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Power Automate la c6ng cu manh mé trong hé sinh thai Power Platform, hé trg ban xay dung quy
trinh ty déng hdéa nhanh chéng thong qua m6 hinh low-code/no-code. Ngay ca khi khéng cé kién
thdc 1ap trinh chuyén sau, ban van cé thé cai thién hiéu suat cong viéc bang cach tu déng héa

cac nhiém vu lap di lap lai.

Trong bai viét nay, chidng tdi sé cung ban khdm pha téng quan vé giao dién Power Automate va
cac cach tao flow, gilp ban dé dang ap dung c6ng cu nay vao quy trinh lam viéc ctia minh.
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Lam quen v@i giao dién
Power Automate

Trudc hét, ban truy cap Power Automate tai day, va dang ky/dang nhép bang tai khoan Microsoft
cla ban.

Bat dau xem qua giao dién chinh cia Power Automate dudi day nhé.

Thanh diéu huéng (Navigation
bar)

Faphodiéun hoéne: trangRower Automate

Thanh diéu huéng Power Automate

Thanh diéu huéng Power Automate nam bén tay trdi, bao gém 5 thanh phan cé dinh: Home,
Create, Templates, Learn va My Flow.

Ngoai ra, ban cé thé diéu chinh cac thanh phan khéng c6 dinh khdc bang cach nhan vao More,
chon ghim/bo ghim theo y muén.

GhiiBG@hirer thanhmidiéw hudng trong Power Automate
Ghim/bé ghim muc diéu huéng

Cu thé hon, y nghia cla ting muc diéu huéng nhu sau:

Home: Trang chu, noi ban cé thé truy cap nhanh dén cac tinh nang chinh va téng quan vé
hoat déng cla ban trén Power Automate.

Create: Khu vuc dé tao méi cac luong cong viéc (flows) hoac cac quy trinh tuy déng hda
khac.

Template: Thu vién cdc mau (template) cé san dé ban cé thé si dung va tuy chinh cho
cac luéng cbng viéc cla minh.

Learn: Khu vuc hoc tap, cung cap tai liéu, hudng dan va cac khda hoc dé gitip ban hi€u ro
hon vé cach st dung Power Automate.


http://make.powerautomate.com/

e My flows: Danh sach cac luong c6ng viéc ma ban da tao hoac dang quan ly.

e Approval: Quan ly cac yéu cau phé duyét, noi ban c6 thé xem va xi ly cac yéu cau can
dugc phé duyét.

e Solutions: Khu vuc quan ly cac gidi phap (solutions), bao gom céc gdi chra nhiéu thanh
phan nhu luéng cong viéc, ing dung, va dit liéu.

e Process mining: Coéng cu phan tich quy trinh, gidp ban khdm pha va téi uu hda cac quy
trinh kinh doanh cta minh.

e Al hub: Trung tam Al, noi ban c6 thé truy cap va quan ly cdc mé hinh tri tué nhéan tao (Al)
va cac dich vu lién quan.

o Automation center: Trung tam tu déng hda, cung cdp cac c6ng cu va tai nguyén dé
quan ly va toi uu hda cac quy trinh tu déng héa.

e Desktop flow activity: Hoat dong cua céc luéng cong viéc trén may tinh dé ban, gilp
ban theo doi va quan ly cac tac vu tu déng hda trén may tinh ca nhan.

e Catalog: Danh muc cac thanh phan va dich vu cé san dé st dung trong cac luéng céng
viéc cta ban.

e Tables: Quan ly cac bang dit liéu, noi ban cé thé tao, chinh sira va quan ly cac bang chira
dit liéu.

e Connections: Quan ly cac két noi dén cac dich vu va Uing dung khac, cho phép ban tich
hop chidng vao cac luéng cong viéc cdia minh.

e Work queues: Hang doi cong viéc, noi ban cé thé quan ly va theo déi cac tdc vu dang
cho xtr ly.

e Machine: Quan ly cac may tinh va thiét bi dugc s dung trong céc ludng cbng viéc tu
dong hda.

Tich hop Copilot

TFaoflowrirong BewenAutomate bang Copilot

Tao ludng (flow) dé dang véi Copilot
Power Automate st dung Copilot d€ gilp ngudi dung tao luéng tu déng (flow) mot cadch dé dang.

V@i Copilot, ban chi can mé ta vé quy trinh hoac tdc vu ma ban muén tu déng hda, va céng cu nay
sé tu dong dé xuat hoac xay dung cac budc can thiét cho luong doé.

Doc thém: Gioi thiéu giai phap Microsoft Power Apps cho doanh nghiép


https://inda.vn/giai-phap-microsoft-power-apps-cho-doanh-nghiep/
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3 cach tao flow (luong
N H A
cong viec)
DE& bat dau tao flow theo y muén, ban nhan vao Create & thanh diéu hudng bén tay trai.

BneachotanfovnrongRawer Automate

Sau do, ban sé thay 3 cach tao flow ma Power Automate cung cap san: Start from blank, Start from
a template va Start from a connector.

Start from blank (Tao tu dau)

Fae fhewdtudawbeangrBewer Automate (Start from blank)

DAy la cach ban tu tao mot flow hoan toan méi ma khong dua trén bat ky mau (template) nao. Ban
sé chon thu céng cac budc va cac dich vu dé két ndi, dinh nghia cdc hanh déng va diéu kién cho
flow.

V&i cach tao flow nay, ban c6 moét sé lua chon cu thé nhu sau:
o Automated cloud flow: Flow tu déng kich hoat khi moét su kién xdy ra.

Vi du: Tao mot flow dé tu dong gui théng bdo dén nhém clda ban khi cé moét email méi duge gli vao
hop thu cua ban.

e Instant cloud flow: Flow cé thé dugc kich hoat thi c6ng khi can, bang cach nhan nat tir
Power Automate hoac mot ing dung dugc tich hop.

Vi du: Tao moét flow dé€ ban cé thé nhan nidt va gui email nhac nhd cho nhdm cuda ban vé viéc kiém
tra céng viéc hang tuan.

e Scheduled cloud flow: Flow dugc kich hoat theo thai gian dinh truéc (hang ngay/ hang
tuan/ thoi gian ban chon/...).

Vi du: Tao moét flow dé€ tu dong gui bdo cdo tédm tat vé du &n cho cap trén vao cudi mdi tuan.



e Describe it to design it: Tinh nang cho phép ban mé td quy trinh ty déng héa ma ban
mudn tao. Power Automate sé& dua trén mo ta dé dé goi y cac budc va hanh dong phu hgp
cho flow cua ban.

Vi du: Ban cé thé nhap: “Toi muén tu déng luu cac file dinh kem email vao OneDrive va gui thong
bdo cho nhém cua tbi”, Power Automate sé dua trén miéu td dé dé tao flow tuang Ung.

e Desktop flow: Day la loai flow danh cho cac tac vu tu dong hda trén may tinh cd nhan
(desktop automation), thuong lién quan dén cac tac vu trén phan mém truyén thong hoac
cac cong viéc khéng nam trén nén tang ddm may.

Vi du: Tao mot flow dé tu dong nhap dir liéu tu file Excel vao phan mém ké toan trén may tinh cla
ban.

e Process mining: Day la tinh nang gilp ban phan tich va téi uu hdéa cac quy trinh kinh
doanh hién cé bang cach thu thap dir liéu tir cdc quy trinh hién tai va chi ra cac diém tac
nghén hoac cai tién tiém nang.

Vi du: S&r dung Process Mining dé xem xét toan b6 quy trinh xtr ly hdéa don trong céng ty ban, phat
hién cac budc gay lang phi thai gian, tur dé tao flow tu dong hda cac budc do.

Start from a template (Tao
bang mau cé san)

TFaoflowrdihmat cdusantrong Power Automate (Start from template)

Ban cé thé bat dau tir mot template (mau c6 san), la mot flow da dugce thiét ké trude véi cac bude
tiéu chuan phdé bién. Ban chi can tuy chinh theo nhu cau cu thé cia minh.

Power Automate cung cap rat nhiéu template cGia cac quy trinh va tac vu phé bién. Trong dé c6 thé
k€ dén:

» Follow up on a message: Ty dong gilp ban theo déi tin nhan ma ban d& nhan hoac gui
trong ing dung nhu Microsoft Teams hoac Outlook.

e Forward email to a channel: Tu dong chuyén ti€p email t&r Outlook hoac dich vu email
khac dén moét kénh trong Microsoft Teams.

e Notify a team when planner tasks change status: GUi thong bdao dén mét nhém
trong Microsoft Teams khi cé thay d6i vé trang thai cla cac nhiém vu trong Microsoft
Planner, gitp déi ngli theo doi tién dé va diéu chinh céng viéc kip thoi.



Start from a connector (Tao tu
mot két noi)

Faoflowrdinkét méi adosam trong Power Automate (Start from a connector)

Power Automate hd trg nhiéu connectors (két ndi), la cac dich vu va ang dung ma flow c6 thé
tuong tac, nhu Microsoft 365, SharePoint, Twitter, Google Drive, v.v. Khi tao flow tir connector,
ban bat dau tir moét dich vu hoac ing dung cu thé€ ma ban muén s dung trong flow.
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