11:54 10/8/26 Giao an Lark 5 ngay

CHUYEN DPE ZOOM - 5 NGAY x 2 TIENG

LARK CHO DOANH NGHIEP
T c¢d ban dén van hanh tu dong

I B6 kich ban dan chuang trinh — ndi gi, demo gi, héi gi theo tiing méc phat

Huéng dan: Thay Hoang Minh Hoa & Céng su

Tai liéu ndi bod - Soan ngay 08/08/2026

L&p hén hgp: danh cho ca ngudi dang van hanh Lark va ngudi chua biét gi
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MUC LUC

CHUYEN PE ZOOM: LARK CHO DOANH NGHIEP — TU CO BAN PEN VAN HANH TU DONG

¢ DINH VI CHUONG TRINH

1. BAN PO 5 NGAY

2. @ LGP HON HOP — VAN DE KHO NHAT VA CACH GIAI
3. VAI TRO CUA CONG SU

4. CHUAN BI TRUGC NGAY 1

5. SO TAY CAU CHOT — DUNG DI DUNG LAI CA KHOA
6. Q&A DU PHONG

7. BAI TAP 5 NGAY

8. DO CHUYEN BE CO THANH CONG KHONG

9. LOI MOI THAM GIA

TIMELINE CHUAN 5 NGAY — BANG PIEU KHIEN KHI DAN

1. QUY POI GIO THUC

2. NHIP XUONG SONG — DUNG CHUNG CA 5 BUOI

3. NGAY 1 — TO CHUC, TAI KHOAN & EMAIL

4. NGAY 2 — CAU TRUC BANG & CAC TRUONG A\ *budi ban l&*
5. NGAY 3 — LIEN KET - CONG THUC - VIEW

6. NGAY 4 — PHAN QUYEN BASE CHI TIET

7. NGAY 5 — AUTOMATION

8. LUAT CAT KHI TRE GIO

9. VIEC CUA CONG SU THEO MOC PHUT

10. BAN IN 1 TRANG — DAN CANH MAN HINH

TU DUY LOGIC & CACH TRUYEN PAT — DANH RIENG CHO NGU'GI DAN

. CHAN DPOAN: Vi SAO NGUOT GIOI HAY LAN MAN

. %% NAM NHIP — XUONG SONG CUA MOI BON VI KIEN THUC
. MACH LOGIC — Vi SAO KHOI NAY PHAI DUNG TRUGC KHOI KIA
. NOI CHINH XAC CAI MINH MUON NOI — BO KHUON CAU

. DANH SACH "PUNG NOI" — CHO ANH HAY BI KEO PI

. BAY CONG CU CHONG LAN MAN

. THE NHAC 1 TRANG — IN RA, DAN CANH MAN HINH

. HAI CHO DUY NHAT PHAI HOC THUOC

. CONG SU LAM PHANH — QUY UGC NGAM

10. TU CHAM SAU MOI BUOT — 7 CAU, 2 PHUT

11. NAM VIEC TAP TRUGC NGAY 1

12. MOT BIEU CUQI

©O© 00 N o vl A W N B

NGAY 1 — TO CHUC, TAI KHOAN & EMAIL DOANH NGHIEP
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11:54 10/8/26 Giao an Lark 5 ngay

® CAU TRUC TO CHUC (0-22)

® TAO TAI KHOAN NHAN SU (22-45")

® PHAN QUYEN NHAN SU (45-60')

@ NGHI 5 PHUT (60-65")

@ XOA TAI KHOAN & BAN GIAO (65-78")
® EMAIL DOANH NGHIEP (78-115") ()
CHOT & TREO MOI (115-120')

NGAY 2 — CAU TRUC BANG & CAC TRUONG: LUC NAO DUNG TRUGNG NAO

KIEM BAI & MG MAN (0-10")

@ CU LAT TU DUY (10-30") @

® THIET KE CAU TRUC BANG (30-60")

@ NGHi 5 PHUT (60-65')

® CAC KIEU TRUONG & LUC NAO DUNG TRUGNG NAO (65-100") (@
THUC HANH (100-113)

CHOT & TREO MOI (113-120)

NGAY 3 — LIEN KET BANG - CONG THUC - VIEW

KIEM BAI & MG MAN (0-10")

® LIEN KET - TRA CUU - TONG HQP (10-45') (@

® CONG THUC (45-60" va 65-80")

@ NGHi 5 PHUT (60-65')

® VIEW — MOT KHO, MUCT KHUON MAT (80-113')
THUC HANH (trong 100-113")

CHOT & TREO MOI (113-120")

NGAY 4 — PHAN QUYEN BASE CHI TIET & NGUOI NGOAI TO CHU'C

KIEM BAI & MO MAN (0-10")

@ BA TANG QUYEN CUA BASE (10-30")

® QUYEN NANG CAO: THEO DONG & THEO COT (30-60") (@

@ NGHi 5 PHUT (60-65)

® MA TRAN PHAN QUYEN — THIET KE CHO CONG TY MINH (65-82")
@ NGUOT NGOAI TO CHUC VAO BASE (82-100)

® FORM — CUA HEP NHAT (100-113")

CHOT & TREO MOI (113-120")

NGAY 5 — AUTOMATION: NGUYEN TAC "PUNG DIEU KIEN THI CHAY"

KIEM BAI & MG MAN (0-10")

® ¥¥ Y¥ NGUYEN TAC "PUNG DIEU KIEN THI CHAY" (10-35') @
® BAY LOAI "KHI" — CHON BUNG CHUONG (35-50)

® DBIEU KIEN & HANH DONG (50-60)

@ NGHi 5 PHUT (60-65')

@ DUNG 5 AUTOMATION THAT (65-95") ()
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11:54 10/8/26 Giao an Lark 5 ngay

® @& TAM CAI BAY + NHAT KY CHAY (95-110") @
® CHOT KHOA (110-120)

NGAY 2 — BO CONG CU VAN HANH: DON SACH CHO LAM VIEC

KHOI 1 — KIEM BAI & MO MAN (0-10')

KHOI 2 — DOCS, SHEETS, MINDNOTE (10-35)

KHOI 3 — % WIKL: THU VIEN CUA CONG TY (35-55')
KHOI 4 — DRIVE & CHIA SE RA NGOAI (55-60")

@ \GHI 5 PHUT (60-65"

KHOI 5 — LICH, HOP, BIEN BAN (65-80")

KHOI 6 — % PHE DUYET (APPROVAL) (80-100')

KHOI 7 — CHAM CONG, OKR, KHO UNG DUNG (100-110")
KHOI 8 — CHOT & TREO MOI (110-120")
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11:54 10/8/26 Giao an Lark 5 ngay

CHUYEN DE ZOOM: LARK CHO DOANH NGHIEP — TU CO

BAN DEN VAN HANH TU PONG

5 ngay x 2 tiéng - Huéng dan: Thay Hoang Minh Hoa & Céng su - Soan 08/08/2026

Pay la bo kich ban néi. Méi ngay mét file riéng. M file ding ngay, dé€ bén man hinh phuy, clf theo méc
phut ma dan.

File Néi dung

00-TONG-QUAN-5-NGAY . md « anh dang doc: dinh vi, ban do, cach dan I6p hon hgp, Q&A dy phong
TIMELINE-5-NGAY.md Bang diéu khién khi dan — mdc phut + |énh cat khi tré
CAM-NANG-TRUYEN-DAT .md Khung 4 nhip & cong cu chéng lan man

NGAY-1-TO-CHUC-VA-NHAN-SU.md T6 chirc - tai khoan - phan quyén nhén sy - xoé tai khoan - email tén mién

NGAY-2-CAU-TRUC-BANG-VA- Cau trdc bang - luc nao dung trudng nao

TRUONG. md

NGAY-3-LIEN-KET-CONG-THUC- Lién két bang - cdng thirc - view

VIEW.md

NGAY -4 -PHAN-QUYEN-BASE . md Phan quyén chi tiét tirng ngudi tiing bang - ngudi ngoai vao Base
NGAY-5-AUTOMATION.md % Nguyén tac ding diéu kién thi chay - cach tao automation
PHU-LUC-BO-CONG-CU-VAN- Docs/Wiki/Drive - Lich—-Hop-Bién ban - Phé duyét - Chdm cdng - OKR — dung khi
HANH . md ¢6 bugi bé sung

_ban-cu/ Céac ban soan truéc, gilt lai dé d6i chiéu

| ¥ PINH VI CHUONG TRINH

Chuang trinh Zoom véi su huéng dan cia Thay Hoang Minh Hoa va Cong su sé gitip cac anh chi
minh dang van hanh Lark ¢6 cai nhin thau suét tir cc ban dén van hanh tu dong nhuan nhuyén —
hi€u sau va ap dung triét dé cac tinh nang.
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Bon chir quyét dinh cach dan

Giao an Lark 5 ngay

"thau suot”
"t co ban”
"van hanh tu déng nhuan

nhuyén”

"ap dung triét dé"

Hi€u vi sao, khdng phai nhé
bam & dau

Ngudi chua biét gi ciing theo
dugc

Dich dén |a automation

Ra khoi I6p phai chay that

Hé qua Ién gido an

Méi tinh nang phai tra I5i dugc: sinh ra dé tri bénh gi, va
khi nao KHONG nén dung

Khong gia dinh ai da biét. Moi thuat ngir gidi nghia ngay
lan dau xuat hién

4/5 ngay & trong Lark Base

Mbi ngay két bang mét thr chay dugc

| 1. BAN PO 5 NGAY

Sagi chi do xuyén 5 ngay

NGAY 1 NGAY 2 NGAY 3 NGAY 4 NGAY 5
. 1 B - 10 . 1T i 1 1
TO CHUC & —>| CAU TRUC —>| LIEN KET —>| PHAN QUYEN |—>| * AUTO
NHAN SU BANG & CONG THUC BASE MATION
CAC TRUONG VIEW CHI TIET
- cay té - tach bang - lién két - theo DONG - nguyén
chirc - trudng - tra ctu - theo COT tac khdp
- tao tai chinh - téng hgp - ma tran diéu kién
khoan - LUC NAO - céng thic quyén - 7 trigger
- phan DUNG - 7 loai - ngudi - dung 5
quyén NS TRUONG view NGOAI auto
- x0a TK NAO - dashboard vao Base - 8 cai bay
+ nguoi - Form
ngoai
L | 1 [ I |
"Ai la ai" "Ghi cdi gi "NOi lai & "Ai thay gi" "Bang tv
g dau" nhin ra sao" lam viéc"
— QUAN TRI — LARK BASE

Ca 16p chi dung MOT hé théng duy nhat, ngay sau dap 1&én ngay trudc:

HE VAN HANH CONG VIEC — bang Nhan sy + bang Cong viéc, c6 Form nhan yéu cau, c6 Dashboard
cho sép, phan quyén tdi tiing dong, va cudi cung la bé automation tu nhac deadline + tu xin duyét.

Ngay 1 hoc vién chua c6 gi. Ngay 5 c6 mét hé chay dudc, cua chinh ho.
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file:///C:/Users/Admin/AppData/Local/Temp/claude/--192-168-1-200-Second-Brain-MAD-B--N-O-TH--2---STARTER/088cfeeb-c6e3-4236-913e-2...

Moi ngay két bang mot thir chay dugc

Két budi phai c6

1 Cay t6 chitc du 6 "Quan ly tryc tiép" + 1 lién hé ngoai da két ban

2 1 bang 2 5 ki€u trudng + 10 dong dir liéu that

3 2 bang da n6i + 1 cbt cdng thic + 3 view

4 1 vai tro chi thady dong ctia minh + 1 ¢t bj &n (c6 ngudi ki€m ching)
5 > 3 automation chay that + phiéu hen ngay chay

| 2. @ LGP HON HOP — VAN DPE KHO NHAT VA CACH GIAI

Nhém A — DANG van hanh Lark Nhém B — CHUA biét gi

Dung hang ngay, nhung nhu "Zalo cé kém Drive" Chua cai, chua cé tai khoan

Base md& ra ngd roi dong lai Nghe "Base" khéng hiéu la gi
Automation chua ai dung vao Sa theo khéng kip, dé bo gitta chiing
/\ RUi ro: thdy chdm - chan - bé /\ Rui ro: thdy nhanh - réi — bé

Dan mét lan duy nhat 1a mat mét nira I8p. Nam cg ché gitr ca hai:
@ Clip khéi dong 20 phit — giri TRUGC ngay 1. Cai app, dang nhap, nhan dién giao dién, chuyén té chirc.
Nhom B bat budc xem; nhém A bd qua. — Khéng dét mét phit nao cua I8p cho viéc cai dit.
@ Bai kiém tra sirc khoé 12 cdu mé man ngay 1 (xem NGAY-1). Nhém A ra 3 di€m — giat minh. Nhdm B ra 0

diém — khéng xau hé, vi thay dudc ca ban d6.

"Ai 0 diém thi mung nhé — anh chi khéng phai bé théi quen sai nao cd. Ngudi 3 diém mdi khé, vi phdi
stra cdi dang lam."

® Hai lan trong moi thuc hanh. Slide luén ghi rd 2 6: Lan cd ban (lam theo tiing budc trén Base M3u) va Lan
ndng cao (ap vao cdng ty minh + 1 yéu cau khé). Nhém A khong bao gid phai ngoi cha.

@® Breakout ghép cip — co ché quan trong nhat. Méi phong 1 ngudi nhém A Iam nhém truéng + 3
ngudi nhém B. Nhom B dugc kem tay do6i; nhém A duge cung ¢é bang cach day lai nén khong chan. Cong
su chia phong tha céng tir trudc, dirng dé Zoom chia ngau nhién.

® Phu dao 30 phit sau mai buéi do Cong su.

Néi ngay ngay 1: "Khéng ai phdi gia vd la minh hiéu."

/\ Ba luat tuyét déi

1. Giai nghia moi thuat ngir & lan xuat hién dau tién — ké ca trigger, record, view, field.
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11:54 10/8/26 Giao an Lark 5 ngay

2. Khéng bao gi& néi "cai nay dé ma" hay "ai cling biét r6i". M6t cau dé dd lam 10 ngudi nhém B im lang
dén hét khoa.
3. Goi tén nhém B trudc, nhém A sau. Ngudi mdi hdi trude dé cd chd ndi; ngudi cli hdi sau sé nang dé sau

[én.

| 3. VAITRO CUA CONG SY

Viéc Ai

Dan chinh, gidng, demo man hinh Thay Hoa
Tryc chat, loc cau hoi, chi dua lén cau dang ding Coéngsu'l
Cam may phu (tai khoan nhan vién) — demo phan quyén ngay 4, nhan tin automation ngay 5 Congsu'l
Diém danh, ghi nhan bai tap, ghi lai diém sirc khoé dau khoa Coéng su 2
G6 tin hiéu phanh cho Thay: 96 NHIP TU GIO CHAM Congsu'l
Di cac phong breakout g& réi - phu dao 30' sau budi Ca hai

Luat: Thay khdng bao gid diing mach dé doc chat. Cong su loc, chi dua Ién cau dang dung.

| 4. cHUAN BI TRUGC NGAY 1

0 Té chirc Lark demo riéng cho I6p — ding dung té chiic that, hoc vién sé nghich va xod nham

[0 Base Mau "Van hanh coéng viéc" c6 san dit liéu gia (8 nhan sy, 30 cdng viéc) — copy phat cho mdi ngudi
O Tai khoan phu dang nhan vién cho Cong sy — bat budc, dung & ngay 4 va ngay 5

[0 Nhém chat Lark cua I6p — nai automation ban tin demo ngay 5

O Clip khai déng 20" da ghi va guiii cho nhom chua biét gi

O Khao sat "Anh chi da dung Lark chua?" — chia breakout thu cong

O Kiém tra géi: automation c¢é han mirc chay — méi ngudi mét Base riéng

O In 2 poster: "8 cai bay Automation” - "Bang tra: liic nao dung truéng nao"

| 5.56 TAY CAU CHOT — DUNG DI DUNG LAI CA KHOA

\'

"Quyén véi CON NGUOI va quyén véi DU LIEU la hai chuyén khac nhau.” (N1)
"Cay t6 chirc khéng phai dé trang tri s¢ d6. N6 la dir liéu ma moi thir khac dua vao." (N1)

\%

"Két ban ngoai chi mé dudng CHAT, khong mé dudng DU LIEU." (N1)
"May chi hanh déng dudc khi né HIEU cai 6 d6 la gi." (N2 — cdu quan trong nhdt khod)
> "MGéi su vat ghi diing MOT lan, & diing MOT bang. Ché khac chi tré téi." (N2-N3)

\%4

i &> W N
v
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11:54 10/8/26 Giao an Lark 5 ngay

> "Khéng bao gi& g tay thir ¢6 thé chon.” (N2)
> "Tra citu 1a CUA SO NHIN SANG, khéng phai ban photo.” (N3)
"View khong nhan ban dir liéu — cung mét kho, muai cach nhin." (N3)

© o N o
v

> "Cap quyén cho VAI TRO, dirng cap cho tirng ngusi.” (N4)

10. > "Cap quyeén it nhat da dé lam viéc — thiéu thi ho xin, thira thi khéng ai bao." (N4)

11. > "May khéng di tuan. May nam ngu, ché chuéng.” (N5 — cdu [6i cia automation)

12. > "Automation la nhan vién rat cham nhung rat ngu — dan sai mot chir la lam sai ca thang." (N5)
13. > "Dung automation xong ma chua mé Nhat ky chay thi chua goi la biét lam auto.” (N5)

14.

\%

"Tu dong hoa mot quy trinh I16n xon chi dugc mét mé Ion xén chay nhanh hon.” (N5)

| 6. Q&A DU PHONG
Té chirc & tai khoan
1. "Lark khdc Zalo ché nao?" — Zalo phai két ban, dit liéu tr6i theo dong chat. Lark biét co cdu céng ty — nén
don tir biét gUi cho ai duyét, automation biét nhan cho ai.
2. "Mién phi dugc bao nhiéu ngudi?" — C6 géi mién phi cho déi nho. Gidi han & dung lugng, s6 lan chay
automation, lich st tin nhan. "Bdt ddu mién phi, khi hé ra tién thi néng goi."

3. "Xod tai khodn réi khéi phuc dugc khéng?" — Thudng 30 ngay, tuy géi — diing coi la chac chan. Va tai liéu
chi gitr dugc néu da chuyén giao ding luc xoa.
4. "Nhan vién [6n tuéi hoc khéng néi." — Pung bat ho hoc ca Lark. Cho ho mét Form dé dién va mét view

Kanban dé kéo thé. Hét.

Base
1. "Base khdc Google Sheet & ddu?" — Sheet la lugi 6 tu do. Base cé cdt cé kiéu, bang néi dugc véi nhau, va
¢6 automation. Sheet khéng tu nhan tin cho nhéan vién dugc.

2. "Chon sai kiéu cét roi, déi dugc khéng?" — Déi dugc nhung cé thé mat dir liéu. Xem bang "daéi kiéu trudng
an toan" ngay 2. Luat: tao cot mdi bén canh roi chép sang.

3. "L@ xod dir liéu?" — Thung rac + lich s phién ban.
Phan quyén
1. "Lam quan tri vién c6 thdy hét moi bang kh6ng?" — Khéng. Quan tri vién quan ly tai khodn, khong ty dong
thay di liéu. Mudn thdy bang nao van phai dudc chia sé bang do.
2. "An cét réi ho c6 cdch ndo xem dudc khéng?" — C6 3 dudng ro: quyén Quan ly (chia sé tiép), quyén xuat
file / sao chép Base, va coét cdng thirc tinh tir cot da an. Bit ca ba.
3. "Ngudi ngoai céng ty vao Base dugc khong?" — Pugc, qua 4 cach tu hep dén rong: Form — link xem — mgi
vao vdi vai tro khach — mai véi quyén sira. Ludén gan vao vai tro da gigi han.
Automation
1. "Automation cta téi khéng chay?" — 90% rdi vao 8 cai bay ngay 5. Bat dau bang: mé Nhat ky chay ra doc.

2. "Cét céng thuc déi ma automation khéng kich hoat?" — Dlng, by s6 1. May khéng di tuan, may nam ngu
ché chuéng — may tu tinh khéng phai ngudi stira nén khéng cé chudng. Chita bang trigger "khép diéu
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11:54 10/8/26 Giao an Lark 5 ngay

kién" hoac chay theo lich.

3. "Ngudi tgo automation nghi viéc thi sao?" — Automation chay dudi danh nghia ngudi tao - chét am tham.
Automation quan trong phai do tai khoan quan tri dung.

4. "Chay dudgc bao nhiéu ldn mét thdng?" — C6 han muc theo géi. Piing quét ca bang méi 5 phut — ngay 1
[an du cho 90% viéc.
Trién khai
1. "Nén bat dau to bang nao?" — Tu cai dau nhat va lap lai nhiéu nhat. Thudng la theo déi cong viéc, thu-
chi, hoac cham cong/phép.

2. "Bao lau thi céng ty téi chay dugc?" — Mét bang dau tién: 1 budi. Hé hoan chinh cé automation: 2—4 tuan.
Théi quen cha ca ddi mai la phan lau nhat — dé |a viéc cua ngudi chu.

| 7. BAITAP 5 NGAY

Ngay Baitap Nop

1 Dung cay phong ban céng ty minh, dién du 6 Quan ly truc tiép - két ban 1 lién hé ngoai - Anh + dang
liét ké 3 viéc dang lam bang Excel/gidy nhom

2 Dung cdu truc cho céng viéc clla minh: > 2 bang (1 danh muc + 1 giao dich), > 8 cét, > 5 Anh chup bang

ki€u trudng, > 10 dong that

3 > 2 lién két - 1 Tra cltu - 1 Téng hgp - 1 céng thirc - 3 view - 1 Dashboard Anh

4 Ma tran phan quyén (>3 bang x 3 vai trd) - 1 vai tro chi thay dong cia minh + 1 c6t 4n, nhé  Anh + x4c nhén
ban cling I6p kiém chirng - 1 Form nhén 3 dong that cla ban

5 Phiéu "Hé dau tién t6i sé dung" + hen ngay chay that bang nhom

Meo: bai ngay 1 (3 viéc Excel/gidy) — giir lai toan bé. TU ngay 2 trd di, 1ay chinh bai ciia hoc vién ra lam
vi du trén I8p. Khéng gi thuyét phuc bang viéc giai ding bai toan clia ngudi dang ngéi nghe.

| 8. DO CHUYEN PE CO THANH CONG KHONG

1. Y Diém kiém tra sirc khoé: dau ngay 1 so véi cudi ngay 5. Cong su ghi lai diém dau khoa — chénh léch
la bang chiing két qua, dung ludn cho truyén thong khoa sau.

2. Tilé nép bai ngay 2 — du bao ti & di hét khoa. Dudi 60% phai can thiép ngay ngay 3.

3. S6 automation chay that sau ngay 5 — kiém bang anh Nhat ky chay, khéng tin 16i khai.

4. Sau 30 ngay: bao nhiéu ngugi cén dung hé minh dung? Goi dién hoi 10 ngudi ngau nhién.

Do riéng cho tirng nhém — nhom A va nhom B ¢6 vach xuat phat khac nhau, gép chung thi con sé vo
nghta.
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11:54 10/8/26 Giao an Lark 5 ngay

| 9.L01 MOI THAM GIA

CHUYEN DE 5 NGAY: LARK CHO DOANH NGHIEP

Tu co ban dén van hanh tu déng

Huéng dan: Thay Hoang Minh Hoa & Céng su

Chuang trinh gitp anh chi dang van hanh Lark c6 cai nhin thau suét — ti cd ban dén van hanh ty déng
nhuédn nhuyén, hiéu su va ap dung triét dé cac tinh nang.

Anh chi chua tirng dung Lark ciing tham gia dugc. Co clip khdi dong gui trudc, cd ngudi kém trong
nhom thuc hanh, va 30 phiat phu dao riéng sau méi budi.

Thu tu tra IGi 3 cau:

- Cong ty minh da khai du ai la quan ly caa ai trén Lark chua?

- Trong m6t bang di liéu, minh ¢ lam dudc viéc mai nhan vién chi thdy ding déng cua minh khéng?
- Cong ty minh da c6 mét viéc nao chay tu dong ma khong can ai bam chua?

Néu ba cau nay lam anh chi khung lai, thi chuang trinh nay danh cho anh chi.

- Ngay 1 — Thiét lap t6 chic: tao tai khoan, phan quyén nhan su, xoé tai khoan ding cach, va dua tén
mién céng ty vao Lark dé c6 email @tencongty.com

- Ngay 2 — Lark Base: cau tric bang va liuc nao dung loai trugng nao

- Ngay 3 — Lién két gilta cac bang, cong thuc, va cac kiéu view

- Ngay 4 — Phan quyén chi tiét téi tirng nhan su, tirng bang, tirng dong, tirng cot

- Ngay 5 — ¥ Automation: hi€u bang dugc nguyén tac ding diéu kién thi chay, va tu tao automation
K&t thic 5 ngay, anh chi c6: mét hé théng chay dugc do chinh tay minh dung, b6 8 cai bay automation
dé khong phai tra gia nhu ngudi di trudc, va 16 trinh 30 ngay dé dua vao cong ty ma khéng chét yéu.

Chung ta khéng hoc mét phdn mém. Ching ta hoc cdch dé cng viéc tu chay khi minh di ngu.
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TIMELINE CHUAN 5 NGAY — BANG PIEU KHIEN KHI DAN

Moi budi 120 phat - In ra, d&€ canh man hinh. Day |a th(t liéc mat luc dang dan, khéng phai thi dé doc.

Cach dung: c6t MOC KIEM I3 quan trong nhat. TGi phat dé ma chua xong viéc ghi trong d6 — cat ngay
theo luat 6 muc 8, dung noi nhanh hon.

| 1. Quy BGI GIG THYC

Mé 20:00 Mg 19:30 Mé 09:00
0 20:00 19:30 09:00
30 20:30 20:00 09:30
60 (nghi) 21:00 20:30 10:00
65 21:05 20:35 10:05
100 21:40 21:10 10:40
120 (két) 22:00 21:30 11:00

| 2. NHIP XUONG SONG — DUNG CHUNG CA 5 BUOI

0 10 60 65 100 113 120
| | | | | | |
[ [ [ [ [ [ |
| MO MAN |  KHOI CHINH 1 INGHI|  KHOI CHINH 2 | HOC VIEN |CHOT |
| kiém | gidng + demo tay | 5' | giang + demo tay| TV LAM |+ moi|
| bai ci | | | | (breakout) | |
L 1 1 1 1 1 |
10" 50" 5 35" 13" 7'

Ba luat bat di bat dich:

1. Phat 60 la nghi, khong thuong lugng. Dang dd cling nghi.
2. Phit 100 phai tha breakout. Budi nao khéng c6 13 phut tu 1am 13 budi d6 ngudi ta quén sach.

3. Phat 113 dirng moi thir d€ chét. Chét voi = mat cadu mang vé = mat ca budi.

file:///C:/Users/Admin/AppData/Local/Temp/claude/--192-168-1-200-Second-Brain-MAD-B--N-O-TH--2---STARTER/088cfeeb-c6e3-4236-913e-... 12/70



11:54 10/8/26

Giao an Lark 5 ngay

| 3.NGAY 1 —T6 CHUC, TAI KHOAN & EMAIL

0-22

22-45

45-60

60-

65

65-78

78-
115

115-
120

@ Cau trac té
chtrc

® Tao tai
khoan

® Phan quyén
nhan su

NGHi
@ Xoa tai
khoan

® EMAIL
DOANH
NGHIEP

Chot

Vao thiang, khéng mé man. Cay phong ban - chiic danh - 6 Quan ly truc

tiép - 3 bay

3 cach - demo tao 1 ngudi - nhap file - 4 trang thai tai khoan

3 tang quyeén - vai tro quan trj - 4 luat

Bang chuyén giao 5 muc - x04 vs tam khoa vs budc dang xuat

A. tén mién (TXT/MX/SPF/DKIM/DMARC) - B. hop thu ca nhan-nhom-
dung chung-bi danh - C. phan quyén mail - D. nghi viéc thi mail di dau

Cau mang vé + treo moi Base

Phat 60 nghi du
dg

@™ KHONG
CAT —37' tron

Két budi phai cé: ciy t6 chlrc di 6 Quan ly truc tiép + tén mién da xac minh + 1 hép thu dung chung da

phan quyén.

/\ Chuan bi bat buéc: mét tén mién that dé demo phan Email, va quyén vao trang quan ly DNS cda tén

mién doé. Khong cé thi khéi ® chi noi sudng.
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| 4. NGAY 2 — AU TRUC BANG & CAC TRUGNG A\ budi ban I&

0-10

10-30

30-60

60-65

65—
100

100~
113

113-
120

Kiém bai

® CU LAT TU DUY

® Thiét ké cau trac
bang

NGHi

® Kiéu trudng +
BANG TRA

Thuc hanh

Chot

Khoe céy t6 chlc - cau hoi mdi "Excel dd bao gid tu nhan tin
chua"

Hinh Excel vs Base - 4 khai niém - 3 cau phai néi bang dugc

Danh muc vs giao dich - bai tdp phan loai tai ché - trudng chinh

6 nhom trudng - ¥ bang "gdp tinh huéng nay dung truéng
nay" - déi kiéu trudng an toan - thung rac

2 lan

"May chi hanh déng khi n6 hiéu 6 do la gi"

Két budi phai cé: 1 bang > 5 ki€u trudng + 10 dong di liéu that.

| 5. NGAY 3 — LIEN KET - CONG THUC - VIEW

& KHONG CAT

(® KHONG CAT
bang tra

0-10

10-45

45-60

60-65

65-80

80-113

113-
120

Kiém bai

® Lién két-Tra clru—

Téng hop
@ Cong thurc (1)
NGHi

® Céng thic (2)

® View

Chot

Bai toan "stra SBT 20 chd"

1 chiéu vs 2 chiéu - demo - chitng minh sira 1 ché déi hét - 4
bay

6 cong thic du dung - demo c& TRE

3 luat viét cong thic - A néi trude bay cét cong thirc khéng

né automation

Loc—sap-nhém - 7 loai view - view Viéc cta téi - view chung vs

ca nhan - Dashboard

2 cdu mang vé + treo moéi phan quyén

Két budi phai cé: 2 bang da néi + 1 cot cdng thic + 3 view.
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Bat budc ndi,
ding bo

Phut 100 tha
breakout
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| 6. NGAY 4 — PHAN QUYEN BASE CHI TIET

0-10

10-30

30-60

60-65

65-82

82—
100

100~
113

113-
120

Ki€ém bai + ma& man

® Ba tdng quyén Base

® Quyén theo DONG &
theo COT

NGHIi
® Ma tran phan quyén

® Ngudi ngoai vao Base

® Form + thuc hanh

Chét

Tinh huéng cét lwvong — "Excel lam dugc khong?”
Chia sé Base - vai tro - canh bao link cong khai

3 cach dat diéu kién dong - 3 miic quyén cét - ¥ DEMO
MAY PHU 2 man hinh - 5 by

Mau ma tran - 4 cau hai tu dién - thuc hanh tai cho

4 cach ti hep dén réng - demo mai - 4 diéu bat budc noi

Dung form 3' - ca I8p dién - A gieo b3y dong-ti-Form-
tréng-trang-thai

2 cau mang vé + treo moéi automation

& KHONG CAT

Phuat 100 tha
breakout

Két buéi phai cé: 1 vai tro chi thdy dong ciia minh + 1 cét bi an, c6 ban cung I6p kiém ching.

| 7. NGAY 5 — AUTOMATION

0-10

10-35

35-50

50-60

60—
65

65-95

95—
110

110~
120

Kiém bai

® NGUYEN TAC PUNG
PIEU KIEN THi CHAY

® 7 loai KHI
® Diéu kién & hanh dong

NGHi

® Dung 5 automation
that

® O 8 cai bay + Nhat ky
chay

Chét khoa

Khoe ma tran quyén - ghi lai 16i cua ai chua lam dugc

KHI-NEU-THI - Y% vi von ngusi bao vé ngii chg chuéng -
3 tinh huéng - "khéng khdp thi im lang, khéng bao 16i" - hoi
ki€m tra hiéu

Bang 7 trigger - khoanh tron 2 dong - bang chon chuéng

3 luat viét digu kién - cac loai THI - thé c6 ndt bam

Giao viéc - nhac trudc han - cdt cdng thirc di vong - xin
duyét bang thé - tir Form thanh viéc

Chiéu poster - bao chup man hinh - giai ding i ctia hoc
vién dau bugi

Cham lai 12 cau sirc khoé - 16 trinh 30 ngay - 3 ly do chét
yéu - cau két

Két khoa phai c6: > 3 automation chay that + phiéu c6 ngay hen chay that.
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@ @& LOI CA BUOI
— KHONG CAT

® KHONG CAT

@® KHONG CAT
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| 8. LUAT CAT KHI TRE GIG

Nguyén tac: tha lam tron 3 tinh ndng con han Iudt qua 6. Ngudi ta khéng nhé sé lugng — ngudi ta nhé
cai minh tu lam dugc.

Ngay (@ KHONG BUGC CAT A Cét trudc (theo thir tu)

1 O "Quan ly tryc tiép" - BAng chuyén @ nhap tai khoan hang loat (n6i qua) @ vai tro quan tri theo pham vi
giao khi xoa - khéi Email (A + B) ® 4 trang thai tai khodn @ muc D "nghi viéc mail di dau"

2 Cu lat tu duy - Bang tra chon truédng @ Trudng Al @ dai kiéu trudng (thanh tai liéu doc) ® bai tap phan

loai danh muc/giao dich

3 Lién két-Tra ctu-Téng hgp - cdanh bao @ Dashboard rit con 5' @ céng thic 5-6 @ Gantt/Gallery/Phan cap
bay cot cong thirc

4 Quyén theo dong & c6t + demo may @ Form (dGi sang ngay 5) @ ma tran rdat con 8' @ 2 trong 4 cach mai
phu ngudi ngoai

5 Nguyén tac khép diéu kién - 8 cai @ automation #4 va #5 @ céc loai THI (doc bang) ® rat chét khoa con
bay - dung automation 6'

Ba dau hiéu dang tré:

* Phut 35 chua xong khéi chinh 1 — tré nhe, bo 1 muc phu
e Phut 60 chua xong khéi chinh 1 — tré nang, cat han 1 khéi & nlra sau
* Phut 100 chua tha breakout — héng nhip, vao chét luon, khéi dang dé giao thanh bai tap
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| 9. viEc CUA CONG SU THEO MGC PHUT

Cong su 1 (chat + may phu)

Cong su 2 (van hanh 16p)

-15

0-10

12-35 (N1)

30/60/90

55

60-65

85-100
(N4)

65-95 (N5)

95

100-113

110

120-150

Pang nhap san may phu bang tai khoan nhan
vién

Gom cau hdi, loc, chi dua Ién cau dang dung

GO tin hiéu phanh: 98 NHIP TU GIO CHAM

¥% Chia sé man hinh may phu dé demo phan
quyén

X&c nhan da nhan dugc tin nhan automation

Bi phong breakout g3 réi

& lai phu dao 30 phiit cho nhom chua theo kip

M3 phong - bat ghi hinh - chia breakout tha
cong

Diém danh - ghi nhén ai nép bai

Ghi lai toan bo diém sirc khoé dau khoa

Nhac thay: con 5 phut téi gis nghi

Bat dém ngugc nghi 5 phut

Nhéc thay: 5 phit nita tha breakout
Bi phong breakout g4 roi
Nhac thay: vao chét

Cat clip theo dau muc, dang nhém 16p

| 10. BAN IN 1 TRANG — DAN CANH MAN HINH

NHIP CHUNG

10-60 khéi 1
65-100 khoi 2
113-120 chét

0-10 md man
60-65 NGHI
100-113 breakout

N1 O "Quan ly tryc tiép" -

N5 Nguyén tac khop diéu kién -

N2 CU LAT TU DUY - Bang tra chon trudng -> KHONG CAT
N3 Lién két-Tra clu-Téng hgp -> KHONG CAT
N4 Quyén theo DONG & COT + demo mady phy -> KHONG CAT

Bang chuyén giao -> KHONG CAT

8 CAI BAY -> KHONG CAT

Phit 35 chua xong khéi 1 -> tré nhe, bd 1 muc phu
Phit 60 chua xong khéi 1 -> tré& nang, cdt hdn 1 khéi
Phut 100 chua breakout

-> héng nhip, vao chét luén

| MOI BUOI PHAI KET BANG MOT THU CHAY DUQC
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TU DUY LOGIC & CACH TRUYEN DAT — DANH RIENG
CHO NGUOI DAN

Chuyén dé Lark 5 ngay - Thay Hoang Minh Hoa

Tai liéu nay khong ndi vé Lark. N6 néi vé thir tu dua Lark tir dau anh sang dau nguGi nghe — va cach
noi dang cai minh mudén noi, khéng ndi thira.

| 1. CHAN POAN: Vi SAO NGU'OI GIOI HAY LAN MAN

Lan man khéng phai 16i dién dat. N6 13 16i thiéu thir tu. Va n6 chi xay ra véi ngudi biét nhiéu.

NGUOGT BIET IT NGUOT BIET NHIEU

A->B ->C A --4-- B --+-- D

Mot dudng, khong ré dugc | +-- E
oo € =ooos F

-> N6i théng, nhung nong -> N6i téi A lién thay B, D, E déu
1ién quan. R& sang. ROi quén A.

Ba biéu hién — va thuéc cho tirng cai:

Bi€u hién

Néi gilta chirng thi ré sang chuyén khéc Trong dau moi th ndi nhau, khong ¢ 5 nhip (muc 2)
th( tu c6 dinh

Néi tinh nang trudc, ngudi nghe khéng thay lién Bat dau sai chd Luén mé bang PAU

quan t&i minh (muc 3)

Dung tU ngudi nghe chua biét LGi nguyén cda tri thirc Luat giai nghia (muc
6.6)

Noi 15 phut lién khéng ai chen dudc Khéng c6 méc ding cai san Luat 90 giay (muc 6.1)

/\ Piéu quan trong nhat: cai lam anh lan man chinh la tai san I16n nhat cia anh. Anh c6 hé chay that,
6 va vap that, nén mai c6 nhiéu nhanh dé ré.
Pirng cat bét kién thirc. Chi can cho né mét thir tu.

| 2. ¥ NAM NHIP — XUONG SONG CUA MOI PON VI KIEN THU'C

D4y la thr duy nhat can thuéc. Moi tinh ndng Lark, khéng trir cai nao, déu day bang ding 5 nhip nay. Moi
tinh nang 5-7 phut.
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(1) PAU (2) GIA (3) SUOGNG (4) LAM (5) CHOT
Tinh huéng N6 dang lay Sau khi cé Goi tén + Mot cau

cé that, di cdi gi thi doi song demo tay mang vé
ngudi nghe cta minh ra sao + khi nao
dang soéng KHONG dung
trong dé

40 giay 20 giay 30 giay 3-4 phut 20 giay

@ POC KY CHO NAY TRUGC KHI DUNG

Nam nhip la khung dé SOAN, khéng phai Isi dé POC.

Dung né luc chuan bi: kiEém xem minh da c6 du dau — gia — sudng chua, cé bi thi€u nhip nao khoéng.
Lén I8p thi néi bang I&i ctia minh, cdu ngan, nhu dang noi chuyén vai déng nghiép.

Néu doc nguyén van mét doan dai da viét san, ngudi nghe nghe ra ngay la dang dién — va chinh anh
cling thdy ngugng miéng.

Trong kich ban ting ngay vi vay chi ghi "y phai néi" dang gach dau dong, kém mét hai cau mé ngan.
Plng bién ching thanh bai dién van.

Vi sao phai ¢6 nhip (2) va (3) — ché ma 90% ngugi day bé qua

Nhip Khéng cé n6 thi sao

(2) GIA N&i dau khéng ¢é trong lugng. Ngudi nghe gat gu réi quén, vi chua thay né tén gi

(3) SUGNG Ngugi nghe biét minh dau, nhung khéng thay 16i ra — ho nghe cho biét chit khéng lam

Cau dé nhé: "DAU lam nqudi ta ngoi thdng [én. GIA lam nquoi ta thdy phdi xi ly. SUONG lam ngudi ta
muén lam ngay. Ba nhip dé xong réi hang day — luc dé day gl ho ciing nghe."

viDbu MAU DAY PU — tinh nang "Phan quyén theo dong" (Ngay 4)
(1) BAU — 40 gidy (bat ddu bang ngudi, khéng bang phan mém)

"Anh chij c6 bang nhan sy, trong doé cé cét luang.

Anh chi muén ké toan thay cot luang, ca cong ty khéng thdy. Muén méi nhén vién chi xem dugc ding
dong ctia minh.

Trong Excel anh chi lam thé nao?" (dgi 2 gidy) "Tach ra hai muai cai file."

(2) GIA — 20 giay (n6 dang ldy di cdi gi)
"Va hai mugi file d6, mdi thang anh chi sira hai muai lan. S6t mét ché la sé liéu léch.
Cudbi nam quyét toan, khong ai biét file nao la file dung.

D6 khong phai mat thdi gian. P6 la mat kha nang tin vao sé6 cua chinh minh."

(3) SUGNG — 30 giay (vé ra doi séng sau khi c6)
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"Bay giG hinh dung thé nay: mét bang duy nhat.

Ké toan ma lén thay cét luong. Nhan vién md& 1én khong thay c6t do ton tai. Ban Lan chi thay ba dong cta
Lan.

Anh chi khéng phai lam gi thém — cung mét bang, cing mét Itc, ai md cling chi thdy ding phan cla
minh.

Va khi can sira, anh chi sita mét cho."

(4) LAM — 3-4 phat (goi tén + demo, néi it lai, dé tay néi)

"Cai do goi la quyén nang cao theo ban ghi. Em lam luén cho anh chi xem."
— dung vai tro — dat diéu kiéen — mé may phu, hai man hinh canh nhau

(5) CHOT — 20 giay (mdt cdu + mét canh bdo)

"Mt cdu mang vé: cap quyeén it nhat du dé lam viéc — thiéu thi ho xin, thira thi khéng ai bao.

Va dung cap cho tiing ngudi, cap cho vai tré. Cap cho tiing ngudi thi sdu thang sau khéng ai g& néi."

Vi sao 5 nhip chan dugc lan man

N6 chan céi gi

PAU di trudc Anh khéng thé ma man bang liét ké tinh ndng — ché dé lan man nhat
GIA c6 gi6i han 20 giay Ep néi mét hau qua, khdng ké ba cau chuyén

SUGNG phai néi & thi tuong lai Ep anh vé dich dén, khdng sa vao cd ché bén trong

LAM I3 tay lam Tay chay theo budc, khéng ré nhanh dugc. Nhip an toan nhat cua anh
CHOT dong lai Cé diém két thuc rd — khoéng tréi sang tinh nang ké tiép

s Meo thuc dung: in 5 nhip ra gidy A5, d€ canh man hinh. Khi thdy minh dang tréi, nhin xuéng va tu
hoi: "minh dang & nhip may?" Cau hdi do kéo anh vé ngay.

| 3. MACH LOGIC — Vi SAO KHOI NAY PHAI DUNG TRUGC KHOI KIA

Lan man con c6 mét dang nira: nhay céc. Dang day A thi thay C hay han, nhay sang C — ma C chi hiéu dugc
néu da co B.

Dudi day la day chuyén phu thudc cla ca khoa. Khi bi cam dé nhay céc, nhin vao day.
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N1 Cay té chic
| (vi automation phdi biét nhan cho AI, phé duyét phadi biét ai duyét)
v
N1 Tai khoan + phan quyén nhan sy
| (vi quyén véi CON NGUOI khac quyén véi DU LIEU — phadi tach trudc)
v
N2 Ciu tric bang + kiéu trudng
| (vi may chi hanh déng khi HIEU 6 d6 1a gi)
v
N3 Lién két + céng thic + view
| (vi phdi c6 nhiéu bang roi méi cé gi dé phan quyén)
v
N4 Phan quyén chi tiét + nguoi ngoai
| (vi phdi c6 dir 1liéu ding + ding ngudi thdy, rdi mdi dang tu dong hod)
v
N5 AUTOMATION

Ba cau "vi sao" phai néi ra miéng khi chuyén ngay

Hoc vién khong tu thdy day chuyén nay. Néi ra thi ho méi chiu hoc phan khé.

Cau phai noéi

N1 — N2 "Hém qua minh khai ai la ai. Hom nay khai c6ng ty minh cé nhiing gi. Mdy phai biét ca hai thi méi lam hé
duogc.”
N2 — N3 "Hoém qua minh c6 nhiing cdi bang roi. Roi thi chua goi la hé. Hdm nay cho chting néi chuyén vdi nhau."

N3 - N4 "Bén gid ai vao ciing thdy hét moi thu. Vay cét luong thi sao? H6m nay minh ddt ranh gidi.

N4 — N5 "Bén ngdy qua céi bang nam im. Hém nay né diung day di lam."

| 4. NOI CHINH XAC CAI MINH MUGN NOI — BO KHUON CAU

Van dé cta ngudi gidi: biét mugi, néi ra chin, nhung chin cai dé6 khéng cé cai nao tron.
Cach chira: mdi khéi chi dugc c6 mot cau dich. Viét ra trudc. Moi cau khac chi dé€ dan t&i né.

Khuén dién ché tréng — soan truéc moi khéi, 2 phat

KHOL : ettt ettt e et

DAU : "Anh chi céd bao gid .....cvvvviiinnnn chua?"

GIA : "M6i 1an nhu vay mat .......... / dan téi .......... !
SUGNG: "Sau khi c6 cai nay, anh chi chi can .......... la xong."
LAM : demo .......... budc: 1) .... 2) .... 3) ....

CHOT @ "MOt CAU MaNg VB: . uuuteeeeeeeneeaaeaaaaaaanaannnn
PUNG : nhitng nhanh KHONG dugc ré& vao khdi nay: ..............

Néu 6 CHOT viét khéng ra, nghia la khéi d6 anh chua ré minh dinh néi gi — dé chinh la khéi anh sé
lan man. Soan lai, diing c6 ndi hay hon.
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11:54 10/8/26 Giao an Lark 5 ngay

Bon khuén cau dung lai dugc ca khoa

Tinh huéng Khuén cau

Md& mét tinh nang "Anh chi c¢é bao gid [tinh huéng dau] chua? ... Méi ldn vdy mdt [cdi gid]. Cdi ndy gidi ding
ché dé."

Chuyén tur dau sang giai "Bdy gic hinh dung ngugc lai: [ddi s6ng sau khi cd]. Em lam luén cho anh chi xem."

phap

Chét mét khéi "Néu anh chi quén hét hém nay, nhd gium em mét cdu: [cGu dich]."

Tu chéi nhanh phu "Cdu nay hay, em cho vdo Bdi dé, cuéi buéi minh quay lai."

| 5. DANH SACH "DUNG NOI" — CHO ANH HAY BI KEO BI

Vi sao dung Naéi gi thay thé
K& thém mdt ca khach hang Ca thit hai khéng tidng sirc thuyét  Gilr ca hay nhat, bo ca con lai
nita phuc, chi tang thdi gian
Giai thich cd ché bén trong Ngudi nghe khéng can biét, va sé "Ché dé mdy tu lo, anh chi khéng phdi quan tam"
("ndé luu dudi dang...") hoang mang
Noi trudc tinh nang cla ngay Lam lodng ngay hém nay Ghi vao phan treo méi cudi budi
mai
Tra 16i mét cau hoi bang ba Ngudi héi réi hon luc chua hoi Chon mét kha nang hgp vai ho nhat, noi ré
kha nang "truong hop cua anh thi lam cdch nay"

"Céi nay con nhiéu th(t hay IAm M ngoac roi khdng déng — ngudi  Bd han cau nay
nhung théi..." nghe hut hang

Néi "cai nay dé ma" Lam 10 ngudi nhém méi im lang "Ché nay chdm lai mét chit nhé"
dén hét khoa

| 6. BAY CONG CU CHONG LAN MAN

6.1. Luat 90 giay

Khong néi qua 90 giay lién tuc ma khong cé mét trong ba thi: mét cau hoi ném ra I18p - mét cu click trén
man hinh - mét con sé cu thé.

90 gidy la ngudng ngudi nghe bat dau nghi viéc riéng — va cling la ngudng anh bat dau ré nhanh.

6.2. ¥¢ Ky thuit "mé ngoic - déng ngoac”

Anh sé ré nhanh. Khéng tranh dugc, va cling khong nén tranh — nhanh cta anh thudng hay. Van dé la ngugi
nghe khong biét anh dang ré nén ho lac.
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Céch lam: néi to ra la minh dang ré.

"Em mé& ngodc mét chiit nhé..." — ké nhanh — "BPéng ngodc. Quay lai ché nédy: minh dang néi vé..."

Hai cdu d6 théi. Nhanh tir ché 1am lac dudng tré thanh ché lam giau bai giang.

6.3. Bai do xe

Cau hoi ngoai 16 trinh — "Cdu nay hay. Em cho vdo Bai dé, cudi buéi minh quay lai nhé."

Céng su ghi vao mét Docs tén "Bai do", chiéu 1én cudi budi. Bat budc quay lai that — khong thi [an sau khong
ai hoi nita.

6.4. Cau chuyén doan viét san

Chd lan man nhiéu nhat khéng phai giira bai, ma la giira hai khéi — khoang tréng do anh sé 13p bang néi
lan man.
- Kich ban méi ngay da viét sén cau chuyén. Poc ding cau dé. Ding (ing bién & chd nadi.

6.5. M6t khéi — mét cau mang vé

Trudc mdi khéi tu hdi: "néu ngudi ta quén hét, minh muén ho nhé MOT cdu nao?" Néi cau dé it nhat hai lan:
gilta khéi va khi chét.

6.6. Luat giai nghia — chéng I&i nguyén tri thirc

Moi thuat nglr, lan dau xuat hién phai giai nghia bang thir ngoai phan mém.

Thuat ngl burng no6i Noi thé nay

Trigger "Diéu kién kich hoat" "KHI — chuyén gi xay ra thi may tinh day"

Record "Ban ghi" "Mot dong — mot sy vat o6 that ngoai dai"

Field "Trugng d liéu" "Mot cot — mot thong tin cla sy vat do”

View "Ché do xem" "Cung moét kho, muai cach nhin"

Lookup “Tra cltu gia tri tir bang lién két" "Clra s6 nhin sang bang bén kia — khéng phai ban photo"
Base "Co s& dir liéu" "M@&t cuén sé, trong do c6 nhiéu trang”

@ Hai cau cam tuyét dai: "Cdi nay dé ma" va "Cdi nay ai ciing biét roi".

6.7. Chay gid thi cat, dirng néi nhanh

Noi nhanh la cach chac chan nhat dé ca hai khéi cing héng. Xem bang cat trong TIMELINE-5-NGAY.md .
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| 7. THE NHAC 1 TRANG — IN RA, DAN CANH MAN HiNH

____________________________________________________________ o
NAM NHIP |
(1) PAU 40s  (2) GIA 20s  (3) SUGNG 30s |
(4) LAM 3-4p (5) CHOT 20s
____________________________________________________________ o
Pang troi?  -> "MINH DANG G NHIP MAY?"

Mudn ré? -> "Em MG NGOAC mot chit..."

R& xong? -> "PONG NGOAC. Quay lai ché ndy..." |
H6i lac d&? -> "Cau nay hay, em cho vao BAI 0" |
Chay gio? -> BO HAN 1 KHOI, ding néi nhanh hon |
____________________________________________________________ o
90 GIAY: chua hdi / chua click / chua c6 s6 -> DUNG |
CAM: "c&i nay dé ma" - "ai ciing biét roi" |
MOI KHOI cHI cO MOT CAU PIcH
____________________________________________________________ o

| 8. HAI CHO DUY NHAT PHAI HOC THUOC

Ca budi c iing bién thoai mai. Nhung hai ché nay hoc thudc tirng chit, vi day 13 noi 4n tugng hinh thanh va

khong

stra lai dugc.

@ Ba nhip mé dau (PAU - GIA - SUGNG). Ngudi nghe quyét dinh "c6 dang ngdi tiép khong" trong 3 phut
dau. Ba phat nay ma lan man la hong ca budi. — Kich ban méi ngay da viét nguyén van.

® Cau chét cudi budi. Day la cau ngudi ta mang vé ké lai cho ngudi khac. Néi cham hon binh thudng, va im

lang 2 giay sau khi néi xong.

Khoang im lang d6 quan trong ngang cau noi. Ngudi gidi hay 1ap im lang bang néi thém — va cau chét
bi loang mat.

| 9. CONG Sy LAM PHANH — QUY UGC NGAM

Anh sé& khéng tu biét lic nao minh dang tréi. Ngudi ngoai thi thay ré. Giao viéc d6 cho Cong su bang tin hiéu

qua chat riéng, khong néi gitra I6p:

Cong su go Nghia la

90
NHIP
TU
PICH
GIO

CHAM

Da ndi quéa 90 gidy khong tuong tac — dung, hoi I6p mét cau
Dang tréi khdi 5 nhip — quay vé

VUura dung thuat ngl chua giai nghia

Noi lau réi ma chua téi cau dich cla khoi

Sap chay gi¢ — vao bang cat

Nhém chua biét gi dang roi — cham lai
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Thong nhat bo ky hiéu trudc ngay 1. Va anh phai that su nghe theo — phdt I vai lan thi Cong su sé thoi
bao.

| 10. TU CHAM SAU MOI BUOI — 7 CAU, 2 PHUT
Lam ngay khi vira tat Zoom, diing dé hém sau:

Minh cé m& dau bang PAU khéng, hay lai m& bang tinh nang?

C6 néi CAI GIA cla ndi dau khéng, hay chi néu ndi dau roi bo dé?
C6 v& ra SUONG trudc khi day cach lam khéng?

Khéi nao minh néi qua 5 phat lién khéng ai chen dugc?

Cé tr nao minh dung ma chua gidi nghia?

Budi nay ké&t thuc bang MOT THU CHAY BUQC chua?

Cau chét cubi budi cé néi cham + im lang 2 gidy sau d6 khéng?

N OoOuvhwWwNER
L B B B W W
e e e e e e

Cau nao tick "chua" — viét mét dong sé stra gi budi sau. Nam budi 1a ndm vong cai tién.

| 11. NAM VIEC TAP TRUGC NGAY 1

1. Dién thir ba nhip mé dau cua Ngay 1 (PAU-GIA-SUGNG), c6 bam gid, ba lan. Ghi am, nghe lai mét [an.

2. Chay thir demo choang 5 lan cho téi khi tay tu lam ma miéng van néi dugc. Demo ma loay hoay 1a mat uy
tin ngay phuat dau.

3. Pién khudn "mét cau dich” cho tiing khoi ciia Ngay 1. Khéi nao viét khong ra — soan lai khoi do.

4. Théng nhat bo tin hiéu phanh véi Cong su.

5. Chuan bi phudng an héng: Base Mau du phong, anh chup tirng buéc phong mang cham, va mét cau dé
néi khi demo 16i:
"Ddy, anh chi thdy chua — ddy ding la cdi [6i ma ldt ndia anh chi sé gdp. Minh sia lubn tai chd."

Demo 16i khéng phai tai nan. Vi ngudi day van hanh, dé la chat liéu t8t nhat. Mién la anh khéng hoang.

| 12. MOT BIEU CUGT

Anh khéng thiéu kién thirc. Anh c6 hé chay that, cé tdm cai bay tra gia bang thdi gian that — thi dé khéng
sach nao day, khong ai gidng thay dugc.

Thi anh thiéu chi la thir tu. Va th( tu thi dung dugc trong mot tuan, con kién thic ciia anh phai mat may nam.

Nguai nghe khéng can anh néi hay. Ho can anh néi theo thir tv ma dau ho tiép nhan dugc.
Nam nhip — DAU, GIA, SUGNG, LAM, CHOT — chinh Ia thi tu do.
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NGAY 1 — TO CHUC, TAI KHOAN & EMAIL DOANH
NGHIEP

120 phit - Hoc xong tu lam dugc: dung cdy t6 chic - tao va phan quyén tai khoan - xoa tai khoan ma khong
mat tai liéu - dua tén mién cong ty vao Lark va quan ly toan bd hop thu.

: Méc ki€ém
0-22 ® C&u trdc té chuc Vao thang, khéng ma man
22-45 ® Tao tai khoan nhan su
45-60 ® Phan quyén nhan sy Phat 60 nghi du d&
60-65 NGHIi
65-78 @ Xoa tai khoan & ban giao
78-115 ® EMAIL DOANH NGHIEP ® Khong cit — 37 phut tron
115-120 Chét + treo moi

Chuan bi truéc budi: Cong su gui clip khéi déng 20' (cai app, dang nhép, giao dién) cho nhém chua
dung Lark - chia breakout thi cong 1 ngudi cli + 3 ngudi mdi - chuan bi mét tén mién that dé demo
phan Email.

| ® cAu TRUC T6 CHUC (0-22)

Vao khoi

"Cong ty minh c6 phong ban, c6 cap trén cap dudi — nhung doé la trong dau minh. Phai khai ra thi may
mdi dung dugc.”

Ba thir khai sai la hong vé sau:

Hong cai gi néu bo tréng

Phong ban Khong cap quyén theo phong dudc, phai cap tay tirng ngudi
Chirc danh Ngugi méi khong biét héi ai
¥% Quan ly truc tiép Ludéng phé duyét khong tu tim dudc ngudi duyét — phai chi tay ting don

Demo — trong Admin Console
1. T6 chlrc / Nhan sy — tao phong ban: Kinh doanh - Marketing - K& toan - Van hanh
2. Tao phong ban con: Marketing » N6i dung

3. Gan truéng phong cho tung phong
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4. M& h6 sd mét nhan sy — chivao 4 6: Phong ban - Chic danh - Quan ly truc tiép - Ma nhan vién

/A Ba bay
1. Dung cay qua chi tiét — 3 ngudi ma chia 5 phong. Dung theo thuc té dang cé.
2. B6 trong "Quan ly truc tiép"” — 6 hay bi bo nhat, va lam hong nhiéu th nhat.
3. Pai co cau sau khi da dung quy trinh — déi phong ban thi ludng duyét va phan quyén phai ra lai hét.
Chét cay t6 chirc trudc.

Cau chot khoi

| "Cay t6 chirc khéng phai s¢ d6 treo tudng. N6 la dir liéu ma moi thir khac dua vao."

| @ TAO TAI KHOAN NHAN SU (22-45')

Ba cach — chon theo tinh huéng

Khi nao dung

Tao tirng ngugi Vao lé 1-2 ngudi Kiém soat k§, cham
Nhip hang loat bang file Khai bdo ca cong ty lan dau Nhanh nhat — tai mau vé, dién, tai lén
Link/QR mgi tu dang ky Doi déng, hay bién dong Ngudi tu dién, quan tri duyét — dirng dé tu vao

Demo — tao 1 ngudi tir dau dén cuoi
1. Nhan sy — Thém thanh vién — Ho tén - Email cong ty - Phong ban - Chic danh - Quan ly truc tiép
2. Hé thong gui IGi mai — trang thai "Chua kich hoat”
3. Ngugdi d6 bam link, dat mat khau — "Pang hoat déng"
4. Thém vao nhom chat phong ban

5. Chi chd dat lai mat khau va budc dang xuat khoi moi thiét bi (dung khi nhan sy mat may)

Nhép hang loat — cho xem file mau

Chi ré c6t nao bat budc, cot nao bd tréng dugc.

"Meo: dién luén c6t Quan ly truc tiép ngay trong file — dd phai vao sura tay ting nguai.”

B6n trang thai tai khoan — phai phan biét

CHUA KICH HOAT  DANG HOAT BONG  TAM KHOA DA XO0A

da tao, chua dung binh khéng dang mat ché,

dang nhap lan thuong nhap dugc, khéi phuc
nao dir 1iéu con trong 30 ngay
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A Bay
* Trung email / trung sé dién thoai — khong tao dugc. Ra trudc khi tai file 1én.
* Tai khoan chua kich hoat van tinh vao sé ghé& & mét s6 géi — don ngudi khong vao.

* Dung dung email ca nhan clda nhan vién néu cong ty da cé tén mién — phan ® giai quyét.

Cau chot khoi

| "Tao tai khoan la viéc 2 phuat. Khai ding phong ban va quan ly truc tiép mgi la viéc dang tién."

| ® PHAN QUYEN NHAN sy (45-60")

Ché ai cling nham — néi rd ngay

Trong Lark c6 ba loai quyén khac han nhau, ngudi ta hay tudng la mét:

(1) QUYEN QUAN TRI (2) QUYEN UNG DUNG (3) QUYEN TAI LIEU

trong Admin Console dung dugc app nao tung file / tung base
tao/xo0d tai khoan dugc dung Base, ai xem/stra BANG NAY

xem nhat ky dugc dung Mail, ai xem/slra TAI LIEU KIA
d6i co cau cai app ngoai

it nguoi nhat ca cong ty KHAC NHAU TUNG BANG -> Ngay 4

Cau phai néi: "Lam quan tri vien KHONG c6 nghia la thay dugc moi bang. Quan tri vién quan ly tai

khoan, khong tu dong thay dir liéu."

Demo — vai tro quan tri
1. M@ Vai tro quan tri: quan tri cao nhat - quan tri phu - quan tri theo pham vi
2. Tao vai tro chi quan ly nhén su (thém/xoa ngudi dugc, doi cai dat bao mat thi khéng) — gan cho HR

3. Gigi han pham vi: chi quan dugc nhan su phong minh

/\ Bon luat
1. Ludén cé 2 quan tri vién cao nhat. M6t ngudi mat may la ca cong ty ding.
2. Tai khoan quan tri phai la tai khoan cong ty, khong phai tai khoan ca nhan ctia mét nhan vién. (Ngay 5 sé
thdy vi sao — automation chay dudi danh nghia ngudi tgo.)
3. Cap quyén theo viéc, khéng theo chirc vu.

4. Ra lai quyén quan tri mai quy.

| @ NGHi 5 PHUT (60-65)
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| @ XOA TAI KHOAN & BAN GIAO (65-78")

Vao khai — néi thang cai mat

"Nhan vién nghi viéc, anh chj vao xoa tai khoan cho gon. Ba thang sau can lai ban hgp déng ban 4y soan

— khong con nira.

Khong phai Lark xod. La minh d& bam qua mot budc ma khoéng doc.”

Demo — lam ding quy trinh

Admin Console -> Nhan su (Members)
v

Tick vao dong nhan su nghi viéc -> Xoa /
v

* HIEN BANG CHUYEN GIAO — DOC KY, DUNG BAM

+- Tai liéu (Docs/Sheets/Base) -> giao
+- Lich (Calendar) -> giao
+- Nhém chat bén ngoai -> giao
+- Email (Mail) -> giao
+- Bién ban hop (Minutes) -> giao

\

tréng nghia la khéng giao cho ai."

Ba tinh hudng, ba cach khac nhau

Batch Delete

VOI
cho
cho
cho
cho
cho

ai?
ai?
ai?
ai?
ai?

<- phan (5) sé néi ky

Tick xdc nhan rdi ro -> Done -> khoi phuc trong 30 ngay (tuy géi)

"Bang chuyén giao nay la chd duy nhat cliu dudc tai san cong ty. Va mac dinh nhiéu muc dé trong —

Tinh huéng Lam gi

Nghi han, ban giao xong
Nghi nhung chua chéac / dang tranh chap

Mat may, nghi 10 tai khoan

A Bay

® Xoa xong mdi nhé ngudi do |a chu sé hitu mot Base quan trong — Base thanh vo chd. Ra truéc: ngugi

nay dang la chd nhirng gi?

Xoa + chuyén giao du 5 muc
Tam khoa, diing xoé

Budc ding xuat moi thiét bi + déi mat khau

* 30 ngay khoi phuc |a tuy géi — dung coi la chac chan.

| ® EMAIL DOANH NGHIEP (78-115") (&

Khoi 37 phuat. Hoc xong céng ty c6 email theo tén mién, c6 hép thu chung, va biét ai dugc doc — dugc gui

cai gi.
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Vao khoi

"Bay gid tGi phan ma khach hang nhin vao la danh gia cong ty minh ngay.

GUi bédo giad tu congtyabc2024@gmail.com — khach sé nghi gi?

Con gUi ti kinhdoanh@congtyabc.com thi khac hdn. Ma céi sau khéng tén thém tién phan mém — chi
tén cong cau hinh mét [an. Hom nay minh lam cai mét lan do."

A. DUA TEN MIEN CONG TY VAO LARK (78-91")

B6n budc, lam ding thir tu:

(1) THEM TEN MIEN (2) XAC MINH SO HOU (3) TRO THU VE LARK (4) CHONG GIA MAO
khai congtyabc.com thém ban ghi TXT thém ban ghi MX thém SPF, DKIM, DMARC
vao Admin vao nha cung cap (thu di vé dau) (thu khéng bi coi
tén mién 1a rdc / bi giad danh)
I I I I
e T L T T B e e T T R e T T T TP +

Chd DNS lan truyén (vai phat - vai gio)

Giai nghia bang 16i thuédng — bat budc, vi day la ché dé mat ngusi nhat:

N&i thé nao cho dé hiéu

DNS "Cudn danh ba cla internet — ai hdi congtyabc.com & dau thi tra cun nay"
Ban ghi TXT "T& gidy dan Ién tén mién dé chirng minh tén mién nay la cua téi"

Ban ghi MX "Bién chi dudng: thu giri t&i cdng ty nay thi mang vé hom thu nao"

SPF "Danh sach ai dugc phép gui thu nhan danh cong ty minh"

DKIM "Con dau ky Ién tling 14 thu, d€ bén nhan biét thu khéng bj stra”

DMARC "Lgi dan cho bén nhan: néu thu nhan danh téi ma khéng cé dau thi x{ ly thé nao"

Cau phai néi: "Ba cai SPF — DKIM — DMARC nghe r6i, nhung chi c6 mét tac dung duy nhat: dé thu cua
céng ty minh vao hép thu dén chir khéng vao thu rac, va dé khéng ai gia danh céng ty minh di lira

khach. Thi€u no, thu bao gia ctia anh chi nam trong spam ma anh chi khéng biét."

Demo — lam that trén mot tén mién
1. Admin Console — Mail - Quan ly tén mién — Thém tén mién
2. Lark sinh ra ban ghi TXT — sang nha cung cap tén mién dan vao — quay lai bAm Xac minh
3. Thém ban ghi MX theo dung gia tri Lark cap
4. Thém SPF, DKIM, DMARC

5. Chi chd Lark tu kiém tra cau hinh — xanh hét |a xong

/A Nam bay — cho nay tra gia that

1. Chua xac minh xong da cap mail cho nhan vién — thu gui khong dugc, ca cong ty tudng hong.
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2. Ban ghi MX cii chua xoa — thu chay vé nha cung cép cli, mat thu ma khong biét.

3. Thiéu SPF/DKIM - thu vao spam. Day la ly do s6 mét khién "email cong ty gui khach khong nhan dugc”.
4. DNS can thgi gian lan truyén — vira thém xong chua chay ngay la binh thudng, dung stra téi sra lui.

5. Dat DMARC mirc chan ngay tir dau khi chua kiém tra kj — thu that cling bi chan. Bat dau & muc theo dai.

B. HOP THU CA NHAN & HOP THU CHUNG (91-105")

Ba loai hdp thu — phan biét cho rd, day la ché hay nham:

Loai La gi Dung cho Vi du

Hop thu ca nhan  Gan v3i mét tai khoan nhan su TUng ngudi lan.nguyen@congtyabc.com

Nhom email M6t dia chi, thu nhan ban gti téi Thong bao, phong marketing@congtyabc.com
nhiéu ngugi ban

Hop thu dung M6t hom thu, nhiéu ngudi cung Cham soc khach hotro@congtyabc.com

chung vao xu ly

Bi danh (alias) Tén khac cua cing moét hom thu GOp nhiéu tén vé sales@ — cung hom vdi

mét chd kinhdoanh@

Cau phan biét phai néi:

"Nhém email |3 thu dugc chia ra cho tliing ngudi — maoi ngudi mot ban, ai tra |13 thi tra I5i tir hop riéng
cua ho.

Hop thu dung chung |3 mét cai hom duy nhat, ba ngudGi cung ma, thay chung, ai xr ly xong thi nguai

kia biét la da xu ly.

Cham soc khach hang thi phai dung hép thu dung chung — khong thi ba nguai cung tra I16i mét khach,
hoac ca ba tudng ngudi kia tra 15i roi."

Demo

1. Tao hop thu ca nhan — chi ra né tu sinh khi tao tai khoan véi email tén mién
2. Tao nhém email marketing@ — thém thanh vién
3. Tao hop thu dung chung hotro@ — thém ngudi xu ly

4. Thém bi danh sales@ vao hOp kinhdoanh@
Quy udc dat tén — chot trudc khi tao hang loat
"Chon mét ki€u roéi theo mai: ten.ho@ hay tenho@ hay ho.ten@.

Dai gilta chling la danh thiép in roi thanh sai, chit ky thu sai, khach gli vé dia chi khong tén tai."

A Bay

* Nhan sy déi tén / 1ay chéng d6i ho — dliing xoa dia chi ct, thém bi danh tro vé hop mdi.

¢ Dung hop thu ca nhan cia mét nhan vién lam dia chi lién hé céng khai — ngudi dé nghi la mat kénh
lién lac vé&i khach. Viéc codng khai thi dung hép thu chung.
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C. PHAN QUYEN MAIL (105-112")

Bon cau hoi phai tra I6i cho moi hép thu dung chung:

AI BUOC BOC hdp nay?

. AI PUOC TRA LOTI thay mat hop nay?

. AI PUOC GUI VAO hop nay? (chi noi bd, hay cd ngudi ngoai)
NGUOT NGOAI céng ty c6 glri vao dugc khoéng?

AW N R

Ki€u quyén Dung cho
GUi thay mat (send as) Thu di ra hién tén hop chung, khéng 16 tén ngudi  Cham soc khach — khach chi thay
gui that hotro@
GUi nhan danh (on Hién "A thay mat hotro@" Khi muén minh bach ai xt ly
behalf)
Uy quyén hop thu Trg ly doc va tra IGi hop thu clia sép Thu ky
(delegate)
Chi doc Xem dudgc, khong tra IGi Quan ly theo doi
Demo

1. Vao hép hotro@ — thém 2 ngudi xu ly v&i quyén gui thay mat
2. bat ai dugc gui vao: chon cho phép ngudi ngoai — vi khach hang phai gui vao dugc

3. V&i nhém ndi bé thongbao@ : dat chi ndi bé dugc giri
A\ Bay quan trong nhat khéi nay
"Nhém email néi béd ma dé ai ciing glti vao dugc — spam ban thang vao hép thu ca cong ty, va co khi la

thu [ra dao gia danh sép.
Nhom néi bé thi khoa chi néi bo. Chi hop cham soc khach méi mé cho ngudi ngoai.”

D. NHAN SU NGHi THI MAIL BI PAU (112-115')

N&i lai khéi @:
Thu méi gui t&i ngusi da nghi Chuyén ti€p sang ngudi thay thé
Thu c@ trong hop Chuyén giao hép thu cho ngudi ti€p nhan
Khach van gui vao dia chi ci Gilr bi danh tr6 vé ngudi mdi, diing xoa han

| "Day la ly do lic ndy em néi: 6 Email trong bang chuyén giao khéng dugc dé tréng."
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Cau chot khoi Email + treo méi ngay 5

"Va hép thu cong ty nay, dén ngay th 5 anh chi sé dung lai — vi automation gutri email tu’ déng cho
khach chinh la guri tur day."

| CHOT & TREO MOI (115-120")
Chét ngay 1

"H6m nay xong cai méng: cong ty cé ca cau, ngudi cé danh phan, quyén cé ranh gidi, va c6 email mang
tén cong ty minh.

Mét cau mang vé: quyén véi con ngudi va quyén vdéi dir liéu la hai chuyén khac nhau."

Treo moi ngay 2

"TU mai vao Lark Base, & li trong dé bon ngay.

Ngay mai la budi khé nhat vé tu duy: cau tric bang, va lic nao dung loai cét nao.

Em néi trudc — chon sai loai c6t ngay mai thi dén ngay thir 5 automation cla anh chi sé khéng chay, ma
anh chj khéng hiéu vi sao.

Ngay mai m& may tinh, diing hoc bang dién thoai. Minh lam tay."

[T Bai tap
1. Dung cay phong ban cong ty minh, dién di 6 Quan ly truc tiép
2. Thém tén mién cdng ty vao Lark, xac minh xong, kiém tra d4 MX + SPF + DKIM
3. Tao 1 hop thu dung chung ( hotro@ hoac kinhdoanh@) va phan quyén cho 2 ngudi

4. Dang vao nhém I6p: 3 viéc céng ty dang lam bang Excel/gidy ma muén dua lén Base

Bai s6 4 nhd ndp — tU ngay mai ldy chinh bang cta hoc vién ra lam vi du trén 16p.
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NGAY 2 — CAU TRUC BANG & CAC TRUGNG: LUC NAO
DUNG TRUONG NAO

120 phat - /\ Budi ban Ié cua ca khoa. Chon sai ki€u trudng hém nay — ngay 5 automation khéng chay ma
khéng hiéu vi sao.

. Méc kiém
0-10 Kiém bai + m& man
10-30 @ Cu lat tu duy — Excel vs Base @ KHONG CAT
30-60 @ Thiét ké cau tric bang — tach bang thé nao
60-65 NGHI
65-100 ® Toan bé kiéu truéng + BANG QUYET DINH @ KHONG CAT
100-113 Thuc hanh: méi ngudi dung bang cia minh Phat 100 bat budc tha breakout
113-120 Chét + treo moi

| KIEM BAI & MG MAN (0-10")

Goi 2 ngudi khoe cdy phong ban. Kiém nhanh: é "Quan ly truc tiép" dién chua? Hoi thém: tén mién da xac
minh xong chua?

Y phai néi — néi bang I6i cia anh
* Excel dé tinh qua: 6 nao g gi cling dugc. Tién, nhung vi thé né khéng hi€u minh dang ghi cai gi.
e Khéng hiéu thi khéng nhac hd, khéng tinh hd, khéng nhan hé dugc.
* Va mbi ngudi gd trang thai mét kiéu — cudi thang loc ra thi thi€u, ma khéng ai biét 1a dang thiéu.
® Base thi bat khai r&: cot nay la ngay, cot nay la con ngudi, cét nay chi dugc chon. Khai mét lan luc dung
bang — tu d6 may lam ho dugc.

* Hém nay la bu6i moi thir ba ngay sau déu dua Ién.
Caumd goi y

"Anh chi ndo dang theo ddi cong viéc hodc thu chi bang Excel thi gé €O vao chat.
...Em hoi tiép: cai file Excel d6 da bao gi& tu nhan tin cho nhan vién chua?
Chua. Va sé khéng bao gig. Hom nay em chi anh chi vi sao — ly do nam & cach khai cai cét."

s Mach buéi nay: Excel khéng hiéu dit liéu — nén khéng lam hé dugc — Base bat khai ki€u — may hiéu
— may lam ho.

Kh&i @ phai diing trudc, vi khéng 1at dugc tu duy thi hoc vién chon kiéu trudng theo théi quen Excel, va
ngay 5 automation cua ho khong chay.
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| ® cULAT TU DUY (10-30") @

‘ 20 phat quan trong nhat cdia 10 tiéng. N6i cham. Bung voi.

Chiéu hinh nay lén, dé yén 10 gidy

EXCEL / SHEET LARK BASE

=

M6i DONG = 1 sy vat
c6 that

M6i COT = 1 thudc tinh

C6 KIEU
| | I R B
0 nao gd gi ciing dugc Bang tu gilt luat
-> NGUOT phdi nhé luat -> MAY gilr 1udt hé minh

Bon khai niém — giai nghia bang thir ngoai phan mém

Noi thé nay
Base "Base la mot ca s& dir ligu" "M@&t cuén sé — trong dd co6 nhiéu trang”
Bang (Table) "Table 1& mét thuc thé" "M®ét trang trong s6 — maéi trang ghi mét loai th("
Dong (Ban ghi) "Record" "Mot su vat c6 that — mdt cong viéc, mét khach, mét don”
Cot (Truang) "Field" "Mot thong tin cta su vat dé — va no6 co KIEU ¢6 dinh"

Ba cau phai néi bang dugc

Cau 1 — Mot dong la mot su vat coé that.

"DlUng nhét hai viéc vao mét dong. Diing dé mét dong vira la khach hang vira la don hang ctia khach dé."
Cau 2 — Cot co KIEU. Pay la cho then chét ctia ca khoa hoc.

"Trong Excel, c6t ngay anh chi go gi cling dugc: 12/8, 12 thang 8, mai, chua biét . Excel nhan hét. Excel
dé tinh.

Trong Base, c6t Ngay chi nhan ngay. Cét trang thai chi cho chon trong céc Iua chon cho san.
Nghe thi b6 buéc. Nhung anh chi nghe cau nay —" (néi chdm ting chii)

"May chi hanh dong dugc khi né HIEU cai 6 d6 la gi."

Cot ngay ma la ngay that, thi may méi biét 'mai 1a t&i han' dé nhan cho nhan vién.

Cot ngudi ma la ki€u Nhan su that, thi may mdi biét nhan cho ai.

Do la toan bo ly do Base tu dong hoa dudc, con Excel thi khong."

Cau 3 — Khéng bao gi& go tay thir c6 thé chon.
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"Hoan thanh" - "hoan thanh" - "bPa xong" - '"xong réi" - "Xong "
%
V&i may: 5 GIA TRI KHAC NHAU
\Y
Automation trugt sach

"Nhin cai dau cach thtra & cudi chit 'Xong ' kia. Mat nguadi khéng thay. May thay.
Pay la ly do s6 mét khién automation clia ngudi ta khédng chay. Ngay 5 minh gap lai no."

? Chét khéi

| "Anh chi g6 vao chat: vi sao cot trang thai phai la Lua chon don, khong dugc la Van ban?"

— Ai trd I6i dugc cau nay la da qua cua.

| ® THIET KE CAU TRUC BANG (30-60)

PAU

"Ngudi mdi lam Base gan nhu ai cling mac ding mét 16i: nhéi hét moi thir vao mét bang.

Bang 'Daon hang' cé luon tén khach, s6 dién thoai khach, dia chi khach. Khach dat 20 dan thi tén va sé
dién thoai lap lai 20 lan.

Roi khach d8i s6. Anh chi stra 20 ch, sét 3 ché. Va khéng ai biét 1a d3 sét."

TEN — luat géc

"Mai loai su’ vat mot bang. Méi su vat ghi ding MOT lan. Ché khac chi tré téi."

Cach tach bang — c6ng thirc don gian ai ciing dung dugc

BANG DANH MUyC BANG GIAO DICH

(thir TON TAI SAN) (thir XAY RA theo thoi gian)
« Nhan sy - Cong viéc

- Khach hang - bon hang

- San pham / Dich vu - Thu - Chi

- Nha cung cap - bon nghi phép

- Phong ban - Phiéu yéu cau

~ |

2 e 3, .
L dugc TRO TOI byi ————

"Cach nhan ra rat don gian: thir ¢6 trudc va ton tai lau — bang danh muc. Thir xay ra vao mot thgi
diém - bang giao dich.
Khach hang ton tai san. Don hang thi xay ra. Nhan vién tén tai san. Céng viéc thi xay ra."
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? Bai tap tai ché — 3 phat, ca I6p cung lam

"Em doc moét danh sach, anh chi gé vao chat: danh muc hay giao dich?
Hoc vién - Budi hoc - Giang vién - Hoc phi da dong - Khoa hoc"

— Dap an: Hoc vién (DM) - Buéi hoc (GD) - Giang vién (DM) - Hoc phi da dong (GD) - Khoa hoc (DM).

THAY — trudng chinh (primary field)

"Cot dau tién clia mdi bang la trudng chinh — né 1 cai tén goi ctia dong dé. Khi bang khac trd sang, né

hién ra cai nay."

Trudng chinh NEN la Pirng dé 1a
Nhéan sy Ho tén S6 dién thoai
Khach hang Tén khach (hoac Ma KH) Ghi chu
Coéng viéc Tén viéc Trang thai
Thu - Chi Noi dung khoan S6 tién

A "Trudng chinh khéng dudc dé tréng va nén la duy nhat. Hai khach trung tén thi thém ma: Nguyén
Van A - KHeel."

/\ Ba bay khi thiét k&
1. Mét bang chira hai loai su vat — tach ngay, cang dé lau cang kho g8.
2. Dat tén cot kiéu "Cot 1", "abc”, "ghi chi 2" — ngay 5 lam automation sé khéng biét chon cét nao.

3. Dung 8 bang ngay hém dau — khéng ai ding n6i. Dung 2-3 bang, chay dugc, réi mé réng.

CHOT

"Cau truc sai thi cong thirc va automation vé sau chi la va viu. Bo 30 phut vé ra gidy trudc khi dung —
tiét kiém dugc ca thang stra."

| @ NGHi 5 PHUT (60-65)

| ® cAc kiEu TRUGNG & LUC NAO DUNG TRUGNG NAO (65-100°) (&)

| Khoi I6n nhat budi. Py la thir anh Hoa muén hoc vién thau suét nhat.
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Cach vao khéi — dirng doc danh sach

"Base ¢4 han hai muai kiéu cot. Em khéng doc hét ddu — doc hét thi anh chi quén hét.
Em chia theo viéc minh can lam, va cudi khéi em dua anh chi mét bang tra: gap tinh huéng nao thi
chon c6t nao."

Sau nhom truong
Nhém 1 — GHI THONG TIN THO

Trudng Dung khi Canh bao

Van ban Tén, mo t4, ghi chu DPung ding cho th{ ¢ thé chon

Van ban nhiéu dong No6i dung dai

Sé S6 lugng, tién, ti lé Dat dinh dang tién té / sé lé

Ngay Han chét, ngay ky Bat budc diing néu muén nhac lich

Hop kiém Cé/Khong Chi 2 trang thai. Ba trang thai tr& 1én — dung Lua chon dan

Nhém 2 — ¢¢ GIU KY LUAT (xuang séng cta automation)

Trudng Dung khi

Lua chon don Trang thai - Phan loai - M{c dé uu tién - Nguén khach

Lua chon nhiéu Ky nang - Kénh dang - Nhan

"Nhém nady dung cang nhiéu cang tét. Mai lan anh chi di mét cét tir Van ban sang Lua chon don
la mdt [an anh chi mé cira cho automation.”
/\ Luét: 4-6 lua chon la da. Trén 8 lya chon thi khéng ai chon dung, va bao céo ciing vé nghia.

Nhém 3 — GAN VGI CON NGUOI

Trudng Dung khi Vi sao khong dung Van ban

Nhén su Ngudi phu trach, ngudi duyét  May phai biét nhan cho Al G6 tén bang chi thi may khéng nhan dugc

Nhém chat  GUi théng bao vé nhom

Nhém 4 — TEP & LIEN HE
Tép dinh kém - Anh - Dién thoai - Email - URL

/\ "C6t URL cua Lark luu hai phan: link that va chir hién thi. Ngay 3 va ngay 5 sé gap lai chd nay."

Nhém 5 — TU SINH, KHONG AI SUA PUGC
Ngay tao - Ngudi tao - Ngay stra gan nhat - Ngudi stra gan nhat - Tu danh s6
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"Nhém nay quy lam ma it ngudi dung. Sau nay c¢6 chuyén, md ra biét ai stra, lic may gié. Khong cai

nhau dugc."

Nhém 6 — HANH PONG & THONG MINH

Trudng Dung khi

Nat bam
Tién do / Xép hang

Truang Al

Trinh bay truc quan

Chay automation cho diing mét dong — ngay 5 dung nhiéu

Ty phén loai phan hoéi khach, tu tom tat doan dai

(Lién két - Tra cuu - Téng hgp - Céng thuc — nguyén ngay mati.,)

Y% BANG TRA: GAP TINH HUONG NAY — DUNG TRUGNG NAY

Chiéu lén va bao ca I6p chup man hinh. Day la th( ho sé dung lai mai.

T6i can ghi...

Dung trudng

Vi sao khong dung cai khac

Trang thai cong viéc
Ngudi lam viéc nay

Han chot

Da thanh toan hay chua

D3 thanh toan / Tra mot phan /
Chua tra

S6 tién

S6 dién thoai

Anh san pham, hgp dong scan
Link bai dang

Nhiéu k§ nang ctia mot nguai
Ai nhap dong nay, ltc nao

Ma don hang tang dan

Bam dé chay mét viéc

Thoéng tin 1dy tir bang khéac

Lua chon don

Nhan su

Ngay

Hop kiém

Lua chon don

S6 (dinh dang tién)

Pién thoai (hoac Van
ban)

Tép dinh kem
URL

Lua chon nhiéu

Ngugi tao + Ngay tao

Ty danh s

NGt bam

Lién két + Tra ciru (ngay

mai)

Van ban — méi ngudi gd mét kiéu — automation trugt
Van ban — may khéng nhan tin dugc cho ho

Van ban — khéng nhac lich dugc, khéng tinh dugce con
may ngay

Chi c6 2 kha nang

Ba kha nang trd 1&n thi hop kiém khéng du

Van ban — khong céng dugc, khong so sanh dugc

S6 s@ mats6 0 & dau

Tu sinh, khong ai stra dugc

GO tay sé trung

G6 lai tay — stita mot chd sot 20 chd
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/\ POI KIEU TRUGNG — LAM SAO CHO AN TOAN

"Chac chan anh chi sé chon sai vai c6t. Khong sao. Nhung doi ki€u cot ¢6 mat dir liéu, nén phai biét
dudng.”

Pai tir - sang

Van ban — Lua chon An toan — cac gia tri dang co ty thanh lya chon. Nhé don trung trudc ("Xong" va "xong
don ")

Van ban - S6 A O nao khong phai sé sé tréng

Van ban - Ngay A O nao sai dinh dang sé tréng

Lua chon dan - Van An toan nhung mat ky luat — tranh

ban

Bat ky — Nhan sy A\ Phai khdp dung ngudi trong té chic, khong khdp thi tréng

Luat: trudc khi d6i ki€u cot, tao cdt méi bén canh roi chép sang, diing déi thang cot dang c6 dit liéu
that.

Day cai phao ctru sinh — 2 phut
Md& Thung rac + Lich sir phién ban.

"Em noi cai nay dé anh chi dam nghich: xod nham khéi phuc dugc, stta hdng quay lai dugc. Cai gi quay
lai dugc thi minh méi dam lam."

| THUC HANH (100-113")

Lan co ban: dung bang céng viéc theo mau trén I8p, du 6 cot, dung it nhat 4 kiéu trudng khac nhau.

Lan nang cao: |ay 3 viéc Excel/giay da nop hom qua — Vé ra cdu tric: may bang, bang nao la danh muc, bang
nao la giao dich, trudng chinh la gi - dung 2 bang dau tién.

| CHOT & TREO MOI (113-120")

Chét ngay 2

"HOm nay anh chi déi mét th( trong dau, khéng phai hoc mét tinh nang: tir '6 nao ciing gé gi ciing
dugc’ sang 'moi cot cé ki€u, va may hiéu dugc kiéu d6'.

Néu hém nay chi nhé mot cau, nhé cadu nay: may chi hanh déng dugc khi né hiéu cai 6 dé la gi."

40/70



11:54 10/8/26 Giao an Lark 5 ngay

Treo moi ngay 3
"Hom nay minh mdi c6 nhirng cai bang rai. Ngay mai minh cho chiing néi chuyén véi nhau:
nhap tén nhén vién mét Ian, ca hé thdng biét; stra s6 dién thoai mot cho, hai muai ché tu déi theo.

Va ngay mai anh chi cling sé thdy cing mét bang nhung muGi ngudi nhin ra mugi thir khac nhau —
sép nhin ki€u sép, nhan vién nhin ki€éu nhan vién."

[T Bai tap
Dung cau tric cho chinh céng viéc ctia minh: > 2 bang (1 danh muc + 1 giao dich), > 8 cét, > 5 ki€u trudng
khac nhau, > 10 dong di liéu that. Chup man hinh dang nhém 16p.
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NGAY 3 — LIEN KET BANG - CONG THUC - VIEW

120 phat - Muc tiéu: tir nhiing cdi bdng roi thanh mét hé; va cho méi vai trd mét cach nhin riéng.

: Méc ki€m
0-10 Ki€ém bai + m& man
10-45 @ Lién két - Tra citu - Téng hgp ® KHONG CAT
45-60 @ Céng thirc (phan 1)
60-65 NGHI
65-80 ® Cong thic (phan 2) + bay néi sang ngay 5
80-113 ® View — mot kho, mugi khuon mat Phat 100 tha breakout
113-120 Chét + treo moi

| KIEM BAI & MG MAN (0-10")

Goi 2-3 ngudi khoe cau tric bang. Stra tai ché: "Cét nay dé Vin ban la héng, déi sang Lua chon don ngay."

Y phai noi
e Cung mot thdng tin bi chép lai & nhiéu ché — sita mét ché la sét cac cho kia.

* Dang sgd khdng phai la s6t, ma la khéng ai biét la dang sét — file van dep, s6 van c6, chi la vai dong sai va
minh van dem di bao céo.

* Base: ghi mét lan, chd khac chi tré téi. Sta mot chd, ca hé déi theo.

® Chiéu ngudc lai: bAng Nhan su tu dém ai dang 6m bao nhiéu viéc — nhin la biét ai qua tai, khong phai héi
ai.

Cau md ggi y — dung bai toan cho dé vao

"Cong ty 8 ngudi, mdi ngudi 20 viéc — tén nhan vién ndm & 160 dong.
HOm nay ban Lan d6i s6 dién thoai. Anh chi phai sira bao nhiéu ch6?"

— Dgi I6p tra 16i. C6 ngudi ndi 20.
"DUng. Va sé sét it nhat ba chd. H6m nay em chi cach sira mét cho, 160 cho tu doi theo."
s Mach bugi nay: chép lai nhiéu ché — sai ma khong biét — chi trd t&i — sita mot ché déi hét — roi

mdi tdi cach nhin (view).
View dé cudi vi phai c6 di liéu néi ding thi méi c6 gi dang nhin nhiéu cach.
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| @ LIEN KET - TRA CUU - TONG HOP (10-45") @

Luat goc — viét to 1én man hinh

‘ "Mai su vat ghi ding MOT [an, & diing MOT bang. Ché khac chi tré téi."

Chiéu hinh nay

S6 viec: 12 <- (3) TONG HOP - -

Viéc tré: 2

(SBT: @90...) <- tu hién

Bang NHAN sy Bang CONG VIEC

| ! | |

| Ho tén: Lan | (1) LIEN KET | Tén viéc: viét bai |

| Phong: Marketing | < | Nguoi phy trach: Lan |

| sbT: @9... | | |

| |- (2) TRA COU - - >| (Phong: Marketing) | <- tu hién
| | |

| | |

[ | |

Slra SBT & PAY ———— > 20 chd kia tu déi theo

Giang tirng cai — kém vi von

(1) Lién két (Link)

"N&i mét dong bang nay véi mét dong bang kia. Giéng nhu thay vi chép lai dia chi nha ban vao s, minh
ghi 'nha ban Lan' — rdi tra s6 Lan ra."

Mot chiéu hay hai chiéu?

Nghia la Dung khi

Hai Bén kia ciing hién cot nGi Mac dinh nén dung. Nhan sy thdy dugc minh dang 6m viéc nao

chiéu nguagc lai

Mot Chi bén nay thay Khi khéng muén lam réi bang danh muc (vi du bang San pham bj hang
chiéu nghin don tré vao)

(2) Tra ciru (Lookup)

"Kéo thong tin tir bang bén kia sang xem. Nhung nghe kj chd nay —

Tra ciru la CAI CUA SO NHIN SANG, khéng phai ban photo.

Bén kia d&i thi bén nay déi theo ngay. Néu chép tay thi bén kia d6i, bén nay van la s6 ci — va khéng ai
biét la no sai."

(3) Téng hgp (Rollup)

"Pém ngudc, cong ngudc tur nhiéu dong con Ién dong cha."
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Kiéu téng hop Vi du duing that

Pém M&i nhan sy dang 6m bao nhiéu viéc
Céng M&i khach d& mua téng bao nhiéu tién
L&n nhat / Nho nhat Ngay mua gan nhat cua khach

Trung binh Diém danh gia trung binh

"Cai nay rat hay dé nhin ra ai dang qua tai, ai dang ranh — ma khéng phai hoi ai."

THAY — lam tay, ca I6p lam theo
1. C6 s&n bang Nhan sy va céng viéc tU hém qua.
2.3 cong viac, dSi cot Ngudi phu trach thanh Lién két — trd tGi bang Nhan su .
3. Thém c6t Tra céru: Phong ban cla ngudi phu trach.
4.Vé bang Nhan su, thém cot Téng hgp: dém sé cong viéc.

5. Chirng minh truéc mat I6p: sita phong ban ciia mét ngusi & bang Nhan sy — chay sang bang Cong viéc
- da ty doi.

"Ddy. Mét chb. Khéng phai hai muoi chd."

/\ Bén cai bay

1. Xoa bang dang dugc bang khac tré téi — cot Tra ciiu chét trang, va chét m tham khéng bao gi. Trudc
khi xoa bang nao, tu hoi: cé ai dang tré vao ddy khéng?

2. Lién két tr6 nham bang — sita dugc nhung mat hét di liéu da ndi. Kiém ky luc tao.

3. Mot 6 lién két chira nhiéu dong (vi du 1 cdng viéc gan 3 ngudi) — cot Tra clu sé tra vé nhiéu gia tri,
cbng thirc phia sau dé sai. Néu chi cdn 1 — gidi han chi chon 1 ban ghi.

4. Tra ctru khéng stira dugc & bang nay — nhiéu ngudi tudng bang hong. Mudn sira thi phai sang bang
g6c. Noi trude dé ho khéi hoang.

CHOT

| "Tra ctfu la cira s6, khéng phai ban photo. Nh& cau dé la hiéu dugc ca budi hom nay."

| @ CONG THUC (45-60" va 65-80)
Tran an

"Nghe chir 'cong thic' diing sg. Em khong day hét. Em day sau cai — va sau cai nay giai dugc 90% viéc
cua anh chi."
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Sau cong thirc du dung

Viéc can
1 Con méy ngay téi han DATEDIF (TODAY(), [Han chét], "D")
2 Gan co tré han IF(AND([Trang thail#"Hoan thanh", [Han chdt]<TODAY()), "TRE", "")
3 Thanhtién [S6 lugng] * [Pon gia]
4 Ghép chubi (dat m3, dat tén) CONCATENATE([Ma], " - ", [Tén khach])
5  Xép loai nhiéu bac IF([Piém]>=9@,"A", IF([Piém]>=70,"B","C"))

6 Dém/loc chéo bang (nang cao) COUNTIF(...) / FILTER(...) — chigidi thiéu
Demo cai s6 2 trudc I6p — hiéu Ung thi giac manh, ca bang hién Ién may dong TRE.

Ba luat viét cong thirc
1. Tén cot phai g6 ding — sai mot dau 13 16i. Dung cach chon cét tir danh sach thay vi g6 tay.
2. Pirng léng IF qua 3 tang — khong ai doc ndi, k& ca chinh minh sau 2 thang. Tach thanh cét phu.
3. Cot céng thirc khéng nhap tay dugc. Noi truéc dé hoc vién khoi béi réi.

A DIEM NOI SANG NGAY 5 — BAT BUOC NOI G DAY

"Béy gid em ndi trudc mét chuyén. Ngay thi 5 anh chij sé dung tdi, va né la cai bay lam rat nhiéu
ngugdi tudng Lark héng.

Cot 'TRE' nay 1a do ¢éng thire tu tinh. Khong c6 ai gé vao ca.

Ngay 5 anh chi hoc automation. Nhiéu ngudi sé lam: 'Khi cét Tré han déi thanh TRE thi nhén cho toi'. Roi
ng6i chd mai khong thay tin nhan nao.

Vi sao? Vi may chi thdy NGU'OI sira, khong thay MAY tu tinh.

Ngay 5 em chi cach di vong. Hom nay anh chi nh& trudc cai nguyén ly nay da."

| @ NGHi 5 PHUT (60-65)
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| ® VIEW — MOT KHO, MUOT KHUON MAT (80-113")

Cau dinh vi — néi cham

"View khong nhan ban dir liéu. Cing mét kho, mugai cach nhin."

"S&p muén nhin ki€u khac, nhan vién muén nhin kiéu khac, ké todn mudn nhin kiéu khac — khéng ai
phai tao file riéng. Cing mét bang, méi ngudi moét view.

Pay la chd Base thang Excel ré nhat. Trong Excel, muén méi ngudi mét cach nhin thi phai tach ra 5 file. Roi

5 file d6 léch nhau."

Loc - Sap xép — Nhém
Tran an truéc — ngudi mdi rat sg cho nay

"Nh& gium em: loc khéng xoa dir liéu. Loc chi thay d6i thir minh dang NHIN. D liéu van ndm nguyén
do."

Demo: loc Trang thai # Hoan thanh — sap xép theo Han chét — nhém theo Nguoi phu tréch .

Bay loai view — ai dung cai nao

View Ai dung Demo

Luéi (Grid) Ngudi nhap liéu Mac dinh

Kanban Ngudi chay viéc % Kéo thé tir "Pang lam" sang "Hoan thanh" — ca 18p sé thich
Lich Ngudi theo deadline Can mét cét Ngay

Gantt Quan ly du an Can ngay bat dau + két thic

Thu vién anh Doi content duyét hinh Can cbt Tép/Anh

Phan cap Viéc cha - viéc con

Dashboard Sép Khéi riéng bén dudi

Meo dugc long 16p nhat bugi

Tao view viéc cla téi — loc theo Nguoi phu trdch = ngudi dang ddng nhdp.

"M&i ngudi ma 1én chi thay viéc ctia minh. Cing mét bang, khéng ai phai loc tay."
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A\ VIEW CHUNG vs VIEW CA NHAN — cai bay hay gay cii nhau nhat

VIEW CHUNG (Collaborative) VIEW CA NHAN (Personal)

Ai slra bd loc thi Chi minh minh thay,

MOI NGUOI clung thdy déi minh stra khéng ai bi anh hudng
v v

Dung cho view chudn cla Dung khi muén nghich,

cd d6i — KHOA lai loc riéng cho viéc clGa minh

"Tinh huéng c6 that: sang th Hai ca phong ma bang Ién thay trong tron, tudng mat di liéu, hoang
loan.
That ra la mot ban dém qua dat bo loc trén view chung va quén ga.

Cach chira: view chuan clia déi thi khoa view lai. Ai muén nghich thi tu tao view ca nhan."

Dashboard — 8 phut cuéi khéi

Thé nén c6 Loai

Téng viéc dang chay S8 18n

Viéc tré han S6 18n (d9)

Viéc theo trang thai Biéu do tron
Tai viéc theo ngudi Biéu do cot

/\ Luat: "Mét dashboard tra 15i téi da 5 cau héi. Nhiéu hon thi khéng ai doc, ma khéng ai doc thi bang
khong."
Va trudc khi vé, hdi ngugc: sép can ra quyét dinh gi? Vé cho quyét dinh do, diing vé cho dep.

| THUC HANH (trong 100-113")
Lan co ban: ndi 2 bang bang Lién két - thém 1 cét Tra cltu - tao view Kanban va view viéc cia téi .

Lan nang cao: thém c6t Téng hgp dém ngudgc 1én bang danh muc - thém cét cong thiic canh bo tré han -
dung Dashboard 4 thé - khoa view chung cua doi.
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| CHOT & TREO MOI (113-120")
Chét ngay 3

"H6m nay anh chj di t nhitng céi bang r&i thanh mét hé: bang ndi nhau, sé tu tinh, va moi vai trdo moét
cach nhin.

Hai cau mang vé:
"Tra ciru la cira s6, khéng phai ban photo.’

'View khong nhan ban dir liéu — cung mét kho, muai cach nhin."

Treo méi ngay 4

"Nhung anh chi dé€ y mét chuyén: dén gi& ai vao bang ciing thay hét moi thi.

Vay néu trong bang co cét luang thi sao? Néu em muén mai thg chi thay ding déng cia minh thi sao?
Néu em muon cdng tac vién bén ngoai cdng ty vao gui bai ma khong thay dir liéu khach hang thi sao?
Ngay mai — phéan quyén chi tiét téi tirng ngudi, tirng bang, tirng dong, tirng cot.

D4y |a budi ma Base thang Excel tuyét d6i, vi Excel khong lam dugc.”

[T Bai tap

Trén hé clia minh: > 2 lién két gilta bang - > 1 c6t Tra cfu - > 1 c6t Téng hop - > 1 cbt cbng thic - > 3 view cho
> 2 vai tro - 1 Dashboard.
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NGAY 4 — PHAN QUYEN BASE CHI TIET & NGUOI NGOAI
TO CHUC

120 phat - Muc tiéu: cho tirng nhan su thay ding tirng bang, tirng dong, tirng cét ho dugc thay — va ma
cUra an toan cho ngudi ngoai cong ty.

Cau dinh vi ca budi: "Hém nay la budi Base thang Excel tuyét déi. Vi Excel khéng lam dugc cai

nay.

: Méc kiém
0-10 Kiém bai + m& man
10-30 @ Ba tang quyén cua Base
30-60 ® Quyén nang cao: theo DONG va theo COT ® KHONG CAT
60-65 NGHI
65-82 ® Ma tran phan quyén — thiét ké cho cong ty minh
82-100 @ Ngudi ngoai t6 chirc vao Base
100-113 ® Form + thuc hanh Phut 100 tha breakout
113-120 Chét + treo moi

| KIEM BAI & MG MAN (0-10")

Y phai noi
* Dén gid ai vao bang ciing thay hét. Vay cot luang thi sao?

* Trong Excel chi cé hai dudng, ca hai déu dé: dé chung réi dan nhau dliing nhin (tdc 1a khédng phan quyén gi
ca), hoac tach ra 20 file rai 20 file d6 léch nhau.

* Base: moét bang duy nhat, méi ngudi md én thay ding phan clia minh. K& toan thay cét luong, nhan vién
khong thay coét dé ton tai, Lan chi thdy dong cla Lan, sép thay ca bang.

* Hém nay la buGi Base thang Excel tuyét déi — Excel khong lam dugc cai nay.
Caumdé goi y
"Anh chij c6 bang nhan sy, trong doé cé cét luang.

Anh chi muén ké toan thay cot do, ca cong ty khdng thay, va mdi nhan vién chi xem dugc dong ctia minh.
Trong Excel anh chi lam thé nao?"

- Dai I8p trd 1i roi mdi di tiép.
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s Mach buéi nay: ai cling thay hét — 16 hodc phai tach file - mét bang phan quyén t&i dong/cot —» ma
tran cho céng ty — md clra hep cho ngudgi ngoai.

Hoc sau ngay 3 vi phai cé nhiéu bang réi méi cé gi dang phan quyén. Hoc trudc ngay 5 vi tu déng hoa
trén dir liéu ai ciing stra dugc la tu dong hoa cai sai.

| ® BA TANG QUYEN CUA BASE (10-30")

Nhac lai méng ngay 1
"Ngay 1 em néi: quyén quan tri la quyén véi CON NGUOI, quyén tai liéu la quyén véi DU LIEU — hai
cai tach rai.
H6m nay minh vao sau vé thd hai."

Chiéu hinh — ba tang, di tir thé dén tinh

(1) QUYEN CA BASE (2) VAI TRO (Role) (3) QUYEN NANG CAO
Ai dugc vao cudn sé nay Gom ngudi thanh nhém: TRONG cung mdt bang:
- Xem Sale / K& toan / Quan ly - chi th3dy DONG cla minh
. Sla -> mdi nhém moét bd quyén - AN COT 1luong
- Quan ly (chia sé tiép) - xem dugc nhung KHONG slra
- chi thdy 1 VIEW nhat dinh
thd > tinh

Tang 1 — chia sé Base
1. NUt Chia sé — thém ngudi / thém phong ban.
2. Ba muc: Xem - Stra - Quan ly.

3. Cho xem muc "Bat ky ai cé link".
A Q "Mec 'ai ¢6 link cling vao dugc’ — em xin anh chi dirng dung cho bang ¢6 dir liéu khach hang

hoac tai chinh.
M6t céi link lot ra ngoai la toan bo dit liéu ra theo. Va khéng thu vé dugc.”

Tang 2 — vai tro
"Thay vi cap quyén cho 30 nguGi mét, minh tao vai tre. Ngudi mdi vao chi can gan vai tro la xong."

Tao 3 vai trd mau ngay trén I8p: Quan 1y - Nhan vién - K& toan .

Luat: "Cap quyén cho vai tro, diing cap cho tirng ngudi. Cap cho tung ngudi thi 6 thang sau khong ai
biét vi sao ban A thay dugc cai do."
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| ® QUYEN NANG CAO: THEO DONG & THEO COT (30-60°) (&)

Khé&i quan trong nhat budi. Pay la th anh Hod mudn hoc vién thau suét.

Vao khéi

‘ "Bay gid tdi phan tinh nhat. Trong ciing mét bang, hai ngudi ma I1én nhin thay hai thir khac nhau.”

A. QUYEN THEO DONG (ban ghi)

BANG CONG VIEC — cung mot bang

| 1

| viec 1 Ngudi phy tréach: Lan | <- Lan thay
| viec 2 Ngudi phy tréach: Hung | <- Hung thay
| viec 3 Nguoi phy tréach: Lan | <- Lan thay
| viec 4 Nguoi phy trach: Mai | <- Mai thay
| |

Lan m& 1lén: chi thdy Vviéc 1 va Viéc 3
SEp m& 1lén: thdy ca 4

Ba cach dat diéu kién — dung cho ba tinh huéng khac nhau:

Cach biéu kién Dung cho

Theo ngudi dang Ngudi phu trach = ngudi dang dang Méi thg chi thady dong minh. Dung nhiéu
xem nhap nhat

Theo gia tri c6 dinh Phong ban = Marketing Trudng phong chi thdy phong minh
Theo trang thai Trang thai = P3 duyét Cong tac vién chi thay viéc da duyét

B. QUYEN THEO COT (trudng)

Mirc Nghia

An han Khong nhin thdy c6t dé ton tai

Xem, khéng sura Thay sé luong nhung khéng stra dugc
Xem va stra Toan quyén

"Cét luong: ké toan xem va stra. Trudng phong xem, khéng sira. Nhan vién an han — an han chu
khéng phai dé dé roi dan dung nhin."

THAY — DEMO BANG MAY PHU (day la khoanh khéac dit nhat budi)

1. Tao vai tro Nhan vién — quyén theo dong: chi xem dong c6 Ngudi phy trach = ngudi dang dang nhap .

2. V&ivai trd d6 — an cdt Luong, Ghi chd noi b .

3. €Cong su mé& may phu (tai khoan nhan vién) — chia sé man hinh.
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4. Bat hai man hinh canh nhau: man thay thay 40 dong va c6 cot luong — man nhan vién thay 3 dong,
khong c6 cot luang.

(d€ im 3 gidy cho cd ldp nhin) "Cung mét bang. Cuing mét luc. Hai ngudi thay hai thu.
Pay la ché ma moi coéng ty dang dung Excel phai chuyén sang Base."

/A Nam cai bay phan quyén

1. Ngugi c6 quyén "Quan ly" thi moi giéi han déu vé nghia — ho chia sé tiép cho ai cling dugc. Cap mic
Quan ly cho cang it ngugi cang toét.

2. Quyén nang cao chi chin trong Base. Ngudi c6 quyén xuat file / sao chép Base van ldy dugc. Tat quyén
sao chép & tai xuéng vdi vai tro nhay cam.

3.An cdt nhung céng thirc van 16. An cot Ludng ma lai cd cot cong thic Téng thu nhap = Luong + Thudng
dé hién — coi nhu khoéng an.

4. Quén phan quyén cho bang méi. Thém bang thir 5 vao Base — mac dinh thudng md&. Thém bang la phai
ra quyén.

5. Cap quyén theo tirng ngudi thay vi theo vai tré — 6 thang sau khong ai g& néi.
| @ NGHi 5 PHUT (60-65')

| ® MA TRAN PHAN QUYEN — THIET KE CHO CONG TY MINH (65-82")

Vi sao phai vé ra gidy truéc

"Phan quyén ma lam theo cam hing thi ba thang sau thanh m& bong bong, va khong ai dam stra vi sg
héng.
Cach lam dung: vé mét cai bang truéc khi bam bat cir nit nao."

Mau ma tran — chiéu lén, ca I6p chép

Bang | /Vaitro - Giam déc  Trudng phong Nhéan vién Ké toan  CTV ngoai

Nhan su Stra Xem (phong minh) An Stra X

— ¢6t Luang Xem X X Stra X

Cong viéc Sla Stra (phong minh) Stra (dong minh) X Xem (viéc da duyét)
Khach hang Slra Xem Xem (khach minh phu trach) Xem X

Thu - Chi Stra X X Stra X
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% Bon cau hoi dé tu dién ma tran

Bang nay ai BAT BUQC phai thdy dé lam dugc viéc?

Trong bang nay, cot nao 1a NHAY CAM? (luong, gia vén, SDPT khach)
Ngudi nay can thdy CA BANG hay chi DONG CUA MINH?

Ngudi nay can SUA hay chi can XEM?

A w N PR

Nguyén tic géc: cap quyén IT NHAT da dé lam viéc. Thiéu thi ho hoi xin — md& thém 10 giay.
Thtra thi khéng ai bao cho anh chi biét ca, cho t&i ngay cé chuyén.

? Thuc hanh tai ché (5')

M&i ngudi vé ma tran cho €dng ty minh, it nhat 3 bang x 3 vai tro. G& vao chat moét dong khoé nhat dé ca 16p

cung gg&.

| @ NGUOGT NGOAT T6 CHU'C VAO BASE (82-100)

Hai chuyén khac nhau — phan biét truéc da

A. LIEN HE NGOAI B. NGUOI NGOAI VAO BASE
(k&t ban dé CHAT) (dugc xem/slra DU LIEU)

Tim bang email/SPT, giri 1&i Moi vao ting Base cu thé,
moi, d6i phuong phai dong y gan vao vai tro da gidi han
-> chat, goi, glri file -> thdy dir 1iéu trong bang

-> KHONG th&y dir 1iéu céng ty

Cau phai néi: "Két ban chi mé dudng CHAT, khéng mé duang DU LIEU. Hai chuyén d6 tach r&i — va
dé la diéu tét. Bay gid minh ma dudng dir liéu, nhung ma cé kiém soat.”

Demo nhanh phan A (3 phut)
1. O tim kiém — nhap email hodc s6 dién thoai ngudi ngoai — gui 16i mai lién hé ngoai — d6i phucng
chap nhan mdéi chat dugc
2. Tao nhém chat c6 ngudi ngoai — chi ra dau hiéu nhan biét nhém ngoai trén giao dién
3. Nhac: quan tri vién bat/tat dugc quyén lién hé ngoai G cap t6 chic; va file da guri thi khéng thu hoi
dugc

Bon cach cho ngudi ngoai — chon theo mirc do tin cay

MO IT NHAT > MO NHIEU NHAT

(1) FORM (2) LINK XEM (3) MOI VAO (4) MOI VAO
chi GUT vao, Chi xem mot BASE vGi vai véi quyén Sta
khéng thay gi view da loc tro khach day dua

Khach hang, P6i tac xem CTV lam viéc K& toan thué
ing vién, tién do thudng xuyén ngoai

ngudi la
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THAY — m&i mét ngu'si ngoai vao Base
1. NUt Chia sé — nhap email cia ngu'&i ngoai té chirc.
2. Chi ra Lark canh bao "ngudi ngoai té chirc" — nhan nay luén hién, day hoc vién nhin né.
3. Chon mirc quyén — gan vao vai tré da gidi han (ding dé quyén mdc dinh).

4. Ngudi ngoai nhan email — vao bang tai khoan Lark ca ho (hodac tao tai khoan mién phi).

/\ Boén diéu bat budc néi
1. Quan tri vién c6 thé khoa han viéc chia sé ra ngoai & cap t6 chiic. Néu cdng ty anh chi bat khoa, mdi sé
khéng dugc — dé la chd y, khong phai 16i.
2. Ngu&i ngoai luén phai nam trong mét vai tré bi giéi han. Diing bao gid mai réi dé€ quyén mac dinh.
3. Tat quyén tai xuéng / sao chép vdi ngusi ngoai. Néu khong, ho tai ca bang vé la xong.

4. Ra danh sach ngudi ngoai moi quy. Hop dong hét roi ma quyén van con la chuyén rat hay xay ra.

CHOT

"Ngudi ngoai khong phai la khong dugc vao. Nguai ngoai la phai vao qua ctra hep.
Va clra hep nhat, an toan nhat, chinh 13 cai sap hoc sau day."

| ® FORM — CUA HEP NHAT (100-113')

"Cau hoi: lam sao dé khach hang, (ng vién, hodc phong ban khac guri dir liéu vao bang ciia minh ma
khong can tai khoan Lark, khéng thay dir liéu ngudi khac, va khong lam hong bang?

Do 1a Form. Day la cach an toan nhat dé lay dir liéu tir bén ngoai."

DEMO — dung form trong 3 phut
1. Tao view Bi@u mau — chon cot nao cho hién.
2. Bat trudng bat budc, viét mé ta hudng dan.
3. Lay link — guri vao chat I6p — bao ca I6p dién ngay — d{ liéu chay vao bang truéc mat moi ngudi.

A\ Gieo hat cho ngay 5 — néi truéc cai bay

"Nh& gium em mot chi tiét, ngay mai sé dung tdi:

Dong sinh ra tir Form thudng TRONG c6t Trang thai — vi ngudi dién khdng thay cot do, ma Form thi
khong ty dién ho.

Ngay mai, ai lam automation loc 'Trang thai = Chd xur ly' sé ngdi ngan ra vi n6é khéng chay. Ly do nam &

day."
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Thuc hanh (lan hai)

Co ban: tao 1 Form + dién th(r - tao view Viéc cta téi .
Nang cao: dung vai trd Nhan vién chithdy dong clia minh + an 1 c6t nhay cdm — méi 1 ban cung I8p vao
kiém chirng va bao lai ban dy thay dugc gi.

| CHOT & TREO MOI (113-120")

Chét ngay 4

"H6m nay anh chi lam dudc thé ma Excel khéng lam dugc: mét bang duy nhat, ma moi ngugi thay
ding phan cua minh.

Hai cdu mang vé:

'‘Cap quyén cho vai tro, dirng cap cho tirng nguai."

'Cap quyeén it nhat da dé lam viéc — thiéu thi ho xin, thira thi khéng ai bao."

Treo moi ngay 5 — budi cuéi, néi manh

"Bén ngay qua, cai bang clia anh chi nam im. N6 dep, n6 gon, nd phan quyén chuan — nhung né ché
ngugi.
Ngay mai nd tu dirng day di lam.

Minh sé& lam ba viéc: hi€u cho bang dugc nguyén tac ding diéu kién thi chay — vi sao c6 céi chay, c6
cai khéng, ma nhin thi thdy giéng nhau. Dung nam automation that. Va em dua anh chi tam cai bay ma
em d3a tra gia bang thai gian that mdi biét.

Ngay mai nhd mang theo bai toan that ciia cong ty minh — minh giai trén I&p."

[T Bai tap
1. V& ma tran phan quyén cho cong ty minh (> 3 bang x 3 vai tro), dang anh vao nhom I&p.
2. Dung it nhat 1 vai tré c¢é quyén theo dong + 1 cét bi an, roi nha 1 ban cling 18p vao kiém chiing ho.

3. Tao 1 Form va nhan dugc it nhat 3 dong di liéu that.
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NGAY 5 — AUTOMATION: NGUYEN TAC "DUNG DIEU
KIEN THI CHAY"

120 phiit - Budi cao trao. Muc tiéu: hoc vién hiéu vi sao automation chay hoac khéng chay, tu dung dugc 5 cai
that, va ty g& dudc khi né im lang.

< Méc kiém
0-10 Kiém bai + m& man
10-35 ¥¢ ¥¢ Nguyén tic ding diéu kién thi chay @ KHONG CAT — 16i ctia ca bugi
35-50 7 loai KHI (trigger)
50-60 Piéu kién & hanh déng
60-65 NGHi
65-95 Dung 5 automation that @ KHONG CAT
95-110 & 8 cai bay + Nhat ky chay & KHONG CAT
110-120 Chét khoa + 16 trinh 30 ngay

| KIEM BAI & MG MAN (0-10")

Goi 3 ngudi khoe ma tran phan quyén + két qua ban cling I8p kiém ching.

Y phai noi

B&n ngay qua hé da dep: bang dung cau tric, néi nhau, phan quyén chuan. Nhung né nam im ché ngugi.
Van phai c6 ngudi nhd ai téi han, ngudi di nhac, ngudi md ra xem c6 ai gui yéu cau chua.

Cai gia khong phai la mét — |a quén. Quén mét deadline la mat mot khach. Va nguai gioi nhat dang
danh théi gian di nhac ngusi khac — viéc may lam dugc.

Tu hém nay: dan may mét lan, né lam mai. 8 giG sang ca phong c6 danh sach viéc t&i han; giao viéc la
ngudi dé nhan tin ngay; sép bam mét ndt trén dién thoai la bang tu déi trang thai.

HOém nay hoc cach nghi, khong phai hoc thao tac. Hiéu cach nghi thi tu lam dugc tram cai.

Caumdé goi y
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"Em héi that: cai bang bén ngay qua anh chi dung — né ¢6 tu lam gi khéng?
Khéng. N6 chd ngudi. HOm nay minh cho n6 ding day di lam."

s Mach bugi nay: van phai c6 ngusi nhd — quén la mat tién —» dan may mét [an nd lam mai —» nguyén
tac khdp diéu kién — dung that — 8 cai bay.

Khéi @ chiém 25 phut va khéng dugc rat ngan: chi day thao tac thi hoc vién lam dugc ding 5 cai hom
nay, cai thi 6 la tac.
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| ® ¢ Y% NGUYEN TAC "PUNG PIEU KIEN THI CHAY" (10-35) @

Pay la 16i cua ca budi va la thir anh Hoa muén hoc vién thau suét nhat. Dung voi. 25 phat nay quyét

dinh ca ngay.

Vao khéi bang mét cau gay to mo

"Em ké anh chi nghe chuyén nay. Hai ngudi cung lam mét automation giéng hét nhau. Mét ngudi thi
chay. M6t ngudi thi khong.
Nhin vao man hinh thay y hét nhau.

HOm nay anh chj s& hiéu vi sao. Va hiéu roi thi khéng bao gid phai doan nira."

Khung ba nhip — bat ca I6p doc to

KHI NEU THI
(Trigger) (biéu kieén) (Hanh doéng)
may TINH DAY may KIEM TRA may LAM VIEC

"Doc to cing em: KHI — NEU — THI.
Ba chi{r nay thoi. Moi automation trén dai, phirc tap dén dau, ciing chi la may khéi nay chéng Ién
nhau."

nyxn

s% Vi von cét 16i — néi cham, day la choé "a" ra

Automation giéng mot NGUOT BAO VE NGU TRONG PHONG:

@® KHI = TIENG CHUONG -> ¢6 chuéng thi bao vé TINH DAY
@ NEU = NHIN QUA cUa -> ding nguoi thi méi mé
® THI = MO CUA -> lam viéc

>> KHONG CO CHUONG THI DU DUNG NGUOTI DUNG NGOAI CA NGAY,
BAO VE VAN NGU.

"Anh chi nhé gium em céi vé cudi cing, vi 90% ca automation khéng chay nam & dé:
May khéng di tuan. Mady nam ngu, ché chuéng.

Ngudi ta hay nght: 'diéu kién cla to6i dung réi ma, sao n6 khong chay?'

Diéu kién ding khéng lam may tinh day. Chi c6 chuéng mdi lam may tinh day.

Diéu kién chi dugc kiém tra sau khi may da tinh."
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Ba tinh huéng — chiéu lén, giang tirng cai

Tinh huéng Chuyén gi xay ra
A. Diéu kién ding ma Cot da 1a "TRE" ca tuan, khong Khéng cé chuéng. Khong ai sta 6 d6 — may tu
KHONG chay thay tin nhan nao tinh thi khoéng tinh la sura

B. Diéu kién sai ma VAN Nhan nham cho ngudi khéng lién Chuong kéu ding, nhung diéu kién viét hut (thiéu

chay quan mot vé)
C. Chay nhung ra két qua  Tin nhan thi€u tén, thi€u ngay Chuong + diéu kién déu dung, hanh déng lay
sai nham cot

Piém mau chét — néi ky, day la cau hay bi hiéu nham nhat

"Va c6 mét chuyén nita rat quan trong:

Khi diéu kién khéng khép, may KHONG BAO LOIL N6 im ling bé qua.

Anh chi ma nhat ky ra sé thdy ghi 'da@ chay — khéng c6 ban ghi nao khdp'. Khong cé chit '16i' nao ca.
Cho nén dung bao gid noi 'automation cda téi bi 16i'. Chin trén mugi lan né khéng 16i — n6 chay ding
theo cai minh da dan, chi la minh dan khéng ding y minh."

? Kiém tra hiéu — héi I6p trudc khi di tiép

"Em hoi: cot 'Tré han' clia t6i 13 €dng thirc tu tinh. T6i dat automation 'khi cdt Tré han déi thanh TRE thi
nhan téi'. Ca tuan khéng co tin nao. Vi sao?"

— Dgi cau tra I6i. Ai néi dugc "vi khéng cé6 chuéng — may tu tinh khong phai nguai sira” la da thau.

"DUng. Va cach chira: d6i loai chuéng. Thay vi chd ai do6 sira 6, minh bado may di tudan moi ngay mét lan
roi tu nhin. Lat nira minh lam."
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| ® BAY LOAI "KHI" — CHON PUNG CHUONG (35-50")

KHI (chuéng gi) May tinh day luc nao Dung cho

Ban ghi dugc tao Co6 dong mdi Chao mung, gdn mac dinh ~ Chiné 1 lan

Trudng dudc cap Ngudi stra 6 do Déi trang thai — bao May tu tinh khéng lam

nhat né chuéng

% Ban ghi khép May di tuan theo chu ky réi ty nhin Thuéc chira cho cét cong  Khdng tuc thi

diéu kién thirc / Tra ciru

% Theo lich Dung gid da hen (hang ngay/tuan/thang, Nhac deadline, bao céo Kiém tra mui gid

hoac trudc han N ngay) sang tha Hai

Biéu mau dugc C4 ngudi bam guri Form X ly yéu cau tir ngoai Cach chac nhat d€ bat

gui dong tu Form

Nhan nat Ngudi bam nat trén didng 1 déng Chay theo yéu cau Nén tang cta "chay co
kiém soat"

Nhan webhook Hé ngoai goi vao Nang cao

Nhan hai dong — bao ca 16p khoanh tron

"Dong tht ba — 'khi ban ghi khép diéu kién' — khoanh tron. Day la cai chuéng tu kéu: may di tuan roi
tu nhin. Day la thuéc chita cho moi ca 'diéu kién diing ma khong chay'.

Dong thi tu — "theo lich’ — cling khoanh tron. Day la cai dung nhiéu nhat trong van hanh that: 8 gic
sang may tu ra ca bang."

5% Bang chon chuéng — chiéu lén, bao chup man hinh

T6i muén... Chon KHI

Giao viéc cho ai thi bdo ngudi do Trudng dudc cap nhat

Nhéc viéc sap tSi han Theo lich

C6t cdng thiic d6i thi bao Ban ghi khép diéu kién (khéng dung "truong dugc cdp nhat")
Khach gti form thi tao viéc Bi€u mau dugc gui

Bam nat mdi chay, khong ty dong Nhan nat

B4o cdo méi sang th( Hai Theo lich
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| ® PIEU KIEN & HANH DONG (50-60")

Viét diéu kién — ba luat
1. Cang nhiéu vé cang an toan. Han chét = mai chua di — phaithém VA Trang thai # Hoan thanh . Thiéu
vé th(r hai la ban tin cho ca viéc d& xong.
2. So sanh véi Lua chon daon thi chon tir danh sach, diing gé tay chii. G6 tay la dinh dung cai by ngay 2.
3. 6 tréng khong bang 6 réng. Mudn bat 6 chua dién thi dung diéu kién "dé tréng", ding so sanh véi " .

Cac loai THI (hanh dong)

THi Vi du trong doanh nghiép

GUi tin nhan Lark (cad nhan / nhom / thé ¢é nat bam) Nhac viéc, xin duyét

Gui email GUi khach hang

Thém / Cap nhat / Tim ban ghi (ké ca sang bang khac) Form — tao viéc; duyét xong — d6i trang thai

Gui yéu cau phé duyét NGi vao luéng duyét

Tao lich / tao tai liéu tir mau Ky hop déng — tao lich nhac gia han

Ré nhanh IF / lap / cha Trén 10 triéu thi qua giam déc

Gui yéu cau HTTP Clra néi ra dich vu bén ngoai (gidi thiéu, khéng di sdu)

Vé thé c6 nGt bam: "May ban cho sép moét thé c6 hai nat Déng y / Tra lai. SEép dang di dudng, m&
dién thoai, bAm mét cai — bang tu déi trang thai. SEp khong can biét Base la gi."

| @ NGHi 5 PHUT (60-65)

| ® DUNG 5 AUTOMATION THAT (65-95') (&

| Lam tay, ca |I8p lam theo. Mbi cai ~6 phut. Sau mai cai, mé Nhat ky chay xem ngay.

#1 — Giao viéc la bao ngay (chuéng: nguai sira 6)
e KHI: Nguoi phu trach dugc cap nhat

e THI: nhin riéng ngudi d6 — "Anh/chi vura dugc giao viéc [Tén viéc], han [Han chdt]"

— Chay thi: ca 16p nhan dugc tin nhan that.

"Nghe tiéng 'ting' chua? D6 khéng phai em nhan. Cai bang nhdn."
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#2 — Nhac truéc han (chuéng: theo lich — cai duoc yéu thich nhét)
* KHEI: theo lich, méi ngay 08:00
e NEU: Han chét = ngay mai VA Trang thai # Hoan thanh

e THI: nhdn nhom phong ban danh sach viéc sap tGi han

"Tu mai, 8 gio sdng, ca phong nhdn danh sdch viéc téi han. Khéng ai phai nhd, khong ai phai di hoi."

#3 — % Cot cong thirc: cach di vong (chudng: khép diéu kién)

"Day la cai em hia lGc dau buéi. Cot 'TRE' 13 céng thic, khong ai stira nd, nén khong c6 chuéng. Minh
dai loai chuéng."

* KHI: ban ghi khép diéu kién — Tré& han = TRE

e THI: nhén quan ly

— Cho ca I8p thay n6 chay dudgc, so vdi cach sai lic dau budi.

#4 — Xin duyét bang thé cé nat
® KHI Trang thai d&ithanh "Chg duyét"
e THI: gui thé cho quan ly — bam Péng y thi bang tu sang "Hoan thanh"; bam Tra lai thi vé "Dang lam" +
ghi ly do
#5 — Tu Form thanh viéc (chuéng: biéu mau duoc guri)

e KHI: biéu mau dudc gui — nhdc lai bay ngay 4: dimng ding "ban ghi dugc tao" réi loc theo trang thdi, vi
dong tu Form tréng trang thdi

e THI: dién Trang thai = "Chua bat dau" + bao trudng phong

| ® & TAM CAI BAY + NHAT KY CHAY (95-110") &

Vao khéi
"Bay gi& em dua anh chi thi quy nhat hém nay. Khéng phai tinh nang — ma la tam ché em da tirng vap.

Ca tam cai em déu tra gia bang thai gian that mdi biét. Chup man hinh lai, dan vao Wiki céng ty. Khi
nao automation khong chay thi mé ra do ti trén xuéng."
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Cach chira

1 COt cdng thirc / Tra ciru / Tdng hop déi gia  Khéng c¢é chuéng — may ty  Da6i sang "khép diéu kién" hoac

tri ma khong kich hoat "khi trudng dudc cap  tinh khong phai nguai sua theo lich
nhat"
2 Dong ti Form tréng trang thai — diéu kién ~ Form khong dién ho gia tri Dung trigger "biéu mau dugc giri”
loc truct hét mac dinh
3 Automation do automation gay ra thudng Nén tang chan dé quy dé BPling lam day chuyén domino —
khong chay tiép bao vé g6p thanh mét automation nhiéu
buéc
4 Ngudc lai: vong lap chét (A sta B, B sta A) Vé sg do trudc khi dung. Mét chiéu
thoi
5 Hét han mirc chay theo goi Automation quét ca bang 5 Chay theo lich thua — ngay 1 lan
phut/lan du cho 90% viéc
6 Automation chay duéi danh nghia ngugi Automation quan trong phai do tai
tao — ngudi doé nghi viéc 1a chét am tham khoan quan tri dung (nhd ludt ngay
iy
7 Loilién tiép — hé théng tu tat automation Vao Nhat ky chay dinh ky, bat thong
bao 16i
8 Sura hang loat = ban hang loat Import 500 dong — 500 tin Tat automation truéc khi import
nhan

Cau chét cua khéi

"Anh chi dé€ y: trong tam cai nay, khéng cai nao la do Lark yéu. Tam cai déu la do minh dan may chua
dung.

Nh& cau nay: automation la mot nhan vién rat cham nhung rat ngu — minh dan sai mét chir la né
lam sai ca thang, ma van tuéng minh ding."

Nhat ky chay — day ky 4 phut

MG ra, chi ting ché: chay lic nao - thanh cong hay 16i - tirng buéc mét - dit liéu vao ra la gi - "khéng c6 ban
ghi nao khép" nghia la gi.

"Pay la bac si cia anh chi. Automation khéng chay — dirng doan, dirng hoéi ai. Mé& cai nay ra doc.

Dung automation xong ma chua mé Nhat ky chay thi chua goi la biét lam auto."

? Quay lai 16i ctia hoc vién — khoanh khac thuyét phuc nhat

"LUc ndy anh/chi néi automation khong chay. Gid minh soi vao — anh chj nghi né rgi vao céi s6 may?"

— Giai truc tiép trudc 16p.
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| ® CHOT KHOA (110-120")

Cham lai bai kiém tra sirc khoé — 3 phat

Chiéu lai 12 cau cta ngay 1, ca I8p tu chdm lai, gb diém mdi vao chat. Céng su déi chiéu bang diém dau khoa
doc to vai trudng hgp chénh nhiéu nhat.

(v6i ngudi tung 0 diém) "Anh/chi ngay dau 0 diém, hém nay 8. Nam ngay. Khéng c6 gi than ky — chi la
¢6 ngudi chi cho tra chia khoa."

Nhin lai 5 ngay

"Nam ngay trudc anh chij vao day vd&i Zalo va Excel.

HO6m nay anh chi di ra v&i: mot té chirc ¢é co cau, biét tao — phan quyén — xoa tai khoan dung cach;
mot hé bang thiét ké ding, cac bang noi chuyén dugc véi nhau; phan quyén téi tirng dong tirng cot;
clra riéng cho ngudi ngoai céng ty; va mot cai bang biét tu lam viéc.

Nhung em néi that long —" (cham lai)

"Phan khoé nhat khong phai nam ngay vira réi. Phan khé nhat la ba muai ngay téi.

Phan mém hoc mot tuan la xong. Con théi quen cla ca doi thi phai nguai chu gi."

LO TRINH 30 NGAY

1

Tuan  Lam Pung lam

1 Dung ding MOT bang cho viéc dau nhat. Ty minh ding Pung dung 5 bang cung ldc

2 Cho 2-3 ngudi dung cling. Stra theo phan hoi that Dlng bat ca céng ty dung ngay

3 Thém Form + phéan quyén + Dashboard Plung thém automation voi

4 Thém 1-2 automation. M3 Nhét ky chay méi ngay DPung tu déng hoa thit chua chay 6n bang tay

Ba ly do hé chét yéu — canh bao cudi

"Em thay nhiéu cong ty dung xong réi bo. Ba ly do, ding ca ba:

Mét — Iam to qua ngay ti dau, dung 6 bang, khéng ai dung néi.

Hai — nguai cha khéng dung. Sép con hdi qua Zalo thi nhan vién con tra 18i qua Zalo.

Ba — khong ai chiju trach nhiém gilr hé. Phai c6 mét nguai ¢ tén, khong phai 'phong IT'.

Va thém mot cau nra: tu dong hoa mot quy trinh 16n x6n thi chi dugc mét mé 16n xon chay nhanh
hon. Nan quy trinh trudc, tu déng hoa sau."
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Cau ket

"Ngay dau em noi: chiing ta khéng hoc mét phan mém, ching ta hoc cach dé cong viéc tu chay khi minh
di ngu.
Bay giG anh chij biét cach roi.

Viéc con lai — la vé bam cai nut dau tién."

(néi xong im ldng 2 gidy réi mdi chuyén sang phdn bai tdp)

[T Bai tap cudi cung

Déng vao nhom I6p "Phiéu hé dau tién toi sé dung™:

Viéc dau nhat & lap lai nhiéu nhdt & céng ty téi:

Hé nay gom mdy bang, tén la gi:

Ai dién dit 1iéu vao (Form? tu nhap?):

Ai xem, xem & view nao, quyén td&i dau:

Automation dau tién — KHI.NEU..THI..:

Ngay toéi cho né chay that: / /

v WN R

— Pung ngay do, thay vao nhém haéi tirng nguai. Day la thir quyét dinh khoa hoc cé két qua hay khong.
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NGAY 2 — BO CONG CU VAN HANH: DON SACH CHO
LAM VIEC

120 phat - Muc tiéu: cong ty chay dugc trén Lark ma chua can dung téi Base — tai liéu c6 nha, hop cé bién
ban, don tu c6 dudng di, cham cong cé so liéu.

Phut Khéi Viéc

0-10 Kiém bai + md man

10-35 Docs - Sheets - MindNote Demo tay

35-55 Wiki — thu vién cua cong ty Trong tdm nla dau
55-60 Drive & chia sé ra ngoai

60-65 NGHIi

65-80 Lich - Hop - Bién ban tu dong

80-100 Phé duyét (Approval) — demo dung luéng that Trong tam nira sau
100-110 Cham cong - OKR - Kho (tng dung Gidi thiéu, khong di sau
110-120 Chét + giao bai + treo moi Base

| KHOI 1 — KIEM BAI & MG MAN (0-10")

Kiém bai
Goi dich danh 2 ngudi bat man hinh khoe sg d6 phong ban. Poc to 3-4 bai "3 viéc dang lam bang Excel/giay"
trong nhom 16p.

Mé& man
"Em doc bai ctia anh chj hdm qua, thay di thay lai may cai nay: theo ddi cdng viéc, cham cong, thu chi,
dan xin nghi, quy trinh lam viéc.

Hay lam — vi hém nay va ba ngay td&i, chiing ta sé giai hét.

H6m qua minh dung méng. Hom nay minh don ch6 lam viéc. Cau hoi clia ca budi hém nay chi c6 mét:
cdi gl thi dé & dau?"

? Hoi lép
"Anh chi gé vao chat: ban quy trinh lam viéc cua céng ty minh hién dang nam & dau?"

— Cau tra Igi thuang la: trong file Word & may anh, trong dau chi ké toan, hoac "céng ty em chua co".
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"Pung roi. Va do la ly do ngudi cili nghi la cong ty ding hinh mat hai tuan.”

I KHOI 2 — DOCS, SHEETS, MINDNOTE (10-35')

Pinh vi

"Docs cua Lark khéng phai Word online. Word la t& gidy dé€ mét ngudi viét. Docs la cai ban dé nhiéu
ngudi cung ngoi."

DEMO — md mét Docs trong, lam truc tiép
1. G6 vai dong, mdi 2 hoc vién vao cung stia — ca I8p thdy nhiéu con tré chay cung luc.
2. @nhac tén mét ngudi ngay trong van ban — ngudi do nhan théng bao.
3. Gan viéc ngay trong dong van ban — né thanh task c6 han.
4. B6i den — binh luan - trao déi ngay tai chd, khéng phai copy ra chat hoi.
5. Chén bang, chén checklist, chén file.

6. M& lich st phién ban — khoi phuc ban ca.

"Anh chi duing sg sura hong. Moi thu & day déu quay ngugc lai dugc. Cdi gi quay ngugc dugc thi minh dam
dung."

Sheets va MindNote — noéi nhanh 3 phut
® Sheets: bang tinh quen thudc, dung khi can tinh toan tu do.

"Nhung nghe ky ché ndy: Sheets la noi anh chi TINH. Base la ndi anh chi VAN HANH. Ngay mai em sé chi
ré khdc nhau & dédu — va vi sao 80% cdi anh chi dang dé trong Excel thdt ra phdi nam & Base."

* MindNote: sG do tu duy, dung dé hop brainstorm.

| KHOI3 — ¢ WIKE: THU VIEN CUA CONG TY (35-55")

Cau phan biét — néi cham

"Docs la té giay. Wiki la cai thu vién c6 ké.

Mot t& gidy hay dén may ma vt trén ban thi ba thang sau khéng ai tim ra.

Quy trinh céng ty, chinh sach nhan sy, huéng dan dung phan mém, bang giad — nhiing th(r séng lau phai
nam trong Wiki, khéng nam trong chat, khéng nam trong Docs rgi."
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DEMO — dung cay Wiki tai cho

§& CONG TY ABC
— 7 Giséi thiéu & Vvan hoa
— [J Quy trinh
F— 7 Marketing
| [ Quy trinh san xuit noi dung
| '~ [ Quy trinh dang bai
— 7 Kinh doanh
L— 7 Nhan su
— [7 Biéu miu & Tai liéu chuan
L— [3J Hudng din phan mém

Vlra dung vira noi: "Anh chi dé y — cdy nay giéng hét s dé phong ban ma hém qua em bat vé ra gidy. Khéng
phdi ngdu nhién."

Phan quyén Wiki — phai day ngay

"Dung xong diing dé mac dinh ai cling stra dugc. Quy trinh ma ai ciing sira dugc thi khéng con la quy
trinh.
Luat: ca cong ty xem, trudng bd phan stra, mét ngudi duyét.”

/\ Ba cai bay Wiki
1. Dung cay qua sau (5-6 tang) — khong ai tim ra. Téi da 3 tang.
2. Dung xong khéng ai vao — phai ghim link Wiki Ién Workplace va dan link méi lan tra I3i cau hoi trong
chat. Nhan vién hoi lan 3 thi tra 16i bang link, khong tra 16i bang chi.

3. Khéng c6 ngudi chii — méi trang phai ghi rd ai chiu trach nhiém cap nhat.

I KHOI 4 — DRIVE & CHIA SE RA NGOAI (55-60")

"Drive dé chua file tho: anh, video, hgp déng scan, file thiét ké.

Cé6 ba muc chia sé, anh chi nh& k§ murc th( ba:

@ Chi ngudi dugc mdi - @ Ca cong ty - ® Bat ky ai co link

MUc ba rat tién va rat nguy hiém. Link dé ra khéi céng ty la ra luén, khéng thu vé dugc.
Luat: file c6 s6 liéu tai chinh hoac dir liéu khach hang — cam dung mirc ba."

| @ NGHi 5 PHUT (60-65)
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I KH61 5 — LICH, HOP, BIEN BAN (65-80")
Calendar

"Lich Lark hay & chd n6 nhin thay lich cia déng nghiép. Mudén hen hop, khéng can nhan 'anh ranh lic
nao' réi chd nlfa ngay — md ra thay luon gid trong.”

Demo: tao lich hop lap lai hang tuan, gan phong hop, gan tai liéu hop vao ngay trong su kién.

"Gan tai liéu vdo lich — dé khéng ai vao hop ma chua doc gi."

Meetings + Minutes — phan gay an tugng

"Va day la th& em nghf anh chj sé thich nhat buéi sang nay.

Hop xong, ai la ngudi ghi bién ban? Thudng l1a khéng ai. Hodc 1a mét ban ngdi gé mét I ma van sét.
Lark tu ghi am, tu béc thanh van ban, tu tém tat cac y chét. Hop xong la ¢é bién ban, cé thé tua téi
dung doan ai ndi cau gi."

Demo: m& mét ban Minutes da co, cho xem transcript + phan tom tat.
/A Luuy phap ly — phai néi

‘ "Ghi am cudc hop thi bao truéc cho ngudi tham du. Vua la phép lich sy, vua la an toan cho minh."

| KHOI 6 — Y% PHE DUYET (APPROVAL) (80-100")

D4y la khéi "an tién" cua ngay 2. Chi doanh nghiép nao cling dau ché nay.

Mé& khai bang noéi dau

"Em hoi that: & cdng ty anh chi, nhan vién xin nghi phép bang cach nao?
Nhan Zalo cho quan ly dang khéng. Quan ly tha tim. Xong.

R6i cudi thang ké toan hoi: thang nay ban A nghi may ngay? Khéng ai biét. Di luc Zalo. Luc khéng ra. Cai
nhau.

Khéng phai nhan vién gian. La quy trinh cia minh khéng dé lai dau vét."

DEMO — dung luéng duyét NGHI PHEP tai ché, tir dau dén cudi

1. M& Approval — chon mau Don xin nghi phép (c6 sén, khong phai lam tir s6 0).

file:///C:/Users/Admin/AppData/Local/Temp/claude/--192-168-1-200-Second-Brain-MAD-B--N-O-TH--2---STARTER/088cfeeb-c6e3-4236-913e-... 68/70



11:54 10/8/26 Giao an Lark 5 ngay

2. SUra cac trudng: loai nghi, tir ngay — dén ngay, s6 ngay, ly do, file dinh kem.
3. Pat dudng di duyét: nhan vién gui — quan ly truc ti€p duyét — HR nhan dé ghi nhan.

"Ché nay hay: anh chi khéng phdi chi dich danh tén ngudi duyét. Chi cén chon 'quan ly truc tiép' — Lark tu
biét ai la quan ly cua ai, vi hém qua minh da dung cdy té chiic réi. Nhé chua? Méng c6 tdc dung & ddy."

1. Bat diéu kién ré nhanh: nghi trén 3 ngay thi phdi qua Giam déc.
2. Bam gui th&r bang may phu (tai khoan nhan vién) — ca I1&p thay don hién 1én may quan ly — duyét — nhan
vién nhan théng bao.

Cac mau duyét nén dung ngay cho cong ty

Mau Ai dau nhat
Xin nghi phép HR

Tam (ng / thanh toan K€ toan

Dé xudt mua sam Cha

Xin di cong tac Quan ly

Dé xuat tuyén dung HR + Chu
Duyét ndi dung trudc khi dang Marketing

Cau chuyén sang Base — quan trong, gieo hat
"Va day la ché ndi sang ba ngay tdi. Toan b dan tir nay dé dudgc thanh dir liéu — bao nhiéu don, ai
nghi nhiéu nhat, thang nao nghi nhiéu.

Nhung dé lam dudc, anh chi phai hi€u ché chiia dir liéu da. Cho dé tén la Base — va ngay mai chdng ta
bat dau.”

| KHOI 7 — CHAM CONG, OKR, KHO UNG DUNG (100-110")
‘ Ba cai nay chi gi@i thiéu cho biét la c6, dung di sau, kéo chay gic.
Cham cong (Attendance)

"Ch&m cong bang dién thoai, gidi han theo vi tri GPS hoac theo wifi cdng ty. Dat ca lam viéc, ty tinh di tré
vé sdm, xuat bdo cao cho ké toan.
Ai c6 nhan vién lam ca, lam ngoai van phong thi cai nay thay dugc may cham cong van tay."
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OKR

"Quan tri muc tiéu: cong ty dat muc tiéu quy, chia xuéng phong ban, chia xuéng tirng ngudi, ai cting nhin
thay minh dang déng gop vao cai gi.
Cai nay chi nén bat khi cong ty da chay &n trén Lark roi. Bat s6m qua thi thanh hinh thirc."

Kho &rng dung & Bot

"Lark c6 kho Ung dung cai thém. Va cé bot — con robot nhan tin vao nhém. Ngay th( 5 anh chj sé ty bao
bot nhan cai gi, lGc nao."

| KHOI 8 — CHOT & TREO MOI (110-120")

Chét ngay 2 — dung bang "cai gi dé & dau”

Chiéu bang nay lén, day la thi hoc vién sé chup man hinh:

Loai théng tin Pé & dau

Trao d8i nhanh Messenger Tr6i dudgc, khong sao
Soan thao cung nhau Docs Nhiéu ngugi mot ban
Quy trinh, chinh sach, kién thuc Wiki S6ng lau, phai tra dugc
File thé (anh, video, hgp dong scan) Drive Chira nang

Lich hen, cudc hop Calendar / Minutes Cé thai gian

Bon tU can ngudi ky duyét Approval Can dau vét

Thir can theo dbi va tu chay % Base Ngay mai

Treo méi ngay 3 — néi manh

"Anh chi nhin dong cuéi cung. Base.

Ba ngay con lai ching ta & li trong d6. Va em néi trudc dé anh chi chuén bj tinh than:
ngay mai sé c6 mét cu lat trong dau anh chi. Nhiéu ngudi sau buéi mai sé khong muén mé Excel nita.

Ngay mai anh chi nhd m& may tinh, diing hoc bang dién thoai. Vi minh sé lam tay."

[T Bai tap
1. Dung 1 trang Wiki quy trinh cia phong minh (chuyén t&r Word/gidy sang).
2. Dung 1 luéng phé duyét that (nghi phép hodc tam (ng) va gui thir mét don.
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