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GHI LAl MOT
SKILL CLAUDE

TRONG 5 BUGC

Lam mét viéc dung mét lan trong Cowork — Claude bién né thanh skill

— khong phai ngéi mo ta quy trinh bang chi roi stra téi stra lui

BAN LAM VIEC - CLAUDE PUNG NHiN VA CHEP - SKILL TU CHAY

5 1 1 0

budc lugt ghi lan kiém dong ma

“Ban khéng ké lai quy trinh — ban lam viéc, con né dung nhin va chép.”

Tai liéu do Phuc BANI bién soan - Ban thang 9/2026 - Can (ing dung Claude trén may tinh, ché dé Cowork
#Phic BANI
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CACH GHI LAl MOT SKILL CLAUDE

Lam mét viéc dung mot lan trong Cowork, Claude bién né thanh skill tu chay.

Khac gi véi viét skill bang tay

Cach cii: ban ngdi mo ta quy trinh bang chit, doan xem can néi gi cho du, réi stta téi stra lui vi viét thiéu.
Cach nay ngudc lai — ban cif lam viéc nhu moi ngay, Claude dirng nhin va chép lai. N6 thay da ca
cl bam, thir ty tab, file ban md, 1an ciu ban ndi trong IGc lam. Khéng c6 chuyén quén ké mét budc, vi
ban khong ké — ban lam.

BAN PO 5 BUGC

S T S

CHUAN B Bat dau ghi lai + — Record a Skill
2 GHI LAl VUa lam vura noi Mot lugt lam that, co IGi giai thich
3 DONG GOl Dt tén 16 rang NAME + DESCRIPTION
4 KIEM CHUNG  Thu xong mdi tin Chay lai trén vi du méi
5 RANH TAY No6i “Lén lich di” Skill ty chay theo lich

VIEC NAO PANG GHI THANH SKILL

Viéc 13p lai déu dan NEN GHI Bao cdo tuan, don dif liéu, tdng hdp s6 — cang lap cang dang
ghi.

Viéc nhiéu budc, nhiéu tab RAT NEN Ché ban hay quén budc gitra. Skill khéng quén.

Viéc ban giao cho ngudi khac ~ NEN GHI Ghi mot lan thay cho ngéi cam tay chi viéc nhiéu lan.

Viéc méi lan 1am mét kiéu CHUA NEN  Chua c6 quy trinh ¢6 dinh thi chua c6 gi dé ghi. Lam tay tdi khi
6n dinh da.

Viéc can can nhac, ra quyét KHONG Phan phan doan la cta ban. Chi ghi phan tay chan lap lai.
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CHUAN B
Bat dau ghi lai

M& Cowork réi bdm dau cdng. Moi th bat dau tur rng dung Claude trén may tinh — khong phai ban trén

trinh duyét.
+ Md& &ng dung Claude trén may tinh
+ Chuyén sang ché d6 Cowork

« Bam + roi chon Record a Skill

Claude trén may tinh — ché d6 Cowork — + — Record a Skill

CHUAN B| TRUGC KHI BAM GHI:

Trudc khi bdm ghi, chuan bi san moi thi ban sap cham t6i: m& sén file, dang nhap san cac céng cy, don
man hinh. Ban ghi sach thi skill ra gon; ban ghi 1an ca lic ban loay hoay tim file thi skill cling hoc luén céi loay
hoay do.

Tai sao: M6t cl bam 1a Claude bat dau ghi. TU gidy dé tra di, moi thd ban lam déu dugc coi Ia mét phan clia quy trinh.

GHI LAI
Vura lam vira noi

Claude nhin tirng ct bdm, nghe tiing Ii. Lam hét cdng viéc ding mét lugt, y nhu cach ban van lam hang
ngay.
+ NG6i ro tirng buéc trong Itic lam — nai ra ly do, khong chi thao tac

+ Lam viéc that, ding dién thi trén di liéu gia

BAN NOI: “Gié minh loc vé tuan nay” + BAN LAM: cii bam - tab - file - g6 phim

NOI THE NAO CHO PUNG:

Noi kiéu giai thich cho ngudi méi, khdng phai ki€u doc Iénh: “Gid minh md file doanh sé, loc vé tuan nay, vi
béo cdo chi tinh tuan trudc.” Chit “vi” 1a phan dat nhat — nd day Claude ly do, dé lan sau gap dit liéu khac né
van lam dung.

Tai sao: Claude ghi ca I8i 12n thao tac. Lam im |ang thi n6 chi chép dugc déng tac, khdng hiéu y — gap tinh huéng hoi
khac la chay sai.
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PONG GOI

Pat tén ro rang

Claude goi ban ghi thanh skill dung lai dudc, goi Iic nao cling chay. Viéc cua ban & budc nay chi la dat tén
va viét mot dong mo ta.

Lugt lam mau - Claude déng géi — skill dugc luu, goi lic nao ciing chay

SKILL MO (Vi DU)
NAME

bao-cao-doanh-so-tuan
DESCRIPTION
Mai th(t Hai, t6ng két doanh sé tuan trudc.

LUAT PAT TEN & VIET MO TA:

NAME — viét thudng, khong dau, néi bang gach ngang, goi ding tén viéc: bao-cao-doanh-so-tuan, khong
phai skill1 hay test. DESCRIPTION — néu rd khi nao chay ch( khdng chi né lam gi: “Mai th(r Hai, téng két
doanh s8 tuan trudc.” C6 chit “méi thi Hai” thi Claude méi biét dling lic nao nén goi.

Tai sao: Dong mo ta cho Claude biét ding lac ndo thi chay. Viét mé td ma ho 13 skill ndm im, hoac nhay vao lic khéng
ai goi.

KIEM CHUNG
Thir xong mdi tin

Chay th( trén mot vi du mdi trudce da. Skill chay trét lot mét [an chua chirng minh dugc gi — lan dé la lan no
vUa dugc ghi.

+ Goi n6 trén mét vi du méi, dir liéu khac han luot ghi

+ Xac nhan két qua dung, soi tan ndi chi khéng liéc qua

« Ldc d6 mdi giao viéc cho n6

PAT - giir lai dung TRUQT — ghi lai tir dau

NEU TRUGT THi LAM Gi:
Pling sta vat mét skill ghi hong. Ghi lai tir dau nhanh hon stra — vi céi sai thudng nam & ché ban lam tat
hodc quén ndi ra ly do, chlt khéng nam & mot dong chi nao stra dugc.

Tai sao: Nguyén tac: kiém mét [an, roéi yén tdm dung. Bo budc nay la ban giao viéc cho mét th(t chua ai chdm.
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RANH TAY
Noéi “Lén lich di” réi di lam viéc khac
N6i v6i Claude bang 18i thudng, khéng can ci phap gi ca. Skill tu chay mét minh, né dung lich ban da dat.

+ Tu chay mét minh — né dung lich ban da dat

+ Viéc tu xong — ranh tay hoan toan, khong phai bam gi

“Lén lich di” - skill chay theo lich — viéc tu xong

CAU NOI — dung luén:
N6i thang méc thdi gian trong cau: “Lén lich chay cdi ndy 8 gid sang thu Hai hdng tudn, xong thi gui két qua
cho t6i.” Cang ndi rd gid va dau ra, cang it phai quay lai chinh.

Tai sao: Day |a chd cong stc ghi skill tra lai cho ban: mét viéc ban lam tay méi tuan, gid né tu xong ma ban khéng phai
nhg.

6 LOI LAM HONG BAN GHI

B&n 16i dau xay ra ngay trong ltic ghi — sira sau khéng dugc, phai ghi lai tir dau.

01. Dién thir trén dir liéu gia cho nhanh
Skill hoc dung cai ban dién. Gap dir liéu that 1a léch ngay. Ghi thi phai ghi lugt 1am that.

02. Lam im lang, khong naéi gi

Claude chép dugc déng tac nhung khong hiéu y. Chi can léch tinh hudng mét chit 1a n6 1am sai ma van
tudng dung.

03. Vira ghi vira loay hoay tim file

Cai loay hoay d6 cling vao ban ghi. Chuan bi sdn moi th{r trudc khi bam.

04. Dat tén kiéu skill1, test, thu-nghiem
Ba thang sau ban khong nhé né lam gi, va Claude cling khong biét khi nao nén goi.
05. Viét mo ta chi néi né LAM Gl, khéng néi KHI NAO

Thi€u méc thai gian hoac diéu kién kich hoat thi skill nam im chd ban goi tay — mat nira gia tri.

06. Tin ngay sau lugt ghi, giao viéc luon
Lugt do la lugt nd vira chép. Luon thir lai trén mét vi du mdi trude khi giao that.
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CHECKLIST GHI MOT SKILL

P4 chon mot viéc c6 quy trinh 8n dinh, khéng phai viéc mbi lan mét kiéu.

DPa ma san file, ddng nhap san cdng cu, don man hinh trudc khi bam ghi.
Ghi trén di liéu that, khong dién thu.

Vura lam vUra ndi ra tiing budc — c6 néi ca ly do, khdng chi thao tac.
Lam tron mot lugt, khdng béd dé gilra chung.

Tén skill viét thudng, khong dau, goi ding tén viéc.

M6 ta néu ré KHI NAO chay, khéng chi néi né 1am gi.

Da chay lai trén mot vi du mdi va soi két qua tan nai.

Da ndi “Ién lich” kem méc gid cu thé va dau ra mong mudn.

Oooooooog

’

“Ban khéng k€ lai quy trinh cho Claude — ban lam viéc nhu moi ngdy, con né dung nhin va chép.”

Hoc tiép & nhan tai nguyén
Trg ly Al: phucgpt.com - Hoc lam YouTube bang Al tif A~Z, mién phi: ymm.vn/phong-van-thu-thach -
Blog: phuc.vn. Theo déi thém tai TikTok @phucbani.
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