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Viét Iénh hiéu qua

Google Workspace dugc tao ra la dé cho ban danh thoi gian quy gia cia minh céng tac cung nhirng nguoi
xung quanh. Gior day, ban co thé hop tac véi Al bang cach stir dung (Gemini trong Google Workspace) dé ting
nang suat va sy sang tao ma khdng anh hwéng dén quyén riéng tw hay bao mat. Cac tinh nang Al tich hop c6
thé gilp ban viét, sip xép dir liéu, sang tao, tang téc quy trinh lam viéc, nang cao chat lwgng cac cudc hop va
nhiéu hon nira, tat cd déu cé trong nhirng *rng dung yéu thich clia ban nhw Gmail, Google Docs, Google
Sheets, Google Meet va Google Slides.

Quyén s6 tay nay cung cap cho ban nhirng k¥ nang co ban dé viét cac l1énh hiéu qua khi sir dung (Gemini danh
cho Workspace) dé ban cé thé lam viéc hiéu qua va nang suét hon trong nhitng nhiém vu hdng ngay. Viét ra
mot cau I&énh chinh 1a mot cach bat dau cudc trd chuyén véi tro ly Al. Ban c6 thé ra nhidu cau Iénh khac nhau
khi cudc tro chuyén bat dau tién trién. DO nhirng kha ning ma ban cé thé yéu cau Al thic hién hau nhu 1a vo
tan, nhuwng bat dau tir nhitng vi du thwe tién la mot cach hiéu qua dé ban co6 thé ap dung ki ndng ra l1énh cho Al
ngay hém nay.

C6 4 yéu t6 chinh can dwoc xem xét khi viét mot ra moét cau Iénh hiéu qua. Ban khéng can phai str dung ca 4,
nhwng viéc str dung tat ca sé cho ra két qua la tét nhat!

¢ Nhan vat déng vai (Persona)

e Nhiém vu (Task)
e BGi canh (Context)

¢ Dinh dang (Format)

Duwéi day la mét vi du vé mot Iénh str dung ca 4 yéu t6 nay cé thé hoat déng t6t trong Gmail va Google Docs:

*/ La ngwdi quan ly churong trinh Google Cloud. Viét ra mot email tom tat diéu hanh dén [ai d6] dua trén
[chi tiét vé céc tai liéu chwong trinh ¢6 lién quan]. Trinh bay ndi dung gi6i han trong cac dau dau dong.

M6t s6 meo nhanh dé bt dau véi (Gemini danh cho Workspace):

1. Str dung ng6én ngir tw nhién. Viét nhw thé ban dang néi chuyén véi mot ngudi khac. Thé hién suy nght day du
trong cac cau hoan chinh.

2. Hay cu thé va chi tiét. N6i voi (Gemini danh cho Workspace) nhitng gi ban can lam (tém tat, viét, thay déi
giong diéu, sang tao). Cung cap cang nhiéu bdi cdnh cang t6t.

3. Néu yéu cau cta ban bang ngén ngiv ngdn gon nhwng cu thé. Tranh thuat ngir chuyén nganh.
4. Bién né thanh cudc tro chuyén. Hay tinh chinh cl phap cau Iénh clia ban néu két qua khong dap rng ky vong

ho&c néu ban tin rdng c6 thé cai thien moét cach tét. Viéc viét nhiéu cau lénh khac nhau va tao ra quy trinh Iap lai
dé xem xét, tinh chinh s& cho ra dwgc mot két qua la tot hon.



Viét Iénh cho Al la mot nghé thuat. Hay thir mot vai cach tiép can khac
nhau cho Iénh clia minh néu nhu ban khéng dat dwgc két qua mong muén
trong lan dau tién. Dua trén nhirng gi ching t6i da hoc dwoc trong chuong
trinh Workspace Labs cta minh, nhirng Iénh thanh c6ng nhat trung binh
dai khoang 21 ttr, trong khi cac Iénh dén tlr nhirng nguoi dung mei da
phan déu rat ngan — thwdng sé dudi 9 tir.

Al tao sinh va tit ca cac kha nang cta n6 déu rét tha vi, nhwng né van con
kha m&i mé. Nhirng mo hinh ciia Google dang ngay cang t6t hon, nhwng
cac cau Iénh cla ching ta dwa ra doi khi c6 thé cho ra nhirng cau tra loi
khéng nhw y mudn.

Trudc khi 'ng dung nhirng két qua ma (Gemini danh cho Workspace) dua
ra, hdy xem xét nhirng két qua ay dé dam bao nhirng yéu té nhw sw rd
rang, phu hop cung v&i do tin cay cao. Va tat nhién, diéu quan trong nhat
can nhd: Al tao sinh duoc tao ra la dé ho tro con ngudi nhwng két qua
cudi cung van la tir chinh ban.

Céc cau Iénh vi du trong hwéng dan nay chi nham muc dich minh hoa.
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Gi&i thiéu
Gemini cho Google Workspace: Hwéng dan nhap mén

Co6 nhiéu cach dé truy cap cac tinh nang Al tao sinh clia (Gemini trong Google Workspace). Day la mot trai
nghiém Al tao sinh manh mé& dwoc tich hop lién mach vao cac (rng dung ma ban st dung hang ngay nhu:
Gmail, Google Docs, Google Sheets, Google Meet va Google Slides. Va ban c6 thé truy cap gemini.google.com
dé tro chuyén véi Gemini (v&i bao mat va quyén riéng tw cap doanh nghiép clla Google Workspace).

Hi€u diéu gi tao nén mot Iénh hiéu qua va hoc céch tao Iénh nhanh chdng sé tdng nang suét, sw sang tao clia
ban. Ban cé thé coi (Gemini danh cho Workspace) nhu trg ly Al cé thé gidp ban:

 Cai thién bai viét

o S&p xép dir lieu

« Tao hinh anh cua riéng ban

e Tém tét va cung cép thong tin chi tiét

e Tao dwng két ndi v&i dong nghiép

» Nghién ctru cac cha dé khong quen thudc

e Phat hién xu hwéng, tong hgp théng tin va xac dinh co hoi kinh doanh

(Gemini danh cho Workspace) gitip ban lam viéc théng minh hon, dé dang hon, ting ning suét va tiét kiém thoi
gian dé ban co thé tap trung vao cong viéc quan trong. Tai liéu nay sé gitp ban kham pha nhiéu cach khac nhau
dé nhanh chéng thanh thao cac ky ning co ban dé Al gidp ban hoan thanh nhirng céng viéc hang ngay.

Khi da tw tin va quen thudc v&i cach 1am viéc méi, ban s& sén sang kham pha céc Iénh phirc tap hon cho phép
ban cai thién toan bd quy trinh 1am viéc, noi (Gemini danh cho Workspace) c6 thé la déi tac hd tro, hudn luyén

vién, ngui sang tao ndi dung va nhiéu hon nira.

Co hoi dé€ cai thién nang suat va sw sang tao clia ban gan nhuw vé tan véi (Gemini danh cho Workspace).
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Céach st dung quyén sé tay huwéng dan dat cau 1énh cho Al

Quyén s6 tay nay la mét huéng dan kh&i dong nhanh, gigi thiéu vé cach viét Iénh véi (Gemini danh cho
Workspace). Bao gdm kich ban cho nhiéu vai trd khac nhau, vi du v& nhitng trweong hop sir dung va mau cau
lénh tiém n&ng cho nhiém vu hang ngay. Tir giam déc diéu hanh, ngudi sang lap dén cac chuyén gia trong linh
virc ban hang, ti€p thi, dich vu cham séc khach hang, quan ly dy &n va nhan sy. Tai liéu nay sé giap ban tan
dung tdi da cac tinh nang ctia Gemini.

Ban sé thdy nhiéu ki€u cau Iénh khac nhau trong tai liéu. Mot s6 I1énh s& cé cac muc trong diu ngodc vudng,
noi ban can dién théng tin cu thé. Nhirng 1énh khac thi duoc trinh bay hoan chinh dé minh hoa cho ban cach
str dung day dd. Tt ca Iénh nay déu nham muc dich vi du va minh hoa, ban sé& can chinh stra ching dé phu
hop véi céng viéc thue té€ clia minh.

Hay bat dau bang cach chuyén dén phan tuwong (rng voi vai trd cdng viéc clia ban trong céng ty. St dung cacvi
du va goi y lam thanh ngudn cam hirng dé ban kham pha nhirng cach thirc lam viéc méi va hiéu qua cluing Al

Gemini.

Tiép theo, chi can tim kiém céac tinh nang nay va tim hiu cach ban c6 thé bt dau véi tirng tinh nang bang
cach truy cép g.co/gemini/features:

*/ Viét tai liéu (Google Docs)

Y2 Viét email (Gmail)
T6 chire di? lieu (Google Sheets)

@ Tao hinh &anh vé&i Gemini (Google Slides)
@ Tao hinh nén (Google Meet)

gemini.google.com (v&i bdo mat va quyén riéng tw cap doanh nghiép clia Google Workspace)
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Dich vu khach hang

La mot chuyén gia chdm séc khach hang, ban ludn nd
Iwc cung cép dich vu mot cach hiéu qua, chu dao va
duoc hd tro bdi mot doi ngii chd ddng, nhiét tinh. Phan
nay cung cap cac cach don gian dé tich hop nhirng
cau Iénh vao cong viéc hang ngay cla ban. Ban c6 thé
nhanh chéng xay dwng cac khung giao ti€p dwoc tiéu
chuén héa, ca nhan hdéa, tao ra tai liéu dao tao méi —
tat ca déu str dung (Gemini trong Google Workspace).

Bat dau

Truwéec tién, hdy xem lai cAc meo viét cau Iénh chung & trang 2 va phan Gidi thiéu & dau tai liéu nay.

Mbi cau lénh bén dudi dwoc cung cdp kém theo mét tinh huéng minh hoa dé gitp ban hinh dung cach ban co6
thé hop tac véi (Gemini trong Google Workspace). Viéc 1ap lai ct phap Iénh minh hoa la cach ban cé thé ti€p tuc
xay dwng 1 két qua tét hon duwa trén phan hoi tir Al dwoc tao ra tir ban dau. Chang téi cling cung cap nhirng vi
du vé cach ma cac vai tro trong bd phan dich vu khach hang khac nhau cé thé str dung (Gemini cho Workspace).
Ban c6 thé diéu chinh tirng cau Iénh dé hoan thanh cac tac vu thdng thwdng va tinh chinh dau ra dwoc tao.

Vi du vé cau Iénh lap lai

Ban la nhan vién cham séc khach hang, chiu trach nhiém tra 1o cac cau hdi, thdc mac clia khach hang. Khi
nhan duoc email tr mot khach hang théng bao hang héa bi hw héng, ban mé& Google Docs méi va nhap vao
"Help me write" dé kich hoat Gemini trong trng dung Docs. G6 ndi dung sau:

*/ Gilp t6i soan mdt email phan hoi thé hién sy déng cam. T6i la mot dai dién dich vu khach hang, t6i can
tao phan hoi cho moét khi€u nai ctia khach hang. Khach hang da dat mot cap tai nghe va ching da bi
hw héng khi dén noi. Ho da lién hé véi chiing toi qua email va cung cép hinh anh vé thiét hai. Téi da dé
nghi thay thé, nhwng ho dang yéu cau mot tlly chon giao hang nhanh ma thdng thuwong khéng c6 trong
trwong hop nay. Hay viét thém mot doan van bd sung thé hién sw thau hiéu vé sw buc bdi clia ho cling
ba gach dau dong véi cac giai phap co thé thwc hién.  (Gemini trong trng dung Docs) E

¢ Nhan vat dong vai (Persona) ¢ Nhiém vu (Task) e BGi canh (Context) ¢ Dbinh dang (Format)

Gemini trong trng dung Docs: [Ban nhap email]
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a Gemini trong

- ¥ Help me craft an o theistic: il re 5. | M & SUBLOMT SBrVIoD represenlat k4
trng dung Docs ¥ Help L il Prspn u Witsh Fape i

Toe 4 Pomon 4 Person 4 Parson

Ce & Parson
Bee & Pamson
Subjoct
# Helpmewrite [ Meetingnotes [} Emaildraft (@ More Dear (Cavioes Nra

| @ waiting 10 address your recent complaint reganding the damaged headphones you
recetved. | sincarely apologize for the incomvwersance and frusiration this has caused

VORI
¥ Help ma write x I understand that you have already conlacied our cusiomear senice baam and provided
H j : pictures of this damagd. | hivas rivissaed your case and confirmaed that the
He!pmacmlhanampmhmnemlraapm.lamamumﬂm. i e et ki | havea i
representative, and | need 1o create a response 10 a customer complaint. The replacement order for you, and it will be shippod out via sxpedited shipping at no
customer crdered a pair of headphones that arrived damaged. They've already addditonal cost
contacted us via email and provided pi of the damage. I've offered a
repiacement, but they're requesting an expedited shipping option that isn't typically '“mﬁrwmr-'mm”wm“mw”w
« A panmial refund fof tha hoadphonas
» A siore credil for futune purchases
& A drea gift from our catalog
RFlE This SugasLon ﬂb J-;U

Thiis is & creative writing sid, snd is not intended to be factual Lean more

Né&u ban hai 1ong véi email mau ma Gemini trong Docs d4 tao, hdy chon "Insert”. Tuy nhién, néu ban mudn
tim céch giai quyét van dé khac ma khong can cung cép dich vu van chuyén nhanh, ban cé thé yéu cau trg
gitp bang cach chon "Help me write" va nhap:

4+ Deé xuat 10 lya chon thay thé cho dich vu van chuyén nhanh dé giai quyét sy that vong ctia khach
hang khi nhan phai 1 géi hang bi hw héng. (Gemini trong (rng dung Docs) E
Gemini trong trng dung Docs [Danh s&ch 10 giai phap thay thé]

Gemini trong
a rng dung Docs ¥ Refine selected text: Suggest 10 alternative options in place of expedited shipping t e

Offer a free gift or bonus item to compensate for the damaged package.
O Summarize Extend the customer's subscription or membership by a cerain period to compensate
Bulletize for the damaged package.

o 1. Offer a full refund for the damaged package.
2, Provide a replacement for the damaged package al no additional cost.

& Tone " 3. Provide a discount on a fulure purchase to compensate for the damaged package.
4,
B

= &, Provide a siore credit that can be used lowards a fulure purchase,
T Elaborate 7. Cover the cost of repairs for the damaged item,
" 8. Send a personalized apology letter 1o the cusiomer,
~ Shorten 9. Provide a detailed explanation of how the company is working to prevent similar
_ incidents from occurring in the future.
T, Réphrsa 10. Offer to pick up the damaged package from the customer's address at no additional
cost,
Suggest 10 alternative cptions in
place of expedited shipping to
resobve the customer's firustration
about recedving the damaged Rate this suggestion: ﬂb g;[]

package. =

This is & creative writing aid, and iz not intended to be factual. Learn more

= Refine ~ | [ Replace '_

Pay la 10 goi y htvu ich ma Gemini da dé xuat. Hay nhan "Insert" dé thém van ban vao ban nhap cta ban.
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Hwéng dan ra cau Iénh
Vai tré6: Quan ly hoac bai dién cham séc Khach hang
Trwong hop str dung: Tiéu chuan héa khudn kho giao ti€p

Ban dang la Quan ly bd phan dich vu chdm séc khach hang. B6i ngli dang phat trién va ban can tao ra cac tai
liéu ho trg mé rong quy md dé tiéu chudn hoa giao ti€p trong nhém. Hay m& mot Google Docs md&i, yéu cau trg
gilp tr Gemini trong (*ng dung Docs. Chon "Help me write" va nhap:

*/ "Tao ba loai mau giao ti€p vé&i khach hang khac nhau: email xin 16i, tin nhan xac nhan don hang va Ioi
cam on cho khach hang than thiét. Gitr moi mau trong mét doan van va st dung giong diéu than thién."
(Gemini trong trng dung Docs) a

Céac mau nay sé cung cap diém kh&i dau tuyét vori dé ban bat dau chinh stra, thém vao mot vai yéu td khac phu
hop véi thwong hiéu va chinh sach cda cong ty. Sau khi Iwa chon xong, hdy nhan "Insert (Chén)". Bay gio,
ban mudn tao mét tai liéu phac thao vé cac phwong thirc giao ti€p t6t nhit clla nhém dé str dung cho viéc dao
tao. M&@ mot Google Docs méi va yéu cau Gemini trong (rng dung Docs. Nhap:

*/ "Lap danh sach cac quy trinh giao tiép véi khach hang tét nhdt nham st dung dao tao cac thanh vién mai.
Quy trinh 3 phan bao gbm céach xt ly thac mac ctia khach hang hai long, thac méc cta khach hang trung
lap va thac mac clia khach hang khong hai long." (Gemini trong (rng dung Docs) E

Ban ciing muén hd tro nhém bang ngén ngi tiéu chudn dé sir dung khi twong tac véi khach hang qua dién
thoai. D€ lam diéu nay, hdy mé& gemini.google.com va nhap:

* "T6i la [quan ly dich vu khach hang]. Téi can tao mau cho cac cudc goi dién thoai m& dau, chao hoi va két
thac théng thwdng cho dai dién dich vu khach hang tai clra hang ban 1&. Mau nay nén cho phép ca nhan
héa v&i chi tiét khach hang. Bam bao tinh nhat quan va chuyén nghiép." (gemini.google.com)an#bao tinh
nhat quan va chuyén nghiép." (gemini.google.com)

Trwong hop sir dung: Cai thién dich vu khach hang

Nhan thay lvgng khi€u nai ciia khach hang tang dot bién. Bay gi®, ban can hop tac gitba cac phong ban dé
hiéu cach giai quyét moi vdn dé phat sinh thwdng xuyén. Bat dau bang mot email gtri dén cac trwedng nhom
khac. Nh&c Gemini trong Gmail bang cach chon "Help me write" va nhap:

*/ "Viét email dé& xuat 1 cudc hop dé thao luan vé cac sang kién cai thién trai nghiém cta khach hang. Yéu
cau cac bd phan lién quan tir marketing, ban hang va phan phéi san pham gap nhau trong tuan t&i dé co
dugc cai nhin ré rang veé vai tro, trach nhiém cda lIan nhau.” (Gemini trong (rng dung Gmail)  [Mf
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Sau khi chinh stra, glri email cho déng nghiép, ban mudn t6 chrc cac chién lwgc cai thién trai nghiém cla
khach hang mot cach hiéu qua hon. Ban mé& Google Sheets va yéu cau trg gilp tir Gemini trong (rng dung
Sheets bang cach chon "Help me organize". Va nhap:

Tao bang dé theo dbi tién do va tac dong cla cac chién lwgc nham cai thién trai nghiém tir nhiéu khach
hang khac nhau, bao gdém khéi lvgng yéu cau hé tro cing muirc do wu tién (cao, trung binh, thap).
(Gemini trong rng dung Sheets) E

Sau khi nhan dwoc mdt mau bang tinh chic chan véi cac danh muc da dinh dang sdn, ban chi can dién vao
thém chi tiét cu thé.

Chuyén vién cham sé6c Khach hang
Bat chirc nang tw phuc vu cho khach hang

La mdt chuyén gia hoé tro khach hang, nhém cda ban thuéng xuyén nhan dugc nhiéu email héi vé chinh sach
déi trd. Phan hoi tlr khach hang lién tuc cho thay cac chinh sach chwa du ré rang. Ban mé& mot Google Docs dé
trinh bay chi tiét vé chinh sach d6i tra, hoan tién va tin dung clra hang. Sau dé, ban nhap chon "Help me write"
tr Gemini trong rng dung Docs va nhép:

y Tom tét ndi dung nay dé thé hién chinh sach déi trd san phdm 1 céch rd rang, ngan gon va phéc thao voi
buwéc cho khach hang thwe hién theo thi tw. (Gemini trong rng dung Docs) a

Hay dung Gemini don gian héa quy trinh twong tw cho chinh sach hoan tién va chinh sach tin dung ctvra hang.
Bay git, ban muon sr dung néi dung da dwoc don gian héa dé tao 1 bai dang blog cho khach hang. Bai Blog
nay sé& tom tat chinh sach déi tra, hoan tién va tin dung ctta hang. Sr dung Google Docs, ban dat Iénh Gemini
trong rng dung Docs. Ban nhép cau Iénh:

*/ Chuyén ndi dung nay thanh mét blog ngan vai tiéu dé "Giai quyét cac van dé théng thudng ma khong can
su ho tro ctia Nhan vién." C6 cac phan riéng biét cho chinh sach daéi tra, chinh sach hoan tién va chinh
sach tin dung clra hang ctia ching t6i. (Gemini trong trng dung Docs) a

Bay gi®, ban mudn tao mau email ma nhém cé thé st dung khi ho nhan duoc cau héi cla khach hang xoay
guanh 3 chinh sach trén. Ban m& mot Google Docs méi va dat |énh Gemini trong (rng dung Docs. Ban nhap:

*/ Soan thdo mau email dé nhan vién Dich vu Khach hang tra i cac cau hdi vé chinh sach déi tra, hoan

tién va tin dung ctra hang. St dung ngdn ngilr than thién, chuyén nghiép. Cung cép cho khach hang
dwong dan dén bai blog mai vé chinh séch ciia cira hang. (Gemini trong ting dung Docs) E

10
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Trwong hop str dung: Nghién ctrbu va hi€u sau hon vé khach hang

Céng ty ctia ban dang trién khai chinh sach méi va giti email cho tat ca khach hang khéng hai 1ong nham giai
quyét cac van dé phat sinh. Ban da m& mot email dé trinh bay khiéu nai ctia khach hang. Bang cach chon
"Help me write" tir Gemini trong Gmail, ban nhap vao:

*/ Yéu cau sap xép cudc hen vao [ngay] vao [gi®] véi khach hang, da cung cdp phan hdi tiéu cwc, nham
hi€u rd hon m6i quan tam cla ho va dé xuét cac giai phap cu thé. Pwa ra vi du vé cac giai phap duoc dé
xudt. (Gemini trong trng dung Gmail) v§

K&t qua ban nhap dau tién 1a mot bwdc khédi dau tot, tuy nhién, can diéu chinh ngdn tlr dé phan hoi thich hop
hon véi khiéu nai ciia khach hang. Ban co thé 13p lai quy trinh nay bang cach dat Iénh Gemini trong Gmail, st
dung Refine (Tinh chinh) > Elaborate (Stra déi). Ti€p theo, ban mudn tao mot khao sat ngan dé giri sau mdi
cudc goi theo ddi véi khach hang nham danh gia mdre do hiru ich clia cudc goi trong viéc giai quyét nhu ciu clia
ho. Ban m& Google Docs va dat Iénh Gemini trong rng dung Docs. Ban nhap:

*/ Tao 5 cau hodi khac nhau cho khach hang sau khi da trdo chuyén v&i nhan vién qua dién thoai. Cac cau hoi
nay nén danh gia mirc do hiéu qua cuia cudc goi, xem liéu van dé cla khach hang da dwoc gidi quyét
chwa, va liéu ho c6 gi¢i thiéu doanh nghiép ctia ching ta cho nguoi khac hay khoéng.

(Gemini trong (ing dung Docs) B

biéu phdi vién dich vu khach hang
Trwong hop sir dung: Twong tac véi khach hang

"Ban da tién hanh nhiéu cai thién trong viéc cap nhat cac chinh sach ctia minh va mudn thu thap phan hoi tw
nhitng khach hang trung thanh nhat. Ban dang Ién ké hoach t6 chirc mot bubi gap g& dé co thé twong tac truc
ti€p v&i ho. Ban mé& Gmail va nhe dén Gemini. Ban chon "Help me write" va nhap cau sau:

y Viét mot email moi nhirng khach hang trung thanh cia téi tham duw budi thu thap phan hoéi vao tuan téi tai
[dia diém] vao [ngay] luc [giv], d€ thao luén vé cac cai cach chinh sach cla cong ty.
(Gemini trong (rng dung Gmail) g

Budbi gap g& da két thac va ban da nhan dwoc cac email phan hoi tir nhiing ngwoi tham gia. Ban muén tro gilp
dé phan héi tirng email, vi vay ban yéu cau Gemini trong (rng dung Gmail. Hay nhap cau sau:

*/ Viét mét 1oi cdm on dwoc ca nhan héa cho [tén khach hang], cAm on ho da danh thoi gian tham gia budi
thu thap phan hoi va giai thich cach chiing ta sé str dung phan hoéi dé dé cai tién chinh sach cta minh.
(Gemini trong rng dung Gmail) g

Trwong hop str dung: Chuan bi cho cac cudc hop véi khach hang

Ban can s&n sang cho mdt cudc hop quan trong v&i mot khach hang mai. Hién tai, ban chwa c6 théng tin gi vé

khach hang, nganh nghé hoac Ilinh virc kinh doanh ctia ho. Ban can hd trog dé nghién ctru.

Mé& gemini.google.com va nhap:

* Viét ra 5 cau hdi ma toi cé thé str dung dé tim hiéu vé mot céng ty trong [nganh ngh&], nham hiéu rd cac
thach thirc Ién nhat ma ho dang doéi dién va chuéan bi cho cudc hop dau tién. (gemini.google.com) 4
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Str dung nhitng cau hdi nay, ban ti€p tuc nghién ciru bang cac cau hdi tiép theo trong cudc trd chuyén voi
Gemini trén gemini.google.com. Ban tdng hop cac ghi chi va ghi chép thanh tai liéu trén Google Docs.

Vé&i nhiéu trang ghi chi, ban muén tao mdt ban tém tét dé hiéu. Hay d&t lénh Gemini trong Docs. Ban nhap:

*/ Soan email gi¢i thiéu ban than la Biéu phdi vién Dich vu Khach hang cho khach hang [thong tin khach
hang]. Yéu cau khach hang tham gia cudc hop vé [chi dé], dé nghi ngay va gi¢ trong hai tuan toi.
(Gemini trong rng dung Docs) a

Bay gi¢, ban cdm thdy s&n sang dé gap khach hang lan dau. Ban dang chuén bi glri email gigi thiéu . Hay mé
Gmail va dat Iénh Gemini cho Gmail. Ban chon "Help me write" va nhap:

y "Viét email gi¢i thiéu vé ban than la Biéu phoi vién Dich vu Khach hang cho [thong tin khach hang] va dé
nghi sap xép cudc hop vé [chi d&] trong hai tuan tdi. P& nghi khach hang cung cdp cac ngay va gior phu
hop. (Gemini trong (’ng dung Gmail) vg
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Cac giam do6c diéu hanh
va doanh nhan

V@i vai tro la mot nguoi diéu hanh, ban thwdng xuyén
phai d6i mat véi sy han ché vé thoi gian trong viéc
dua ra cac quyét dinh quan trong cho doanh nghiép.
M®bi quyét dinh déu c6 thé anh hwdng quan trong dén
s phat trién va hwéng di chung cla té chlrc. Viéc
nhanh chéng hiéu thi tredng, dy bao xu hwéng va dua

ra cac quyét dinh chién lwgc chinh xac la diéu vo clng
qguan trong, dac biét khi ban phai x&r ly cac nhiém vu
khan cép ngay ca khi dang di chuyén.

Phan nay gi¢i thiéu strc manh clia trg' ly ao thdng minh trong viéc t6i wu héa qua trinh ra quyét dinh, gilp cai thién
hiéu suét kinh doanh va hé tro ban hoan thanh cong viéc mét cach nhanh chéng — ngay ca khi ban khéng thé
ngoi tai ban lam viéc. Cu thé, tim hiéu cach (Gemini trong Google Workspace) cé thé gilp ban khai thac nhirng
thong tin sau sac, thic ddy sw hop tac va nang cao hiéu qua cltia doanh nghiép Ién mot tam cao méi.

Bat dau

Truwéec tieén, hdy xem lai cAc meo viét cau Iénh chung & trang 2 va phan Gidi thiéu & dau tai liéu nay.

Mbi 1énh dudi day dwoc dwa ra kém mot tinh hudng dé truyén cdm hirng vé cach ban cé thé tan dung (Gemini
trong Google Workspace). Chiing toi cling cung cdp vi du vé cach cac lanh dao tir moi vai trd khac nhau cé thé st
dung cong cu nay. Ban cé thé diéu chinh tirng Iénh dé hoan thanh nhitng nhiém vu phd bién va tinh chinh két qua
ma Al da tao ra.

Vi du vé cac cau Iénh lap lai

Ban la mot quan ly phai sap Ién chuyén bay dai, va ban vira nhan dugc mot I mdi cho cudc hop ban diéu hanh
sép t&i véi modt danh sach cac van dé sé dwoc thao luan tai cudc hop. Ban mudn dé xuét thém mot vai cha dé
quan trong vao trong chwong trinh. Ban m& Gmail va yéu cau sy hd tro tir Gemini trong Gmail. Nhap lénh sau:

*/ Soan email x4c nhan viéc tham dw cudc hop héi déng quan tri va dé nghi diéu chinh lich dé cé thém 15
phit ban bac vé [cac chd dé quan trong].
(Gemini trong trng dung Gmail) g

¢ Nhan vat dong vai (Persona) ¢ Nhiém vu (Task) » BGi canh (Context) ¢ Dinh dang (Format)
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Draft an email confirming that | will be at the board

Gemini trong
M &ng dung Gmalil meeting. Ask if we can adjust the agenda to give 15
j 4% minutes to [urgent topics]. | Cancel

¥ Draft an email confirming that | will be at the board meeting. Ask ... ®

Hi there,
I'm writing to confirm that | will be attending the board meeting.

| was wondering if we could adjust the agenda to give 15 minutes to discuss
some urgent topics.

Thanks,
[Your name]

Rate this suggestion: @5 &0 [0

This is a creative writing aid, and is not intended to be factual. Learn more

Email ctia ban da gan nhw hoan chinh, tuy nhién néu ban mong muén né phai chuyén nghiép hon.
Hay chon Refine (Tinh chinh) > Formalize (Trang trong hoéa).

Gemini trong rng dung Gmail: Formalize (Viét trang trong héa)

Mew Message - @ X
Gemini trong
l 1 trng dung Gmail Recipients

Subject

O Formalize ¥ Draft an email confirming that | will be at the board meeting. Ask i... X

I Elaborate

¥ Shorten Hello,

& Recreate = Refine = | am writing to confirm my attendance at the upcoming board meeting.

I would like to request a minor adjustment to the agenda. | would appreciate it if
we could allocate 15 minutes to discuss a few urgent matters.

Thank you for your consideration.

Best regards,
[Your name]

Rate this suggestion: g G0 [0

This is a creative writing aid, and is not intended to be factual. Learn more

& Recreate [ Formalize ~ @

Sau khi email phti hgp véi muc dich clia ban, nhdp vao “Insert (Chén)”. Trwéc khi glri di, ban cé thé chinh slra
nhe dé bay té long cadm on ddi vdi sw hd tro tir moi ngwdi khi ban dang vdng mat.
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Hwéng dan ra cau lénh
Giam doc diéu hanh
Trwong hop str dung: Chuan bi thong tin cho cudc hop toan cong ty

Ban dinh t6 chirc mot cudc hop quy gdm toan bd nhan vién céng ty. DU quy nay da dat dwoc nhiéu tién bd va tién trién
tich cwc, nhung ban lo 1&ng rang tinh than lam viéc clia nhiéu bd phan dang di xuéng sau nhitng tré ngai bat ngd. Ban
muén thao luan va luyén tap cach ma minh sé tra I&i véi nhitng cau hai khé trong cudc hop. Ban can phat trién y twang
va chuén bi cho viéc d6i phé véi nhibng cau hoi khd. M& gemini.google.com va nhap Iénh:

* T6i la Giam doc biéu hanh Hoat dong (COO) clia mot cong ty c& trung. Chuan bi cho cudc hop toan cong ty
guy nay la mét trong nhirng trach nhiém quan trong cla téi. Trong quy vira qua, chdng t6i da dat duwoc
nhiéu tién bd va truyén cam hieng tich cuc. Tuy nhién, téi dang lo 1&ng vé tinh than giam sut ctia mot s6 bd
phan do mot s6 van dé bat ngd xuét hién. T6i can chuan bi dé giai quyét nhirng cau hdi khé trong cudc hop
sap tGi. Hay giap toi viét ra cac cau hdéi ma nhan vién c6 thé dat vé thu nhap, sw thay déi cach thikc Ianh
dao va tam nhin clia cong ty. Cac cau tra loi nén dwoc sang tao mot cach tw tin va mang tinh quyét dinh.
(gemini.google.com) 4

CA&c cau héi va cau tra 10 dwoc goi y da td ra hivu ich trong qué trinh chuén bi cla ban. Bay gi¢, ban mudn tap trung
vao viéc phat trién cach thé hién s déng cam khi dap lai nhirng cau hoi, dac biét la trong nhitng thoi di€ém day bién
dong. Hay tiép tuc v&i cau Iénh sau:

* Cac cau hoi va cau tra 10 goi y nay da rat hiru ich trong qua trinh chuén bi. Bay gid, ti mudn tap trung vao
viéc xay dwng sw dong cam khi tra I&i nhirng cau hoi, dac biét la trong nhirng thoi di€ém day bién dong. Hay
str dung mot giong diéu tu tin va an i dé dwa ra cac cau tra 10, thé hién sw thau hiéu déi véi nhirng lo lang
cda nhan vién, khdng dinh cam két clia cong ty d6i vai loi ich chung cla tat ca. (gemini.google.com) 4

V@i y dinh st dung cac cau hoi nay dé khoi day tinh than clia nhan vién sau mét quy day thir thach. Ban quyét dinh ap
dung y twdng nay véi cong cu Gemini trong Google Docs. Ban tao ra mot van ban méi va chon "Help me write". Sau
do, ban nhap:

*/ Gilp t6i viét ra hai doan van day tinh déng vién cho nhan vién vira trdi qua mot quy day thr thach. Thira
nhan [nhitng kho khan] va nhdn manh [nhirng diém tich cuwc] cho quy sdp t&i. St dung giong diéu thic day,
lac quan, nudi dwdng tinh than doan két va hgp tac. (Gemini trong (rng dung Docs) a

Trwong hop st dung: T6i wu héa phan hoi trong moi lic moi novi

K& hoach ctia ban dot ngot thay doi khi ban phai ti€p nhan mét nhiém vu khan cap. Ban khong thé tham dw cubc hop va
chi can ddm bao nhém c6 cau tra I&i cho vai van dé quan trong. Ban m& Gmail va khéi dong Gemini trong (rng dung
Gmail. Ban gb:

? Soan email cho [ngu®i dan du an] thdng bao rang téi s& khong tham gia cudc hop vi mot van dé khan céap.
Yéu cau ho lwu y chi tiét va dam bao nhém dwa ra quyét dinh vé [chd dé chinh], déng thoi giao viéc viét bao
cdao chi tiét cho [d6ng nghiép]

(Gemini trong (rng dung Gmail) ™4
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Trwéng bo phan Marketing
Trwong hop sir dung: Lén y twédng va xay dwng tw duy lanh dao

Ban vira két thic cudc hop véi ddi ngli lanh dao truyén thong xa hoi clia ban. Ban da ghi chu rat nhiéu thong tin trong
mot tai liéu Google vé nhitng diém phu hop véi khan gia, chd dé dang hot, di liéu vé khan gia muc tiéu va cac tir
khéa hiéu qua trong viéc tao sy twong tac vai thwong hiéu. Ban mudn sir dung nhitng hiéu biét nay va 1én y twdng
cho céc bai viét Ianh dao tw duy. Hay yéu cau Gemini trong (rng dung Docs hién tai ciia minh bang cach chon "Help
me write". Ban go:

*/ Hay tao danh séach 4 y twéng bai viét blog vé lanh dao tw duy co lién quan va hdp dan cho [cong ty] dua
trén cac chu dé thinh hanh, phan tich déi twong muc tiéu va tir khéa thuong hiéu.
(Gemini trong (*ng dung Docs) [

Trong cling cudc trd chuyén, dodi ngll da thao luan vé viéc ra mat mot chién dich thuwong hiéu méi. Ban biét rang
khach hang coi trong dich vu dang tin cay va doc dao, cong ty clia ban coé lich sir lau dai trong viéc cung cap san
pham/ dich vu cho khach hang. Ban can tro gilp dé bat dau véi cac y twdng vé dong chién dich méi. Ban mé mot
Google Docs mé&i va chon "Help me write". Ban go:

+ Hay tao 3 tiy chon cho mét khdu hiéu slogan m&i nham nha&n manh uy tin, sang tao va kinh nghiém lau
nam cula [cong ty]. (Gemini trong rng dung Docs) a

Nhitng cau slogan sé& cé ich s& gilp ban bt dau qué trinh sang tao. Ban c6 cac su kién s3p t¢i ma co thé la noi ly
twdng dé thir nghiém céac yéu t6é ctia mot chién dich méi. Ban muén tao y twdng cho dé hoa gian hang cho doéi ngli sw
kién clia minh. Ban mé& mot bai thuyét trinh méi trong Google Slides va chon "Create image with Gemini". G6:

@ Tao hinh &nh gian hang trién 1am thwong mai bang cach str dung mau cam va xanh lam. Gian hang phai
hién dai va trirng bay cac diém may tinh twong tac (Gemini trong (rng dung Slides)

Trwdng hop str dung: Tién hanh phan tich kha nang canh tranh

Doi ngli cta ban dang xem xét mé& rong vao mot linh vire kinh doanh méi. Bay la mét linh viee hoan toan xa la, ban
mudn nhanh chéng hiéu duoc y nghia cla viéc nay déi véi doanh nghiép. Ban quyét dinh tién hanh nghién ctru. Ban
truy cap vao gemini.google.com, va ban gé cau Iénh:

Toi la mdt CMO thuc hién phan tich canh tranh. Céng ty cla t6i dang xem xét mé& réng sang [mdt nganh
kinh doanh mé&i]. Hay tao danh sach 5 déi thd canh tranh hang dau trong [nganh] va bao gbm gia ca, diém
manh, diém yéu, va khach hang muc tiéu cta ho. (gemini.google.com) 4

Sau khi di sdu hon vao nghién ciru, ban quyét dinh tao ra mét chién lwgc 5 ndm gia dinh dé xem diéu nay cé thé
tréng nhw thé nao déi véi cong ty. Hay gb dong lénh:

* T6i sé& c6 gang thuyét phuc CEO cla minh rang ching ta nén mé réng sang [dong kinh doanh]. Hay soan
thao mot chién lwgc canh tranh ngdn gon cho 5 ndm té&i cho [nganh hoat déng] trén céac thi tredng Béc
My v&i muc tiéu, chién lwgc, va chién thuat. (gemini.google.com) +
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Giam doc Cong nghé:

Trwong hop st dung: Tém tat cac xu hwéng cdng nghé méi néi

La mot Gidam déc Cong nghé (CTO), ban can cap nhét cac xu huéng cong nghé mai ndi vi Iinh vire nay dang thay doi

rdt nhanh. Ban truy cap gemini.google.com va nhap:

* T6i la Giam doc Cong nghé (CTO) cla [cong ty] trong [nganh]. T6i muén tim hi€u vé cac xu hwédng cong
ngh& mai néi. Vui long tom tat 5 cdng nghé maéi ndi hang dau co tac dong tiém ndng quan trong nhat dén
[nganh]. Bai véi mbi cdng nghé, hay liét ké cac loi ich va thach thire titm ndng clia nod, ddng thoi dé xuat
cach thirc no6 co thé tac dong dén [cong ty] trong 2 dén 3 nam tGi. 4

Ban tom tat dwoc cung cép la diém khdi dau hitu ich cho nghién ciru ban dau cia ban. Ban muén dao sau hon vao
cac cha dé cu thé, vi vay ban tiép tuc cudc hdi thoai béng cach nhap:

* Pé xuét ba Iinh virc ma [t6 chirc cla t6i] c6 thé chl dong thwc hién cac bwéce dé di trwdec dén dau trong
[cac [inh virc cu thé]. 4

Giam doc Piéu hanh Thong tin
Trwong hop str dung: Phat trién truyén thong ky thuat

Nhém cla ban vira cung cép mot béo céo ky thuat dai vé tinh trang bao mat va cac 16 héng chinh. Ban can giai quyét
vén dé nay ngay lap tirc v&i Giam déc didu hanh (CEO), nhwng ban biét riing mét bao cao nhidu trang sé& qua kho dé
doc hét trong thoi gian nay. Ban mé& Google Docs v&i bdo cdo day du va kich hoat Gemini trong Docs bdng cach
chon "Help me write.". Ban go:

*/ Tom tét cac van dé chinh va y nghia ciia bao céo nay déi voi [ngudi doc]. Tap trung vao cac [van dé bao
mat] chinh dwoc xac dinh va cac hanh dong dwoc dé xuat dé giai quyét ching. Sr dung giong diéu trang
trong. (Gemini trong (rng dung Docs) a

Ban tom tat hiru ich va cung cdp mirc do chi tiét phi hgp cho Giam déc digu hanh ciia ban. Ban chinh stra nhe va dat

né & dau bao cao dudi dang tom tat cho ban giam ddc. Bay gidr, ban can gtti email cho Giam ddc digu hanh dé 1én

lich hop th&o luan. Ban mé& Gmail va kich hoat Gemini cho Gmail béng cach chon "Help me write". Ban gd:

*/ Soan mot email cho Giam doc diéu hanh clia toi yéu cau hop 30 phit vao tuan téi dé thao luan vé [thay
d6i CNTT] sép t6i cia ching toi. Bao gdm cac can nhac vé kha nang mé rong, bao mat va quan ly di
liéu. (Gemini trong trng dung Gmail) v

Trwong hop sir dung: Theo doi tai san bdé phan CNTT

Cong ty can mét cach nhanh chdéng dé theo ddi quyén truy cap phan mém cho nhan vién méi. Ban can mét bang tinh,
vi vy ban mé& Google Sheets va chon "Help me organize". Sau d6, ban nhap:

Tao cong cu theo d&i gidy phép phan mém cho nhan vién, bao gém cac cot cho loai gidy phép, quyén st
dung va ngay gia han. (Gemini trong rng dung Sheets) E
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Giam doc Nhan sw
Trwong hop str dung: Thé hién sw danh gia cao vé&i nhan vién

Ban mu6n thiét 1ap mét chwong trinh méi dé gitp moi ngudi cdm thdy hoa nhap, danh gia cao va duwoc ghi nhan véi
quy md toan coéng ty . Nhwng v&i cwong vi la mot doanh nghiép 1&n, ban mudn céach ti€p can ctia minh phai that chu
dao. Ban mudn lén y twéng, vi vy hdy mé& mot Google Docs méi va kich hoat Gemini trong Docs. Ban g6:

*/ Lén 10 y twdng tri &n nhan vién dua trén van héa cong ty [loai hinh] va s& thich da dang clia nhan vién
nhw ndu an, lam vwon, thé thao, doc sach va du lich. (Gemini trong trng dung Docs) a

Gemini trong trng dung Docs da kich thich kh& nang sang tao va gio day ban da c6 y twéng cho cac cau lac bo va sy
kién theo s& thich cia nhan vién. Ban cing mudn dam bao ddi ngii Ianh dao sé thwdng xuyén khuyén khich cap quan
ly cong nhan tai ndng moi thanh vién trong nhém, vi vay ban tao mau email ma ho c6 thé str dung lam ngudn cam
hirng. Ban d&t Iénh Gemini trong Docs bang cach chon "Help me write" va go:

4, Soan mét mau email cdm on [nhan vién] vi nhirtng nd lwc chadm chi va [thanh tich gan day] cda ho. Cung
cép cho ho mot dic quyén bd sung cho su cdng hién ctia ho, chdng han nhu thé qua ting ca phé. St
dung giong diéu lac quan va chuyén nghiép. (Gemini trong (rng dung Docs) a

Trwong hop str dung: Panh gia mirc dd hai long cia nhan vién

Lo l&ng réng nhan vién clia ban gan day dang bi qua tai cong viéc. Trwdc cudc goi voi béo cao tric tiép vai cép dudi,
ban mudn tao ra mot cudc khao sat an danh cho phép moi nguei cdi mé va trung thwe danh gia cdm nhan cla ho. Bé
soan cau héi, ban m& mot Google Docs m&i va dit lénh Gemini trong (rng dung Docs béng cach chon

"Help me write". Ban go:

*/ Soan mot cudc khao sat an danh vé mdrc do hai Iong clia nhan vién véi cac cau hoi va tlly chon tra 10 lién
quan dén cac linh vire chinh nhw khéi lwgng céng viéc, can bang gitra céng viéc va cudc séng, lvong
thudng va co hoi phat trién nghé nghiép. Dam bao cac cau hdi rd rang, ngan gon va tranh goi y dap an.
(Gemini trong rng dung Docs) a

Ban da nhan dwgc phan hdi tir 15 1anh dao cép cao va ban da tap hop tat ca cac két qua &n danh trong mot Google
Docs. Ban muén tao mdt ban tém tat dé st dung trong cudc goi tiép theo. Ban dat 1&énh Gemini trong Docs béng cach
chon "Help me write". Ban go:

*/ Toém tét két qua phan hdi ciia nhan vién dé xac dinh cac chi dé chinh. (Gemini trong (bng dung Docs) E

Ngw&i sang lap hoac doanh nhan

Trwong hop str dung: Phat trién phan tich canh tranh

La ngudi sang lap mot cong ty khéi nghiép va doanh nghiép tryc tuyén cla ban dang thu hat dwgc sy chd y. Ban

lubn mo wéc mé mot clra hang truyén théng va gio day co thé la thoi diém hoan hao dé lam diéu d6. Ban mubn co

mot nguwdi cd cling suy nght dé gitp ban hiéu ré hon vé bdi canh hién tai. Ban truy cap gemini.google.com va gé:

* Toi l1a ngwdi sang 1ap mot cong ty khdi nghiép. Tdi dang can nhéc viec mé mot clra hang truyén théng.
Tién hanh phan tich vao bdi canh canh tranh tap trung vao [linh virc trong tdm]. Cung cdp diém manh va
diém yéu cha [doi thd canh tranh chinh] trong Iinh vrc nay, bao gdm céc chién lwgc, chién thuat va két
qua cu thé cua ho.
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Xac dinh nhirng hi€u biét chuyén mon va dé xuat hiru ich vé cach [cong ty cla t6i] co thé cai thién cach
ti€p can clia minh va dat dwoc lgi thé canh tranh(gemini.google.com) ¢

Ban da thu thap dwoc thong tin hiru ich tir cudc thao luan véi Gemini trén gemini.google.com. Ban muén dao sau hon
vao qua trinh brainstorming ctia minh xung quanh hai ddi thii canh tranh cu thé. Ban gé:

* Thuc hién phan tich canh tranh gitka [cong ty ban] v&i [d6i tht canh tranh] trong b6i canh thi trwdng hién
tai. (gemini.google.com) 4

Ban xuét két qua phan tich sang mot Google Docs méi.

Trwong hop sir dung: Thuwce hién gay quy va quan hé nha dau tw

Ban da sén sang tiép can cac nha dau tw tiém nang dé bién clra hang truyén théng cla minh thanh hién thuc.
Ban muén duwoc tro gitp bat dau viét email cho cac nha dau tw, vi vay trong cung Google Docs chira tat ca ghi
chd va nghién ctru ciia minh, ban dat 1énh Gemini trong Docs bang cach chon "Help me write". Ban go:

*/ Soan mot mau email ca nhan hoa cho cac nha dau tw tiém nang, néu bat dé xuét gia tri doc dao cua

[cdng ty] va nhitng tién bd gan day vé [cac sang kién]. Yéu cau sdp x&p mot cudc hop dé thao luan

Vé cac co hdi hgp tac trong thang téi. (Gemini trong (rng dung Docs) a
Mau email cung cdp cho ban mot diém khédi dau. Ban chinh stra ban nhap va tiép tuc thém mét vai diém nhén ca
nhan truwéc khi glri email cho cac nha dau tu tiém nang. Sau cudc hop thanh cong véi ho mot thang sau, ban
muén soan mot tin nhan cdm on. Ban m& Google Docs v&i ban ghi va ghi chi cudc hop. Ban dat I&énh Gemini
trong rng dung Docs gilp ban viét nhap email. Ban go6:

*/ Soan email cdm on nha dau tw tiém ndng vi cudc goi va yéu cau sap xép mot cudc hop tiép theo dé giai
quyét cac [cau hdi va mo6i quan ngai]. (Gemini trong (rng dung Docs) a

Trwéong hop str dung: Quan ly chinh sach va theo doi thei gian nghi
Ban c6 mot cudn s6 tay dai liét ké chi tiét tat ca cac chinh sach va quy trinh ctia cong ty. Ban muén tom tét chinh
sach yéu cau nghi phép dé ngudi méi dé hiu. Hay mé& Google Docs v&i s6 tay clia minh, dit 1énh cho Gemini

trong Docs bang cach chon "Help me write". Ban go:

*/ Tao danh séch kiém tra tirng bwédc tom tét chinh sach yéu cau nghi phép cla cong ty. Hay dam bao no
dwoc viét bing ngdn ngr don gian va d& hiéu cho nhan vién. (Gemini trong &ng dung Docs) B

Ban can mot cach nhanh chéng dé theo d&i nhan vién mdi tuan vi nhiéu nhan vién ctia ban lam viéc theo ca.
Ban m& Google Sheets va nhap vao "Help me organize". Ban go:

Tao bang theo d&i nhan vién theo tuan. Tao cac cot cho ngay, tén, ca (sang hoac chiéu) va ghi cha..
(Gemini trong (rng dung Sheets) E
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Quan ly nhan sw

La mot Quan ly nhan sy, ban chinh la xwong séng cla
ca t6 chirc va ban xtr ly khéi lwgng I&n thong tin mat va
nhay cam. Ban dinh hinh van héa cong ty, tim ki€m,
nudi dwdng nhan tai, dong thoi dam bao tradi nghiém
tich cuc cho nhan vién. B6 khéng phai la mot nhiém vu
dé& dang. Phan nay cung cép cho ban nhitng cach don
gian dé tich hop cac cau lénh trong tac vu hang ngay.

Hoc cach viét cac cau lénh hiéu qua sé gilp cai thién
nang suét cla ban va don gian hdéa cac tac vu hang
ngay, giip ban c6 thém thoi gian dé tap trung vao cac
nhiém vu cdp bach nhat. Kh&i dong tuyén dung, nudi
duéng van hoa, hd trg hda nhap va hon thé nira - tat ca
déu str dung (Gemini trong Google Workspace). D6i v&i
cac trvong hop sir dung cla Gidm doéc Nhan sw
(CHRO), hay truy cap phan Giam dbéc diéu hanh va
doanh nhan cutia quyén sd tay nay.

Bat dau
Pé tan dung t6i da strc manh ctia (Gemini trong Google Workspace), hdy bt dau béng viéc ndm vitng nhitng diéu co
ban. Ban hay xem lai cAc meo viét cau I1&nh chung & trang 2 va phan Viét [énh hiéu qua & dau tai liéu huwéng dan.

Mbi cau lénh dwéi day déu di kém vGi mot tinh hudng minh hoa cu thé cho cach sir dung (Gemini trong Google
Workspace). Vi du vé viéc viéc Iap lai chi ti€t cau Iénh minh hoa cach ban cé thé ti€p tuc viét cau lénh nhw thé nao dé
xay dwng dwa trén phan hoéi dugc tao ban dau. Ching t6i cling cung cap vi du st dung Gemini thyc té cho cac vi tri
nhan sy khac nhau. Ngoai ra, ban cling c6 thé diéu chinh tlrng cau Iénh dé hoan thanh cac tac vu chung va tinh chinh
két qua duoc tao ra.

Vi du vé cau Iénh lap lai

Ban la quan ly nhan sy dang xay dwng kich ban thuyét trinh cho cudc hop nhan vién. Ban cé mot Google Docs
chtra day ghi chu, ddu dau dong va cac chii dé ban muén dé cap. Ban bat dau bang cach mé Google Docs va
str dung cac goi y sau cho Gemini trong trng dung Docs.

y T6i la quan Iy nhan sw va dang phat trién kich ban cho bai thuyét trinh ctia minh danh cho nhan vién méi.
To6i can tao kich ban cho bai thuyét trinh dinh hwéng gidi thiéu vé cam két clia cong ty chiing t6i doi v&i sw
phat trién va phuc lgi ctia nhan vién. Gilp t6i soan thao cac diém thao luan cho thay tai sao chwong trinh
c0 van va phat trién nhan vién la gia tri c6t 16i clia cong ty chiing toi. (Gemini trong (rng dung Docs) E

¢ Nhan vat dong vai (Persona) ¢ Nhiém vu (Task) e BOi canh (Context) ¢ DBinh dang (Format)
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a Gemini trong
rng dung Docs ¥ Help me write b4
| am an HR manager, and | am developing a script for my presentation for new hires. |
need to create the script for an onboarding presentation about our company’s
commitment to employee development and well-being. Help me draft talking points
that showcase why employee mentorship and development are core values for our

company!)
¥ |am an HR manager, and | am developing a script for my presentation for new hire: *
* |ntroduction:

o Warm welcome to new hires
o QOverview of presentation
» Company Overview:
= Brief history and background of the company
o Mission, vision, and values
« Employee Development and Well-being:
o Imporance of employee development and well-being
o Company's commitment to creating a supportive and nurturing work

environment
o How employee development and well-being contribute to overall

organizational success
« Mentorship Program:
o Overview of the company’s mentorship program
o Benefits of having a mentor and being a mentor
o How to effectively utilize the mentorship program
= Success slories of mentorship experiences
+ Training and Development Opportunities:
o Range of training and development opportunities available
o Tuitinn raimbursameant and neofessional develonmeant sinnart

Rate this suggestion: [ﬁ @

This is a creative writing aid, and is not intended to be factual. Learm more

Néu ban da hai long véi nhirng gi Gemini trong Docs tao ra, hay chon Insert (Chén). Bay gi¢, ban muén thém
cac diém thao luan duoc chi tiét hon. Trong Google Docs, ban danh dau cac ghi chi lién quan dén chuong
trinh dao tao va ching chi lién quan cuing v&i co hdi nhan tw van ca nhan. Ban go:

*/ Thém 4 diém tha&o luan cho mdt phan mai cda kich ban thuyét trinh giai thich cach ching t6i ho tror
swr phat trién chia nhan vién. Bao gom cac chwong trinh dao tao va chirng nhan clia ching toi,
cling nhw co h6i nhan duoc sw cd van dén tlr chlng t6i. (Gemini trong (rng dung Docs) a
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Gemini  trong
trng dung Docs

¥ Refine selected text: Add four talking points for a new section of the presentation s =

&t Tone L

D Summarize » Mentorship Opportunities:

= Bulletize o Pair experienced employees with new hires for on-the-job guidance
- © Foster a culture of mentorship and knowledge sharing

t Elaborate o Provide structured mentorship programs

v sh o Regularly evaluate and improve the effectivenass of our development
~ Shorten programs

¥, Rephrase

Add four talking points for a new Rate this suggestion: [ GJ

section of the presentation script
that explains how we support our
employees’ development. Mention

our training and certification S = p
programs and mentarship = Refine ~ \ Replace

opportunities. 2

This is a creative writing aid, and is not intended to be factual. Learn maore

Ban chon Insert (Cheén). Bay gi¢, ban can y twéng vé cach két thlc trong bai thuyét trinh. Ban danh dau ghi
cha vé cac hanh vi mong doi ctia nhom trong Google Docs va dét Iénh Gemini trong Docs bang cach sau:

*/ Hay soan 1&i két thic bai thuyét trinh nhdn manh ky vong ctia doanh nghiép rdng moi ngudi déu déng
gop vao mdt mdi tredrng lam viéc tén trong 1an nhau va ludn c&i mé. St dung giong diéu chuyén nghiép.
(Gemini trong rng dung Docs) a

a Gemini trong
trng dung Docs

¥ Write a strong closing statement about our expectation that everyone contributes »

In conclusion, we firmly believe that a respectful and welcoming workplace is essential to our
success. We expect all employees to contribute to creating and maintaining such an
environment. Let us all embrace our responsibility to foster a culture of respect, inclusivity,
and collaboration, where every individual feels valued, heard, and supported. Together, we
can build a workplace that is not only productive but also fulfilling for everyone.

g N
| = Refine = | Insert

Két qua dwoc tao ra da gilp ban cé moét khéi dau thuan lgi cho tap Iénh clia minh. Hay thém mot vai chi tiét nira
va sau do ban da san sang tao ban nhap trong Google Slides di kém vai cac diém thao luan ctia minh
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Hwéng dan ra cau Iénh
Nha tuyén dung
Trwong hop str dung: Quan ly quy trinh tuyén dung

Céng ty dang phat trién va ban dang trién khai mét nd lwc tuyén dung Ién. Dau tién, ban mudn thao luan cung
(Gemini danh cho Workspace) dé xem céch céng ty c6 thé quan ly quy trinh tuyén dung tét hon. Ban mé&
Google Docs "Chién Iwgc Tuyén dung" ctia nhém, bao gém ghi chd vé chién lwgc va ngudn tuyén dung ngoai
email va mau tin nh&n dé ti€p can (rng vién tir LinkedIn va cac ngudn khac. Ban bét dau bang cach st dung
Gemini trong Docs bang cach chon "Help me write" va go:

4, ) i i
/ Tao danh sach cac chién lwgc ma nhan vién tuyén dung clia ching t6i c6 thé sir dung dé cai thién quy
trinh tuyén dung hién tai va xac dinh cac rng vién tiém nang. (Gemini trong rng dung Docs) a

Sau khi thanh cdng trong viéc tao mot dé xuét ngan gon cho 1anh dao vé cach nhém sé cai thién quy trinh tuyén
dung hién tai, bd phan sé& nhan dwoc huwédng dan cho mét vi tri tuyén dung khan cdp cho quan ly marketing noi
dung, c6 kinh nghiém tao ndi dung B2B va B2C, t6i thi€u 5 ndm kinh nghiém va c6 sén hd so cac bai viét mau.
Ban m& mot Google Docs méi va dat Iénh Gemini trong (r‘ng dung Docs nhu sau:

4, : . s .

/ Toi can 1 &ng vién m&i trong bd phan marketing. Viét moé t& céng viéc hap dan cho vi tri quan ly content
marketing. Néu bat cac trach nhiém chinh [thém ndi dung] va yéu cau bao gém tao ndi dung B2B va B2C,
t6i thi€u 5 n&m kinh nghiém va c6 sén portfolio ho&c céc bai viét mau. (Gemini trong trng dung Docs) a

Gemini trong rng dung Docs tao ra mé ta cong viéc. Sau khi xem xét va diéu chinh nhe, ban danh diu van ban
va dat lIénh:

<4, . L e .= L
/ Dé xuét cac cach dé cap nhat [m6 ta cong viéc] va cung cap dé xuat dé lam cho n6 hap dan hon dbi voi
[doi twong tng tuyén]. (Gemini trong trng dung) a

Trwong hop str dung: Quan ly quy trinh phéng van

Bay gitr, ban muén chuén bi cAc cau hdi cho phong van qua dién thoai. Mo ta céng viéc da dwoc phé duyét va
dang trwec tuyén. Ban quyét dinh chudn bi bang cach truy cap gemini.google.com. Ban gé:

+

T6i 1a nhan vién tuyén dung va dang chuén bi phong van (rng vién. Viét danh sach 20 cau hoi phong van
mé& cho [open role URL] ma t6i c6 thé st dung dé sang loc trng vién. (gemini.google.com) 4

Sau bu6i phéng véan, ban c6 mot Google Docs chira day ghi chd ttr mdi cudc trd chuyén véi ting vién. S dung
Google Docs nay, ban dat Iénh Gemini trong Docs. Ban gd:

4/ ToOm tat nhitng ghi chi phdng van va tao danh sach rat gon cac trng vién hang dau cho [vi tri].
(Gemini trong trng dung) a
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Trong cling mét Google Docs, bay gi&r ban mudn tém tat nhitng phat hién ctia minh cho tirng tng vién cho nguwoi
quan ly tuyén dung. Ban viét Ilénh cho Gemini trong tPng dung bang cach chon "Help me write" va go:

4, Tao mot email cho ngwdi quan ly tuyén dung kém theo ban tom tét vé [tng vién].
(Gemini trong rng dung) a

Trwdng hop st dung: Giao tiép v&i (bPng vién

Nhom da dwa ra quyét dinh tuyén dung. Ban mé& Google Docs véi ghi chi vé tlrng ting vién. Ban dat 1énh
Gemini trong Docs bang cach chon "Help me write". Ban gb:

*/ Toi dang viét email cho cac tng vién vira hoan thanh quy trinh phdng van. Tao mau thw mai cho [ing vién
dwoc chon] cho [vi tri] v&i yéu cau sap xép cudc goi dé thao luan vé phdc lgi, mirc lvong va ngay bat dau
lam viéc. (Gemini trong (rng dung) a

Bay gio, ban muén tao néi dung email ca nhan, dong cam dé glri dén cac trng vién khong nhan duoc I&i moi.
Ban d&t Iénh Gemini trong Docs bang cach chon "Help me write". Ban go:

*/ Toi dang viét email cho cac trng vién da hoan thanh quy trinh phéng van nhung khong dugc chon. Gilp toi
viét thu tlr chdi cho [rng vién] tai [vi tri]. St dung giong diéu déng cam.
(Gemini trong (ng dung Docs) B

Quan ly Nhan sw

Trwong hop str dung: Tuyén dung nhan vién

Ban la quan ly nhan sw. Nhan vién tuyén dung vira l1&p day hai vi tri tuyén dung clia cong ty. Bay gi®, ban chiu
trach nhiém dam bao cac (rng vién cé trai nghiém tuyén dung subn sé. Ban can trg gilp trong viéc cau tric théng
tin cho nhan vién mai, vi vay ban m& Google Sheets va dat Iénh Gemini trong Sheets bang cach chon "Help me
organize”. Ban go:

Tao bang phac thao lich trinh tuan dau tién cltia nhan vién méi, bao gom cac cudc hop chinh, budi
dao tao va gidi thiéu. Cung cap cot cho céc lién hé chinh va mirc do wu tién (thap, trung binh, cao)
cho mdi hoat ddng. (Gemini trong (rng dung Sheets) ﬁ

Gemini trong trng dung Sheets trd vé modt Google Sheets dwoc dinh dang ma ban bay gio cé thé dién vao véi cac
lién hé chinh, cudc hop va hoat dong. Binh dang c6 diéu kién giup ban dé dang sip xé&p nhiém vu theo mic do
wu tién v&i dau hiéu triee quan dwoc ma hdéa mau. Tiép theo, ban can tao ra cac cach dé nhom gan két. Ban mé
mot Google Docs m&i va dat Iénh Gemini trong Docs bang cach chon "Help me write". Ban go:

*/ Thiét k& hoat dong gan két nhém, chang han nhw trd tim kiém dd vat &n trong van phong, dé cac
thanh vién trong nhém cung nhau lam viéc trong cudéc hop nhém. (Gemini trong (’ng dung Docs)
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(Gemini trong r’ng dung Docs) cung cap cac ggi y gilip ban brainstorming vé tro tim kiém d6 vat &n. Ban diéu chinh dau
ra va dugc tredng nhom phé duyét. Bay gid, ban can lién lac véi nhan vién méi dé cung cdp cho ho théng tin vé ngay
dau tién gap g& nhém.

Ban mé& Gmail va d&t Ienh (Gemini trong ¢ng dung Docs) bang cach chon "Help me write". Ban gé:

< Soan email gtri dé€n nhan vién méi trong nhom [d6i] dé gap g& phan con lai clia nhom va giai thich muc dich xay
dwng nhém clia cudc hop. (Gemini trong (rng dung Gmail) Vg

Trwong hop st dung: Truyén dat cac phat hién chinh va soan thao khao sat theo doi

Bay gi®, sau khi hoan thanh viéc tuyén dung nhan vién mai, ban can tap trung dam bao di¥ liéu nghién ctru
mé&i nhét cla cong ty dwoc ban Ianh dao dé dang hiu. Ban cam két tao ra mdi trwdng chao don cho tat ca
nhan vién, noi ho co6 thé phat trién ky nang ctia minh.

Ban m& Google Docs v&i bao céao cudi cung. Ban dat Ilénh Gemini trong (rng dung bang cach chon "Help me
write". Ban g6 Iénh:

4+ Soan email gtri dén ban lanh dao cdp cao tom tat nhirng phat hién chinh tlr [bao céo] cda ching toi.
Bao gbm mot doan gigi thiéu ngén véi cac ddu dau dong vé nhitng phat hién quan trong nhét.
(Gemini trong rng dung Docs) a

Gemini trong Docs tra vé mot ban tém tat véi cac ddu dau dong. Ban chinh stra né va sau do str dung né dé
gtri email cho nhém lanh dao. La mét hanh déng tiép theo, ban mudn tim hi€u nhirng thay déi duoc thwc hién
doéi v&i chinh sach cong ty anh hudng dén trai nghiém cla nhan vién nhuv thé nao. Ban mé& Gemini trong
Docs dé bat dau soan thao khao sat. Ban chon "Help me write" va go:

*/ Soan mot khao sat an danh cho nhan vién véi cac cau hoéi va lwa chon cau tra Iovi dé theo doi tién do
clla cong ty vé [cac chl dé]. (Gemini trong (rng dung Docs) a
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Marketing

La mdt chuyén gia marketing, ban la déng Iwc sang tao
drng sau cac chién dich cudn hut, trai nghiém, mang lai
cho strc manh thuong hiéu, va tao ra khach hang tiém
nang. Ban hi€éu strc manh cla viéc chiét xuat dir liéu,
tao théng diép hap dan va két néi sau séc v&i khan gia.

Phan nay cung cap phuwong phap don gian dé tich hop
vao tac vu hang ngay, nang cao nang suét va don gian
héa cdng viéc. Hoc cach viét cau Iénh hiéu qua gilp tiét
kiém thoi gian cho cac nhiém vu chién lvgc. Kham pha
cach viét cau Iénh mé ra cdp do sang tao mai, tw dong
héa chiét xuat thdng tin va tao chién dich an twong
bang (Gemini trong Google Workspace). D& biét thém
vé trvong hop sl dung cho Gidam dbéc Marketing
(CMO), vui long truy cap phan Giam doéc diéu hanh va

doanh nhan.

Bat dau

Truéec tién, hdy xem lai cac meo viét cau Iénh chung & trang 2 va phan Gi¢i thiéu & dau tai liéu nay.

Mbi goi y dwdi day dugc trinh bay cling v&i mot tinh huéng cu thé, dong vai trd la ngudn cam hing cho céach
ban c6 thé hop tac véi (Gemini danh cho Workspace). Cac vi du nay minh hoa cach ban c6 thé phat trién cac
cau lénh dwa trén phan hoi ban dau. Chung t6i cling cung cap vi du vé cach céac vai tro marketing khac nhau cé
thé st dung (Gemini danh cho Workspace). Ban c6 thé diéu chinh tirng goi y dé hoan thanh céac tac vu hang
ngay va tinh chinh két qua duwoc tao ra.

Vi du vé cau Iénh lap lai

Ban la chu s& hiru doanh nghiép tw van va thuwong dwgc thué dé hoat dong nhur mot quan ly thwong hiéu cho
nhirng khach hang. Ban phuc vu cac doanh nghiép trong nhiéu nganh nghé khac nhau. Khach hang ctia ban
dang chuén bi ra mat mdt quan ca phé két hop trd choi dién tkr, va ban can kh&i déng qua trinh sang tao bang
cach phat trién mot ban sac thwong hiéu triec quan. Ban muén dwa ra y tudng va cung cép nhirng suy nghi ban
dau cho phan con lai ciia nhém. Ban quyét dinh tro chuyén vé&i Gemini tai gemini.google.com. Ban go:

* Hay tao ra cac y twdng v&i 1 logo sang tao & bat méat cho doanh nghiép méi clia toi, mot quan ca phé két
hop v@i tro choi dién tir. Tao logo theo nhitng diém sau:
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Khai niém kép: Logo can thé hién rd rang ca khia canh ca phé va tro choi dién tlr cia doanh nghiép
ma khong bi qua 1on xon.

Péi twong muc tiéu: Hap dan cho nhiéu déi twong game tha (nghiép dw va dam mé), ciing nhw
nhirng nguoi yéu thich ca phé tim kiém mot dia diém tu tap doc dao.

Lwa chon phong céach: Téi thich nhitng céach ti€p can nay - hay l1dy mot vai vi du trong mdi trong ba
phong cach nay dé so sanh: Hién dai va tinh nghich: Mau sic dam, dd hoa vui nhon, co6 thé Ia phong
cach nghé thuat pixel. Retro-Cool: Hay nghi dén phong cach arcade cd dién - chi*r dam nét, mau

neon. Sang trong va t6i gian: Buwong nét gon gang, hinh dang hinh hoc, sw tinh té€ cho ca 2 yéu t6.
(gemini.google.com) 4

Nhan vat déng vai (Persona) ¢ Nhiém vu (Task) e BOi canh (Context) ¢ Dinh dang (Format)

* gemini.google.com

4 Modern and Playful Retro-Cod Sleok and Minimalist

e S

—

Gia du, ban thich céac tlly chon retro-cool. Ban ti€p tuc cudc tro chuyén va go:

* T6i thich cac tuy chon retro-cool. Ban c6 thé cung cdp thém ba tlly chon khac
theo phong cach twong tw d6 khdng? (gemini.google.com) 4

* gemini.google.com

PLAY = PERE
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Bay gi& ban da co y twdng vé logo cé thé trong nhuw thé nao, ban muén brainstorm tén thwong hiéu.
Ban go:

* Viét mot khau hiéu va 10 tén tiém néng cho doanh nghiép di kém véi cac logo nay.

(gemini.google.com) 4

and 10 p

your coffee shop and video game cafe:

Tagline: Brew. Battle. eat,
Potential Names:

. The Pixel Press (Implic
2. Java Joystick (Dir
3. B-Bit Beans (Retro gaming mee
4. Caffeinated Kombat (Playful fi
5. Game Grind(Like in th
6. The Glitch Cafe (4 ¢
. Power-Up Perk-Up (D
8. Retro Roast (Highlights vinta
9. Controller & Cup (Simple
0. Warp Zone Coffee (

ow if you'd like more options!

Hwéng dan ra cau Iénh
Quan ly Thwong hiéu
Trwong hop st dung: Tién hanh nghién ctru thi trirdng va xac dinh xu hwéng

BGi canh trong nganh dang thay d6i nhanh chéng va ban can tién hanh nghién ctru thi treong dé xac dinh va
hi€u rd hon cac xu huwdng maéi néi. Ban truy cap gemini.google.com va gd:

§ T6i can nghién ctru thi trirong vé nganh [nganh] dé xac dinh cac xu huwéng méi. Str dung [URL] dé kham

pha nhirng xu huwdng maéi néi va thay doéi s& thich clia nguoi tiéu dung. (gemini.google.cor$)

Sau khi hoan thanh nghién ctru, ban va nhém da cap nhat chién dich thwong hiéu ctia minh dé bao gém céac
théng diép md&i ma ban muén kiém tra A/B. Ban quyét dinh tao nhiéu bién thé khac nhau clia ban sao quang
cao. Ban truy cap gemini.google.com va gé:

* T6i can kiém tra A/B cac thong diép md&i. Day la thong diép cta ching t6i: [thong diép]. Tao ba bién thé
khac nhau clia ban sao quang cao. (gemini.google.com) 4
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Trwong hop sir dung: Tao, quan ly néi dung va phan phéi

M6t cong ty khach hang dang co6 sw thay d6i nhirng vi tri Ianh dao cdp cao. Ban can tao ndi dung nham dinh
hinh cau chuyén thuong hiéu cia cong ty do khi bwde vao ky nguyén ké tiép. Ban mé Google Docs dé bat dau
ban nhap blog. Ban ra Iénh Gemini trong Docs bang cach chon "Help me write". Ban g6:

y Hay tao mot ban nhap bai blog théng béo rang [Tén] sé gia nhap [cdng ty] v&i tw cach la [vi tri]. [Chia sé 2
hodc 3 théng tin chi tiét vé tiéu st clia ho, chang han nhu: tén cong ty, vi tri lam viéc truedc day, kinh
nghiém chuyén mén,...] (Gemini trong trng dung Docs) a

Ban cling mudn c6 mot cach dé theo ddi hiéu qua cach va noi ndi dung nay dwoc khuéch dai, vi vay ban mé
Google Sheets. Ban dat lénh Gemini trong Sheets bang cach chon "Help me organize”. Ban gé:

Tao codng cu theo ddi dy an dé khuéch dai ndi dung va bao gbm céc cdt cho kénh, chil s& hiru, URL va
murc do wu tién (thap, trung binh, cao). (Gemini trong rng dung Sheets) E

Quan ly Digital Marketing
Trwdng hop str dung: Lén ké hoach truyén thong thu hiat khach hang

Email 1a mét trong nhirng kénh truyén thong chinh cta cong ty nham ti€p can truc ti€p dén khach hang tiém
nang va khach hang hién tai. N&éu can hé tro xay dwng ndi dung cho mdt chién dich email méi. Ban m& Google
Docs, dat I&énh cho Gemini bang viéc chon “Help me write” va nhap:

*/ Viét ba dong tiéu dé email khac nhau tham chi€u dén [phan khic doi tweng] va [san pham] cla chiing toi.
N6i dung phai hdp dan nhung van chuyén nghiép. (Gemini trong (rng dung Docs) a

Bay gi& ban mudn chia sé cac dong tiéu dé email duoc dé xuat véi nhém copywriting. Ban m& Gmail va chon
"Help me write". Ban go:

*/ Giup t6i viét email dé xuét [dong tiéu dé email dwoc dé xuét] cho nhom copywriting. Gilr email ngan gon,
don gian va yéu cau phan hoéi vao cubi tuan. Cam on ho vi su gilp do.
(Gemini trong trng dung Gmail) v

Trwong hop str dung: Tao chién dich marketing néi dung

Nhém clia ban vira hoan thanh mot quyén Ebook m&i nham hwéng dan cac quan ly cap cao st dung gidi phap
m@i clia cong ty. Ban dang xay dwng mot trang landing page dé lwu trir tai liéu nay va can ndi dung nay that sw
h&p dan. Hay m& Google Docs va chon "Help me write". Sau do, nhap cau Iénh sau:

*/ Tao ban sao hap dan cho trang dich quang béa [ebook / hdi thao trén web / dung thir mién phi va chi tiét]
dwoc thiét ké cho doi twong muc tiéu la cap quan ly. Néu bat cac lgi ich chinh va khuyén khich chuyén
doi v&i cac loi kéu goi hanh dong thuyét phuc. (Gemini trong (rng dung Docs) a
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Trang web da dwgc khéi chay va bay gio ban dang chay mét chién dich ti€p thi ndi dung. Ban can nudi duéng
nhitng khach hang tiém nang da tai xuéng ebook méi nhat cdia minh. Ban mé& mét Google Docs m&i va ra lIénh
Gemini trong tPng dung Docs bang cach chon "Help me write". Ban go:

*/ Tao ban sao cho chubi 5 email tw dong dé nudi dwdng khach hang tiém nang sau khi ho tai xuéng sach
dién t&r vé [cha dé]. Ca nhan héa email v6i [tén] va khuyén khich twong tac thém [véi cAc ngudn tai
nguyén hoac wu dai c6 gia tri khac]. (Gemini trong (rng dung Docs) a

Quan ly Content Marketing
Trwéong hop str dung: Tao cam hirng cho blog cua ban

Ban lam viéc cho m6t cong ty du lich v&i vi tri quan ly ti€p thi ndi dung cho kénh blog clia céng ty. Ban can khéi
ddng qua trinh brainstorming cho mdt bai ding blog ma&i. Ban quyét dinh thu thap y twéng bang cach hop tac
v&i Gemini tai gemini.google.com. Ban go:

* To6i can cac chu dé bai dang blog sé tha vi cho nhitng ngwoi dam mé du lich va nganh du lich. bay la
nhirng gi t6i mudn ban tap trung vao: Lam cho cac chd dé tr& nén doc dao. Coé rat nhiéu blog du lich
ngoai kia - hdy dwa ra nhirng géc nhin mé&i mé dé n6i bat. Gitr cho cac chi dé co lién quan.

Khai thac cac xu huéng hién tai hodc nhirng thach thirc/ cadi ti€n gan day trong nganh du lich khi
brainstorm.

To6i muén méi ch dé bao gom:
» DOi twong muc tiéu: Cha dé nay sé dac biét thu hat ai?

e BO6 cuc ndi dung: Mot vai dau dau dong véi cac y chinh ma bai dang trén blog sé thao luan.
o Loi kéu goi hanh dong: Bé xuat mot cach dé thu hiat ngudi doc & cudi bai dang.

(gemini.google.com) ¢

Ban yéu thich nhirng y twédng ban dau ma ban cé thé tao. Ban cling can tap trung vao viéc tao ra hinh anh sang
tao di kém v@&i ban sao trong blog. Ban m& mot Google Slides mé&i va dat Iénh Gemini trong (ng dung Slides
bang cach chon Create image with Gemini. Ban go:

@ Tao hinh &nh mot chi€c may bay bay trén nhitng dam may trén nui va sdéng trong lac binh minh ma téi c6
thé slr dung trong chién dich ti€p thi dé quang ba cong ty du lich ctia minh.
(Gemini trong trng dung Slides)
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Trwong hop str dung: Tao bai dang trén mang xa hoi

Ban tap trung tao ndi dung dwoc t6i wu héa cho cac kénh truyén théng xa hoi. Ban can thu thap y twdng cho
cac nodi dung khac nhau nhdm dén cac ddi twong khan gia riéng biét. Ban mé mot Google Docs mai va dit Iénh
Gemini trong Docs bang cach chon "Help me write". Ban go:

*/ Viét ba bai dang trén mang xa hodi hap dan vé [san pham/dich vu/cht dé] cé thé thu hat [d6i twong muc
tiéu]. Gitr mdi bai ding trén mang xa hoi trong hai cau va bao gdm I&i kéu goi hanh ddng dé truy cap
[trang web clia chdng t6i]. (Gemini trong (rng dung Docs) a

Ban ciing can tao cac bai ding trén mang xa hoi dé thic day dang ky cho sw kién sp téi nhdm dén nhirng
ngudi méi tét nghiép. Ban m& mot Google Docs méi va dat Iénh Gemini trong Docs bang cach chon "Help me
write". Ban g0:

*/ Viét bai dang mang xa hdi quang ba s kién [tén suw kién] sép t&i clia ching téi. St dung ngdn ngi thu
hat sw ch y va cac hashtag lién quan dén [doi twong muc tiéu]. (Gemini trong (rng dung Docs) a

Trwong hop str dung: Tao ké hoach marketing chién lwoc

Céng ty ban dang tung ra mét (rng dung ma&i. Ban can mot ké hoach marketing virng chac, nhwng ban muén c6
y twdng dé bat dau. Ban tro chuyén véi Gemini bang cach truy cap gemini.google.com. Ban gd:

* T6i dang phat trién mot ké hoach marketing cho mét (rng dung méi cung cép [chirc nang]. DG6i twgng muc
tiéu cha t6i la [d6i twong muc tiéu]. Gilp t6i tao mot ké hoach tap trung vao [kénh marketing]. Bay la
nhirng gi t6i muén ban dé cap: phan tich doi thdi canh tranh, suw két hop kénh marketing ly twéng véi ly do
chinh dang, dé xuat ngan séach, y twéng thong diép chinh va dé xuat méc thoi gian chién dich véi cac
KPI. (gemini.google.com) 4

Céc phan hoi tr cudc trd chuyén véi Al dang té ra hiru ich trong viéc dinh hinh ké hoach marketing. Khi ban
hoan thién tat ca, ban can cung cép céc chi ti€t cdp cao cho CMO ctia minh. Ban mé& Gmail va dat Iénh Gemini
cho Gmail bang cach chon "Help me write". Ban go:

*/ Soan email cho CMO théng béo rang t6i sé cung cidp mot ban tom tét mot trang v&i ké hoach marketing
chién lvoc cho dy an ra mét (rng dung méi vao [ngay] va sé bao gdbm tom tét ndi dung, téng quan vé boi
canh canh tranh, cac kénh marketing hang dau va déi twgng muc tiéu cho tat ca thi trwong Nam My.
(Gemini trong rng dung Gmail) v

31



YOUR
‘ SATISFACTION

OUR SDI INVESTMENT COMPANY LIMITED
8Dl | SUCCESS

Quan ly dw an

La nguwoi diéu hanh cac dw an phdec tap, luén bién
déi, nhiém vu cua ban la diéu huéng tién do, phoi
hop cac nhém va dam bao dy an cda ban mang lai
tAc dong mong mudn.

Phan nay gi¢i thiéu cho ban strc manh cltia (Gemini
trong Google Workspace) dé gilp ban hoc hoi nhirng
diéu co ban vé dat Iénh va t6i wu hda quy trinh quan
ly dw an ctia minh. Hay sin sang dé nhan ra hiéu
qua, hiéu biét sau séc va giai quyét van dé chi dong

s& gilp nang cao két qua dy an cla ban bang céach
str dung (Gemini danh cho Workspace).

Bat dau
Truwéec tién, hdy xem lai cAc meo viét cau lIénh chung & trang 2 va phan Gidi thiéu & dau tai liéu nay.

M0i goi y bén dudi dwoc trinh bay kém theo mot tinh hudng di kém dé dong vai trd 1a ngudn cdm hing cho
cach ban c6 thé hop tac véi (Gemini danh cho Workspace). Vi du cau Iénh I&p lai minh hoa céch ban cé
thé ti€p tuc viét cac cau Iénh dé xay dung dwa trén phan héi dwoc tao ban dau. Ban c6 thé ti€p tuc viét cac
cau Iénh dé xay duwng dwa trén phan hoi dwgc tao ban dau va ban cé thé diéu chinh tlrng cau Iénh dé hoan
thanh céc tac vu thong thudng va tinh chinh dau ra duoc tao.

Vi du vé cau Iénh lap lai

Nhém ciia ban vira hoan thanh biéu mau dang ky cho mét trang web méi va bay gi ban can tao mot s6 Bai
kiém tra sy chdp nhan dén tlr ngudi ding (UAT) (User Acceptance Tests - UATs). D& bat dau tao ra ban
nhap, ban truy cap gemini.google.com va nhap:

* Tao bang vai 10 Bai kiém tra User Acceptance Tests (UAT) cho biéu mau dang ky trang web
m@&i nhat. (gemini.google.com) +

« Nhan vat doéng vai (Persona) ¢ Nhiém vu (Task) « BGi canh (Context) * Dinh dang (Format)
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* gemini.google.com

| Test Case # | Description | Expected Result |
==

11| Suecess egistration with Valid Data | Use

mail in va

: | Duplicate Account Prevention | The
ready ir

| 5| Confirmation Message and/or Email | U

Ban thay rdng phan hoi dau ctia Gemini la mot khéi dau tét, vi vay ban xuét két qua sang Google Sheets truéc
khi soan thdo email cho déng nghiép dang chay UAT. Ban mudn gidi thich nhitng gi ho can phai lam. Ban ti€p
tuc cudc tro chuyén véi Gemini tai gemini.google.com. Ban go:

* Soan email cho [d6ng nghiép cua t6i] dang chay UAT va giai thich nhitng gi can lam ti€p theo.
(gemini.google.com)

* gemini.google.com

Subject: Next Steps for Website Registration Form UAT

2. Submit UAT Report:

Ban email dwoc soan thao cung cap mét diém khéi dau hivu ich, vi vay ban xuat két qua sang Gmail va chinh
stra truee ti€p trwée khi gri thdng tin cho dong nghiép cta minh.
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Hwéng dan ra cau Iénh
Quan ly dw an
Trwong hop sir dung: Bao cao veé tinh trang dw an

Ban vira c6 mot cudc goi dai vai tat ca cac bén lién quan dén duy an va bay gio ban muén tém tit nhitng gi da
duwoc thdo luan, theo ddi cac hanh dong duoc giao. Trong Google Docs c6 ndi dung cudc hop, ban dat Iénh
Gemini trong Docs bang cach chon "Help me write". Ban go:

*/ Tom tat ndi dung cudc goi nay trong modt doan van ngan. Liét ké cac muc hanh déng, quyét dinh duoc
dwa ra va nguoi chiu tradch nhiém cho tirng muc theo ndi dung [ban ghi cudc hop]
(Gemini trong trng dung Gmail) a

Ban can cap nhat cho quan ly ctia minh dwa trén hoat dong tir cudc goi cudi. Ban mudn tao mau cho cach cap
nhat tinh trang du an ctia minh. Ban m& mot Google Docs méi va dat Iénh (Gemini trong (rng dung Gmail) béng
cach chon "Help me write" Ban g06:

4, . . i . ,

/ Tao mau email cap nhat tinh trang dw an dé gri cho quan ly cta t6i. Bao gdbm cac phan tém tat nhirng
thanh tich chinh trong tuan nay, béat ky thach thirc nao gap phai va ba wu tién hang dau cho tuan toi.
(Gemini trong trng dung Gmail) a

Nhém vira dat dwoc cAc muc tiéu quan trong sém hon mot tuan. Day la mét dw an day thir thach, vi vay ban
muén tap hop moi ngudi dé &n mirng cung nhau. Ban m& Gmail va dat Iénh Gemini cho Gmail bang cach chon
"Help me write". Ban go:

y Viét Ioi moi an trira nhom dé an mirng tién do cta dw an va bao gbm [ngay, gio, dia di€ém]. Cam on ho vi
tat c& nhitng nd Iwc cha ho va thira nhan rang day 1a mét du an day thach thirc.dia diém]. Cam on ho vi
tat c& nhitng nd luc clia ho va thjwg nhan rang day 1a mot dy an day thach thic.

(Gemini trong trng dung Gmail)
Trwong hop sir dung: Tao ban nhin lai dw an

Ban vira hoan thanh du &n va nhom Ianh dao cép cao clia ban can mot ban nhin lai dy an. D& bét dau qua trinh
thu thap phan hoi tir toan bd nhém rong hon, ban mé& Google Docs va dat Iénh Gemini trong (rng dung Docs
bang cach chon "Help me write". Ban gb:

*/ To6i can viét bao cédo chi tiét vé thanh cong, that bai va bai hoc rit ra tir [dw &n]. Tao danh sach 20 cau héi
dé hwéng dan qua trinh diéu tra theo nhém. Bao gbm cac cau hoi dé kham pha nhirng gi hiéu qua, nhirng
gi khéng hiéu qua, sw c6 cu thé trong quy trinh, van dé k¥ thuat, 16 hdng giao tiép hoac bat ky yéu to tiém
an nao khac goép phan vao van dé hoac thanh cong clia du an.

(Gemini trong (ing dung Docs) B
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Cac cau hoi dugc cung cap bdi Gemini trong Docs cung cip cho ban mét diém kh&i dau tuyét voi. Ban chinh
slra chlng triéc khi chia sé Google Docs v&i nhom dé lay y kién cla ho. Sau khi thu thap phan hoi clia moi
ngwoi trong Google Docs, ban muén dwoc trg gilp vé viéc cau tric bao cdo. Ban dat Iénh Gemini trong Docs
bang cach chon "Help me write". Ban go:

*/ Tom tat tai liéu nay trong hai doan van. Bao gdm théng tin chi tiét vé muc tiéu cha duy an, nhirng nguoi
doéng gop chinh, két qua cda du an la gi va bat ky thanh céng hodc théat bai quan trong nao.
(Gemini trong rng dung Docs) a

Trwong hop str dung: Phat trién cong cu theo do6i van dé va cac thong tin lién quan

Ban can tao mot cong cu theo déi van dé dy an dé theo dai rdi ro va giai quyét ching kip thdi. Ban mudn tao
mau nhanh chéng, vi vay ban mé& mét Google Sheets méi va dit I1&nh “Gemini trong rng dung Sheets” bang
cach chon "Help me organize". Ban go:

Tao bang tinh dé€ theo ddi cac van dé cua du an, bao gbm mo ta, trang thai, ngudi s& hiru duoc giao va
cac muc hanh déng dé giai quyét. (Gemini trong trng dung Sheets) a

Truéc khi dy an bat dau hoan toan, ban mudn c6 sdn cac mau giao tiép duoc chuan hoéa. Vi du: ban mudn c6
mot email cé thé dwgc sir dung néu cd van dé phat sinh. Ban m& mét Google Docs mgi va dat Iénh Gemini

trong (rng dung Docs bang cach chon "Help me write". Ban go:

*/ Tao mau email dé théng bao khi c6 van dé phat sinh, bao gdbm nguyén nhan, giai phap va mac thoi gian
dé giai quyét. (Gemini trong (rng dung Docs) a

Ban thich mau ma Gemini trong Docs tao va ban muén tao thém mot mau email khac, hoi khac mét chit. Trong
cung mot Google Docs, ban dat Iénh Gemini trong Docs bang cach chon "Help me write". Ban g6:

*/ Tao mau email gtti cho bén lién quan dé leo thang van dé duw an quan trong, néu rd tac dong va giai phap
dé xuat. (Gemini trong trng dung Docs) a
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Nhan vién ban hang

Hi€u khach hang tir trong ra ngoai la tdm vé dan dén
suw thanh cdng. Ban chiu trach nhiém duy tri cac mai
guan hé quan trong, gidi ma tin hiéu mua hang, xay
dwng cac giai phap phu hop, thuwc hién cac cudc goi
dwa trén dir liéu, v.v.

(Gemini trong Google Workspace) cé thé gilip ban xac
dinh lai nang suat va tich cwc thic day két ndi voi
khach hang. Phan nay cung cép cac cau lénh thyc té
va cac trweong hop sir dung trong thé gidi thwc duoc
thiét ké riéng cho ban va nhém cda ban. Hoc cach viét

cau Iénh hiéu qua sé giup cai thién nang suat va don
gian héa nhiém vu hang ngay, cho ban nhiéu thoi gian
hon dé tap trung vao khach hang bang cach st dung
(Gemini danh cho Workspace).

Bat dau
Trwéec tién, hay xem lai cdc meo viét cau Iénh chung & trang 2 va phan Gigi thiéu & dau quyén S6 tay nay.

M0bi cau lénh bén dwéi dugce trinh bay kém theo mét tinh huéng di kém dé déng vai trd 1a ngudn cam hirng cho
cach ban cé thé hop tac voi (Gemini danh cho Workspace). Vi du cau lénh 13ap lai minh hoa cach ban cé thé tiép
tuc viét cac cau lénh dé xay dwng dwa trén phan hdi dwgc tao ban dau. Ching toi cling cung cap vi du vé cach
cac vai tro ban hang khac nhau co thé st dung (Gemini danh cho Workspace). Ban cé thé diéu chinh tirng cau
I&énh dé hoan thanh cac tac vu thong thudng va tinh chinh dau ra duoc tao.

Vi du vé cau Iénh lap lai

Ban la chuyén vién cham séc khach hang va vira duwoc giao cho méot khach hang mai. Ban can mot tro ly hd
tro. Ban sé& can phai lam quen vé&i cac lién lac quan trong véi khach hang dé bat dau xay dwng long tin. Trwdc
tién, ban muén gtri email gidi thiéu, vi vay ban m& Gmail va dat lénh Gemini cho Gmail bang cach chon "Help
me write". Ban go:

*/ Viét email cho [tén], [chrc vu] méi tai [cong ty]. Chic mirng ho V& vai trd mé@i clia ho. Gidi thiéu toi la
nguwoi lién hé véi ho tai [tén cong ty]. Moi ho di an triwa vao tuan t&i va kiém tra xem ho thich thé Hai hay
thr Ba. (Gemini trong (rng dung Gmail) vy

¢ Nhan vat dong vai (Persona) ¢ Nhiém vu (Task) * BGi canh (Context) ¢ Dinh dang (Format)
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M Gemini trong New Message - @ X
rng dung Gmail
Recipients
Subject
4  Write an email to [name], the new [title] at [company]. Co... *
Hi [name],

Congratulations an your new role as [title] at [company]!

I'm [your name], your contact point at [company name]. I'm looking
forward to working with you and helping you in any way | can.

I'd like to invite you to lunch next week to get to know each other better.
Would Monday or Tuesday be better for you?

Best regards,

[Your name]

' Recreate = Refine -

Phan nay cung cap cho ban mot diém khai dau hiru ich, nhwng ban mudn thir nhan dwoc phan hoi tét hon niva.
Ban nhéap vao Chinh stra > Trang trong hoa.

M Gemini trong
ng dung Gmail ¥ Write an email to [name), the new [title] at [company]. Congratula... b4
Hi [namae)],

Congratulations on your new role as [title] at [company]! I'm [your name], your
contact point at [company name). I'm excited to work with you and learn from

&) o your expertise.
malize

Elaborate I'd like to invite you to lunch next week to discuss our upcoming projects and get

Shaorten to know each other better. Please let me know if Monday or Tuesday works
better for you.

R

C Recreate | = Refine

Best regards,
[Your name]

Rate this suggestion: 7 o @

Thig is @ creative writing aid, and is not intended to be factual. Learn more

Gmail: [Tao ra cac dé xuat email tinh chinh]
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Ban hai long v&i email, nhdp vao “Insert”. Ban doc lai ndi dung mot Ian cubi, chinh stra nhe nhang va sau dé

guri di. Bay gir, ban muén tim hiéu thém vé khach hang va cach ho ty quang ba. BE nghién ctru, ban truy cap

gemini.google.com va nhap:

* Toi la Chuyén vién phu trach khach hang dang phu trach mot khach hang méi, [tén khach hang]. Toi can
nghién c&ru ban dau. Chién Iwgc thj trvong clia [khach hang] la gi? (gemini.google.com) 4

* gemini.google.com a 1 i name]. | need to

Show drafts

ch the mar

|-:::-_J'5I:C: mer name i. giving you the k

Key Areas to Investigate

1. Company Overview

eir "About Us"

ir recent annou

Social Media: Gauge the

2. Competitors

Direct Competitors: Identify their main rivals

8

Gemini cung cdp cho ban théng tin hitu ich dé bt dau nghién ctru. Ban quyét dinh di sdu hon vao nghién ctru
ctia minh bang cach trudc tién tap trung vao cac thdng bao tin tlrc. Ban thu thap méot danh sach URL va dan
ching vao cudc tro chuyén véi Gemini tai gemini.google.com. Ban go:

* [URL] Toém tét cAc bai viét nay. Cung cép nhitng hiéu biét sau sac chinh va d&t ching vao bdi canh tai
sao nhirng théng bao nay lai quan trong. (gemini.google.com)

Bay gio ban da c6 mét ban tém tat rd rang vé nhitng gi dwoc cdng bé, tai sao tin tlrc ndy quan trong va cac
théng tin chi tiét bd sung. Ti€p theo, ban mudn hi€u rd hon vé vi giam doc diéu hanh sé la ngudi lién hé chinh
clla ban. Ban tim thdy mét cuéc phéng van dwoc ghi lai c6 sy tham gia cla giam doc diéu hanh. Ban dan URL
YouTube vao cudc tro chuyén v&i Gemini tai gemini.google.com va nhéap:

* [URL] Tom tat cudc phéng van nay va cho tdi biét thém vé [tén giam déc diéu hanh)]. [Giam déc diéu
hanh] quan tam dén diéu gi? (gemini.google.com)

Bay gior ban d&a c6 mét ban tém tat phéng van ngén gon. Ban ti€p tuc cudc trd chuyén véi cac cau hdi bd sung
dé xay dwng sw quen thudc v&i nguoi lién hé chinh va khach hang. Ban yéu cau:

* Cho t0i biét [cong ty ban] c6 thé gilp [cong ty khach hang] dat duwgc muc tiéu clia ho nhw thé nao.
(gemini.google.com) 4
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Sau khi két thic cudc tro chuyén, ban xuat két qua clia minh sang Google Docs. Ban mé& Google Docs va dat
[énh Gemini trong rng dung Docs. Ban g6:

*/ Tao ban nhap email cho [khach hang] giai thich tai sao [cong ty ban] la d6i tAc hoan hao dé ho dat duoc
muc tiéu thj tredng. (Gemini trong rng dung Docs) a

Hwéng dan ra cau Iénh
Quan ly ban hang
Trwong hop str dung: Phat trién mdi quan hé véi khach hang

HOi nghi thuwong nién dang dén, nhiéu khach hang quan trong nhat clia ban sé cé mat & d6. Ban mudn dich
than moi ho dén mét budi tiéc ma ban dang to chirc. Ban cling mudn két néi véi mot vai khach hang tiém nang
dé ho co6 thé giao lwu v&i cac khach hang hién tai. Ban mé Gmail va dat 1énh Gemini cho Gmail bang cach chon
"Help me write". Ban go:

y Viét email moi nhirtng ngwdi quan tam dén [linh viee trong tam] dén budi tiéc vui vé clia ching téi dién ra
vao [ngay, gio] tai [sw kién trién 1dm thuwong mai]. Bao gdm théng tin réang ching téi chuyén vé [linh vuc
trong tam]. (Gemini trong (rng dung Gmail) I™v§

Sw kién da két thac, ban mudn két ndi véi cac khach hang da dén budi tiéc. Ban m@ Gmail va dat 1énh cho
Gemini trong (Png dung Gmail bang cach chon "Help me write". Ban go:

? Soan email cdm on khach hang da danh thi gian tham gia budi tiéc vui vé vao [ngay, gio, dia diém]. Két
thic bang 16 moi ti€p tuc cudc tro chuyén trong vai tuan téi. St dung giong diéu than thién.
(Gemini trong tPng dung Gmail) M4

Trong cac hoat déng khép lai sw kién, ban cting muén kiém tra v&i nhirtng khach hang da tham dy cac héi thao

demo thuc hanh. Ho da thlr nghiém mot vai san pham méi clia céng ty va phan hoéi ban dau clta ho rat quan

trong d6i v&i nhom. Ban m& mot Google Docs m@i va dat lénh Gemini trong Docs bang cach chon "Help me

write". Go:

y Tao 10 cau hoi ma toi co thé sir dung dé khao sat khach hang vé trai nghiém gan day cla ho véi [san
pham/dich vu] cia chiing t6i. Bao gbm cac cau hoi dé danh gia mirc d6 hiru ich cta [san phdm], nhirng gi
ho thich va nhirng gi ho cho la cé thé cai thién. (Gemini trong (rng dung Docs) a

Trwdng hop st dung: Ho tro ddi ngii ban hang

That khdng may, mot van dé khu vwrc da phat sinh véi cac dich vu clia céng ty. Ban can lién hé véi tat ca cac
truéng nhém ctia minh & khu viee Bong Nam dé cung cap hwéng dan ngay lap tirc vé cach chi déng tiép can
khach hang. Ban m& Gmail va dat lénh Gemini trong (rng dung Gmail bang cach chon "Help me write". Go:

<+ Soan email cho tat ca cac trwédng nhém ban hang khu viec Bong Nam. Théng bao cho ho vé [cac van deé].
Khuyén nghi ho giao ti€p v&i cac nhém ctia minh dé€ lién hé voi khach hang va cung cap mdrc gidm gia
20% cho don hang trong twong lai dé xin 16i. (Gemini trong (rng dung Docs) v§
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Bay gio, ban can g email cho tat ca cac thanh vién trong nhém khu vuc vi ho la nhirng nguwdi gan nhat véi
phan hoi clia khach hang. Ban m& Gmail va dat Iénh Gemini trong (rng dung Gmail bang cach chon "Help me
write". Ban g0:

y Soan email cho céc dai dién ban hang khu virc vé mot cudc hop khan cdp can dién ra vao tuan tGi vé [cac
van dé]. Yéu cau ho cung cép thoi gian ranh vao thir Hai ho&c thir Ba. (Gemini trong (rng dung Gmail) M4

Trwong hop sir dung: Huan luyén va dao tao doi ngii ban hang

Ban d& nghe thay tlr nhidu thanh vién trong nhém rang ho muén cé nhidu co hdi hoc héi hon. Vi vay, hay td
chirc mot chwong trinh hoc tap kéo dai nira ngay dé ho tro yéu cau nay. Ban can tao mét lich trinh, hdy m& mét
Google Docs méi va dat Iénh Gemini trong (rng dung Docs bang cach chon "Help me write". Ban gd:

y Tao lich trinh nlra ngay cho budi dao tao vé cong nghé mdéi nhat tir [sdn pham] cla chiing t6i danh cho
cac doi ngli ban hang. Bao géom thai gian cho nhom phat trién san pham trinh bay va bao gom thoi gian
an trua. (Gemini trong (rng dung Docs) a

Tiép theo cudc hop nhém, ban muén nhan manh tat ca cac co hoi hoc tap khac nhau danh cho ca nhém. Ban
can mot cach dé to chirc diéu nay, vi vy ban m& Google Sheets va dat Iénh Gemini trong t(rng dung Sheets
bang cach chon "Help me organize". Ban go:

Tao bang tinh theo ddi cac khoda hoc trwc tuyén danh cho nhan vién ban hang. Bao gém céac cot cho cha
dé chinh cua khoa hoc, gia, thoi gian va mirc do wu tién. (Gemini trong (rng dung Docs) E

Quan ly va cham séc khach hang
Trwong hop str dung: Xay dwng méi quan hé véi khach hang

Ban vira c6 mdt cudc goi tuyét voi véi khach hang va bay gi& ban muén str dung cac ghi cha ban da ghi lai ti
cudc hop trong Google Docs dé soan thdo email cho khach hang. Trong Google Docs v@i cac ghi chd clia ban,
ban d&t Iénh Gemini trong (rng dung Docs bang cach chon "Help me write". Ban go:

*/ Soan email theo doi dwgc ca nhan héa cho [khach hang] sau cudc tro chuyén ban dau. Tém tit cac diém
chinh ma chang t6i da thao luan va giai quyét bat ky cau hoi nao chuwa dwoc tra loi.
(Gemini trong rng dung Docs) a

Khach hang vira ap dung mot trong cac dich vu ctia céng ty va ban can dam bao rang ho cam thdy dwoc hé tror
trong qua trinh onboarding. Ban muén dam bao kiém tra xem moi thtr dang dién ra nhw thé nao mdi tuan mot
lan, nhwng ban mudn kham pha& xem cac email cé thé trong nhw thé nao. Ban mé& mot Google Docs méi va dat
lénh Gemini trong (rng dung Docs bang cach chon "Help me write". Ban go:

y Tao 4 mau email dé kiém tra v&i khach hang cla toi hang tuan ngay bay gi sau khi ho mua [dich vu] moi
cla ching tdi. St dung mot gia tri d& xuét (chi phi, dé sir dung, bao mat, tinh kha dung va kha nang tay
chinh) lam chi dé chinh cho mdi email va bao gém [yéu cau hanh ddng] trong mai tin nhan.

(Gemini trong &ng dung Docs) B
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Trwong hop str dung: Chuan bi cho cudc goi véi khach hang méi

Ban sdp c6 cudc goi véi khach hang tiém nang. Day 1a mét tinh hudng hoan toan mai va ban can khan cép
chuan bi cho cudc goi. Cac thong tin tim hiéu ban dau la rat quan trong, vi vay ban truy cap gemini.google.com
va go:

* Tao mot kich ban tuy chinh d€ t6i tuan theo trong cudc goi ban hang véi khach hang tiém nang. Cudc goi
sé dién ra qua video call va du kién kéo dai 30 phat. Hay chac chan thém nhirng diéu sau day vao kich
ban: Cach [chén cac san pham/giai phap cla cong ty] cé thé gilp gidi quyét cac van dé tiém an cua
khach hang, cach hé théng phan phdi cta [cong ty] dAm bado giao hang lién mach va kip thdi, bang gia
canh tranh va gidm gia theo khéi lvgng, khéng gian cho mét tham chiéu khach hang trong nganh [nganh]
cua khach hang. (gemini.google.com) +

Ngay sau khi da thwc hién tim hi€u théng tin, ban xuat cac két qua clia minh sang mot Google Docs m&i. Ban
m¢& Google Docs dé cd thé tiép tuc lam viéc. Bay gid, ban muén tao mét bai thuyét trinh dwoc thiét ké riéng. St
dung Google Docs v@i tat ca cac ghi chd nghién ctru clia ban, ban dat 1@nh Gemini trong Docs bang cach chon
"Help me write". Ban go:

4 Tao mdt doan gidi thiéu ngan gon cho [tén san pham] va bao gdm nhirng loi ich chinh, cac diém khac
biét canh tranh va cac diém khé khan ma [tén san pham] giai quyét.
(Gemini trong trng dung Docs) a

Ban c6 mot kh&i dau tuyét voi véi ban gidi thieu ngén gon ciing nhirng théng tin quan trong. Ban mudén st dung
didu nay dé dy doan thém vé dién bién ctia cudc goi v&i khach hang. Ban tiép tuc chuén bi cho cudc hop bang
cach quay lai gemini.google.com. Ban g6:

* Toi sép téi co cude goi véi khach hang tiém nang. [Truong hop st dung] 1a mdt truérng hop hoan toan
m@i d6i va toi can tror gitp dé chuan bi cho cudc goi. Liét ké nhirng cau hai tiéu cwc co thé xay ra nhat ma
[khach hang] c6 thé phan (rng trong cudc goi ban hang, véi cac dé xuét va cach tra loi ching. T6i lam
viéc trong [nganh], t6i dang c6 gang ban [san phdm]. Ngoai ra, hdy cung cép y twéng vé cach xir ly cac y
kién tiéu cuc va dé xuat cach dé giai quyét chiing. (gemini.google.com) <+

Quan ly Phat trién Kinh doanh
Trwong hop str dung: Xay dwng cac moi quan hé, ti€p can dwoc ca nhan héa va lanh
dao tw duy

Ban dang hy vong xay dung dugc mét méi quan hé sau sac hon véi nhitng khach hang tiém nang ma ban gap
tai si kién két ndi nhitng ngwdi cé thm anh hwdng trong nganh. Ban muén tao mdt mau ma ban cé thé tuy
chinh cho nhiéu lién hé. Ban m& moét Google Docs m@i va dat lénh Gemini trong (rng dung Docs bang cach
chon "Help me write". Ban g6:

*/ Soan thao mau email ti€p can v&i nhitng ngudi cd anh hwdng trong nganh. Bay to 1ong biét on vi ching
t6i da két ndi tai [sw kién] va dé xuét cac co hoi hop tac chang han nhu [co hdi].
(Gemini trong rng dung Docs) a
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Sau mét cudc goi thanh cong véi khach hang tiém nang, ban gtri ndi dung lanh dao tw duy tir nha sang lap cda
cong ty, diéu nay sé khién ho quan tam dén ban nhiéu hon. Hady mé& mot tai liéu Google Docs méi va sir dung
Gemini bang cach chon "Help me write". Sau d6, nhap Iénh:

+, i S
/ Tom tat ndi dung bai dang trén blog nay thanh cac dau dau dong va tao ba y twéng cho nhitng cau hoi
ti€p theo ma tdi cd thé hoi khach hang vé suy nghi clia ho. (Gemini trong (rng dung Docs) a

Trwong hop stir dung: Tao tai liéu onboarding khach hang dwoc ca nhan héa

Ban da lam viéc cung v&i mot vai khach hang Ién méi va bay gio ban mudn dich than cdm on khach hang cua
minh va kiém tra xem c6 diéu gi khac ma ban c6 thé cung cap khdng. M& Gmail va viét 1énh cho Gemini trong
(rng dung Gmail bang cach chon "Help me write". Ban go:

*/ Tao email dwoc ca nhan hoéa cho [khach hang] ky niém mot thang lam viéc v&i [cong ty]. CAm on ho vi da
la khach hang. Hoi ho xem ho ¢6é bat ki cau hdi nao khong. Bao gdm thdng tin vé [san pham khac]..
(Gemini trong rng dung Gmail) v

Ban cling muén gtri cho nhirng khach hang nay mét mén qua dé chidc mirng méi quan hé hgp tac méi. Ban mé
Google Sheets va dat Iénh Gemini trong (rng dung Sheets bang cach chon "Help me organize". Ban go:

+ Cho t6i danh sach qua tdng dé gtti cho khach hang méi dwdi 200 D6 la va cé thé duoc glri dén van
phong. (Gemini trong (rng dung Sheets) E
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Nang cao ky nang viét cau Iénh cua ban

Tai lieu hwdng dan nay duoc tao ra dé truyén cam hing cho ban trong viéc sir dung Gemini. Kha ning
clia Gemini danh cho Google Workspace thiwrc sw vo tan. Hay thir &4p dung nhirng meo bd sung sau day
dé nang cao k¥ nang ra lénh cta ban.

e Chia nhé: Néu ban mudn (Gemini danh cho Workspace) thuc hién mot so tac vu lién quan, hay chia ching
thanh cac cau lénh riéng biét.

« Puwa ra han ché: Dé tao ra két qua cu thé, hay bao gdm céc chi tiét trong cau Iénh chdng han nhw giéi han
s0 ky tw hodc s6 tuy chon ban mudn tao.

e Chi dinh vai troé: D& khuyén khich sy sang tao, hay chi dinh mot vai trd. Ban co thé lam diéu nay bang
cach bat dau cau 1énh véi ngbn ngir nhu: "Ban la Giam ddc phong sang tao cia mot agency quang cao

hang dau ..."

« Xem xét giong diéu: Diéu chinh cau lénh phu hop véi déi twong dw dinh va giong diéu ndi dung mong
muén. Yéu cau mét giong diéu cu thé nhw trang trong, khéng trang trong, k§ thuat, sang tao hodc binh
thwdng trong dau ra.

o Thay déi cach dién dat: Tinh chinh cau Iénh néu két qua khéng dap (rng mong doi hodc néu ban tin rang
c6 cho dé cai thién. Qua trinh I&p lai clia viéc xem xét va tinh chinh thuwdrng mang lai két qua tét hon.
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Tri tué nhan tao t6ng hop va cac kha nang ctia no rét tha vi, nhwng van la
cdng nghé mé&i. M6 hinh cua Google ngay cang dugc cai thién, nhwng cau
lénh chia ban dén Gemini c6 thé dan dén nhirng cau tra 1&i khéng thé doan
trudc.

Trwéc khi dwa dau ra tir (Gemini danh cho Workspace) vao hanh déng,
hdy xem xét lai dé dam bao tinh rd rang, lién guan va chinh xac. Tat nhién,
diéu quan trong nhat can nh¢: Tri tué nhan tao téng hop nham muc dich
ho tro con ngudi, nhwng két qua cudi cung van phu thudc vao ban.

Céc cau lénh vi du trong hwéng dan nay chi nham muc dich minh hoa.

Xem thém
thong tin tai

tai workspace.google.com va
workspace.google.com/blog

* Chuc ban sir dung Gemini vui vé!
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