HUONG DAN GHI CHU CUOC HOP ONLINE BANG CONG CU Al

Trong thoi dai s6, khi cong nghé ngay cang déng vai trd quan trong trong hd trg cong viéc
chuyén mon, cac cong cu ghi chi cudc hop rng dung Al dang dan tré thanh Iwa chon dang
can nhic - dic biét véi nhirng nganh nghé yéu ciu ghi nhan va xtr ly thong tin chinh xac nhw
linh vyc phép ly. Vira qua, team An Legal da c6 dip tim hiéu va trai nghiém mot s6 cong cu
ghi cht pho bién. Bai viét nay sé chia sé mot s6 thong tin tong quan vé cic rng dung Al ghi
cht cudc hop, nham gitp ban doc c6 thém géc nhin tham khao néu dang tim kiém giai phap
hé tro trong qua trinh 1am viéc.

L. Review cac Al ghi chi cudc hop tiéu biéu
1. Otter.ai
(a)  Cactinh ndng noi bat
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Ghi Am va chép van ban tw déng: Otter ghi lai ndi dung truc tiép tir
micro hoic file upload. Van ban dwoc hién thi theo thoi gian thwe kém
timestamp tirng cau, giup nguwdi dung dé dang theo doi.

Nhan dién ngwoi néi: Hé thong c6 thé phan biét giong ndi va gdn nhan
nguoi phat biéu néu da thiét 1ap tir trede. Pay la mét tinh nang cuc ky
hitu ich trong cic cuéc hop nhém, 1ép hoc hodc phong van c6 nhiéu
nguwoi tham gia.

Ghi chu & highlight: Trong lic ghi am hodc sau khi phién am xong,
nguoi dung cé thé danh dau (highlight), chén anh, thém tir khoa dé
nhan manh cac y quan trong. Diéu nay giip t6 chirc ndi dung va dé dang
on lai thong tin vé sau.

Pong bo lich & tich hop nén tang hop: Otter c6 kha nang tw dong két
ndi v&i Google Calendar d€ nhic nhé va ghi Am dung lich hop. Céng cu
con c6 thé tham gia truc ti€p vao cac budi hop Zoom dé ghi 4m tw dong.

Tim kiém thong minh: Nhip tir khoa bat ky, Otter sé loc toan bé lich
st ban ghi dé€ hién thi vi tri chira tir d6, rat tién loi khi mudn truy xuit
thong tin nhanh.

Xuat file linh hoat: C6 thé export ban ghi 4m va transcript dwdi nhiéu
dinh dang nhw PDF, DOCX, SRT hodc TXT dé chia sé hoac lwu trit.

Kha nang ngon ngtr

Hé théng hoat dong t6i wu véi tiéng Anh. Cac ngdén ngir khac nhu tiéng Viét,
tiéng Nhat, tiéng Phap van c6 thé nhan dang & mitc co ban, tuy nhién chua
duoc hd tro phién dich hay chinh sira ngit canh tw dong.
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Uu - nhwoc diém

Uu diém Nhwoc diém
Dé dung, than thién v&i nguoi e Han ché ngdn ngi (tip trung
md&i bat dAu. tiéng Anh).
Giao dién r6 rang, toc do xtr ly e Alnhin dién c6 thé kém chinh
nhanh. Xac trong mdi trwong nhiéu
tap 4m hodc chat lwong 4m

Tinh nang nhan dién nguoi
no6i gidp nang cao hiéu qua
khi lam viéc nhom.

thanh thip.

bong bé manh véi Google
Calendar, Zoom.

Cac tinh ning ndi bat
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Tw dong tham gia cudc hop: Bot Fireflies cé thé tw dong tham gia cac
cudc hop Zoom, Google Meet, Microsoft Teams dwa vao lich dwgc dong
bd, khdng can thao tac thi cong tir nguoi dung.

Ghi Am va phién 4m thi gian thwc: Fireflies ghi lai va chuyén thanh
van ban chi sau vai phat. Cé thé nhan dién nguwoi phat biéu va chia doan
noi dung ro rang.

Té6m tat Al thong minh: Hé théng tao tw dong phan muc luc, y chinh
(main points), hanh déng can thyc hién (action items) va diém ndi bat
gidp nguoi dung nam bat ndi dung nhanh chong.

Phan tich cam xuc: Al danh gia cam xuc qua cach néi cta tirng nguoi -
tich cuec, tiéu cuc hodc trung tinh, ho trg danh gia thai do trong hop
nhom.

Tim Ki€m thong minh: C6 thé loc n6i dung theo tir khod, cdm xuc, loai
ciu héi hodc tirng ngwoi phat biéu.

Tich hop nén tang manh: K&t n6i dwoc véi Slack, Notion, Salesforce,
HubSpot, Asana,... gitip tw dong d4y ban ghi va tom tat vé hé thdng quan
Iy ndi bo.

Kha nang ngon ngtr

Fireflies h6 tro hon 30 ngdn ngir bao gdm tiéng Viét, tiéng Phap, tiéng Tay Ban
Nha, tiéng Nhat... Tuy nhién, chit lwong phién 4m tiéng Anh van 1a t6i wu nhat.
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Uu diém Nhwoc diém
Tw dong hoa toan dién tir ghi e Giao dién kha nhiéu tinh
Am dén tom tat va xuit ban ghi. nang, can thoi gian lam
Al tém tit thong minh, dé ndm quen.
y chinh. e Botcd thé doi luc tré khi vao
Tich hop duoc véi nhidu hé ﬁgﬁéhpp hodc Ioi ket noi

théng doanh nghiép.

3. Tactiq.io
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Cac tinh ndng n6i bat
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Transcript tw dong: Chuyén doi toan bo ndi dung cudc hop thanh van
ban trong thoi gian thue.

Highlight ndi dung quan trong: Cho phép nguwdi dung hoac Al tw dong
danh diu cac y chinh, quyét dinh, ciu hdi trong cudc hop.

Al Meeting Summary: Ty dong tao ban tom tit, liét ké Action Items va
Questions ngay sau khi két thuc hop.

Tich hop da nén tang: Ho tro Google Meet, Zoom, Microsoft Teams,
Slack, Notion, Google Docs, Confluence.

Lwu triv va quan ly transcript: Tat ca transcript dwoc lwu triv c6 hé
thdng, dé dang tim kiém, phan loai, xuit file (TXT, DOCX).

Chia sé nhanh chéng: Chia sé ban ghi chi cho dong nghiép hodc nhém
chi bang mot lién két.

Kha nang ngon ngtr

()
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H6 tro nhiéu ngdn ngit, bao gdm: Tiéng Anh, Tiéng Dirc, Tiéng Phap,
Tiéng Tay Ban Nha, Tiéng Nhat, Tiéng Han, Tiéng Trung va Tiéng Viét...

Do chinh xac sé tuy thudc vao giong noéi, téc dd ndi, Am thanh nén. Hoat
dong rat tét d6i véi phién Am thoi gian thwe. Vi tiéng Viét, néu giong
ndi ré rang va phat Am chudn, transcript dat dé chinh xac ~80-90%.

Uu - nhwoc diém



Uu diém Nhwoc diém

e Thém hinh anh minh hoa vao e Chi hoat dong trén trinh duyét
ban phién 4m dé ting cuong Chrome hodc twong tw. Khong
tinh truc quan va tai liéu héa thé s dung trén Safari hay
tot hon. Firefox.

e Ghi cha thoi gian thuc. Kha e Chit lwong phién 4m phu
nang nhin dién nguoi noi thudc vao nén tang hop.
gidp phan tiach noéi dung
phién am theo twng nguoi
tham gia.

Nhin chung, Otter.ai, Fireflies.ai hay Tactig.io déu la cac céng cu Al ghi chép cudc hop hiéu
qud, gitp nguoi dung tiét kiém thoi gian va ndng cao hiéu suit lam viéc. Tuy theo muc dich
str dung, ngui dung cé thé chon Otter néu cAn mot cdng cu nhanh, nhe, dé dung. Néu cin
tinh ning tom tit, phan tich va tich hop siu, Fireflies 1a lwa chon manh mé hon. Hoic, néu
can kha niang phién 4m cudc hop thoi gian thwec, Tactiq sé 12 lwa chon dé dang st dung. Cac
cong cu c6 thé dwoc st dung cung lic trén nhiéu nén tang, do vdy, trong nhiéu trwong hop,
viéc két hop st dung cac cong cu ciing la gidi phap toi wu.

Nhirng chia sé trén dwoc rit ra tir qua trinh trai nghiém va thir nghiém thwec té ctia ching toi
véi tirng céng cu. Tuy nhién, mdi td chirc va ¢4 nhan sé& c¢6 nhu ciu, mirc dd bado mat va quy
trinh 1am viéc khac nhau. Do d6, ban doc nén can nhic ki lwdng trwdc khi tich hop cac cong
cu nay vao coéng viéc hang ngay, dic biét 1a trong cic moi trwdng yéu ciu cao vé do an toan va
bdo mat thong tin. Viéc Iwa chon va st dung phu hop sé gitip t6i wu hiéu suidt ma vAn dam bao
cac tiéu chuin cin thiét trong cong viéc.



