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TAI LIEU HUONG DAN THUC HANH
KY NANG SO CO BAN

Danh cho nguoi lao ddng va nguoi st dung lao dong tai doanh nghiép

HOQC PE LAM PUQC Sirdungdién thoai, may tinh va cong cu s6 mot cach thudn tién, an toan; biét
tim thong tin, trao doi cong viéc, bao vé dir licu va dung Al ding cach.

Tai liéu danh cho cong nhan, nhan vién, to trudng, cdn bo quan ly va nguoi st dung lao dong; co
thé tu doc hodc hudng dan tai doanh nghiép. Khong yéu cau biét nhiéu vé cong nghé trude khi hoc.

Hoc xong, ban c6 thé

KY NANG LAM DPUQC VIEC GI?
Diing thiét bj sb KA’et noi Internet, cai ng dung ding ngudn va str dung tai khoan duogc
cap.
Tim va luwu thong tin Tim dtng tai liéu, kiém tra ngudn, Iuvu va mé lai khi can.
Giao tiép ) Nhéan thong bao, gui tép, tham gia hop hodc nhém cong viéc.
Lam viéc an toan Nhan biét lira dao, gitt mat khau, md OTP va dit liéu doanh nghiép.
Diing AT hop Iy DAat cau h01 0 rang, kiém tra két qua, khong dua dir liéu mat vao Al
: cong khai.
Giai quyét van dé Thir xtr Iy 16i don gian va biét lién hé bo phan hd trg.

Cach hoc: Poc timng muc — lam theo cac budc — thyc hanh trén chinh thiét bi ciia ban — nho nguoi hudng
dan khi gip khé khan.
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01 Hiéu dung vé chuyén doi so
Kién thirc nén tang * danh cho ca hai nhom déi tugng

Chuyén doi so 1a gi? La dung cong nghé va dir liéu dé thay doi cach 1am viéc, giip cong viée

thuan tién, nhanh va chinh xac hon. Khong chi 1a mua may tinh hay cai phan mém.

VIDU Trudc day ghi ca lam bang gidy; nay ngudi lao dong xem lich ca, dang k¥ nghi va nhan thong bao
trén Ung dung ctia doanh nghiép.

Cong ngh¢ s6 thwong gip: Dién thoai thong minh; g dung chdm cong, quan ly don hang; tai

liéu dién tir; luu trix truc tuyén; ma QR; cac cong cu tri tu¢ nhan tao (Al).

GHINHO Congnghé giup con ngudi lam viée tot hon; khong thay thé viéc tuén thu quy trinh an toan,
noi quy lao dong va trach nhiém kiém tra.

02 St dung dién thoai, may tinh va rng dung
Thuyc hanh trén thiét bi cua ban

1. Bat thiét bi; kiém tra két néi Wi-Fi hodc dit liéu di d6ng. Chi sir dung mang va thiét bi dugc phép
khi x1r ly thong tin cong viéc.

2. Mé kho tng dung chinh thirc (Google Play hodc App Store); tim ding tén ing dung va nha phat
hanh trude khi cai.

3. Pangnhap béng tai khoan dugc cép; dat mat khau manh, bat xac thuc hai budc khi c6 thé.
4. Thyc hanh mo thong bdo, tim hd so, quét ma QR va ding xuat trén thiét bi dung chung.

VIDU Quétmi QR trén bang thong bao ¢é mo hudng dan an toan lao dong. Poc k¥ dia chi trang web
trude khi nhép thong tin.

Néu trng dung bi 18i: Kiém tra mang — dong va mo lai tng dung — thir khoi dong lai thiét bi —
lién hé ngudi phu trach. Khong tur v cai tép la hodc can thiép hé thong san xuat.
03 Tim Kiém va kiém chirng thong tin
Khong phai thong tin nao trén mang cling dung
1. Néu 15 diéu can tim. Vi dy: “huéng dan sir dung tng dung chim cong ctia cong ty”.
2. Uu tién kénh chinh thirc ctia doanh nghiép, co quan nha nudce hodc don vi cung cép dich vu.

3. Kiém tra ai dang, ngay dang, dia chi trang va d6i chiéu it nhat mot ngudn dang tin cay khac
néu thong tin quan trong.

4. Chi chia sé sau khi xac minh. Gp tin “chuyén tién gap”, “nhan thudng”, “cap nhat bang
lrong qua link la” thi xac nhan lai v&i bo phan cé trach nhiém.
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04 Luwu, tao va chia sé tai liéu s

>~

Biét luu ding va giri diing ngudi
1. Chup anh, ghi cha hoic tao tép theo ding nodi quy va yéu cau cong viéc.
2. Dit tén dé tim, vi du: “Bao_cao_ca 28-10-2026.pdf™.
3. Luu trong thu myc dugc doanh nghiép cho phép; sao luu dit liéu quan trong theo huéng dan.
4. Trudc khi giri, kiém tra n6i dung, ngudi nhan va quyén xem/chinh sira cta tép.
Nguyén tic ban quyén: Khong tu ¥ sao chép anh, biéu miu, phdn mém hodc tai liéu cia nguoi

khac; ghi ngudn khi str dung tai liéu tham khao.

NHO 3 PUNG Ding tai liéu — dung ngudi nhan — ding quyén truy cap.

05 Giao tiép va phoi hgp trén moi truong so
Ung dung nhén tin, email, hop truc tuyén va hé théng ndi bd

1. Dung dang kénh lién lac do doanh nghi€p quy dinh; nhan di¢n ding nhém, dung tai khoan
nguoi gui.

2. Viét tin nhén rd viéc, thoi han, ngudi phu trach; phan hdi lich su, tranh chia sé tin chua kiém
ching.

3. Khi hop truc tuyén: kiém tra micro, dwdng truyén; tat micro khi khong phat biéu; khong phat
tan ban ghi néu chua dwoc phép.

4. Khi lam vi¢c chung: cap nhat diing phién ban tai li€u, chi stra ndi dung thudc trach nhiém
duoc giao.

VIDU “T 2 bao cdo hoan thanh kiém tra thiét bi lac 15:30, con 1 hang muc chdbao tri. P& nghi bé phan
k¥ thuat ho trg.”
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06 Bio vé thiét bi, tai khoan va dir liéu
Ul tién an toan trude toc do

KHONG chia sé: Mat khau, md OTP, thong tin dang nhap, tai liu mat, dir liéu khach hang va

thong tin cd nhan cua nguoi khac.

NEN lam: Khéa man hinh khi roi thiét bi; cap nhat phan mém; canh giac dudng link va tép dinh
keém la; bao ngay khi nghi ngo 19 tai khoan.

Néu nghi bi lira ddao: Dirng thao tac; khong chuyén tién; lién hé ngan hang hoic bo phan cong
nghé thong tin qua kénh chinh thire; d6i mat khau tir thiét bi an toan néu phu hop; lwu lai bang
chung.

Sirc khée va méi trwomg: Nghi mat khi sir dung man hinh 14u; giit tu thé phu hop; tat thiét bi khi
khong can va xtr Iy thiét bi dién tir theo diing quy dinh.

5 KHONG Khong bam link la « Khong tiét 16 OTP » Khong dung chung mat khau « Khong
dang tai liéu nodi bo 1én mang + Khong tin ngay két qua Al.

07 St dung Al dé ho trg cong viéc
Al 1a cong cu hd trg, khong phai ngudi quyét dinh thay ban

Al gitip 1am gi? Goi ¥ ndi dung thong béo, tom tit tai lidu dugc phép str dung, 1p danh sach viéc
can lam, giai thich thut ngit va dé xuét cach trinh bay bao cdo.

Cach dat yéu cau de hieu: Neéu 10 vi¢c can lam + boi canh + cach trinh bay mong mudn + do dai.

MAU CAU HOI “Hay viét thong bao 80 tir, ngén ngit d& hiéu, nhic nhan vién kiém tra lich
ca lam viéc trén ing dung ndi bg. Khong ty thém thoi gian, dia diém.”

1. Truy cap cong cu Al dugce doanh nghi€p cho phép; dung tai khoan phu hop.

2. Nhap yéu cau ngin, 13; chi cung cap thong tin dugc phép chia sé.

3. Poc lai cau tra 101; kiém tra s6 lidu, tén riéng, quy trinh va ngudn thong tin.

4. Chinh sira bang hiéu biét ciia minh, trinh ngudi c6 tham quyén kiém tra khi can.

Tuyét d6i luu y: Al cod thé tra 101 sai hodc tu tao thong tin. Khong dua bi mat kinh doanh, dir liu
c4 nhén, ban v&, hd so khach hang hay mat khau vao cong cu Al cong khai néu chua dugc phép.

Khong dung Al thay huéng dan an toan k¥ thuat.
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08 Giai quyét cong viéc va su co don gian
Biét khi nao tu lam, khi ndo can nguoi hd tro

Cong viéc thwong gip: Xem lich 1am, dang ky nghi, giri bao cdo, doc huéng dan nghiép vu, tra

ctru dich vu cong truc tuyén, st dung ung dung thanh toan s6 khi can.

Khi thanh toan dién tir: Kiém tra tén ngudi nhan, so tai khoan, sb tién; khong chuyén tién theo
10 thuc giyce tir tin nhian chuwa xac thuec.

Khi gip khé khiin: Ghi lai 16i, thoi diém va thao tac; bao dtng bo phan hd trg. Khong tu sira may
moc, thay d6i quyén truy cap hodc ciu hinh hé thdng khi chua duoc phan cong.

09 Danh riéng cho nguoi sir dung lao dong

Hudng dan trién khai thuc té tai doanh nghiép

Nguoi st dung lao dong, can bd quan ly, nhan sy va to trudng co thé sir dung phﬁn nay dé t6 chuc
phé cap k¥ nang s6 phu hop ting vi tri. Py 1a goi y t6 chire thuc hién, khong phai cac nghia vu
md&i duoc dat ra boi tai liéu nay.

1. Chon diing nhu ciu. Xéc dinh 3-5 thao tac thiét yéu cho tirng nhém: cong nhan, nhan vién vin

phong, t6 trudng, quan 1y.

2. Cép cong cu va hwéng din rd. Thong bao ing dung chinh thic, tai khoan, nguoi hd tro; cung

cap hudng dan c6 hinh minh hoa hoic video ngén.

3. Pao tao ngin, hoc di ddi véi lam. To chirc huéng dan theo nhom nho, thao tac mau trén dién
thoai, cho thurc hanh ngay; ¢6 hinh thirc hd trg nguoi it sir dung cong nghé.

4. Bio vé dir liéu doanh nghiép. Quy dinh rd dir lidu nao duoc chia sé, kénh lwu trir, phan quyén,
tai khoan dung chung va cong cu Al dugc phép st dung.

5. Panh gia bang két qua thwe hanh. Quan sat nguoi hoc tu thyc hién thao tac; ghi nhan k¥ ning

da dat, k¥ ning can hd trg va ké hoach hudng dan bo sung.
Maiu ké hoach hwéng din trong mét budi

THOI GIAN  NOIDUNG

10 phut Gi61 thi€u loi ich va rui ro; gidi thi€u ung dung chinh thuec.

15 phut Huédng dan 2-3 thao tac phd bién tai don vi.

15 phit Thuc hanh ca nhan: nhan thong tin, luu/guri tép, phat hién tin gia.
10 phut Hoi dap, kiém tra nhanh; giao diu mdi hd tro sau budi hoc.

GOI Y PANH GIA C6 thé st dung h¢ théng danh gia noi b hodc nén tang dao tao truc
tuyén; ngudi phu trach dao tao va quan 1y truc tiép cuing ghi nhan két qua, phu hop Phu luc 11
ctia Quyét dinh 757/QD-BKHCN.
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10 Ty thuc hanh va kiém tra nhanh
Dung dé tu hoc hodc danh gia sau budi huéng dan
Bai thuc hanh 15 phut

0 Mo tng dung cong viéc chinh thirc va tim mdt thong bao moi.

[0 Tim mot huéng dan phi hop cong viée tir ngudn dang tin cdy.

[0 Tao mdt ghi chi ngin, lwu dang tén va tim lai duoc.

O Guri mot tép mau cho ngudi hudng dan qua kénh dugc phép.

[0 Nhan dién duoc vi du vé dudng link hodc tin nhan dang ngo.

0 Viét mot yéu cau Al don gian (néu dugc cho phép) va chi ra diém can kiém tra lai.

5 cau héi tw kiém tra

1. C6 nén cung cip ma OTP cho ngudi tu xung 1a nhan vién hd tro khong?
2. Khi nhan tin nhin yéu cau chuyén tién gip, can lam gi trudc?

3. Tru6c khi gui tai lidu cong viée, can kiém tra nhitng gi?

4. C6 thé dung nguyén thong tin Al tra 16 ma khong can kiém tra khong?
5. Khi thiét bi béo 15i lién quan dén hé thong san xuat, ban nén lién hé ai?

Pap 4n goi ¥: 1. Khong. 2. Xac minh bang kénh chinh thtic. 3. Noi dung, nguoi nhan, quyén truy cép. 4.
Khong. 5. Ngudi/bd phan duoc doanh nghiép phan cong hd tro.

THUC HANH TOT Ban khong can hoc hét trong mot ngiy. Mdi ngay lam tot mot thao tac, hoi khi
chua 10 va ludn uu tién an toan.

Tai liéu tham khio

1. B6 Khoa hoc va Cong nghé (2025), Quyét dinh s6 757/QD-BKHCN ngay 29/4/2025, Phuy lyc 1.4 “Khung k¥ ning sb
co bandanh cho ngudilao dong trong cac doanh nghiép” va Phu luc I1 “Hudéng din danh gia va xac nhan hoan thanh
mtc d6 phd cap k§ ningsd”.

2.B06 Gido duc va Dao tao (2025), tailiéu “Bai 1: Kién thic co ban vé chuyén d6is6” thude Chuong trinh phé cap k¥
ning s danh cho can bo, cong chirc, vién chirc va ngudi lao dong trong co quan nha nudc.
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