Phong Cong nghé thong tin ThS. Tran Vién Phiic

Hwéng dan Thém danh sach sinh vién vao nhom lép

trén Microsoft Teams bang Power Automate

1. Tinh trang

Hién nay, Microsoft Teams da bat bugc ngudi ding phai dang phién ban mai nhat va khong con
cho phép st dung phién ban Classic. Theo d6, Refined Microsoft Teams khéng con dugc st dung do
khong tuong thich vai phién ban mai cia Microsoft Teams.,

Vay lam sao dé thém danh sach sinh vién vao nhém Iép trén Microsoft Teams, cau tra loi 1a cong
cu Power Automate. Dé sir dung cong cu nay thanh thao, ngudi dung duoc yéu cau am hiéu vé quy
trinh, flowchart, input, output. Tuy nhién cdng cu nay ciing van rat dé dung véi ngudi méi bat dau bang
cac meo hudéng dan tirng budc don gian ngay trén tng dung.

2. Hwéng din tao mét flow trén Power Automate
a. Mé Power Automate

Sau khi dang nhap trén https://office.com, chon biéu twong 9 cham B ¢ mo them cac rng dung
khéc trén Office 365, néu man hinh da lén s& thiy tng dung * Power Automate, néu khdng chon
More apps dé mo thém.

& 2 G 25 office.com/?auth=2

M, Microsoft 365 ‘

A Find Microsoft 365 apps

o

F

Microsoft 365 Outlook OneDrive Word Excel
P @ B ©H &
PowerPoint OneNote SharePoint Teams Sway
Forms Engage Power Admin Whiteboard ,
Automate
Calendar Stream Delve Staff Notebook People

B

More apps
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Chon All apps dé mé tét ca tng dung, ma ® Power Automate.

25 microsoft365.com/apps?auth=2&home=1

S

Apps
]
Teams
< All apps

H  Add-ins

Add-Ins

@ cCompliance

Meet your organization’s legal, regulatory, and
technical standards for content security and data use.

& roms

Customize surveys and quizzes, get real-time results

D Lloop

Enabling teams to think. plan, and create together.

B rlanner

Create plans, organize and assign tasks, share fles, and

Word Excel

) Admin

Your admin web portal for subscription management.

@ Connections

Access personalized tools, news, and resources.

. Insights.

Improve your productivity and wellbeing with
Microsoft Viva Insights.

@ OneDrive

Safely store files, photos, and more.

@  Power Apps

8uild mobile and web apps with the data your

PowerPoint

[J] Bookings

Simplify how you schedule and manage appointments
both inside and outside your organization.

B Deve

Get personal insights and relevant information based
on who you work with and what you work on

™ Kaizala

Asimple and secure mobile chat app for work

@ OneNote

Create a digital notebook

Outlook OneDrive

B catendar

Manage and share your schedule.

“ Engage

Connect with coworkers and classmates, share
information, and organize around projects

@ Leaming

Keep leaming, keep growing with Viva Leaming.

@R Outiook

Email, schedule, and set tasks,

P Power Automate

Sync files and more to simpidy your work.

@  PowerPages

Unleash the power of Copilot to craft secure, low-code

OneNote

[  Class Notebook

Organize your lesson plans in a digital notebook, and
create a workspace for students.

& e

Budget, plan, and calculate

Lists.

Aliows users to create, share, and track data inside lists.

28 People

Group, share, and manage contacts.

@ PowerPoint

Easily make presentations.

get progress updates. organization already uses. business websites with ease

B Project @ £ sharepoint

Security [  statf Notebook

W stream

Giao dién ban dau Power Automate.

€« c = e fault-887b9be1-6714-49ch-ace0-422efIbx fhome 4 o = ®
- [r—
oM Power Automate O Search B UM (defautt) 8 ?

Let’s automate something. What should it do?

Get started by selecting an example or describing your own automation idea.

| A tHome

v

Create [ Every month, copy ail fites from OneDrive folder to another OneDrive folder |

& Templates [ Copy alt rows from an Excel file to another excel file with a click of a button |

M teamn [ When a new item is created in SharePoint. send me an email |
o Myflows % = .
7 @
B Aoorovs e §
8 soutons v 7
k=]
0§  Process mining
Coplotis new technology that s st being developed. It i optimizad for use with English lenguage and has Eited
® Albub = v support with other languages. As such parts of it may appesr in Engish rather than your preferred language. Leam more
L2 Automation center (previe.
& Desktop flow activi . 2
%1 Oeskdop flowaciy Learning for every level seezi
More
Analyze process mining Analyze your business Register for free 1-day Automate processes with Improve business Automate a busit
@ reports in Power Automate @ process with Microsoft e automation workshop. @ Robotic Process. performance with Al process using Por
Power Platform 4 7 . 3
7 Fowsc patio Beginner 45 min Seginner 43min Beginner Intermediate 2hr S min Beginner 6 hr 56 min Beginner
aca

Hwéng dan chi tiét
% Tao danh séch sinh vién trén Microst Excel va tai 1én Microsoft OneDrive

Tao file Excel véi cot danh sach sinh vién muén thém vao nhom trén Teams, cot danh séch nay
nén co tén cot, & day 1a TAIKHOAN. Chon toan bo cot = Insert = Table dé tao bang, phai tick My
table has headers =& OK, mét cach nhanh 1a bam té hop phim Ctrl+T.
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File Home Page Layout Formulas Data Review View Automate

1

=0

i

. 2 @
e O W5 -
iz = o K

oo

‘@
@} 5¢
Tables Illustrations Controls
Al v Jfx~  TAIKHOAN
B C D E
1 JTAIKHOAN
2 11921000031 @sv.ufm.edu.vn ¢
> 11921000063 @sv.ufm.edu.vn |
4 |1921000068@sv.ufm.eduvn | [ crsteToic X
5 Where is the data for your table?
6 SAS:sAse E:
- m table has headers
[ ok ]| cance |
8
9

Lwu v: Dam bao 6 dit liéu tai khoan sinh vién khong cé khoang tring 2 dau

Tai file Excel vira tao Ién Microsoft OneDrive.

€« » ¢ =

OneDrive

ufmedu-my.sharepoint.com/personal/tv_phuc_ufm_edu_vn/_layouts/15/onedrive.aspx?loc

+ Add new

Tran Vién Phic
(A) Home
i My files
89 Shared
¢y Favorites

@ Recycle bin

Browse files by

[® Share

& Copy link

My files > 1_DANH SACH

D

Name T v

J Download 5% Automate -~

2421101003311 BIG DATAxIsx
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Lwu Y Vi cac tai khoan Office 365 khong duoc phép ding phan mém cai dat trén thiét bj ma chi
duoc phép dung qua trinh duyét web (vi du tai khoan thinh giang) thi van c6 thé lam hoan toan binh
thuong thdng qua trinh duyét web.

<« - C 25 ufmedu-my.sharepoint.com/personal/tv_phuc_ufm_edu_vn/_layouts/15/onedrive.aspx?login_t

<+ Add new @ Share G Copylink 4 Download 8% Automate v

. Folder

My files > 1_DANH SACH
&) Files upload

| €8 Folder upload 9  Name 7 ~

5 Word document ==| 2421101003311 BIG DATA.xlsx

B3 Excel workbook

&) PowerPoint presentation

RO

% Tao flow trén Power Automate

Chon Create =» Instant cloud flow

M Power Automate O Search

Three ways to make a flow

(A Home

=]

&) Templates

M Learn D/i %_*, @+
o

Start from blank ©

My flows Scheduled cloud flow
Automated cloud flow Instant cloud flow E
You choose when and how often it
Triggered by a designated event. Triggered manually as needed. runs.

fa Approvals

81 Solutions

8 Process mining
Start from a template @

{3 Alhub
Top picks Remote work Email Notifications Save to cloud Approval

|  Automation center (previe...
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Chon Manually trigger a flow =» Create
Build an instant cloud flow X

Flow name

' l Add a name or we'll generate one

Choose how to trigger this flow *

) Manually trigger a flow ®
Flow button for mobile
When Power Apps calls a flow (V2)
1 ®
Power Apps
c Run a flow from Copilot ®
Skills
Triggered manually from any device, easy-to-share instant flows I \When Power Virtual Agents calls a fl... 10
automate tasks so you don't have to repeat yourself, Rl Pouer Virtual Agents
Examples: When a flow step is run from a busin... ®
() 3
® (et an automatic mobile alert whenever 3 VIP client Microsoft Dataverse
emails you ;
o ”y il attiich 56 ol t ticall ® When a row is selected ®
ave all your email attachments to a folder automatically 2l \icrosoft Dataverse
H For a selected message (V2) "

o (] = |

Dbat tén cho flow Add a list of members to a Team =» Click ) & Add an action

Power Automate

& IAdd a list of members to a Teaml

>

B Manually trigger a
flow

Insert a new step after Manually trigger
a flow

Giao dién Add an action & bén trai man hinh, trong khung Search tim chirc nang List rows present
in a table. Chon churc nang cua ung dung Connector nao ciing dugc Excel Online (Business) hoac
Excel Online (OneDrive), mién 1a khi Connector yéu cau Sign in dang nhap dé két néi dén di liéu cua
cac Connector tuong &ng thi hdy lam theo dé dong bo. Vi du ndy dung Excel Online (Business).
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Power Automate

€& Add a list of members to a Team

IAdd an action X
I[ £ list rows X
Runtime Action Type

AV N

Group by Connector

@ Excel Online (Business) G
See more

List rows present in a table ®

| Update a row @)

Delete a row ':D

Microsoft Dataverse ®

See more

@

List rows '\7)

_
N\
|

List rows from selected environment ®

="
N\
|

Relate rows G

A
N\
|
vy

@ Excel Online (OneDrive) )

v
rn
m
D N
g
D

List rows present in a table ®

Delete a row ®

Get a row 'J

NS SEE—— | S
N\
|



Phong Cong nghé thong tin ThS. Tran Vién Phiic

Chon va dién théng sé nhu hinh sau, cac * 1a bt bugc.

M Power Automate £ Search -

& Add a list of members to a Team ,0? Send feed|

List rows present in a table $

Settings  Code View  Testing  About

Location *

‘ OneDrive for Business ¥ ‘

Document Library *

‘ OneDrive v ‘
.5 % n Manually trigger a
/1_DANH SACH/2421101003311 BIG DATA.xlsx (i) flow

Table * é
‘ Table1 N

|

@ List rows present in a
table

Advanced parameters

@

Showing 0 of 6 v Show all

e

Location: GO OneDrive for Business = cac khung sau d chon theo danh séch sé xudng

Document Library: OneDrive

File: Chon téi file Excel vira tai 1én OneDrive hoac tao trén OneDrive lic dau

Table: Chon bang minh da dat tén (mac dinh dénh s6 theo s6 bang minh dat tén trong file Excel,
binh thuong chi ¢ 1 bang duy nhat la cot danh sich tai khoan sinh vién)

Tuong tu, tiép tuc chon © theo mii tén do & hinh trén dé Add an action khac tiép theo sau =

Tim Add a member to a team. O mot sé khung théng sé cé biéu tuqng dé chon nhanh. Nhu hinh
sau, théng so User chon cot TAIKHOAN trong file Excel input tir action trudc.

User *

TAIKHOAN %

oM Power Automate £ Search _

& Add a list of members to a Team P\'j Send feed
Add a member to a team i<
Parameters ®  Settings  Code View  Testing  About n Manually trigger a
flow

User* @

| User principal name or Microsoft Entra ID to add @ 7 X [
‘User' is required.
I Eearch | List rows present in a
Team table
Select team v |

List rows present in a table

@

i
TAIKHOAN @

Advanced parameters

Showing 0 of 1 v | | Showall n Manualy biggeration e Horsha) Add a member to a
team
Full address
A Invalid parameters
@ Connected to tv.phuc@ufm.eduvn.  Change connection Country/Region
®
City
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Chon Team muédn thém danh sach sinh vién vao.

Add a member to a team : <

Parameters  Settings Code View  Testing About

User *

TAIKHOAN X

Team*

‘ 2421101003311_BIG DATA_ST3_CT7 v

Advanced parameters

| Showing 0 of 1 v | | showal

Két thac viéc tao flow, khéng quén chon Save dé luu flow lai.

&7 Send feedback () Copilot Save

B Manually trigger a
flow

¢

List rows present in a
table

Add a member to a
team

®
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Vao My flows =» Chon flow vira tao Add a list of members to a Team =» Run

Power Automate £ Search

Save As

= - New flow & Edit £ Share

@

@ Home
Flows
-+ Create
Cloud flows Desktop flows Shared with me
¢ Templates
0 Learn

o Name Modified Type

Add a list of members to a Team D> V4 Q i 6 sec ago Instant

(& Approvals

f  Solutions

Flow yéu ciu két néi cac Connector, néu dang nhap ddy di s& c6 ddu © dé Continue 2 Run flow

Run flow X

Add a list of members to a Team

Owner: Tran Vién Phuc
Signin *

This flow uses the following apps. A green check
means you're ready to go.

Excel Online (Business) @)

Microsoft Teams ©

< Tuy bién véi nhom lép khac va danh sach sinh vién khac

Strc manh cua tng dung nay nhu tén goi ¢6 thé hinh dung dugc tir nd, d6 1a viéc ding di dung lai
mot loat céc thao tac dugc thiét ké nhu mot quy trinh hoic flow. Viéc caa ngudi ding can lam 14 input
dlng céc dir liéu can thiét vao flow va chay Run.

O vi du nay, quay tro lai flow vira tao, khi can thém mot danh sach sinh vién khac vao mot nhom
I6p khéc:

- O action List rows present in a table: input lai file Excel danh séch méi
- O action Add a member to a team: input lai cot dit liéu dung tir file Excel méi va chon ddng
nhom I&p mai dé thém danh sach mai vao.
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Vi viéc quan tri cac flow, vao cu thé mot flow dé kiém tra tinh trang chay cua flow la Succeeded
d4 thanh cong hoic Failed d4 that bai, thuong that bai 1a do tai khoan sinh vién d6 khéng ton tai.

il Delete D Run [ Sendacopy ™ Export 5] Process mining (preview) L2 Analytics () Tumoff () Repair tips off Q5 Flow checker

2 Edit € Share & SaveAs

Flows > Add a list of members to a Team

Details Edit Connections Edit
Flow Status AR i S -
v ifm x )

Add 3 list of members to 3 Team On e e Phuc@ulm.eduwm <
Primary owner Created n Microsoft Teams tvphuc@ufm.eduwn
Tran Vién Phc Jul 22, 01:35 PM

Modified

Jul 22, 02:55 PM Co-owners Set primary owner  Share

Type S i

Instant Tran Vién Phic

Plan

The user who runs the flow 2 p -
Process mining (preview) (7) £ Improve your flow

S
I PR &

-
F

28-day run history (0 Editcolumns () All runs =E=== 00:00:05

Start Duration | Status I Run only users Edit
I Jul 22, 02:56 PM (1 min ago) 0000:08 Failed |

Your flow hasn't been shared with anyone.

Jul 22, 02:49 PM (8 min ago) 351 ms Failed

Jul 22, 02:48 PM (8 min ago) 375 ms Failed Associated apps and flows (1 Edit

Jul 22, 02:47 PM (10 min ago) 00:00:03 Failed You don't have any apps or flows associated with this flow. Leam more

Jul 22, 02:42 PM (15 min ago) 000005 Failed

Jul 22,02:41 PM (16 min ago) 00:00:05 Failed

Jul 22, 02:38 PM (18 min ago) 0000:10 Succeeded

- Add a list of members to a Team

@ Action 'Add_a_member_to_a_team’ failed: Failed to find user with idlaklsdjklsad@sv.ufm.edu.vn"n the tenant
cT -

B Manually trigger a
flow

|
l 0.850

List rows present in a
table

1 For each

A ActionFailed. An act...

Theo nhu flow chay Failed ¢ trén Ia tai khoan aklsdjklsad @sv.ufm.edu.vn khdng ton tai.
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