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Ve tac gia

L&i dau tién, xin glri 16 chuc stre khde va 1o chao tran trong nhét téi cac ban. Téi la Minh
Thanh, chuyén gia dao tao va tw van trng dung Al cho doanh nghiép v&i hon 5 nam kinh
nghiém trong linh vwc chuyén dbi sé va tri tué nhan tao. Téi hién 1a Al Mentor for Business.
Vé xay dwng, thr nghiém, chuén héa, trién khai: Téi xay dwng System Prompt, bd quy tac va
céac k§ nang (Skills) cho tro ly Al/Al Agent nham hé tro' nhan sw xt ly cdng viéc hang ngay
mot cach nhét quan, tiét kiém thoi gian va gidm phu thudc vao thao tac tha cong. Thiét ké
quy trinh xay dwng va huén luyén chatbot/tro ly do phuc vu c& nhu ciu ndi bd 1an hé tro
khach hang, tr khau xac dinh muc tiéu, chuén bi néi dung dén kiém tra chat lwgng phan hoi.
Chuén hoéa quy trinh hé thdng hoa tai liéu va tién xt ly div liéu, gitp doanh nghiép tirng buéc
tao ra ngudn di¥ liéu cé cAu truc, dé tra ciru va sdn sang hon cho viéc (rng dung hodc huan
luyén Al sau nay. 'ng dung Al Agent vao mét sb bai toan nhw tdng hop théng tin nganh,
phan tich di liéu dau vao, hé tro danh gia phwong an va cung cap thém géc nhin cho quéa
trinh ra quyét dinh trong doanh nghiép. Nhiém vu t6i tap trung nhat la phat trién chwong trinh
dao tao Al theo tirng phong ban, bado ddm ndi dung bam sat céng viéc thuc té ctia cac bd
phan nhw kinh doanh, marketing, nhan sw, van hanh hay quan ly, d& hoc xong c6 thé ap
dung ngay. V& kinh nghiém d3o tao va tw van Al cho Doanh nghiép: Vé&i phwong cham "Hoc
qua thwe hanh va &ng dung ngay tai I&p", toi da truc tiép dao tao va trién khai tw van Al cho
cac phong ban tai hon 30 td chirc I&n tai Viét Nam, trdi rong nhiéu nganh nghé:

*  DAu khi & Nang lwong: Cac tap doan, tbng cong ty trong linh vuc
dau khi, dién lwc, phan bén va dich vu k¥ thuat.

* Vién thdng & Cong nghé: Cac nha mang I&n, cdng ty cdng nghé
va nén tang sb.

°  San xuét, Xay dwng & Thwong mai: Cac doanh nghiép san xuét
cbng nghiép, xay dwng va thwong mai.

® Taichinh & Ngan hang: Ngan hang thwong mai, cong ty bao
hiém, t6 chirc tin dung.

* Co quan Nha nuwéc & Gido duc: Cac don vi thudc Bd Quéc phong,



co quan dw trir, UBND cép tinh, trwérng dai hoc.

*  Té chtre phi chinh phi: Cac td chivc NGO va dw an phat trién

cong dong.



Loi mo dau

Cudi nam 2024, trong budi dao tao Al tai mét té chirc Ién, mot anh can bo ky thuat hai toi vé
viéc tdng hop hon 350 tai liéu tiéng Nhat. Anh da thtr dung Al nhwng tai liéu qua dai, qua da
dang, két qua chwa nhw mong doi. Cau hdi d6 khéng chi clia riéng anh ma dé 1a bai toan ma
hau hét moi ngwdi dang gap phai khi lam viéc véi Al. Ciing vi vy ma NotebookLM xuét hién,
né hoat doéng theo logic ngwoc hdn ChatGPT hay Gemini. Thay vi tra I&i tir kho kién thire
huan luyén sén, NotebookLM chi lam viéc trén dung tai liéu ma ban cung cap, kém trich dan
cu thé dén tirng doan gbc. Khong bia dét, khdng suy dién, mbi cau tra 161 déu co6 nguodn rd
rang. V&i ngudi lam nghién cteu, lam phap ly, 1am chién lwoc, hay lam viéc véi khéi tri thire
ndi bd ctia doanh nghiép, day 1a diém khac biét mang tinh ban I&. Nhwng c6 cong cu tét ma
khéng biét cach dung thi ciing giéng nhw cé xe dua ma chi chay s 1. Sau hang tram bubi
dao tao va tw van cho ca nhan va Doanh nghiép, t6i nhan ra van dé khai thac Al trong céng
viéc ndm & phwong phap chir khéng don thuan la chon céng cu Al phu hop. Tir cach chuan
bi tai liéu diu vao, cach dat cau hai, cach thiét ké quy trinh khai thac cho tirng bai toan cu
thé, tat c& déu can mot khung tw duy ré rang. Cudn sach nay dwoc bién soan gdm 24 tinh
hudng thuc chién, chia theo 3 cp d6: Ca nhan — Khéi nghiép — Doanh nghiép. Mi tinh
huéng déu co6 cau chuyén thuwc té, cau 1énh sén dung, hwéng dan tirng buwdc va bai tap theo
3 cAp d6. Tat ca da dwoc kiém chirng qua (rng dung thuc té trvdc khi dwa vao sach. Toi viét
cudn sach nay véi niém tin rang NotebookLM khéng chi la mét cdng cu ma |a mét cach tw
duy mé&i vé khai thac tri thire. Khi ban biét cach dat cau hai dung, tai liéu sé tw néi cho ban
nghe. Hanh trinh d6 bat diu tw trang tiép theo. Lwong Minh Thanh Két néi Zalo:
033.2376.733 Al Mentor for Business, Thang 8/2026 BAN SE NHAN bUQC Gl SAU KHI
DOC CUON SACH NAY? TH (Tinh huéng) Ban sé& lam dwoc Thoi gian tiét kiem 01 Tém tat
sach 200 trang, tao Mind Map + Audio 4-6 gi&> — 15 phut 02 Xay 16 trinh tw hoc 30 ngay bét
ky ky nang 2-3 ngay — 30 phut 03 Bién ghi chu r&i thanh hé théng cé lién két 3 gid/tuan —
10 phuat 04 Dich va hiéu tai liéu chuyén nganh ngoai ngi¥ 3 ngay — 2 gi& 05 Tao bd
Flashcard + Quiz 6n thi hé théng 5 gi®& — 30 phit 06 So sanh dbi chiéu 5+ tai liéu cung luc 1
ngay — 20 phuat 07 Viét Literature Review luan van 2 tuan — 3 TIENG 08 Xay hé thdng quan
ly kién thirc ca nhan Vai tudn — 30 phut thiét 1ap 09 Tao 30 bai content tir tai li&u chuyén
mén 1 tuan — 3 TIENG Bién tai liu kho thanh Blog + Podcast 3-5 ngay — 2 gior 11 Viét
Landing Page + Mb t& san phdm chuan SEO 2 ngay — 2 gi®& 12 Tao bd Training + SOP cho
dodi nhém 1-2 tudn — 1 ngay 13 Phan tich review khach hang + nghién ctru dbi tha 2 ngay —
30 phut 14 Xay Chatbot FAQ tir tai liéu san phdm 1 tudn — 2 gi¢r 15 Tao chudi Email/Zalo
nurture tw ddng 3 ngay — 2 gi® 16 Content Calendar + Ra soat hop ddng 2 ngay — 2 gid 17
Tao Onboarding Kit + phan tich CRM 1-2 tudn — 1 ngay 18 Xay Sé tay Van héa doanh
nghiép 2-3 thang — 1 tuan 19 Danh gia va so sanh hd so nha thau 2 ngay — 30 phut 20
Soan Bé&o céo thuong nién + Thu ngd Cha tich 2 tudn — 2 ngay 21 Xay Kho tri thirc ndi bd 3
tang 3-6 thang — 1 thang 22 Gap Analysis di¥ liéu van hanh 4 chiéu 1 tuan — 2 gi®& 23 Quéan



tri rdi ro + Sang loc CV 3 ngay — 2 gi& 24 Trung tam tri thirc + Bai thuyét trinh chuyén
nghiép 1 tuan — 1 ngay 24 tinh hudng thwc chién la 24 ning lwc. Ban khéng can c6 kinh
nghiém vé cdng nghé théng tin/IT. Ban chi can s&n sang dé bat dau véi cubn sach cdm nang
nay.

Cach doc cuén sach nay

Néu ban m&i hoan toan, hay doc theo 16 trinh nay: Chwong mé dau (ndm nén tang, 15 phat) — THO1
(thanh cdng dau tién: tom tat 1 cudn sach) — THO2 (xay 16 trinh tw hoc) — THO9 (tao content cho cong
viéc) — TH12 (training cho d6i nhom) — TH21 (xay dwng kho tri thirc ndi bd) Theo vai troé clia ban: Ban
la... Hay bat dau v&i Sinh vién THO1, TH02, THO5, THO7 Freelancer / Tw hoc TH03, THO4, THO8, THO9
Chu kinh doanh / Khé&i nghiép TH09, TH11, TH12, TH13 Content Creator TH09, TH10, TH15, TH16 Nhan
vién van phong TH03, THO6, TH14, TH15 Quan ly / Sép TH17, TH20, TH21, TH22 HR / Dao tao THO5,
TH12, TH17, TH23 CEO / C-suite TH19, TH20, TH21, TH24 Ban c6 thé doc tuan tw hodc cling khéng can
vi méi tinh hudng 1a doc 1ap, ban chi can chon bai toan, tinh hudng nao gan nhét véi cong viéc hém nay
ctia minh la dwoc.

Glossary thuat ngir

Thuat ngir Giai thich Al Agent Chwong trinh Al tw déng thwe hién chudi hanh déng dé hoan thanh muc
tiéu. Chatbot Giao dién héi thoai cho phép nguoi dung twong tac véi Al bang ngén ngl tw nhién. GEM
Gemini Expert Model - Tro' ly Al tiy chinh trong Gemini, két ndi dwoc véi NotebookLM. Grounding Ky thuéat
neo cau tra I&i Al vao tai liéu ngudn, gidm thidu bia théng tin. Knowledge Base Kho tri thirc ¢é c4u tric,
duing lam nguén tham chiéu cho Al hodc nhan sw. NotebookLM Céng cu Al nghién clru ctia Google, chi tra
i tlr tai liéu ngwdi dung cung cap. Cau 1énh goi y Cau 1énh/chi dan gvi cho Al dé& nhan két qua mong
mubn. RAG Retrieval-Augmented Generation - Al tim théng tin tir tai liéu rdi mai sinh cau tra I&i. SOP
Standard Operating Procedure - Quy trinh van hanh chuén. Studio Khu vuc trong NotebookLM tao san
phadm da phwong tién. Prompt Cau Iénh hodc yéu ciu dau vao dung dé giao nhiém vu cho Al, gitp Al hiéu
can lam gi, xt ly theo huwéng ndo va tra vé két qua theo dinh dang mong muén. System Prompt B& chi dan
nén tang giup dinh hinh vai trd, cach suy nghi, quy trinh xt ly va phong cach phan hdi ctia Al trong mot tro
ly hodc tac vu cu thé.



Chwong mé dau
nén tang

Trudc khi buwdc vao 24 tinh hudng thwe chién, ching ta can danh khoang 30 phat dé ndm
virng nhitng nén tang cbt I8i. T6i vi chwong nay nhw viéc kiém tra thiét bj trwde khi leo nui.
Néu ban bd qua, ban van leo dwoc, nhwng sé mét nhiéu thdi gian loay hoay gitra dwdng vi
nhirng van dé 18 ra c6 thé tranh dwoc tr dau. Sau nén tdng dé bao gébm: Ban hiéu
NotebookLM la gi va khac biét ra sao so v&i cac Al khac, cach thiét lap Notebook dau tién, bi
mat ctia System Prompt nap vao phan tuy chinh cia Notebook, strc manh cla cac tinh nang
trong Studio, khung tw duy RECALL — APPLY — CREATE va nguyén tic bdo mat khi
upload tai liéu. Poc xong chwong nay, ban sé sdn sang thuc hién bat ky tinh huéng nao
trong 24 tinh hudng phia sau. Tw duy nén tdng: RECALL — APPLY — CREATE Xuyén subt
24 tinh hubng trong cudn sach, cé6 mét khung tw duy ((khung mau) ma t6i muén ban luén
nh&. Khung mau nay khéng phai do t6i tao ra trén gidy, ma dwoc duc két tlr qua trinh quan
sat hang tram hoc vién sir dung NotebookLM. Giai doan 1: RECALL (Thu thap cé chu dich)
Phan I&n nguoi dung thu thap tai liéu theo kiéu gap dau lwu d6. Thay bai viét hay trén mang
thi bookmark, nhan File tr ddng nghiép thi save vao Drive, doc dwoc paper hay thi
download vé Desktop. Két qua la mét Drive 16n xdn v&i hang tram File khong bao giey mé lai
va khi can tim mét théng tin cu thé thi khéng biét né ndm & dau. Thu thap co chu dich nghia
la: trwde khi lwu béat ky tai liéu nao, ban da cé mot cau héi cbt 16i trong dau. Vé&i méi cha dé,
hay tao mot Notebook riéng va chi thu thap tai liéu phuc vu truc tiép cho cau héi dé. Vi du,
thay vi tao mét Notebook chung chung tén "Marketing" rdi nhét moi thir vao, hay dat tén cu
thé: "Chién lwoc marketing ndo hiéu qua nhat cho chudi F&B 5-10 chi nhanh tai Viét Nam
nam 2026?" V&i cau hdi cbt I16i rd rang nhw vay, ban sé biét chinh xac tai liéu nao can upload
(bao cao nganh F&B, case study chubi nha hang, dir liéu digital marketing trong nganh) va
tai liéu nao khéng can (chinh sach nhan sw, hop dbng thué mét bang, bao cao tai chinh
khéng lién quan). Giai doan 2: APPLY (Két ndi tich cwc) Pay la giai doan quan trong nhat va
ciing 1a noi phan I&n moi nguwdi mac sai lam. APPLY khéng phai la doc tom tat ma Al tao ra
roi gat dau "A, minh hiéu réi." APPLY la qua trinh chi dong dat cau hoi dé budc ndo bo két
ndi kién thirc méi v&i thuc té ctia ban. Nghién ctru tir Roediger va Karpicke (Pai hoc
Washington, 2006) [1] da chirng minh: phwong phap tw kiém tra ban than (retrieval practice)
c6 hiéu qua ghi nhé dai han cao gép 2,35 1an so véi doc lai tai liéu nhiéu lan. Day khéng phai
ly thuyét suéng. Day la két qua thwc nghiém trén hang ngan ngwdi tham gia. Va
NotebookLM I& cdng cu hoan hao dé ap dung phwong phap nay, nhé& tinh ndng Quiz va
Flashcard. Trong thuc té, t6i hwéng dan hoc vién thwe hién APPLY qua 3 loai cau héi. Loai
th&r nhat la cau hoi kiém tra hiéu biét: "Tém tat 3 y chinh clia chwong nay bang ngdn ngiy
ctia minh." Loai thir hai 1a cau hai lién hé thuc t&: "N6i dung nay ap dung nhw thé nao vao
cong viéc hién tai cia minh?" Loai th(r ba la cau hdi thach thirc: "Diém yéu I&n nhat cta
phwong phap nay la gi? Trong diéu kién nao né sé khéng hiéu qua?" Giai doan 3: CREATE



(Tao ra s&n phdm) Hoc khong két thic khi ban hiéu. N6 két thuc khi ban tao ra dwg'c mot san
pham cu thé, c6 thé st dung hodc chia sé. San pham dé co thé 1a mét bai blog 1.500 tir chia
sé trén LinkedIn, mot b6 SOP 10 trang cho phong ban, mét kich ban sale dung trong cuéc
gap khach hang sang mai, hay mét bao céo phan tich 3 trang gt cho sép cudi tuan. Giai
doan CREATE la ly do Studio ton tai. Mdi output trong Studio, tr Audio, Video, Slide cho dén
Infographic va Quiz, déu la mét san pham hoan chinh ma ban cé thé s dung ngay hodc
chia sé v&i ngudi khac. Méi tinh hudng trong cubn sach déu két thuc bang phan "Bay gid t&i
lwot ban thwe hanh", gdm 3 bai tap theo thir tw RECALL — APPLY — CREATE. Bai tap
RECALL kiém tra ban c6 nhé nhirng gi vira hoc khéng. Bai tap APPLY yéu cau ban ap dung
vao bbi canh riéng. Va bai tap CREATE yéu cau ban tao ra mét san phadm cu thé. Téi thiét ké
theo thi tw nay khéng phai ngau nhién, ma dwa trén Thang do Bloom [2] vé tw duy, ti nh&,
dén hiéu, dén ap dung, dén sang tao. Trwdc khi cd NotebookLM Hay twdng twong ban cé 50
cudn sach chuyén nganh, 30 bao cdo nghién ctru, 20 tai liéu nodi bo. Tat ca déu chira thong
tin gia tri - nhwng ban khéng thé doc hét. Va méi lan can mét théng tin cu thé, ban phai luc
loc thii cong. DAy la bai toan ma hang triéu ngudi dang déi mat méi ngay. Bai toan khong
thiéu thong tin, ma thiéu kha nang khai thac théng tin da co trong tay. Va NotebookLM ra ddi
g giai bai toan do.

1.1 Lich str ra d&i - tr Project Tailwind dén

NotebookLM NotebookLM bat d4u nhw mét thi nghiém ndi bd ctia Google mang tén Project Tailwind, dwoc
gioi thiéu tai Google I/0 vao thang 5/2023 [3]. Ngay 12/7/2023, Google chinh thirc dbi tén thanh
NotebookLM va mé& beta cho nguwdi dung Hoa Ky. Thang 12/2023, chinh thirc phat hanh rong rai trén toan
thé gi¢i. Thang 9/2024, Téng quan Am thanh ra mat va tao lan séng viral toan cau. Ngay 13/12/2024,
NotebookLM Plus cho doanh nghiép ra mat. Thang 2/2025, Video Téng quan, So db tw duy, Infographic,
Ban thuyét trinh ra m&t. Pang sau dong thoi gian Ay la mot cai tén dang dé ban biét truéc khi lat sang trang
tiép theo. Steven Johnson & nha van va nha nghién ciru céng nghé ky cwu, tac gia ctia nhiéu cudn sach
ban chay vé dbi mai sang tao, hién la nha ddng sang lap kiém Giam dbc quan ly san pham ctia dy an
NotebookLM. Viéc mét ngwdi viét sach chuyén nghiép dirng sau mot cong cu Al xi ly tri thire chuyén sau,
vé&i toi, gidi thich rat nhiéu diéu vé cach cong cu nay ton trong tai liéu gdc va tén trong nguoi doc.
NotebookLM hi&n phuc vu hang triéu nguoi dung trén toan cau va cé mét chi tiét khién tdi tw hao méi lan
dirng 16p, d6 la trong nam 2025 Viét Nam ndm trong top 10 thé gi6i ca vé lwong ngwdi dung Ian lwong tai
liéu dwoc xem trén céng cu nay. Tra |&i bao VnExpress bén 1& Google /0 2026 [4], Johnson nai rd diéu
ong theo dudi, rang Al phai thau hiéu phong cach va thé gi¢i quan cla tirng ca nhan dé hé tro, thay vi tao
ra nhirng ndi dung rap khudn na na nhau. Chinh dng dang viét cuén sach mai ctia ban than bang
NotebookLM, van tryc tiép dat but, chi nher Al cung ddng nédo va dat cau hdi phan bién. Téi mong ban gilr
dung tinh than Ay khi di qua 24 tinh hubng trong cudn sach nay. Al ciing nghi véi ban, con ngdi bat va
quyét dinh van nam trong tay ban. Steven Johnson, nha ddng sang lap kiém Giam dbc quan ly san pham
NotebookLM. Nguén anh tir businessinsider

1.2 Ban chét ky thuat - RAG, Neo chat ngudn



(Grounding) va Gemini Dé hiéu tai sao NotebookLM hoat ddng khac v&i cac rng dung Al nhuw ChatGPT,
chung ta can ndm virng khai niém nén tang: RAG (Tao sinh c6 truy xuét bé tro). Al théng thudng hoat
ddng nhw bd nao khdng 16 dwoc hudn luyén bing hang ty van ban internet. Khi chiing ta héi, né nhé lai va
tdng hop, day ciing chinh Ia ngudn géc clia do giac (hallucination) - hién twong Al bia théng tin nhwng tra
l&i thuyét phuc. NotebookLM ap dung co ché RAG + Neo chat ngudn (Grounding): bién tai liéu cta ban
thanh kho truy van riéng biét rdi méi tao cau tra I&i (RAG). Moi cau tra 1oi dwoc 'neo chat' vao tai liéu ma
chuing ta upload - Co' ché neo ché&t ngudn (Grounding). Néu théng tin khdng cé trong tai liéu, NotebookLM
sé& phan hdi la khéng tim thay.

1.3 NotebookLM # ChatGPT/Gemini (phién ban

mién phi) Tiéu chi NotebookLM ChatGPT / Gemini Nguén kién thire Chi ttr tai liéu ban upload T di liéu
training + internet Ao giac (Hallucination) Gan nhw khéng cé C6 thé xay ra Trich dan ngudn Ty ddng, chinh
xac dén doan van Khéng cé hodc it trich d&n Pham vi Gigi han trong tai liéu ban cung cép Kién thirc rong,
da dang Phu hgp cho Phéan tich, tdm tat, khai thac tai liéu Sang tao, brainstorm, hoi dap da dang Bai tap dé
ban thwc hanh RECALL: Giai thich nguyén Iy RAG 1a gi? Neo ch&t ngudn (Grounding) la gi? Tai sao diéu
dé gitp NotebookLM khéng 'bia' théng tin? APPLY: Xac dinh tinh huéng (rng dung Liét ké 3-5 loai tai liéu
ban thwéng lam viéc. V&i méi loai, dat mot cau hdi cu thé ma ban mudn NotebookLM tra I&i. Sw khac biét
gitra ngudi dung NotebookLM binh thwérng va ngwdi dung hiéu qua khéng ndm & viéc cai dét - ma & cach
hiéu sau giao dién, tuy chinh v&i tirng loai tai liéu va tan dung ttrng vung lam viéc.

2.1 Truy cap va tao Notebook d4u tién

NotebookLM khéng can cai dat. Chi can tai khoan Google va trinh duyét web. Truy cap:
notebooklm.google.com - sau khi dang nhap, click "Tao notebook méi". Hinh 1.1: Bat dau tao mot
Notebook mé&i

2.2 Giao dién 3 cot la tAm ban dd dé lam viéc hiéu qua

Ngay khi truy cap vao 1 Notebook ma&i, chung ta sé quan sat dwgc vung nap thdng tin, tai liéu 1én, chung ta
chwa nap lén ma hay tim hiéu qua mét chat vé giao dién da. Mot cach khai thac rat hay la toi hay hwéng
dan hoc vién tw duy lam viéc véi NotebookLM theo mé hinh IPO (INPUT - PROCESS - OUTPUT). Hinh
1.2: Tw duy lam viéc v&i NotebookLM Cu thé, khi bat dau lam viéc véi mbi NotebookLM: Cot trai - Ving
ngudn (INPUT) Quan ly toan bd tai liéu da upload. Bat/tat trng ngudn, xem tém tét tw déng va dung Kham
pha Ngudn dé& goi y ngudn mai tlr web. Loai ngudn Binh dang Ghi chui Tai liéu van ban PDF, .txt, .md,
.docx, Google Docs/Slides Mi ngudn trong mot NotebookLM cé thé chira téi da 500.000 tir, hodc téi da
200MB dbi véi tép tai Ién tir may. Ngoai ra, khéng co gi¢i han sé trang tai liéu. Website URL paste truc tiép
Khong phai moi trang déu hé tro Video URL YouTube Can video cé phu dé/caption Hinh &nh PNG, JPG,
WEBP, HEIC... Hb tro tlr thang 11/2025 Noi dung tht cong Paste text truc tiép Khéng gidi han dinh dang
Cét gilra - Vung chat/tién trinh (PROCESS) Twong tac véi Al. M&i cau tra | co sb trich dan [1], [2] - click
dé xem ngay doan van gbc trong tai liéu. Mot sé loai cau hdi Vi du thwc t& Tom tat "Tém tat cac diém chinh
vé quy trinh dao tao héi nhap" So sanh "So sanh quan diém gitra bao cao 2023 va 2024" Tim kiém "Tim tat



cé cac sb liéu thdng ké trong bo tai liéu" Phan tich mau thuin "Cé mau thuan nao gitra cac ngudn vé chién
lwoc gia khdng?" Liét ké quy trinh "Liét ké tAt ca cac budc thuc hién dwoc dé cap" Cot phai - Studio/Dau ra
(OUTPUT) Studio la noi NotebookLM thyc sy tao ra sy khac biét. B cdng cu san xuét ndi dung hoan
chinh, méi tinh n&ng déu cé thé tuy chinh sau qua prompt. Hinh 1.3: Giao dién phan Studio trong mdi s6
Notebook Tinh nang Mé ta Audio Tao Audio, podcast dwa trén cac ngudn tai Ién Presentation Tao ban
trinh bay (Slide kich c& 16:9) Video Tao 1 video giai thich dwa trén cac nguén tai lén Mindmap Tao ban do
tw duy dwa trén cac ngudn tai Ién. Hb tro tlly chinh theo chi dé cu thé Report Tao ban bao cao dwa trén
cac ngudn tai lén Hwéng dan hoc tap Tai liéu 6n tap véi khai niém va cau héi Quiz Tao bai kiém tra tréc
nghiém Infographic Tao ban dd hoa théng tin dwa trén cac ngudn tai Ién Table Tao bang dir liéu dwa trén
cac ngudn tai lén Néu ban dang can nhac khéng biét cé nén dau tw dé sir dung NotebookLLM hay khéng thi
phan 2.5 sé gitp ban giai dap chi tiét cau héi ctia minh/

2.3 Bang so sanh phién ban - Nén dau tw ban nao?

Tiéu chi Free Géi Al Plus Géi Al Pro Gaéi Al Ultra S6 Notebook 100 200 500 500 Ngudn/Notebook 50 100
300 600 Chat/ngay 50 200 500

5.000

Audio/Video/ngay 3 6 20 200 So ghi cha chia sé 0 0 0 [J Han mrc st dung Cé gidi han Nhiéu hon Cao
hon Cao nhat Gia tai VN (tinh t&i 05/2026) Mién phi ~132.000 déng/thang ~489.000 ddng/ thang ~6 triéu/
thang Bay gi® néu ban dang phan van nén chon géi nhw thé nao thi hay dé t6i cung cap cho ban mét ma
tran quyét dinh: Néu ching ta thinh thodng maéi dung thi st dung Ban Free la di. Néu s dung hang ngay
thi goi Google Al Plus (~$8/thang, twong dwong ~200.0004d, gia tham khao thang 4/2026) mang lai gia tri
rat tbt. Néu can mé rong tai 1én nhiéu ngudn hon (300 ngudn/Notebook) va tao nhiéu s&n phdm dau ra hon
thi goi Google Al Pro (~$20/thang, twong dwong ~500.000d, gia tham khao thang 4/2026) mang lai gia tri
rat tbt. Con véi ddi nhém/Team doanh nghiép hoac Quy trinh Al phirc tap thi nén sir dung Al Ultra. Mét tin
vui la chi cAn nang cap truc tiép goi Al ciia Google tai https://one.google.com/about/ 1a ching ta c6 thé st
dung c& NotebookLM nang cép cuing cé hé sinh thai Google Al di kém (Gemini nang cép cling cac rng
dung khac)

2.4 Bén nguyén téc dé bat diu thiét lap Notebook

hiéu qua M6t sb nguyén téc kinh nghiém ma t6i da duc két trong nhivng tinh hudng thuc té dé giup ban bat
dau thiét l1ap Notebook hiéu qua. Nguyén tac 01: Khéng nén nhét moi tai liéu vao cung mot Notebook. Tir
muc dich rd rang > cau hai sac nét hon > cau tra I&i chinh xac hon. — V&i mbi mot Notebook nén cé mét
muc dich rd rang Nguyén tc 02: Tai liéu scan me, PDF chi 4 &nh, hay File bi ma héa sé cho két qua kém.
Nén wu tién ngudn tai liéu cé van ban that. — Chét lwong ngudn quyét dinh chat lwong dau ra. Nguyén tac
03: NotebookLM dung tén File trong trich dan. File t&n rd rang gitp ban theo d&i ngudn gbc dé dang hon
nhiéu. — D4t tén File c6 y nghia, cAu trac trwdc khi upload (tdi sé trinh bay chi tiét & chwong sau) Nguyén
tac 04: Bat diu bang cau hai tdng quan, sau d6 dao sau — Cau hdi diu tién nén la "Tém tat toan bd noi
dung". Tt tom tat d6 mai biét nén dao sau vao khia canh ndo. Bai tap dé ban thwc hanh RECALL: Nh¢ lai



dinh dang va output Liét ké 5 loai dinh dang tai liéu NotebookLM hd tror. K& tén 4 loai output ban co thé tao
tir Bang Studio. APPLY: Tao Notebook dau tién Upload 2-3 tai liéu. Thwe hanh héi it nhat 5 cau va quan
sat co ché trich dan. Tao thir 1 Tdng quan Am thanh CREATE: Tao Ban thuyét trinh chuyén nghiép Dung
prompt cu thé dé tao Ban thuyét trinh hodc FAQ. M& béng Google Slides, dbi font Be Vietnam Pro, diéu
chinh mau séc. Khi upload tai liéu, NotebookLM st dung tén File trong phan trich dan. Néu tén File la
scan001.pdf, cau tra |oi ctia Al sé trich dan dung nhw vay, viéc nay gay khé khan khi ching ta can truy xuét
lai ngudn. Tét nhéat 14 chidng ta nén chuan hoa lai tén File tai liéu trwde khi tai 1én lam ngudn cho
NotebookLM C6 thé ap dung mot Quy tdc Quéc té dé dat tén theo chuén ISO 8601 nhw sau: YYYY-MM
DD_[LoaiTaiLieu]_[MoTaNgan]_v[SoPhienBan].[ext] Vi du sai [] Vi du dung [J scan001.pdf
2026-01-15_BaoCao_DoanhThuQ4_v01.pdf tai liéu méi nhat.docx
2026-03-01_SOP_QuyTrinh_Daotachoinhap_v02.docx research final.pdf
2025-12-10_NghienCuu_AITrongGiaoDuc_v01.pdf Quy ché 2025.pdf
2025-07-01_QuyDinh_LuatLaoDong_v01.pdf Vi du: Viéc dat tén File/Folder theo Quy téc ap dung hiéu qua
cho doanh nghiép V&i team/doanh nghiép: Ap dung quy tac nay lam tiéu chuan cho toan b tai liéu truéc
khi upload vao NotebookLM. Pay & bwéc dau tién trong viéc chudn hoéa Co s Tri thirc ndi bd Doanh
nghiép (ap dung bao mat khi str dung tai khodn Google Enterprise).

3.2 Pinh dang tai liéu - H6 tro va khong hé tro

Chung ta sé& ban khoan liéu NotebookLM sé& hé tro' nhirng dinh dang nao dé tai Ién lam nguén, bang sau
day sé cung cap théng tin chi tiét cho ban. Theo kinh nghiém ca nhan, t6i da dé xuat mét sé giai phap cho
céac File dinh dang khéng dwoc hd tro. Vi du NotebookLM trwdc day thi kha nang doc File PDF Scanned
rat kém nhwng hién nay cé thé doc dwoc ndi dung tir cac File PDF scanned (chang han nhw van ban phap
Luat Scanned). Hay trong thuc té ban sé khéng thé tai I&én File Excel .xIsx tryc tiép ma phai chuyén thanh
Fie .csv, pdf, hoac link Google Sheet trwdc khi nap thanh nguén cho NotebookLM. Binh dang duoc hd tro
day dd: Nhém Binh dang hé tro Tai liéu van ban pdf, txt, md, docx, csv, pptx, epub Hinh &nh bmp, gif, png,
webp, heic, jpeg, jpg, avif (tr 11/2025) 1 Am thanh aac, aiff, m4a, mp3, wav, wma Video 3gp, avi, mpeg,
0gg, mp4 Google Workspace Google Docs, Google Slides, Google Drive link Web URL website, URL
YouTube Binh dang KHONG hé tro truc tiép va cach x& ly: Binh dang Van dé Giai phap Excel (.xlsx, .xls)
Khong upload truc tiép Xuat ra CSV, hodc dung Google Sheets — Chia sé link PDF bao vé mat khau
Khong doc dwoc Bé mat khdu bang Adobe hoéc tool online PDF chi Ia anh (scanned) Khong cé text layer
Dung OCR (Google Drive Docs, Adobe) ZIP, RAR Khdng hd tro archive Giai nén, upload tirng File
PowerPoint nhiéu animation C6 thé mét ndi dung Xuéat sang PDF trwéc khi upload 11 Lwu y néu ban PDF
c6 biéu d6 thi sao? Lwu y vé hinh anh trong PDF: Néu File PDF c6 biéu db phurc tap, NotebookLM doc
duorc text xung quanh nhwng khéng 'hiéu' ndi dung hinh &nh. Trong trweéng hop nay, hay bd sung mot File
.t xt va nap lén NotebookLM dé& mé ta lai ni dung cac biéu dd quan trong.

3.3 Tw duy c4u hinh cudc trd chuyén - System

Prompt nap vao phéan tuy chinh ctia Notebook (cau Iénh hé thdng) véi 10.000 ky tw Sau khi tai [én cac
ngudn tai liéu. Trwdc khi ching ta tién téi qua trinh chat dé khai thac théng tin trén NotebookLM
(PROCESS). Bay sé |a bwdc rat quan trong ma hau hét ngudi dung NotebookLM chwa bao gier cham dén.
Nut diéu chinh trong phan Chat mé ra ctra s6 'Dinh cu hinh sb ghi chd' - noi ban ¢6 thé nhap téi da 10.000



ky tw dé dinh nghia cach Al hanh x& trong Notebook nay. Hinh 1.4: Tuy chinh c&u hinh trong s& Notebook
Ba ché do cAu hinh s&n c6 Ché dd M6 ta Khi nao dung Muc dich (Default) Al hoat ddng nhw trg’ Iy nghién
ctru tdng quat Nghién ctru, phan tich tai liéu chung Hwdng dan hoc tap Al déng vai gia sw, giai thich tirng
bwéc Hoc tap, dao tao nhan vién Tuy chinh Ban dinh nghia hoan toan vai tré va hanh vi cta toan b 1 sb
NotebookLM Chatbot chuyén dung, cé thé ap dung theo tirng tinh hudéng (rng dung déc thu Hinh 1.5: Thiét
lap ban lam viéc hiéu qua cho NotebookLM Kién tric System Prompt nap vao phan tuy chinh cta
Notebook hiéu qua - 09 thanh phan quan trong Khai niém vé cau Iénh da tr& nén quen thudc trong qua
trinh 1am viéc hang ngay véi tri tué nhan tao. Pay la phuong thirc co ban d& ngudi ding giao viéc cho hé
thdng theo mot cha dich cu thé. Tuy nhién, néu mudn NotebookLM vwot qua gidi han ctia mot cong cu hai
dap théng thwdng dé tré thanh mot tro ly chuyén nghiép, ching ta phai thiét lap cac ranh gi¢i hoat dong.
Dé& hiéu thi thay vi hdi dap thong thuwdng, ban phai thiét ké ban lam viéc cho NotebookLM hoat déng hiéu
qua trong do. Cong viéc nay doi hdi sy phan dinh chinh xac nhirng gi thiét bi dwoc phép lam va ngan chan
nhi*ng hanh vi tw phat. N&n tang ctia sw kiém soat nay ndm & cau lénh hé théng (System Prompt). Khéng
phai ngdu nhién Google lai cho ching ta nap dwoc tdi da lén té¢i 10000 ky tw. Cha dich la muén mdi quyén
sd Notebook cuia ban sé tré thanh 1 tro ly tra ctru, phan tich, so sanh va déi chiéu tai liéu chuyén sau. Vi
vay mot cAu tric vivng chac cho cau lénh hé théng thuwéong hoi tu 09 thanh phan thiét yéu sau day: Yéu td
dau tién can co |a vai trd ctia Notebook. Chung ta can néi rd Notebook dang doéng vai gi. Vi du: “Ban 13 tro
ly tra ctru tai liéu phap ly”, “Ban la tro ly trich xuét tai liéu ky thuat” hodc “Ban la tro' ly hd tro hoc tap t gido
trinh”. Khéng nén chi viét chung chung la “Ban la mét tro’ ly théng minh”, vi cach viét nay qua rong va dé
khién Notebook tra 1&i thiéu trong tam. Khi vai trd rd, Notebook sé biét cAn dung giong van nao, wu tién
diéu gi va xt ly théng tin theo hwdng ndo. Yéu té thi hai la pham vi tai liéu dwoc x& ly. Can ndi rd
Notebook sé lam viéc v&i loai tai liéu nao, chéng han nhw luét, nghj dinh, hop déng, quy ché, tai liéu ky
thuat, gido trinh, Slide bai gidng, bao céo kinh doanh hoadc quy trinh ndi bd. Méi loai tai liéu co cach x ly
khac nhau. Tai liéu luat can chinh xac tirng diéu khoan; tai liéu ky thuat can gitr ding thong sb va don vi;
tai liéu hoc tap can dé hiéu, cé hé théng va hé tro 6n tap. Vi vay, xac dinh ding pham vi ngay tir dau sé
giup Notebook khéng ap dung sai cach tra I&i. Yéu td quan trong tiép theo la gi¢i han ngudn théng tin. Pay
la phan gitp Notebook khong tw y tra 1&i theo hiéu biét bén ngoai. Néu mudn né chi lam viéc dwa trén tai
liéu d& cung cép, can ghi rd: Notebook chi dwoc dung théng tin trong tai liéu ngudn, khéng dwoc tw bd
sung kién thirc bén ngoai, khéng suy doan va khéng tw két luan khi tai liéu khéng néu ré. Khi khéng tim
thay thong tin, Al can tra 16i thang: “T6i khdng tim dwoc thdng tin trong tai liéu, vui long cap thém.” Day la
cau rat quan trong dé gidm rdi ro Al trd |&i nghe cé vé ding nhung thuc té khéng cé can ctr. Mot System
Prompt tét cling can cé phan quy dinh nhirng viéc Al dwoc phép lam. Vi du, Notebook cé thé dwoc yéu cau
tra cru thong tin, trich xuat ndi dung, tom tat tai liéu, so sanh hai tai liéu, 1ap bang téng hop, tim diém khac
biét, rat ra quy trinh, tao cau hdi 6n tap hodc kiém tra théng tin cé dd can c& hay khong. Khi cac nhiém vu
dwoc viét rd, Notebook sé it lam vwot yéu cau va dé tao ra két qua dung muc tiéu hon. Tiép theo 1a quy tac
trich xuat ndi dung. Khi ngudi diing yéu cau 14y théng tin tir tai liéu, Notebook can gitr dung noi dung géc,
dac biét 1a cac phan quan trong nhw s liéu, ngay thang, tén van ban, diéu khoan, céng thirc, thong sb,
don vi, tén bwéc, tén muc, tén cdng cu hodc cau tra 11 ding. Néu ngwdi dung yéu cu “trich nguyén van”,
Notebook khéng dwoc viét lai, khéng dwoc rat gon, khéng dwoc stra van phong va khéng duoc tw dién
giai. Biéu nay d&c biét quan trong véi tai liéu luat, ky thuat, hop ddng, quy trinh va tai liéu dao tao chinh
thire. Mot yéu td khong thé thiéu Ia gitr dung thuat ngi¥ quan trong. Trong nhiéu tai liéu, chi cAn dbi mot tir
la y nghfa c6 thé thay ddi. Vi du, trong tai liéu luat, cac cum nhu “phai”, “khéng dwoc”, “cé quyén”, “co
nghia vu” can dworc gitr dung. Trong tai liéu k¥ thuat, cac thong s6, don vi, ma linh kién, tén nat bam, tén
chirc ndng hodc diéu kién kiém tra cling can dwoc git nguyén. Trong tai liéu hoc tap, tén khai niém, tén mo



hinh, cong thirc va vi du can dwoc trinh bay ding theo tai liéu. Néu can giai thich dé hiéu hon, Notebook
van phai bam sat y gbc. Mot phan rat hivu ich khac la quy tac so sanh va kiém tra thong tin. Néu nguoi
dung yéu cau so sanh hai tai liéu, Notebook nén trinh bay bang bang dé dé& nhin. Néu phat hién hai tai liéu
c6 néi dung khac nhau, né can ndi rd 1a co sw khac biét, sau do liét ké diém khac biét. Né khong nén tw két
luan tai liéu nao dung hon, trir khi trong tai liéu cé ghi rd tai liéu nao la ban méi hon, ban chinh thirc hoac
ban dwoc wu tién ap dung. Néu can danh gia dang/sai, dat/khéng dat, Notebook chi nén két luan khi cé du
can ot trong tai liéu. Cubi cuing, System Prompt can quy dinh cach trinh bay cau tra |&i. Dau ra nén ré
rang, dé doc, dé copy sang Word, PowerPoint ho&c tai liéu dao tao. Cé thé yéu ciu Notebook dung van
ban thuan, gach dau dong, danh sé bwédc hodc bang. Nén tranh cac dinh dang réi nhw HTML, CSS hoéc ky
tw 16i néu khong can thiét. Ngoai ra, cAn c6 phan han ché tuyét déi, nhac lai rang Al khéng dwoc bia théng
tin, khong tw thém di liéu, khong tw thém cong thire, khdng ddi sé liéu, khong ddi don vi, khdng bd ngudn
va khong két luan khi thiéu can ctr. Tdng két thi mot System Prompt hiéu qua nén cé cac thanh phan chinh:
vai trd cGa Al, pham vi tai liéu, gi¢i han ngudn théng tin, nhiém vu dwoc phép lam, quy tac trich xuét, quy
tac gilr nguyén nodi dung quan trong, cach so sanh div liéu, dinh dang tra |&i va nhirng diéu Al tuyét ddi
khong dwoc lam. Khi cac phan nay duorc viét rd, Al sé lam viéc gibng mét tro' ly c6 ky luat hon: biét bam tai

liéu, biét gitr can ctv, biét ndi “khdng tim thay” khi thiéu di liéu va tao ra cau tra |&i dang tin cay hon cho
ngwdi dung. Ban cé thé tham khao 1 Template System Prompt nap vao phan tly chinh ctia Notebook mau
dé nap vao phan cau hinh ctia NotebookLM: Tro' ly Tra ctru, Trich xuét & Déi chiéu Tai liéu Luat </>
TEMPLATE SYSTEM PROMPT BE NAP VAO PHAN TUY CHINH CUA MOI NOTEBOOK PHUC VU TRA
CUU, TRICH XUAT & BOI CHIEU TAI LIEU LUAT

1. VAI TRO

Ban la Trg’ ly Tra ctru, Trich xuat & Déi chiéu Tai lieu Luat va Hwéng dan St dung. Nhiém vu cla ban 1a hd
tro ngwdi dung tra ctru, trich xuét, tém tat, dbi chiéu va kiém tra théng tin trong céc tai liéu da dwoc cung
cap trong NotebookLM. Ban chi dwgc lam viéc dwa trén tai liéu da dwgc nguwdi dung cung cép trong
NotebookLM. Ban khéng phai luat sw, khdng phai co quan c6 thdm quyén va khéng dwoc dua ra tw van
phap ly ngoai tai liéu.

2. PHAM VI TAI LIEU BUQOC XU LY

Ban chi lam viéc v&i cac tai liéu ngwdi dung da cung cap trong NotebookLM, bao gdm: Luat, B6 luat, Nghi
dinh, Théng tw, Quyét dinh, Quy ché, Quy dinh ndi bd, Chinh sach céng ty, Hop dong, Diéu khoan st
dung, SOP, hwéng dan nghiép vu, hwdng dan s dung phdn mém, hwéng dan van hanh thiét bi, FAQ va
tai liéu tuan tha. Néu cau héi nam ngoai pham vi tai liéu d& cung cép, ban khéng dwoc tuw tra I&i theo hiéu
biét bén ngoai.

3. GIOT HAN NGUON THONG TIN

Ban chi dwoc st dung théng tin ¢ trong tai liéu ngudn. Khéng dwoc dung kién thirc bén ngoai, internet,
kinh nghiém c& nhan, suy doan hoac ndi dung khéng cé can ct tir tai liéu. Néu khong tim thay théng tin
ho&c tai liéu khéng dl can clr dé tra I, phai trd I&i dung nguyén van: “Em khong tim duoc thong tin trong



tai liéu, vui long cap thém”. Khéng dwoc cd gang tra 16 cho da v khi tai liéu khéong cé di liéu.
4. NHIEM VU BU'QC PHEP THUC HIEN

Ban dwoc phép thwce hién cac nhiém vu sau néu co can clr trong tai liéu: tra ctru thdong tin, trich xuét nodi
dung, tém tat tai liéu, dbi chiéu nhiéu tai liéu, so sanh hai phién ban, kiém tra diém giébng va khac nhau,
trich xuét quy trinh, trich xuét diéu khoan, trich xuat quyén va nghia vy, trich xuét diéu kién ap dung, trich
xuét cadnh bao/lwu y/ngoai 18, kiém tra hiéu lwc hodc phién ban néu tai liéu cé théng tin, va 1ap bang tong
hop theo yéu cau clia ngudi dung.

5. QUY TAC TRICH XUAT NOI DUNG

Khi trich xu4t van ban luat, quy dinh, quy ché, hop déng hoéc chinh sach, phai gitr dung cAu tric géc néu
tai liéu co néu: tén van ban, sb hiéu, ngay ban hanh, ngay hiéu lwc, co quan ban hanh, chwong, muc, diéu,
khodn, diém, phu luc, biéu mau, diéu khodn chuyén tiép, diéu khodn thi hanh va can c phap ly. Khi trich
xuét hwéng dan st dung, SOP hodc quy trinh nghiép vu, phai gitr dung tén chirc ndng, tén man hinh, tén
nat bam, tén trwong dir liéu, tén menu, tén tab, tén biéu mau, vai trd thuc hién, thir tw bwdc, diéu kién
trwdc/sau khi thwe hién, cadnh bao, lvu y, ngoai 18, 16i thwerng gép, cach x Iy 16i, dau vao va dau ra. Khong
duoc tw thém buwdc, bd budc, gdp budc hodc thay ddi thir tw thao tac.

6. QUY TAC GIU’ NGUYEN NQI DUNG QUAN TRONG

Phai gitr nguyén cac noi dung c6 thé 1am thay dbi y nghia néu bi viét lai, gém: diéu, khodn, diém, sé hiéu
van ban, ngay thang, tén té chirc, tén biéu mau, ma sb, tén chirc ndng, tén nut bAm, tén menu, thuat ng
phap ly, diéu kién ap dung, ngoai |8, canh bao, nghia vu, quyén han va ché tai. Gitr nguyé&n cac cum t
phap ly quan trong nhw: phai, khéng dwoc, dwoc phép, cé trach nhiém, cé nghia vu, c6 quyén, bi xt ly, bi
thu hoi, bi dinh chi, trir tredng hop, theo quy dinh, cén ct, diéu kién, hiéu lwc, ap dung, mién trir, ché tai,
bdi thwerng, khiéu nai, giai quyét tranh chap. Néu ngudi dung yéu ciu “trich nguyén van”, phai git* nguyén
cau chir, khong viét lai, khéng rut gon, khong dién gidi, khong ddi thir tw, khéng thay thuat ngtr va khong tw
chuan hoa lai cau.

7. QUY TAC SO SANH VA KIEM TRA THONG TIN

Khi ngudi diing yéu cau so sanh hai van ban, dbi chiéu hai phién ban, kiém tra diém khac nhau, kiém tra
quy dinh cti/mdi, kiém tra hop ddng véi quy ché, kiém tra hwéng dan s dung gitra hai phién ban, kiém tra
SOP véi biéu mau hoac kiém tra mau thuén, phai wu tién trinh bay bang bang. Bang dé xuét: | Tiéu chi |
Tai liéu A | Tai liéu B | Giéng nhau | Khac nhau | Citation |. Néu phat hién mau thuan, phai tra 1&i: “Em tim
thay sw khac biét gitra cac tai liéu dwoc cung cip.” Sau dé trinh bay bang dbi chiéu. Khong tw két luan tai
liéu nao dung hon, trie khi tai liéu ghi rd tai liéu nao cé hiéu lwc méi hon, thay thé tai liéu nao, Ia ban chinh
thirc, la ban hién hanh hoac dwgc wu tién ap dung. Néu can danh gia dung/sai, dat’khéng dat hoac phu
hop/khéng phu hop, chi dwoc két luan khi tai liéu cé da tiéu chi kiém tra, div liéu dbi chiéu va can c&v danh
gia. Néu thiéu di liéu, ghi ré: “Khong da div lieu”.



8. CACH TRINH BAY CAU TRA LOI

Phan hdi phai rd rang, trung 1ap, chinh xac, cé cAu tric va bam sat tai liéu. Uu tién dung van ban thuan,
Markdown, bang Markdown, gach dau dong hodc danh sé buwéc. Khéng xuat HTML, CSS, thé div, span,
br, p, table, style, script hodc ky tw 16i néu nguwdi diing khdng yéu ciu. Mbi thdng tin quan trong can cé
citation néu NotebookLM hé tro, d&c biét véi diéu luat, khoan, diém, ngay hiéu lwc, co quan ban hanh,
nghfa vu, quyén han, diéu kién ap dung, ché tai, ngoai &, quy trinh thao tac, canh bao, 16i thwérng gép, mbc
thoi gian, sb liéu, biéu mau va phu luc. Khi trich xuét diéu khoan phap ly, dung bang: | Vi tri trong tai liéu |
Noi dung trich xuét | Déi twong &p dung | Diéu kién/Ngoai 1& | Citation |. Khi trich xuét quy trinh thao tac,
dung bang: | Buwdc | Thao tac | Man hinh/Menu/Nut bdm | Diéu kién/Lwu y | Citation |. Khi kiém tra hiéu lwc
hoac phién ban, diing bang: | Tén tai liéu | S hiéu/Phién ban | Ngay ban hanh | Ngay hiéu Iuc | Thay
thé/Stra ddi tai liéu nao | Citation |.

9. NHONG BPIEU TUYET DOI KHONG PUQC LAM

Khéng dwoc bia théng tin, suy doan, tw thém can cir phap ly, tw thém diéu khodn, tw thém quy dinh, tw
thém quyén/nghTa vu, tw thém ché tai, tw thém quy trinh, tw thém buwdc thao tac, tw thém ngay hiéu lwc, tw
xac dinh van ban con hiéu lwc néu tai liéu khéng néu, tw két luan tinh hop phap néu tai liéu khéng néu, doi
thuat ng phap ly, dbi t&n nat bAm/menu/man hinh trong huwéng dan s dung, dbi sé hiéu van ban, ddi
Didu/Khoan/Diém, déi s liéu, bé citation néu NotebookLM hd tro, dwa 16 khuyén phap Iy ngoai tai liéu
ho&c két luan khi khéng dd can cv. Khéng str dung cac cum tlr suy doan nhuw: cé thé, cé 18, nhiéu kha
nang, thong thwdng, theo kinh nghiém, t6i nght rng, cé vé nhw, nén hiéu 14, cé thé suy ra rang, hamy 13;
trr khi chinh tai liéu c6 ghi nhw vay. Khi khéng c6 can clr trong tai liéu, chi phan héi dung: “Em khong tim
dwoc thong tin trong tai liéu, vui 16ng cip thém”. Ngoai nhirng yéu té ké trén, néu dao sau hon thi tirng
thanh phan déu can dwoc nghién ctru va viét chi tiét. Viéc xay dwng System Prompt nap vao phan tuy
chinh clia Notebook sé& phu thudc vao ky ndng ctia ngwdi dung, vi chi cé ban véi hidu dwoc chinh nguén
tai liéu va mong mudn cua ban.

3.4 Bi quyét xt ly van dé HTML artifacts thwong gap

khi trich xuat thong tin tir NotebookLM Khi tai liéu dwoc xuét tlr website hodc CMS, cac thé HTML (ngbn
nglr st dung dé tao va cau tric cac thanh phan trén trang web) vi du nhw <br>, <p>, <strong> cé thé bj 'lot'
vao van ban. NotebookLM sé trich xu4t nguyén ca thé HTML thay vi ndi dung sach. Hinh 1.6: Hién twong
xuét hién cac dinh dang la khi Notebook tra vé két qua Vi du nhuw trong hinh thi <br> dai dién cho ky tw
xudng dong. Nhwng néu ching ta mudn xda di thi cé thé 4p dung System Prompt nap vao phan tuy chinh
ctia Notebook sau day va copy-paste vao phan cau hinh ctia sé Notebook: Giai phap cip do System
Prompt nap vao phéan tuy chinh ctia Notebook </> SYSTEM PROMPT NAP VAO PHAN TUY CHINH CUA
NOTEBOOK XU LY BINH DANG DAC BIET: Tai liéu cé thé chira ky hiéu HTML nhw <br>, <p>, </p>, <b>,
</b>. Quy tac xt ly: - Bd qua hoan toan cac thé HTML khi doc va trich dan - Hién thi chi néi dung text thuan
tay - Khi gép <br> hodc </p>, coi d6 1a ngat doan va xéa ky tw nay di va xudng dong - Khong bao gi trich
dan hodac hién thi ky hiéu HTML Trwéc khi xtr ly: Hinh 1.7: Hién twong xuét hién dinh dang la trwdc khi xtr
ly Sau khi x( ly thanh céng: Hinh 1.8: Sau khi x ly thanh céng Chung ta cé thé quan sat dwoc



NotebookLM da x( ly cac ky hiéu HTML thanh cong. Ngoai ra khi chidng ta cung quan sat cac cau tra loi
ctia NotebookLM, ban sé& phat hién ra ciing 1 cau héi nhwng ndi dung cé d6i chit khac nhau vé ngén tir.
Puong nhién vé co ché thi NotebookLM ngoai viéc dwa trén kha nang truy xuét va neo vé ngudn (RAG +
Neo ch&t ngudn (Grounding)) thi sau d6 né sé tao sinh ra tir tiép theo, viéc co st khac biét vé ngén tir (van
gitr cAu truc) la khong thé tranh khai. Nhwng néu ching ta mong mudn dé chinh xac cao hon cua ti ngiy
dwoec trich xuét ra, ddc biét 1a dbi véi cac van ban phap luat (gdm cac diéu khoan, cac ddu muc) thi ban
can nam thém 1 nguyén tac quan trong khi x( ly cac tai liéu. d6 14 nguyén tac Chia nhd (Chunking). Trong
phan tiép theo t6i sé trinh bay chi tiét vé nguyén téc nay ciing nhw cach xt ly cac tai liéu dai.

3.5 Nguyén tac chia nhd (chunking) va x ly tai liéu

dai Thém mét yéu tb vé co ché niva dé ban hiéu la khi upload tai liéu, NotebookLM ap dung co ché chia
nhd (chunking) (chia nhd): tai liéu dwoc chia thanh cac 'chunk’ theo doan van — chuyén thanh biéu dién
véc-to' (1 cach Al bién mbi doan van ban thanh mét “toa d6 y nghia” trong khang gian s dé co thé tim va
so sanh noi dung gidng nhau) — khi ban héi, hé théng tim chunk cé vector gan nhat — Gemini tdng hop
cau tra |oi tr chunk dwoc chon. Vi vay dé NotebookLM dé dang tim dung cac thoéng tin va mirc do lién
quan cao thi chung ta nén dat cau hdi cu thé dé tim thong tin ti tai liéu ngudn. Nguyén tic quan trong Cau
héi cang cu thé, NotebookLM tim dung chunk lién quan cang cao. Cau héi mo hd — chunk dwoc chon
ngau nhién hon — cau tra 1&i kém chinh xac hon. Gigi han kj thuat Théng sb Gidi han Téi da tiv/ngudn

500.000 tir (~250 trang Ad) 2

Téi da File size/nguén 200MB Téi da ngudén/Notebook 50 (Free) | 100 (Plus) | 300 (Pro) | 600 (Ultra)
System Prompt nap vao phan tuy chinh ctia Notebook

10.000 ky tw (nang Ién tir thang 12/2025) 3

Chién lwoc xt ly tai liéu dai Phwong an 1 - Chia nhé theo chii dé: Thay vi upload 1 PDF 400 trang, chiing
ta c6 thé chia thanh 4 File 100 trang theo chi dé&. Méi File Ia mét 'chuyén gia' riéng biét. NotebookLM sé&
truy xuét chinh xac hon nhiéu. Phwong an 2 - Tao File tém tét b sung: Upload File gbc + thém 1 File .txt
chtra tdm tat cac chwong quan trong. File tdm tét hoat ddng nhu 'index' gitip NotebookLM dinh hwéng
nhanh hon. Phwong an 3 - Pre-chunk thi cong v&i danh dau: Thém heading rd rang vao dau méi section
quan trong tru¢'c khi upload:

3.6 Tuy chinh d6 dai cho cau tra 10i

Trong phan dinh cu hinh cudc trd chuyén, ngoai viéc nap System Prompt nap vao phan tiy chinh cla
Notebook dé tuy chinh, ching ta cé thé lwa chon dd dai cho méi cau tra Ii. Vay khi nao chon dé dai mac
dinh, khi nao chon dai hon, khi nao chon ngén hon? Hinh 1.9: Tuy chinh d6 dai cho cau tra 1o Mirc Khi nao
dung Mé&c dinh Cau héi théng thwdng, can can bang gitra day dd va suc tich Dai hon Can bao céo chi tiét,
phan tich sau, néi dung dao tao Ngan hon FAQ, cau tra 1&i nhanh, nguoi ding App NotebookLM trén dién
thoai, ban tom tt théng tin quan trong dé gt quan ly, 1anh dao



3.7 Mot sb nguyén tac bd sung dé khai thac ti wu hon

NotebookLM Ngoai ra, khi khai thac NotebookLM chuing ta cé thé bd sung thém moét sb nguyén tac dé tbi
wu hon trong viéc khai thac NotebookLM. Dau tién la:

1. S& dung mét sé cau lénh dé phan bién:

Do 1a st dung moét sé cau 1énh kiém tra mau thuan: St dung cau |énh "Ban hay quét toan bo tai liéu va
danh dau nhirng noi cac ngudn théng tin khong thdng nhat véi nhau." — NotebookLM sé& phat hién cac
xung dét théng tin, giup ching ta xay dwng cau tra |&i trén nén tang dir liéu ma ban thuc sw tin twdng. S
dung cau lénh: "Trong tai liéu tdi tai I&n, ban hay kiém tra con thiéu dir li&u nao dé nhirng trich xuét va phan
tich cGia ban tré nén hoan thién hon hay khong?" — NotebookLM sé& chi ra nhitrng diém con thiéu trong
ngudn dir liéu hién cé dé ching ta c6 thé can nhac bd sung. St dung cau lénh: "Tir cac tai liéu hién co, toi
nén chét théng diép nao dé tranh mac phai sai sot? — NotebookLM sé trich xuat cac thong diép then chbt
tr tai liéu.

2. Chi héi dap dwa trén cac ngudn tai liéu trong tam

Chung ta ch&n chan da gap phai vwéng mac trong viéc trich xuét tai liéu dé la NotebookLM tra ra két qua
chung chung. Ngoai cac nguyé&n nhan tlr cau hdi, khéng thiét 1ap cau hinh, thi mét nguyén nhan nira dé
chinh 1a ching ta dang tich vao tat ca tai liéu. Vi vay thém moét nguyén téc lwa chon chuén xac: Trwdc moi
cau hdi, ngoai trr viéc tbng hop théng tin, ching ta chi nén bat nhirng nguén that sw lién quan dén cau hoi
dé. Cac ngudn con lai can tat phan di dé tranh viéc Notebook phai méat thdi gian quét qua tat ca tai liéu
khong lién quan ciing nhw gi¢i han dé dai cia méi lwot trd I ma né co thé tra 161 chung chung. — Chi tich
vao nhirng nguén nao thwe sy can trich xuét, so sanh, dbi chiéu. Nhiéu nguoi dung NotebookLM & murc
'upload tai liéu, hdi vai cau, bdm tao Tdng quan Am thanh'. Day la cach dung hop I&, nhuwng méi chi khai
thac khodng 20% tiém nang thwc sy cla céng cu. Phan Ién strc manh ndm & cach ban két hop cac tinh
nang, tly chinh output va thiét ké quy trinh 1am viéc trén NotebookLM. Trong chwong 3, ching ta da hoc
cach khai thac va tdi wu NotebookLM & INPUT (Ngudn dau vao) va PROCESS (Tién trinh x& ly va khai
thac). Trong chwong nay, ching ta sé khai thac chuyén sau hon nhirng (rng dung clia phan OUTPUT (Céc
dinh dang dau ra) trén moét Notebook. Hay bat dau lan lwot véi tirng tinh nang: Hinh 1.11: Giao dién cla
phan Studio

4.1 Téng quan Am thanh - Khai thac téi da tinh

nang podcast Al Vi sao tinh nang Téng quan Am thanh thay dbi cach hoc ciia ban? Hinh 1.12: Chuyén noi
dung théng tin thanh ban audio Nghién ctru tinh hudng: Anh Minh, k§ s phan mém tai mét cong ty Fintech
Ha Néi, cé théi quen doc tai liéu k§ thuat mbi sang. Van dé 1a anh danh 90 phut di chuyén méi ngay day 1a
thoi gian khong thé doc man hinh nhwng hoan toan cé thé nghe. Sau khi ding Téng quan Am thanh tir cac
RFC va Whitepaper k¥ thuat, anh tan dung dwoc gan 8 tiéng hoc méi tudn ma trwdc do bi lang phi. Hinh
1.13: Ty chinh cho ban audio Ba ché d& Téng quan Am thanh (tir thang 9/2025) Ché dd Pac diém Phu



hop cho Phan tich sau (tim hiéu sau) Hai ngwoi dan thao luan ky cang, phan bién sau Tai liéu phire tap,
can hiéu sau Summarize (Tém tat) Tém tat cac thong tin quan trong tr ngudn tai liéu tai lén Phu hop véi
viéc tdng hop mot phan hodc toan bd tai liéu Debate (Phan bién - Phé binh) Phan tich diém manh/yéu, 16
hdéng cua tai liéu Review nghién ctru, danh gia dé xuat Phé binh (Tranh luan) Hai quan diém déi 1ap, tranh
luan cé can ctr Chi dé nhiéu géc nhin, phan tich chinh sach M6t sé mau Prompt mau nap vao phan “May
chd Al nén tap trung vao diéu gi trong tap nay?”. Chung ta sé tuy chinh va dinh hwéng duoc chi tiét noi
dung ma ban Audio sé truyén tai. Ky thuat prompt nang cao cho Tdéng quan Am thanh Ky thuat 1 - Xac dinh
déi twong nghe: Tao Tdng quan Am thanh cho giam dbc doanh nghiép khéng cé nén tang ky thuat. Tranh
thuat nglr chuyén nganh. Str dung vi du ttr kinh doanh va quan ly. Tap trung vao tac dong kinh doanh va
quyét dinh can dua ra. Ky thuat 2 - Gidi han pham vi ndi dung: Chi thdo luan vé Phan 3 (Phan tich rui ro)
va Phan 5 (Khuyén nghi) cua tai liéu. Bé qua phan gidi thiéu, lich st va phu luc. Th&i lweng: khoang 10-12
phut. Ky thuat 3 - Yéu cau ngdn ngir cu thé: Tao Tdng quan Am thanh hoan toan bang tiéng Viét. Néu gap
thuat ngl ky thuat tiéng Anh khodng cé twong dwong tét (nhw API, khung mau, deployment), git® nguyén
tiéng Anh nhwng gidi thich ngan gon bang tiéng Viét ngay dang sau. Ching ta hay nghién ctru mot Nghién
ctu tinh hudng: Sinh vién y khoa va 500 trang tai liéu “Ban Lan, sinh vién y khoa nam 5 tai TP.HCM, dang
on thi véi bd tai liéu 500 trang tiéng Anh vé dwoc ly 1am sang. Chi khéng co da thoi gian doc hét va tiéng
Anh hoc thuat y khoa khéng phai thé manh. Quy trinh cGia Ban Lan:

(1) Chia 500 trang thanh 5 Notebook theo nhém thuéc.

(2) V&i mbi Notebook, tao Téng quan Am thanh bang tiéng Viét,
phong cach giai thich don gian.

(3) Nghe khi di lai @ nam khung téng thé.

(4) Dung Chat hdi sau co ché tac dung va twong tac thube.

(5) Tao Quiz 20 cau ty kiém tra tirng nhém.

Két qua: thoi gian 6n thi gidm 40%, kha néng nhé tang dang ké.
4.2 Téng quan Video - Trinh bay khéng can design

skill Hinh 1.14: Chuyén néi dung théng tin thanh video Khi nao dung Video thay vi Audio Hinh 1.15: Tuy
chinh cho ban video Téng quan Video sé& phu hop hon Audio trong céc tinh hudng: [ Néi dung c6 nhiéu sé
liéu, bang biéu, quy trinh can hinh &nh héa [ Dung dé thuyét trinh hoac chia sé véi ngudi khac (khéng chi
nghe mét minh) [ N6i dung cAn demo tirng bwdc theo trinh tw Cac style hinh &nh va khi nao dung? Style
Phong cach Phu hop cho Bang trdng Phac thao tay trén bang trdng Hwéng dan, gidi thich quy trinh Mau
nwdc Mau nuwdc nghé thuat, mém mai Noi dung sang tao, gido duc Hoat hinh Phong cach hoat hinh Nhat
E-learning cho nguoi tré, noi dung dwoc Game héa In ¢ dién Vintage poster Marketing, storytelling



thwong hiéu Gidy thi cong Gidy cét 3D San pham thiéu nhi, workshop Di san Cé dién, sang trong Bao céo
formal, nghién ctru hoc thuat Chang ta hay cung nghién ctu tinh hudng tiép theo - Mot Trainer phong HR
tao video dao tao hdi nhap “Anh Hung, Trwéng phong Dao tao tai cdng ty phan phdi 300 nhan vién, trwédc
day mét 2 ngay dé tao video dao tao hoi nhap. Quy trinh m&i: Upload toan bd tai liéu dao tao hdi nhap vao
1 Notebook — Prompt cu thé cho Video Giai thich/Bang trdng — Download video, upload YouTube ndi bd.
Théi gian tao méi video: tr 2 ngay xudng con 20 phut.”

4.3 So db tw duy: Kham pha cau tric cla tai liéu

<i>Hinh 1.16: Chuyén di thong tin thanh ban dd tw duy Twong tw nhw cudi chwong 3, trwdc khi mindmap héa chung ta chi
nén tich vao nhirng tai li&u nao ma ching ta mudn kham pha cu tric, nhw vay sé trong tam hon. So dd tw duy: Kham pha ciu
tric &n cla tai lieu So dd tw duy khéng chi la cong cu trwc quan. Day la cach d& NotebookLM dién gidi cAu tric logic ma no
nhin thay trong toan b tai liéu. Cach 1 - Kiém tra dd bao quat: Sau khi upload tai liéu, tao So' dd tw duy dé xem Al t& chirc noi
dung thanh c4u tric gi. Néu cé chd dé& quan trong ban biét nhwng khéng xuét hién trong So db tw duy</i>

°* 6 la dau hiéu tai liéu chwa da day.

Céch 2 - Tim méi lién hé chéo: Khi upload nhiéu tai liéu to nhiéu ngudn, So dd tw duy sé& két ndi cac khai
niém xuét hién & nhiéu ngudn - gitp ban thay diém ddng thuan va diém mau thuan gitra cac tac gid. Cach
3 - Chuén bi cau héi: Click vao moét nhanh trong So dd tw duy — NotebookLM highlight doan tai liéu lién
quan — D4t cau hai tiép theo dwa trén doan do. Day la cach 'dao sau' c6 huéng dan, thay vi héi ngau
nhién. Hinh 1.17: Tuy chinh cho ban dé tw duy Céach 4 - Tuy chinh theo chi dé&: NotebookLM cho phép ban
tuy chinh Ban dd tw duy theo mong mudn. BAm nut "Tuy chinh" & géc trén ctia Ban dd tw duy, mét clra sé
s& m& ra v&i 6 nhap "Cha dé nén |a gi?". DPay 1a noi ban kiém soat trong tam cutia ban dd. Thay vi dé Al tw
quyét dinh c4u trac, ban c6 thé yéu cau gidi han trong mot ngudn cu thé, tap trung vao mét nhém khai
niém, hodc thiét ké ban dé phuc vu muc dich nghién ctru cu thé. Mau prompt cho 6 tuy chinh Ban dé tw
duy: "Ban dd tw duy phai dwoc gi¢i han trong mot nguén cu thé" (VD: chi bai viét vé chién lwgc marketing).
"Ban d6 tw duy phai tap trung hoan toan vao cac khai niém chinh" (VD: cac khung mau quan tri rdi ro). "Tao
mot ban dd tw duy dé gitp t6i nghién ctru" (VD: cac nguyén nhan dan dén thay déi chinh sach). Meo: khi cé
nhiéu nguén, tao 2 ban d6 - mot tir tt ca ngudn (toan canh) va mét chi tr ngudn quan trong nhét (tap
trung). So sanh 2 ban sé cho ban thay cAu tric ndo rd rang hon.

4.4 Ban trinh bay (Ban thuyét trinh)

T tai liéu dén bai thuyét trinh trong 10 phat Hinh 1.18: Chuyén théng tin thé thanh Slide chuyén nghiép
Khi nao ching ta s& dung Ban thuyét trinh thay vi tw thiét ké? Trwdc day, quy trinh tao mét bai thuyét trinh
thwong mét 4 - 8 tiéng la it. Téi trwdc day cé nhiéu khodng thdi gian chuyén thiét ké Slide cho Doanh
nghiép, dai hdi cb6 dong va dao tao vé thiét ké Slide trén PowerPoint nhung viéc thiét ké ciing chiém nhiéu
thoi gian. Khé nhéat ciia mot ban thiét ké chuyén nghiép 1a tw duy vé bd cuc, mau sac va sy déng bd. Vay
nén d& mot ban thiét ké dwoc tron ven: Thwéong phai di theo quy trinh logic tir doc tai liéu — tém tat tai liéu
— phéc outline Slide theo mét Storyboard — Tap hop dd hoa — Thiét ké — Chinh stra. V&i sy hé tro clia
Al d3 rat ngan dwoc rat nhiéu thoi gian so véi trwvde day. Nhuwng sw dang kinh ngac ctia NotebookLM 1a né
con rut ngan thoi gian hon niva chi bang nhirng cau lénh. Cu thé 1a dudi 10 phat, khdng phai vi bd buéc



nao, ma vi Al xt ly ddng thoi tat ca cac bwdc dd mot cach muwot ma. Néu quan sat bd Slide nay han ban
cling sé phai WOW vé&i sy phat trién cta Al: Hinh 1.19: M6t bo Slide thue té ttr NotebookLM Vay dé khai
thac dwoc tinh n&ng tuyét véi nay, ching ta sé& can hidu thém mot sb thong tin nhw sau: Hinh 1.20: Tuy
chinh Slide Tinh ndng tuy chinh ban trinh bay (Presentation) trong Studio pht hop nhét cho: bai thuyét
trinh ndi bé (bao cao tién do, chia sé kién thirc team), tébm tat tai lieu dai cho lanh dao (executive brief), bai
giang tr gido trinh hodc tai liéu dao tao, dé xuét so bd cho khach hang ho&c dbi tac. M6 ta Slide chuyén
nghiép - Tw duy trwc quan héa Dé NotebookLM tao Slide chét lwgng cao, mé ta can goi y loai trwc quan
phu hop v&i ndi dung. Dwéi day la khung tham khdo dwa trén Slide:ology (Nancy Duarte) [5]: Khi nao dung
Lwu d6 (Flow): Khi trinh bay quy trinh, cac buéc, hodc timeline. Vi du: quy trinh tuyén dung 5 bwéc, 16 trinh
trién khai dw an. Phan loai: tuyén tinh (A—B—C), vong tron (PDCA), phan ky-hoi tu (brainstorm — chon
loc), da hwdng (lubng phirc tap). Khi nao dung CAu trac (Structure): Khi trinh bay phan cép, phan loai,
ho&c so sanh. Vi du: so d6 tb chirc, ma tran SWOT, cay quyét dinh. Phan loai: ma tran (2x2), so db cay
(hierarchical), cac I&p (layers). Khi nao dung Cum (Cluster): Khi trinh bay nhém lién quan, hé sinh thai,
ho&c mdi quan hé. Vi du: hé sinh thai Google Al, cac module dao tao. Phan loai: xép chéng (Venn), bao
ham (nested), déng khung (enclosed), gan két (linked). Khi nao dung Lan téa (Radiate): Khi trinh bay tir 1
diém trung tdm ra nhiéu nhanh. Vi du: mindmap, stakeholder mapping, product ecosystem. Phan loai: cé
tam (hub-spoke), khong tam (network). Khi nao duing Biéu db di¥ liéu (Display Data): Khi trinh bay s liéu
can so sanh, xu hwéng, hodc phan bé. Vi du: bar chart (so sanh), line chart (xu hwéng), pie chart (ty 1&),
waterfall (phan tich nguyén nhan). Meo dé cac ban viét mé ta: Thay vi viét chung chung "tao slide vé& doanh
thu", hay viét cu thé: "Tao slide dang biéu d6 cdt so sanh doanh thu 4 quy, highlight Q3 1a cao nhét, thém
% tang trwdng so v&i cung ky. Bé cuc: biéu dd chiém 70% slide, text chd thich bén phai." M6 ta Slide
chuyén nghiép - Tw duy truc quan héa Dé NotebookLM tao Slide chat lwong cao, mé té can goi v loai truc
quan phu hgp v&i ndi dung. Duwi day la khung tham khao dwa trén Slide:ology (Nancy Duarte) [5]: Khi nao
dung Lwu d6 (Flow): Khi trinh bay quy trinh, cac buwéc, hodc timeline. Vi du: quy trinh tuyén dung 5 buwéc,
6 trinh trién khai dw an. Phan loai: tuyén tinh (A—B—C), vong tron (PDCA), phan ky-héi tu (brainstorm —
chon loc), da hwéng (lubng phirc tap). Khi nao dung C4u trac (Structure): Khi trinh bay phan cép, phan
loai, hodc so sanh. Vi du: so dd td chirc, ma tran SWOT, cay quyét dinh. Phan loai: ma tran (2x2), so' d6
cay (hierarchical), cac I&p (layers). Khi nao dung Cum (Cluster): Khi trinh bay nhém lién quan, hé sinh thai,
ho&c mdi quan hé. Vi du: hé sinh thai Google Al, cac module dao tao. Phan loai: xép chéng (Venn), bao
ham (nested), ddng khung (enclosed), gan két (linked). Khi ndo dung Lan téa (Radiate): Khi trinh bay tir 1
diém trung tam ra nhiéu nhanh. Vi du: mindmap, stakeholder mapping, product ecosystem. Phan loai: ¢
tam (hub-spoke), khéng tam (network). Khi nao dung Biéu db di liéu (Display Data): Khi trinh bay sé liéu
can so sanh, xu hwdng, hoac phan bd. Vi du: bar chart (so sanh), line chart (xu hwéng), pie chart (ty 18),
waterfall (phan tich nguyén nhan). Meo viét mé t&: Thay vi viét chung chung "tao Slide vé doanh thu", hay
viét cu thé: "Tao slide dang biéu dd cot so sanh doanh thu 4 quy, highlight Q3 1a cao nhéat, thém % tang
trwdng so v&i cung ky. B cuc: biéu d6 chiém 70% slide, text chu thich bén phai." Dinh dang D&c diém Phu
hop cho Ban trinh bay chi tiét Slide day du van ban, sb liéu - doc dwoc ma khéng can ngudi thuyét trinh
GUi email, tai liéu tham khao Trang trinh bay Slide gon gang, bullet points chinh - cAn nguoi thuyét trinh
giai thich Thuyét trinh truc tiép, hdi thdo Khi tao Ban thuyét trinh, ban c6 thé: chon ngén ngiv (Tiéng Viét,
Tiéng Anh, song ngi¥), chon dd dai (Ngan: 5-8 slide, M&c dinh: 10- 15 slide) va viét mo ta chi tiét - day la
phan quan trong nhat. System Prompt nap vao phan tily chinh ctia Notebook hd tro' cho phan mo ta dé tao
ra Slide chat lwong cao Téi glri y ban cé thé két hop System Prompt nap vao phan tiy chinh clia Notebook
sau day dé kiém soat chat lwong tét hon: </> SYSTEM PROMPT NAP VAO PHAN TUY CHINH CUA
NOTEBOOK Ban |a chuyén gia thiét ké bai thuyét trinh (Presentation Designer) v&i 10 ndm kinh nghiém



trinh bay trwc quan. KIEN THUC NEN TANG:

*  Thanh thao nguyén tic thiét ké Slide chuyén nghiép

*  Hiéu phan loai biéu dd: Abstract (Lwu db, CAu tric, Cum, Lan tda) va Realistic

(Minh hoa, Hién thj d@ liéu)

*  Nam virng 6 nguyén tic trwc quan héa: Bon gian, Tao diém nhan, Chon cong cu

phu hop, Minh hoa théng tin, Di thdng vao van dé&, Nhan héa thong tin

*  Nguyén téc phbi mau 60-30-10: 60% mau chi dao, 30% mau phu, 10% mau

nhan PHAM VI:

* Tao presentation tr 8-20 slide, mdi slide chira ding 1 y chinh

* Slide bao gém: Cover, Agenda, Content (text + visual), Data, Summary, CTA

*  M@i slide phai goi y loai tric quan phu hop: lwu d6 tuyén tinh, hinh tron, phan

ky-hoi tu, ma tran, so dd cay, cum, lan tda, biéu dé so sanh, xu huwéng, phan b6 KHONG PUQC:

*  Slide chi toan chi (wall of text) - phai cé goi y hinh &nh hodc bd cuc

® Qua7 bullet points/slide

°  Font size dui 24pt cho nodi dung, duwéi 32pt cho tiéu dé

® S dung qua 3 mau chinh trén 1 slide

DINH DANG OUTPUT:

* M®&i slide ghi rd: [Slide N] Tiéu d& | Bé cuc goi y (vi du: 2 cdt, lwéi 2x2, full hinh) |

Loai trec quan | N6i dung chinh



*  Ghi chu cho ngui trinh bay (speaker notes) & cubi méi slide
GIONG BIEU: Chuyén nghiép, ré rang, tap trung vao impact triec quan QUY TRINH:
1. Phan tich tai liéu nguén — xac dinh 3-5 théng diép chinh
2. Chon narrative arc: Problem — Solution — Impact HOAC Before — During —
After
3. Méi thong diép — 2-4 slide, chon loai trwc quan phu hop nhat
4. Tao outline — chi tiét tirng slide — speaker notes

Vi DU: [Slide 3] Thuc trang thi trieerng | B cuc: 2 cot (text trai + biéu db cot phai) | Visual: Bar chart so séanh
3 nam | Noi dung: "Doanh thu tang 23% nhwng bién lgi nhuan giam 5% - ngudn: BCTC 2025" Speaker
notes: "Nh&n manh con sb 5% - day la insight quan trong nhét slide nay" Chung ta cung nghién ciru tinh
hudng thuc té ma t6i da tham gia dao tao trwdc day: Trwdng phong Marketing bao céo chién dich Q4 Chj
Mai, Trudng phong Marketing tai mét cong ty thwong mai dién t& 200 nhan vién, Chi can trinh bay két qua
chién dich Q4 trwéc ban giam déc. Chij c6 3 File bao cdo analytics, 2 File ké hoach chién dich, va 1 File
danh gia dbi tha - tdng cong khoang 120 trang. Quy trinh:

(1) Upload 6 File vao Notebook, d&t tén chuén I1SO.

(2) Vao Studio — Ban trinh bay — chon "Ban trinh bay chi tiét".
(3) Nhap mb ta bd sung bang System Prompt nap vao phan tuy
chinh cua Notebook

(4) Chon Tiéng Viét — Tao.

(5) Tai .pptx vé — mé& Google Slides hodc Canva dé diéu chinh

thém. Thoi gian: 20 phut (thay vi 3 tiéng thiét ké tha cong). Két qua: bai trinh bay c6 sé liéu chinh xac, cau
trac logic, trich dan ngudn tir tai liéu.

4.6 Chuc nang bao cao (Report)



Khi nao chung ta str dung tinh nang Bao cao? Hinh 1.21: Chirc nang bao cao trén Notebook Bao cao (Tai
liéu tém tat) la output dang van ban dai, cé cAu tric, khac véi cau tra 16i chat ngan gon. Phu hop khi can:
ban tém tat toan dién tir nhiéu tai liéu, bao cao phan tich c6 tiéu dé va trich dan, tai liéu nén tang gtvi cho
nguwdi chwa doc tai liéu gbc, ban tém tat trwdc cudc hop. So sanh Bao cdo véi doan Chat théng thwéng
trén moi cudn sd Notebook Tiéu chi Chat Bao céo (Tai liéu tom tét) D6 dai 200-500 tw/cau tra o

1.000-3.000 ttv, c6 céu trac

Trich dan Inline trong cau tra 161 RS rang & cudi méi phan CAu tric Doan van lién tuc Tiéu d&, muc luc,
phan doan Dung dé chia sé& Khéng phu hop Phu hop gt email, in &n Cach tao Bao céo hiéu qua Mé ta
mau - Bao céo téng hop nghién ctru: "Tao bao cdo tdng hop tir tat ca tai liéu, tap trung 3 cha dé: (1) Xu
hwéng thi trwéng 2026, (2) Phan tich dbi tha, (3) Co hoi chua khai thac. Mbi chd dé can di liéu cu thé va
trich dan ngudn. Két thic bang 5 khuyé&n nghi hanh déng." M6 ta mau - Tém tét trwéc cudc hop: "Tao tém
tat 2 trang cho hoi ddng quan tri. Format: Bbi canh (3 cau) — Phat hién chinh (5 diém) — Rui ro — Quyét
dinh can dwa ra. Khéng dung thuat ngir ky thuat." System Prompt nap vao phan tuy chinh ctia Notebook téi
wu cho Bao cdo P& Bao céo chét lwong cao nhat, cdu hinh System Prompt nap vao phan tuy chinh cua
Notebook theo hwéng output-focused: “NGUYEN TAC TAO BAO CAO:

Moi bao céo phai cé cAu tric: Tém tat diéu hanh (3-5 cau)
— Phan tich chi tiét — Khuyén nghi hanh déng

V&i mbi phat hién quan trong: ghi rd nguén tai liéu

Phan biét rd gitra "di kién t tai liéu" va "suy luan cta Al"

Néu céc tai liéu mau thuan nhau: ghi nhan ca hai géc nhin

Ngén ngii: tiéng Viét, giong phan tich khach quan

Két thic bang: "Can lam gi tiép theo”?" v&i 3 hanh dong cu
thé

4.6 Thé ghi nh& (Flashcards) - Hoc ch dong thay vi

doc thu déng Hinh 1.22: Chirc nang Flashcards trén Notebook Vi sao sir dung Flashcards lai hiéu qua hon
doc lai? Nghién ctru khoa hoc than kinh cho thdy: Nghién ctu vé tri nhé va hoc tap cho thay viéc chi dong
truy xuét thdng tin tir tri nhé (recall/luyén tap truy xuét) thweng gitp cling cb ghi nhé dai han tét hon so voi
chi hoc lai hoac chi nhan dién dap an. Boc lai tai liéu cho cdm giac quen thudc, nhwng Flashcard budc



chuing ta nhé cht dong, tao dwdng lién két than kinh manh hon. NotebookLM cé thé tw dong trich xuét cac
khai niém quan trong tir tai liéu va tao thé hai mat: mat trwde la cau héi/tlr khda, mat sau la giai thich. Tuy
chinh Thé ghi nhé Sé lwong thé: Mirc Sb thé Khi ndo dung it hon ~10-15 thé On tap nhanh cac diém chinh
Tiéu chuan (Mac dinh) ~20-30 thé Bao quat déu noéi dung Nhiéu hon ~40-50 thé On thi chuyén sau, nhé
chi tiét Do khé: Mirc Déc diém Phu hop cho D& Cau hdi truc tiép, tra 161 ngédn Ngudi méi tiép can cha dé
Trung binh (Mac dinh) Két hop dinh nghia va rng dung On tap sau khi d& doc Khé Phan tich, so sanh, lién
hé ngtr cdnh Chuén bi thi, kiém tra hiéu sau System Prompt nap vao phan tuy chinh ctia Notebook téi wu
cho Flashcards Ban cé thé cdu hinh System Prompt nap vao phan tuy chinh ctia Notebook d& NotebookLM
tao flashcard théng minh hon khi chat: “KHI TAO THE GHI NHO' HOAC HOI VE KIEN THU'C CAN NHO:

* Uutién cac khai niém co tinh (rng dung cao trong thuc té

°  V6i thuat ngir ky thuat: gidi thich bang ngén ngir doi thudng
*  Tao cau hdi theo 3 cép: nhan biét — hiéu — (rng dung

*  Goiy mnemonic (tha thuat ghi nhé) khi c6 thé

* Vi s6 liéu: dat trong nglr canh dé dé nhé hon

(vi du: "GDP 340 ty USD - gép 3 14n ngan sach nha nwéc” Nghién cteu tinh hudng - Nhan vién ngan hang
6n thi CFA Anh Khoa la nhan vién phan tich tai chinh, 6n thi CFA Level 1 v&i hon 3.000 trang. Thay vi tw
tao flashcard (mét 2-3 ngay), anh tao 6 Notebook cho 6 cudn, méi cudn tao Flashcards "Nhiéu hon" +
"Khd" v&i cha dé: "Tap trung vao formulas, key ratios va interpretation guidelines." Két qua: 280 thé chat
lwong cao trong 15 phut. Tiét kiém 2 ngay, chat lwong thé tap trung hon vi Al biét cau nao quan trong dwa
trén tn suét xuét hién trong tai liéu.

4.7 Bai kiém tra (Quiz) - Danh gia hiéu biét thuc sy

<i>Hinh 1.23: Chlrc nang tao bai kiém tra tir thong tin Sw khac biét gitra biét va hiéu Doc xong 50 trang, ban cdm thay da hiéu.
Nhwng khi ai d6 héi mot cau cu thé, ban cé thé lting ting. Day 1a "ao twédng hiéu biét" (illusion of knowledge) trong tam Iy hoc
nhan thirc. Quiz 1& cach hiéu qua nhat dé pha v& do tuwdng nay. NotebookLM tao bai kidm tra trdc nghiém trwc tiép tir ndi dung
tai liéu - moi cau hdi va dap an déu cé can cl tlr ngudn. Ty chinh Bai kiém tra Mirc sé lwong Sé cau Phi hop cho it hon
~5-10 cau Kiém tra nhanh, warm-up Tiéu chudn ~15-20 cau Danh gia ddy da mot cha d& Nhiéu hon ~30-40 cau Bai thi cubi
khoa, danh gia toan dién Mc d6 khé Loai cau héi Vi du D& Nhan biét, dinh nghia, recall "X 1a gi?" / "Ai phat minh ra Y?" Trung
binh Wng dung, phan biét, so sanh "Trong tinh hudng A, phwong an nao phti hop?" Khé Phan tich, danh gia, suy luan "Han
ché I&n nhét ctia X la gi va vi sao?" Quy trinh tao Quiz hiéu qua Bwéc 1 - Chon pham vi: Tat ngudn khéng lién quan, chi bat
2-3 ngudn can kiém tra. Budc 2 - Xac dinh muc tiéu: Nhap mé ta rd. VD: "20 cau, mirc trung binh, chwong 7 vé& quan Iy rdi ro
tai chinh. Khéng héi dinh nghia thuan tdy - tAt ca cau phai yéu cau (rng dung ho&c phan tich." Budc 3 - Lam bai: Quiz hién thi
trwc tiép, chon dap an, hé théng cham diém tw dong. Budc 4 - Review: V&i mdi cau sai, NotebookLM hién thj dap an ding
ké&m gidi thich va trich dan ngudn - click trich dan dé doc lai doan gbc. System Prompt nap vao phan tly chinh ctia Notebook
t6i wu cho Quiz KHI TAO BAI KIEM TRA HOAC CAU HOI BANH GIA:</i>

*  Khdng héi cau quéa dé (dinh nghia thuan tay)



* Uutién cau hdi rng dung: "Trong tinh huéng X, ban sé..?"

*  M@i cau phai cé 4 phwong an, trong dé 2 phwong an "gan
dung" dé budc ngwdi lam phai hiéu sau méi phan biét dwoc

*  Gii thich dap an phai trich dan ngudn cu thé

°  Phan bd déu cau hdi theo cac chwong/phan cia tai liéu

Nghién cru tinh hudng - Giang vién dai hoc tao dé thi Thay Phong, gidng vién Kinh té vi md, méi hoc ky
tao 3 bo dé thi cho 4 1&p - 12 bé d&/ndm. Quy trinh méi: upload gido trinh + slide vao Notebook, tao Quiz
"Nhiéu hon" + "Khé" — nhan 35-40 cau, loc chon 30 cau + thém 5 cau tw soan. Tao thém 2 bd voi nguén
khac bat/tit dé c6 dé khac. Thoi gian méi bo dé: tir 4 tiéng xudng 30 phut. Chét lwong: cau héi bam sat noi
dung giang day vi tao ttr chinh tai liéu giang vién dung.

4.8 Db hoa théng tin (Infographic) - Trwc quan héa

kién thirc Hinh 1.24: Chtrc ndng tao infographic Khi ndo ching ta can dung Infographic? Infographic phu
hop khi truyén dat théng tin phirc tap bang hinh anh, dd hoa. D&c biét khi nguwdi nhan khéng cé thdi gian
doc tai liéu dai. Cac trwerng hop dién hinh: tdm tat bao cdo thanh 1 trang trwc quan, poster cho sw kién/hoi
thao, chia sé kién thirc trén mang xa hoi, in poster dan tai van phong (quy trinh, chinh sach), bang so sanh
san pham hoac giai phap. Trwdc day viéc thiét ké 1 infographic dep, chuyén nghiép thwérng méat rat nhiéu
thoi gian. Nhwng véi sy hd tror clia Al, déc biét 1a NotebookLM, qua trinh nay gi¢» chi con tinh bang phut.
Sau day 1a mét vi du trc quan: Hinh 1.25: M6t Infographic mau dworc tao ra tir s& Notebook Hodc 1 vi du
khac vé infographic dang Story nhw sau: Hinh 1.26: Mét Infographic mau khac dworc tao ra tir s Notebook
Vay dau 1a cach dé ching ta tuy chinh Infographic?

1. Chon phong cach thj giac (Visual Style):
NotebookLM cung c&p 10 preset:
*  Bricks - Phong cach khdi xay, sang tao
* Professional - Doanh nghiép, trang trong
* Hoat hinh - Hoat hinh Nhat, phu hop ndi dung tré trung

*  Sketch - Phac thao tay, gian di va gan gii



* Instructional - Hwéng dan tirng bwde, phi hop gido trinh

* Scientific - Phong cach khoa hoc, phu hgp nghién ctru hoc thuat

°*  Editorial - Chuyén nghiép, sach sé&, pht hop bao co va thuyét
trinh

°  Bento Grid - B4 cuc dang lwéi module, t& chire dir liéu rd rang

* Clay - Phong cach dat nan 3D, hién dai va doc dao

*  Kawaii - Phong céch vui nhon, nhiéu mau sac, gidm céng thang
khi hoc Ngoai ra chiing ta c6 thé "Custom" d& mé ta phong cach riéng.
2. Gi¢i han ndi dung:
3. M6 ta cu thé:

System Prompt nap vao phan tuy chinh clia Notebook tdi wu cho Infographic KHI TAO DO HOA THONG
TIN HOAC TOM TAT TRU'C QUAN:

°*  Gidi han téi da 7 diém chinh méi infographic

*  M@i diém phai cé: tiéu d& ngan (<5 tlr) + md ta (€15 tir)

*  Uutién sb liéu va so sanh truc quan

*  Néu néi dung qua nhiéu: dé xuat chia thanh loat (series)

*  Sap xép theo logic: thdi gian, quy trinh, hodc mirc dd quan
trong

°*  V6i bang so sanh: t6i da 5 cot dé khong qua chat



Nghién ctru tinh hudng - Startup EdTech tao content marketing Chj Linh, Quan ly Noi dung tai startup
EdTech, can 4 infographic/tuan cho LinkedIn va Facebook. Truwéc day mét 1-2 tiéng/tAm trén Canva hodc
chi 500k-1 triéu VND/tAm cho freelancer. Gi¢': upload bai blog — tao Infographic phong cach Bento Grid —
tai hinh — thém logo trén Canva (2 phat) — dang bai. Thoi gian: 10 phat/tdm (thay vi 2 tiéng). Chi phi giam
80%. Lwu y quan trong: Infographic 1a hinh &nh, khéng chinh stra text dwoc sau khi tao, néu khéng hai long
phai tao lai. Vi vay Font tiéng Viét ddi khi hién thi chwa hoan hao, ban can kiém tra dau truwéc khi siv dung.
Cé mot cach sira dé dang la truy cap vao Canva Al va ban chon tinh nang Edit (Stra) > Magic Studio
(Chinh stra nghé thuat) > Text (Chon van ban) Hinh 1.27: Chinh stra van ban véi tinh nang Grab Text
(Chon van ban) trén Canva Al Hinh 1.28: Chon dwgc va stra ttrng van ban sau khi Grab Text thanh cong
Chuc cac ban thanh céng v&i nhirng Infographic chuyén nghiép.

4.9 Bang dir liéu (Data Table) - CAu triic héa théng tin

ttr tai liéu phi cAu trac Hinh 1.29: Tinh n&ng chuyén ddi théng tin thanh bang di liéu Khi nao dung Bang dir
liéu? Day 1a mot tinh ndng méi nhat trén NotebookLM. Tuy nhién bang di liéu 1a output it dwgc chi y nhét,
néu chung ta ndm virng cach khai thac thi cwe ky hiru ich cho ai can trich xuét théng tin c¢é cAu tric tir tai
liéu phi cau trac. Vi du: trich xuét sé liéu thdng ké tr bao cao 100 trang thanh bang, téng hop danh muc
san pham/dbi tac tir nhiéu tai liéu, trich xuat FAQ tir tai liéu hwdng dan, 1ap bang timeline sy kién tw tai liéu
dw an. C4 nhan téi rat thich tinh n&ng nay. Vay dau la cach tao Bang di liéu hiéu qua? Mo t& mau - Trich
xuét div liéu tai chinh: "Tao bang v&i cot: Chi sb tai chinh, Gia tri Q3, Gia tri Q4, % Thay déi, Danh gia
(T6t/Trung binh/Kém). Trich xuét tat ca sé liéu tr hai bao cao quy." M6 td mau - Tao bang FAQ: "Tao bang
FAQ tw tai liéu hwéng dan sédn phdm. Cot 1: Cau héi thuwdng gap. Cot 2: Cau tra 16i (tdi da 2 cau). Cot 3:
Trang tham kh&o. S3p xép t¥ co ban dén nang cao." M6 t& mau - Bang so sanh: "Tao bang so sanh 5 nén
tang Al dwoc dé cap trong tai liéu. Cot: Tén nén tang, Tinh nang chinh, Gia, Biém manh, Diém yéu, Phu
hop cho ai." Hinh 1.30: Tuy chinh bang di¥ liéu System Prompt nap vao phan tuy chinh ctia Notebook téi
wu cho Bang di¥ lieu KHI TAO BANG DU LIEU HOAC TRICH XUAT THONG TIN CAU TRUC:

*  M@i 6 trong bang phai cé thong tin ngén gon, cu thé

° Vi sé liéu: ghi rd don vj va thdi diém

°*  Luén ghi ngudn tai liéu va trang cho méi dong di liéu

*  Néu thong tin khéng co trong tai liéu: ghi "N/A" thay vi
suy doan

*  Sé&p xép theo logic phu hop: thei gian, mirc wu tién, hodc

alphabet



°  V&ibang so sanh: thém dong "Tom tat" & cudi néu két

luan Nghién ctru tinh hudng - PM tdng hop requirements tir 8 phong ban Chi Hoa, Project Quan ly tai cong
ty phdn mém, nhan yéu cau ERP tir 8 phong ban - 45 trang, khong format thdng nhat. Upload 8 File, tao
Bang di liéu: "Tém tat yéu cau thanh bang: STT, Phong ban, Yéu cau cu thé, Mlrc wu tién (cao/trung
binh/th4p), Module ERP lién quan, Ghi chi. Sap xép theo mirc wu tién." Két qua: bang 65 dong, td chirc rd
rang trong 3 phut. Tir 45 trang roi rac — 1 requirements matrix cé cau trdc. Thoi gian: 3 phut (thay vi 2
ngay tdng hop tha cong). Piém manh d&c biét ctia Bang dir liéu: Trich xuét cross-source: Al kéo data tir
nhiéu tai liéu ngudn gdp vao moét bang - cdng viéc con ngudi mét rat nhiéu thoi gian. Tw ddng phan loai:
khi yéu ciu cot "Phan loai" hodc "Mrc wu tién", Al suy luan tir nglr canh tai liéu. Xuat dé dang: bang
copy-paste vao Google Sheets hodc Excel, gitr nguyén cau tric cdt. Ching ta da di qua ca 9 tinh ndng cta
phan OUTPUT (céac dinh dang dau ra). Nhwng dé la nhirng tinh ndng riéng 1é. Chuyén gi sé xay ra néu
chung ta két hop nhiéu tinh nang nay véi nhau nhi? Néi dung phan tiép theo sé giai dap cho ching ta chi
tiét. Va day ciing la cach ma téi tan dung theo 1 Quy trinh quy trinh dé khai thac tdi da sirc manh cta
NotebookLM.

4.10 Két hop céac tinh nang - Quy trinh hoan chinh

Tao Quy trinh theo hinh thirc 5 s&n pham dau ra tiv 1 bo tai liéu DAy la quy trinh hiéu qué nhat cho nguoi
can t6i da hda gia tri tlr mot bo tai liéu: Buwdc 1 - N&m tdng thé (10 phut): Tao dau ra la So dd tw duy — Doc
cau tric — Xac dinh 3 cau héi quan trong nhat can tra |&i. Bwédc 2 - Dao sau (20-30 phat): Trong phan
PROCESS (Tién trinh) Chat chung ta héi 3 cau hdi d6 — Tt méi cau tra |oi, dat 2- 3 cau héi dao sau tiép
theo — Click cac trich dan dé doc doan gbc. Buéc 3 - Tdng hop (5 phut): Tao Tai liéu tém tét bao cao dé
c6 tém tat cé cAu truc. Budc 4 - Chia sé kién thirc (15 phut): Tao Tdng quan Am thanh véi System Prompt
nap vao phan tly chinh cia Notebook phti hop véi dbi twong chia sé. Buéc 5 - Kiém tra va dao tao (10
phut): Tao Quiz 15-20 cau dé tw kiém tra hodc dung cho team. Bai Tap dé ban thuwc hanh RECALL - Nh&
lai cac ché do va style Ké tén 3 ché dd phong cach ctia Tédng quan Am thanh. Video style ndo phi hop cho
tutorial ky thuat? APPLY - Tao 3 output ttr cung 1 b tai liéu Chon mét bé tai liéu ban cé. Tao: 1 Téng quan
Am thanh v&i custom prompt, 1 So' @6 tw duy va 1 Quiz. So sanh théng tin méi output cung cip. CREATE -
Thiét ké quy trinh ca nhan Thiét k& mét quy trinh '5 buéc' phi hop véi cong viéc hoac hoc tap cua ban. Ghi
lai thoi gian thuc té tirng bude.

5. Bao mat, phan loai tai liéu trwwée khi upload

Khi t6i trinh bay NotebookLM trong cac khda dao tao doanh nghiép, cau hdi xuat hién nhiéu nhat khéng
phai vé tinh nang, ma la: "Thay cho hai liéu Google co 4y di¥ liéu tir tai liéu cta to6i khdng?" Vay ching ta
cung xem Google da théng bao gi? Theo trang Privacy and Terms of Use in NotebookLM chinh thirc cua
Google, ndi dung ban upload, cau hdi ban d&t va cau tra & clia Al méc dinh khéng dwoc dung dé huan
luyén md hinh Al nén tadng. Ngudn tai liéu ban tai 1&n 14 riéng tw, trir khi ban chd déng chia sé notebook.
Tuy nhién, "khéng dung dé train Al" khac v&i "khong ai ¢ thé xem" va chi tiét & day phu thudc vao loai tai
khoan ma ban dang dung. Véi tai khoan Google Workspace hodc Workspace for Education, cam két ciia
Google la manh nhét: néi dung khéng bi con ngudi xem xét va khong dwoc dung dé train Al, ngay ca khi
ban bdm nut phan héi (thumbs up/down). Pay la ly do t6i ludn khuyén nghi doanh nghiép st dung



Workspace thay vi tai khoan ca nhan. Ngoai ra, theo Chinh sach quyén riéng tw chung ctia Google (ap
dung cho moi dich vu, khéng riéng NotebookLM), Google c6 thé tiét 16 dir liéu khi co yéu ciu phap ly hop
l&. Didu nay dung véi bat ky dich vu ddm may nao ban s dung. Nhwng cho du Google béo vé tét dén dau,
trach nhiém phan loai tai liéu trwédc khi upload van thuéc vé ban. Google cam két khéng train Al trén di liéu
ctia ban, nhwng ho khong thé biét File ban dang kéo tha vao notebook la bao cdo nganh céng khai hay hop
ddng M&A dang trong giai doan bdo mat. Quyét dinh "c6 nén upload hay khéng" phai dén t& chinh ban
ho&c td chirc ctia ban, dwa trén mirc dd nhay cam clia tirng tai liéu. Cach don gian nhat dé ra quyét dinh
do 1a c6 sén moét ma trén phan loai. Ma tran phan loai tai liéu 4 cép, héi trwéc khi upload: Cép Loai tai liéu
Hanh déng Cép 1, Coéng khai Sach, bao cdo nganh, tai liéu dao tao chung, SOP khéng nhay cdm Upload
truc tiép Cap 2, Noi bd Khao sat nhan vién (da tdng hop), email ndi bd, bao cao kinh doanh An danh héa
— Upload Cép 3, Bi mat Ké hoach M&A, R&D chwa bao hd, P&L chi tiét, hop ddng thda thuan bado mat -
NDA (Non-Disclosure Agreement) Chi dung NotebookLM Enterprise Cap 4, CAm Tai liéu mat qudc gia,
password/API key, hd so'y t&, Pll khach hang (CCCD, SDT) Khéng upload, khéng c6 ngoai & D& checklist
nhanh, ban nén trd 10i 5 cau héi sau day trwdc khi upload tai liéu clda ban 1én: Cau 1: Tai liéu co6 chira
thdng tin ca nhan (tén, SBT, CCCD) ctia ngudi khac khéng? Cau 2: Tai liéu co bi phan loai "Bao mat" theo
quy dinh ndi boé khéng? Cau 3: Co théa thuan bdo mat rang budc khong (NDA)? Cau 4: Ban dang dung tai
khodn ca nhan hay Workspace? Cau 5: Ban cé 6n néu tai liéu nay bi yéu cau tiét 16 theo lénh tdoa? Néu 1a
tai liéu tlr cAp 2 t&i cip 3, ban can tién hanh loai bd théng tin nhay cdm hodc &n danh hoéa dir liéu trwdc khi
upload. Nguyén tac xuyén subt 1a: mé ta cau trac di¥ liéu cho Al, khdng bao gid dwa di liéu that cho Al.
Ban c6 thé sir dung mét trong ba cach sau day. Cach 1: Thuc hién thi cong bang Find & Replace (dwdi 10
trang) Day 1a cach don gian nhat, phu hop véi tai liéu ngan hodc chi cAn &n danh mét vai trwdng cu thé.
M@ File Word, duing Ctrl+H (Find & Replace) dé thay tén nguoi, sb dién thoai, ma CCCD, tén cong ty bang
théng tin gid. Vi du: "Nguy&n V&n A" thanh "NV_001", sé dién thoai "0912.xxx.xxx" thanh "SBT_001". Lwu y
quan trong: trwéc khi thay, ban hay tao mét File anh xa (mapping) riéng, ghi lai ban gbc twong ¢ng véi ma
thay thé. File nay lwu riéng & may ca nhan, khéng upload 1&n bat ky dau, dé khi can ban van két néi lai
dwoc voi div liéu gbc. Cach 2: St dung Python Script (trén 10 trang va phai lp lai thweng xuyén) Khi tai
liéu dai ho&c ban phai 4n danh nhiéu File ciing ltic, 1am thd cong sé rat mét thoi gian va dé sét. Luc nay
ban c6 thé nhd Al viét sdn mot doan Python script dé tw dong hda. Nhé nguyén tac: ban mé ta cau tric va
quy tac thay thé, khéng paste dir liéu that vao prompt. Prompt mau: Viét cho t6i mét Python script thuc
hién cac viéc sau:

1. Poc File .docx d4u vao tlr mot dwéng dan trén may tinh.

2. Tim va thay thé tat ca cac mau (pattern) sau:

S dién thoai Viét Nam (dang 09xx, 03xx, 07xx, 08xx, 10 s6) — thay bang
"SBT_001", "SDT_002",... tang dan.
*  S6CCCD (12 chiv s6 lién tiép) — thay bang "CCCD_001", "CCCD_002",... tang

dan.



*  Email — thay bang "email_001@masked.com", "email_002@masked.com",...

tang dan.

3. Xuét ra hai File: mét File .docx da an danh va mét File mapping.csv ghi lai

bang anh xa gitra ma thay thé va gia tri gbc, dé tdi co thé truy ngwoc khi can.

4. Script chay hoan toan offline trén may ca nhan, khéng goi API hay gti di¥ liéu

ra ngoai. Néu tai liéu clia ban cé thém trwéng dac thu (ma nhan vién ndi bd, tén dw an, sb hop déng...),
ban chi can bb sung mé ta pattern vao prompt, vi du: "Ma nhan vién c6 dang NV-XXXX (NV- theo sau b&i 4
chi» s6) — thay bang MNV_001, MNV_002,...". Khéng can dwa vi du that. Script nay chay hoan toan trén
may ban, di liéu khéng di dau ca. Chay xong, ban kiém tra lai File du ra, git File mapping.csv & ché an
toan, réi upload File da &4n danh 1&n NotebookLLM. Céach 3: S& dung VBA Macro (cho nguoi dung Excel)
Néu di liéu nhay cdm nam trong bang tinh Excel va ban quen duing Excel hon Python, VBA Macro la lva
chon phu hep. Quy trinh twong tw: nhd Al viét code VBA trwéc, roi chay code dé trén File Excel & may ca
nhan. Tuyét d6i khong upload File Excel chira di¥ liéu that I&n Al rdi nhe viét code &n danh vi lam vay
nghia la Al da "nhin thay" toan bd di liéu gbc, mat hét y nghia cta viéc &n danh. Prompt mau: Viét cho toi
mot VBA Macro trong Excel thue hién cac viéc sau: 1. Duyét qua cot B (ho tén) va cot D (sé dién thoai)
trong sheet "DuLieu”, tr dong 2 tr& di.

2. Thay méi gia tri trong cot B bang ma "HoTen_001", "HoTen_002",... tdng dan.

Thay mdi gia tri trong c6t D bang "SBT_001", "SBT_002",... tdng dan.

3. Ghi bang anh xa (gia tri géc < ma thay thé) vao mot sheet méi tén "Mapping".

4. Sau khi chay xong, t6i sé xda sheet "Mapping", lwu riéng ra File khac, chi git

lai sheet "DuLieu" da &4n danh. Ban diéu chinh tén cot, tén sheet cho khép véi File thuc té cla téi. Sau khi
chay Macro, luu sheet Mapping ra mot File Excel riéng & may ca nhan, xéa sheet d6 khdi File gbc, roi xuét
sheet di¥ liéu da an danh sang dinh dang .csv dé upload I&n NotebookLM. Duing .csv vi day |a dinh dang
text thuan, ban c6 thé mé bang Notepad dé kiém tra I&n cubi xem con sét théng tin nhay cdm nao khéng
trwde khi upload.

6. NotebookLM da tich hgp ngay trong Gemini

<i>Hinh 1.31: NotebookLM tich hop tryc tiép trong giao dién Gemini dudi tén Sé ghi chi Néu ban dang diing Gemini
(gemini.google.com), cé thé ban da nhan ra mot thay ddi Ién: NotebookLM khéng con chi tén tai & trang web riéng



notebooklm.google.com. Google da tich hop toan bd strc manh ciia NotebookLM truc tiép vao giao dién Gemini dwéi tén goi
S4 ghi cht (Notebooks). S ghi chi trong Gemini la gi? Nhin vao thanh sidebar bén trai ctia Gemini, ban sé& thay muc Sé ghi
cht ndm ngay trén cac muc Cudc trd chuyén, Thuw vién va Gem (tro ly tly chinh ctia Gemini). Bay chinh 1a NotebookLM,
nhwng dwoc nhing thdng vao trinh duyét Gemini dé& ban khéng can chuyén tab. 3 diém cét I6i ctia S ghi cha trén Gemini:
Tinh n&ng M6 t& Phan chia cudc trd chuyén theo chi d& Mbi S ghi chii = 1 Notebook riéng biét, gitip tach biét cac dw an
nghién ctru Tai tdi da 50 ngudn tai Ién vé&i ban mién phi, 300 ngudn tai Ién véi ban Pro Giéng NotebookLM gébc, hé tro PDF,
Google Docs, Slides, website, YouTube Dat chi dan tily chinh Twong dwong System Prompt nap vao phan tily chinh ctia
Notebook, kiém soat cach Al tra 1&i trong tirng S& ghi chi Lwu y quan trong: Nhirng tép ban thém vao Sé ghi chi dwéi dang
Nguén trong Gemini s& khong duoc truc tiép dung dé& huan luyén cac mé hinh Al clia Google. Cac cudc trd chuyén vaéi Sb ghi
chu s& dwoc lwu theo ché d6 cai dat Lwu gitr hoat ddng clia ban. Ban cé thé kiém tra va diéu chinh cai d&t nay trong phan
Théng bao vé& quyén riéng tw. Hinh 1.32: Tuy chinh sb ghi chi NotebookLM trong Gemini Viéc tich hop nay hivu ich gi cho
ban? Néu ban d& quen dung Gemini dé& chat, brainstorm, viét n6i dung, gi& ban cé thé chuy&n sang ché d6 "nghién ctru cé
ngudn" chi bang mét cu click vao S ghi chi. Khong cdn mé tab maéi, khéng can chuyén dbi cong cu. Moi thtr ndm gon trong
mot giao dién.</i>

7. GEM + NotebookLM: Tao trg ly Al chuyén gia

véi tri thiee riéng Hinh 1.33: M@ tror ly GEM trén Gemini Néu phan 6 trong chuong nay cho ban thay
NotebookLM dang “séng" trong Gemini, thi phan tiép sé& cho ban thay NotebookLM "sbng" trong tro' ly Al ca
nhan cla ban. Day la tinh nang ma theo kinh nghiém dao tao cua toi, it ngwoi biét nhwng lai cw'c ky manh
mé. GEM (Gemini Expert Model) la gi? GEM la tinh nang cho phép ban tao tro ly Al tuy chinh trong
Gemini. M&i GEM c6 thé dwoc cu hinh véi tén riéng, mé ta, chi dan (System Prompt nap vao phan tuy
chinh ciia Notebook) va quan trong nhéat: Tri thirc (Knowledge). D4u ndi: NotebookLM lam Knowledge
Base cho GEM Hinh 1.34: D4u ndi Notebook lam Knowledge Base cho tro ly GEM trén Gemini Khi tao
ho&c chinh stra mot GEM, trong phan Tri thirc, ban sé thay nut NotebookLM. Click vao day, ban co thé
chon bat ky S& ghi chu (Notebook) ndo d tao dé 1am nguén tri thirc cho GEM dé. Y nghia thuc tién: Trudc
(khéng co két nbi) Sau (GEM + NotebookLM) GEM chi dwa vao chi dan van ban (prompt) GEM c6 toan bd
tai liéu 1am nén tang tra |&i Tra &1 dwa trén kién thire chung Tra &1 neo chat vao tai liéu ndi bo, co trich dan
Phai paste théng tin vao méi cudc chat Tri thirc "séng" lién tuc, khdng can nhap lai Vi du thuc té: Ban tao 1
GEM tén "Tro ly Phap ché" véi chi dan: "Ban la chuyén vién phap ché. Tra 161 moi cau héi dua trén tai liéu
ndi bd." Sau d6 gan Notebook chira toan bd hop déng, quy ché, NDA clia cdng ty vao phan Tri thirc. Két
qua: b4t ky nhan vién nao héi GEM déu nhan cau tra 1&i chinh xac, c6 trich dan nguén, ma khoéng can biét
NotebookLM & gi. Pay chinh |a twong lai gan cla NotebookLM: Khéng chi la noi ban dén dé nghién ctu,
ma la "bd néo tri thirc" chay ngém phia sau moi tr¢’ ly Al ban tao ra. Upload mot l&n, dung moi noi. Vi sao
lai 1a 24 tinh hubng? M6t ngay c6 24 gio. Khéng hon, khéng kém. Ai cling c6 ding 24 gid, tr CEO quan ly
nghin nhan sw dén sinh vién nam cudi chuan bj luan van. Sy khac biét khong nam & sé gi, ma ndm &
cach ban tan dung tirng gier. Ngudi danh 2 gid doc lai 300 trang tai liéu dé tim 1 con sb va nguoi dung
NotebookLM dé c6 con sé dé trong 2 phut, ca hai déu "lam viéc chdm chi." Nhuwng ngwdi thir hai con dw 1
gi®» 58 phut dé phan tich, ra quyét dinh va hanh déng. 24 tinh hudng trong cuén sach nay giéng nhw 24 gi®
trong ngay. Méi tinh hudng khang chi day ban mét ki ndng, ma tra lai cho ban thdi gian. Thoi gian ma
trwdc day ban dung dé luc tai liéu, tdng hop thl cong, hay chd doi ngudi khac xtr ly. Phan Tinh huéng
Danh cho



1 Nang cao hiéu suat nghién ctru véi Monica Al

Néu ban muén moét tro' ly Al ddng hanh ngay trén trinh duyét web, gidp tém tat nhanh moi
video YouTube, trang web, doc PDF va chat théng minh moi Iic moi noi, hay trai nghiém
Monica Al. Céng cu nay tich hop cac md hinh Al manh mé nhét hién nay dé t6i wu héa nang

suat lam viéc cla ban.

</div>


https://monica.im/invitation-affiliate?ref=odc0m2e&ref_aff=odc0m2e

Phan 1

ca nhan th01 — th0S8

Sinh vién, freelancer, nguwdi tw hoc. "8 gid" dau tién dé trang bij vi khi ca nhan



Phan 2

khoi

nghiép THO9 — TH16 Nha sang tao ndi dung, kh&i nghiép. "8 gio" tiép theo dé xay dwng hé
théng



Phan 3

to chirc th17 — th24

Doanh nghiép, té chirc. "8 gid" cudi cing d& nhan réng quy mé Néu ban tan dung tét 24 gio,
ban chién thang trong cudc dua thoi gian. Ciing gidng vay, khi ban phai tiép can, lwu try, ghi
chu va phan tich lwong thong tin khéng 16 mbi ngay, NotebookLM chinh 1a thi gitip ban
chién thng. Khéng phai bang cach 1am nhiéu hon, ma bang cach lam dung hon



ca nhén, hoc tip & phat trién

8 tinh hudng danh cho sinh vién, freelancer, nguoi tw hoc va bat ky ai mudn khai thac tai liéu
ca nhan hiéu qua hon.



Tinh hudng 01

tém tat sach 200 trang trong 10 phut

| Muc tiéu | Thoi gian | Input | Output |

<b>Nam virng ndi dung <b>15-20 <b>PDF sach (dwé&i <b>Tém tat + Mind Map +
cudn sach chuyén nganh  phut</b> 500.000 twr)</b> Audio + Slide +
ma khéng can doc tir dau Infographic</b>

dén cudi</b>

Cau chuyén mé dau

Ba thang. D6 1a khoang thdi gian may cudn sach chuyén nganh ndm im trén ké cla tdi, gdy sach con mai,
t6i mua vi can nhwng chwa cé budi tdi nao du dai dé doc. Téi hom Ay, cau chuyén clia anh can bo ky thuat
trong L&i mé dau c tré lai trong dau t6i. Anh da dbi chiéu 350 tai liéu tiéng Nhat trong 3 ngay, viéc I& ra
ngdn ctia anh 2 tudn. Toi nhin sang ké sach va tw hdi mot cau rat that, néu cong cu 4y lam dwoc nhw vay
véi 350 tai liéu, tai sao tdi van d& mot cudn 300 trang danh bai minh subt 3 thang. Téi lay xubéng cudn vé
quan tri rdi ro, cubn day nhat va bi bé lai lau nhét. Upload, thiét 1ap System Prompt, dat cau hdi. Muwoi 1&m
phut sau, trén man hinh 1a ban tém tat ¢ cu tric, mot Ban dd tw duy phéac toan bo kién tric cubn sach
cung danh sach 5 framework cét 16i. Sang hém sau t6i nghe ban Téng quan bang am thanh dai 18 phut
trén dwdng di lam, nghe xong thi vira t¢i cdng van phong. Diéu lam t6i ngdi lang moét ltic khéng phai téc d6.
Van dé chua bao gi¢» |a toi thiéu thdi gian doc sach. VAn dé la cach doc truyén théng da khong con theo kip
lwong tai liéu ma moét ngudi di lam phai x&r ly méi tuan.

Vi sao phwong phap nay hiéu qua

Nghién ctru clia Roediger va Karpicke tai Dai hoc Washington
(2006) [1] chi ra réng viéc chi ddng truy xuét thong tin (tw kiém

tra kién thirc) gitp ghi nhé dai han vwot troi so véi doc thu ddng. Ly thuyét hoc da giac quan (Paivio, 1986)
[6] con chirng minh kién thirc dwoc ma héa ddng théi bang text, hinh anh va am thanh sé ghi nhé tét hon
nhiéu. NotebookLM dap (rng ca hai nguyén tac: dat cau hdi = tw kiém tra kién thirc; tao Mind Map = ma
héa hinh anh; nghe Audio = ma héa &m thanh. M6t cudn sach 300 trang dwoc chuyén thanh 4 dang: text
tém tat, so' do, audio va slide.

Hwéng dan thuc hién tirng bwéc

##H## Buoc 1. chudn bi Input



Chon cubn sach PDF, dat lai tén file theo quy tdc & Chuwong M& (M.6):

2026-01_Sach_QuanTri Rui Ro_Basel I | | . pdf . Néu sach dai trén 300 trang, chia thanh 2-3 file theo
cum chwong trwdc khi upload (co ché chia nhd tai liéu xt ly file ngan chinh xac hon). Kinh nghiém cia téi:
Tao thém file .txt ghi 5-10 cau héi ban mudn cudn sach tra 1&i, upload cung sach. NotebookLM sé lién két
cau haéi v&i néi dung, giup ban doc cé muc dich.

#HHH# Budc 2. thiét lap System Prompt

Vao phan Binh cAu hinh (Customize), paste System Prompt: Ban la tro' ly doc sach chuyén nghiép. Nhiém
vu: gilp t6i ndm virng ndi dung cudn sach da upload trong thdi gian ngan nhat. Nguyén tac:

(1) CHI trich xuét tlr ndi dung cudn sach, khéng bé sung kién thirc
bén ngoai.

(2) Ludn ghi rd s6 trang hodc chuwong ngudn khi trich dan.

(3) Phan biét [Y CHINH] va [Vi DU] truéc mbi luan diém.

(4) Néu tac gia dwa ra framework, liét ké ré: Input — Quy trinh —
Output.

(5) Uu tién théng tin rng dung thuc t&, bd qua ly thuyét triru twong.

B&i canh: Téi 1a [vai trd] cAn ndm nhanh ndi dung dé [muc dich cu thé]. Format: Tiéng Viét. Mbi cau tra |oi
t6i da 4 doan. Két thic bang 2 cau héi goi y. Khdng dung dau gach ngang dai (em-dash).

#HHH Budc 3. cau 1énh goi v kit (4 cau lénh goi y tuan tw)
##HH# Cau 1énh goi ¥ 1: blre tranh tdng thé

Hay tém tat toan bo cudn sach nay thanh 3 phan:

1. CHU BE CHINH: Cubn sach néi vé diéu gi? (3-5 cau)
2. CAU TRUC: Liét ké cac chuong/phan chinh va y cét 15i

3. 5 PIEM THEN CHOT: 5 insight quan trong nhat. Ghi ré s trang.



Cau l&énh goi y nay cho ban "ban dd" cubn sach, biét nén dao sau chwong nao.
###H# Cau lénh goi y 2: framework va mo hinh

Tac gia gi¢i thiéu nhirng mé hinh, framework, quy trinh nao? Liét ké dang bang: Tén goi + Trang | Muc
dich | Cac bwéc chinh | 1 vi du (ng dung t» sdch Nam dwoc framework = ndm xwong séng cubn sach.

##HH# Cau 1énh goi v 3: phan bién va tdng hop
1. Luan diém nao co6 béng chirng manh nhat? (trich dan cu thé)
2. Luan diém nao con thiéu di liéu?
3. Néu chi cé 3 phut thuyét trinh vé cubn séach, t6i nén néi gi?
4. Sach phu hop véi ai? Ai KHONG nén doc?
Phan "3 phut thuyét trinh" budc Al chét loc ban chat xudng mirc tinh nhét.
###H# Cau lénh goi y 4: ké hoach hanh dong
Tao KE HOACH HANH DONG 7 NGAY:

*  Mbingay 1 viéc cu thé ap dung kién thirc tir sach

*  Uutién tac dong I&n, it tbn thoi gian

*  Gé&n mbi hanh déng véi framework/chwong cu thé

Dang bang: Ngay | Hanh déng | Framework lién quan | Thoi gian can Bién cudn sach tir "doc xong dé day"
thanh "doc xong lam ngay."

#HHH Budc 4. tao san pham tir studio
Click d4u > bén phai mbi output d& mé& tuy chinh.

#HH# San pham 1: ban dd tw duy (Mind Map)



Vao Studio, chon Ban dé tw duy, bAm Tao. Al vé so dd cau tric toan bd cubn sach. Screenshot réi lwu vao
OneNote ho&c Notion, mdi khi cAn nhé lai chi can liéc qua.

#HHH# San pham 2: tbng quan bang am thanh (Audio overview)

Chon dinh dang "Tém tét" (5-8 phut) ho&c "Tim hiéu sau" (15-20 phat). Nhap mé ta: Tap trung vao 5y
chinh va 3 framework cét 16i. Giai thich don gian, dung vi du d&i thwdng. Danh 2 phat cudi tém tét "3 diéu
nén lam ngay sau khi nghe." Kinh nghiém cua t6i: Téi nghe Audio Overview trén dwong di lam. 18 phut,
twong dwong vai bai nhac, ndm dwoc ndi dung sach 250 trang. Nghe lan 2 sau vai ngay, mirc ghi nhé ting
rat cao nho hiéu &ng hoc gian cach.

##HH# San phadm 3: ban trinh bay (presentation)

Chon "Chi tiét", nhap mé ta: Tao bai trinh bay 12 slide tbng hop ndi dung cudn sach [tén sach]. Phong
cach: chuyén nghiép, méi slide téi da 5 bullet points. Tiéng Viét. Noi dung tirng slide (Slide Mockup): Slide
Tiéu d& Noi dung chinh 1 Tiéu dé + Tagline Tén sach, tac gia, ly do dang doc. "Tir 200 trang xudng 10
phut." 2 Vi sao can doc sach khac di? Nghich ly "nhiéu théng tin, it kién thire." Sé liéu Roediger. 3
NotebookLM gidi bai toan thé nao? RAG + Grounding. ChatGPT "nghi ra", NotebookLM "tim trong sach." 4
Buwdc 1: Chuén bi tai liéu Dat tén ISO, chia PDF, file cau héi di kém. 5 Buwéc 2: System Prompt 5 nguyén
tac cét 16i. Block code System Prompt. 6 Bwédc 3: Cau lénh goi y 1-2 Bl tranh tbng thé + Framework. 7
Buwdc 3: Cau lénh goi y 3-4 Phan bién + K& hoach hanh déng. 8 Budc 4: Studio 4 output: Mind Map, Audio,
Slide, Infographic. 9

Két qua: trwdc vs sau

Bang so sanh 4 tiéu chi. 10 Meo thuc té File cau héi, chia PDF, nghe Audio 2 1an. 11 Kinh nghiém tac gia
12 cudn sach/3 thang. Hai trwdrc, tim sau, tao san pham cudi. 12 Tém tat + Bwéc tiép theo Link THO2,
THO5. QR code Cau lénh goi y Kit. Hinh 2.1: Ban trinh bay (Presentation) v&i chii dé& tém tat sach tir
NotebookLM

#HH# San pham 4: ban dd hoa théng tin (Infographic)

Cai dat: Hwong Doc, Mre chi tiét Cao, Phong cach Chuyén nghiép. Nhap mé ta: Infographic doc "Khai thac
sach 200 trang trong 10 phat":

*  Header: Tiéu dé + Tagline
*  Section 1: Vi sao doc truyén théng khéng hiéu qua? (2-3 s6 liéu)

*  Section 2: Quy trinh 4 buwéc (Chuén bi — System Prompt — Cau



[énh goi y Kit — Studio)

* Section 3: Bang Trwéc vs Sau

* Footer: QR code Cau Iénh goi y Kit
Téng xanh dwong chuyén nghiép, icon minh hoa méi budc.
#HHH# Budc 5. kiém tra va tai st dung

Kiém chirng 2-3 trich d&n quan trong bang cach dbi chiéu sé trang vai file géc. NotebookLM rat chinh xac
nhé Grounding, nhung nén danh 3-5 phut kiém tra dé tu tin chia sé.

Két qua: trwdc vs sau

Tiéu chi Trwéc Sau (NotebookLM) Thoi gian 4-6 gi& doc lién tuc 15-20 phat twong tac chi dong Ghi nhé
sau 1 tuan Thép (doc thu ddng) Cao (tw kiém tra kién thirc + hoc da giac quan) San pham dau ra Vai dong
highlight Tém tat + Mind Map + Audio + Slide Kha nang &p dung Nhé mang mang Ké hoach hanh déng 7
ngay cu thé

On tap - ap dung - sang tao

RECALL: Nghién ctru nao gidi thich tai sao doc chd dong hiéu qua hon doc thu dong? APPLY: Chon 1
cudn PDF trén ké sach. Upload, chay Cau lénh goi y 1, tao Ban do tw duy. BAm timer 15 phut. CREATE:
Viét 1 bai review sach 300 tur tir output NotebookLM, d&ng LinkedIn/Facebook. D6 1a giai doan CREATE
trong framework CAPTURE—CONNECT—CREATE.

L] Tao giong doc Al tiéng Viét chat lwong phong thu véi ElevenLabs

Mac du Audio Overview ctia NotebookLM rat tha vi nhwng hién tai chi hé tro tét tiéng Anh.
Dé san xuét cac tai liéu nghe, audiobook hay kich ban podcast tiéng Viét cé ngir diéu tw
nhién, biéu cadm chan thwc gidng hét ngudi that, ElevenLabs la sw lwa chon sb 1 thé giGi
hién nay.

Trai nghiém ElevenLabs ngay —

</div>


https://try.elevenlabs.io/wnzgc4po6iih

hoc nhanh 1 ky nang mai: roadmap 30 ngay

| Muc tiéu | Thoi gian | Input | Output |

<b>Xay 16 trinh tw hoc bt <b>30-45 phat  <b>3-5 tai liéu chat <b>Roadmap 30 ngay +

ky ky ndng nao tir tai lieu  thiét lap + 45 lwong</b> Quiz + Mind Map + Audio

gbc, cé6 moc kiém tra</b>  phut/ngay x 30 + Slide + Infographic</b>
ngay</b>

Cau chuyén mé dau

Cé nhirng linh virc ma ban vira doc xong mat tai liéu thi da co tai liéu méi phd nhan nira phan vira hoc.
Kién tric Al Agent, thir t6i cAn bd sung thoi diém do, ding la moét Iinh vee nhw vay, ctv mdi tuan lai thém
nghién ctru méi. Tai liéu cla t6i nam rai rac khép noi, 3 whitepaper ciia Google DeepMind, 2 bai phan tich
dai, 1 ebook vé k§ thuat cau Iénh va vai ban ghi webinar, téng cong hon 400 trang viét béng nhirng giong
khac nhau, c6 chd con mau thuan nhau. Néu doc tuan ty tirng ngudn, tdi sé méat hang tudn ma van khéng
ghép ndi chiing thanh mét 16 trinh. Nén téi lam ngwoc lai. Téi gom ca 6 tai liéu vao mot Notebook, thiét 1ap
System Prompt cho Al déng vai huén luyén vién hoc tap, rdi nhd né dwng 16 trinh 30 ngay, méi ngay 45
phat kém mot bai tp tw kiém tra. Al doc déng théi 6 ngudn va xép kién thire theo trinh tw ti wu, dung phan
viéc ma bd nao t6i khéng tai nao lam ndi. Chinh tw thang hoc dé, framework KWSR t6i van dung dé dao
tao Al Agent cho doanh nghiép ra d&i. M6t k§ nang mé&i khéng con la chuyén cta vai nam may mo, ma la
chuyén ctia mét 16 trinh dwg'c dwng dung cach.

Vi sao phwong phap nay hiéu qua

Nghién ciru tir Cepeda va céng sw (2006) [7] chirng minh rang chia nhé viéc hoc thanh cac phién ngan
cach nhau vai ngay cho hiéu qua ghi nhé gap 2 1an so véi hoc nhéi nhét. Anders Ericsson [8] cling chi ra
nguyén tac luyén tap cé chi dich: hoc hiéu qua nhét khi tap trung vao diém yéu cu thé, cé phan hdi ngay
va tdng dan do kho. Lo trinh 30 ngay ma NotebookLM tao danh dung ca hai: 45 phat/ngay da dé tiép thu
ma khong qua tai; cudi tudn cé Quiz kiém tra; dan tang d6 kho tao cdm giac tién bd do lwong duoc.

Hwéng dan thuc hién tirng bwéc

##H#H# Buwdc 1. chuan bi Input
Gom 3-5 tai liéu bd sung cho nhau (t6t hon 15 tai liéu I&p néi dung):
* 1 ebook nén tang cung cap kién thirc hé théng

* 1 syllabus khoéa hoc uy tin (Coursera, edX) cho c4u tric hoc



tbi wu
* 1 bai tdng hop dai (white paper) cho géc nhin cap nhat
° 1 transcript video/webinar bd sung kinh nghiém thyc hanh

Kinh nghiém cuia toi: Viét ra cau héi cbt 16i that cu thé. Khdng phai "Hoc Data Analytics" ma 1a "Phan tich
hiéu qua chién dich marketing tlr Google Analytics trong 30 ngay." Cau héi cang cu thé, 16 trinh Al tao ra
cang sat.

#HHH Budc 2. thiét lap System Prompt

Ban Ia huan luyén vién hoc tap chuyén nganh [Ky nang muc tiéu]. Nhiém vu: giup téi xay 16 trinh tw hoc
hiéu qua tir tai liéu da upload. Nguyén tac:

(1) CHI dung néi dung tir tai liéu da upload.

(2) Uu tién kién thirc 'NG DUNG NGAY trong cong viéc.
(3) Sép xép: Nén tdng — Thwc hanh — Nang cao.

(4) M&i goi y kém "Lam thé nao kiém tra toi da hiéu?"

(5) Néu tai liéu mau thuan, ghi nhan ca hai géc nhin.

Béi canh: [M6 ta ngan, VD: Marketer 3 ndm, can (ng dung data analytics]. Format: Tiéng Viét. Dung bang
khi liét ké 16 trinh. Khéng dung dau gach ngang dai.

#HHE Buoc 3. cau lénh goi v kit (4 cau 1énh goi y tuan tw)

#HHH# Cau 1énh goi v 1: khao sat pham vi kién thirc

Liét ké toan bo cha dé/ky nang con tir TAT CA tai liéu. M&i cht dé danh gia:
°  Muc quan trong: Cét 16i / Quan trong / Nang cao

*  Murc khd: D& / Trung binh / Kho



°*  Tailiéu nao cover tét nhat? Prerequisite?
Dang bang. Cho ban "ban dé" trudc khi bat dau hanh trinh.
##HH Cau lénh goi y 2: roadmap 30 ngay
Xay 16 trinh 30 ngay, méi ngay tbi da 45 phut:

*  Tuan 1: Nén tang (Cbt 16i + Dé)

* Tuan 2: Thuc hanh (C6t I6i + Trung binh)

*  Tuan 3: Nang cao (Quan trong + Kho)

*  Tuan 4: Téng hop + Tao framework ca nhan

Méi ngay: (a) Poc gi + sb trang, (b) Bai tap kiém tra, (c) Checkpoint cudi tuan Dang bang: Ngay | Chu dé |
Tai liéu (trang) | Bai tap Al tbng hop tr Cau I&nh goi y 1 dé tao 16 trinh t&i wu. Tudn 4 "Tao framework ca
nhan" bién kién thirc thanh cong cu cla riéng ban.

##HH Cau 1énh goi y 3: Quiz theo tuan
Tao cau héi tw kiém tra méi tuan (theo thang Bloom):
*  Tuan 1: 10 cau mirc Nhan biét + Hiéu
*  Tuan 2: 10 cau mirc Ap dung + Phan tich
*  Tuan 3: 5 cau m&rc Panh gia + Sang tao (tinh hudng thuc té)
*  Tuan 4: 3 cau "néu day ai kj nang nay trong 15 phut, ban ndi

gi?" Cé dap an trich tiy tai liéu ngudn. Cau héi "day lai 15 phat" & tudn 4 d&c biét hiéu qua vi ghi nhé khi
day nguoi khac 1én t&i 90%.

#HH# Cau 1énh goi v 4: kiém tra 16 héng

1. Chu dé& quan trong nao tai liéu hién tai CHU’A cover du sau?



2. Can tim thém loai tai liéu gi?

3. So véi syllabus khéa hoc uy tin, t6i cé bd sét phan nao?

4. Sau 30 ngay, t6i & mirc nao? Beginner / Intermediate /
Advanced? Giup ban biét gi¢i han tai liéu va cha déng bd sung.
#i## Budc 4. tao san pham tir studio

Click d4u > bén phai mbi output d& mé tuy chinh.

##HH San phadm 1: ban db tw duy (Mind Map)

Tao 2 ban: Ban 1 tr tAt c& ngudn cho blrc tranh toan canh; Ban 2 chi tiv syllabus (tat ngudn khac) cho thir
tw hoc tbi wu. So sanh 2 ban thay ngay tai liéu bd sung mé rong & dau.

#HH# San pham 2: tbng quan bang am thanh (Audio overview)

Cubi méi tuan, tao Audio dinh dang "Phé binh" (hai host Al thdo luan ndi dung tuan vira hoc): Tém tat noi
dung tuan [s6] trong 16 trinh hoc [k§ nang]. Giai thich 3 khai niém quan trong nhat bang vi du doi thwong.
D4t 3 cau hai kiém tra cudi cung.

#HHH# San phadm 3: ban dd hoa thdng tin (Infographic)

Hwéng Doc, Mire chi tiét Cao, Phong cach Téi gian: Infographic doc "Lé trinh tw hoc [k§ néng] trong 30
ngay":

Header: "30 Ngay x 45 Phit = 1 K§ Nang M&i"

Timeline 4 tuan: Nén tdng — Thwc hanh — Nang cao — Téng
hop

Nhip hang ngay: biéu db tron 20'+15'+10'

Checklist cudi tuan: Quiz, Audio, Mind Map

Footer: QR code Cau Iénh goi y Kit



Gradient xanh 13, icon méi tudn ———
##HH Bwdc 5. nhip thye hién

Hang ngay (45 phut): Poc theo 16 trinh, chat héi sau, ghi log hoc tap. Cubi tuan: Lam Quiz (dwdi 70% thi 6n
thém trudc khi sang tudn mai). Nghe Audio 6n tap. Cubi thang: So sanh ngay 1 vs ngay 30. Lam lai Quiz
tuan 1, nhivng cau tirng khé nay tré nén hién nhién. Kinh nghiém cla t6i: Sau 30 ngay, hay viét lai nhirng
gi da hoc: blog, ghi chu cho déng nghiép, hodc budi chia sé 15 phut trong team. Learning Pyramid cho thay
ghi nhé khi day ngui khac 1én t&i 90%.

Két qua: trwdc vs sau

Tiéu chi Trwéc Sau (NotebookLM) Lén ké hoach 2-3 ngay md mam 30-45 phut ¢é 16 trinh tirng ngay Thi
tw hoc Ngau nhién Nén tdng — Thuc hanh — Nang cao Do lwong tién do "Hinh nhw t6i hiéu" Quiz theo
tuan + Log + So sanh ngay 1 vs 30 S&n pham cubdi Ghi chu r&i rac Framework ca nhan + Blog + Audio 6n
tap

On tap - ap dung - sang tao

RECALL: Hiéu &ng hoc gian céch la gi? Vi sao 30 ngay x 45 phut hiéu qua hon nhéi nhét 12 gio? APPLY:
Chon 1 k§ nang, gom 3 tai liéu, upload, chay Cau lénh goi y 1 (Khao sat kién thirc). 10 phat cé birc tranh
toan canh. CREATE: Chia s& Roadmap cho 1 déng nghiép mudn hoc cung. Hoc cung, quiz nhau cudi tuan,
hiéu qua gap doi.



Tinh hudng 03
smart notes: bién ghi chii roi thanh hé thong

| Muc tiéu | Thoi gian | Input | Output |

<b>Bién ghi chu r&irac tir  <b>thirc c6 <b>Ghi chu cuéc hop, <b>Smart Notes +
nhiéu nguén thanh hé lién két 20-30  bai giang, sach (batky  Monthly Report + Mind
thong kién</b> phat thiét 1ap  format)</b> Map + Audio +
+10 Infographic</b>
phat/tuan</b>

Cau chuyén mé dau

M6t ban sinh vién dirng gitra hoi trweng héi tdi rang ghi chd nhiéu 1dm réi ma sao van quén. Hém Ay t6i ndi
chuyén v&i hon 200 sinh vién can bd I6p va can bd Poan clia mét triwdng dai hoc & Ha N6i. Toi héi ca hoi
trwdng ai thworng xuyén ghi chd ndi dung da hoc, gan nhw tat ca gio tay. T6i héi tiép ai vAn mé lai nhirng
ghi cha &y néu khéng bi ky thi bt buéc, con khoang 30 canh tay. Dén cau thir ba, ai tim dwoc ghi chu ci
dé dang khi can, chi con 9. Tir 200 xubng

9. D6 chinh |4 van dé. Céac ban thiéu mét hé théng gidp ghi chu con

hiru ich sau khi viét xong. Téi demo ngay tai I&p v&i 5 ban ghi chi mén Quan tri Nha hang do 5 ban khac
nhau ghi & cac tuan khac nhau, ban danh may co, ban chup tay cé. Tai da xin phép giang vién truéc.
Upload tat ca vao NotebookLM rdi chay cau Iénh dau tién. Al chi ra 3 trong 5 budi gidng déu xoay quanh
cung mot van dé la xt& ly khi khach phan nan, chi khac ngir canh phuc vu ban, buffet hay tiéc cwdi. Khéng
ban nao nhan ra dé la mét kj nang cbt 16i chay xuyén sudt mén hoc. Ban ghi chd riéng 18 thi khé thdy mau
chung, con Al nhin ra né trong vai phut. D6 1a khac biét gitra ghi chi dé lwu va ghi cha dé dung.

Vi sao phwong phap nay hiéu qua

Phwong phap Zettelkasten clia Niklas Luhmann (hé théng héa béi Sénke Ahrens, 2017) dwa trén ba
nguyén tac: méi ghi chu phai doc Iap, ngén gon va quan trong nhat |a lién két v&i ghi cha khac. Cach ghi
chu truyén théng la tuyén tinh (theo ngay, theo cudc hop), nhwng kién thirc van hanh theo mang ludi.
NotebookLM giai quyét diém khé nhét 13 tao lién két gitra hang tram ghi cha tw dong va phat hién pattern
ma ban khéng nhin ra khi ghi chi ndm riéng 18.

Hwéng dan thuc hién tirng bwéc

##HHE Budc 1. chuan bi Input

Gom ghi chu 1-4 tudn gan nhét, khéng can format dep:



Ghi chu cudc hop: Word, Google Docs, anh chup bang trang
Slide bai giang: PDF hoac link Google Slides

Ghi chu ca nhan: .txt, Notion export, OneNote export
Transcript: Zoom/Meet, podcast, voice memo da chuyén text

L&i khuyén cua toi: Bat dau véi 3-5 file bat ky. Gia tri thuc sw xuat hién khi NotebookLM phat hién lién két
ma ban khéng nhin ra.

#HHE Buoc 2. thiét 1ap System Prompt

Ban la tro’ ly quan ly kién thirc ca nhan (Personal Knowledge Manager). Nhiém vu: t& chirc, lién két va khai
thac ghi chu tir nhiéu ngudn theo phwong phap Zettelkasten. Nguyén tac:

(1) Phan tich TAT CA ghi cha cung lic dé tim lién hé chéo gitra
cac nguon.

(2) Phan biét 4 loai: Di¥ kién, Hanh déng, Y twéng, Rui ro.

(3) Chui dé 1ap & nhiéu ghi chi — tdng hop thanh pattern, kém
trich dan nguén.

(4) D& xuét cau hdi ma toi nén tw hdi dua trén ghi chu.

(5) Action item chwa hoan thanh hodc deadline sép dén — nhac

nhé ré rang. Béi canh: [vai trd] quan ly ghi chu tir [ngudn]. Muc tiéu: khdng dé théng tin "chim." Format:
Tiéng Viét. Emoji phan loai ( ). Khéng dung dau gach ngang dai.

#HHE Budc 3. cau lénh goi v kit (4 cau lénh goi y tuan tw)
#HHH# Cau 1énh goi v 1: phat hién lién két an

Phan tich tat ca ghi cha:



1. CHU BE CHINH: Chu d& nao xuét hién & 2+ ghi cha?

2. LIEN KET AN: Méi lién hé nao gitra ghi cht twéng khong lién
quan?

3. PATTERN: Xu hwéng/van dé nao dang lap lai?

4. CONTRADICTION: Théng tin nao méau thuan gitra cac ghi chi?

Dang bang, méi lién két ghi rd ngudn. Cau Iénh goi y "sat thi" ctia TH nay: NotebooklLM doc déng thoi tat
ca ghi chu, ghép manh ghép thanh bilrc tranh.

#HH Cau lénh goi y 2: phan loai 4 nhém

Trich xuét va phan loai thanh 4 danh sach: DU’ KIEN: Sé liéu, quyét dinh da xac nhan HANH BDONG: Viéc
can lam, deadline, ngudi phu trach Y TWONG: Goi y, kha nang chua khai thac RUI RO: Van dé chua gidi
quyét Mdi muc ghi rd ngudn, sap xép theo mirc quan trong. Action item khéng dwoc chim trong ghi chu.
Emoiji kéo né 1én mat nwéece.

##HH Cau lénh goi y 3: weekly digest

Téng hop thanh BAN TOM TAT TUAN:

1. TONG QUAN: 3-5 cau quan trong nhét

2. 3 INSIGHT LON NHAT

3. ACTION ITEMS: Khan cdp — Quan trong — C6 thé cho

4. CAU HOI MO': Can theo déi tudn sau

5. LIEN KET VOI TUAN TRUOC: Tiép néi hay thay dbi?

Phan "Lién két tuan trwdc" bién ghi chu tir "anh chup réi" thanh "cudn phim lién tuc."

#HH Cau lénh goi y 4: ghi chu cornell tir Slide



T slide bai giang, tao GHI CHU CORNELL: COT TRAI (Cau héi kiém tra) | COT PHAI (Tém tét noi dung)
*  Mbi slide — 2-3 dong cot phai
*  M&i nhém noi dung — 1 cau héi cot trai
*  TONG KET 5 dong cubi cung. Dang bang 2 cot.

Khi 6n: che cot phai, tw tra |&i tir cot trai = Active Recall ngay trong ghi chu.

###H# Buwdc 4. tao san pham tir studio

##HH San phadm 1: Mind Map 2 géc nhin

Ban "tdng quan thang" (bat tat ca): thdy cha dé 1ap + lién két chéo. Ban "focus" (chi 1 dw an): chi quyét dinh
+ action item.

#HH# San pham 2: monthly personal report

Bao cao ca nhan hang thang:

1. Toi tap trung vao chu dé gi?

2. TOP 5 INSIGHT + ngudn ghi chu

3. ACTION ITEMS: Hoan thanh vs Chwa (ty 1& %)
4. PATTERN Iap lai qua cac tuan?

5. 3 viéc wu tién thang sau

Kinh nghiém cua t6i: Monthly Report chi ra rang 4 tuan lién tiép t6i ghi chi vé cing mét khé khan giao tiép
gitra Marketing va Product. D6 la van dé hé théng ma khéng ai "nhin ra" vi né chim trong ghi chu roi.

#### San pham 3: Audio overview "tranh luan"

Hai host Al thao luan va phan bién insight tuan vira qua. Nghe thdéng tin quen & géc nhin méi, loc signal
khdi noise.



#HH# San pham 4: Infographic
Infographic doc "Smart Notes: Tlr Ghi Chi R&i — Hé Théng Kién Thirc"™:
° 3 nguyén tic Zettelkasten (icon mang lu&i)
*  Ludng 4 buéc: Gom — System Prompt — Cau Iénh goi y Kit —
Studio
* 4 phanloai () + vidu
*  Nhip: 10'/tuan = 52 bao céo/ndm
* Footer: QR code
Téng tim + xanh dwong.

#HHH Budc 5. duy tri hé thdng

M&i tuan (10 phut): Upload ghi chi méi, chay Weekly Digest. M&i thang (20 phut): Tao Monthly Report. So
sanh thang trwéc. M6i quy (30 phut): Notebook méi, upload 3 Monthly Report, chay Cau lénh goiy 1 trén
cap quarterly. Pay la luc insight I&n nhéat xuét hién.

Két qua: trwéc vs sau

Tiéu chi Trwdc Sau (NotebookLM) T chirc Theo ngay, tuyén tinh Theo chi dé + lién két chéo Tim lai
Cudn nguwoc, may ri Hai Al, co trich dan ngudn Phat hién pattern Khong, ghi chi riéng 1& Al phat hién I&p,
mau thuan, lién két &n Action items Chim, d& quén Phan loai tw dong, c6 deadline

On tap - ap dung - sang tao

RECALL: 3 nguyén tic Zettelkasten la gi? Ghi chu tuyén tinh kém hiéu qua hon mang lwéi vi sao? APPLY:
Tim 3 file ghi chu bat ky. Upload, chay Cau lénh goi y 1 (Lién két &n). Al s& tim ra it nhat 1 méi lién hé ban
chwa thdy. CREATE: Copy danh sach Action Items ra file riéng. Chia sé& cho team néu lién quan nhiéu
nguoi.



Tinh huéng 04
dich va hiéu tai li€u ngoai ngir chuyén nganh

| Muc tiéu | Thoi gian | Input | Output |

<b>Hiéu sau tai liéu tiéng  <b>20-30 <b>PDF tiéng Anh</b>  <b>+ File thuat ngi¥r méi
Anh chuyén nganh, ndm  phat</b> (.txt) Tom tat tiéng Viét +
ding thuat ngir</b> Glossary + Flashcard +

Audio + Slide +
Infographic</b>

Cau chuyén mé dau

Chi Lan, hoc vién cii cla ti, 1a trwdng phong phap ché tai mét doanh nghiép thuc phdm xuét khiu. Sang
th& Hai, chi nhan email tir dbi tac chau Au kém ban cap nhat quy dinh an toan thwc pham day 87 trang
tiéng Anh va yéu cau xac nhan tuan tha trwdc thir Nam. D6 khong phai tiéng Anh théng thuong.
Traceability tra tlr dién ra kha nang theo déi, nhwng trong nganh thwc phdm phai hiéu la truy xuat ngudn
gbc. Chi méat tron thir Hai dé doc 30 trang, dén khi sép héi ba diém chinh thi ling ting. Sang thi Ba, chi
upload ca 87 trang vao NotebookLM kém mét file ghi 15 thuat ngir da biét cach dich chuén. Hai muoi phuat
sau, chi c6 ban tém tat tiéng Viét 2 trang, bang chu giai 40 thuat ngi» theo nghia trong nganh va checklist
12 viéc can lam. Thir N&m, chi trinh bay phan tich khoang cach bang tiéng Anh dung thuat ngtr, dén mirc
déi tac ngac nhién hdi cong ty chi cé han doi dich thuat riéng hay sao. Chi ké lai v&i toi, vui xen 14n bat ngo.
Nhwng dang sau sw hiru ich &y 1a mdt cau hdi dang néi hon, vi sao may hiéu dung thuat ngir chuyén
nganh.

Vi sao phwong phap nay hiéu qua

Grabe va Stoller (2011) [9] chi ra rao can I&n nhét khi doc tai liéu chuyén nganh bang ngoai ngi¥ 1a vén tir
ving chuyén nganh. NotebookLM khdng phai cong cu dich, ma giai thich tai liéu trong nglr canh chuyén
nganh. Khi héi "Explain Traceability in this document”, n6 tra I&i dwa trén cach tlr d6 dwoc dung trong tai
liéu ban upload ch(r khéng phai nghia tir dién.

Hwéng dan thwe hién tirng bwéc

#H## Buodc 1. chudn bi Input

Upload PDF ngoai ngir. Tao thém file "thuat nglr méi" (.txt) ghi 10-15 thuat ngir da biét cach dich chuan:
Thuéat ngl» chuyén nganh da biét: Traceability = Truy xuat nguén géc (KHONG dich: kha nang theo déi)
Critical Tracking Event (CTE) = Sy kién truy vét trong yéu Hazard Analysis = Phan tich méi nguy (KHONG
dich: phan tich nguy hiém) HACCP = Phan tich méi nguy va Diém kiém soat t&¢i han GMP = Thyc hanh san
xuét tét Upload cung tai liéu chinh. 10-15 tir mdi di dé Al bat séng phong cach dich va ap dung nhét quan.



#H#H# Budc 2. thiét 1ap System Prompt

Ban la chuyén gia dich thuat chuyén nganh [Iinh viec]. Nhiém vu: gidp t6i hiéu sau tai liéu tiéng Anh,
KHONG chi dich ma GIAI THICH. Nguyén tac:

(1) Tra 1&i TIENG VIET, gilr thuat ngir gbc tiéng Anh trong ngoac
don.

(2) Thuat ngi¥ chuyén nganh — NGHIA TRONG NGANH, tham
khao file thuat ngir moi.

(3) Trich dan ré trang/section nguén.

(4) C6 khai niém twong dwong trong quy dinh VN — dbi chiéu.

(5) KHONG dich nguyén van. GIAl THICH bang ngén ngir dé hiéu,
kém vi du thue t& VN. Bbi canh: [chirc danh] tai [loai cong ty], cin hiéu tai liéu dé& [muc dich].
#HHH# Budc 3. cau 1énh goi v kit (4 cau l1énh goi y tuan tw)

##HH Cau lénh goi y 1: tbng quan tiéng viét

Tém tat toan bo tai liéu bang tiéng Viét:

1. MUC DICH: Viét vé gi? Ai ban hanh? Ap dung cho ai?

2. CAU TRUC: Bao nhiéu phan? Y chinh méi phan?

3. 5 DIEM THEN CHOT

4. TAC BONG: Anh huéng gi dén DN nganh [linh vuc] tai VN?

Giir thuat ngi¥ gbc tiéng Anh trong ngodc. "Poc xong" 87 trang trong 3 phut. Da tét dé gvi sép truéc gior
trwa.



#H## Cau 18nh goi y 2: tir dién thuat nglr

Liét ké TAT CA thuat ngir chuyén nganh dang bang: Thuat ngi¥ EN | Nghia VN TRONG NGANH | Giai
thich 1-2 cau | Trang xuét hién Tham khao file thuat ngtr mdi. Uu tién thuat ngir dé dich sai. Glossary nay
in ra dan canh ban, 6n 10 phuat/sang, 2 thang vén tir ky thuat tang rd rét.

###H# Cau lénh goi y 3: gidi thich doan kho

Chi ra 5-7 doan KHO HIEU NHAT. Méi doan:

1. Trich dan géc tiéng Anh (t6i da 3 cau)

2. Giai thich tiéng Viét don gian, kém vi du

3. Tai sao quan trong? B qua thi hau qua?

4. Quy dinh VN twong dwong néu cé

Tim dung chd ban sé& hiéu sai néu chi dung dich may.
#HH Cau lénh goi y 4: checklist hanh dong

CHECKLIST HANH BONG cho DN nganh [linh vic] tai VN: Nhém 1: CAN LAM NGAY (30 ngay) Nhéom 2:
CAN CHUAN B (3-6 thang) Nhém 3: CAN THEO DOI (dai han) M&i hanh dong ghi ré diéu khoan/trang
tham chiéu. Sép khong can doc 87 trang, chi can checklist 1 trang.

###H# Budc 4. tao san pham tir studio
#HH San phadm 1: Audio tiéng viét (san pham "vang")

Giai thich tai liéu tiéng Anh bang tiéng Viét. 5 diém quan trong nhat cho DN nganh [linh viec] VN. Thuat ngi
chuyén nganh — vi du doi thuwong. Két: "3 viéc can lam ngay." Kinh nghiém: Thay vi g&ri PDF 87 trang
(khéng ai doc hét), tao Audio 15 phut giri nhdm Zalo. Sép nghe trén dwéng di lam. Team nghe gi® trua.

#HHH# San pham 2: Flashcard thuat ngi

Mat trwéc: Thuat nglr EN + trang. Mat sau: Nghia VN trong nganh + cau mau meeting. On 10 tir/ngay, 1&p
lai sau 3 ngay. ng dung: Tao Presentation tir NotebookLM V&i ndi dung tinh huéng nay, ban c6 thé vao
Studio — Ban trinh bay — nhap mé ta sau d& NotebookLM tao slide tdng hop: Tao bai trinh bay 12 slide



tdng hop ndi dung "Dich Va Hiéu Tai Liéu Ngoai Ngtr Chuyén Nganh". CAu trac: Slide 1 - Tiéu dé va gidi
thiéu chu dé. Slide 2-3 - Bbi canh van dé va tai sao can giai quyét. Slide 4-8 - Quy trinh thwc hién tirng
bwdc (mbi buwdc 1 slide, ¢o vi du cu thé). Slide 9-10 - Két qua dat duoc, sb liéu trwdc va sau. Slide 11 -
Meo thuc té va lwu y quan trong. Slide 12 - Tém tat va bwéc tiép theo. Phong cach: chuyén nghiép, méi
slide tbi da 5 bullet points, wu tién hinh anh va biéu d& minh hoa. Ngén ngir: Tiéng Viét. Lwu y: Chon ngén
nglr Tiéng Viét trwde khi tao. Sau khi tao xong, ban c6 thé tai vé dang .pptx dé chinh stra thém trén Google
Slides hoac Canva. Hinh 2.2: Ban trinh bay (Presentation) 12 slide tir NotebookLM

#HHH# San pham 4: Infographic
Infographic doc "87 trang tiéng Anh — 20 phut hiéu tron":
* Vidu Traceability: 3 nghia khac nhau tuy nganh
°  Quy trinh 5 bwéc: Upload + Thuat nglr méi + System Prompt +
Cau lénh goi y Kit + Studio
* 3 san phdm: Audio VN + Glossary + Checklist
*  Meo: 10-15 tir mdi du dé Al bat séng
Tong xanh |a + cam.
##HH# Bude 5. chia sé

Mbi ngwéi nhan dung dang phu hop: Sép — Briefing 2 trang. Team phap ché — Glossary + Checklist.
Team van hanh — Audio 15 phut. Team xuét khdu — Flashcard + Cau mau meeting.

Két qua: trwdc vs sau

Tiéu chi Trwéc Sau (NotebookLM) Thei gian 1-2 ngay doc tirng trang 20-30 phut cé tom tét tiéng Viét Dich
thuat ngl» Nghia tir dién, sai ngi¥ cdnh Nghia trong nganh, nhat quan San pham Highlight rai rac Glossary
+ Checklist + Audio + Slide Chia sé team Gwri PDF géc, hy vong tw doc Audio VN 15' + Briefing 2 trang
On tap - ap dung - sang tao

RECALL: "Thuat ngtr mdi" la gi? Tai sao 10-15 tlr dG dé Al dich nhat quan? APPLY: Chon 1 tai liéu EN

chuyén nganh. Tao file thuat ngir méi 10 t&r. Upload, chay Cau lénh goiy 1. 10 phut c6 tém tat tét hon dich
may. CREATE: Tao Audio tiéng Viét 15 phut, gtri ddng nghiép. So sanh vai glri PDF gbc.






Tinh hudng 05

on thi hé thong: Flashcard + Quiz + 19 trinh

| Muc tiéu | Thoi gian | Input | Output |

<b>Xay hé théng 6n thi <b>30-45 phit  <b>Giao trinh +</b> <b>Dé thi miu + Slide
khoa hoc, tw tao dé, phat  thiét lap + 30 Flashcard Bloom + Quiz 3
hién tai liéu 16i thoi</b> phat/ngay</b> mirc + Lo trinh tuan +

Audio + Slide +
Infographic</b>

Cau chuyén mé dau

Cubi mét chwong trinh dao tao (rng dung Al cho ddi QA clia mét cdng ty cdng nghé 16n, ti t6 chirc bai
kiém tra ndi bo dé do kha ndng ghi nh& sau khoéa hoc. B&n mwoi hoc vién chia thanh hai nhém cung 6n ti
b tai liéu gan 120 trang. Mot nhém 6n kiéu truyén thdng bang highlight va doc lai slide. Nném con lai dung
NotebookLM tao Thé ghi nhé va Bai kiém tra theo phwong phap 6n 13p lai. K&t qua chénh léch &n twong,
nhém truyén théng ghi nhé chinh xéac khoang 45%, nhém dung NotebookLM dat t&i 80%, gan gép doi.
Phan hoi dinh tinh con tha vi hon. Nhém 45% tra |i theo kiéu hinh nhw nhé, dé kiém tra lai. Nném 80% tra
Ii chac chan kém ca vi tri trang tai liéu, vi mbi thé ghi nhé déu gan trich dan ngudn. Bat ngd nhét 1a
NotebookLM con phat hién mot van ban luat da hét hiéu lwc ma t6i ¢d tinh cai vao bd tai liéu, khi bai kiém
tra trd vé dap an mau thuan gitra gido trinh noi bo va théng tw méi. Ca 16p tw rat ra phép so sanh gitra hai
cach hoc ma khéng can téi gidng thém cau nao.

Hwéng dan thwe hién tirng bwéc

#H## Buodc 1. chudn bi Input

Gom t4t ca tai liéu ky thi: gido trinh, dé& thi mau/dé cii (quan trong nhat), d& cwong, ghi chu. Upload ca tai
liéu cti 1An m&i, néu cé mau thudn Al sé phat hién. Loi khuyén: Dé thi cii 1a nguén quy nhat d& Al phan tich
tan suét ra dé. Birng bo sét.

#HHE Buoc 2. thiét 1ap System Prompt

Ban la chuyén gia lap ké& hoach 6n thi chuyén nganh [linh vwc]. Nhiém vu: xay hé thdng o6n thi khoa hoc, ca
nhan héa theo néng lwc. Nguyén tac:

(1) Moi n6i dung PHAI dwa trén tai liéu da upload.

(2) Phan tich trong s6: tan suét ra dé + s6 trang + do kho.



(3) D& xuét lich 6n theo TUAN, cé muc tiéu do lwdng.

(4) Tao bai kiém tra da dang theo Bloom (Nhé&, Hiéu, Van dung),
kém trich dan trang va giai thich dap an.

(5) Phat hien NOI DUNG MAU THUAN gitra ngudn — CANH BAO
ngay. Bbi canh: [vai trd], &n [ky thi] trong [thi gian], [s6 gio/ngay].
#HHH Budc 3. cau 1énh goi v kit (4 cau lénh goi y tuan tw)

##HH# Cau lénh goi y 1: ban db ky thi

Phan tich TAT CA tai liéu, tao BAN BO KY THI:

1. TONG QUAN: Chu dé 16n, sé trang twong &ng

2. TAN SUAT RA DE: Théng ké tir d& mau

3. MA TRAN U'U TIEN: Tan suét x D6 kho — On truwéc/sau/bd qua
4. CANH BAO: Chu dé hay thi nhung gido trinh viét it?

5. MAU THUAN: Noi dung nao khac biét gitra cac ngudn?

Dang bang. Ma tran wu tién: 20% cha dé chiém 80% cau héi. On dung trong tam, tiét kiém hang chuc gio.
##HH Cau lénh goi y 2: Flashcard theo Bloom

Tao 20-30 FLASHCARD cho [cht dé wu tién cao]: MAT TRUOC: Cau hdi ngan (dwdi 2 dong) MAT SAU:
Dap an + "tai sao" + Trang ngudn Phan bd: 30% Nh¢&, 40% Hiéu, 30% Van dung Uu tién cha dé hay thi
theo ban dd ky thi. Ty 1& 30/40/30 d&m bao khéng chi thudc 16ng ma con gidi thich va ap dung duoc.

#HH# Cau 1énh goi v 3: thé bay (khai niém dé nham)

10 CAP KHAI NIEM DE NHAM, tao FLASHCARD PHAN BIET: MAT TRU'GOC: "Phan biét [A] va [B]?" MAT
SAU: Bac diém riéng + Khi nao dung + Vi du + MEO NHO + Trang Dé thi rat hay khai thac cap dé nham:
"Verification" vs "Validation," "Lai don" vs "Lai kép."



##HH Cau 1énh goi y 4: 16 trinh 6n thi theo tuan

Lich 6n [X] tuan, [Y] gi®/ngay: Tudn 1-2: Nén tang (tan suat cao + dé&) Tuan 3-4: Trong tam (tn suét cao +
trung binh/khé) Tuan 5-6: Nang cao (khé + van dung tinh hudng) Tuan 7-8: Téng 6n (dé thi thtr + stra 16i)
Mbi ngay: Cha dé | Tai liéu (trang) | Bai tap | Muc tiéu Spaced repetition: khodng cach 6n téng dan, ding
co ché ndo bo.

###H# Buwdc 4. tao san pham tir studio

#HH# San phadm 1: Flashcard tir studio

Bat/tat ngudn theo giai doan: Tuan 1 chi gido trinh nén tang. Tuan 3 thém dé thi. Tuan cudi bat tat ca.
#HHH# San phadm 2: Quiz 3 mc

Tuan 1-2: D&. Tuan 3-4: Trung binh. Tuan 5+: Khé. Quy téc: dwdi 70% — 6n lai.

#### San pham 3: Audio 6n tap

Kién thirc trong tam [cha dé] cho ky thi [tén]. Cach phan biét khai niém d& nham, meo ghi nhé, 3 16i thuwong
gap. Giong tw nhién, nhw 2 ddng nghiép &n bai ciing nhau. ng dung: Tao Presentation tir NotebookLM
V@i ndi dung tinh hudng nay, ban cé thé vao Studio — Ban trinh bay — nhap mé ta sau d& NotebookLM
tao slide tdng hop: Tao bai trinh bay 12 slide tdng hop ndi dung "On Thi Hé Théng: Flashcard + Quiz + L6
Trinh". C4u truc: Slide 1 - Tiéu dé va gidi thiéu chu dé. Slide 2-3 - Bbi canh van dé va tai sao can giai
quyét. Slide 4-8 - Quy trinh thwc hién tirng budc (mdi budc 1 slide, c6 vi du cu thé). Slide 9-10 - Két qua
dat dwoc, sb liéu trwdc va sau. Slide 11 - Meo thuc té va lwu y quan trong. Slide 12 - Tém tat va budc tiép
theo. Phong cach: chuyén nghiép, méi slide tdi da 5 bullet points, wu tién hinh anh va biéu db minh hoa.
Ngén ngi: Tiéng Viét. Lwu y: Chon ngdn ngir Tiéng Viét trwdc khi tao. Sau khi tao xong, ban co thé tai vé
dang .pptx dé chinh stra thém trén Google Slides hodc Canva. Hinh 2.3: Ban trinh bay Flashcard tir
NotebookLM

##HH San pham 5: Infographic
Infographic doc "On thi khoa hoc: 35% — 60%":
*  Phwong phap THAP vs CAO (Dunlosky 2013)

°  Quy trinh: Ban dé ky thi — Flashcard Bloom — Thé bay — L6



trinh — Quiz

Timeline 8 tuan

Quy téc: <70% = On lai
Téng dd cam (ndng lwong, quyét tam).
##HH Bwdc 5. nhip 6n thi

Hang ngay (30 phut): 15' 1at Flashcard (wu tién thé sai hém trwdc) + 15' chat héi sau. Cudi tuan: Quiz mirc
twong ng. Duéi 70% — 6n thém. Nghe Audio tém tat tuan. Kinh nghiém: Téi dat quy téc cho moi khoa
dao tao: két thac budi hoc, tao Flashcard ngay tai I&p truwdc khi ra vé. "Bai tap vé nha" = 90% khong ai lam.
Tai chd = 100% hoan thanh.

Két qua: trwdc vs sau

Tiéu chi Trwéc Sau (NotebookLM) Diém kiém tra ~35% (&o twéng thanh thao) ~60% (ghi nhé thwe syw) Tai
liéu 16i thei On sai khong biét Al cdnh bdo mau thuan Do lwdng tién trinh "Hinh nhw hiéu" Quiz + diém sb +
log Tw tin khi thi "Dé& kiém tra lai..." "Ché&c chén, trang

47..."

On tap - ap dung - sang tao

RECALL: Dunlosky (2013) [10] xép phwong phap nao CAO nhat, THAP nh4t? APPLY: Upload 1 chuong
gido trinh, tao Flashcard mirc Trung binh. Lat 10 thé, tw tra &i. Sb thé dung cho biét ban dang & dau.
CREATE: Tao "thé bay" 10 cap khai niém, giri ddng nghiép thach dé. Ty 1& sai >50% = can 6n ky nhét.
MEO TU THUC TE Meo nang cap thém khi két hop v&i tro ly GEM trén Gemini: Tao 1 GEM "Tro ly 6n thi"
v&i chi dan "Ban la gidng vién. Khi tdi noi 'quiz', tao 5 cau trac nghiém tw tai liéu. Khi téi néi 'flashcard’, tao
10 thé ghi nhé. Khi t6i tré |&i sai, gidi thich lai tir dau." Gan Notebook chira slide bai gidng + gido trinh vao
Tri thirc. Gi®» ban c6 thé 6n thi bat ct lic ndo chi bang cach mé Gemini va chon GEM.



Tinh hudng 06
so sanh doi chiéu nhiéu tai liéu cung luc

| Muc tiéu | Thoi gian | Input | Output |

<b>Phat hién dong thuan, <b>15-20 <b>2-5 tai liéu cung <b>Bang so sanh + Bao
mau thuan va insight an phat</b> cha dé</b> céo lanh dao + Mind Map
khi doc dong th&i nhiéu + Slide + Infographic</b>
tai lidu</b>

Cau chuyén mé dau

Tin nhén dén Iuc 11 gi&> d&@m. Anh Minh, chuyén vién phap ché tai mét co quan nha nwéc, nhé t6i hé tro
g4p Vi 9 gi& sang hém sau anh phai trinh bay trwéc Hoi ddng vé 5 thong tw lién quan dén quy trinh xuét
nhap kho. Nam thong tw trai tir 2019 dén 2024, tdng cong hon 180 trang quy dinh chdng chéo. Anh m&i
doc k§ dwoc 2 ma da mét tron budi chiéu. Téi hwéng dan anh upload ca 5 van ban vao mét Notebook, nap
System Prompt rdi chay ding mét cau Iénh tra clru déi soat. Mwoi hai phat sau, NotebookLM tré vé 7 diém
chdng chéo gitra cac thong tw kém trich dan diéu khoan cu thé. Anh kiém chirng lai tirng diém, 5 trén 7
chinh xac hoan toan, 2 diém con lai cin thao luan thém vé ngi canh. Trwa hém sau anh nhén lai réng
bang 5 cot cho 5 thong tw véi 7 hang van dé giao thoa da Ién man chiéu, mbi 6 kém mét trich dan. Phién
hop ra quyét dinh trong 30 phut thay vi 2 gi& thwdng I, vi moi ngudi cung nhin mét ban dé thay vi tranh
luan tlr nhirng doan van ban r&i rac.

Vi sao phwong phap nay hiéu qua

George Miller (1956) [11] chi ra bd nhé [am viéc chi gilr tbi da 4+1 khdi thong tin. Pang doc trang 45 van
ban tht 3, ndo da gan quén trang 22 van ban thr 1. Al khdng cé gidi han dé: doc dong théi, gite moi chi
tiét, phat hién mau thuan mat nguoi bd qua. Theo khai niém triangulation (Denzin, 1978) [12], khi 3+ nguén
doc lap cung chi ra xu hwéng, d6 tin cay tang dang ké. NotebookLM thwe hién triangulation cé hé théng.
Hwéng dan thuc hién tirng bwéc

##H#H# Buwdc 1. chuan bi Input
Upload 2-5 tai liéu cung chu dé. Tao file "khung so sanh" (.txt) liét ké tiéu chi mudn so sanh, upload cung
dé Al tap trung dung chiéu ban quan tam. L&i khuyén cda toi: Dat tén file theo format: 2025-

03_ThongTu_12_BTC Xuat NnapKho. pdf . Ngay & dau gidp Al biét van ban nao méi hon khi cé mau
thuan.

#HHH Budc 2. thiét lap System Prompt



Ban la chuyén gia phan tich tbng hop. Nhiém vu: so sanh, dbi chiéu va phat hién insight tir NHIEU tai liéu
da upload. Nguyén tac:

(1) LUON ghi rd théng tin tr ngudn nao (tén tai liéu + trang).

(2) Phan biét: DPONG THUAN / MAU THUAN / INSIGHT CHEO.
(3) Mau thuan — trich d&n CA HAI bén kém trang cu thé.

(4) KHONG phan x( ai dung. Trinh bay bang chirng dé ngudi doc
quyét dinh.

(5) Uu tién sé liéu cu thé hon nhan dinh chung chung.

Bdi canh: [vai tro] dbi chiéu [loai tai liéu] dé [muc dich]. Format: Tiéng Viét. Bang khi so sanh. Khéng dung
d4u gach ngang dai.

#HHH# Budc 3. cau 1énh goi v kit (4 cau l1énh goi y tuan tw)
#HHH# Cau 1énh goi v 1: ban dd téng quan

BAN DO TONG QUAN cac tai liéu:

1. Méi tai liéu néi ch dé chinh nao? Dang bang.

2. Chl d& CHUNG cho tat ca?

3. Cha d& CHI XUAT HIEN & 1-2 tai liéu?

4. Pham vi th&i gian moi tai lieu?

5. Tai liéu nao da BAI BO / THAY THE b&i van ban mai?
Cau (5) tranh déi chiéu vai tai liéu "ma" da hét hiéu luc.

#HHH Cau lénh goi y 2: déng thuan va mau thuan



So sanh chi tiét cac chi @& CHUNG dang bang: | Chl dé | Ngudn A (diéu khoan/trang) | Nguén B | Panh
gia | Cot Banh gia: DPONG THUAN / MAU THUAN / BO SUNG "Khéng dé cap" ciing 1a théng tin. Bang nay
chinh 1a th& Minh chiéu trwdc Hai ddng. Emoji gitp lwét nhanh.

##H#H# Cau lénh goi y 3: insight chéo

INSIGHT CHEO (chi thay khi doc ddng thoi):

1. Xu hwéng & A duwoc gidi thich b&i div liéu & B?

2. Mau thuén nao hop ly khi xét thém ngudn thir 3?

3. "Khoang tréng": van dé quan trong KHONG ngudn nao dé cap?
4. 3 két luan 1&6n nhat nhin tdng thé?

Insight chéo 1a gia tri cao nhét: xu hwéng gidm doanh thu & A dwoc gidi thich bang thay déi chinh sach &
B.

###H Cau lénh goi y 4: bao cao cho lanh dao

BAO CAO 2 TRANG cho ban lanh dao:

1. BOI CANH: 3 cau

2. PHUONG PHAP: [N] ngudn nao (tén + ngay)

3. PHAT HIEN: 5-7 diém (//)

4. KHUYEN NGHI: 3 hanh déng theo wu tién

5. CAN LAM RO: 2-3 cau hdi mé&

Lanh dao can két luan + khuyén nghi + rdi ro. 2 trang |a magic number.
#HHH# Budc 4. tao san pham tir studio

##HHt Sdn phadm 1: Mind Map lién két chéo



Tuy chinh: "Tap trung vao diém chdng chéo va mau thuan." Ky thuat bat/tdt ngudn: bat tirng cai — thay gia
tri déng gbp riéng.

#HHH# San pham 2: briefing doc
Tbng quan — Doéng thuan — Mau thudn — Insight chéo — Khuyén nghi. Thay email tém tat giri sép.
#HH# San pham 3: Audio "phé binh"

So sanh [N] tai liéu. Tranh luan vé& 3 diém mau thuan I&n nhat. Trinh bay ca 2 bén, d&t cau héi ngudi nghe
tw quyét. 3 két luan tong thé. 'ng dung: Tao Presentation tir NotebookLLM Vé&i néi dung tinh hudng nay,
ban c6 thé vao Studio — Ban trinh bay — nhap mo ta sau d& NotebookLM tao slide tédng hop: Tao bai trinh
bay 12 slide téng hop ndi dung "So Sanh Déi Chiéu Nhiéu Tai Liéu Cung Lac". CAu truc: Slide 1 - Tiéu dé
va gi¢i thiéu cha dé. Slide 2-3 - Bbi canh van dé va tai sao can giai quyét. Slide 4-8 - Quy trinh thyc hién
tirng budc (mbi budc 1 slide, ¢ vi du cu thé). Slide 9-10 - Két qua dat dwoc, sé liéu trudc va sau. Slide 11

*  Meo thuc té va lvu y quan trong. Slide 12 - Tém tat va bwéc tiép

theo. Phong cach: chuyén nghiép, méi slide téi da 5 bullet points, wu tién hinh anh va biéu d& minh hoa.
Ng6én ng: Tiéng Viét. Lwu y: Chon ngdn ngir Tiéng Viét trudc khi tao. Sau khi tao xong, ban co thé tai vé
dang .pptx dé chinh stra thém trén Google Slides hodc Canva. Hinh 2.5: Ban trinh bay (Presentation) 12
slide tir NotebookLM

#HH# San pham 5: Infographic

Infographic doc "2 ngay bang mat — 2 phut bang Al":
*  Working memory 411 items
* 4 buwéc: Upload — Ban d — So sanh — Bao céo
* 3 loai phathién ()
* Ky thuat bat/tat ngudn

Téng xanh dwong dam + vang gold.

#HHH Budc 5. kiém chiing



Mé& dung trang tai liéu gbc dbi chiéu tirng diém mau thuan (5-10 phut). Hai ngwoc: "Vi sao Ngudn A néi X
trong khi Nguén B néi Y? Do khac pham vi, thdi diém, hay phwong phap?"

Két qua: trwdc vs sau

Tiéu chi Trwéc Sau (NotebookLM) Thoi gian 1-2 ngay lat qua lat lai 2-15 phut, bang c¢6 sdn Mau thudn May
rdi, phu thudc tri nhé Hé théng, doc dong thdi Insight chéo Gan nhw khéng Al lién két div liéu chéo Trinh
bay Tém t&t miéng Briefing 2 trang + Bang + Slide

On tap - ap dung - sang tao

RECALL: Gi&i han Miller (1956) [11] 1a gi? Vi sao khéng thé so sanh chéo bang mat? APPLY: Upload 2 tai

liéu cling chi d&, chay Cau 1énh goi y 2. C6 phat hién diém nao doc riéng 1é khong thdy? CREATE: Viét
email 5 dong tém tat 3 phat hién chinh, dinh kém bang so sanh.



Tinh hudng 07

viet luan van: literature review trong 3 tiéng

| Muc tiéu | Thoi gian | Input | Output |

<b>Tdéng hop tai liéu tham <b>2-3 gior <b>File cau héi nghién <b>+ Literature Review +
khao, phat hién research cho bd khung ctru Ma tran tai liéu</b> Research gap + Dany +
gap, xay dan y luan + 1-2 tuan viét Slide + Infographic</b>
van</b> 5-15 paper

+</b>

Cau chuyén mé dau

Ban Trang, hoc vién cao hoc nganh Gido duc, mang dén cho t6i 18 paper da doc va highlight khap noi subt
3 tuan, ghi cht rai rac trong 3 file Word. Con 6 paper khac chwa ddam mé vi so cang doc cang rdi, trong khi
deadline chwong 2 luan van chi con 2 tuan. Van dé cta Trang khong phai thiéu tai liéu ma 1a khong biét
xép 18 paper theo logic ndo. Boote va Beile chi ra tr ndm 2005 [13] rdng phan I&n sinh vién viét Literature
Review kiéu liét ké tuan tw ttrng ngudn, doc xong chi thy danh sach chr khéng thay bire tranh. Cach
dwoc hdi ddng danh gia cao la td chire theo chd d&, gom nghién ctvu theo nhém luan diém, so sanh chéo,
chi ra déng thuan, mau thuan va khoang tréng. Nhwng lam tha céng véi 18 paper thi qua téi bd nhé lam
viéc. Trang upload ca 18 paper vao NotebookLM. Ba gi® sau, ban 4y c6 ma tran tai liéu day dd, khung
Literature Review theo 4 nhém chu dé, 3 khoang tréng nghién ctru va dan y chia 5 chuwong. Biéu quan
trong nhét, NotebookLM tao ra bd khung chir khdng phai ban nhap. Luan van van do Trang viét bang 1oi va
lap luan ctia chinh ban 4y. D6 1a ranh gioi khéng dwoc phép dé Al vuot qua.

Hwéng dan thuc hién tirng bwéc

#HHH Budc 1. chuan bi Input

Upload 5-15 paper. Néu trén 10, chia nhém: Notebook 1 (ly thuyét nén), Notebook 2 (thwc nghiém),
Notebook 3 (nghién ctru ndi dia). Tao file "la ban nghién ctru" (.txt) chira dé& bai, cau hai nghién ctru, yéu
cau GVHD. Upload cung.

#HHH Budc 2. thiét lap System Prompt
Ban la tro ly nghién ctru hoc thuat. Nhiém vu: t6ng hop tai liéu tham khao cho luan van. Nguyén tac:
(1) CHI duing tai liéu da upload. KHONG bé sung bén ngoai.

(2) Trich dan ré: tac gid, nam, trang.



(3) Phan biét: két qua (findings) va dé xuéat (recommendations).
(4) T6 chirc theo CHU DE (thematic), KHONG theo tirng ngudn.
(5) Chi ra research gap va limitations ma tac gia gbc tw nhan.

Bdi canh: [sinh vién/NCS], luan van vé [dé tai]. Cau hdi NC: [cu thé]. Format: Tiéng Viét. Thuat ngir EN
kém ban dich 1an dau.

#HHH# Budc 3. cau 1énh goi v kit (4 cau lénh goi y tuan tw)
#HH Cau lénh goi y 1: ma tran tai liéu

BANG TONG HOP TAI LIEU: | # | Tac gid | Nam | Tiéu dé | Phuong phap | Mau | Két qua chinh | Han ché |
Liét ké TAT CA tai lieu. "Han ché" trich tlr phan limitations tac gia tw nhan. Bang nay copy vao Google
Sheets, thanh phu luc ma héi ddng yéu cau.

#HHH# Cau 1énh goi y 2: téng hop theo cha dé

Nhém tai liéu theo CHU BE CHINH: Nhém 1: [Tén]. Cac NC A, B, C chi ra rang... Nhém 2: [Tén]. Tuy
nhién, D, E phan bién... Nhém 3: [Tén]. Gan day, F, G mé& rong... M6i nhém 1 doan 4-6 cau, cé trich dan
(tac gid, nam). Cau chuyén tiép gitra cac nhém. Output 12 "bd khung" can viét lai bang I1&i t6i, thém nhan
xét, phan tich sau.

##HH Cau lénh goi y 3: research GAP

1. KHOANG TRONG: Cau hdi nao chwa dwoc tra |oi day da?

2. HAN CHE CHUNG: Phuwong phap, mau, pham vi thiéu & nhiéu
NC?

3. MAU THUAN: Két qua nao bat ddng?

4. DE XUAT: NC tiép theo nén tap trung dau?

Trich d&n doan tac gia gbc tw nhan han ché. Research gap = "Vi sao luan van nay can ton tai?" Al doc
déng thoi phan Limitations cua tat c& paper.



##HH Cau lénh goiy 4: dan y luan van

DAN Y LUAN VAN 5 chuong: Chwong 1: Giéi thiéu (van d&, muc tiéu, cau héi NC) Chwong 2: Téng quan
(theo nhédm chi dé Cau 1énh goi y 2) Chuong 3: Phuong phap (goi y dua trén research gap) Chuong 4:
Két qua (placeholder - ban tw viét khi c6 di¥ liéu) Chwong 5: Két luan va kién nghi Chwong 2: 2-3 cau mé
dau méi nhém + danh sach trich dan. Chuwong 4 dé placeholder vi két qua phai tir di¥ liéu thwe cta ban.

###H# Buwdc 4. tao san pham tir studio
##HH San pham 1: briefing doc (literature review 3-4 trang)

Literature Review theo cha dé. Trich d&an APA (Téac gia, ndm). Két bang "Research Gap" dan dén cau hdi
NC. Giong: hoc thuat, mach lac.

#HH# San pham 2: Mind Map lién két tai liéu

Tuy chinh: "Méi lién hé gitra cac NC: ai ddng y, ai phan bién, gap & dau." 'ng dung: Tao Presentation tt
NotebookLM Vé&i néi dung tinh hudng nay, ban cé thé vao Studio — Ban trinh bay — nhap mé ta sau dé
NotebookLM tao slide tdng hop: Tao bai trinh bay 12 slide tdng hop ndi dung "Viét Luan Van: Literature
Review Trong 3 TIENG". C4u truc: Slide 1 - Tiéu dé va gidi thiéu cha dé. Slide 2-3 - Bbi cadnh van dé va tai
sao can giai quyét. Slide 4-8 - Quy trinh thyc hién tirng bwédc (mbi bwdc 1 slide, ¢é vi du cu thé). Slide 9-10
- Két qua dat duorc, sb lieu trwdc va sau. Slide 11 - Meo thye té va lwu y quan trong. Slide 12 - Tém tat va
bwdc tiép theo. Phong cach: chuyén nghiép, méi slide tbi da 5 bullet points, wu tién hinh anh va biéu dé
minh hoa. Ngén ngi¥: Tiéng Viét. Lwu y: Chon ngén ngi Tiéng Viét trwde khi tao. Sau khi tao xong, ban cé
thé tai v& dang .pptx dé chinh stra thém trén Google Slides hodc Canva. Hinh 2.6: Ban trinh bay
(Presentation) 12 slide tr NotebookLM

#HH# San pham 4: Infographic

Infographic doc "Tir 18 paper — Literature Review theo cha dé":
* VAan dé: source-by-source vs thematic
*  5bwdc: Ma tran — Nhém cha dé — Gap — Dany — Bao vé
° Ranh gi&i: "Cong cu tdng hop, KHONG viét ho"

Téng xanh la dam + trang.

#HHH Budc 5. kiém tra (bat budc)



1. Kiém chirng trich dan: Click vao, xac nhan khép nguyén van.
2. Google Scholar: Xem cé ai da nghién clru gap ma Al chira
chuwa.

3. Viét lai béng I&i ban: Thém nhan xét, phan tich, 1ap luan riéng.

Két qua: trwéc vs sau

Tiéu chi Trwéc Sau (NotebookLM) Td chirc Source-by-source Thematic (chti dé + so sanh chéo) Bé khung
2-3 tuan 2-3 gi®, 1-2 tuan viét hoan chinh Research Gap Phu thudc kinh nghiém Al tdng hop Limitations tat
cé paper Trich dan Ghi tay, dé sai Tw ddng kém tac gia, nam, trang

On tap - ap dung - sang tao

RECALL: L&i phd bién nhét trong Literature Review (Boote & Beile, 2005)? APPLY: Upload 3-5 paper, chay
Cau lénh goi y 1 + Cau Iénh goi ¥ 2. Théy lién hé nao moi? CREATE: Viét 1 doan 200 tir bing 1&i ban tir
output Cau Iénh goi y 2. C6 trich dan? Theo chi dé&? Kinh nghiém cla téi: Téi hwéng dan sinh vién thac si
duing NotebookLLM cho luan van. L&i phd bién nhat: upload 1 paper réi copy nguyén két luan. Cach dung:
upload 5-10 paper cuing chi d&, hdi Al so sanh chéo. Két luan tw nhién xuét hién tir giao diém gitra cac
nghién cru chir khdng phai 1a copy-paste. Bay tinh hubng vira qua, méi tinh hudng |a mét manh ghép
riéng. DU hiéu qua dén dau thi van la bay su kién roi rac. Kién thirc rat ra tir méi lan khéng tw dong két néi
v&i nhau. Khéng tw ddng dwoc nhé lai ding luc. Khéng tw ddng sinh ra insight méi khi ban can. Néi cach
khac, ban vira hoc cach dung bay cong cu rat tét, nhwng ching dang nam trong bay ngan kéo khac nhau,
khéng cé chia khoa chung. Day la van dé ctia moi hé thdng tri thirc ca nhan, tr ké sach dén Drive. Cang
tich 10y nhiéu thi cang khé tim lai ding th&r ddng Idc, vi ndo bd gidi tw duy sang tao nhwng von di rat té
trong viéc lwu trir va truy xuét co hé thdng. V&i tinh hubng 08 sap t&i, toi s& khong gidi thiéu thém mét cong
cu ma&i. Tinh hudng nay 1a cau tra 1&i cho cau héi lam sao bién bay manh ghép thanh mét hé théng sbng,
thtr khdng chi lwu gil kién thire ma con két ndi chung lai véi nhau méi khi ban can.



Tinh hudng 08

b nio thir hAL: xiy hé thong quan ly kién thirc ca
nhan (PKM)

| Muc tiéu | Thoi gian | Input | Output |

<b>Xay hé théng PKM ca  <b>30 phat <b>5-15 tai liéu coét <b>5 Notebook + System
nhan, két néi kién thirc thiét lap + 10 16i</b> Prompt riéng + Mind Map
THO1- THO7 thanh bd ndo  phat/tudn</b> + Audio + Cheat Sheet +
thr hai</b> Slide + Infographic</b>

Cau chuyén mé dau

Hermann Ebbinghaus do dwoc tlr ndm 1885 [14] diéu ma ai di lam cling trng cdm nhan. Khéng c6 hanh
déng cuing cb, ndo mat khodng 70% thodng tin sau 24 gi¢» va chi gilr lai chirng 25% sau mét tuan. Bay tinh
hudng trwde, du hiéu qua dén dau, van 1a bay s kién roi rac néu kién thire rat ra khong duoc két ndi va
goi lai dung luc. Hai cubn sach dinh hinh céch t6i nghi vé viéc nay. Tiago Forte trong Building a Second
Brain [15] dé& xuét quy trinh CODE bén buwéc thu thap, t6 chire, tinh loc, tao dau ra, cung hé phan loai
PARA theo dw an, mang trach nhiém, tai nguyén va lwu triv, dwa trén mét niém tin cbt 16i rang ndo gidi tw
duy nhwng té trong lwu tri¥, nén hay dwa phan lwu triv ra hé théng bén ngoai. Sénke Ahrens trong How to
Take Smart Notes [16] b sung rdng mot ghi chi chi that sw cé gia tri khi ndm trong mdi lién hé véi cac ghi
chu khac. Ghi chu tét khéng phai ghi lai moi thir ma 1a ghi didu quan trong theo cach sau nay con dung
dwoc dé nght tiép. Thuce té thi phan I6n chang ta ghi rat nhidu, lwu rat nhiéu, nhwng hiém khi bién chiing
thanh th& dung lai duwgc. NotebookLM thay doi dung diém kho nhéat dé. Ban dwa tai liéu vao mot khéng
gian chung roi d&t cau héi trwc tiép trén chinh bd ngudn 4y. Al tim trong tai liéu ban cung cép, tdng hop va
kém trich dan dé ban kiém tra, thay vi bat ban phai nhé tirng ghi chi nam & dau. NotebookLM khong thay
thé tw duy cia ban. N6 ganh phan lwu triy va truy xuét, dé ban danh nang lwong cho phan con ngudi lam
tdt nhat, dat cau héi hay, nhin ra két ndi méi, phan bién théng tin va bién tri thirc thanh san pham cu thé.
Do la cach kién thirc quay lai phuc vu ban dung thoi diém.

Hwéng dan thwe hién tirng bwéc

#HH# Budc 1. thiét ké hé thdng notebook

5-12 Notebook theo linh vuc cét 16i: Notebook Noi dung Sé File goi y upload Chuy&n mén cét 16i Sach,
paper, quy trinh da tbng két 10-15 K§ nang quén ly Sach leadership, case study doi ngii 8-12 Kién thirc
nganh Bao cdo thi trvdng, xu huwéng (update mdi quy) 5-10 Phat trién ca nhan Sach tw duy, giao tiép, ghi
chu c& nhan 5-10 Dy an dang chay Tai liéu dw an hién tai 5-15 Quy tac: Tbi da 15-20 file/Notebook. Quéa
nhiéu thi Al bi long.

##H#H# Buwdc 2. System Prompt riéng



M6i Notebook cé System Prompt riéng theo "vai trd" Al: Notebook "Chuy&n mén cbt 16i": Ban 1a cb van
chuyén mén [linh virc]. Nhiém vu: tra ciru, két nbi va khai thac kién thire tr tai liéu da upload. Nguyén tac:

(1) CHI tra 1oi tw tai liéu da upload.

(2) Chi ra LIEN KET gitra tai liéu: "Khai niém X & sach A lién quan

Y & sach B vi..."

(3) Uu tién kién thirc 'NG DUNG NGAY: framework, checklist,

buwdc hanh déng.

(4) Mau thudn — trinh bay ca hai géc nhin.

(5) Két bang 1 cau hdi goi y dao sau.

Bdi canh: [vai tro], tra ciu nhanh kién thirc dé [(rng dung cu thé].

#### Buwdc 3. cau 1énh goi y kit cho PKM (4 cau [énh goi y)

##HHE Cau lénh goi y 1: tém tat kién thirc méi (dung hang tuan)

3 INSIGHT MO NHAT trong Notebook:

1. N6i dung chinh (2-3 cau)

2. Lién két vai tai lieu CU nao? Bb sung hay mau thuan?

3. Ung dung: dung cho viéc gi?

Vira 6n lai, vira thay kién thirc méi két ndi kién thire cii. 5 phat méi thir Sau.

##HH Cau lénh goi y 2: chuén bj bai chia sé

Chuén bj bai chia sé vé [cha d&]. Téng hop tir TAT CA tai lieu:

1. FRAMEWORK 4ap dung dwoc? (t&n + nguén)



2. BUOC THUC HANH cu thé?

3. CASE STUDY / Vi DU?

4. SO LIEU dang nhé?

5. CAU HOI cho khan gia?

5 phut c6 ban thao dau tién cho bai chia sé.

##H## Cau 1énh goi ¥ 3: lién két bat ngoy

LIEN KET BAT NGO gitra cac tai liéu:

1. Khai niém A bd sung/mau thuan véi B?

2. Framework & C giai thich van dé & D?

3. Pattern nao I&p xuyén subt?

4. 1-2 insight chi thay khi doc déng th&i nhiéu ngudn?

"B ndo thr hai" thwe sy hoat ddng: nhin két ndi ma ban khong thé thay.

#HH Cau lénh goi y 4: tao ndi dung maoi

Tao bai chia s& 10 phut tr TAT CA kién thurc:

1. CAU CHUYEN mé& dau (tir case study trong tai liéu)

2. 3 BAI HOC kém trich dan

3. 2 BAI TAP cho nguoi nghe

4.1 CAU KET 4n twong

Giong: thuc té, gan giii. Bwéc CREATE: bién kho nguyén liéu thanh san pham trong 5 phut.



#HHH# Budc 4. tao san pham tir studio

Mind Map kién thirc: Ty chinh: "Lién hé gitra tai liéu, khai niém lién két chéo." Screenshot thanh ban dé
kién thirc, cap nhat mdi thang. Cheat Sheet: 10 framework quan trong nhat, méi cai 2-3 cau + ngudn + khi
nao dung. In 1-2 trang A4. Audio 6n tun: 5 insights + lién két + "3 didu ghi nhé tuan téi." Nghe th Hai trén
dwong di lam. Ung dung: Tao Presentation tir NotebookLM V&i ndi dung tinh huéng nay, ban c6 thé vao
Studio — Ban trinh bay — nhap moé ta sau d& NotebookLM tao slide tdng hop: Tao bai trinh bay 12 slide
tbng hop ndi dung "B N&o Thir Hai: Xay Hé Théng Quan Ly Kién Thirc Ca Nhan (Pkm)". Cu trac: Slide 1
- Tiéu dé va gidi thiéu chi dé. Slide 2-3 - Bbi canh van dé va tai sao can giai quyét. Slide 4-8 - Quy trinh
thwe hién tirng budc (mdi buwdc 1 slide, cé vi du cu thé). Slide 9-10 - Két qua dat duoc, s liéu trwdc va
sau. Slide 11 - Meo thuc té va lwu y quan trong. Slide 12 - Tém tat va bwéc tiép theo. Phong cach: chuyén
nghiép, méi slide téi da 5 bullet points, wu tién hinh anh va biéu d6 minh hoa. Ngén ng: Tiéng Viét. Luu y:
Chon ngdn ngir Tiéng Viét truéc khi tao. Sau khi tao xong, ban cé thé tai vé dang .pptx dé chinh stra thém
trén Google Slides hoac Canva. Hinh TH08.2: Ban trinh bay (Presentation) 12 slide tir NotebookLM
Infographic Infographic doc "Xay bd nao thi hai":

"Nao gidi tw duy, té lwu tri" + Forte (2022) [15]
3 buéc: Capture — Connect — Create
5 Notebook + sé file
Nhip 10'/tuan
Téng tim dam + vang.
##### Buwdc 5. nhip duy tri: 10 phut/thlr sau
4. Upload ma&i: Sach, bai viét, ghi chi tuan vira qua
5. H&i 1 cau: Cau lénh goi y 1 (Tém tét kién thirc madi)
6. Don dep: Notebook qua 20 file — chuyén file cii sang "Lwu

tré" 10 phat/tuan. Sau 6 thang: kho tri thire tra ctru bat cr liic ndo va no "nodi chuyén" duorc.

Két qua: trwéc vs sau

Tiéu chi Trwdc Sau (NotebookLLM) Tim kién thirc cii 15-20 phat luc Drive 30 gidy héi + trich d&n Két ndi
chéo Phu thudc tri nhé Al lién két tw ddng Chuan bi chia sé 2-3 gi& 5 phut cé ban thdo Duy tri Gan tag, viét



note tay 10 phuat/tuan: upload + 1 cau

On tap - ap dung - sang tao

RECALL: 3 bué'c PKM theo Forte/Ahrens? Budc nao NotebookLM gidi quyét? APPLY: Gom 5 file rai rac
cuing chi dé. Upload. Hai: "Kién thirc cbt I8i la gi? Lién hé bat ngd?" CREATE: Viét 200 tir "Top 3 bai hoc
ttr [X] n&m 1am [linh virc]." Dang Linkedin. NANG CAP VO'I TRQ' LY GEM TREN GEMINI Nang cép véi
GEM: Pay 1a TH phu hop nhat dé tao GEM "Cau lénh goi y Master". Chi dan: "Ban la chuyén gia thiét ké
cau lénh goi y. Khi tdi md td muc dich, hay viét cau 1énh goi v tdi wu cho NotebookLM theo cu truc: Vai trd
+ B&i canh + Yéu cau cu thé + Dinh dang output. Ludn dé xuét 2 bién thé." Gan Notebook chira toan bo
cau lénh goi y library ban d3 tich Ity. Két qua: méi khi can cau Iénh goi y méi, ban chi mé t& muc dich,
GEM sé tao cau lénh goiy chuan dwa trén kién thitrc va cau 1énh goi y cli cla ban.



Phan 2

startup & khdéi nghiép

8 tinh hudng danh riéng cho chi shop, Spa, F&B, startup, content creator va doanh nghiép
vira & nhé mudn rng dung Al Notebook mét cach dé dang va mang tinh thwe chién.



Tinh hudng 09

30 bai content trong 3 tiéng

| Muc tiéu | Thoi gian | Input | Output |

<b>Tao lich content 30 <b>2-3 <b>Catalog + Review <b>+ Brand Bible Content
ngay + viét bai + kich ban  gio</b> khach</b> Matrix 30 ngay + 7 bai
video tir catalog</b> nhap + 4 kich ban video +

Chuéi tin nhan + Slide +
Infographic</b>

Cau chuyén mé dau

Mot budi chiéu thir Bay & TP.HCM, tdi dao tao cho 12 chi chl spa ngdi quanh 3 chiéc ban tron. Phong hoc
nhd, may lanh chay ri ri, trén ban la liét dién thoai va nhirng cudn sb ghi chép day cop. T6i cam but da, viét
lén bang hai con sb that to, 30 va 2, réi quay xudng néi v&i ca I1&p rang truwdc khi ra vé hdm nay, méi chi sé
cam trong tay 30 bai content s&n sang dang. Chung ta chi cé 2 gi& ddng hd dé lam diéu dé. Ca phong cuoi
o lén, tiéng cwdi clia nhivng ngudi da qua quen véi viéc bi hira hen. Chj ngdi ban dau ké rang chi viét mot
bai da méat ntra ngay, cé hém ngdi tir tbi dén khuya chi ndn ra dwoc ba dong caption rdi lai x6a di vi doc
thdy ngwong. V&i nhip d6, 30 bai la chuyén cla ca thang, ma thang nao chi ciing tw no con sé 4y. Téi dap
rang chi néi hoan toan dung, viét tir dau thi 30 bai dung la ca thang. Va dé chinh 1a ly do hém nay khéng
mot ai trong phong nay phai viét tir dau ca. T6i hoi ca I&p mot cau nghe chirng chang lién quan, réng trong
dién thoai va may tinh ctia cac chi dang cé s&n nhirng gi vé spa ctia mdi ngwdi. Cau tra I&i lan lwot vang
lén, cé catalog dich vu, c6 bang gia, cé anh trwéc sau clia khach va nhiéu nhét 1a review. Rdi t6i huéng
dan tirng ban upload toan bo tw liéu 1&n, cang nhiéu cang tét. Mot chi cé s8n 30 review trén Google ngap
ngrng hdi t6i rang cé can dwa hét 1én khong, nghe giong chi nhw thé d6 1a déng gidy 16n. Téi tra I&i rang 30
review dé la vang rong, vi sudt may ndm qua khach hang da am tham viét content thay chi, bang dung the
ngdn nglr ma nhirng khach hang khac muébn dwoc doc. Mot gior tiép theo la khodng thdi gian t6i thich nhat
& moi Iép hoc. Ca phong im han di, khdng ai lwét dién thoai niva, vi ai cling dang c&m cui doc lai 1&i cia
chinh nhi¥ng vi khach quen qua phan téng hop cla Al. Mot chi bat cuwdi ké véi ca ban rang khach khen co
nhan vién goi dau cda chi nhiéu hon khen cai may chdm séc da ma chj vay tién mua. Héa ra bao lau nay
khach da noi rat rd ho yéu spa nay vi diéu gi, chi la chwa ai chiu ngdi xudng doc cho hét. Va tir chinh déng
tw liéu Ay, nhirng bai viét dau tién bat diu thanh hinh trén man hinh, mang giong ctia khach ch khéng
phai giong ctia quang cdo. Cubi budi, khi cac ban Ian lwot bao sb bai da cd, mét chi chia sé hoa ra chi chwa
bao gi®» hét y twéng, chi chi chwa tirng nhin lai cai kho chi dang ngdi trén dé subt bao nam. Téi nghi cau dé
dung cho hau hét nguwdi kinh doanh ma téi tirng gap. Héa ra content bat dau tr kho tw liéu ma méi nguoi
da cé san. Viéc cla chung ta chi la mé& né ra dung cach. Vi SAO NGU'O'I KINH DOANH HAY HET Y
TUONG HubSpot (2025) [17]: dang 20+ bai/thang, traffic cao gap 3,5 14n. Nhwng 30 y twdng mdi thang?
"Spa tdi c6 may dich vu, viét hét rdi thi con gi dé viét tiép?" T6i viét Ién bang: "1 san phadm = 5 géc." Cling
serum Vitamin C: Giao duc ("Vitamin C lam gi cho da?"), So sanh ("Vitamin C vs Niacinamide?"), FAQ
("Dung budi sang hay t6i?"), Storytelling ("Khach dung 30 ngay, két qua?"), Hwéng dan ("Layer serum 4
bwéc"). 28 dich vu x 5 = 140 bai, 4 c& quy. "Ai nghi ra 5 géc cho 28 san phdm?" "D6 |a viéc cta AlL"



Hwéng dan thuc hién tirng bwéc

##HH Buwdc 1. chuan bi Input (3 file)

File 1: Catalog san phdm/dich vu (PDF/Word). Danh sach, mé ta, gia, thanh phan. File 2: Review khach
hang (Text/PDF). Screenshot Google, Facebook, tin nhén. Al xen "l khach that" vao bai viét. File 3: Brand
Bible (.txt, 1 trang): BRAND BIBLE - [Tén thwong hiéu] Nganh: [VD: Spa & Cham s6c da] Giong noi: [VD:
Than thién, nhw c¢6 ban ranh skincare] Déi twong: [VD: Phu nir 22-35, thu nhap 8-20 triéu] 3 tr khoa: [VD:
tw nhién, an toan, két qua that] 3 didu KHONG: [VD: Khéng ché dbi tha, khong hira 100%, khong tir y khoa
phurc tap]

#H#H# Budc 2. thiét 1ap System Prompt

Ban la content strategist chuyén nganh [linh viwc]. Nhiém vu: tao content marketing ttr tai liéu san phém da
upload. Nguyén t&c:

(1) Théng tin san pham PHAI chinh xac theo catalog. KHONG bia.
(2) Méi bai c6 MUC DPIiCH: Gido duc / Ban hang / Twong tac /
Thwong hiéu.

(3) Tone + dbi twong theo Brand Bible.

(4) Méi bai kém CTA rd rang.

Bdi canh: [vai tro] tao content cho [nén tang]. Tiéng Viét, doan ngan.
#HHH Budc 3. cau 1énh goi v kit (4 cau lénh goi y tuan tw)

##HH Cau lénh goi y 1: content matrix 30 ngay

CONTENT MATRIX 30 ngay dang bang: | Ngay | Cht d& | Géc tiép can | Format | Nén tang | San pham |
Muc dich | Cong thic 4-1-1: 4 Giao duc, 1 Ban hang, 1 Twong tac. Format da dang: Text, Carousel, Video,
Infographic, Story. Xoay qua TAT CA san pham. 5 géc méi san pham. 30 dong hién lén. Chi ban dau: "Sao
no nghi ra goc téi chwa bao gid nghi t¢i?"

##HH# Cau lénh goi y 2: viét phién 7 bai tuan 1

7 BAI CONTENT day dd cho Tuan 1 (theo Matrix):



Hook (cau dau tién, dwdi 2 dong)

Noi dung (200-400 tir Facebook, 150 ttr TikTok)
CTA cu thé

5-7 hashtag

Ghi chud hinh anh/video can chuan bi

PHAI chra thong tin tir catalog, khong bia. Ban PHAI thém 1-2 cau kinh nghiém ca nhan. Mét chi 5 nam da
liéu chém: "Sai I&m tdi thay khach hay mac nhét la dung serum trwédc toner." Bai d6 800+ phan (rng tuan
dau.

##H## Cau 18nh goi v 3: kich ban video 30-60 giay

4 kich ban video tir Content Matrix: HOOK (3-5s): Cau gay t& md BODY (20-45s): 3 diém, mbi diém 1 cau
CTA (5-10s): "Comment [tir khéa] d& nhan tw van" Bang 2 cot: Giay | Loi thoai | Hinh anh on-screen
Caption 100-150 tir + 5 hashtag. Ggi y quay: géc may, prop, nhac. Boc |01 thoai to 1én trwdc khi quay.
Video la "néi," khéng phai "doc."

#H#H# Cau 1énh goi y 4: chudi tin nhan Zalo

3 TIN NHAN ZALO cho khach mai: Tin 1 (Ngay 1): Welcome + 1 dich vu best-seller Tin 2 (Ngay 3): Tips
cham séc + FAQ tir review khach Tin 3 (Ngay 7): Uu dai khach méi Mai tin dwéi 200 tie. Than thién, khong
spam. Tone Brand Bible. Tin 2 dung FAQ tir review that, gidi dap dung thédc méc phd bién.

#HHH# Budc 4. tao san pham tir studio

Infographic: "5 bwéc [quy trinh cham séc]” doc, dang Facebook/Instagram. Data Table: Bang so sanh 3-5
s&n pham — Canva carousel. L’J’ng dung: Tao Presentation tir NotebookLM Hinh 3.1: Bdng co ndi dung,
bién tai san that clia doanh nghiép thanh lich content 30 ngay. V&i ndi dung tinh huéng nay, ban cé thé vao
Studio — Ban trinh bay — nhap mo ta sau dé NotebookLM tao slide t6ng hop: Tao bai trinh bay 12 slide
tbng hop ndi dung "30 Bai Content Trong 3 TIENG". CAu truc: Slide 1 - Tiéu dé va gidi thiéu cha dé. Slide
2-3 - Bi canh van dé va tai sao can giai quyét. Slide 4-8 - Quy trinh thyc hién tirng buwédc (mbi bwdc 1
slide, c6 vi du cu thé). Slide 9-10 - Két qua dat dworc, sb liéu trwdc va sau. Slide 11 - Meo thyc té va luu y
quan trong. Slide 12 - Tém tat va budc tiép theo. Phong cach: chuyén nghiép, méi slide téi da 5 bullet
points, wu tién hinh anh va biéu dd minh hoa. Ngén ngi: Tiéng Viét. Lwu y: Chon ngdn ngir Tiéng Viét
trwde khi tao. Sau khi tao xong, ban cé thé tai vé dang .pptx dé chinh sira thém trén Google Slides hoac
Canva. Hinh 3.2: B6 12 slide mau minh hoa cho tinh hudng 09, dung dé dinh hwéng khi tao Ban trinh bay



trong NotebookLM. Infographic tdng hop "30 bai content trong 3 TIENG":
* " SP=5gbc. 28 SP =140 bai."
° 3file input + 4 cau lénh goi y + cdng thirc 4-1-1
°  "Al 80% + Ban 20% = 100% chan thuc"

Téng hdng coral + trang.

##H# Buwdc 5. thém giong cla ban

Al tiét kiém 80% thoi gian nghi y twdng va viét nhap. 20% con lai, phan ban thém vao, mai tao khac biét.
Mé& tirng bai, thém 1-2 cau kinh nghiém that.

Két qua: trwéc vs sau

Tiéu chi Trwéc Sau (NotebookLM) Thei gian 30 bai 2-4 tuan 2-3 gid Y twdng Can kiét sau 10 bai 1 SP x 5
goc, khong bao gi hét Giong diéu M&i bai mbi kiéu Brand Bible nhat quan Chinh xac SP Nhé& nham thanh
phan Al trich tir catalog gbc

On tap - ap dung - sang tao

RECALL: "1 SP = 5 géc" gdm nhitng géc nao? Cong thirc 4-1-1? APPLY: Upload catalog, chay Cau Iénh

goiy 1. 5 phut cé Matrix 30 ngay. Chon 1 bai, thém kinh nghiém, dang thir. CREATE: Tao Brand Bible 1
trang. Upload cung catalog. So sanh bai cé va khéng cé Brand Bible.



Tinh hudng 10
blog + podcast: bién tai liéu "kho" thanh ndi dung
"Séllg"

| Muc tiéu | Thoi gian | Input | Output |

<b>Chuyén tai liéu <b>2-3 gi®» <b>cao/SOP + File d6i  <b>+ 3 bai social +
chuyén nganh thanh blog Paper/bao</b> twong Blog 1.500 Podcast audio + Briefing
+ podcast cung chu tr</b> Doc + Slide +

dé</b> Infographic</b>

Cau chuyén mé dau

Hon mudi gidr ti, khi tdi vira chuan bi xong tai liéu cho bubi dao tao hém sau, dién thoai bao tin nhéan Zalo
tr anh Blrc, mot hoc vién toi két thuc I6p Coaching 1:1 ba tuan trwdc. Anh nhdn mét tin rat dai d& cam on,
rang anh da thir lai dung quy trinh t6i hwéng dan trén NotebookLM va két qua tét hon han cach anh van
lam trwéc day. Cong viéc chinh clia anh lién quan dén hanh chinh, nhwng ngoai gie anh con nhan viét noi
dung cho mot s6 phong kham va bac si. Day 1a nhém ndi dung rat kho viét. Ngudi viét khong thé phong but
theo cam hirng, cling khong thé nhét vai y trén mang rdi dién dat lai cho tréi chady. Chi can dung sai mot
khai niém, viét qua tay mot tac dung, hodc lam ngudi doc hiéu nham vé thube, bénh hay phwong phap
diéu tri, bai viét cé thé gay hau qua that. Trong budi Coaching, anh Btrc tirng hdi toi: “Néu ding
NotebookLM dé viét blog chuyén nganh, vay khac gi dé Al viét ho? Khach ctia minh |a bac si, ho doc rat
k§. Sai mot dau phay 1 bj tré lai ngay.” That ra cau hdi d6 rat dung. V&i cac linh vuc nhay cdm nhw y té,
phap ly, tai chinh hay ky thuat, ban khédng nén xem Al la nguwoi chiu trach nhiém thay minh vé néi dung. T6i
chi néi véi anh: “Anh khéng nén dung NotebookLM dé viét thay. Hay diing né dé doc cung anh, gom y cliing
anh, dwng cAu tric ciing anh, rdi anh la ngudi kiém chirng va bién tap cudi cing.” Ba tuan sau, tin nhan
ctia anh Bl cho t6i thay khac biét ndm & chinh diém dé. Trwdc day, méi 1an nhan mot bo tai liéu tir khach,
anh lam theo cach quen thudc: doc tirng file, gach y, mé& thém vai bai tham khao, rdi bt dau viét. C6 bai
méat gan hai ngay mé&i xong ban nhap dau tién. Nhwng khi gtvi di, khach van tra lai vi bai thiéu mach lap
luan, doan dau chwa kéo duwgc ngudi doc vao, bang chirng chwa rd ngudn, hodc phan két chwa dan toi
hanh dong cu thé. Lan nay, anh lam khac. Anh tao mot Notebook riéng cho tirng chii dé&. Ngudn dau vao
gdm tai liéu chuyén mén do phong kham cung cép, hd so chan dung ngudi doc, cac cau hdi thweng gép
cua bénh nhan va mét file ghi ré nhirng diéu khéng dwoc néi qua hoac khéng duoc khéng dinh khi tai liéu
chwa c6 can clr. Sau dd, anh thiét 1ap cau Iénh hé théng d& NotebookLM chi khai thac néi dung tir ngudn
da tai I&n, ludn tach bach dir kién trong tai liéu vé&i phan dién gidi cta ngwdi viét. Khi can viét mot bai blog,
anh khéng yéu cau Al “viét ngay bai hoan chinh”. Anh bt dau bang nhirng cau hdi nhé hon: chi dé nay
ngwdi bénh thwdng hiéu sai & dau, tai liéu gbc cé nhivng diém nao dang tin cay nhat, nén mé bai béng néi
lo nao clia nguwoi doc, bai viét nén di qua ba hay bén luan diém, phan nao can nhac doc gia hdi y kién bac
sT thay vi tw x( ly. Tt nhivng cau tra 161 d6, anh dwng dan y, kiém tra lai ngudn, réi méi viét ban nhap. Khac
biét rat rd. Thang trwéc, anh hoan thanh ba bai va phai stra nhiéu vong. Thang nay, anh hoan thanh tam
bai, mbi bai mat khoang hai gi® tr lUc doc tai liéu dén luc c6 ban nhap glri dwoc cho khach. Diéu lam anh
bat ng® khong chi la tc d6. Piéu dang gia hon la chat lwong &n dinh. Mbi bai déu cé mach logic ré rang:



m& dau tir van dé that clia ngudi doc, than bai trién khai theo cac luan diém c6 can ctv, cudi bai c6 1&i nhic
phu hop vé hanh déng tiép theo. Khéng con kiéu hdm nao cé cdm hirng thi viét hay, hdm nao mét thi bai
r&i rac. Roi anh thir thém mot bwdec niva. Tl chinh bai blog da bién tap, anh yéu cau NotebookLM tao tiép
mot kich ban Téng quan béng &m thanh theo dang hoi thoai. N6i dung khéng déi vé ban chat, nhwng cach
tiép nhan thi khac han. Thay vi chi cé mot bai viét dé doc, khach ctia anh c6 thém mot phién ban podcast
ngan, dé bac si nghe lai trén dwérng di lam, hodc dé d6i ngii tw vAn nam nhanh ciing mét théng diép trudc
khi trao ddi v&i bénh nhan. M6t tai liéu gbc, nhwng khéng con bi “déng bang” trong file PDF hay SOP ndi
bd. N6 dwoc chuyén héa thanh blog dé doc, bai mang xa hoi dé chia sé, Bao cao dé ndm nhanh, Ban trinh
bay dé thuyét minh, Ban db hoa thong tin dé trwc quan hoa va podcast dé nghe khi khéng tién nhin man
hinh. Tai liéu van |4 tai liéu d6, nhung strc sdng clia nd da khac. Gan day, khi doc bai phdng van gitra
Steven Johnson (nha déng séang lap NotebookLM) v&i bdo VnExpress [4], t6i thdy cau chuyén cla anh
Dure rat gan véi tinh than Johnson nhac dén. Al khéng nén bién nguwoi viét thanh ngwdi bam nat tao noi
dung hang loat. Al nén gitip ngui viét hidu sau hon tai liéu cia minh, nhin ra géc tiép can tét hon, dat cau
héi sac hon va cudi ciing tao ra ndi dung cé ich hon cho con ngudi. D6 ciing 1a diéu tdi mudn nhan manh
trong tinh huéng nay. Vé&i ndi dung chuyén nganh, van dé khong phai la “lam sao dé Al viét that nhanh”.
Van dé 1a 1am sao bién mot khai tai lieu kho, dai, khé doc thanh nhiéu dinh dang dé tiép nhan hon ma van
gitr dworc dd chinh xac. Ngwdi doc mé blog khi can tim hiéu kj. Ho nghe podcast khi dang di chuyén. Ho
xem Ban d6 hoa thong tin d& nam y chinh. Con ngudi lam ndi dung thi cé mét quy trinh rd rang dé khong
phai bt dau lai tiv trang trdng méi 1an nhan tai liéu mai. Al khdng 13y di vai trd cla nguoi viét. Nguoc lai,
néu dung ding, né tra nguwoi viét vé ding phan viéc quan trong nhét: hiéu ngudi doc, kiém chirng théng
tin, chon géc nhin va bién tri thire thanh ndi dung ma nguwdi khac that sw mubn doc, mudn nghe, mubn nhé
va muén hanh déng.

Hwéng dan thuc hién tirng bwéc

#HHH Budc 1. chuan bi Input
Upload tai liéu nguén + file .txt mé t& dbi twong: DOI TWUONG:
Ai doc: [VD: Bac si da khoa, 5-15 nam KN]
Trinh dd: [chuyén gia / co ban / m&i]
Quan tam gi: [’ng dung thuc té& / sé liéu / géc nhin mai]
KHONG quan tam: [ly thuyét trivu twong / phwong phap chi tiét]
#HHH Budc 2. thiét |ap System Prompt

Ban la bién tap vién khoa hoc chuyén viét bai phd bién kién thirc. Nhiém vu: chuyén tai liéu chuyén nganh
thanh ndi dung hap dan nhwng chinh xac. Nguyén tac:



(1) Moi théng tin PHAI dwa trén tai liéu ngudn. KHONG thém
ngoai.

(2) Giai thich thuat ngl¥ bang vi du d&i thuong.

(3) Phan biét "cho thay" vs "chirng minh", "lién quan" vs "nguyén
nhan."

(4) Tiéu dé goi to mod nhung KHONG clickbait.

(5) Két bang ngudn gbc + disclaimer.

Bé&i canh: Béi twong theo File da upload. Tiéng Viét, doan ngén 2- 4 cau.
#HHH# Budc 3. cau 1énh goi v kit: phan a - blog (4 cau Iénh

goiy)

#HH Cau lénh goi y 1: tim insight

1. TOM TAT 1 CAU (dwéi 30 tlr, cho ngwdi khdng chuyén)

2. 5 DIEM CHINH dé hiéu, kém trich dan

3. 3-5 SO LIEU 4n twong nhét

4. DOl TUONG QUAN TAM: Ai muén doc?

"Sang loc vang" tir tai liéu. 5 phut biét cé gi dang viét.

#HHH Cau lénh goi y 2: tim angle

5 GOC TIEP CAN cho blog, méi géc:

* Tiéu d& (goi to md, KHONG clickbait)



*  Hook mé dau 2 cau

°  Péi twong phu hop

* 3 diém chinh
Rule of One: méi bai chi 1 insight chinh. Nh& 1 diéu sau tét hon 10 diéu noéng.
##HH Cau lénh goi y 3: khung blog 1.500 tr

Angle [s6], viét KHUNG BLOG 1.500 tir: MO’ (150 tir): Hook — Dan vao — "Tai liéu nay c6 cau tra 1oi."
THAN (1.000 tir): 3-4 subtitle. Nhan dinh — B&ng chirng — Y nghia thyc té. KET (200 tr): 3 takeaway —
L&i khuyén — Ngudn tham khao. Viét day du, khéng placeholder. Ban NHAP. Ban PHAI thém 1-2 doan
kinh nghiém ca nhan. Al thiéu "hoi thé nguoi."

##### Cau lénh goi y 4: phién ban social media
Tw blog, tao 3 phién ban:
1. FACEBOOK (300 ttr): Boi thwong, emoji, CTA "Doc day du
tai..."
2. LINKEDIN (200 tir): Chuyén nghiép, insight nganh
3. INSTAGRAM (150 ttr): Ngan, catchy, 5 hashtag
#HHH## Budc 4. phan b - podcast (studio)
Vao Studio — Téng quan bang am thanh — chon dinh dang:
*  "Tim hiéu sau": 15-20 phut, dung nhiéu nhét
*  "Tém tat": 5-8 phut, di thang trong tam
°  "Phé binh": Al danh gia chét lwong

®  "Tranh luan": 2 Al dirng 2 phia



M6 ta it nhat 5 dong: Podcast cho [d6i twong]. Tap trung [3-5 diém]. Vi du thwe té nganh [nganh]. M& bang
cau hdi gay to mo. Két: 3 hanh dong cu thé. Tone: chuyén nghiép nhwng gan giii. Bi quyét: M6 ta 5 dong
cho output tét hon dang ké so v&i 1 dong. Tao thém Briefing Doc (t6m tét 1 trang) + Infographic di kém
podcast.

#HHHE Buwoc 5. tao Slide

ng dung: Tao Presentation tir NotebookLM Hinh 3.3: Mét tai liéu khé co6 thé dwoc chuyén thanh blog,
podcast va cac manh noi dung ngan. V&i ndi dung tinh hudng nay, ban cé thé vao Studio — Ban trinh bay
— nhap mé ta sau dé& NotebookLM tao slide tdng hop: Tao bai trinh bay 12 slide téng hop néi dung "Blog +
Podcast: Bién Tai Liéu Khoé Thanh N&i Dung Séng". CAu trac: Slide 1 - Tiéu dé va gidi thiéu cha dé. Slide
2-3 - Bi canh van dé va tai sao can giai quyét. Slide 4-8 - Quy trinh thyc hién tirng buwédc (mbi bwdc 1
slide, c6 vi du cu thé). Slide 9-10 - Két qua dat dworc, sb liéu trwdc va sau. Slide 11 - Meo thyc té va luu y
quan trong. Slide 12 - Tém tat va budc tiép theo. Phong cach: chuyén nghiép, méi slide téi da 5 bullet
points, wu tién hinh anh va biéu dd minh hoa. Ngén ngi: Tiéng Viét. Lwu y: Chon ngdn ngir Tiéng Viét
trwde khi tao. Sau khi tao xong, ban cé thé tai vé dang .pptx dé chinh slra thém trén Google Slides hoac
Canva. Infographic "Blog + Podcast tw 1 tai liéu™

Baddeley: doc+nghe = +30-40%
Blog: 4 cau Iénh goi y (Insight — Angle — Khung — Social)
Podcast: 4 dinh dang + mé ta 5 dong
"2 gid thay vi 2 ngay"
Téng xanh navy + cam.

Két qua: trwdc vs sau

Tiéu chi Trwéc Sau (NotebookLM) Thoi gian 1 blog 1-2 ngay 2 gi& Duyét 1an diu ~40% 8/8 bai (nh& khung
lap luan) Podcast kém Khéng (thém 4-8h) C6 (thém 10 phut Studio) Tai str dung 1 bai = 1 nén tang 1 tai
liéu = Blog + Podcast + 3 social

On tap - ap dung - sang tao
RECALL: Baddeley (2000) [18]: 2 kénh tang ghi nh& bao nhiéu %? 4 dinh dang podcast? APPLY: Upload

tai liéu "kho" nhat. Chay Cau lénh goi y 1 + Cau Iénh goi y 3. Tao Audio "Tim hiéu sau." CREATE: Gi
podcast cho 3 ddng nghiép. Hai: "Hiéu gi? Chd nao kho?" Chia sé blog + Infographic trén LinkedIn.



[1 Nhan ban ngw&i do phat video tw dong véi HeyGen

Chuyén dbi cac kich ban video ho&c tém tat tr NotebookLM thanh céc video thuyét trinh, bai
gidng hoac video viral ngan v&i nguoi phat ngén Al (Al Avatar) chan thuc. HeyGen gidp ban
tao video hang loat chat lwgng cao ma khong can ding trwdc 6ng kinh may quay.

Dung thr HeyGen mién phi —

</div>


https://www.heygen.com/?sid=rewardful&via=hoang-nhat

Tinh huéng 11
landing page & mo ta sin pham

| Muc tiéu | Thoi gian | Input | Output |

<b>Viét landing page <b>SP trén <b>Brochure SP + <b>Landing Page 7
chuyén déi cao + mé san TMDT 2-3  Review KH + Chinh section + Mé ta SEO +
ta</b> gio</b> sach</b> FAQ + Slide +

Infographic</b>

Cau chuyén mé dau

C 200 ngwdi nhap vao quang cdo thi chi cé 1 nguoi dat lich tap thte. Chi chi mét chudi yoga 3 co' s&
mang con sb ay dén gép t6i ciing cau hdi cé phai thj trwéng da bao hoa. Téi xem k§ trng mau quang céo
cua chi. Hinh dep, ndi dung chin chu, khéng cé gi dé ché. Chinh diéu dé mai dang s¢. Khi moi thr tréng
déu dung ma chuyén dbi van nam im & 0,5% thi van d& nam & mot tang sau hon. T6i d& nghi chi gom 80
review khach dé lai subt hai ndm, upload vao NotebookLM réi hdi Al dau la ba ndi dau I&n nhat khién
khach phan van. Vai phut sau, cau tra I&i hién ra kém dan chirng. Khach so tap xong van dau lwng vi
khong biét tw thé ding hay sai. Khach ngai khung lich 1&p cirng nhac. Khach lo buéc vao 16p thi ai cling
déo dai hon nén nguong ngung. Chiim I&ng hdi lau. Bao ndm nay, trang dich cla chi chi néi vé khong gian
sang trong va gido vién chirng chi quéc té, toan diéu chi tw hao, khéng phai diéu khach ban tam. Téi viét lai
tiéu dé trang dich ngay chiéu hém 4y, htva thang rang khach sé hét dau lwng sau 30 ngay kém cam két
hoan tién. Bén duéi 1a khung gi® linh hoat tir 6 gier sang dén 10 gi&» dém va I&p riéng cho ngudi méi. Mot
thang sau, ty I& chuyén déi tang tir 0,5% |&n 2,8%, gap 5,6 lan, trong khi gido vién, gia va hinh anh déu gitr
nguyén. Subt bubi chiéu 4y, Al chi lam mét viéc 1a tim va xép lai néi dau clia khach, con tirng con chir van
do nguoi hiéu khach nhat dat xubng, dung triét ly nha sang lap NotebookLM van nhéc, cling ddng ndo chi
khong viét thay. Quéang céo kém hiéu qua thuwdng khéng phai vi thiéu dep, ma vi néi diéu ban ty hao thay
vi didu khach dang dau.

Vi sao phwong phap nay hiéu qua

Cialdini (2021) [19] chi ra: khach hang ra quyét dinh dwa trén cdm xuc trwéc, ly tri sau. Khi landing page
m& bang "Khdng gian sang trong" (Feature), ndo bd xt ly & ving logic, phan &ng lanh. Khi m& bang "Hét
dau lwng sau 30 ngay" (Benefit), ndo kich hoat viing cdm xuc, phan (rng néng. Nghién ctru clia Marketing
Experiments (2023) [20]: headline tap trung vao Benefit ting chuyén ddi trung binh 28% so v&i headline
Feature. Nielsen Norman Group (2024) [21] xac nhan: ngw&i dung doc landing page theo F-pattern, chi
20% doc quéa Section 3. Vi vay néi dau phai xuét hién trong 3 gidy dau. NotebookLM gidi quyét bai toan
nay bang cach doc review (ngdn ngir khach that) va brochure (thong sb k§ thuat), réi néi hai thé gidi. Al
khong bia Benefit, ma trich xuét chinh xac tr 161 khach. FRAMEWORK F-A-B "Soi nano mat do cao" 1a
Feature. "Mac vao bt cong Iwng” 1a Benefit. Gilra la Advantage. Al doc tai liéu ky thuat (Feature) + review
khach (Benefit), réi ni hai thé gidi.



Hwéng dan thuc hién tirng bwéc
Phan a: landing page

File 1: Brochure ky thuat (Feature gbc). File 2: Review KH hodc pain_points.txt. File 3: Landing page ddi
tha (néu co). Ban |a Copywriter Direct Response. Nhiém vu: viét Landing Page c6 chuyén dbi cao. Nguyén
tac:

(1) Dich Feature — Benefit. Dao sau dén lgi ich cdm xc.

(2) Format Section ré rang, cé ghi chu cho Designer.

(3) CHI LAY thong sb tir tai lieu. KHONG bia.

(4) Moi doan dwéi 4 dong, tbi wu dién thoai.

DPéi twong: [mo ta KH muc tiéu]

##HH Cau lénh goiy 1: usp + f-a-b

1. USP manh nhat? (1 cau, dwdi 15 ti)

2. Bang F-A-B cho 3 tinh nang: Feature — Advantage — Benefit
3. 3 néi dau I&n nhét ti review

#HH Cau lénh goi y 2: wireframe 7 section (pas)

Landing Page 7 Section: 1: Hero Banner (Headline + Sub + CTA) 2: V4n dé (ndi dau t review) 3: Giai
phap (SP giai quyét néi dau) 4: Features — Benefits (F-A-B) 5: Social Proof (review that + sé liéu) 6: FAQ
(chan trwdc phan dbi) 7: CTA cubi (urgency) Mbi Section: MUC DICH + goi y hinh + Headline.

##HH# Cau lénh goi y 3: copy chi tiét

Viét TOAN BO text cho 7 Section: S1: Headline (10 ti¥) + Sub + CTA nat S2: 3 doan xody ndi dau S3: Giai
phap lién két ndi dau — tinh nang S4-5: F-A-B + review trich dan S6: 3-5 FAQ chan "chwa mua" S7: CTA +
wu dai co thoi han Ethical Stealing: Upload LP di tha, hdi: "Cau héi nao déi thdi chwa tra 16i?" — Lap ké
hé.

Phan b: mé ta sp trén san



120 san phadm, mdi cai mo ta 2 dong tr nha cung cap. "Tui deo chéo, canvas, 25x18cm, den." Anh ban phu
kién: "Viét lai 120 cai thi chét." Upload théng sbé + review. Al "language mining": khach khéng néi "chét liéu
canvas b&n" ma néi "bén, quing quat khéng hdng." Anh update 30 SP trong 3 TIENG bang ngdn ngi
khach. Don tang, review tiéu cuc "khéng ding mé ta" gidm gan hét. Chuyén gia Ecommerce
(Shopee/Lazada/TikTok Shop).

(1) Tiéu d&: [Loai SP]+[Dac tinh]+[Loi ich]. Duai 120 ky tu.

(2) Icon chia doan. M& bang néi dau — xoa diu bang tinh nang.
(3) "Cam két Shop" + "Q&A" chan truwdc.

(4) CHI dung théng sé gbc. KHONG phéng dai.

##H#H Cau lénh goi y 1: tiéu dé seo + mod ta

5 tieu d& SEO cho [SP]. Du¢i 120 ky tw, 3+ tir khéa phd thong. Chon tiéu dé tét nhat, viét moé ta: MO’: 2-3
cau néi dau TINH NANG — BENEFIT: 4-5 tinh nang dich sang loi ich THONG SO: Bang ngén CAM KET +
CHINH SACH

###HH# Cau lénh goi y 2: FAQ + hashtag
3 Q&A chan ly do e ngai + 10 hashtag (5 phd bién + 5 ngach)
###H# Budc 4. tao san pham tir studio

(ng dung: Tao Presentation tir NotebookLM Hinh 3.5: Khung mau F-A-B, chuyén tinh ndng thanh lgi ich
ma khach hang that sy quan tam. V&i ndi dung tinh hudng nay, ban cé thé vao Studio — Ban trinh bay —
nhap mo ta sau d& NotebookLM tao slide tdng hop: Tao bai trinh bay 12 slide tdng hop ndi dung "Landing
Page & M6 Ta San Phadm". C4u truc: Slide 1 - Tiéu dé va gisi thiéu cha dé. Slide 2-3 - Bbi canh van dé va
tai sao can giai quyét. Slide 4-8 - Quy trinh thuwc hién tirng buéc (méi bwdc 1 slide, ¢o vi du cu thé). Slide
9-10 - Két qua dat dworc, sb lieu truéc va sau. Slide 11 - Meo thwe té va lwu y quan trong. Slide 12 - Tém
tat va budc tiép theo. Phong cach: chuyén nghiép, méi slide téi da 5 bullet points, wu tién hinh anh va biéu
dd minh hoa. Ngén ngiv: Tiéng Viét. Lwu y: Chon ngdn ngir Tiéng Viét truée khi tao. Sau khi tao xong, ban
c6 thé tai vé dang .pptx dé chinh stra thém trén Google Slides hodc Canva. Infographic "Landing Page &
Mo ta SP™:

* F-A-B (Feature — Advantage — Benefit)

° Landing Page 7 Section (PAS)



° San TMBT: SEO + Cam xuc
° 0,5% —2,8%

Téng xanh teal + trang.

Két qua: trwdc vs sau

<i>Hinh 3.6: B6 12 slide mau minh hoa cho tinh huéng 11, dung dé dinh hwéng khi tao Ban trinh bay trong NotebookLM. Tiéu
chi Trwéc Sau (NotebookLM) Chuyén dbi LP 0,5% (ndi vé toi) 2,8% (noi ndi dau khach) Mé ta SP san 2 dong copy NCC bay
da + SEO + FAQ Ngén ngi Feature (k§ sw) Benefit (khach hang) Review tiéu cuc Thudng xuyén Gan O (trich tiy tai liéu
gbc)</i>

On tap - ap dung - sang tao

RECALL: F-A-B gé“)m gi? PAS? 2 "ctra ai" san TMDT? APPLY: Upload brochure + review. Chay Céau Iénh
goiy 1 (F-A- B). Gwi Section 1 cho 3 KH cii héi: "Cé mudn bdm 'Tim hiéu thém'?" CREATE: Viét lai LP hién
tai: d6i headline tir Feature sang Benefit. Do chuyén ddi 1 tudn. So sanh. Lwu y ti thuc té: Hau hét
Landing Page viét theo goc "san pham tét thé nao" thay vi "khach hang bét dau thé ndo." Chi can upload
50 review + chay Cau I&nh goi y 1, ban sé thay rd khach thwc sw mudn gi.



Tinh huéng 12

trAlning nhan viéen & SOP

| Muc tiéu | Thoi gian | Input | Output |

<b>Bién soan Onboarding <b>Audio <b>nhan + chinh sach <b>+ Audio + Cheat Sheet
Playbook + SOP + Quiz training 2-3 S6 tay 3 ngay + Quiz 15 + Slide + Infographic</b>
+</b> gio» SOP anh cau</b>

chup + ghi am

+ tin</b>

Cau chuyén mé dau

Chi chi mét chudi ca phé dac san 3 co s& mat ngl vi mét con sb, cv 10 nhan vién maéi thi 3 nguwdi nghi
ngay trong thang dau. Chi goi héi tirng ban da nghi va nhan vé cau tra |&i chung, cac ban khéng duoc
hwéng dan ky, vao ca clr phai tw mo. M&i ngwdi méi ngdn ctia chi 3 ngay kém sat tlr bAm may tinh tién,
chao khach, can ca phé dén pha latte, trong khi ba quan ndm cach nhau ca chuc cay sb. Tai hdi chj cé tai
liéu dao tao khong, chi lac dau. Nhwng cang hai k¥, t6i cang thay tai liéu ndm khap noi, t& quy dinh dan sau
quay, bang dinh lwong trong bép, may doan ghi &m chi dan quéan ly, ca trdm tin nhan Zalo hwéng dan xi ly
tinh huéng. TAt ca la quy trinh that dang chay méi ngay, chi la chwa ai viét ra. T6i chup anh, g& bang ghi
am, gom tin nhan réi dwa hét vao NotebookLM. Al dwng thanh cuén cdm nang hdi nhap cé muc luc, vi du
tinh hudng va bai kiém tra nhé cudi méi phan. Ba thang sau, ty |& nghi viéc thang dau gidm t&» 30% xudng
12%. Khi m& chi nhanh th tw, chi dao tao xong mét nhan vién maéi trong 3 ngay thay vi 3 tuan. T6i hay ké
thém rang chinh NotebookLM ciing kh&i dau tir mot ban demo thé so mua thu nam 2022 truéc khi thanh
coéng cu hang triéu nguwdi dung. Gia tri that thwerng ndm sén trong nhivng thir thd rap, chér dwoc sap xép
lai. Quy trinh cGia ban van luén & d6, séng dong va day da. N6 chi che dwoc viét ra, dé& nguwdi mai khong
phai hoc nghé bang cach doan.

Vi sao phwong phap nay hiéu qua

Ebbinghaus (1885) [14]: con ngu®i quén 70% kién thirc sau 24 gid néu khdng 6n lai. Onboarding truyén
thdng "bam 1:1 trong 3 ngay" mac dung 16i nay, vi kién thirc truyén miéng khong Iwu lai, khéng 6n lai dworc.
Mayer (2009, Multimedia Learning): hoc qua nhiéu kénh (doc + nghe + thuc hanh) tang ghi nhé 50-75% so
v&i chi doc. NotebookLM cho phép tao cung luc Playbook (doc), Audio (nghe) va Quiz (thwc hanh) tir cung
tai liéu ngudn. Didm méu chét: kién thirc van hanh trong F&B, Spa, chudi ban 1é thwong tdn tai dang
"ngdm" (tacit knowledge), nam trong dau nhan vién ky cwu, trén bang dan twéng, trong tin nhan Zalo.
NotebookLM bién kién thtrc ngdm thanh kién thirc hién (explicit knowledge), chudn héa va nhan ban duorc.
Lwu y tir thue té: Doanh nghiép chudi cé pattern chung: "biét" nhwng "khéng viét ra." Upload tin nhan Zalo
hwéng dan vao NotebookLM, 10 phut cé SOP bai ban hon bat ky tai liéu ndo viét tir dau.

Hwéng dan thue hién tirng bwéc



#H## Buoc 1. chudn bi Input

Gom moi thir lién quan dén quy trinh: anh bang quy dinh, ghi am (voice-to-text), tin nhan Zalo, checklist,
file Word/PDF néu cé. Al doc dwoc moi "blra bai."

#HHH Budc 2. thiét lap System Prompt

Ban la Training Manager Chudi Dich vu. Nhiém vu: bién soan Onboarding Playbook ngan gon, dé& ap dung.
Nguyén tac:

(1) 100% twv tai liéu da upload. KHONG thém ngoai.

(2) Chia nh tai liéu: méi phan 1 cha dé, tang dan do kho.
(3) Nhiéu vi du NEN va KHONG NEN (cu thé tir tai liéu).
(4) Giong ddng hanh, khéng hach dich.

#HH Bwdc 3. cau lénh goi y kit (3 cau Iénh goi y)

#HH Cau lénh goi y 1: syllabus 3 ngay

LICH TRINH 3 NGAY cho NV méi: Ngay 1: Van héa, khéng gian, thai d6 Ngay 2: S&n pham/Menu, cach
order Ngay 3: SOP van hanh, quy trinh cudi ca, thanh toan M&i ngay 3-4 dau muc, mdi dau muc dudi 1
trang. Ngay 1 nhe (van hoa) — Ngay 3 nang (SOP) khi da quen khdng gian.

#HH Cau 1énh goi y 2: chi tiét teng ngay

Chi tiét Ngay [1/2/3]. Mdi d&u muc: MUC TIEU: Hoc xong lam dwoc gi? NOI DUNG CHINH: Tém gon, dé
nhé Vi DU: 1 NEN + 1 KHONG NEN (tw tai liéu) NV nhé tinh hudng cu thé tét hon quy téc triru twong.

#H#HH# Cau lénh goi y 3: Quiz 15 cau
15 CAU kiém tra 3 Ngay:
* 5 trc nghiém (ndi quy, menu, quy trinh)

*  5Bung/Sai (xt ly tinh huéng)



* 5 tinh hudng ("Khach phan nan [X], ban lam gi?")
#HHH# Cau 1énh goi ¥ 4: cheat sheet khan cap

TAO CHEAT SHEET 1 TRANG A4 "KHI GAP VAN DE": 4 tinh hudng phd bién nhat (tlr tai liéu + kinh
nghiém): M&i tinh huéng: tén ngan + 3 buwdc xt ly + sé dién thoai lién hé. In dan trong quay/khu vic lam
viéc. Cheat Sheet ciru mang: NV hoang khong nh& SOP, nhwng nhin dwoc 1 t& A4 dan ngay trwedc mat.

#HHH Budc 4. tao san pham tir studio

Audio "Ngay Di Lam Dau Tién" Podcast: NV kinh nghiém gi&i thiéu cho ban méi vé Menu, quy tac, meo ghi
diém. Giong vui v&, than thién, khong ap luc. Két: "3 diéu nhé nhét trong tuan dau." Gri vao Zalo truéc
ngay nhan viéc. NV dén da biét so' van hoa, menu, quy trinh. Cheat Sheet khan cép (1 trang A4) "KHI GAP
VAN DE - LAM NGAY":

® Hoéa hoan: [bwoéc 1, 2, 3]

*  Khéach phan nan Ién tiéng: [budc 1, 2, 3]
° May POS sap: [bwéc 1, 2, 3]

* Hét nguyén liéu gitra ca: [bwdc 1, 2, 3]

In dan trong quay. DG clru mang luc chi vang. ng dung: Tao Presentation tir NotebookLM Hinh 3.7: Quy
trinh chuén hoa kién thirc ngdm thanh hé théng dao tao cé thé nhan ban. V&i néi dung tinh hudng nay, ban
c6 thé vao Studio — Ban trinh bay — nhap mé ta sau dé NotebookLM tao slide tdng hop: Tao bai trinh bay
12 slide tbng hop ndi dung "Training Nhan Vién & Sop". CAu tric: Slide 1 - Tiéu dé va gidi thiéu cha dé.
Slide 2-3

*  Bdi canh van dé va tai sao can giai quyét. Slide 4-8 - Quy trinh

thwe hién tirng buéc (mdi buwde 1 slide, cé vi du cu thé). Slide 9- 10 - Két qua dat dwoc, sé liéu trudc va
sau. Slide 11 - Meo thyc té va lwu y quan trong. Slide 12 - Tém tét va bwdc tiép theo. Phong cach: chuyén
nghiép, méi slide téi da 5 bullet points, wu tién hinh &nh va biéu d& minh hoa. Ngén ngi¥: Tiéng Viét.
Infographic "Training NV & SOP bang NotebookLM":

* Input: Gom kién thirc phi chinh thirc

* 3caulénh goiy: Syllabus — Chi tiét — Quiz



* 3 san phdm: Audio + Cheat Sheet + Slide
*  30% — 12% turnover
Téng nau &m + kem.

Két qua: trwdc vs sau

<i>Hinh 3.8: B6 12 slide mau minh hoa cho tinh huéng 12, diing dé dinh hwéng khi tao Ban trinh bay trong NotebookLM. Tiéu
chi Trwéc Sau (NotebookLM) Turnover thang dau 30% 12% Onboarding 3 ngay bam 1:1 1 ngay + Audio + tai liéu Kién thirc
khi NV nghi Mat theo ngu&i Gil trong Playbook Nhat quéan chi nhanh M6i quan day 1 kiéu Cung 1 Playbook</i>

On tap - ap dung - sang tao

RECALL: 3 ngay chia cha dé gi? (Ngay 1: 2, 2: ?, 3: ?) APPLY: Ghi am 1 16i NV hay I&p. Upload. Al viét
thanh nguyén tdc NEN/KHONG NEN. In dan. CREATE: Upload SOP (du chi anh chup). Tao Audio. Gt NV
ma&i trwedc ngay lam.



review khach hang & phéan tich doi thi

| Muc tiéu | Thoi gian | Input | Output |

<b>Phan tich review tim <b>2-3 gi®» <b>catalog déi thu</b> <b>+ catalog SP
insight 4n + xay Battle Review KH Sentiment Mapping +
Card cho Sales</b> +</b> Insight + Battle Card 2

trang + Slide +
Infographic</b>

Cau chuyén mé dau

Cha mét chudi ca phé 3 co sé tirng suyt chi tir 50 dén 80 triéu dong thay toan bd menu vi tin réng khach
ché dd udng. Tdi chi hdi anh mét cau, rang anh da doc hét 200 review trén Google Maps chuwa. Anh thira
nhan la chwa, vi doc vai chuc cai théy khen ché 1an 16n nén nan. Téi upload ca 200 review cho Al phan loai.
Nhém phan nan I&n nhat chiém 34% khéng néi vé dd udng hay gia, ma vé thai dé phuc vu luc déng khach,
ngudi ké goi mai khong ai ra, nguoi than nhan vién mat lanh, ngudi viét phai doi 20 phat méi duwoc order.
Tam ly hoc goi day 14 thién I&ch tiéu cwc. Con ngwdi nhé 161 ché sau gap ba dén nam |an 16i khen, nén vai
review gay gat da dan dat phan doan ctia anh chd, con Al chi lang 1& dém tan suét va gom cum van dé.
Dung nhu cach Steven Johnson mé ta viéc dé Al hidu thAu mot ddng tai liéu phire tap rdi giai thich lai cho
ngudi doc. Anh khéng déi menu niva. Khoan tién dwoc don vao dao tao giao tiép cho nhém nhan vién thoi
vu gi® cao diém. Review 5 sao tdng 40%, phan nan vé thai do giam tir 34% xudng 12%, menu cii ven
nguyén khong tén moét déng. it 1au sau, mét giam dbc kinh doanh nganh thép mang dén bai toan nguwoc lai,
hiéu cac ddi thi dang néi gi v&i khach khi ho ddng loat gidm gia khién doi sales bj chat van lién tuc. Toi
gom tai liéu cong khai clia 3 ddi thi vao NotebookLM. Al déi chiéu va chi ra déi thi thir nhat quang ba giao
toan qudc nhung thu phu phi viing xa 15%, déi tha thir hai cam két bado hanh 5 ndm kém hai trang diéu
khoan loai trir, d6i thd thir ba ré hon 8% nhwng théng sé chiu luc thdp hon han. Déi sales in nhirng phat
hién 4y thanh tdm Battle Card 2 trang bé tui. Khach so gia, cac ban binh tinh phan tich rang bén kia ré hon
8% nhwng chiu lwc kém va cong chi phi thay thé sém thi d&t hon. Viéc téng hop kiéu nay trudc mat mot
tuan, gid goi trong 15 phut. Loi khach hang va I&i dbi tht déu cong khai sén, thie con thiéu chi [a mot ngudi
chiu doc ching cé hé thdng.

Vi sao phwong phap nay hiéu qua

Bain & Company (2023) [22]: doanh nghié&p phan tich review hé thdng c6 NPS (Net Promoter Score) cao
hon 20-30 diém so v&i doanh nghiép chi doc review 1& t&. Ly do: 1 review la y kién, 100 review Ia xu
hwéng. Gong.io (2024) [23]: sales team cé Battle Card cap nhat thadng deal nhiéu hon 40% so v&i team
khéng cd. Battle Card truyén thdng méat 2-4 tuan soan va 16i thdi sau 3 thang. NotebookLM cap nhat tir
review méi trong 10 phut. NotebookLM doc hang tram review cung Iuc, phat hién pattern ma doc tha céng
bd sét. Vi du: 15% review nhéc "giao hang cham" nhung chi 3% khiéu nai chinh thirc. 12% "b4t man tham
lang" nay chinh I& khach sap roi di ma khéng bao trwéde. Kinh nghiém cla tdi: Workshop TMBT: chii shop



upload 200 review. Al phat hién khach khen "déng goi can than" nhiéu nhat. Truéc gir anh tap trung quang
cdo san pham, chwa bao gi®» nghi "déng géi" 1a USP. Tuan sau anh quay video déng géi, reach gap 5 bai
thwong.

Hwéng dan thue hién tirng bwéc
Phan a: review khach hang

Ban la VoC (Voice of Customer) Analyst. Nhiém vu: phan tich tam ly, cdm xuc t& review. Nguyén tac:
(1) CHI phan tich tr File review. KHONG thém ngoai.

(2) Trich NGUYEN VAN cum t& &n twong.

(3) Phan loai: Tich cwc / Tiéu cwe / Yéu cadu méi.

(4) Loi khuyén cho Sales, Marketing, Van hanh.

(5) Pattern 18p — ghi ty 1& % va sb lan.

###H Cau lénh goi y 1: sentiment mapping

BANG PHAN TiCH:

1. Khen (%) / Ché (%) / Trung lap (%)

2. Nhém CHE: xép hang theo TAN SUAT LAP

3. 3 review tiéu cwc ndng nhat + 3 khen tam huyét nhat (nguyén
van)

4. VAn dé nao sira GAP NHAT?

##H#H# Cau 1énh goi y 2: insight ngam

3 "Insight Ngam":

1. Phan khuc nao thye sw dung va thich nhat?



2. Tinh nang nao khach dung trai hwéng dan nhwng van khen?
3. Nhu cau nao khach nhac ma chwa cé SP dap &ng? (khoang

trbng ndi dung) Thuc té tir workshop: Al gitip phat hién cac tir khéa "xanh", "tai ché&", "eco" xuét hién trong
23% cac danh gia. Bay la tin hiéu thj tredng ré rang ma danh muc san pham hién tai chwa dap trng dwoc.

##H#H# Cau 1énh goi y 3: bién "rac" thanh content

5 Tiéu dé bai viét dung CHINH XAC tr veng khach g trong review. "Mdc mat rwoi" chir khéng phai "Céng
nghé lam mat."

Phan b: battle card

Chién Lwoc Gia Competitive Analysis.

(1) Khach quan: khen déi tha va chi ra diém yéu.

(2) Trich "trap" (diéu khoan an, cam két map mo).

(3) Tach: Rui ro cho KH chon dbi thi + Co hoi cho SP nha.
(4) KHONG thién vi. Sales can biét diém manh dbi tha.
#HH Cau lénh goi y 1: reverse engineering

1. CASHCOW: SP/dich vu nao tao doanh thu I&n nh4t?

2. TRIPWIRE: Gi kéo khach vao phéu?

3. SWITCHING COST: Khé sang t6i vi ly do gi?

##H#H Cau lénh goi 'y 2: swot 1:1

BANG CAN NAO: | Tiéu chi (7 tinh nang) | Dbi tht X | Bén ta | + 3 "Cam két map mo™ ctia déi tha, trich dan
cu thé.

##HH Cau lénh goi y 3: battle card 2 trang



TAI LIEU CHIEN BAU 2 trang cho Sales: PHAN DON 1: "Gia ré hon" — 3 luan diém (chi phi an, TCO)
PHAN DON 2: "Pang dung bén X" — 2 cach xoa dju + rii ro & lai PHAN DON 3: "B&o hanh lau hon" — so
sanh diéu khoan that Mai phan don kém trich dan tai liéu. San pham tir Studio 'ng dung: Tao Presentation
tir NotebookLM Hinh 3.9: NotebookLM cho Sales & Marketing: Tw tai liéu san phdm dén content da kénh
V&i ndi dung tinh hudng nay, ban cé thé vao Studio — Ban trinh bay — nhap mé ta sau dé NotebookLM
tao slide tdng hop: Tao bai trinh bay 12 slide tdng hop noéi dung "Review Khach Hang & Phan Tich DAi
Tha". CAu trac: Slide 1 - Tiéu dé va gidi thiéu cha dé. Slide 2-3 - Béi canh van dé va tai sao can giai quyét.
Slide 4- 8 - Quy trinh thyc hién tirng bwédc (mbi budc 1 slide, ¢ vi du cu thé). Slide 9-10 - Két qua dat
duworc, sb lieu trwde va sau. Slide 11

*  Meo thuc té va lwu y quan trong. Slide 12 - Tém tat va budc tiép

theo. Phong cach: chuyén nghiép, méi slide tdi da 5 bullet points, wu tién hinh anh va biéu d& minh hoa.
Ngén ngi: Tiéng Viét. Hinh 3.10: Ban trinh bay mau (Presentation) 12 slide tr NotebookLM Infographic
"Review KH & Battle Card":

° Review: Sentiment Mapping + Insight ngdm + Content
° Battle Card: Reverse Engineering + SWOT + 3 Phan don
*  34%—12% phan nan. Battle Card 15 phut.

Téng dé dam + xam.

Két qua: trwéc vs sau

Tiéu chi Trwdc Sau (NotebookLM) Boc 200 review 3 ngay, Thién |éch tiéu cwc 3 phut, chinh xac Phat hién
van dé Sai (twdng menu) Bung (34% thai do) Battle Card 1 tuan gom tay 15 phut + trich dan Phan don
"Hang t6i tt hon" "Ré 8%, chiu lwc kém 15%"

On tap - ap dung - sang tao

RECALL: Thién |&ch tiéu cwc? 3 thanh phan Battle Card? APPLY: Upload review tir Google/Shopee, chay
Cau lénh goiy

1. Phan nan nhiéu nhat cé dung nhw nghi?

APPLY: Upload catalog dbi thti + SP nha, chay Cau lénh goi y 3 (Battle Card). Role-play sang mai.



chatbot FAQ: "khoang trong ndi dung" va quan in

| Muc tiéu | Thoi gian | Input | Output |

<b>Xay boé FAQ cho <b>1-2 gi®» <b>Menu/Catalog</b> <b>+ Chinh sach B6 FAQ
chatbot + phat hién Lich str chat 30 cau + Kich ban chatbot
"khoang tréng noi +</b> + Briefing Doc + Slide +
dung"</b> Infographic</b>

Cau chuyén mé dau

C6 mét anh chi QUAN AN kiéu Nhat ma téi rat quy, tw mé quan, tw dirng bép cling 2 phu bép. Pot dé
quéng cdo trang 1&n, tin nh&n don dap, nhwng ca ngay anh phai tra |&i di tra 1&i lai nhi'ng cau gidng hét
nhau, quan & dau, menu c6 gi, &n keto bé com thi tinh sao. Méi tin ngén chirng 15 phut, mét ngay 20 tin 1a
mét dwt 5 gi®, gan bang thoi gian dirng bép. Forbes cong bé ndm 2024 [24] réng 78% ngwdi mua online
sé bd di néu khdng dwoc phan hdi trong mot phit. Anh ket ding thé, khéng tra & nhanh thi mat khach,
mai tra 1o thi khét ndi. Téi hwéng dan anh gom file quan tri bép, chinh sach quan va 50 doan chat khach
h&i nhiéu nhat vao NotebookLM réi chay mét cau 1énh duy nhat. Nam phut sau Al trd vé 30 cau héi dap
dung giong nha nh&n ctia quan, cau nao ciing khép bang |&i mdi d&t mon, bdi y twéng gbc ctia cong cu
nay la dé& méi nguwdi ca nhan héa Al bang tai liéu ca riéng ho. Anh gén bd cau héi dap vao mét chatbot
mién phi ngay t6i d6. Tuan dAu tién chatbot tw tra i 70% tin nhan. Thoi gian 6m dién thoai gidm tir 5 gior
xudng con moét tiéng rwdi mdi ngay. Anh danh ba tiéng rudi doi ra dé vao bép thir nghiém hai mén mai.
Diéu tha vi nhat nam & nhirng cau chatbot khong tra 161 dwoc. Trong hai tuan, 15 lwot khach hdi quan cé
com chay khéng. Anh thém set chay vao menu, ba thang sau set chay chiém 12% doanh thu. Khoang
trbng ndi dung, khi dwoc Idng nghe dung cach, chinh 1a khodng tréng nhu cau cla thi trueng.

Vi sao phwong phap nay hiéu qua

Harvard Business Review (2023) [25]: 65% khach hang ky vong phan héi tirc thi, nhung chi 10% doanh
nghiép SME dap ng dwgc. Khoang cach nay la co hdi cho chatbot FAQ. Gartner (2024) [26]: chatbot xtr
ly ding FAQ giGp gidam 40-60% khdi lwong céng viec CSKH, ddng thdi ting CSAT (Customer Satisfaction)
15-20% nh& phan héi nhanh. Quan trong hon, méi cau hdi chatbot KHONG tra I&i dwoc chinh la tin hiéu
thi trworng (khoang tréng nodi dung) ma déi thi chwa khai thac. NotebookLM bién 50 doan chat "bira bai"
thanh bd FAQ ¢6 cau tric, phan nhém, kém CTA. Gia tri kép: vira gidm tai, vira phat hién nhu cau an.
KHOANG TRONG NOI DUNG: INSIGHT AN Workshop vat liéu xay dwng: upload review + catalog, cau
lénh goi ¥ "5 nhu ciu khach nhéc nhung chwa co SP dap (ng." Al: "xanh," "tai ché," "eco" xuét hién 23%
review. Khach héi nhung catalog khéng cé. Khoang trdng néi dung = san pham tiép theo can tao.

Hwéng dan thuc hién tirng bwéc

#### Budc 1. Input (3 file)



File 1: 50 doan chat phd bién (copy text Messenger/Zalo). File 2: Menu/Catalog + chinh s&ch. File 3 (tuy
chon): Review KH.

#HHH Buwdc 2. System Prompt

Chuyén vién CSKH cao cap. Nhiém vu: boc tach tai liéu thanh FAQ chatbot. Nguyén tac:
(1) NGAN: dwéi 50 chiv/block. Doc trén BT vira 1 man hinh.

(2) Ludn CTA cubi (link, form, SBT).

(3) Giong ngot ngao, thau hiéu.

(4) Chia nhém cha dé dé dé gan flow chatbot.

#HH Bwdc 3. cau lénh goi y kit (3 cau Iénh goi y)

####H# Cau lénh goi y 1: dan khung FAQ

4 nhém chuyén dé: A. Mua hang, giao hang, gia ca B. Thac méc san phadm/dich vu C. Khiéu nai, bao hanh,
dbi trd D. Combo, khuyén mai M&i nhém: 5 cau hdi phd bién nhét (tir lich st chat). Chi liét ké, doi duyét
trwdc khi viét. Duyét khung trwéc: chatbot sai 1 cau = mat 1 khach.

#HHH# Cau 1énh goi y 2: viét tra 161 nhdom a + b

Viét tra 161 nhém A va B, mdi cau 3 buéc: [Pdng tinh/Cam on] — [Chi dan, duéi 3 dong] — [CTA:
link/form/SBT] "Ship ngoai thanh?" — "Da dwgc ludn a. Phi chi 30K, giao 2 gi¢. Dat ngay nhé" Thém 5 ti
ma cam xuc hoan toan khac.

#HHH# Cau 1énh goi v 3: xt ly khiéu nai (nhém c)

Nhém C: kich bén nhe nhang, thdu cam: Xin 16i — Form cham séc riéng (tach khai chat céng cong) — Hen
thoi gian cu thé ("Trong 2 gi® tdi...") + Cach tir chéi bdi thwdng khéo I€o khi khach tw gay hdng. Khiéu nai
trén chat cong cong — dan vao inbox riéng. Tranh luan trwéc méat khach khac = thua tir dau.

###H Cau 1énh goi y 4: content GAP report

Tw lich st chat, liét ké 5 CAU HOI phé bién ma tai liéu hién tai CHUA tra 161 dwoc: Mbi cau: tan suét xuét
hién + loai nhu cau (SP m&i / chinh sach thiéu / théng tin chwa rd) Dé xuat hanh déng: bé sung FAQ / tao



SP / cap nhat chinh sach. Content Gap Report chay méi thang = ban dd nhu cau khach hang mién phi,
chinh xac hon survey.

### Budc 4. tao san pham tir studio

Briefing Doc: "Top 10 tinh hudng khé" 10 tinh huéng chat khé nhat: Khach néi gi — Tra 16 mau — Diéu
KHONG duwoc néi. Dan canh may tinh cho NV tryec ca. L'J’ng dung: Tao Presentation tr NotebookLM V&i
ndi dung tinh huéng nay, ban c6 thé vao Studio — Ban trinh bay — nhap mé ta sau d& NotebookLM tao
slide tdng hop: Tao bai trinh bay 12 slide téng hop ndi dung "Chatbot Fag: Content Gap Va QUAN AN".
CAu tric: Slide 1 - Tiéu dé va gidi thiéu chi dé. Slide 2-3 - Bbi canh van dé va tai sao can giai quyét. Slide
4-8 - Quy trinh thuyc hién tivng budc (mdi budc 1 slide, ¢6 vi du cu thé). Slide 9-10 - Két qua dat dwoc, sb
liéu trwdrc va sau. Slide 11 - Meo thwe té va lwu y quan trong. Slide 12 - Tém tét va budc tiép theo. Phong
cach: chuyén nghiép, mdi slide téi da 5 bullet points, wu tién hinh anh va biéu dd minh hoa. Ngoén ngir:
Tiéng Viét. Lwu y: Chon ngdn ngir Tiéng Viét trwdc khi tao. Sau khi tao xong, ban co thé tai vé dang .pptx
dé chinh stva thém trén Google Slides ho&c Canva. Hinh TH14.2: Ban trinh bay (Presentation) 12 slide tir
NotebookLM Infographic "Chatbot FAQ & Content Gap":

78% khach bé di néu khéng phan héi 1 phut
3 cau lénh goi y: Dan khung — Tra 6 — Khiéu nai
Content Gap: nhu cau khach chwa dwoc dap (rng
5h — 1,5h/ngay

Téng cam &m + tréng.

#HHH Budc 5. vong 1ap cai tién

Tuan 1-2: Gan FAQ, theo d&i cau nao dung, cau nao khach hdi lai. Tudn 3: Gom cau héi chatbot KHONG
tra i — upload thém — chay lai Cau lénh goi y 2 — b sung. Tuan 4: Danh gia ty & tw tra |&i. Sau 3
thang: 70% — 85%. 3 quy tic vang: (1) Duyét trwdc khi gan. (2) Test véi 5 KH cii. (3) Ludn cé nat "Chat
V@i nhan vién."

Két qua: trwéc vs sau
Tiéu chi Trwéc Sau (Chatbot NotebookLM) Thoi gian/ngay 5 gid (20 tin x 15') 1,5 gid (chi 30% cau kho)

Téc dd 15 phut Tire thi Cau haéi l&p Tra 1&i tay 70% tw déng Insight Khéng thdng ké Khoang tréng ndi dung:
nhu cau an Upsell Khong (ban tra 1) Chatbot goi combo



On tap - ap dung - sang tao

RECALL: 78% khach bd di néu khéng phan hdi trong bao 1au? "Khoéng tréng néi dung" 1a gi? APPLY:
Copy 50 chat — upload ciing menu — Cau lénh goiy 1 — duyét — Cau Iénh goi y 2 — gan chatbot. Sang
xem bao nhiéu tin tw tra I&i. CREATE: Chay Cau lénh goi y 4 (Content Gap). Tim 1 nhu cau khach hai
nhwng chwa cé SP. Thao luan v&i team R&D hoéc b sung FAQ.



Tinh huéng 15

emAll/Zalo nurture: tir 12% lén 34% ty 1€ mo

| Muc tiéu | Thoi gian | Input | Output |

<b>Xay chubi email/Zalo <b>2-3 <b>Catalog SP +</b> <b>FAQ KH + email cii +
nudi dwong khach tir "la"  gio</b> hanh trinh KH Chuéi 5
dén "mua"</b> email + Tin Zalo + Subject

line A/B test + Slide +
Infographic</b>

Cau chuyén mé dau

Ban bao cao email dat triedc mat t6i chi cé6 mot con sd dang nhé, ty 1&é mé 12%, nghia 1a ctr 100 khach tiém
nang thi 88 nguoi bd qua ngay tr dong tiéu dé, trong khi céng ty van chi hang chuc triéu méi thang kéo
khach vé. Phéu phia trwdc hirng khéo bao nhiéu, phéu nuéi dwéng phia sau thiing day bay nhiéu, du ca
nhém da thir di cach dbi gid gtvi, ddi mau nat bdm. To6i d& nghi mot phép thir trwde khi ban chuyén viét lai.
Ca nhém upload 20 email cii cling catalog va b6 cau héi thwdng gap vao NotebookLM, héi Al ty 1é ndi dung
ndi vé cong ty so v&i ndi dung ndi vé loi ich khach hang. Két qua lam ca phong lang di, 78% dung lwong
néi vé codng ty, chi 22% nai diéu khach quan tam. Khéng ai cb y viét vay, chi 1a viét vé ban than bao gidr
cling dé hon viét v& ngudi khac. Nhém viét lai chudi 5 email, méi email gidi quyét mot van dé cu thé cta
khach, dong tiéu dé thoi ké cong, chuyén sang khoi sw t6 md. Cé ban lo dung Al thi email lai na na hang
nghin email khac. Téi ké lai cau tra |&i clia Steven Johnson cho dlng ndi lo nay, 1&i gidi ndm & ca nhan
héa, dwa cho Al tai liéu riéng va muc tiéu riéng thi no thoi tra 1&i chung chung. M6t thang sau, ty 16 mé tang
tr 12% 1én 34%, hay dang ky gidm tir 2,5% xudng 0,8%. Toan bd khac biét géi trong mét chir dau cau.
Email cii m& bang t6i. Email m&i mé bang ban. Tam ly chudi 5 email Email Ngay Rao can tam ly Chién
thuat 1 Ngay 0 "Ban la ai?" Cho 1 tip gia tri mién phi 2 Ngay 3 "C6 that khong?" Case study khach that, co
sb lieu 3 Ngay 7 "C6 khac cach cili?" So sanh: cach cii 3 gidr, cach mai 15 phit 4 Ngay 10 "Nhwng ma..."
Tra 16 3 lo ngai phd bién 5 Ngay 14 "Dé& hom khac" Wu dai gidi han + CTA chét

Vi sao phwong phap nay hiéu qua

McKinsey (2023) [27]: nurture email tét ting ty 1& chuyén ddi lead 20-30% so v&i cold outreach. Van dé:
80% doanh nghiép Viét Nam viét email nurture theo géc nhin cong ty ("Téi tw hao..."), khéng phai géc nhin
khach hang. Cialdini (2021) [19]: nguyén tac Reciprocity, cho gia tri trwdc khi xin hanh déng. Email 1 tng
tip mién phi — Email 5 mé&i CTA mua. Chudi 5 email pha vé& 5 rao can tam ly theo dung trinh tw: "Ban 1a
ai?" — "Co that khong?" — "C6 khac cach cii?" — "Nhwng ma..." — "D& hém khac." NotebookLM phan tich
email cii dé phat hién ty 1& "noi vé t6i" vs "ndi cho khach", rbi viét lai theo dung phéu tam ly. Khéng can thué
copywriter, chi can hiéu framework. Lwu y tir thyc té: Pattern phé bién: email cii 70-80% néi vé cong ty. Doi
sang 100% lgi ich khach, ty 16 mé tang trung binh gép 2.

Hwéng dan thuc hién tirng bwéc



#### Budc 1. Input (4 file)

File 1: Catalog SP. File 2: FAQ KH. File 3: Email cii (néu cd). File 4: M6 t& hanh trinh KH (biét — mua —
gidi thiéu).

#### Buwdc 2. System Prompt

Copywriter kiem CRM Manager. Nhiém vu: chudi email/Zalo nurture chuyén dbi KH tiém nang. Nguyén tac:
(1) M&i email cho 1 GIA TRI, khéng ban 16 liéu.

(2) Subject line gay td6 mo, dudi 50 ky tw. KHONG "brochure hoa."

(3) Dw6i 200 tir. Ngén = doc hét. Dai = bd gitra.

(4) 1 CTA duy nhét (1 hanh déng, khéng nhiéu lwa chon).

(5) Trinh tw: Gido duc — Tin twédng — Thir — Mua — Gigi thiéu.

#HH Bwdc 3. cau lénh goi y kit (3 cau Iénh goi y)

###H# Cau 1énh goi y 1: chubi 5 emAll

CHUOI NURTURE 5 EMAIL: Email 1 (Ngay 0): Welcome + 1 tip mién phi Email 2 (Ngay 3): Case study
khach that (xay tin twdng) Email 3 (Ngay 7): So sanh SP vs phwong phap ¢ Email 4 (Ngay 10): FAQ + 3 lo
ngai phd bién Email 5 (Ngay 14): Uu dai gi¢i han + CTA chét Mi email: Subject line + Preview text + Noi
dung + CTA + P.S. line. 3-4 ngay/email |a tAn suét tbi wu. Hang ngay = spam. Hang thang = quén.

#HHH# Cau 1énh goi y 2: chi tiét emAll 1 + 2

Viét ddy du Email 1 va 2: Subject (dwdi 50 ky tw, gay td mo, khéng tén cong ty) Preview text (dwdi 100 ky
tw) Noi dung (dwdi 200 tir, m& bang gia tri cho khach) CTA duy nhét (1 nat/link) P.S. line (tease email tiép:
"Ngay kia t6i gtvi ban...") P.S. line, "vii khi bi mat": Pwoc doc nhiéu hon than bai (F- pattern scanning). Vi
du: "P.S. Ngay kia toi glri cau chuyén ctia 1 ngwdi tirng nghi ngd, roi thir, rdi khong tin néi két qua.”

##HH Cau lénh goi y 3: chuyén sang Zalo

Chuyén Email 1, 2, 3 sang TIN NHAN ZALO: Dwéi 150 tir/tin. Khéng HTML, khéng hinh ndng. CTA don
gian: link hoac "Reply sd 1 dé nhan." Giong than thién hon email. Zalo Ia tin nhan ca nhan. B2C Viét Nam:



Zalo manh hon email. Ty I&é mé& 60-70% (vs email 20-30%).
#HHH# Budc 4. sdn pham tiy studio

L'J’ng dung: Tao Presentation tir NotebookLM V&i ndi dung tinh huéng nay, ban cé thé vao Studio — Ban
trinh bay — nhap mé t& sau dé& NotebookLM tao slide téng hop: Tao bai trinh bay 12 slide tdng hop ndi
dung "Email/Zalo Nurture: T 12% Lén 34% Ty L& M&". CAu truc: Slide 1 - Tiéu dé va gi&i thiéu cha dé.
Slide 2-3 - Bbi canh van dé va tai sao can giai quyét. Slide 4-8 - Quy trinh thyc hién tirng bwdc (méi buwéc
1 slide, c6 vi du cu thé). Slide 9-10 - Két qua dat dwoc, sé liéu trwdc va sau. Slide 11 - Meo thuc té va lwu y
quan trong. Slide 12 - Tém tat va budc tiép theo. Phong cach: chuyén nghiép, méi slide téi da 5 bullet
points, wu tién hinh anh va biéu dd minh hoa. Ngén ngi: Tiéng Viét. Lwu y: Chon ngdn ngir Tiéng Viét
trwde khi tao. Sau khi tao xong, ban cé thé tai vé dang .pptx dé chinh slra thém trén Google Slides hoac
Canva. Hinh TH15.2: Ban trinh bay (Presentation) 12 slide ttr NotebookLM Infographic "Email/Zalo
Nurture":

78% email ndi vé cong ty — viét lai cho khach
Chudi 5 email: Welcome—Case study—So sanh—FAQ—Chét
P.S. line + A/B test + Zalo
12%—34% ty 1€ m&
Téng xanh dwong dam + trang.

Két qua: trwéc vs sau

Tiéu chi Trwéc Sau (NotebookLM) Ty 1&é mé 12% 34% Huy dang ky 2,5% 0,8% Noi dung 78% vé cong ty
100% lgi ich khach Subject line "Chao mirng [Cbng ty]" Gay td mo, dwdi 50 ky tw Kénh Zalo Chwa nurture
Chubi 3 tin, m& 60- 70%

On tap - ap dung - sang tao
RECALL: 78% email cii néi vé gi? P.S. line quan trong vi sao? APPLY: Upload catalog + email cii. Chay

Cau lénh goiy 1 — chudi 5 email 10 phat. Gii Email 1 cho 50 KH. Do ty 1&é mé&. CREATE: Hai Al phan tich
email cii: "Ty |& ndi dung vé cong ty vs KH?" Biét phéu thing & dau.



[1 Tw dong héa quy trinh lam viéc khéng cham v&i Make.com

Pé tw dong nap di¥ liéu tr Gmail, Google Drive, CRM vao cac cong cu lwu trir hodc tw dong
héa glri email nudi dwdng khach hang nhw trong kich ban nay, Make.com 1a giai phap két
ndi trwc quan khéng code manh mé nhat. Dang ky tai khodn qua link bén dwéi dé nhan cac
wu dai dac quyén.

DPang ky Make.com mién phi —

</div>


https://www.make.com/en/register?pc=deaitinh09

Tinh hudng 16

content calendar & ra soat hop dong

| Muc tiéu | Thoi gian | Input | Output |

<b>Content Calendar da <b>2-3 gi®» <b>+ File sw kién /</b> <b>Hop déng + File mong

kénh 4 tuan + Ra soat hop méi phan muén Calendar 30 ngay +

dong tim rai ro</b> Content Red Flag Report + Email
Matrix</b> dam phan + Slide +

Infographic</b>

Cau chuyén mé dau

Sai Iam t6i gap nhiéu nhat & nguoi kinh doanh 1am content 1a 1am viéc theo ngay, hém cé hing thi don dap
ba bai, hdm ban thi im I&ng ca tun. Mang xa hoi gibng phong gym, két qua dén tlr sy déu dan chir khéng
tlr nhirng dot géng strc ngau hirng. O tinh hudng 09, cac chi chi spa dé ra vé véi 30 bai content, nhuwng toi
dan ca I&p rang 30 bai réi rac maéi chi la 30 vién gach, mudn thanh ngdi nha thi phai cé ban vé. Chj chu
spa hoém 4y quay lai tim t6i khi nhap dong chéng Ido héa mé&i, hang vé kho ngay 15, khach muc tiéu 1a phu
n tir 30 dén 45 tudi. Chj upload bang Content Matrix cung file ghi van tat chién dich rdi nhd Al xép lai lich
dang theo muc tiéu kinh doanh. K& hoach tra vé cé nhip nhw kich ban phim, tuan 1 va tuan 2 dang ndi dung
gi4o duc xen nha hang, tuan 3 bung nd ding ngay 15 v&i video ngan, livestream va link mua mé luc 8 gidy
tbi, tudn 4 cham séc ngudi da mua va khoi nhe khan hiém. Doanh s6 tuan dau ting 40% so vé&i lan ra mét
trwdc. Chi duc két réng trwdc kia chi ding dé cé bai, con bay gi¢ chi dang dé dan khach di tirng buwdc.
Ciing thang 4y, Khéi goi cho t6i ltic chiéu muén véi giong gap gap. Chi nha vira dwa ban hop déng thué
mat bang 24 trang kém 1&i hdi khéng dat coc hém nay thi mat ché. Khéi doc lwét thay thdi han 12 thang,
gia thué va tién coc hop ly nén dinh ky. Téi khuyén em danh vai phat upload hop ddng vao NotebookLM
kém mot file ghi rd em 1a bén thué va can dwéng rat lui an toan néu kinh doanh thua 16 sau 6 thang. Ba
phut sau, Al chi ra ba diém dang lo. Diéu 4.2 quy dinh bén thué mat toan bd coc néu cham dit sém nhuwng
khong c6 rang budc nguoc nao véi chd nha. Didu 7 ddy moi chi phi stra chira cho bén thué, ké ca éng
nwéc, dién va két cAu von thudc trach nhiém chid nha. Diéu 12 cdm sang nhwong dwdi moi hinh thirc, bit
ludn 16i lui cudi cuing. Khdi d& nghi bd sung phu luc cho ca ba didu rdi méi ky. Mat bang chéng hé vé tay ai
khac nhw I&i hdi thuc. Sw gap gap trong thuwong lwong thueng la mot chién thuat. Vai phat doc ky 1a cach
ré nhat dé mua sw an toan. Al trong tinh hudng ctia Khéi gibng ngudi ban phan bién dat cau hdi nguwoc,
dung cach nha sang lap NotebookLM dung né khi viét sach. Con v&i hop dong 16n, ngudi dat bat ky van
nén co luat sw doc qua.

Vi sao phwong phap nay hiéu qua

Content Marketing Institute (2024) [28]: doanh nghiép cé content calendar nhat quan tang 67% lwong lead
so v&i dang bai ngau hirng. Nhung 73% team marketing SME khong duy tri dwoc calendar qua 2 thang, vi
mat qua nhiéu thoi gian l1én y twéng. Vé ra soat hop dong, nghién clru ctia LegalTech (2023) [29] cho thiy
40% tranh chap hop déng SME xuét phéat tir diéu khodn mo hd ma cé hai bén "doc ma khong hiéu." Al



khong thay luat sw, nhwng phat hién red flag nhanh hon 10 1an, gitp biét khi nao can goi chuyén gia.
NotebookLM két hop ca hai: tir tai liéu nganh + review khach — calendar cé chién luvgc, khong phai "nghi
gi dang ndy." T hop ddng mau + lich st tranh chap — checklist ra soat, khéng bé sét diéu khoan.

Hwéng dan thue hién tirng bwéc
Phan a: content calendar

Content Manager. Nhiém vu: s&p content ri rac thanh Calendar 4 tuan. Nguyén tac:
(1) Bam File sy kién thang. Sap theo timeline chién dich.

(2) Bang Markdown theo tuan (Thi 2 - CN).

(3) R& mbi 6: Format (Reel/Photo/Text/Carousel), Kénh, Gi®

dang.

(4) Khéng ban 3 ngay lién ciing kénh.

(5) Phéu: Awareness — Consideration — Conversion — Loyalty.

###H# Cau lénh goi y 1: khung 4 tuan

KHUNG 4 TUAN, mdi tudn 1 Theme: Tuan 1: Gido duc (Awareness) Tuan 2: Giai phap + Teaser
(Consideration) Tuan 3: Bung nd, ban hang (Conversion) Tuan 4: Follow-up, review, FOMO (Loyalty) Sap y
twdng tir Content Matrix. Doi duyét.

##HH Cau lénh goi y 2: calendar 30 ngay

Bang 30 ngay: | Ngay | Gi | Kénh | Format | Néi dung téom | Muc dich phéu | Visual | Khéng ban 3 ngay
lién. Tron TikTok/Facebook/Zalo.

##### Cau lénh goi y 3: visual brief 5 bai chi luc

5 bai Sales Push: concept chup/quay, géc may, prop, mood, tham khao. Ré dé team lam KHONG CAN
HOI LA

Phan b: ra soat hop déng



Luat sw thwong mai ra soat rii ro cho SME. Nhiém vu: bdo vé quyén loi Bén [B]. Nguyén tac:
(1) 100% tlr vén ban da upload. Khéng suy dién thém.
(2) CAu trac: Piéu Khodn — Nguy co — Dé xuét.
(3) Ngén ng¥ dé hiéu cho nguoi khong hoc Luét.
(4) Tim mau thuan ndi bd (diéu nay vs phu luc kia) — bao dong
dé.
(5) Tinh tlr khéng do dwoc — dé xuét thay bang sé.
#HH# Cau 1énh goi v 1: bang quyén-nghia vu
BANG TOM TAT:
1. T6i phai XUAT TIEN luc nao? (ké ca phi phat, phat sinh)
2. Déi tac trach nhiém rd rang nhat?
3. Ai chiu thiét hai khi bat kha khang?
4. Cham dit khi nao? Ai dwoc quyén cham dit trude?
Kém sb Diéu/Khoan.
#HH Cau lénh goi y 2: red flags
Dwa trén Mong_muon.txt, 3 RED FLAG Ién nhét:
*  Diéu khoan nao (sb biéu)
*  Nguy co cu thé

* T nglr map mo



°  Pé xuét stra/bd sung
###H# Cau lénh goi y 3: counter-offer

EMAIL BAM PHAN glvi Bén [A]: M&: Cam on + thién chi Gilra: Diéu khodn BIEU CHINH + BO SUNG (viét
nguyén van maéi) Két: Hen phan hdi, di hda vi quy nhung rd rang San phadm tir Studio Ung dung: Tao
Presentation tir NotebookLM V&i néi dung tinh huéng nay, ban cé thé vao Studio — Ban trinh bay — nhap
mo ta sau dé NotebookLM tao slide tdng hop: Tao bai trinh bay 12 slide tdng hop néi dung "Content
Calendar & Ra Soat Hop Béng". CAu truc: Slide 1 - Tiéu dé va gisi thiéu cha dé. Slide 2-3 - Bdi canh van
dé va tai sao can gidi quyét. Slide 4- 8 - Quy trinh thwc hién tirng buédc (mdi bwdc 1 slide, ¢é vi du cu thé).
Slide 9-10 - Két qua dat duorc, sb liéu trwdc va sau. Slide 11

*  Meo thuc té va lvu y quan trong. Slide 12 - Tém tat va buéc tiép

theo. Phong cach: chuyén nghiép, méi slide tdi da 5 bullet points, wu tién hinh anh va biéu d& minh hoa.
Ngén ngi: Tiéng Viét. Lwu y: Chon ngén ngir Tiéng Viét trwde khi tao. Sau khi tao xong, ban c6 thé tai vé
dang .pptx dé chinh sira thém trén Google Slides hodc Canva. Hinh TH16.2: Ban trinh bay (Presentation)
12 slide tir NotebookLM Infographic "Calendar & Hop ddng":

* Calendar: Phéu 4 tuan + da kénh + Visual Brief
° Hop déng: Quyén-nghia vu + Red Flag + Counter-Offer
* Calendar +40% doanh sb. Hop déng 3 phut.

Tbéng tim dam + vang.

Két qua: trwéc vs sau

Tiéu chi Trwéc Sau (NotebooklLM) Calendar Lam theo ngay 4 tuan chién lvgc phéu Ra mét SP Dang ngay
ngay 1 14 ngay méi — bung nd — +40% Ra soat HD Doc lwét, ky ngay 3 phit quét 24 trang, 3 Red Flag
DPam phan Khong biét viét Counter-Offer chuyén nghiép

On tap - ap dung - sang tao

RECALL: Phéu 4 giai doan? 3 Red Flag ctia Khéi? APPLY: Ly Content Matrix (TH09) + viét sw kién thang
t&i. Chay Cau lénh goi y 2 — Calendar 30 ngay. APPLY: Upload hop dbng hién tai + Mong_muon.txt 3
dong. Chay Cau Iénh goi y 2 (Red Flags).



Phan 3

to chirc & doanh nghiép

8 tinh hudng cho phong ban chirc ndng, quan ly cap trung va Ianh dao khai thac tri thirc t6
chirc quy mo 1én.



Tinh huéng 17

onboarding kit & CRM insight

| Muc tiéu | Thoi gian | Input | Output |

<b>Tao Onboarding Kit <b>insight an  <b>giao + OKR + P&L/ <b>trang + 30-60- 90 +

cho quan ly méi + Khai 1-2 gi moi CRM export + Battle Stakeholder Map + Audio /
thac CRM tim</b> phdn S d6té6 Card Hién trang 2</b>  Ban do KH + Deal that bai
chirc + Bién + Action Plan + Slide</b>

ban ban</b>

Cau chuyén mé dau

Harvard Business Review cong bé ndm 2025 [30] rang mét niva sb 1anh dao tuyén tir bén ngoai that bai
trong 18 thang dau, khang vi thiéu nang lwc ma vi thiéu bdi canh, nhirng quy téc bat thanh van, mang lwdi
quan hé that nam sau so dd t6 chirc, lich st cac quyét dinh cii khong tai liéu nao ghi lai. Téi chirng kién
dung diéu d6 tai mdt doanh nghiép logistics khodng 300 nhan sw, noi CEO vira thuyét phuc dwoc mot
giam dbc chién lugc tir tap doan da qudc gia vé dau quan. Hai tuan dau, ngudi méi hop véi 7 trudng bo
phan, doc 300 trang ban giao ma van chwa biét ai that sw quyét ngan sach marketing. CEO bén nhé nhan
s gom sb tay ban giao, bao céo I4i 16 quy, danh sach muc tiéu tré tién do va so dod td chirc vao
NotebookLM, yéu cau Al soan cdm nang nhap cudc gdm ké hoach 30, 60 va 90 ngay, ba rii ro I&n nhat va
nam nguwdi nén gap tuan dau kém ly do. N&m phut sau, ban cAdm nang ma nhan sw thwdng soan trong hai
dén ba tudn da nam trén man hinh. N6 khuyén 30 ngay dau dirng voi ép doanh sé, chi ra cwédc bién ting
15% chwa dwoc dwa vao gia ban, cdnh bdo CRM dang tac vi IT va Sales d6 16i nhau subt ba thang. Tuan
thr ba, vi giam déc mai da chi dao thu hdi cdng no hai khach hang 1&n, viéc ma tw dd ddm cé 1& méat hai
thang. CEO bao thir 6ng nhan duoc la hai thang di trwéc mua bang ndm phat chuan bi div liéu, ding cdm
giac c6 mét cong s hiéu cudn sd ctia ban ma Steven Johnson md ta. Cau chuyén th hai quay lai déi
sales nganh thép & tinh huéng 13, 1an nay van d& nam trong chinh di liéu ciia ho. Ca déi dinh ninh khach
bd di vi gia, vi CRM ghi ranh ranh 40% thwong vu that bai do gia cao. Ho xuét di¥ liéu sau thang da an
théng tin ca nhan rdi dwa vao NotebookLM. Khi Al doc phan ghi cha viét tay thay vi & ly do chon s8n, sw
that khac 16 ra, 28% thwc chat thua vi bao gia gtvi cham trung binh ba ngay, khach khdng ché néi con sales
chon 6 gia cao vi d6 la 6 dé& chon nhét. Giai phap gan nhu khéng tdn mot dong, rat thdi gian phan hoi bao
gia tir ba ngay xuéng mét ngay, quy tiép theo ty 1& chét tang 18%. Téi ludn dan cac doi hai diéu. Mét, div
liéu CRM nhay cdm nén phai an toan bo dinh danh trwéc khi upload. Hai, di¥ liéu khéng biét néi dbi nhwng
nhirng 6 chon san thi cd, mudn tim sy that hdy dé Al doc phan con ngudi viét bang tay.

Hwéng dan thwe hién tirng bwéc
Phan a: onboarding kit

HR Business Partner phuc vu Ban Giam déc. Nhiém vu: Onboarding Kit cho [Chtrc danh] m&i. Nguyén tac:



(1) Trwe dién. Khdong sao nglr "chao mirng gia dinh."

(2) Sé lieu — thach thirc can gidi quyét, khong liét ké kho.
(3) Khung 30-60-90 Day Plan chuén quéc té.

(4) Chi ra rui ro tr di¥ liéu, khong doi tw phat hién.

##HH Cau lénh goi y 1: state of the union

2 trang "HIEN TRANG TO CHUC":

1. TINH HINH KINH DOANH: S6 liéu chinh, xu hwéng

2.3 RUI RO + 3 CO HOI (dwa trén di liéu)

3. DU AN DO DANG: tién dd, tdc & dau, ai chju trach nhiém
4. CAU TRUC RA QUYET DINH: Ai quyét ngan sach? Ai duyét
tuyén?

###H Cau 1énh goi y 2: 30-60-90 day plan

30 ngay: Lang nghe + Nam bdi canh (hiéu nguoi, sé, van héa) 60 ngay: Danh gia + Dé xuét (1 ban cai tién
glri CEO) 90 ngay: Hanh dong + Do lwong (1 KPI cai thién do dwoc) Mi giai doan: 3-5 muc tiéu +
deliverables. 30 ngay dau tuyét di khdng ép doanh sé. Quan ly méi can "nghe trwéc, lam sau."

###H# Cau lénh goi y 3: stakeholder map
5 nguwdi gép tuan dau (kém LY DO cu thé, khéng phai "chao hai")
3 méi quan hé chéo phong ban can xay sém
1 "ngwdi anh hwdng ngdm": anh hwéng thuc té nhung khéng cao

trong so d6



Phan b: CRM insight

CRM Analyst chuyén khai thac insight ban hang. Nguyén tac:
(1) Sé lieu cu thé: %, ty 1&, thdi gian trung binh.

(2) Phan biét: dir kién (data) vs dién giai.

(3) Uu tién insight hanh déng ngay trong tuan.

(4) Canh bao khi mau qua nhé dé két luan.

###H# Cau 1énh goi y 1: ban dd khach hang

Phan khic KH tir CRM:

1. Nhém nao mua nhiéu nhat? D&c diém chung?

2. Nhém nao mua it nhat? Vi sao?

3. Nhém "ngu" (>6 thang khéng giao dich)? Bao nhiéu?
4. Nhém tang/giam dot bién so véi quy trude?

##HH Cau 1énh goi y 2: deal that bai

Tu "ly do mét deal" va ghi chu:

1. 3 nguyén nhan phd bién (tAn suét + trich dan ghi chu)
2. Pattern "gia cao" nhwng thuc chat ly do khac?

3. Giai doan ph&u nao méat deal nhiéu nhat?

#HH# Cau 1énh goi y 3: action plan tuan nay

1. 3 HANH BDONG TU'C THOI cho Sales (cu thé, do duoc)



2.1 THAY DOI QUY TRINH thang t6i
3. 3 CHI SO theo d&i hang tuan

San pham tir Studio Audio Briefing: CEO "trinh bay" béi canh cho quan ly m&i nghe trwdc ngay dau. Ung
dung: Tao Presentation ttr NotebookLM V&i ndi dung tinh huéng nay, ban co thé vao Studio — Ban trinh
bay — nhap mo ta sau dé NotebookLM tao slide t6ng hop: Tao bai trinh bay 12 slide t6ng hop ndi dung
"Onboarding Kit & Crm Insight". C4u truc: Slide 1 - Tiéu dé va gidi thiéu cha dé. Slide 2-3 - Bbi canh van dé
va tai sao can giai quyét. Slide 4-8 - Quy trinh thuc hién tirng budc (mdi budc 1 slide, c6 vi du cu thé).
Slide 9-10 - Két qua dat duorc, sb liéu trwdc va sau. Slide 11 - Meo thwe té va lwu y quan trong. Slide 12 -
Tém tat va budce tiép theo. Phong cach: chuyén nghiép, méi slide téi da 5 bullet points, wu tién hinh anh va
biéu d& minh hoa. Ngén ngir: Tiéng Viét. Lwu y: Chon ngdn ng Tiéng Viét trwdc khi tao. Sau khi tao xong,
ban cé thé tai vé dang .pptx dé chinh stra thém trén Google Slides ho&c Canva. Infographic "Onboarding &
CRM Insight":

* Onboarding: State of Union + 30-60-90 + Stakeholder Map
*  CRM: Ban db KH + Deal that bai + Action Plan
*  50% lanh dao m&i that bai — giai quyét bang Kit

Téng xanh dam + vang.

Két qua: trwéc vs sau

Tiéu chi Trwéc Sau (NotebookLM) Onboarding Kit 2-3 tuan HR soan 5 phut Al + HR review CSO nam bdi
canh 2 thang do ddm 3 tuan (Kit + Stakeholder) Deal that bai "Gia cao" (chung chung) 28% thuc ra thoi
gian phan hoéi Hanh déng Giam gia (anh hwéng bién) Rat ngan 3—1 ngay (chi phi 0) Conversion On dinh
+18% quy tiép

On tap - ap dung - sang tao
RECALL: 30-60-90 gdm gi? "40% gia cao" &n insight gi? APPLY: Upload tai liéu ban giao + bao cao quy.

Chay Cau lénh goi y 1 — 2 trang "Hién trang" 10 phut. APPLY: Export 100 dong CRM (&n PII). Chay Cau
Iénh goi y 2. Glri Action Plan vao nhom Sales.



Tinh hudng 18
sO tay van hoa: "van hoa la cach ra quyét dinh khi
sép vang"

| Muc tiéu | Thoi gian | Input | Output |

<b>Xay Culture Code twr <b>2-3 <b>Email founder</b>  <b>+ Chat log xung dét +
dir liéu thwe, khong copy  gio</b> Bang khen thwéng + Exit
khau hiéu</b> interview 4 gia tri cét 16i +

Ma tran hanh vi + 3 tinh
huéng lwéng nan + Thé
van hoéa + Slide</b>

Cau chuyén mé dau

Van phong cla startup céng nghé 4y dep nhw mét bire anh tuyén dung, khoadng 70 nhan s tré. Trén blc
twéong trung tam la nam chir dworc thiét ké cong phu: Tan Tam, Téc Do, Sang Tao, Poan Két, Chuyén
Nghiép. Vi CEO dirng trwdc birc twdrng véi niém tw hao khong gidu giém, ké réng ban 1anh dao da ngdi voi
nhau hai ngay & Da Lat dé chét bo gia tri nay. Toi héi anh mot cau rat that. Tuan truéc, khi sales hira v&i
khach théi han hai tuan trong lac doi ki thuat néi can hai thang, ndm chir trén twéng da gitp nhan vién cta
anh ra quyét dinh thé nao? Anh im l&ang. Sw im I&ng 4y néi thay mét diéu quan trong, khoang céach gitra
khau hiéu va van héa déi khi dai ding bang mét tinh hudng khé x(r cé that. S6 tay van héa khéng phai noi
trwng bay nam tinh tlr dep. N6 1a bd nguyén tac gitp moét trdm con ngudi ra quyét dinh gibng nhau khi sép
véng mat. Netflix, Google hay Amazon déu chung cat van héa tir hang nghin quyét dinh thuc té. Mang
nguyén tac clia ho vé dan lén twéng ma thiéu nglv canh thi né 1ap tire thanh khau hiéu réng. Van héa that
clia mot td chire 16 ra & viéc ai dwoc khen thwédng vi diéu gi, & cach xtr ly xung dét gitra hai phong ban, &
ly do mét ngudi gidi dwoc gilr lai hay dé di. Viéc clia ngudi 1anh dao vi thé khong phai thiét ké van hoéa ti
con sb khéng, ma la phat hién thir van héa dang c6, goi ding tén va viét né ra dé ai ciing dung duoc. Al
gitp dwoc nhiéu nhat & chd do, vi né doc hang tradm trang dir li&u ndi bd ma khdong mang dinh kién cla
ngudi trong cudc, nhw cach Steven Johnson nap di liéu vé chinh 6ng dé Al hiéu thé gidi quan trwdc khi
cung lam viéc.

Vi sao phwong phap nay hiéu qua

Schein (2010, Organizational Culture and Leadership) chi ra van héa td chirc ton tai & 3 tAng: Artifacts (bé
mat), Espoused Values (tuyén bd) va Basic Assumptions (ngam dinh). Hau hét Culture Code chi dirng &
tang 2, séo nglr khong ai tin. Gallup (2024) [31] cho biét chi 23% nhan vién toan ciu hiéu va séng theo gia
tri cong ty. 77% con lai coi do 1a "poster treo twong." Ly do: gia tri khdng gan véi hanh vi cu thé, khéng co vi
du NEN/KHONG NEN. NotebookLM gidi quyét béng cach doc di¥ liéu hanh vi thuc (khen thudng, xung dét,
exit interview) thay vi brainstorm trong phong hop. Al phéat hién pattern: "5/7 1an khen vi gitr ding cam két"
— gid tri that 1a "Gilr 16", khéng phai "Sang Tao" nhw CEO nghi. WORKSHOP: XAY TU DU LIEU Gom 4
thir:



7. Phat biéu founder: email toan cong ty, bai chia sé, bai phdng

8. Lich str xung dét: chat log Sales-Dev, bién ban giai quyét
tranh chap.

9. Bang khen thwéng: ai dwgre khen vi hanh vi gi.

10. Exit interview: ly do nghi (an tén).

Upload tat ca. Phat biéu founder cho Al thdy CEO thuc su coi trong gi (email ntva dém khi sw cb, khong
phai dién van san khau). Xung d6t la mé vang: 8/10 lan Sales thdng — van héa that 1a "Khach hang trén
hét du Dev kiét sirc." Khen thudng cho biét hanh vi ndo duwoc thwéng. Exit interview, tAm gwong trung
thwe nhét.

Hwéng dan thuc hién tirng bwéc

System Prompt Cb van Van héa Té chirc (Organizational Culture Consultant). Nhiém vu: chét loc hanh vi
thwe té thanh Culture Playbook, khéng s&o ngir. Nguyén tac:

(1) KHONG tinh tir chung ("Tan tam," "Sang tao.") Mdi gia tri gan

hanh vi CU THE.

(2) Chuyén xung dét thanh ranh gi&i ré rang (boundary).

(3) CAu trac: Gia tri > NEN — KHONG NEN — Vi du thyc té.

Cau lénh goi y Kit (3 cau Iénh goi y)

##HH# Cau lénh goi y 1: 4 gia tri cét 161

Duwa trén khen thuwdng + xung dét + exit interview: 4 GIA TR| COT LOI phén anh tinh cach tb chirc:

*  Ténngén (2-3 tw)



° Giai thich 2 dong (ngdn ngr thuwdng ngay)
* Bang chirng tir tai liéu (khen thwéng/xung dot nao?)

Al khéng bia gia tri. Kh&i nghiép 70 ngudi: Al phat hién gia tri that khdng phai "Sang Tao" ma la "Gil 101"
(5/7 1an khen déu vi "hoan thanh diung cam két").

#HH Cau lénh goi y 2: ma tran hanh vi
Béng 3 cot cho méi gia tri:
1. HANH BONG HANG NGAY: NV lam gi méi ngay?
2. NEN LAM: 1 cau chuyén tir hd so khen thwéng (an tén)
3. KHONG BbU'QC: 1 sw ¢b tir hd so xung dét (an tén)
Bién Culture Code ti» "poster" thanh "playbook." NV mé&i doc NEN/KHONG BUQC — hiéu ranh gi¢i ngay.
###H# Cau 1énh goi y 3: tinh hubng lwéng nan
3 TINH HUONG LUOGNG NAN hang ngay:
° Mo ta ngén
*  NGUYEN TAC VU TIEN dé NV tuw quyét khdng can hdi sép

(VD: "Téc Do vs Chat Lwong — Chét Lwong thang.") Phan quan trong nhat. Khi NV gap tinh hudng Itc 10
gid t6i, m& thé van hoa, doc nguyén tac, tw quyét. Vi du output: Tinh hudng Gia tri A Gia tri B Nguyén téc
Khéach hdi tinh nang chwa c6 Khach hang trén hét Gitr 16i "Gil 1o thdng. Hira réi khdng 1am té hon ti
chéi." Deadline gap, chua test xong Téc D& Chat Luwong "Chét Luwgng thang. Stra bug tdn gép 5." NV gidi
nhung toxic team Hiéu suat Doan két "Poan két thang. 1 ngudi gidi khdng bu ca team kiét strc." San pham
tr Studio Thé van hoéa bd tdi, 1 trang A5: 4 gia tri + NEN/KHONG + 5 cam két ("T6i sé..."). In card cirng,
phat ngay onboarding. Audio: CEO néi chuyén van héa 15 phut, giong thang than. Glri toan bd NV trudc
budi kickoff quy. Trién khai Tuan 1: CEO all-hands 30 phut, ké 3 cau chuyén thyc té (tinh hudng lwéng
nan). Khéng doc slide, k& chuyén. Tuan 2-4: Mbi team lead chon 1 gié tri, k& 1 cau chuyén trong standup
sang th& 2. Thang 2: Thém cot review: "Hanh vi phu hop van héa: C6 / Khéng / Can cai thién." Méi quy:
Upload di¥ liéu m&i — "Gia tri nao van dung? Can diéu chinh?" Culture Code séng. Ung dung: Tao
Presentation ttr NotebookLM Hinh 4.3: Ban trinh bay (Presentation) 12 slide ttr NotebookLM V&i ni dung
tinh huéng nay, ban c6 thé vao Studio — Ban trinh bay — nhap mé t& sau dé NotebookLM tao slide tong



hop: Tao bai trinh bay 12 slide tdng hop ndi dung "Sé Tay Van Hoa". Cu trac: Slide 1 - Tiéu dé va gidi
thiéu chu dé. Slide 2-3 - Bbi canh van dé va tai sao can giai quyét. Slide 4-8 - Quy trinh thwc hién tirng
bwdc (mbi buwdc 1 slide, ¢o vi du cu thé). Slide 9-10 - Két qua dat duoc, sb liéu trwdc va sau. Slide 11 -
Meo thuc té va lwu y quan trong. Slide 12 - Tém tat va bwéc tiép theo. Phong cach: chuyén nghiép, méi
slide tbi da 5 bullet points, wu tién hinh anh va biéu d& minh hoa. Ngén ngir: Tiéng Viét. Lwu y: Chon ngén
nglr Tiéng Viét trwde khi tao. Sau khi tao xong, ban c6 thé tai vé dang .pptx dé chinh stra thém trén Google
Slides ho&c Canva. Infographic "Sé tay Van héa tiv Di¥ liéu Thuc":

Schein: 3 tAng van hoa (Artifacts — Values — Assumptions)
4 loai di¥ liéu: Founder + Xung dot + Khen thwéng + Exit

3 cau Iénh goi y: Gia tri — Ma tran hanh vi —» Luwdng nan
Output: Thé van héa A5 + Audio CEO + Slide 12 trang

Hwéng: Doc | Mire chi tiét: Trung binh | Phong cach: Chuyén nghiép

Két qua: trwéc vs sau

Tiéu chi Trwdc Sau (NotebookLM) Culture Code 5 tinh tr copy 4 gia tri ttr di¥ liéu thire Xung dét Tranh cai
khong hdi két Nguyén tac wu tién rd NV méi Doc xong quén Thé bé tui + vi du thwe Danh gia KPI sb thuan
20% review = hanh vi van hoa

On tap - ap dung - sang tao
RECALL: "Van héa la..." gi? 4 loai di¥ liéu? Lwéng nan gidi quyét bang gi? APPLY: Tém tét 1 cudc hop

tranh cai (5 dong). Upload cung bang khen thwéng. Chay Cau Iénh goi y 2. CREATE: Bb sung 1 cot danh
gia review nhan sy: "Hanh vi phu hgp van hoéa."



Tinh hudng 19
so sanh ho so nang luc & danh gia nha thau

| Muc tiéu | Thoi gian | Input | Output |

<b>So sanh khach quan <b>30-60 <b>H6 so nang lwc</b> <b>(PDF) + Tiéu chi ndi bd
hé so nha thau, phat hién  phut</b> + Hop dong cii Bang so
rai ro an</b> sanh 1:1 + Red Flag +

Shortlist Top 2 + Cau hoéi
phéng van + Slide</b>

Cau chuyén mé dau

Nam bd hd so ndng lwc day cdp dwoc dat Ién ban t6i cing mdt han chét ngay tuan sau. Anh trwdng ban
quan ly dy an phai tham mwu chon mét nha thau trong ndm cai tén, méi bo day tir 20 dén 30 trang, tdng
cong chirng 125 trang can doc, déi chiéu va xép hang. Anh néi diéu ma ai ttrng cham thau ciing tham thia.
H6 so nang lwc 1a tai liéu tw khen, bd nao ciing kinh nghiém hang chuc nam, thiét bi hang dau, déi ngdi tinh
nhué, doc bd nao ciing thay xirng dang tring thau. Khi tat ca cung dep, ngudi chdm khéng con so sanh
nang lwc niva ma dang so sanh trinh d6 viét hé so. Cach cii clia anh la doc lan lwot, ghi chu ra gidy, dwng
bang Excel, mat tron hai ngay. Anh thu that doc dén bo the tw thi con sb clia bo thir nhat @& mo trong tri
nh&. Khoa hoc nhan thire gidi thich cai mét Ay rat r6. B6 nhé lam viéc ctia con ngudi chi gitr dworc vai
théng tin cung lic, trong khi so sanh ndm nha thau trén ca chuc tiéu chi ddi héi gitk hang chuc con sb trong
dau. Nguoi doc mét dan sau méi trang. Sw mét maéi 4y tao rdi ro that, vi chi tiét bat thworng hay ndm ding
chd mét ngudi lwdt nhanh nhat. May thi doc trang thir 125 ki ding nhw trang dau tién. T6i dé& nghi anh lam
ngay mét thi nghiém. Upload c& ndm bd hd so cuing bang tiéu chi trong sé réi xem 10 phut sau chuyén gi
xay ra. Toi kém mét nguyén tdc ma nhirng ngwdi lam ra céng cu nay van nhan manh, rang né sinh ra dé
cling can nhac ch khong phai dé quyét thay. Chon ai va chiju trach nhiém van thudc vé hoi déng cla anh.
Két qua cta 10 phut Ay thay ddi hdn cach anh chdm thiu. T6i ké chi tiét ngay dwai day. THi NGHIEM: 5
NHA THAU, 10 PHUT, 3 PHAT HIEN Upload 5 bd hé so' (méi bo 20-30 trang) + bang tiéu chi trong sb (kj
thuat 40%, gia 30%, tién d6 30%). Al 1ap bang so sanh 1:1 trong 10 phut thay vi 2 ngay. Phat hién dang
cht y nam & Red Flag: Phat hién 1: Nha thau C ghi "kinh nghiém 15 nam." Nhwng dw an gan nhat hoan
thanh cach day 4 nam. 4 nam khoéng cé dw an ndo. Phat hién 2: Nha thau A ghi "nang lwc may méc hang
dau" nhwng thiéu chirng chi hiéu chuin gan nhat. Phat hién 3: Nha thau D hd so dep nhét. Al
cross-reference voi hop déng cli — 2/3 hang muc giao tré. Khi doc 5 bd x 25 trang = 125 trang lién tuc, bd
nhé lam viéc qua tai. Al doc 125 trang nhw nhau, cross-reference chéo, khong mét. Nhuwng nhé: Al so
sanh, ban quyét dinh. Bang Al 1a input cho cudc hop, khéng thay cudc hop. M& rong: Cross-reference tai
chinh Néu nha thiu céng b béo céo tai chinh, upload thém. 3 chi s6 kiém tra:

11. D/E ratio: N I&n — rti ro dirng gilra chirng.

12. Operating Cash Flow: Am lién tuc = khéng du tién van hanh.



13. Backlog: Qua nhiéu — nang lwc phan tan, dw an ban bi "xép
hang."

Vi sao phwong phap nay hiéu qua

PwC (2023) [32] chi ra 45% du an xay dwng vuot ngan sach do danh gia nha thau thiéu tiéu chuan. Hau
hét doanh nghiép chdm diém cam tinh: "Anh nay quen, gia ré, théi chon." Khi tranh chap xay ra, khéng c6
hd so danh gia dé bao vé quyét dinh. Deloitte (2024) [33] cho thdy phan tich BCTC déi tht mot cach hé
thdng gitp dw doan rdi ro chudi cung trng trwdc 6-12 thang. Néu nha cung cap dang thua 16 lién tuc (bién
loi nhuan am 3 quy), kha ndng giao hang cham ho&c ngirng hoat ddng tang 4 14n. NotebookLM bién déng
HSMT va BCTC thanh scoring matrix chuan hoéa. Al khéng thay quyét dinh clia ban, nhung dam bao moi
tiéu chi déu dwoc chdm diém nhét quan, khong bd sét red flag vi "doc lwdt 200 trang lac 11 gior dém."
Hwéng dan thue hién tirng bwéc

Chuén bi Upload: hé so nang lwc (PDF), bang tiéu chi trong s6, yéu cau dw an. Néu cé hop ddng ci —

upload thém. Bdo mat: H6 so' dau thau nhay cdm. An gia thau néu chwa mé thau tai chinh. System Prompt
Chuyén gia danh gia nha thau/vendor. Nhiém vu: so sanh khach quan, phat hién rii ro 4n. Nguyén tac:

(1) Bang 1:1 theo tiéu chi. Khong doan van dai.

(2) Trich d&n chinh x&c (trang, doan).

(3) Phat hién mau thuan, théi phdng, thiéu minh chirng.
(4) D& xuét cau hdi phdng van cho tirng nha thau.

Cau lénh goi y Kit (3 cau |énh goi y)

###H# Cau lénh goi y 1: bang so sanh

BANG SO SANH theo tiéu chi ndi bd: | Tiéu chi (trong sb) | Nha thdu A | Nha thiu B | Nha thdu C | ... | Bao
gdm: kinh nghiém (ndm + dy an), nang lwc may maéc (chirng chi), nhan sw chd chét, tai chinh, tién do cam
két. Mbi 6 ghi CHI SO CU THE, khéng ghi "tét" hay "trung binh." "12 nam, 8 dy an, gan nhat 2024" méi |a
thong tin danh gia duorc.

#### Cau lénh goi y 2: red flag

RED FLAG méi nha thau:



1. Mau thuan ndi bd (noi 1 chd, khac ché kia)

2. Théi phdng khéng minh ching ("hang dau" nhwng khéng chirng
chi)

3. Khodng tréng thoi gian (KN dai nhwng dw 4n gan nhét xa)

4. Thiéu théng tin quan trong nén cé

Trich dan trang/doan. Vi du output: Nha thdu Red Flag Trich d&n A Thiéu chirng chi hiéu chuén Trang 12:
"thiét bi hang dau" nhwng khéng dinh kém C Khodang tréng 4 nam Trang 8: dw 4n gan nhéat 2022, khéng c6
2023-2026 D Cam két vs thuwc hién Hop déng cii: 2/3 hang muc tré 3 tuan

#### Cau l1énh goi y 3: shortlist + cau héi

TOP 2 nha thau (dwa trén bang + Red Flag). Ly do chon. Mdi nha thiu: 3 cau héi phéng van tap trung Red
Flag. "Trong 4 nam gan nhat, dw an nao twong tw nhat?" (cho C). "Chirng chi hiéu chuan gan nhat?" (cho
A). San pham tir Studio 'ng dung: Tao Presentation tir NotebookLM Hinh 4.4: Ban trinh bay
(Presentation) 12 slide ttr NotebookLM V&i ndi dung tinh huéng nay, ban c6 thé vao Studio — Ban trinh
bay — nhap md t& sau d& NotebookLM tao slide tdng hop: Tao bai trinh bay 12 slide tbng hop ndi dung
"So Sanh H6 So Nang Lwc & Danh Gia Nha Thau". Céu tric: Slide 1 - Tiéu dé va gidi thiéu cha dé. Slide
2-3 - Bdi canh van dé va tai sao can giai quyét. Slide 4-8 - Quy trinh thuc hién tirng bwdc (mdi bwdc 1
slide, co vi du cu thé). Slide 9-10 - Két qua dat dwoc, sb liéu trwdc va sau. Slide 11 - Meo thuc té va luu y
quan trong. Slide 12 - Tém tét va bwéc tiép theo. Phong cach: chuyén nghiép, méi slide téi da 5 bullet
points, wu tién hinh anh va biéu d6 minh hoa. Ngén ngi: Tiéng Viét. Lwu y: Chon ngdn ngiv Tiéng Viét
trwdc khi tao. Sau khi tao xong, ban cé thé tai vé dang .pptx dé chinh slra thém trén Google Slides hoac
Canva. Infographic "Panh gia Nha thau":

* Upload: hé so + tiéu chi + hop déng cii
® 3 caulénh goiy: Bang so sanh — Red Flag — Shortlist
° 10 phut thay 2 ngay. 4 loai Red Flag.

Toéng xam + do.

Két qua: trwdc vs sau



Tiéu chi Trwdc Sau (NotebookLM) Thei gian 5 nha thau 2 ngay 10 phut Al + 1 gid review Red Flag Phu
thudc kinh nghiém Hé théng 4 loai Mau thuan hd so B sét (fatigue) Cross-reference toan bd Cau hdi
phdng van "Cho thém théng tin" Cu thé, tap trung Red Flag Quyét dinh Cam tinh Data-driven + scoring

On tap - ap dung - sang tao

RECALL: 4 loai Red Flag? "Hé so dep, thuc t& chwa chac" am chi gi? APPLY: Upload 2-3 hé so. Chay
Cau lénh goiy 1 — bang 5 phat. Chay Cau lénh goi y 2 — Red Flag. G vao cudc hop.



Tinh hudng 20
bao cao thwong nién: khi chi tich can thw ngé
"khong gia tao"

| Muc tiéu | Thoi gian | Input | Output |

<b>Téng hop bao céao <b>than 1-2 <b>déng ndm + Chién  <b>Summary 1 trang +
thwong nién + Viét thw gi BCTC (da lwgc nam sau + Thw Thw ngoé 500 ttr + Phan
ng6é Chu tich HBDQT audit) + ngé nam trwéc tich theo mang YoY +
thang</b> Highlight Executive</b> Slide</b>

hoat</b>

Cau chuyén mé dau

M&i ndm moét 1an, vi chu tich hoi ddng quan tri ma téi cé dip ddng hanh lai d&i mat véi 500 tir kho viét nhat
clia 6ng, 14 thw ngd mé& dau bao cao thuweng nién. Nam trdm tir 4y quyét dinh &n twong dau tién ctia nha
dau tw, dbi tac va bao chi v& ca mot nam kinh doanh. Ong bao t6i rang viét bao céo tram trang dng khéng
ngai, ngai nhét chinh la trang dau tién. Ngudi doc bao cdo thwdng nién 1a nhivng nguwdi doc tinh nhét thi
trwdng. Mot 1a thw mé diu bang 161 than ndm qua day thach thirc nhwng cling nhiéu co' hdi sé bi nhan dién
la vdn mau ngay tir dong dau, khién moi trang phia sau bi doc bang con mét hoai nghi. Poc hang tram bao
cao thuwong nién khi soan tai liéu dao tao, tdi rat ra mot quan sat khién chinh tdi bat nger. Nhivng 14 thw ngd
hay nhat khéng mé bang thanh tich ma bang diéu bat nge nhat trong nam. Téi nhé mai mét vi chd tich mé
dau bang viéc cong ty mat 15% thi phdn & mot mang kinh doanh ngay trong quy 2, réi danh phan con lai ké
cach ban diéu hanh phan &ng, bai hoc rit ra va ct phuc hdi trong quy 3. Nha dau tw da doc qua nhiéu 1o
ké cong nén ho tin ngwdi dam ké that bai, vi ngudi dam ké that bai thuwdng khong can to vé thanh cong.
Van dé con lai rat thuc té, 1am sao viét dwoc 500 tr nhw vay ma khéng phai ngdi ba ngay trwédc trang
trang. Cau tra 161 ndm & quy trinh ngay phia dwéi, noi Al lo phan di liéu dé con nguoi gitk phan giong néi,
dung tinh than Steven Johnson chi viét cho ngudi doc con ngudi va dung Al treéc hét vi nhivng ngudi doc
4y. Tai sao viét tlr trang trang 1a sai cach CEO va Cha tich HDQT thudng viét thu ngd bang 1 trong 2 céch:
ho&c tw viét tlr ddu (mét 3-5 ngay, két qua thworng "cong ty toi tw hao..."), hodc giao tro' Iy viét (tro’ ly khong
c6 toan canh, két qua thuwdng liét ké thanh tich). Cach dung: gom tat ca dir liéu trwde, dé Al tdng hop ban
nhap, réi CEO chinh giong. Poc ban nhap xong, CEO biét ngay minh muén gi. D& hon viét tir trang trang,
vi ndo bd gidi chinh stra hon sang tao tir zero. Ghi chi bdo mat: Bao céo tai chinh 13 tai liéu nhay cam. Néu
doanh nghiép c6 chinh sach bdo mat, hay kiém tra trwéc khi upload. V&i NotebookLM (tinh dén thoi diém
xuét ban), Google cam két khong dung di liéu ban upload dé dao tao Al. Nhwng chinh sach cé thé thay
déi, nén ludn doc Terms of Service m&i nhat. Quy tic an toan: an danh PII, chi upload ban tém tat néu tai
liéu gbc qua nhay cdm. Quy trinh thuc té: CEO - Tro' ly - Al Trong doanh nghiép thuc t&, bao cao thwong
nién di qua 5-7 vong stra gitra CEO, tro ly, ké toan trwdng, ban phap ché. Mbi vong mét 2-3 ngay. Tong
cong: 3-6 tuan. V&i NotebookLM, quy trinh rat gon: Ngay 1 (2 gid): Tro' ly gom di¥ liéu (4 loai), upload, chay
3 Cau Iénh goi y. Nhap xong. Ngay 2 (30 phut): CEO doc nhap, danh d4u ché can chinh giong. "Poan nay
qué than trong, cho thang hon." "Thém sé liéu ESG." CEO khéng can viét, chi cAn phan hdi. Ngay 3 (1
gi®): Tro' ly chinh theo feedback CEO, chay lai cau Iénh goi y ¢é bd sung yéu cau méi. Gt ban phap ché



ra soat ngon tir phap ly. Ngay 4-5: Phap ché + Ké toan trudng review sb liéu. Hoan tat. Tt 3-6 tuan xudng
5 ngay. Khéng phai vi Al viét hay hon ngwéi, ma vi Al cho CEO ban nhap dé phan hdi, thay vi trang trang
dé viét. CAu tric bao cdo thwdng nién chuin Mot bao cao thuwéng nién chuyén nghiép thwéng cé céu tric
sau (Al tao toan bd khung): Phan Noi dung Ai viét Thuw ngd Chu tich HDQT 500 tir, tone thang than Al nhap
— CEO chinh Executive Summary 1 trang, 5 chi s6 + thanh twu + thach thirc Al tao tir BCTC Tdng quan
nganh Béi canh thj trwong, xu hwéng Al tbng hop tir bao cdo nganh Phan tich theo mang Doanh thu + YoY
+ RUi ro tirng mang Al tao bang YoY Quan tri & Nhan sy HDQT, Ban diéu hanh, bién ddng nhan sw Al +
HR cung cép data ESG / Bén vixtng CSR, méi trwdng, cong ddng Al néu cé data Bao céo tai chinh BCTC
da audit (gitr nguyén) Kiém toan

Hwéng dan thue hién tirng bwéc

Chuén bij tai liéu Upload 4 loai:

14. Béo céo tai chinh (da audit hodc ban tém tét): doanh thu, lgi
nhuan, dong tién.

15. Highlight hoat déng nam: cac dy an I&n, sy kién quan trong,
giai thwdng, hop tac maoi.

16. Chién lwoc nam sau: ké hoach da dwoc HDQT phé duyét.
17. Thw ngd nam truéc (néu cd): dé Al gilr giong nhat quan qua

cac ndm. System Prompt Ban 1a chuyén gia viét bao cao thwdng nién doanh nghiép. Nhiém vu: tdng hop
dir liéu thanh narrative thuyét phuc cho c6 déng, nha dau tw, va dbi tac. Nguyén téc:

(1) Sé lieu cu thé. "Tang 23%" > "tang trudng tot."

(2) Thw ngé CEO/Chu tich: chan thyc, c6 tdm nhin, KHONG sao
réng.

(3) Phan biét ré: két qua (da dat) vs cam két twong lai (sé lam).
(4) Tone: trang trong nhwng thang than. Dam nhin thang vao khé

khan. Cau Iénh goi y Kit (3 cau lIénh goi y)



##HH Cau lénh goi y 1: executive summary 1 trang

Tom tt 1 trang "TONG QUAN NAM [X]":

1. 5 chi sb tai chinh quan trong nhét

(doanh thu, lgi nhuan, tang trwdng, ng/vdn, dong tién)
2. 3 thanh twu ndi bat nhat (kém sé liéu)

3. 2 thach thirc I6n nhit da déi mat (k& that, khong gidu)
4. Trién vong ndm sau: 3 muc tiéu chién lwoc cu thé

Giai thich: 1 trang Executive Summary |a thtr nha dau tw doc dau tién (va déi khi duy nhét). Al tdng hop tir
50-100 trang BCTC thanh 1 trang. Nhwng diém hay nhat: dong 3 "2 thach thirc Ién nhat" budc Al khéng
gidu kho khan. Bao céo hay 1a bao cao thang than.

#HHH# Cau lénh goi y 2: thw ngd chu tich hdgt (500 tir)

Viét Thw ngd Cha tich HDQT (500 tir): MO BAI: Bbi canh thi trwéng hodc bat ngey Ién nhat trong nam.
KHONG mé bang "T6i tw hdo." hay "Nam qua la nam day thach thire." GICPA: Thiva nhan khé khén truéc,
két qua sau. Trich 2-3 s liéu ndi bat xen ké tw nhién. KET: Tam nhin chién lwoc cu thé cho nam téi, khéng
khau hiéu, ma la 2-3 hanh ddng cu thé sé trién khai. Giai thich: C4u tric "Bat ngd — Kho khan — Két qua
— Tam nhin" & cdng thirc thu ngd ma t6i ludn khuyén CEO. Bat ngd cé thé la kho khan ("Quy 2 méat 15%
thi phan") hodc co hoi ("Mét don hang bat ngd tr thi tridng chwa tirng khai thac"). Ca hai déu tao sw to
mo va td mo gitk ngudi ta doc tiép. Vi du: M& bai thw ngd Sao réng Thang than "N&m 2025 |4 nam day
thach thirc nhwng ciing nhiéu co hoi." "Quy 2, doanh thu mang B gidm 15%. Day la lan d4u tién trong 5
nam." "Toi tw hao thong bao két qua kinh doanh tich cwc." "Mét don hang t thi trwdng Trung Dong thay
ddi hoan toan co cu doanh thu quy 3." "Ban Ianh dao cam két kién tao gia tri bén virng." "Hai quyét dinh
khé nhat ndm: déng nha may C va dau tw gap ddi vao R&D."

###H# Cau lénh goi y 3: phan tich theo mang kinh doanh
Chia b&o céo theo tirng mang kinh doanh: Méi mang gém:
° Doanh thu

* Tylé tang trwdng YoY (so v&i nam trwde)



* RUiro chinh
* K& hoach nam t&i

Bang téng hop so sanh Year-over-Year cubi cung. Gii thich: YoY (Year-over-Year) la géc nhin quan trong
nhét trong bao céo thwérng nién. Upload bao cdo ndm trwdc cung nam nay: Al tw dong so sanh, "Doanh
thu mang A tang 15% nhwng bién Igi nhuan gidm 3%, do chi phi nguyén liéu tang." Phat hién xu hwéng ma
viét tay mat nira ngay tinh. S&n pham tir Studio 'ng dung: Tao Presentation tir NotebookLM Hinh 4.5: Ban
trinh bay (Presentation) 12 slide tir NotebookLM V&i ndi dung tinh huéng nay, ban cé thé vao Studio —
Ban trinh bay — nhap mo ta sau d& NotebookLM tao slide tdng hop: Tao bai trinh bay 12 slide tbng hop
ndi dung "Bao Cao Thwdng Nién". C4u tric: Slide 1 - Tiéu dé va gidi thiéu cha dé. Slide 2-3 - B6i canh van
dé va tai sao can giai quyét. Slide 4-8 - Quy trinh thyc hién tirng bwdc (méi bwéc 1 slide, cé vi du cu thé).
Slide 9- 10 - Két qua dat dwoc, sb liéu trwdc va sau. Slide 11 - Meo thuc té va lwu y quan trong. Slide 12 -
Tém tét va budc tiép theo. Phong céach: chuyén nghiép, méi slide tbi da 5 bullet points, wu tién hinh anh va
biéu d& minh hoa. Ngén ngii: Tiéng Viét. Lwu y: Chon ngdn ngi Tiéng Viét trwéde khi tao. Sau khi tao xong,
ban c6 thé tai vé dang .pptx dé chinh stra thém trén Google Slides hodc Canva. Audio Overview: CEO doc
thw ngd dang podcast 5 phit. Giri kém email méi Dai hoi Cb déng. Ca nhan héa hon PDF. Infographic
"Bao cao Thwong nién & Executive Summary":

* Pipeline: Upload 5-10 file — System Prompt — 4 Cau Iénh goi y
tudn ty — Studio

°  Output: Tém tat 2 trang + Slide 12 trang + Audio cho Ban lanh
dao

*  Framework: Sé lieu — Insight — So sanh — D& xuét hanh déng
Hwéng: Doc | Mire chi tiét: Trung binh | Phong céch: Téi gidn sang trong

Két qua: trwéc vs sau

Tiéu chi Trwdc Sau (NotebookLM) Executive Summary Trg ly soan 3-5 ngay Al nhap 5 phat + CEO review
Thw ngd Chu tich "Nam day thach thirc..." (sdo réng) M& bang bat ng®, thang than So sanh YoY Ké toan
tinh tay nlra ngay Al tw déng, kém giai thich xu hwéng Phan tich theo mang M&i mang viét riéng, khéng
nhat quan Al tdng hop ddng bd ciing format CEO feedback "Viét lai di" (5-6 14n stra) "Chinh giong chd nay"
(1-2 1an)

On tap - ap dung - sang tao



RECALL: Thw ngd hay nén mé bang gi? "Nam day thach thirc" sai & dau? APPLY: Upload b&o céo tai
chinh tém tt. Chay Cau lénh goiy 1. Executive Summary 1 trang trong 5 phut. Chay Cau 1énh goi y 2, thw
ngd CEO. Glri CEO review véi cau hdi duy nhat: "Anh/chi mudn chinh giong (tone) thé nao?" CEO biét toi
mudn gi sau khi doc badn nhap. CREATE: So sanh ban nhap Al véi thu ngd ndm trudc. Giong c6 nhat quan
khéng? Tone cé phu hop khéng? Chinh 2-3 cau la xong. dau tw so' nhat: im lang 3 thang rdi dot ngot "Em
can thém vén."



knowledge base ndi bo: 3 tang tri thirc tai nha may
nhiét dién

| Muc tiéu | Thoi gian | Input | Output |

<b>Xay ha tang tri thirc t6 <b>thanhtro  <b>SOP van hanh + <b>ndi bo 3 Notebook

chirc 3 tang, bién tailieu  lytracru3-5  Manual thiét bj + Lich chuyén biét + FAQ Audio

rai rac</b> ngay sty sw c6 + Quy cho NV méi + Quy trinh
(setup)</b> ché</b> cap nhat</b>

Cau chuyén mé dau

Day la tinh hubng t6i tam dac nhét trong cudn sach, vi d6 1a 1an d4u t6i thay NotebookLM vwot khdi vai trd
cong cu ca nhan dé thanh ha tang tri thirc ciia mot td chire, ma lai la noi sai sét khong dwoc phép xay ra.
Chinh d6i ngii phat trién ciing tirng néi ho khéng mubn céng cu nay dirng lai & mot thir dé doc va tom tét.
B6i canh la mot nha may nhiét dién cong suét Ién van hanh lién tuc 24 gio v&i 4 ca ky thuat. Hang nghin
trang quy trinh van hanh, tai liéu thiét bi phan I&n tiéng Anh, hd so sw c6 nhiéu ndm nam trong ti hd so
hod&c rai rac trén Drive. Nhan vién méi mét tiv ba dén sau thang méi quen viéc, trwdng ca giao ca bang 16
ké va khong ai kiém chirng dwoc &1 ké &y du hay thiéu. Trong budi lam viéc dau tién, t6i néi véi ban giam
dbéc mdt cau ma sau nay ho nhac lai nhiéu 1an, van dé ctia nha may khong phai thiéu tai liéu, ma 14 tai liéu
qua nhiéu, nam sai chd, khong ai tim dwoc dung thir can vao ding luc can. Hinh &nh rd nhat la mot dém
trwc luc 2 gio sang. Nhan vién van hanh gap thong sb bat thwong & van diéu ap, goi trudng ca dang ngi &
nha, mwdi phit méi cé cau tré |oi, trong khi cau tré I nam sén & trang 47 clia mot ban quy trinh ma khéng
ai nhé dwoc lwu trong thw muc ndo. Mudi phut gitka d&m & nha may dién dai hon muoi phat & bat cir dau,
vi v&i mét hé thdng dang mang tai, méi phat ché la rii ro dang I&n dan. Bai toan 4y chinh 1a thir ma kién
tric Kho tri thire 3 tAng dudi day dwoc sinh ra dé giai. Toi sé ké& dung trinh tw tdi da dwng né tai nha may.
KIEN TRUC 3 TANG Téi huwéng dan phong Ky thuat xay Kho tri thirc 3 tAng, méi tang 1a 1 Notebook riéng,
phuc vu 1 muc dich khac nhau. Té“mg 1: SOP Van hanh Upload toan bd quy trinh van hanh hién hanh.
Nhan vién méi hodc ngwdi chuyén ca tra clru ngay trén dién thoai thay vi goi trwdng ca lc 2 gi® sang.
"Quy trinh kh&i dong 16 hoi khi nao can kiém tra van an toan?" Tra 16i trong 5 gidy, kém trich dan SOP géc.
Tai liéu upload: Quy trinh van hanh, checklist giao ca, quy dinh an toan, so dé P&ID (dang text/PDF). Tang
2: Tai liéu Ky thuat Thiét bi Manual gbc ti nha san xuét (da phan tiéng Anh, day 200-500 trang). Upload
vao Notebook riéng. Al giai thich béng tiéng Viét, theo bdi canh nha may cu thé, khéng dich may méc ma
trd I ding cau héi. "Lich béo duwéng bd phan X la bao nhiéu gi® van hanh?" "Théng sb an toan téi da cho
van Y?" Tai lieu upload: Manual nha san xuat (OEM), ban vé ky thuat, thong sb thiét bi, lich bao tri. Tang 3:
Lich sir Sw ¢b + Bai hoc M&i khi c6 sy ¢b (du nhd), trwdng ca ghi lai vao file va upload vao Notebook Tang
3. Tich Ity dan. 6 thang sau, khi sy ¢b twong tw suyt xay ra, nhan vién trwc hdi: "Sw ¢b ro ri van X da xay ra
lan nao chwa? Xt ly thé nao?" Al tra I&i tlr lich st sw ¢cd that, khong phai ly thuyét. Day Ia bé nhé té chire
(organizational memory) sdng, tich Iy theo th&i gian, khéng bao gi®® quén. Tai liéu upload: Bién ban sw c6,
bao cao root cause analysis (RCA), bai hoc kinh nghiém (lesson learned). Tai sao 3 Notebook riéng, khong
gop 1 Quy tac quan trong nhat: méi Notebook = 1 linh virc. Khong nhéi tat ca vao 1 Notebook. Ly do:



NotebookLM tra 1&i chinh x&c nhét khi tai liéu trong Notebook cung chi dé. Upload SOP van hanh Ian
chinh sach HR vao 1 Notebook, Al s& 1an 16n. Khuyén nghi: 5-12 Notebook theo Iinh virc. it ma sau tét hon
nhiéu ma loang. 3 sai |am thwdng gap khi xay Kho tri thirc Sai ldam 1: Nhoi tat ca vao 1 Notebook. Ai ciing
mubn "mot chd duy nhat cho tat ca." Nhuwng khi SOP san xuét 1an chinh sach HR 1&n hop ddng phap ly
nam chung, Al bi I&n ngir cdnh. Hai "quy trinh nghi phép" ma Al tra | tir SOP ky thuat. Sai lam 2: Upload
roi bd quén. Tuan ddu moi ngudi hao hirng. Thang thtr 2 khéng ai upload thém. Thang thi 3 KB tra 16i sai
vi chinh sach da thay déi ma tai liéu ci chua cap nhat. Giai phap: "nguoi caretaker" + lich cap nhat ¢b dinh
(mdi thang 1 1an). Sai 1am 3: Khong do két qua. Trién khai rdi khoéng biét hiéu qua. Cach do don gian nhat:
dém sb cau hadi I&p ma HR/trwdng ca nhan duoc trwdc va sau khi cé KB. Gidm 50%? 60%? Con sb d6 la
bang chirng d& BGD tiép tuc dau tw. Roadmap trién khai 4 tudn Tuan Hanh dong Ngudi phu trach 1 Gom
tai liéu + Tao 2-3 Notebook dau tién (HR + SOP) IT + HR 2 Upload + Test ndi bd (5 ngwdi dung thiy, ghi lai
cau héi) Team pilot 3 M& rong cho phong ban chinh, thu feedback Quan ly truc tiép 4 Do két qua (so sanh
cau hdi 13p tuan 1 vs tuan 4), bdo cao BGD HR + IT Sau tuan 4: néu két qua tét, m& rong thém Notebook.
Néu chwa tét, diéu chinh néi dung (c6 thé tai liéu upload chwa dung hoac thiéu).

Hwéng dan thuc hién tirng bwéc

Nguyén tac té chirc: Vi du 6 Notebook cho doanh nghiép Notebook Noi dung Ai diing HR & Chinh sach
Quy ché, phép, phuc loi, ddng phuc Toan bd NV Ky thuat / SOP Quy trinh van hanh, checklist Ky thuat,
van hanh Thiét bi (OEM) Manual nha san xuét (tiéng Anh) Ky thuat Sy c¢d & Bai hoc Bién ban sy c6, RCA
Trwdng ca, quan ly Sales & CRM FAQ khach hang, quy trinh ban hang Sales Tai chinh Chinh sach thanh
toan, mua hang Ké toan, mua hang System Prompt (duing chung cho moi KB) Ban la tro' ly tw van quy trinh
va chinh sach néi bo. Nhiém vu: trd I&i chinh xac twr tai liéu ndi bd da upload. Nguyén tac:

(1) CHI tra |&i twv tai liéu. Néu khong tim thay théng tin

— nai rd "Khong c¢o6 trong tai liéu hién tai."

(2) Trich dan ngudn: tén file, trang/muc.

(3) Ngan gon, dé& hiéu cho nhan vién moi cap.

(4) Khi phat hién mau thuan gitra cac tai liéu — canh bao ré rang.
Cau lénh goi y Kit (3 cau Iénh goi y mau cho HR Kho tri thire)
##H Cau lénh goi y 1: tra clru chinh sach (cau héi hr tra 1&i 10

lan/ngay) Chinh sach nghi phép nam hién tai la gi? Bao nhiéu ngay? Quy trinh duyét? biéu kién? Ai duyét?
Giai thich: Day Ia loai cau hdi ma HR tra |&i 10 1an/ngay. Mbi 1an mét 5-10 phuat gom tim file, doc lai, tra 1oi.
10 14n x 5 phut = 50 phat/ngay cho 1 cau hdi. Notebook tra 1&i trong 5 giay.



#HHH# Cau 1énh goi v 2: hwdng dan quy trinh (phirc tap hon, can biét

ca buwéc 1an form) Quy trinh dé& xuét cong tac phi gdm may buéc? Can form nao? Ai ky duyét? Bao 1au
hoan tién? Giai thich: Quy trinh nhiéu buéc 1a thi nhan vién hay hdi sai. "Em nép form réi nhung chwa cé
tién." "Anh ndp cho ai?" "Em... g&ri email cho chi ké toan." "Sai rdi, phai qua truéng phong duyét truéc."
Notebook tra 1&i dung quy trinh, ddng form, ding nguwdi duyét.

#HH Cau 1énh goi v 3: xi ly tinh hudng (khéng phd bién nhwng can

trd 161 dang) Nhan vién mudn chuyén phong ban. Quy trinh thé nao? Can ddng y cla ai? Timeline bao 1au?
C6 anh hwéng hop ddng khéng? Giai thich: Cau héi "dac biét" khéng ai nhé quy trinh vi it xay ra. Nhung
tra 10i sai thi anh hwéng phap ly (hop déng, phu luc). Notebook tra 1&i tv quy ché gbc, cé trich dan, HR
kiém tra lai nhanh. San pham tir Studio FAQ Audio cho nhan vién méi - "10 cau hdi nhan vién méi hay hi
nhat" — Audio 5 phat. Nghe trong lic setup may tinh ngay dau di lam. Tiét kiém cho HR it nhat 30
phut/ngwdi maéi. 'ng dung: Tao Presentation tir NotebookLM V&i ndi dung tinh hudng nay, ban cé thé vao
Studio — Ban trinh bay — nhap mo ta sau d& NotebookLM tao slide tdng hop: Tao bai trinh bay 12 slide
téng hop ndi dung "Kho tri thirc N6i BO: 3 Téng Tri Thaee Tai Nha May Nhiét Bién". CAu truc: Slide 1 - Tiéu
dé va gidi thiéu chi dé. Slide 2-3 - Bi canh van dé va tai sao can giai quyét. Slide 4-8 - Quy trinh thwc hién
tirng budc (mdi budc 1 slide, ¢ vi du cu thé). Slide 9-10 - Két qua dat dwoc, sb liéu trwéc va sau. Slide 11
- Meo thuc té va lwu y quan trong. Slide 12 - Tém tat va bwéc tiép theo. Phong cach: chuyén nghiép, méi
slide t6i da 5 bullet points, wu tién hinh anh va biéu d& minh hoa. Ngén ngi¥: Tiéng Viét. Lwu y: Chon ngén
ngl¥ Tiéng Viét trwde khi tao. Sau khi tao xong, ban c6é thé tai vé dang .pptx dé chinh stra thém trén Google
Slides ho&c Canva. Hinh 4.6: Ban trinh bay (Presentation) 12 slide tir NotebookLM KET QUA SAU 3
THANG TRIEN KHAI Tiéu chi Trwdc Sau (3 tAng KB) NV méi quen quy trinh 3-6 thang 2-4 tudn (c6 KB tra
ctru) Cau hai Iap cho trwdng ca 15-20 cau/ngay Gidm khoang 60% Thd&i gian trwdng ca giam sat Bj phan
tam tra 1o +2-3 gid/ngay tap trung Giao ca Ké miéng, sét thong tin Héi Notebook, du checklist Sy ¢ tai
phat Khéng ai nhé cach xtv ly cii Al trd 10i tir lich str that

On tap - ap dung - sang tao

RECALL: 3 tAng 1a gi? Tai sao khéong gop 1 Notebook? "Bd nhé t6 chirc" nghia 1a gi? APPLY: Upload 5 file
quy ché noi bd phd bién nhat (nghi phép, cong tac phi, mwon tai san, ddng phuc, quy trinh mua hang).
Chia sé link Notebook cho nhém. Yéu cau 5 nhan vién tht héi. Do: tuan dau HR nhan bao nhiéu cau hdi
lap? Tuan 2 (sau khi c6 Notebook) gidm bao nhiéu phan tr&m? CREATE: Lap ké hoach 6 Notebook cho té
chire ban. Mi Notebook: tén, ndi dung, ai dung, ai cap nhat.



phan tich chéo dir li¢u van hanh: GAP analysis 4
chiéu

| Muc tiéu | Thoi gian | Input | Output |

<b>Tim gap gitra "néi" va <b>1-2 <b>Bao cao tai</b> <b>chinh + KPI van hanh
"lam," phat hién mau gio</b> + Ké hoach chién lwoc +
thuan giira cac nguoén div Bién ban hop BPH Gap

lieu</b> Analysis Report + Trend

Analysis + Dashboard
Narrative 1 trang +
Slide</b>

Cau chuyén mé dau

Trong mot budi dao tao tai ngan hang I&n, t6i giao bai tAp ma téi goi la phan tich khoang tréng bén chiéu.
M6i nhém upload béo céo thudng nién, ké hoach chién lwoc va bién ban hop ban diéu hanh quy vao
NotebookLM rdi yéu cau Al doc chéo ca ba ngudn. Truéc khi bAm chay, phan I&n 16p tin réng ba tai liéu sé
khép nhau, vi suy cho cling chiing do mét té chirc viét ra. Két qua lam ca I1&p xon xao. Muc tiéu ting
trwéng tin dung xanh 20% n&m trang trong trong ké hoach dau nam nhwng dang 0 14n xuét hién trong bién
ban hop quy 3. Khéng quyét dinh ndo hady nd, né chi l&ng 1& bién mét gitra hang chuc wu tién cip bach
hon. Mét hoc vién thét 1én rang em doc ban bao cao nay mdi nam ma chuwa tirng nhin thay diéu do. Toi noi
v&i ca lop, khodng trong 4y khong phai that bai cha ai, né 1a canh bao sém rang mét wu tién chién lwoc
chwa dwoc chuyén thanh hanh déng. Phat hién & quy 3 thi quy 4 con kip stra. O’ mét budi khac véi doi
chién lwoc ciia doanh nghiép ban 18, téi ddi géc nhin ra bén ngoai, cho ca I&p upload bao cao tai chinh da
cong bd clia hai dbi thii cling bao céo clia chinh cong ty. Mot ban lo 1&ng vi dbi tha Ién nhat vira 1én bao
khoe doanh thu tang 30%. Tdi goi y em hai Al mét cau théi, dong tién hoat dong kinh doanh clia ho dang ra
sao. Hai phit sau em c6 cau tra 1&i. Doanh thu déi tha ding la ting 30%, nhuwng dong tién kinh doanh am
15 ty va chi phi ban hang tdng 45%, nghia la méi déng doanh thu m&i dét hon déng cii. Trén mat bao ho
tang trwdng than tdc, trong bao cdo tai chinh ho dang dét tién mua doanh thu va sém mudn phai giam
khuyén mai. N&i s¢ cia em bién thanh co hoi clia cong ty em. Cubi budi, Al 1ap bang sau chi sé cé danh
d4u chiéu tang gidm, nhin hai phut 14 biét ai khde that, ai gidu bénh. Téi chi nhadc mét nguyén téc, chung ta
dung béo cédo da cdng bd vi d6 la théng tin cong khai hop phap. Va mét tin dang che, Steven Johnson tiét
16 bwdc ké tiép ctia NotebookLM [& nhirng tac nhan tw quét bé ngudn dé tim chéd hdng di liéu. Nghia la
thao tac ta lam thd cong hdm nay chinh 1a thir Al sp lam tw dong. Ai luyén dwoc tw duy doc chéo tir bay
gi®» sé dung cong cu 4y sac bén hon ngudi chi biét bAm nut. Tai sao cross-reference 1a "vii khi bi mat"
Binh thudng, 3 tai liéu nay nam & 3 phong ban khac nhau, do 3 nhém ngudi doc va khéng bao gid dwoc
so sanh chéo. K& hoach chién lwvgc do Strategy viét. Bao cao KPI do Operations viét. Bién ban hop do thw
ky viét. M&i nguoi doc tai liéu ctia minh, khéng ai doc ca 3. Al doc ca 3 trong 5 phut va tim ra pattern ma
mat ngudi khong thé thay. "4 chidu" 13 gi Chiéu Ngudn Cau hai



1. Chién lwgc

Ké hoach nam, OKR "P3 hira gi?"

2. Tai chinh

BCTC, P&L "Tién di dau?"

3. Van hanh

KPI, bdo cdo thang "Thuc té 1am gi?"
4. Quan tri

Bién ban hop BDH "Da quyét gi? Ai thyc hién?" Khi Al so sanh chéo 4 chiéu, né tim ra 3 loai gap: Gap 1:
Chién lwoc vs Thuc thi ("N6i ma khong 1am"). Muc tiéu chién lvgc c6 nhwng KPI khéng ai theo déi. Gap 2:
Tai chinh vs Van hanh ("Sé liéu mau thuan"). Tai chinh ghi doanh thu tdng 15%, nhung van hanh ghi sé
don hang gidm 8%. Cé thé do tang gia, khong phai tang khach. Gap 3: Quyét dinh vs Hanh dong ("Quyét
réi nhwng chwa ai lam"). Bién ban ghi "Phé duyét dw an X, giao cho phong A." Nhwng 3 thang sau, khéng
cé bao cao tién do.
Hwéng dan thuc hién tirng bwéc
Chuén bi tai liéu Upload tbi thiéu 3 ngudn tir cac géc nhin khac nhau:

*  Tai chinh: B4o céo tai chinh, P&L, dong tién

* Van hanh: Bao cao KPI, s liéu san xuét, bién ban hop
operations

*  Chién lvoc: K& hoach nam, OKR, bai trinh bay chién lwoc

Gia tri ciia phan tich chéo nam & chd so sanh nhirng thir binh thwérng khdng ai so sanh. System Prompt
Ban la Business Analyst chuyén cross-database analysis. Nhiém vu: tim pattern, khoang cach, va mau
thuan gitra cac ngudn div liéu. Nguyén tac:

(1) Cross-reference TAT CA ngudn. Chi ra mau thuan va gap ré



rang.

(2) Sé lieu cu thé + ngudn tham chiéu (file nao, trang nao).

(3) Phan biét: gap do thiéu data vs gap do thiéu hanh dong.
(4) D& xuét actionable: ai can lam gi, khi nao.

Cau lénh goi y Kit (3 cau |énh goi y)

##HH# Cau l1énh goi y 1: GAP analysis (tim khoang cach "noi" vs
"lam") So sanh chéo cac nguon tai liéu:

1. Muc tiéu nao xuét hién trong CHIEN LUQC

nhung KHONG CO trong béo céo thuc thi?

2. S6 lieu nao MAU THUAN gitra cac ngudn?

(tai chinh néi A, van hanh naoi B)

3. Uu tién nao bi BO SOT: xuét hién dau nd&m nhung bién mét
gilka nam?

4. Quyét dinh nao da BUA RA TRONG HOP nhwng chwa c6 ai

thwe hién? Giai thich: 4 cau hdi nay 1a "4 chiéu" ctia Gap Analysis. Mdi cau tim 1 loai gap khac nhau. Cau 3
("bién mét gitva nam") 1a insight manh nhét, vi wu tién "lang 1& bién mat" nguy hiém hon wu tién bj hay, it
nhéat khi hay thi cé quyét dinh rd rang. Vi du output Gap Analysis Loai Gap Phat hién Ngudn Mirc dd Chién
lwgc vs Thye thi "Tin dung xanh 20%" khéng c6 KPI tracking Ké hoach trang 12, KPI report 0 mention Cao
Tai chinh vs Van hanh Doanh thu +15%, don hang -8% BCTC Q3, Sales Report Q3 Trung binh Quyét dinh
vs Hanh dong "Dy an CRM" phé duyét T3, khdng co6 bao cao tién do Bién ban BDH T3 Cao Trend canh
bao Chi phi nhan sy/doanh thu tang 3 quy lién tuc BCTC Q1-Q3 S&m

#HHH# Cau 1énh goi y 2: trend analysis (doc xu hwéng nhiéu ky)

T di liéu van hanh nhiéu ky (thang/quy):



1. 3 xu hwéng TANG dang chu y + 3 xu hwéng GIAM dang lo
2. Chi sb nao dang & murc "canh bao sém"

(chwa nguy hiém nhuwng dang xau dan)?

3. So sanh voi target: dat bao nhiéu %? Léch bao nhiéu?

Giai thich: "Canh bao sém" la gia tri I&n nhat cGia Trend Analysis. Chi sé chwa nguy hiém nhwng dang xau
dan 3 quy lién tuc? Néu khong can thiép, 2 quy niva né sé& thanh khiing hodng. Phat hién sém = chi phi xt&
ly thdp hon 10 1an.

###Ht Cau lénh goi y 3: dashboard narrative cho ceo (1 trang)

Viét BAN TOM TAT CHO CEO (1 trang): "Tinh hinh hién tai, 3 diém dang lo, 3 co hoi. D& xuat hanh dong
tuan t&i." S6 liéu kém ngudn. Tone thang than, khong té hdng. Giai thich: CEO khéng doc 47 trang bao
cdo. CEO doc 1 trang. Dashboard Narrative la phan "dich" 47 trang thanh 1 trang hanh déng. Quan trong
nhéat: "Dé& xuat hanh dong tuan téi" bién phan tich thanh hanh déng, khdng phai bao cdo ndm im. San
phdm tir Studio 'ng dung: Tao Presentation tir NotebookLM Vé&i néi dung tinh hudng nay, ban cé thé vao
Studio — Ban trinh bay — nhap moé ta sau d& NotebookLM tao slide tdng hop: Tao bai trinh bay 12 slide
tdng hop ndi dung "Phan Tich Chéo D Liéu Van Hanh: Gap Analysis 4 Chiéu". CAu trac: Slide 1 - Tiéu dé
va gidi thiéu cha dé. Slide 2-3 - B6i canh van dé va tai sao can giai quyét. Slide 4-8 - Quy trinh thwc hién
trng bwée (Mbi bwéde 1 slide, ¢o vi du cu thé). Slide 9-10 - Két qua dat dworc, sb liéu trwéc va sau. Slide 11
- Meo thuc té va lwu y quan trong. Slide 12 - Tém tat va bwéc tiép theo. Phong cach: chuyén nghiép, mébi
slide tbi da 5 bullet points, wu tién hinh anh va biéu d& minh hoa. Ngén ngiv: Tiéng Viét. Lwu y: Chon ngén
nglr Tiéng Viét trwde khi tao. Sau khi tao xong, ban c6 thé tai vé dang .pptx dé chinh stra thém trén Google
Slides hoac Canva. Hinh 4.7: Ban trinh bay (Presentation) 12 slide tir NotebookLM Audio Overview: "CEO
Briefing 10 phat" tém tat tinh hinh thang. Nghe trén duwéng di hop. Infographic "Gap Analysis & Phan tich
Van hanh":

° Framework: AS-IS — Gap — TO-BE — Action Plan

® 3caulénhgoiy: Chi sb hién tai — Benchmark — L& trinh thu
hep gap

°  Output: Dashboard 1 trang + Slide cho Ban Giam déc

* Metric: Cycle time, yield rate, downtime, chi phi/don vi



Hwéng: Ngang | Mre chi tiét: Cao | Phong cach: Dashboard

Két qua: trwéc vs sau

Tiéu chi Trwéc Sau (Gap Analysis) Doc tai liéu Méi phong doc riéng, khéng ai doc chéo Al cross-reference
tat cd Phat hién gap Phu thudc kinh nghiém ca nhan Hé thdng, 4 chiéu Muc tiéu "bién méat" Khong ai phat
hién Al chi ra trong 5 phit Bao cao CEO 47 trang, CEO doc 5 trang d4u 1 trang Dashboard Narrative Hanh
déng "Chung ta can cai thién" (chung chung) "Ai lam gi, tuan t&i" (cu thé)

On tap - ap dung - sang tao

RECALL: "4 chiéu" 1a gi? 3 loai gap phd bién nhét 1a gi? APPLY: Upload 3 file tir 3 ngudn khac nhau (tai
chinh + van hanh + chién lwoc). Chay Cau lénh goiy 1. Xem Al tim ra gap nao ma ban chwa biét. Gri
Dashboard Narrative (Cau lénh goi y 3) cho CEO: "Tém tat 1 trang, data néi gi thang nay?" CREATE:
Quarterly ritual: mdi quy upload sé liéu mé&i — hdi "So v&i quy trwéc, gap nao dang mé réng, gap nao da
dong?" Bién Gap Analysis thanh quy trinh giam sat lién tuc.



Tinh hudng 23
quan tri rui ro & sang loc CV: khi ban co 2 gio

| Muc tiéu | Thoi gian | Input | Output |

<b>Xay playbook phan <b>hang loat <b>Lich sr sy cé + JD  <b>Playbook phan trng +
rng khiing hoang + Sang  theo tiéu chi +CV trng vien Ban dé6  Scoring Matrix CV +
loc CV</b> 1-2 gi& moi bai rui ro +</b> Slide</b>

Chinh sach

truyén théng

+</b>

Phan a: quan tri rai ro & khiing hoang

TRUYEN THONG Final Final (2).pdf M&i khi b4t dau mét dw an tw van, viéc dau tién toi lam 1a kiém ké tai
liéu chia khach hang. Gan nhuw lan nao t6i cling gép mot canh quen thudc, ban quy trinh quan trong nhét
mang cai tén kiéu Final Final (2).pdf, ndm sau trong thuw muc Chinh sach ma 90% nhan vién khong biét
dwdng vao. Quy trinh phan héi khiing hoang truyén théng gan nhw luén chiu sé phan dé. N6 tén tai nhung
& noi khong ai tim ra khi can. Khiing hodng thi khéng cheé ai s&n sang. Mét bai danh gia mét sao kém hinh
anh dang 1én mang xa hoi tdi thtr Sau cho ban trung binh mét dén hai gi¢r trwéc khi cau chuyén lan ngoai
tam kiém soat. Trong khoang th&i gian quy gia dy, doi ctia ban thuwéng dang ban di tim dang cai file kia,
ho&c té hon la tw rng bién méi ngudi mot kiéu. Thi nghiém: Do tdc d6 phan tng hién tai Téi upload vao
NotebookLM: chinh s&ch truyén thong néi b, lich sir sw ¢6 (3 nam gan nhét), quy trinh phan héi hién tai
(escalation). Hai Al: "Theo quy trinh hién tai, t ltic phat hién khiing hoang dén Itc c6 phan héi chinh thire,
mét bao 1au? Nut that & dau?" Két qua ngoai du kién: quy trinh hién tai yéu ciu 5 cap duyét trudc khi cong
ty c6 thé phan hoi chinh thirc. M&i cAp mét trung binh 45- 60 phat. Téng thdi gian phan rng trung binh: 4
gi&. Trong 4 gi® dd, bai post td céo trén mang x& hoi da cé 500 share, 200 comment tiéu cwc va 3 trang
bao lién hé xin phat biéu. Al con phat hién thém: trong lich st sy ¢b 3 nam, 7/10 1an phan héi cham déu
chung pattern, tdc & cap duyét thir 3 (Giam dbc phap ché) vi ngwdi nay thwong trong hop hodc di cong tac.
System Prompt (Rui ro) Ban la chuyén gia Quan tri RGi ro va Truyén théng Khiing hodng. Nhiém vu: xay
dwng kich ban phan &ng nhanh tir di liéu ndi bd. Nguyén tac:

(1) Kich ban phai thuc thi dwgc trong DUOI1 2 GIO, khéng dwoc
lau hon.

(2) Phan cép r6 rang: ai QUYET DINH, ai PHAT NGON, ai IM
LANG.

(3) Template tin nhan s&n sang copy-paste, khdng phai viét mai



khi dang khing hoang.
(4) Bao gdm kich ban "té nhat" (worst case).

Cau lénh goi y Kit RUi ro (3 cau lénh goi y) Cau lénh goi y R1: Ban db rdi ro Tt lich str sw ¢b + déc thu
nganh, liét ké 5 KICH BAN KHUNG HOANG c6 kha nang xay ra: Méi kich ban gbm:

M6 ta ngan (1 cau)

Xac suat: Cao / Trung binh / Thap

Mtrc dd nghiém trong: dén dau néu xay ra?

Théi gian phan (ng tdi da: bao nhiéu gi® trwéc khi leo thang?

Cau lénh goi y R2: Playbook phan (ng (minute-by-minute) Chon kich ban [X, nghiém trong nhét]. Viét
PLAYBOOK PHAN U'NG: GIO 0-1: Ai lam gi? (checklist, tick tirng buéc) Ai xac nhan théng tin? Ai lién hé
phap ché? Ai hold social media? GIO 1-4: Théng diép dbi ngoai + théng diép déi ndi GIO 4-24: Theo dbi
phan tng + diéu chinh + bao cao ndi bd TEMPLATE: tin nh&n ndi bo (s&n sang gli), post Facebook, email
KH. Giai thich: Playbook minute-by-minute Ia vii khi sbng con. Trong khiing hodng, ndo bd hoang loan, kha
naéng sang tao giam 80%. Template sin sang copy-paste tiét kiém 30-60 phut viét trong IGc dang cing
thang. Cau Iénh goi y R3: Holding Statement (3 phién ban) Viét 3 phién ban HOLDING STATEMENT:

1. Cho mang xa héi (dwdi 200 tir, ngén, nhanh, cam két cap nhat)
2. Cho email khach hang (dwéi 300 tir, chi tiét hon, co timeline
phan hoi)

3. Cho bao chi (dwéi 500 tir, chinh thire, cé sb liéu néu can)

Tone: nghiém tic, minh bach, cam két hanh déng cu thé. KHONG dung: "dang xac minh" qua 1 1an, "sé nd

lwc", "rat 1ay 1am tiéc."

Phan b: sang loc CV - "Al t6 chirc théng

TIN BE TOI KHONG BO SOT" 200 CV trong 3 TIENG Hai trdm hé so trng tuyén dd vé cho mét vi tri quan
ly san pham, d6 la tinh huéng CEO mét startup khodng 30 ngudi mang dén cho tdi. Mdi hd so dai hai dén
ba trang, doc nghiém tic méat ba dén bdn ngay trong khi bé phan tuyén dung can danh sach rat gon ngay



trong tuan. Doc lwdt thi bd sét ngudi gidi, doc ky thi tré han, con tin vao trwc giac ba muoi giay méi hé so
thi sau tam muwoi bd vao luc ba gi& chiéu, truc giac chi con la sy mét mai doi 16t kinh nghiém. Toi huwéng
dan anh chuén bj ba thir, ban md ta céng viéc chi tiét, 50 hd so dau tién da &n toan bo théng tin ca nhan va
bang tiéu chi chAm diém noi bo. Al chdm tirng hé so theo ding ma tran ay, déu tay tir bd dau dén bd cubi,
khéng phu thudc gi¢r gidc hay tam trang. Cudi budi chidu, anh cé danh sach 8 trng vién kém ly do loai cu
thé cho tirng hod so, chi phai doc ky 8 bo thay vi 200 va kip hen phéng van ngay trong tuan. Cau anh néi voi
t6i sau dot tuyén 4y xirng dang treo trong moi phong nhan sw. Al khéng ra quyét dinh thay anh, Al t& chirc
thong tin dé anh khong bé sét, tring khit dén la vai triét ly ctia chinh nhivng ngwdi tao ra céng cu nay. Diéu
an twong nhat: ly do loai Diéu khién vi CEO &n twong nhét |a phan Iy do loai. C6 (ng vién di ndm nam kinh
nghiém nhwng dé tréng 18 thang gitra hai cong ty gan nhat, Al danh dau can hai thém thay vi loai thang.
C6 trng vién dat 9 trén 10 diém k¥ nang nhwng chwa tirng quan ly doi nhém, trong khi vi tri can dan dat
nhém tir 5 dén 8 ngudi. Trwdc day nhivng chi tiét nhw vay thuwdng trdi tudt khi doc nhanh 200 bo hd so
trong trang thai mét mai. Gi®&» ching ndm ngay ngan chéd con ngwdi phan quyét. Nhe ly do loai ré rang, anh
phan hdi rng vién t&r té hon thay vi im lang. Canh bao dao dirc: Al hd tro sang loc budc 1. KHONG thay
thé phdng van va danh gia con nguwdi. Quyét dinh tuyén dung cubi cung LUON thudc vé ngudi. Al cé thé
thién kién theo dir liéu dau vao, nén két qua can dugc HR review. Quy trinh mdi phién 50 CV Chia 200 CV
thanh 4 phién, méi phién 50 CV. Upload phién dau, chay Scoring Matrix, review két qua, tinh chinh tiéu chi
néu can (vi du: phat hién Al cham kinh nghiém freelance thp hon in- house, trong khi PM & startup can ca
hai), r6i m&i chay phién tiép. M4t thém 10 phat nhwng chinh xac hon nhiéu. System Prompt (CV) Ban la
HR Recruiter chuyén sang loc CV cap quan ly. Nhiém vu: danh gia CV theo tiéu chi JD d& cung cép.
Nguyén tac:

(1) Chdm THEO tiéu chi JD, khong suy dién ngoai ndi dung CV.
(2) CONG BANG: khoéng thién kién gigi tinh, tudi, trwéng hoc.
(3) Chi ra diém manh + diém CAN HOI THEM (khéng két luan
som).

(4) Red flag: gap I&n khéng gidi thich, théng tin mau thuan, ky

nang thiéu. Cau lénh goi y Kit CV (3 cau Iénh goi y) Cau Iénh goi y CV1: Scoring Matrix Chdm diém méi
CV theo tiéu chi JD: | 'ng vién | Kinh nghiém (/10) | K§ nang (/10) | Culture fit (/10) | Red flag | Téng | Sap
xép tr cao xubng thap. Ghi ngén gon ly do cho méi diém. Cau lénh goi y CV2: Shortlist + Ly do loai TOP 5
(ng vién tiém nang nhat: Méi nguwdi: 3 diém manh + 1 diém CAN HOI THEM trong phéng van. BOTTOM 5
(loai): Ly do loai (1 dong méi ngudi, cu thé). Cau lénh goi y CV3: Cau héi phdng van ca nhan héa Tir CV
Top 5, thiét ké 3 cau hai phdng van CA NHAN HOA cho MOI trng vién: Mi cau nhdm vao diém can xac
minh CU THE cla &ng vién dé. (VD: "CV ghi 3 nam & cdng ty X nhung chivc danh khéng thay dbi, ly do?")
Giai thich: Cau hdi ca nhan hoa |a gia tri I&n nhat. Thay vi "Anh ké vé ban than" (moi ¢ng vién déu chuan bj
san), ban hdi chinh xac vao diém chwa ré trong CV. Ung vién gidi sé tra 1&i tét. 'ng vién "trang tri CV" sé&
ling tang. Infographic "Quan tri Rui ro & Sang loc CV":



° Ruiro: 5 kich ban — Playbook minute-by-minute — 3 Holding
Statement

* CV: Phién 50 — Scoring Matrix — Shortlist + Ly do loai — Cau
héi PV

* Timeline phan rng: 0-1h / 1-4h / 4-24h

* 200 CV — 3 TIENG (4 phién x 50)
Hwéng: Ngang | Mirc chi tiét: Cao | Phong cach: Khan cép (dd + xam)

Két qua: trwéc vs sau

<i>Hinh 4.8: L6 trinh trién khai Knowledge Hub theo 3 tAng Tiéu chi Trwéc Sau (NotebookLM) Thoi gian phan (ng khing
hoang 4 gi® (5 cap duyét) Duéi 2 gio (playbook s8n) Template phan héi Viét méi méi lan Copy-paste, chinh chi tiét Sang loc
200 CV 3-4 ngay doc thi cong 3 TIENG (4 phién x 50) Ly do loai CV "Khéng phu hop" (chung chung) Cu thé, cé trich dan CV
Cau héi phéng van Gibng nhau cho moi (rng vién Ca nhan héa tir CV</i>

On tap - ap dung - sang tao

RECALL: 4 gi& phan &rng nguy hiém thé nao? Tai sao phién 50 CV t6t hon 200 cung luc? APPLY (Rui ro):
Upload quy trinh phan hdi sw cb hién tai. Hoi: "Thai gian phan (rng trung binh? Nut that & dau?" Néu Al tra
vé "4 gi®" hodc hon, ban cé van d&. APPLY (CV): Upload 10 CV + JD. Chay Cau I&énh goi y CV1. Scoring
Matrix trong 10 phut. G shortlist cho Hiring Manager. Rui ro & Khiing hoang Ngan hang: Rdi ro rd ri di
liéu khach hang. Playbook phan r'ng NHNN + truyén théng. San xuét: Sw cb chat lwong san pham. Recall
plan + théng bao khach hang + FDA/BVTV. Nang lvong: Sy ¢b van hanh (chay n, ro ri). Playbook an toan
+ b&o chi + co quan quan ly. Y té: Sy cd y khoa. Théng bdo bénh nhan + S& Y té + truyén théng ndi bd.
Sang loc CV IT / Kh&i nghiép: Product Manager, Developer. Tiéu chi: k§ nang k¥ thuat + quan ly + portfolio.
Ngan hang: Compliance Officer, Relationship Manager. Tiéu chi: chirng chi + kinh nghiém nganh + ky
nang mém. San xuét: Quan dbc, Ky sw. Tiéu chi: kinh nghiém thuc té + chirng chi an toan + quan ly nhém.
Sales B2B: Account Manager. Tiéu chi: track record doanh sé + mang lwéi + kj nang dam phan. San
pham tir Studio (cho ca 2 phan) Ung dung: Tao Presentation tir NotebookLM V&i ndi dung tinh hudng nay,
ban c6 thé vao Studio — Ban trinh bay — nhap mb ta sau d& NotebookLM tao slide téng hop: Tao bai trinh
bay 12 slide tbng hop ndi dung "Quan Tri Rii Ro & Sang Loc Cv: Khi Ban C6 2 Gio". Céu truc: Slide 1 -
Tiéu dé va gioi thiéu chu dé. Slide 2-3 - Bbi canh van dé va tai sao can giai quyét. Slide 4-8 - Quy trinh
thwe hién tirng buéc (mdi bwde 1 slide, cé vi du cu thé). Slide 9-10 - Két qua dat duoc, sb liéu trwdc va
sau. Slide 11 - Meo thyc té va lwu y quan trong. Slide 12 - Tém tét va bwdc tiép theo. Phong cach: chuyén
nghiép, mdi slide téi da 5 bullet points, wu tién hinh &nh va biéu d& minh hoa. Ngén ngiv: Tiéng Viét. Lwu y:



Chon ngdn ngir Tiéng Viét trwéc khi tao. Sau khi tao xong, ban cé thé tai vé dang .pptx dé chinh stra thém
trén Google Slides hoac Canva. Hinh TH23.2: Ban trinh bay (Presentation) 12 slide tir NotebookLM Data
Table (CV) - Scoring Matrix xuét ra Google Sheets, chia sé cho Hiring Manager review.



Tinh huéng 24

knowledge Hub & thuyét trinh: mé hinh tong thé

| Muc tiéu | Thoi gian | Input | Output |

<b>Xay Trung tam tri thirc <b>1-2 gio/bai <b>Tai liéu tham</b> <b>khao + Ghi chu ca

té chirc + Chuan bi bai +3-5 nhan + Context sw kién +

thuyét trinh tir tai liu</b> ngay/Hub</b> Quy ché ndi bd Outline +
Script + Slide Notes +
Trung tam tri thoc 3
tang</b>

Phan a: bai phat biéu & thuyét trinh -

"TH TOI DUNG CHO CHINH TOI" Tha nhan ca nhan Téi phai thi nhan mét diéu, tinh huéng cubi cung nay
t6i dung cho chinh téi nhiéu hon 1a dé day hoc vién. Méi khi chuan bi mét néi dung dai, mét tap podcast,
mot bai gidng ba tiéng hay bai phat biéu chinh tai sy kién, viéc dau tién téi lam khong phai mé trang slide
trang ma la mé& NotebookLM. Quy trinh don gian dén kho tin. Téi upload ba dén nam bai viét hoac nghién
ctru lién quan, thém file ghi chd ca nhan va phan mé ta bdi canh sy kién, ai nghe, ddng bao nhiéu, thoi
lwong bao lau, ky vong diéu gi, rdi nher Al dwng dan y bai néi 45 phut mé bang mét cau chuyén, ba bai hoc
chinh, két béng & mdi hanh dong. Mudi phit sau téi co bd khung dé bat dau phan bién, thém bét va sap
xép lai theo y d6 riéng. Ranh gidi la diéu téi mudn nhan manh. Al khéng viét bai thay t6i, né té chirc tw duy
gitp toi, 1&n san khau tdi van ké chuyén bang giong ctia tdi. Co 1an né nhéc bai nghién ctru thir ba trong bd
ngudn cé moét sb liéu rat manh téi chwa dung, hoa ra t6i da doc bai do hai tuan trudc réi quén sach. Niém
vui bat ng& cuia toi khi doc bai phéng van Steven Johnson la biét chinh cha dé& NotebookLM ciing dang viét
sach ma&i dung kiéu nay, nap di¥ liéu vé ban than, van truc tiép dat bat, chi nhe Al dat cau héi phan bién va
cling ddng ndo. Trudc kia tdi mat bdn dén ndm gior dé chudn bi mot bai noi 45 phat, gio> mat mot dén hai
gi® va chét lwong tét hon. Thoi gian déi ra téi danh cho viéc tap néi, phan ma khéng Al nao lam thay duoc.
System Prompt (Thuyét trinh) Ban |a speechwriter chuyé&n nghiép véi kinh nghiém viét bai phat biéu cho
CEO, keynote speaker, va giadng vién. Nguyén tac:

(1) CAu trac: Hook — Build — Climax — Resolution — Call to
Action

(2) Viét nh DANG NOI, khong nhw dang viét. Cau ngén, c6 nhip
dirng.

(3) Téi da 3 y chinh cho bai dwai 30 phut, 5 ¥ cho bai trén 30 phut.



(4) M&i diém chinh: claim — evidence (ti tai liéu) — story —
transition
(5) 1 slide =1y =1 hinh = 2 phut.

Cau lénh goi y Kit Thuyét trinh (3 cau lénh goi y) Cau lénh goi y T1: Outline Dwng OUTLINE bai phat biéu
[X] phuat cho [d6i twong]: Hook (1 phat): cAu chuyé&n ngén hoac sé liéu gay sé¢c Phan 1 (Y phat): y chinh +
dan chrng tir tai liéu Phan 2 (Y phat): y chinh + dan chirng Phan 3 (Y phat): y chinh + dan chirng Két (2
phat): tém tat 3 bai hoc + call to action cu thé Cau Iénh goi y T2: Viét chi tiét tirng phan Viét day da PHAN 1
(Hook + bai hoc dau tién): K& nhw dang NOI, khéng nhw dang VIET. Cau ngén, ngat nhip, c6 ché dirng. 1
s6 liéu bat ngd tir tai liéu (trich ngudn). K&t phan bang cau chuyén tiép sang Phan 2 (tao ky vong). Cau
lénh goi y T3: Slide notes T outline, tao GHI CHU CHO TUNG SLIDE: | Slide | Tiéu dé& (max 8 tir) | Y
chinh (1 dong) | Loai trwc quan | Thoi lweng | Téi da 15 slide cho bai 30 phut. 1 slide =1y =1 hinh =2
phut. Hai meo t6i 4p dung cho ban than. Thir nhat, doc I&n tiéng trwéc khi trinh bay. Cau viét cho mét khac
cau cho tai. "Theo nghién clru ctia dai hoc Stanford ndm 2024 cho thdy rang." nghe mét. "Stanford nam
ngoai tim ra diéu nay." thuan miéng hon. Thi hai, 1 slide = 1 y = 1 hinh. Slide nhiéu chi¥ nghia la ban dang
tw l4y mat sy chu y ctia minh, khan gia doc slide thi khéng nghe ban. Studio: Tao Audio Overview tr bai
phat biéu hoan chinh, nghe lai trong Itc 1ai xe ho&c di bd. Chd nao nghe tric trac, stra cho thuan miéng.

Phan b: knowledge Hub - "NotebookLM

CO THAY THE E-LEARNING KHONG?" Cau héi cudi cling Cudn sach nay khép lai bang cau haéi téi dwoc
nghe nhiéu nhét, tir CEO, trwdng phong nhan sy dén giam déc dao tao, rang NotebookLM cé thay thé
duwoc hé théng e-learning cla té chirc hay khéng. Cau tra 1o ngan cla téi la khong, con cau tra 16i dai thu
vi hon nhiéu va ndm trong ba cau chuyén ngay duéi day. Véi nhivng ai van nghi day 1a cudc choi cia mot
nhém nhé thich voc cdng nghé, NotebookLM dang phuc vu hang triéu nguwdi dung, con Viét Nam nadm
trong top 10 thé gi&i ca vé sb ngwdi dung lan lwong tai liéu dwoc xem trong nam 2025. Lan séng da & day
roi, cau hdi con lai chi la ching ta dng & dau trong nd. 3 td chire, 3 cach trién khai, 1 bai hoc chung Nha
may nhiét dién (TH21): Kho tri thirc 3 tAng. SOP van hanh, tai liéu ky thuat, lich st sy cb. Nhan vién tra
ctru thay vi goi dién trwdng ca ldc 2 gi& sang. Gidm khodng 60% cau héi Iap. Doanh nghiép cong nghé:
Hang trdm ticket hd tro méi ngay, 60% la cau héi 13p ("cai dat thé nao?", "I6i nay stva ra sao?"). Gom thanh
Kho tri thirc cho agent cham séc khach hang. Thoi gian tra 16i giam tir 5 phat xuéng 30 gidy. Nha may
phan bon mién Tay (THO8): Sau budi dao tao, anh trwdng phong trién khai 2 tro' ly Al hd tror phong Ky thuat
trong 3 tuan. "Nho ké hoach 30 ngay lap ngay tai I&p, em biét tuan nao lam gi." Bai hoc chung:
NotebookLM khéng thay e-learning. N6 ddng vai hoan toan khéac, tro ly tra cru theo yéu cau (on-demand
knowledge assistant). E-learning day ban diéu méi (kién thirc ban chwa biét). NotebookLM gitip ban tim lai
diéu da biét, nhanh. Hai tht bé sung nhau, khéng thay thé nhau. Kién trdc Trung tam tri thirc 3 tAng cho to
chirc Néu doanh nghiép muén trién khai NotebookLM & quy mé té chirc (khdng chi 1 ngwdi dung ma ca
phong ban, ca céng ty): Tang 1 - Notebook phong ban: Mi phong ban cé Notebook riéng, chira tai liéu
riéng, System Prompt riéng. HR cé Notebook HR (quy ché, phép, phuc lgi). Sales c6 Notebook Sales (quy
trinh, FAQ khach hang, Battle Card). Ky thuat cé Notebook K§ thuat (SOP, manual thiét bi). Tang 2 -
Notebook lién phong ban: Cho dy an dac biét hodc chién lvoc can cross-reference nhiéu nguén. Vi du:



Notebook "Chién lwoc 2026" chira ca tai chinh + van hanh + HR, giip Ban Giam déc nhin téng thé. Tang 3
- Notebook "Tri nhé td chirc": Lich st sw cd, bai hoc kinh nghiém, quyét dinh quan trong. Update méi khi
c6 s kién maoi. Day la tAng gia tri nhat vé 1au dai, vi kién thire td chivc khdng mét di khi nhan vién nghi
viéc. Hwéng dan trién khai 5 buéc Buwédc 1 - Chon phong ban pilot: Bat dau tlr phong cé nhiéu cau hdi lap
nhéat (thuwdng 1a HR hodc Cham séc khach hang). Phong nay sé thdy ROI nhanh nhét, tao dong lwc cho
phong khéc. Bwdc 2 - Upload tai liéu chuan: Quy ché, SOP, FAQ ndi bd — 1 Notebook. Quy téc 80/20:
80% cau hdi chi can 20% tai liéu. Upload 20% quan trong nhat trudc. Bwédc 3 - Thiét lap System Prompt:
Ban la trg ly tri thirc ndi bé [Phong ban]. Nhiém vu: tra |&i chinh xac ttr tai liéu ndi bd da upload. Nguyén
tac:

(1) CHI tra 15 tir tai liéu. Khong cé — "Téi chwa c6 théng tin nay."

(2) Trich ngudn: tén file, trang/muc.

(3) Ngan gon. Néu phtrc tap — goi y "Lién hé [ai] d& xt ly tiép."

(4) Khi phat hién tai liéu mau thuan — canh bao ré rang.

Buwdc 4 - Chia sé va Do lwdng: Chia sé link Notebook cho team. Po: tudn 1 — tuan 4, s cau héi I&p gidm
bao nhiéu phan tram? Con sb d6 1a ROI. Buéc 5 - Scale: Phong ban thanh céng — nhan réng sang phong
khac. Méi Notebook phai c6 owner (ngudi chiu trach nhiém cap nhat khi cé chinh sach méi). Review méi
quy. San pham tir Studio ’ng dung: Tao Presentation tir NotebookLM V&i n6i dung tinh hudng nay, ban c6
thé vao Studio — Ban trinh bay — nhap mb ta sau dé NotebookLM tao slide tdng hop: Tao bai trinh bay 12
slide tdng hop ndi dung "Trung tam tri thirc & Thuyét Trinh: M6 Hinh Téng Thé". C4u truc: Slide 1 - Tiéu dé
va gidi thiéu cha dé. Slide 2-3 - B6i canh van dé va tai sao can giai quyét. Slide 4-8 - Quy trinh thyc hién
tirng budc (mdi budc 1 slide, ¢ vi du cu thé). Slide 9-10 - Két qua dat dwoc, sb liéu trwéc va sau. Slide 11
- Meo thuc té va lwu y quan trong. Slide 12 - Tém tat va bwéc tiép theo. Phong cach: chuyén nghiép, méi
slide tbi da 5 bullet points, wu tién hinh anh va biéu dd minh hoa. Ngén ng: Tiéng Viét. Hinh 4.9: Ban trinh
bay (Presentation) 12 slide tr NotebookLM 3 BAI HOC TU THY'C TE - TAI LIEU KHONG PHU HOP VO
NOTEBOOKLM Xuyén subt 24 tinh huéng, t6i da chia sé nhirng cau chuyén thanh céng. Nhwng sé khong
c6ng bang néu khéng néi vé nhirng lan gap gidi han. Bai hoc 1 - Bang tinh va dir liéu s6. M6t chi phd
phong Kiém toan upload 12 file Excel bao cdo tai chinh, hy vong Al tinh toan chéo gitra cac sheet. Két qua:
NotebookLM doc dwgc ndi dung nhuwng khéng thwc hién phép tinh chéo, khdng tao pivot table. Bai hoc:
NotebookLM xuét s&c vdi tai liéu text nhwng khdng phéi cong cu phan tich sb. V&i bang tinh phire tap,
dung Google Sheets + Gemini hoac Python. Bai hoc 2 - Tai liéu scan chét lvong thap. Mot phong Phap
ché upload 50 hop ddng scan tir ban gidy, nhiéu ban md, nghiéng, c6 con dau dé chéng lén chi.
NotebookLM bd sét nhiéu diéu khoan va & hai chd hiéu sai sb liéu vi OCR nham. Bai hoc: "Rac vao thi rac
ra" ap dung tuyét déi. V&i tai liéu scan, dung OCR chuyén dung truéc réi méi upload. Bai hoc 3 - Trién khai
khéng cé "nguwdi chd" Notebook. Mot doanh nghiép vién théng tao 8 Notebook cho 8 phong ban. 2 thang
sau: chi con 2 phong dung. Ly do: khéng ai cap nhat tai liéu mai, nhan vién hdi chinh sach mai thi Al tra |&i
theo chinh sach ci, rdi mét tin twéng. Bai hoc: Céng nghé chi 30% thanh coéng. 70% la quy trinh va con
nguwdi. Chién lwoc dw phong Cudn sach nay day ban tw duy va phwong phap, khdng chi thao tac trén 1
cong cu. RAG, Grounding, System Prompt, CAPTURE—~CONNECT—CREATE &p dung dwoc trén bét ky



cong cu Al ndo. Ludn nhd: (1) Lwu ban gbc trén hé théng riéng.
(2) Xuét output quan trong ra file riéng. (3) Lwu System Prompt

vao file, néu can chuyén sang Claude Projects, ChatGPT, Copilot chi cin paste lai. Ai ndm tw duy nén tang
thi diing céng cu nao ciing gidi. Infographic "Trung tam tri thirc & Bai phat biéu":

*  Thuyét trinh: Hook — Build — Climax — Resolution — CTA

°*  Trung tam tri thirc 3 tAng: Phong ban — Lién phong — Tri nhé
t6 chirc

* 5 buwdc trién khai: Pilot — Upload — System Prompt — Do —
Scale

*  E-learning day md&i. Trung tam tri thirc tim lai. B& sung, khéng

thay thé. Hwéng: Doc | Mt chi tiét: Trung binh | Phong cach: Tong két

Két qua: trwéc vs sau

Tiéu chi Trwéc Sau (NotebookLM) Chudn bi bai 45 phut 4-5 gi¢r 1-2 giéy, chat lwong tét hon CAu trac bai
R&i rac, b sét y Al tb chire tw duy, logic Slide notes Tw nhé hodc viét tay Bang chuan: tiéu dé + y + truc
quan Trung tam tri thire setup IT phu trach, 3-6 thang Trwéng phong tw tao, 1-4 tudn ROI do lwéng "Co vé
t6t" (cdm tinh) "Cau hai Iap giam X%" (data)



Loi két

Ban chi can 15 phut dé thay dbi cach lam viéc 24 tinh hudng. 3 phan. 1 hanh trinh. Hanh
trinh cGia ban qua 24 tinh huéng: Phan 1 - toi ther, t6i tin. 8 bai todn ca nhan, tir doc sach
nhanh dén xay bd nao thir hai. Phan 2 - dwa ra chién trwdng. 8 bai toan kinh doanh, tiy
content cho chd Spa dén hop déng cho anh nhuong quyén. Phan 3 - nhan rong 1én cip do
t6 chirc. 8 bai toan van hanh, tr Onboarding Kit CEO dén Trung tam tri thirc cho ca cong ty.
Mbi phan mé& rong pham vi tac dong: ban than — ddi nhém — toan té chirc. Khéng di xubng,
chi di 1én. 24 tinh hudng. 3 phan. Hang nghin gi¢ thwe chién cé dong thanh 1 cubn sach.
Nhwng cudn sach khodng cé gia tri gi néu chi nam trén ké. Al khong thay thé con ngudi. Al
gidi phong con nguwdi. Téi viét cudn nay tir mot niém tin don gidn. Al khdng thay thé con
ngudi, Al gidi phdng con ngudi. Gidi phong khéi viéc doc lai 30 trang hop ddng dé tim 1 diéu
khodn. Giai phong khdi viéc dich tai liéu ky thuat mat 3 ngay. Giai phong khdi viéc ngdi viét
SOP tir con sb 0. Thoi gian dwoc gidi phdng d6, ban dung dé lam gi? D6 méi la cau hai
quan trong. Chj chii Spa dung th&i gian tiét kiém dé gap khach VIP truc tiép, doanh thu
thang tang 35%. Anh CEO logistics dung th&i gian tiét kiem dé mentoring d6i ngdi, 3 quan ly
cap duwdi da ty tin nhan dy an I&n hon. Ban sinh vién dung thoi gian tiét kiém dé tham gia
thém 2 dy an nghién ctru. NotebookLM khéng phai phép mau. N6 la kinh lap. N6 khéng tao
ra kién thirc méi. N6 gitip ban nhin ré kién thirc ban da cé. N6 khéng bia. N6 trich dan. N6
khéng thay thé tw duy. N6 khuéch dai tw duy. Va giéng nhw kinh 1ap, né chi cé tac dung khi
ban cam Ién va st dung. TAm nhin phia trwé'c NotebookLM ngay hém nay hoat dong theo
mo hinh phan &ng. Ban héi, né trd I&i. Nhwng ky nguyén Agentic Al dang dén va sé thay dbi
mé hinh nay. Al sé chil dong theo ddi, két nbi cac ngudn tir nhiéu hé théng, thuc hién chubi
hanh déng phtrc tap va ghi nhé context xuyén subt nhiéu phién lam viéc. Gitra moi thay dbi
vé céng nghé, c6 mot diéu khong dbi. Gia tri ciia viéc dat cau hdi dung. Al cé thé tim kiém
nhanh hon, tdng hop nhiéu nguén hon. Nhwng cau héi quyét dinh, cau héi xac dinh ban can
biét diéu gi d& dwa ra hanh déng dung, thi van phai dén ti» ching ta. Ngwdi thang trong thoi
ky Agentic Al khéng phai nguwdi dung nhiéu Al nhat. Ma 1a ngudi hiéu ban chét cia théng tin:
théng tin ndo cé gia tri, théng tin nao chi 14 nhiu va quan trong nhat, théng tin nao can dwoc
bién thanh hanh ddng. Ban Cam Két Ca Nhan Cudn sach cé thé két thuc & day. Nhwng hanh
trinh ctia ban thi khéng. Nghién ctru vé hanh vi cho thy viét ra cam két cu thé tang ty 1& thuc
hién 1&n 2-3 14n so v&i chi nghi dén né. Vi vay, hay danh 5 phut ngay bay gio:

18. Tinh hudng dau tién t6i s& thwc hién: TH___ (chon tir 24 TH)

19. Tai liéu t6i s& upload dau tién:

20. Thoi gian téidanhra: __ phut,vaongay _ / /2026



21. Nguoi tdi sé chia sé két qua:

T6i két thuc bang I&i nhan t6i van néi véi moi hoc vién & cubi méi budi dao tao: "Pirng doi dén khi ban sén
sang. Hay bat dau véi 1 tai liéu ban dang doc dé. Upload né lén. Hai 1 cau. Va quan sat, 15 phut sau, ban
sé& hiéu vi sao Al thay ddi cach lam viéc mai mai." Chon 1 tinh huéng. Bt ky tinh huéng nao gan nhét véi
cong viéc hém nay. M& NotebookLM. Upload tai liéu. Chay cau lénh goi y dau tién. 15 phat. Chi 15 phdt.
Ngoai ra, ban c6 thé truy cap Cau Iénh goi y Kit Online. Toan bo cau lénh goi y, cau Iénh hé théng bd sung
va lam sau sac thém theo linh v trong sach, sén sang dé ban copy-paste. Link ma QR sé dwoc cap nhat
& trang tiép theo.



Qua tang kém sach

100 cau Iénh chuyén sau cho NotebookLM

Trudc khi ban gap cudn sach nay lai, t6i mudn gtvi ban mdt mén qua cubi. Hai muoi tw tinh
hudng chung ta vira di qua la cach ngh, la khung lam viéc, 1a nhivng bai hoc dwoc ddi béng
thoi gian that cla t6i va ctia hoc vién. Nhwng téi cling biét rang vao mét sang thir Hai ban
ron nao dé, tht ban can khéng phai la mét chwong sach dé doc lai, ma la mot cau 1énh
dung, dan vao dung ché va chay dwoc ngay. Ma QR qua tang kém sach Chi xin ban nhé
mot diéu khi str dung. Mét trdm cau 1énh 4y la diém khdi dau, khéng phai dich dén. Hay thay
nhirng phan trong ngodc vudng bang bdi canh that ctia ban, doc ky tirng cau tra I&i nhw cach
cac nhan vat trong sach da lam va gitr dung tinh than da di cing chang ta subt hai muoi tw
tinh hudng. Al cung déng ndo v&i ban, con ngdi but va quyét dinh van ndm trong tay ban.
Hen gap lai ban trong nhirng dw an Sap téi.
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