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Tém tit:

thirc quan Iy thoi gian; VOi vo van céng viéc phdi xir Iy hang ngay. Bai viét

l l ién nay, gido vién cung cdc nhdn vién giao vy phai doi mdt voi nhitng thdch

nay gitip ta sé hiéu ré hon vé irng dung Power Automate, kham pha nhitng
gi Power Automate ¢6 thé lam. Cudi ciing, sé thdy Power Automate cé thé mang lai loi
ich nhw thé ndo trong viéc don gian héa cdc cong viéc hang ngay cia ho.
Tir khoa: Power Automate, Flow, tw dong hod, qudn ly cong viéc, Microsoft 365.

Abstract:

Today, teachers and academic staff face to time management challenges; with
countless tasks to handle every day. This article will help us better understand the Power
Automate application, explore what Power Automate can do. Ultimately, see how Power
Automate can be beneficial in simplifying their daily tasks.

Keywords: Power Automate, flow, automation, task management, Microsoft 365.

1. Giéi thi¢u

Power Automate 1a mot dich vu
tryc tuyén cho phép ngudi ding
md rong céc dich vu Microsoft 365
nhu SharePoint, Teams, Outlook,
Forms va cac dich vy khac. Ngoai
ra con ¢b cac tiy chon cao cip co
sin cho cac trinh két ndi bd sung.
Ta c6 thé sir dung Power Automate
dé tu dong hoa cac tac vu va tao
luéng gitra cac ung dung va dich vu
Microsoft 365.

Power Automate:

Giup gido vién tiét kiém thoi
gian, dac biét 1a khi néi dén viéc
thyc hi¢én cac nhiém vu lap di 1ap lai
tuong tu ngay nay qua ngay khac.

HO tro gido vién khi ho lap trinh
cac quy trinh thu cong thanh cac
quy trinh 1am vi¢c hop ly str dung
cac ung dung va dich vu ua thich
cua ho.

Vi cac mau cho trude, Power
Automate gitp hoan thanh nhiéu
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tac vu trong tac hang ngay cta giao
vién véi hoc sinh, dong nghiép va

quan tri vién cua ho.

2. Khai niém va cach thirc hoat
dong

2.1. Khdi ni¢m

Power Automate két néi hon
400 tmg dung va dich vu bao gom
Microsoft Teams, dich vu web nhu
OneDrive va cic Umg dyng cua
bén thir ba nhu cac nén tang truyén
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thong xa hoi. Su dan xen giira cac
chuong trinh nay s& ting toc quy
trinh lam viéc.

Ta c6 thé bt dau viée tao quy
trinh lam viéc ty dong trong Power
Automate theo ba cach:

Str dung cic mau duoc tao san
trong nhiéu danh muc bao gom thu
thap dir li¢u, email, thong bao, nang
suét va dong bd hoa.

Bit dau tir trinh két ndi va chon
tir cac tmg dung dugc str dung phd
bién nhit.

Tao quy trinh lam viéc tir dau
voi mot trinh thiét ké tryc quan dé
dang nhu cac khéi xay dung.

Cac thuat ngir:

Template - Mau 1 cac ludng
duoc tao sin cho cac tinh hudng
phd bién va thong dung. Viéc sir
dung mau chi yéu cau nguoi st
dung co quyen truy cap vao cac dich
vu trong mau va dién vao bat ky cai
d3t bat bude nao.

Connector - Trinh két ndi cung
cap cac cach thic cho ta két ndi
cac dich vu hoac ung dung dé
xdy dung cac ludng. Vi du vé cac
trinh két ndi phd bién bao gdm
Outlook, OneDrive for Business va
SharePoint.

Connection - Két ni gitp ta d&
dang két ndi véi cac dich vu hoidc
{ig dung bang thong tin diing nhap.
Sau khi dang nhép vao cac dich vu
hoac ung dung, qua trinh ty dong
hoa c6 thé xay ra gitta cac trinh
két ndi khac nhau dé xay dung cac
ludng.

Trigger - Trinh kich hoat la budc
dau tién trong quy trinh, n6 quyet
dinh quy trinh bat dau nhu thé no.

Action - Hanh dong 1a bat ky
muc nao dién ra sau trinh kich hoat.
2.2. Cach thirc hoat dong

Tim hiéu cach hoat dong cua
Power Automate qua 5 budc don
gian sau:
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Buoc 1. Mo trinh duyét web va
dang nhap vao www.office.com.

Buoc 2. Sau khi dang nhap
thanh cong, hdy chuyén dén goc
trén bén trai:

chon App launcher, All apps,
Power Automate

Buée 3. Sau khi dang nhap vao
Power Automate, hay chon Create
tir ngan bén trai.

Butée 4. S& ¢b ba tiry chon dé
chon tao quy trinh cong viéc:

Start from blank va chon (1)
Automated flow (2) Instant flow
(3) Scheduled flow (4) UI flow (5)
Business process flow..

Start from template va chon tiy
chon c6 giai phap tot nhit dé hoan
thanh muc tiéu.

Start from connector va chon
cac tmg dung dugc st dung phd
bién nhét dé lién két va ty dong hoa
cac tac vu.

Bude 5. Ngoi lai va dé quy trinh
lam viéc Power Automate thuc hién
tit ca cong viéc.

3. Power Automate trong l6p hoc

Hinh minh hoa cac quy trinh
trong Power Automate:

Cac ludng nay gitp gido vién
thyc hién cac nhiém vu phu hop
v6i bon danh muc Power Automate
ndy bao gom (1) di chuyén dit liéu
(2) email (3) thong béo (4) thu thap

N
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dir licu. Hay cung kham pha cac
quy trinh cong viéc nay nhu thé nao
dudi dang cac kich ban giang day:

« Di chuyén div liéu

Giéo vién tao mét quy trinh 1am
viéc dé Iuu cac tép dinh kém email
cta sinh vién, chiang han nhu bai
tap trén 16p va bai tap vé nha, vao
mot thu muc trong OneDrive. Thu
vé Hop thu dén rat nhiéu dan dén
cac thu quan trong co thé bi that
lac. M6t quy trinh don gian nhu thé
ndy c6 hai két ndi gitra Outlook va
OneDrive, cung cAp mot noi dé dé
dang truy cap vao tap tin dinh kém
email.

* Thong bao

Giao vién nhan duoc thong bao
day trén thiét bi di dong cia ho cho
cac email c6 murc do uu tién cao tur
cac bén lién quan, nhu quan tri vién
hodc lanh dao bd phan cua ho, yéu
cau hanh dong ngay 1ap tic. Pang
trong gio day, gido vién c6 kha nang
khéng nhin thiy email cho dén gio
an trua hodc cudi ngay hoc. Néu
can hanh dong ngay lap tirc, gido
vién s€ nhan duoc canh bao trén
thiét bi di dong ctia ho ngay 1ap tic,
dua thong béo 1én diu danh sach
wu tién cua ho. Didu nay co thé dic
biét hitu ich néu can phan hdi email
trong khung thoi gian nhanh chong.
Ludng hd tro tinh hudng nay bao
gdm email Outlook va {(mg dung
Flow cai dit trén thiét bj di dong.

* Email

Giao vién thiét 1ap tin nhan va
tra 101 ty dong. Néu mot hoc sinh,
phu huynh, thanh vién gia dinh
hodc nguoi gidm ho guri email cho
gido vién sau gio hoc, mot ban tra
161 tw dong ngay 1ap tic c6 thé dugce
giri. Thong bao nay c6 thé bao gdm
mot lién két dén cac tai nguyén ma
hoc sinh, phu huynh, gia dinh hoac
ngudi giam ho co thé thay hiu
ich. Tin nhan ty dong tra 10i ciing
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dong vai tro 13 xac nhéan rang da
nhan dugc tin nhin cta bén lién
quan, diéu nay co thé gitip ho an
tam. Ludng c6 thé dugce st dung dé
hoan thanh tac vu nay bao gdm ting
dung Outlook.

* Thu thap dir liéu

Gido vién thu thap dir liéu vé hoc
sinh thong qua Microsoft Forms.
Ho c¢6 thé luu dit liéu nay trong
bang tinh Excel. Gido vién co thé
chon cac tap dir liu chinh dé tao
cac nhi¢m vu trong Microsoft To
Do va dé nhan thong bao. Nhiing
dit liéu va nhiém vu nay c6 thé dugc
str dung dé 1ap ké hoach giang day
cho nhiing hoc sinh ¢6 thé yéu cau
su khac biét duoc xac dinh tir dir
liéu trong Microsoft Forms.

4. Chi tiét cach tao ludng

Tao ludng Power Automate
bang mot trong ba phuong phap
khac nhau:

Start from a template Bat dau tir
mot mau - Hang trim mau tao san
lam cho day 1 cach d& dang nhét
dé bat dau.

Start from a connector Bit dau
tlr trinh két ndi - Trinh két néi 1
ung dung chung ta su dung hang
ngay va ching c6 thé dugc lién két
dé ty dong héa cac cong viéc hang
ngay.

Start from blank Bat dau tir mau
trdng — C6 nam loai ludng thi cong
khac nhau (xem phan giai thich
ngay bén dudi) cho phép ta tao
luéng hoan toan tiry chinh dé dap
{mg nhu cau cia ta.

Céc loai ludng:

Automated flows Céc ludng tur
dong tao ra mot qua trinh ty dong
hoéa duoc kich hoat boi mot su kién
chﬁng han nhu nhan duoc email tir
mot nguoi cy thé.

Instant flows Ludng tirc thi bét
dau tu dong hoa bﬁng mot 1an bam
nut.



Cong Nghé & Ung Dung

Scheduled flows Céc ludng theo
lich trinh 1én lich ty dong hoa ching
han nhu tai 1én dir li¢u hang ngay.

UI flows Céc ludng giao dién
ngudi dung ghi lai cac 1an nhap va
thao tac ban phim dé tr dong phat
lai cac budc thu cong.

Business process flows Ludng
quy trinh kinh doanh ddm bao moi
nguoi tuan theo cing mot quy trinh
bang cach xac dinh mét tap hop cac
budc dé moi ngudi tudn theo.

Tao ludngbang Power Automate
yéu cau hiéu biét vé ba thanh phan
quan trong - hanh ddong, trinh kich
hoat va trinh két ndi:

Action Hanh dong - Piéu ta
mudn xdy ra trong mot tng dung
cu thé khi trinh kich hoat xay ra

Triggers trinh Kich hoat - Su
viéc hodc sy kién bét dau qua trinh
ludng

Connectors Trinh két ni - Cung
cap cach két ndi cac tai khoan va sir
dung cac hanh dong va trinh kich
hoat dé xay dung img dung va quy
trinh lam viéc

Khi tao ludng bang miu tréng,
Power Automate cung cap hudéng
dan timg budc dé giup ta bat dau.
Mbi hudng dan bao gom mo ta vé
loai ludng cing véi cac vi du vé
cach sir dung ludng nay.

Power Automate ciing bao gom
Flow Checker va Test gitp tim ra
161 khi ludng dugc chay.

Tu viée tu dong nhic nhé lam
bai tap hang tudn cho hoc sinh, dén
tu dong sao luu cac tap tin; Power
Automate 13 cong cu ta can dé don
gian hoa cac cong viéc hang ngay.
5. Sir dung cic mau trong Power
Automate

Céc ludng Power Automate co
thé duoc tao béng mot trong ba
phuong phap khac nhau, nhung
cach than thién voi nguodi dung
nhdt dé bit dau mot ludng 1a su
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dung mot trong cac mau don gian, hay “Teams.

da dang c6 trong thu vién mau. Mbi
mau duge thiét ké cho moét muc
dich cu thé, nhung mdi mau c6 thé
duoc tity chinh dé phut hop voi nhu
cau ca nhan,

Phan trén cing cia thu vién
mau Power Automate bao gém cac
danh muyc sip xép cac mau theo cac
chu dé nhu featured, remote work
and email. Tuy chon sdp xép cling
¢6 san dé sip xép theo mirc do phd
bién, tén hogc thoi diém xuat ban
mAu.

Mot cach khac dé tim mau phu
hop véi nhu cau cta ta la tim kiém
cac biéu tuong ctia tmg dung trinh
két n6i ma ta mudn sir dung trong
quy trinh ciia minh. Va, mot tuy
chon tim kiém ciing c6 san cho
phép ta tim kiém thu vién mau theo
tir khoa phd bién nhu “reminder”

Bit ké ta str dung phuong phép
nao dé tim mau thich hop, khi mot
mau duogc chon, Power Automate
s& hién thi hinh anh truc quan cua
cac tmg dung c6 trong mau va mot
nat sé tao ludng.

Khi quy trinh dugc tao, man
hinh chi tiét s& xuat hién va ta c6 thé
chinh stra quy trinh dé phu hop véi
nhu cau trude khi chay quy trinh.

Ta ¢6 thé tao mot quy trinh s€
giri thong bao bat cir khi nao ta
nhéan dugc email tir d6i tac. Hoic ta
c6 thé sir dung Power Automate dé
tao ludng théng bao cho ta khi hoc
sinh da giri cau tra 10 cho bai kiém
tra trong Microsoft Forms.

6. Str dung Power Automate véi
Team

Microsoft Teams 1a tng dung

nhan tin t6i wu va Power Automate
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¢6 thé duoc sir dung voi Teams dé
ting cuong giao tiép hiéu qua va
thuc hién cac nhiém vu cua Teams
thong qua tu dong hoa.

Céc ludng Power Automate co
thé dugc st dung vo1 Microsoft
Teams thong qua ung dung Power
Automate bén trong Microsoft 365
hodc bing cach thém tmg dung
Flow vao Teams.

Ludng duoc tao thong qua
Power Automate s& xuit hién bén
trong Team sau khi tng dung Flow
duoc thém vao Team. Cac ludng
¢6 thé duge chinh stra hodc tao
tor Team hodc tir ing dung Power
Automate cua Microsoft 365.

Mot trong nhiing cach dé nhat
dé str dung Power Automate vGi
Microsoft Teams 14 bt dau tir trinh
két ndi dé xem tat ca cac tiry chon dé
két ndi hai tmg dung nay. Ta c6 thé
bat dau véi cac mau Team phd bién
hodc xay dung ludng bang cach st
dung cac hanh dong va trinh kich
hoat Team.

Néu can mét 16i nhic hang
ngay dé thuc hién mot nhiém vu
quan trong nhu ghi lai sy tham du,
ta c6 thé sir dung Power Automate
dé gui tin nhin cho minh trong
Teams, Outlook.

Mudn theo d&i céc loai tin nhin
dang duogc gui trong kénh ctia Team,
ta ¢6 thé tao ludng Power Automate
ma s& gui tin nhan méi dén trang
tinh Excel dé xay dung cac bao cio
tily chinh, co thé st dung dé tim
cac chii & pho bién trong cac cude
thdo luan trén kénh va gitp theo doi
tinh trang xa hoi / cam xtic cua hoc
sinh.

7. Két ludn

Power Automate 1a mot dich vu
ho tro ty dong hoa cac tmg dung
Microsoft 365 cho phép gido vién
lién két cac quy trinh, hanh dong va
su kién vdi nhau béng cach str dung

Hinh 10. Team va Power Automate

Teams + Power
Automate
Create flows that automate repetitive work tasks with

Power Automate—and trigger right from your
Microsoft Teams data. Download the app

60-second video Learn more

Start with a popular Teams template
(Preview)
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Create a task in Planner from
Microsoft Forms and post
message in Teams

By Microsoft Power Automate
Community

Automated 13629

By Microsoft Power Automate
Community
Automated 47456
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Create a task in Planner when a
message is added to Microsoft
Teams channel

8y Microsoft Power Automate
Community
Automated

Post message to Microsoft Teams
when an email arrives in Office
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nhiéu tmg dung. Power Automate
gitip gido vién tiét kiém thoi gian
bang cach cung cap cic cong cu lap
trinh cac quy trinh thi cong thanh
quy trinh lam viéc hop 1y bang cach
su dung cac ung dung va dich vy ua
thich. Power Automate flow hd trg
xay dung cac giai phap va kich ban
théng minh gitip ting ning suat va
hiéu qua cong viéc.

Thuec té 1 viéc tao lu6ng chilién
quan dén hai phén chinh, mot trinh
kich hoat va mot hanh dong, 1am
cho viéc sur dung Power Automate
trd nén dé dang, ngay ca dbi voi

PHAT TRIEN & HQI NHAP S6 67 (77) - Thang 11 & 12/2022

nhiing nguoi khong thich 1ap trinh.
Str dung Power Automate dé don
gian hoa cac nhiém vu va 1am viéc
thong minh hon gitp cho gido vien
¢ thoi gian tap trung su chu y vao
vigc day va hoc®
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https://docs.microsoft.com/vi-vn/power-
platform/admin/wp-task-automation-flow

https://education.microsoft.com/



