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Tong quan

Tai liéu nay dwoc xay dwng dwa trén bd 17 bai viét clla Ruben Hassid (newsletter "How to Al")
— ngudi da nghién ciru thyee té Claude qua hon 410.000 doc gia va hang tram workflow thirc
te.

Muc tiéu: giup moi thanh vién str dung Claude dé lam viéc nhanh hon, hiéu qua hon — khéng
chi biét prompt ma con biét cach xay dwng moi trwdng lam viéc bén virng véi Al.

Tai liéu gom 8 phan + 1 bonus

Bai hoc Két qua sau khi hoc
1 Cai dat trwdc khi prompt Khéng bao gi®’ nhan két qua kém niva
2 Ban do toan canh Claude Biét minh cé gi, dung cai gi cho dung viéc
3 Tao Voice Profile Claude biét ban |a ai, khéng can giai thich lai
4 Setup Cowork C6 méi trwong lam viéc chuén tir dau
5 Prompting hiéu qua Dung context files thay vi "magic prompt"
6 Cowork Projects Claude nh& context gitra cac phién lam viéc
7 Claude cho ca team Nhan rong ra cd nhém, khéng chi 1 ngwoi
8 Claude Skills Tao automation tai str dung béng slash command
Bonus Tranh bay Al-holic Dung Al ¢6 dinh hwéng, khéng bi cubn

TRUOC KHI BAT AU

Thoi gian dw kién: 3—4 gi® tdng cong (mdi bai ~20-30 phut luyén tap).

Yéu ciu: may tinh co cai Claude Desktop App (ban méi nhét), tai khoan Claude Pro hodc
Max.

M&i bai hoc cé: ly thuyét ngdn — prompt mau copy-paste — bai tap thuwc hanh.
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BAI 1

Cai dat trweéc khi prompt

Ba th(r ban phai bat trwdc khi gé bat ky gi

bay la 16i mac nhat: 90% ngwoi dung mé mét chat méi, g6 nhanh mét cau, roi nhan két qua
kém — va ket luan "Al chwa du tot". Sai. Van dé khong & prompt. Van dé ¢ cho ban chua cai
dung diéu kién tridc khi bat dau.

Hay nght thé nay: ban thué mét consultant gidi nhung khong cho ho biét gi vé cong ty, khong
cho tai liéu, khdng dé ho suy nght trwédc khi tra 16i — ban cé mong ho tra 1&i tot khong?

Ba thir can bat trwwéc khi g6 bat ky prompt nao

1. Projects — Khéng giai thich lai ban la ai méi phién
M®i lan mé chat m&i ma ban phai giai thich lai ban 1a ai, lam gi, viét theo phong cach nao — d6
la 1ang phi. Projects la workspace riéng biét, co:

» Custom instructions ap dung cho moi cuéc hdi thoai trong Project do

« Files tai liéu ma Al s& tham chiéu b4t ky luc nao

« Context tich Ity theo th&i gian, cang dung cang tét

CACH TAO PROJECT

Trong Cowork: m& app Claude Desktop — sidebar trai — Projects — +
Trong claude.ai (trén browser): New Project — dat tén — thém instructions & files

2. Extended Thinking — Di chiéu sau xtr ly thay vi surface level
Extended Thinking khéng phai "mode théng minh hon". N6 thay d6i CHIEU SAU x ly.

Khong c6 Thinking: Al hoat ddng nhw ngu i trong budi phdng van — phai tra 1oi ngay, nén no
pattern-match nhirng thr cé vé dung. Két qua: surface level.

C6 Thinking: Al dwoc phép khéng chéc chan, suy nghi lui bwéc, xay dwng 1ap luan thuc sy
thay vi chi recall information.

KHI NAO NEN BAT THINKING?
Dung cho: phan tich phirc tap, so sanh lwa chon, viét ndi dung cé chiéu sau.
Khéng can cho: cau hdi don gian, format lai van ban, viéc nhanh.

3. Search — Tranh hallucination bang cach buéc Al dan nguén
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Hallucination xay ra vi Al khéng "biét" theo nghia cua con ngudi. N6 hoc pattern — khi khéng
c6 thong tin that, né sé hoan thanh pattern bang théng tin nghe-cé-vé-dung.

Search budc Al phai tiép can théng tin thwe tir bén ngoai, va phai trich dan thay vi tw sinh ra.
Theo nghién ctru trén HaluBench, mé hinh cé Search hallucinate it hon dang ké.

Bat Search khi: can théng tin mai nhét, can sé liéu chinh xac, can dan nguén.

Tém tat hanh dong (copy-paste ngay)

CHECKLIST TRUO'C KHI PROMPT

1. M& Claude Desktop App.

2. Vao Projects (sidebar trai) — néu chwa c6 Project phu hop, tao méi.
3. Bat Extended Thinking (icon trong hép chat).

4. Bat Search néu can dd chinh xac cao.

5. R&i m&i gd prompt.

GHI NHO

Chi 3 thao tac nay da dat ban vao top 1% ngudi dung Al. Cac bai tiép theo sé day ban cach
dung dung chiéu.
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BAI 2

Ban do toan canh Claude
Biét minh cé gi trwdc khi dung

Nhiéu nguwoi dung Claude theo kiéu ma chat, g6 cau héi, nhan két qua. Ho bd qua 80% tinh
nang. Day la ban d6 day da de ban biét minh dang co gi.

Hé sinh thai Claude (nam 2026)

Dung cho ' Khi nao can

Claude Cowork Lam viéc thwc sw voi file, tao Moi task co dau ra cu thé: bao cdo,
tai liéu, chay code email, code, phan tich

Cowork Projects Workspace lwu nhé gitra cac Bét ky workflow 13p lai hang tuan
phién lam viéc

Claude Skills Slash commands ty ddng héa  Task lap lai nhiéu l1an, muén 1 phim
workflow chay

Claude in Excel Al trong Excel: formula, data, Lam viéc v&i spreadsheet phirc tap
phan tich

Claude Code Vibe-coding: tao website, app Non-dev muédn build tool nhé
khéng can code

Claude Dispatch Diéu khién may tinh tr xa qua  Mudn Claude tw chay task khi ban véng
dién thoai

claude.ai Projects Shared brain cho cé team trén  Chia sé instructions & context v&i nhiéu
browser nguoi

Ba model chinh va khi nao dung

Model Dac tinh Dung khi nao

Claude Haiku Nhanh, ré, nhe Task don gian, phan loai, viét nhanh

Claude Sonnet Can bang gid/chat lwong  Viéc hang ngay: email, bdo cdo, code co ban

Claude Opus Manh nhét, c6 Extended  Phan tich phirc tap, chién lwoc, ndi dung quan
Thinking trong

Claude Artifacts — output nhanh trong browser

Artifacts la cac file dwoc Claude tao ra ngay trong ctra sé chat: document, code, HTML, SVG,
React component. Dung cho:

« Viét va xem trwéc tai liéu ngén ngay trong chat
« Tao biéu d6, dashboard HTML twong tac
* Prototype giao dién nhanh
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LUU Y
Tai liéu nay tap trung vao Claude Cowork — cdng cu manh nhat cho cbng viéc thyc sw.
Céc tinh nang khac (Excel, Code, Dispatch) duwgc dé cap & bai riéng néu can.
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BAI 3

Tao Voice Profile
about-me.md — lan duy nhét ban phai ty gidi thiéu

M®i 1an ban phai giai thich v&i Claude "t6i lam gi, viét theo giong nao, khach hang cua tbi la ai"
— dé la lang phi va khdéng nhat quan.

File about-me.md la file text Iwu thong tin vé ban, dwoc dat trong folder Cowork. Claude doc nd
trwdc moi task. Tw d6 tré di, Claude biét ban la ai ma khéng can ban phai giai thich lai.

Cach tao about-me.md (qua phéng van Al)

Khoéng tw viét — dé Claude phdng van ban. Dung prompt nay:

Ban dang xdy dung file about-me.md cho Cowork folder cua téi.
Phong van t6i bang 20 cdu hoéi (dung AskUserQuestion tool), tung cdu mot.
Sau dé tdéng hop cic cdu trad 1di thanh file about-me.md khéng quéd 2.000 tokens.

File cdn bao gdm:
T6i la ai, lam gi, & déau
Vai tro va trach nhiém chinh
Phong cach viét (gu, tone, nhiing tht téi ghét)
Cach t6i mubn Claude tra 1oi
Nhéing tur, cdu téi KHONG mubén AI dung
Context cbdng viéc hién tai

B&t dau phoéng van.

CAu truc file about-me.md

File nén c6 cac phan sau (ngan gon, méi phan khéng qua 10 dong):

Phan ' Noéi dung

Thoéng tin ca nhan Tén, vai tro, céng ty, background, muc tiéu
Cach toi lam viéc Quy trinh, cdng cu hay dung, gi¢’ lam viéc
Phong céach viét Tone, d6 dai, cAu truc, van phong wa thich
Nhirng thir t6i ghét Tw/cau/phong cach KHONG bao gi¢ dung
Khach hang/ddng Ai t6i lam viéc cung, ai doc output cla toi
nghiép

Context hién tai Dw an dang chay, muc tiéu 90 ngay

Anti-Al Writing Style — file thir hai quan trong



Bén canh about-me.md, tao thém file anti-ai-writing-style.md. bay la danh sach cu thé nhirng gi
Claude KHONG dwoc viét:

# Anti-AI Writing Style

## Khéng bao gio su dung:

- Cac tu: 'tuy nhién', 'ngoai ra', 'dang k&', 'cubdi cung'
- M& diu bang: 'T&t nhién', 'Di nhién', 'Chic chdn ring'
- Cau dan: 'N6i tém lai, ...', 'Pé két luédn, ...'

- Pdng cam giad tao: 'PAy la cdu hoéi ri&t hay'

## Giong van:

- Ng&n gon, truc tiép, khéng vong vo

- Cau ngdn. M6t y moét cau.

- Khéng header thua. Khéng bullet du thua.

BAI TAP

THWC HANH: Chay prompt phéng van & trén trong Cowork.

Lwu file vao folder: ABOUT ME/about-me.md va ABOUT ME/anti-ai-writing-style.md
Pay la bwdc quan trong nhat. Cac bai sau déu phu thudc vao 2 file nay.



BAI 4

Setup Cowork

Mbi trérng lam viéc chuén dé Claude hoat déng hiéu qua

Claude Cowork la desktop app thwc sutlém viéc cho bap — dQc‘fiIe, tao tai liéu, chay code, hoi
tirng cau trwde khi thee hién. Nhwng dé né hoat déng t6t, ban can cau truc folder dung cach.

CAu trac folder chuan

CLAUDE COWORK/
— aBouT ME/

about-me.md
anti-ai-writing-style.md

L my-company .md
INPUTS/

OUTPUTS/
L TEMPLATES/

ban 1la ai

Claude KHONG dugc viét nhu nay
cébng ty, san phém, khach hang
tai liéu ban cho Claude doc
Claude sé& luu két qua & day
mau bido cdo, email, dé& cuong

LUU Y QUAN TRONG

OUTPUTS/ va TEMPLATES/ |a noi Claude LUU va LAY MAU — dwng dé trong Global
Instructions.

Chi tré vao OUTPUTS/ hoac TEMPLATES/ khi ban chi dinh ré rang.
Claude khong tw doc cac folder nay néu ban khoéng yéu cau.

Global Instructions — b6 nao cua Claude

Global Instructions la tap hop chi thi dwoc ap dung cho MOI task, MOI phién lam viéc. Day la
noi ban "lap trinh" cach Claude hanh xt v&i ban.

Template Global Instructions (copy va chinh stra theo ban than):

Trudéc moi task, doc hét céc file trong ABOUT ME/:

- about-me.md: téi la ai, lam gi, yéu va ghét gi

- anti-ai-writing-style.md: t&i ghét cach AI viét thé nao
- my-company.md: noi téi lam viéc, vail tro cua toéi

Quy tdc bit budc:

1. KHONG bat didu thuc hién ngay. Dung AskUserQuestion dé hoéi
téi trudc néu cbd bat ctt diéu gi khéng ro.
KHONG tu doc OUTPUTS/ hodc TEMPLATES/ tru khi t6i chi dinh.
Luu tdt ca k&t qua vao OUTPUTS/ véi tén file rd rang.
. Viét theo ding phong cédch trong anti-ai-writing-style.md.
. Néu task cidn nhiéu budc, tém tdt k& hoach trudc khi bt dau.




Cach cai Global Instructions: m& Claude Desktop — Settings (goc trai dwéi) — Cowork —
Global Instructions — paste vao.

Token optimization — dirng doc qua nhiéu
M6i 1an Claude doc mét file, né tiéu tén tokens (gi¢i han str dung). C6 mot sb quy tac dé tbi wu:

«  Gilr about-me.md dwéi 2.000 tokens — di dé Claude hiéu ban, khéng can dai hon
«  OUTPUTS/ thuwerng Ién — chi cho Claude vao khi can thiét

« Chia nhé files theo chi dé thay vi mét file khéng 16

» Xoba hoac archive files cii trong INPUTS/ sau khi xong task

Prompt khéi ddng méi phién

M6i 1an m& Cowork, bat dau bang prompt nay dé ddm bao Claude da doc dung context:

T6i mudn [MO TA TASK] dé& dat dugc [KET QUA MONG MUON] .

Poc céc file sau trudc khi tra 1oi:
1. ABOUT ME/about-me.md — téi la ai
2. ABOUT ME/anti-ai-writing-style.md — cidch t6i mubn dugc viét

CHUA bit didu thuc hién. Dung AskUserQuestion dé& hoi téi
cidc cau can thiét trudc. Chi bdt ddu khi chung ta da déng thuéan.

BAI TAP

THY'C HANH:

1. Tao cAu truc folder & trén trén may tinh cla ban.

2. bat about-me.md va anti-ai-writing-style.md vao ABOUT ME/.
3. Cai Global Instructions theo template & trén.

4. Chay mot task nhé bang prompt khéi dong dé kiém tra.



BAI 5

Prompting Hiéu Qua
Context files manh hon bat ky magic prompt nao

Co6 mot sy that ma ngwoi ta hay bo qua: cai lam cho output cta Claude t6t hay kém KHONG
phai & cach ban viét prompt. N6 & ché ban cé context phu hop hay khéng.

Nguoi gioi nhét & Al khéng phai la ngudi co collection prompt dep. Ho 1a ngudi cé hé théng file
context t6t nhat.

Nguyén tac cot 16i: Context > Prompt

Cach sai (ph6 bién) Cach dang

Tim "magic prompt" trén Google Tao file about-me.md va dé trong folder
Copy-paste framework clia ngwoi khac Upload mau bao céo, email cii lam reference
Thém nhiéu chi tiét vao prompt Thém file context truéc khi gb bat ky gi
Viét prompt dai hon vi output kém Prompt ngan, nhung cé context day du

AskUserQuestion — tai sao quan trong

Mot trong nhirng kha nang dac biét nhét cua Claude Cowork la tool AskUserQuestion. Khi dugc
kich hoat, Claude sé& hdi ban bang cau haéi trac nghiém dep, cé thé click — TRUOC khi bat tay
lam viéc.

Tai sao diéu nay quan trong: n6 ngan Claude ty gia dinh sai va lam mét déng th viéc khéng
dung y ban.

Vi DU ASKUSERQUESTION TRONG THUC TE

Claude: 'Ban muén email nay cé giong trang trong hay than mat?'
Ban click: 'Than mat'

Claude: 'D6 dai email: ngan (3-5 cau) hay day da (1-2 doan)?'
Ban click: '1-2 doan'

=> Claude viét ding y — khéng can ban stra nhiéu.

Prompt universal — dung cho moi task

Téi mubdn [TASK] dé& dat duoc [THANH CONG LA GI].

Poc ddy du céc file sau trudc khi tra 1oi:
1. [tén-file.md] — [ndé chtta gi]




2. [tén-file-2.md] — [nd chtta gi]

CHUA bit diu thuc hién. Dung AskUserQuestion dé& thoéa thuidn véi
t6i trudc. Chi bat diu khi ching ta da déng thuan.

Ba loai file context can c6

Loai file ' Tac dung

Identity files about-me.md, my- Claude biét ban va cong ty ban la ai
company.md

Style files anti-ai-writing-style.md Claude viét dung giong van cla ban

Reference files Email t6t nhét, bao cao Claude biét output tt trong mét ban la gi
mau

Context files Brief dw an, note cudc hop  Claude hiéu task hién tai dang & giai doan

nao
BAI TAP

THUWC HANH: Chon mot task ban lam hang tuan.

Xac dinh: ban can nhirng file context gi cho task dé?

Tao céc file d6 (dung Claude phdng van néu can), roi lwu vao dung folder.
Chay task bang prompt universal & trén. So sanh két qua véi trwdc day.



BAI 6

Cowork Projects
Bo nh¢ lién tuc gitka cac phién lam viéc

Van dé Ion nhat cia Cowork ban dau: méi phién lam viéc bat dau tir s6 khong. Ban phai giai
thich lai context, upload lai file, nhac lai quy tac. Anthropic da stra dieu nay véi ban cap nhat
thang 3/2026.

Cowork Projects la workspace lién tuc: Claude nho nhirng gi da lam trong Project do, co6 thé
build trén dé tuan nay sang tuan sau.

Cowork Projects vs. claude.ai Projects

Tinh nang ' Cowork Projects claude.ai Projects
Tao file thwc sw Co Khoéng

Bo nhé& giira phién Co (scoped) Gidi han
Scheduled tasks Co Khoéng

Chia sé v&i team Chuwa co Co

Lwu trén may tinh Local Cloud

Tao tai liéu (docx, Co Khoéng

xlsx...)

Cach tao Cowork Project

M¢& Claude Desktop App — sidebar trai — Projects — + — chon 1 trong 3 cach:

« Start from scratch: tao folder m&i, thém instructions, thém files mau
« Import from claude.ai Project: néu ban da cé Projects trén browser, kéo vao Cowork dé
thém kha nang thwec thi

+ Use existing folder: néu ban da co folder Cowork tir bai 4, wrap né thanh Project

Prompt dau tién sau khi tao Project (kich hoat bd nhé):

Téi vita tao Project ndy. Poc tlt cd cic file trong folder.
Sau dé tém tdt nhiing gi ban biét vé workspace nay:

- C6 gi & day

- Téi c6 1& dung ndé cho viéc gi

- Instructions ban sé& theo

Néu cé gi khéng rd, dung AskUserQuestion.
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4 workflow mau — ap dung ngay

Workflow 1: Bao cao dinh ky

Project folder: bdo cdo mau, 3-5 bao céo cii tot nhat, template.

Instructions: 'Ludn c6 executive summary. Khéng qua 15 trang. Output 1a .docx. Hoi trwde khi
viéet.'

S dung: thém raw data vao folder, gé 'Tao bdo cdo tuan/thang mai tir data trong folder. Hoi t6i
trwéce.

Workflow 2: Email / Proposal khach hang
Project folder: 5 email tot nhat, tone guide, théng tin cong ty, template.

Instructions: 'Tone chuyén nghiép nhwng than mat. Khéng qua 200 chir. Output la .md.'

St dung: thém note cudc gap vao folder, g& 'Viét email follow-up tir note cudc gap.'

Workflow 3: Chuan bj hop
Project folder: agenda mau, céc tai liéu lién quan, list ngudi tham gia.

Instructions: 'Tao briefing 1 trang: bdi cdnh, muc tiéu, cau hai can hai, rai ro."

Workflow 4: Scheduled task tw dong
Trong Project — Scheduled Tasks — New — viét prompt — chon tan suét.

Vi du: mdi thi 2 sang 8h, Claude tw doc input gl]a team, tbng hop thanh briefing, lwu vao
OUTPUTS/. Ban thirc day la c6 ban bao cdo san sang.

CHIA SE VOI TEAM
LUU Y: Cowork Projects hién tai chi trén may tinh ban — chwa chia sé v&i nhiéu nguoi
duoc.

Dé chia sé v&i team: dung claude.ai Projects (browser) két hop véi Cowork Projects ca
nhan.

Téac dung: team c6 chung 'brain’, méi ngudi thi dung Cowork Projects c& nhan dé thuec thi.
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BAI 7

Claude cho ca Team
T 1 nguoi dung dén ca bo phan cung dung chung

Khi chi 1 nguoi biét dung Claude, hiéu qua tang thém 3x. Khi ca team biét dung, hiéu qua ting
thém 10x — vi moi task giao cho Claude déeu cé context day du cua toan bd team.

Playbook 7 ngay trién khai cho team

Ngay ' Hanh déng ~ Chi tiét

1-2 Tao shared Projects Tao 3-5 Projects trén claude.ai cho tirng workflow cla
team (content, sales, ops...)

3 Viét instructions Mai Project co instructions ro rang: tone, céu truc
output, quy tac, mau tham khao

4 Upload tai liéu chung Thém vao moi Project: brand guide, tone of voice, mau
bao cao, FAQs san pham

5 Thwe hanh cung nhau Ting thanh vién chay 1 task thuc té trong Project, so
sanh output, chinh instructions

6 Chuyén héa sang Twng ngwdi import Project vé Cowork ctia ho dé thém

Cowork kha nang thwc thi tai liéu

7 DPanh gia va téi wu Hop 30 phut: cai gi hoat ddng, céi gi can slra, ai can hd

tro thém

Cau trauc Projects cho team (goi y)

« Campaign Setup: brief mau, checklist launch, cac truéng hop cii

» Client Reports: template bao cao, brand guide, tone chinh thirc

« Tech Specs: cach viét ticket, architecture template, coding conventions

« CRM & Messaging: tone viét theo tirng ké&nh, mau A/B test, compliance rules
* Internal Updates: format bao cao ndi bd, cadence, nguwdi nhan

Instructions té6t cho shared Project

Du an: [tén du an / bd phéan]

T4t cad output phai:
Dung dung [tdéng chuyén nghiép / thadn mdt / trung lép]
Cé cédu trac: [md ddu - ndi dung — hanh déng tiép theo]
Khéng qua [X] tu / trang
Luu la file [.md / .docx / .xlsx]

Files d& tham khdo & trong Project nay:
- [filel.md]: [chu && gi]
- [file2.pdf]: [chu d& gi]

Trudc bat ky task ndo: diung AskUserQuestion dé& hiéu ré yéu cau.
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Hai loai Projects cho team
« Shared (claude.ai): ca team truy cap, dung lam 'ngudn sy that chung'. Moi nguoi cling
cap nhat instructions va files.

« Ca nhan (Cowork): méi nguoi tw import Project chung vé Cowork ctia ho. Dung dé thuyc
thi — tao file that, chay code, xuat tai liéu.

BAI TAP

THWC HANH: Tao 1 shared Project cho 1 workflow cu thé trong team.
Invite 2-3 ngudi dung thir trwdre khi trién khai rong.

Hop 15 phut sau 3 ngay: 'Céi gi hoat ddng, cai gi can stra?'
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BAI 8

Claude Skills

Tao automation tai st dung bang slash command

Skills 1a cach ban déng goi mét workflow phtre tap thanh 1 1énh /tén‘-skill. G() /weekly-report,
Claude tw doc dung files, hoi dung cau, tao dung output — khéng can nhac lai tirng buwérc.

Skill l1a gi?
MGt Skill 1a mét file SKILL.md mé ta:

« Claude can lam gi (cac bwéc cu thé)

*  Doc file nao, tao file nao

« H6i nguoi dung nhivng gi trwde khi bat dau
* Output la gi va lvu & dau

Khi ban gd /tén-skill trong Cowork, Claude doc SKILL.md dé va thwc hién theo. Ban khéng can
viét lai prompt.

Céc Skills cé san trong Cowork
Mé& Settings — Capabilities — Skills/Plugins d& xem. Mét s6 Skills hivu ich:

» docx, xlIsx, pptx, pdf — tao tai liéu Office

Tao Skill riéng cho team
Mdi skill 1a 1 folder chira file SKILL.md. C4u trdc co ban:

skills/

L — weekly-report/
L — SKILL.md

Noi dung SKILL.md m&u (cho bao cao tuan):
# Weekly Report Skill
Tao bdo cdo tudn tu raw data cua team.

## Budc thuc hién:
. Poc ABOUT ME/about-me.md

. Poc tit ca files méi trong INPUTS/weekly-data/

. Dung AskUserQuestion: 'C6é highlight nao dic biét tuidn nay khéng?'
. Tao béo céo theo template trong TEMPLATES/weekly-report.md

. Luu vao OUTPUTS/weekly-[YYYY-MM-DD] .docx

## CAu truc bdo cao:
- Trang 1: Highlights (3-5 bullet)




- Trang 2: S6 liéu chinh vs. tuidn trudc

- Trang 3: Blocker va viéc cén lam
- Trang 4: Uu tién tudn téi

Sau khi tao file, g /weekly-report trong Cowork — Claude sé thyc hién dung theo mé ta.

5 Skills nén xay dwng ngay

Tén Skill Muc dich ' Files can c6
Iweekly-report B&o cdo tuan tir data team Template + 3 bao cdo mau
Iclient-email Email khach hang chuén Tone guide + 5 email tét nhat
Imeeting-prep Chuén bj hop 1 trang /-\_genda mau + danh sach ngwdi tham
gia

/Icampaign-brief Brief campaign m&i Checklist + brief mau qua kh
/code-review Review code theo standard Coding conventions + examples

BAI TAP

THUC HANH: Chon 1 task ban lam hang tuan.

Viét SKILL.md mé t& ding cac bwdc Claude can thwe hién.
DBat vao folder skills/ trong Cowork.

G0 /tén-skill va xem Claude thwc hién.
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BONUS

Tranh bay Al-holic

Dung Al ¢6 dinh hwéng — khéng bi cudn vao vong 18p sén xuét vo nghia

Harvard chay nghién ctru 8 thang tai mét cong ty 200 nguoi. Tat ca déu tw nguyén dung Al Két
qua: tat ca ho lam NHIEU HON trwéc day — khong phai it hon.

Ba diéu xay ra & tat cd& moi nguoi:
« Ho béat dau lam viéc clia nguoi khac vi Al khién né c6 vé dé
« Cong viéc tran vao moi khung gid nghi ngoi (budi téi, bira trwa, di chuyén)
« Moi nguwoi multitask nhiéu hon — nhiéu thread Al chay song song ltc nao

Va day la phat hién quan trong nhat: TAT QA moi nguwdi déu CAM THAY néang suét hon.
Nhwng khi kiém tra thwc t€ — ho khong tién hon trude.

Performative Productivity — ké thu giau mat
Day la khi ban:
« Lam nhiéu thir trong ngay nhwng cudi ngay khéng ké dwoc 1 viéc cé y nghia

« Ship landing page mdi, stra lai slide, viét lai email — t4t ca trong 1 ngay — rdi nhin lai
khéng rd thir nao THWC SU quan trong

- Cam thay rat ban vi Al gilp ban bat dau rat nhanh — nhung quén mét rang chinh tc @6
d6 Ia biy

Al loai b ma sat ctia viéc bat dau. Trudc day, bat dau gi d6 khd — nén ban phai suy nghi n6
c6 xtrng dang khéng. Gi¢ thi khdng. Ban chi can gd 1 cau. Nén ban khéng suy nghi nira. Ban
ct ship.

5 quy tac dé tranh bay nay
1. Trwdc khi prompt, viét 1 cau vé van dé dang gidi quyét. Néu khong viét duoc, Al sé tao
ra nhiéu. Ban sé danh ca dém dé chinh sira nhiéu dé.

2. Méilan Al giup ban thém 1 viéc, xoa di 3 viéc khac. Al giup thém viéc rat dé. Khong ai
day ban cach trw di.

3. Dat 'gio cudi cung' cho Al. Sau 8 gid t6i: khong prompt. Nao b can nghi. N&o b khong
nghi = output kém dan.

4. Trwée khi bt dau: 'T6i co dang tién vé muc tiéu that khdng, hay chi lam nhiéu thir co vé
productive?'

5. Al viét v1. Nhung BAN quyét dinh v1 c6 can ton tai hay khong. Chi vi Al co thé viét trong
30 giay khbéng c6 nghia la né nén dwoc viét.
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Hai prompt kiém tra dinh ky (1 thang 1 1an)

Prompt 1 — Tim muc tiéu thwc su:

T6i sé& liét ké tdt ca tht téi dang lam. Ho6i téi nhiing cdu hoi kho dé
gitp t6i xadc dinh 1 viéc THUC SU quan trong nhit cho su phat trién
cua tdéi trong 90 ngay tdi. Challenge tdi. Khéng cho tdi chon 3 viéc.

Budc toi chon 1.

Danh sa&ch cua téi: [liét ké dy an hién tai]

Prompt 2 — Kiém tra tuan:

Muc tiéu 90 ngay cua tdéi: [dan vao].
Pay la tidt cad nhiing gi téi da lam tudn nay: [liét ké].

Chém diém mdi viéc: né céd directly gdép phdn vao muc tiéu dé khédng,
hay chi 1la performative productivity?
Sau dé cho téi k& hoach tudn téi chi gdm nhitng viéc THUC SU quan trong.

KEY INSIGHT

Bay nay khang chi danh riéng cho Al. N6 danh cho bét ky céng cu nao lam viéc dé qua.
Nhwng véi Al, nguy co cao hon vi Al loai bd cd ma sat tam ly cla viéc 'bat dau'.

Ngudi gidi nhat 1a ngudi biét DUNG, khéng phai nguoi dung NHIEU NHAT.



Phu luc — Prompt Templates

Template 1: Prompt khéi dong (Universal)

[MO TA TASK] d& dat dugc [KET QUA MONG MUON] .

Poc day du cic file sau trubdc khi trd 1oi:
1. ABOUT ME/about-me.md

2. ABOUT ME/anti-ai-writing-style.md

3. [File context cu thé& néu cb]

CHUA bit diu thuc hién. Dung AskUserQuestion dé& thoéa thuidn véi
t6i trudc. Chi bat diu khi ching ta da ddéng thuan.

Template 2: Tao about-me.md

Ban dang xday dung file about-me.md cho Cowork folder cua toéi.
Phéng van téi bang 20 cdu héi (dung AskUserQuestion tool), ting cdu mot.
Sau d6 tdng hop cac cdu tra 16i thanh file about-me.md khéng qud 2.000 tokens.

File cén bao gdm:
T6i la ai, lam gil, & dau
Vai trdo va trach nhiém chinh
Phong céach viét (gu, tone, nhitng tht téi ghét)
Cach t6i mubn Claude tra 1oi
Nhitng tu, cdu téi KHONG mubn AI dung
Context cbéng viéc hién tai

B&t dau phoéng van.

Template 3: Kich hoat Project mé&i

Téi vla tao Project nay. Poc tlt cad cac file trong folder.
Sau dé tém tdt nhiing gi ban biét vé workspace nay:

- C6 gi & day

- Téi c6 1é dung nd cho viéc gi

- Instructions ban sé& theo

Néu cé gi khéng rd, dung AskUserQuestion.

Template 4: Kiém tra Al-holic hang thang

Muc tiéu 90 ngay cua t [dan vao].
Pay la tit ca nhiing gi t6i d& lam thang nay: [liét ké&].

Chém diém mdi viéc: né céd directly gdép phdn vao muc tiéu dé khéng,

hay chi 1la performative productivity?

Liét ké& nhiing viéc cdn dung lai.

Sau dé cho téi muc tiéu thang tdi chi gdm nhitng viéc THUC SU quan trong.

Tai nguyén tham khao
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—

. Claude 101: https://ruben.substack.com/p/claude

. Claude Code: https://ruben.substack.com/p/claude-code

. Claude Skills: https://ruben.substack.com/p/claude-skills

. Nano Banana 2: https://ruben.substack.com/p/banana-2-3bd

. Claude trong Excel: https://ruben.substack.com/p/ai-couldnt-do-excel

. Nghién ctru cung Al: https://ruben.substack.com/p/grok-420

. 1 triéu ngu&i theo doi v&i Al: https://ruben.substack.com/p/1000000

. Claude cho doi nhém: https://ruben.substack.com/p/claude-for-teams

© 0O N O o~ W N

. Céach viét prompt hiéu qua: https://ruben.substack.com/p/magic

—_
o

. Al Slides (PPT trong 2026): https://ruben.substack.com/p/powerpoint

—
—

. Cai dat Claude Cowork: https://ruben.substack.com/p/claude-cowork-20

N
N

. Nhan ban chinh minh vao Claude: https://ruben.substack.com/p/i-am-just-a-text-file

—_
w

. Biéu d6 twong tac Claude: https://ruben.substack.com/p/claude-charts

14. Claude nhu "may tinh" clia ban: https://ruben.substack.com/p/claude-computer

15. Claude Cowork + Project: htips://ruben.substack.com/p/claude-cowork-project

16. Tin dd Al chinh hiéu: https://ruben.substack.com/p/ai-holic

17. Cai dat Al trede khi prompting: https://ruben.substack.com/p/how-to-better-use-ai-before-
prompting

TAI LIEU CLAUDE Al — TEDU.COM.VN - TEDUCO
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