e Audience: Notion is designed for individuals, teams, and organizations looking to streamline their work processes, improve
collaboration, and manage personal or professional projects effectively.

e Purpose: The purpose of Notion is to provide a flexible and all-in-one workspace that integrates note-taking, task
management, and database functionalities to enhance productivity and organization.

e Key Sections: Key sections in Notion include pages for organizing information, databases for tracking data, task lists for
managing work, and templates for quick setup of different projects
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Getting Started

e Choose a Plan — The free plan is great
for individuals.

e |eft Sidebar — Displays pages and

Create or Join a Workspace - If using 2 1SP
workspace navigation.

it for personal work, select Personal;
if for a team, select Team.

e Go to Notion — Visit notion.so.

e Sign Up — Use an email, Google, or

e Top Bar — Shows sharing options
Apple account. - & 0P

Customize Your Workspace Name - and settings.

You can name it anything (e.g.,
"Personal Dashboard" or "Work
Projects").

e Verify Your Email — Notion will send a

D T e Main Canvas - Where you create
verification link.

and edit content.

Add Blocks to
Your Page

h

4Create a New Page

Notion works with blocks, which can be:
e Text — Type normally to add a

reating a page

paragraph.
e Headings — Use /h1, /h2, or /h3 for
headers. e Create a New Database - Type
otion basics e To-Do List - Type /todo to add /database and select from:
ooy o Table — Best for structured
information.
e Tables & Databases — Use /table to o Board (Kanban) - Great for task
e Click the "+" icon in the left sidebar. insert structured data. management.
o List, Timeline, Gallery, or
e Name your page (e.g., "Daily Notes"). e Images & Media - Use /image or Calendar — Different views for
drag-and-drop files. projects.

e Choose a template or start with a
blank page. e Embeds - Use /embed to add e Customize Properties — Add tags,
YouTube, PDFs, etc. dates, checkboxes, and more.



https://www.notion.so/

How to Use Notion

Use Templates for Productivity ;e

. Meeting Notes
B Table ~ Properties Filter Sort Q. Search = m
Aa Name £ Participants @ Type
. Standup 06-04-19 a Camille Ricketts ﬁ Zeno Wu Standup
¢» Weekly Sync Aug 18 T BrianPark ] SimonLast ) Jenne Nguyen Weekly Sync
Z. Quarterly Offsite Prep A Matt Duvall Ad Hoc
UPDATED DEC 2022 LIKES 12 UPDATED DEC 2022 LIKES 3 -
. % Font family standardization 1 for a perst Design Systems
Weekly, Daily & Hourly Planner Brand Book
o . Select a person
A simple, powerful and elegant template system to Store and plan your complete brand guidelines in
help plan your days and weeks in Notion. Notion with this handy template '‘Brand Book'. v Fig
ﬁ Alex Hao
& David Tibbitts
Preview Co Preview Co
. y O PY ) AndreaLim
_— / €3 Lauren Oliveri
f') Monica Perez

e Click Templates in the sidebar.
e Click Share on a page.
e Browse pre-made options like: Pag
o Meeting Notes
o Personal Journal
o Project Management

e Add emails to invite collaborators.

e Set permissions (Viewer, Commenter, Editor).
e Select one and customize it.
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e Download the Notion App for
Android, i0S, Windows, or macQOS.

e Download the Notion App for Android,

: 10S, Windows, or macOS.
e Sync Across Devices — Your content ’ ’

updates everywhere. e Sync Across Devices - Your content

updates everywhere.
Ethical Considerations related to the use of Notion

e Data Privacy: Protect personal and sensitive information by sharing it only with trusted people.

e Access Control: Set proper permissions to ensure only authorized users can view or edit content.
e Intellectual Property: Give credit to others when using their content or templates.

e Informed Consent: Get permission before sharing or collaborating on sensitive information.

e Sustainability: As Notion uses cloud-based servers, users should be conscious of the environmental impact of
storing large amounts of data and consider reducing unnecessary storage to promote sustainability.



