)

« Viét 1 bao cdo chuyén nghiép bing Copilot Word tir data that

« Capstone: Thwc hanh workflow end-to-end: Data — Analysis — Report — Slide

KET QUA
Hoc vién thanh thao Copilot Al trong toan b hé sinh thai Office 365 — lam viéc nhanh hon, chuyén nghiép hon, it thi cong

hon
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