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[IMPORTANT]

Loi néi dau tur tac gia Hoang Nhat Mai

Chao ban, téi la Hoang Nhdt Mai. Trong hanh trinh tu vdn va téi uu héa quy trinh lam viéc cho hang nghin ca
nhén va doanh nghiép, téi nhdn ra mét van dé [én: hdu hét ching ta dang bi phdn tan théng tin & qua nhiéu noi.
Ghi cht & Google Keep, quan ly céng viéc & Trello, luu tai liéu & Google Drive va trao déi trén Zalo hay Slack.

>

Notion xudt hién nhu mét "hé diéu hanh cd nhan va doanh nghiép" gitip ban gom tdt ca vé mét moéi. Tuy nhién,
Notion la mét khéng gian tréng (blank canvas). Néu khéng cé tu duy kién tric dir liéu ding ddn, ban sé rdt dé roi
vao bdy "nghién decor trang" ma khéng tao ra gid tri céng viéc thuc té.

>

Cudn Ebook nay dugc téi bién soan dua trén toan bé kinh nghiém thuc chién ndm 2026, cdp nhat day du cdc tinh

ndng mdi nhat nhu Notion Al, Formula 2.0, Notion Sites, Notion Forms va tich hgp tu déng héa qua Make.com. Hy
vong cudn sdch sé la kim chi nam gitp ban xday dung mét khéng gian lam viéc s6 théng minh, téi uu va nhdn bdn

hiéu sudt lam viéc.

Phan 1: Khéi ddéng va tu duy téng quan vé Notion

1. Triét ly all-in-one workspace va vi thé cua Notion

Notion khéng dan thuan la mét ing dung ghi chd. Notion dugc xay dung trén triét ly All-in-one
workspace (khéng gian lam viéc tat-ca-trong-mot).

Thay vi buéc nguai dung phai tuan theo cau tric phan mém c6 dinh, Notion cung cap cac "khoi xay dung"”
(blocks) linh hoat. Ban c6 thé tu do két hgp van ban, bang di liéu, danh sach cong viéc, biéu dé va ma Iénh
dé tao ra bat ky céng cu quan tri nao minh mong muén.

B T TR E +

| NOTION ALL-IN-ONE WORKSPACE |
e +

| [Document & Notes] + [Database & CRM] + [Project & Task] |
| - Docs - Relations - Kanban Board |

| - Wiki - Rollups - Timeline / Gantt |

| - Knowledge Base - Formula 2.0 - Sprint Tracking |

BT TR +

| [Notion Al & Automation] + [Notion Sites & Web Publishing] |
| - Auto-fill - Q&A Search - Custom Domains |

| - Summarize - Make.com Webhook - Public Portals [
e +

2. So sanh Notion véi Obsidian, Lark Suite, Trello va Evernote

Dé ban cé cai nhin khach quan truéc khi bat dau, toi da lap bang so sanh chi tiét gitra Notion va cac cong
cu phé bién nhat hién nay:



| Tiéu chi | Notion | Obsidian | Lark Suite | Trello | Evernote |

| M& hinh luu trit | Cloud (Béng bé truc tuyén) | Local Markdown (Tép cuc bg) | Cloud Ecosystem | Cloud
(Kanban-first) | Cloud (Note-first) |

| Quan ly dir liéu | Relational Database manh mé | Wikilink / Graph View | Base & Docs tich hgp | Card &
Board cg ban | Tag & Folder cg ban |

| Tu dong hoa & Al | Notion Al, Notion Automations | Community Plugins | Lark Bitable Automation |
Power-Ups cd ban | Han ché |

| Kha nang tuy bién | Rat cao (All-in-one) | Cuc cao (Developer-friendly) | Cao (Da ddng géi san) | Trung
binh | Thap |

| Phu hgp nhat cho | C4 nhan & Team lam Wiki, CRM, Task | Ca nhan xay dung Second Brain sau | Doanh
nghiép can Chat + Task + Base | Quan ly Task don gian | Ghi chd ca nhan nhanh |

3. Cai dat moi trudng va thiét lap tai khoan toi uu

Dé sir dung Notion hiéu qua, ban nén thiét 1ap theo cac budc sau:

1. Dang ky tai khoan: Truy cdp notion.so va dang ky bang Google Workspace hodc Email lam viéc. Néu
ban 13 hoc sinh, sinh vién hodc gi4o vién, hay dung email .edu dé€ dugc nang cap mién phi goéi Notion Plus.

2. Tai iing dung da nén tang: Tai ting dung Notion cho Desktop (Windows/macQOS) va Mobile
(i0S/Android). Ung dung Desktop gitp ban Iam viéc nhanh hon nh& cac phim tat va kha nang ma nhiéu
clra s6 cung ldc.

3. Cai dat Notion Web Clipper: Cai tién ich m& rong Notion Web Clipper hodc Save to Notion trén trinh
duyét Chrome/Edge dé luu trit cac bai bao, lién két hay vao Notion chi véi moét ci nhdp chuét.

Phan 2: Cot 16i thao tac tur co ban dén lam chu database

1. Hé thong block va tu duy trang trong Notion

Moi thanh phan trong Notion déu la mét Block (khéi). Van ban, tiéu dé, hinh anh, bang di liéu hay tép
dinh kem déu la cac khéi déc lap.

« D4u gach chéo / (Slash command): Day la phim tat than thanh trong Notion. Chi can gé /, mét bang
menu sé& hién ra gitp ban chen bat ky loai block nao:

 /h1, /h2, /h3: Tao cac cap tiéu deé.

« /todo: Tao danh sach céng viéc co 6 tich check.

» /bullet: Tao danh sach cham tron.

« /callout: Tao hdp ghi chu néi bat cé biéu tugng emoji.
« /toggle: Tao kh&i an/hen md ndi dung gon gang.

+ /table: Tao bang d{ liéu hoac chén Database.

+ /code: Tao khéi chta ma ngudn lap trinh.



« Kéo tha va chia c6t (Drag & Drop): Ban c6 thé di chuyén khéi bang cach nam vao biéu tugng 6 dau chdm
: 1 & bén trai khéi va kéo dén vi tri mong mudn. D€ chia trang thanh 2 hoac 3 cét, chi can kéo khai dat vao
mép bén phai clia khéi khac cho dén khi xuat hién dudng dong mau xanh duong.

2. Thiét 1ap co sé dir liéu (Database) chuyén sau

Database la "tréi tim" tao nén sitc manh vugt tréi cia Notion. Mot Database trong Notion viia la bang tinh,
vlia la tap hgp cac trang riéng biét.

Notion cung cdp 6 ché dé hién thj (Views) linh hoat trén cing mét nguén dit liéu:

1. Table View (Bang): Dang dong va c6t truyén théng, t6i uu cho viéc nhap liéu hang loat.

2. Board View (Kanban): Hién thi dang thé theo trang thai (To Do, In Progress, Done), t6i uu cho quan ly du
an.
3. Calendar View (Lich): Hién thi cac cdng viéc hodc bai viét theo méc thdi gian trén lich thang.

4. Timeline View (Tién d6): Dang bi€u d6 Gantt chart gitp theo déi ti€n dé du an theo tuan/thang.

5. Gallery View (Thé anh): Hién thj thé truc quan kém anh bia, thich hgp lam kho tai nguyén, portfolio hoac
catalog san pham.

6. List View (Danh sach): Dang danh sach t6i gian, phu hgp doc trén di dong.

Cac loai thudc tinh (Properties) trong Notion Database:

» Text / Number / Select / Multi-select / Date / Person / Files & media / Checkbox / URL / Email / Phone.
e Formula: Thudc tinh tinh toan dir liéu tu déng.
« Relation: Lién két trang gilra 2 Database khac nhau.

« Rollup: Trich xuat va téng hgp di liéu tir Database da lién két.

3. Lam chu Notion Formula 2.0 va quan hé dir liéu

Notion Formula 2.0 mang lai sitc manh Iap trinh thuc sy cho Database v&i cu phap hién dai, hé trg bién s6
(lets), mang (map, filter), chudi van ban va dinh dang rich text.

Vi du 1: Tinh sé ngay con lai dén han céng viéc (Deadline Countdown)

lets(
daysLeft, dateBetween(prop("Due Date"), now(), "days"),
if(
empty(prop("Due Date")), "0 Chua dat deadline",
prop("Status") == "Done", "O Pa hoan thanh",
dayslLeft < 0, "0 Qua han " + abs(daysLeft) + " ngay",
dayslLeft == 0, "0 Dén han hém nay",
"0 Con " + daysLeft + " ngay"
)
)

Vi du 2: Loc va tinh téng gia tri hgp dong tur Relation

Gia st ban c6 Database Projects lién két véi Database Tasks. D€ tinh ty 1& % hoan thanh cong viéc clia
du an:



lets(
allTasks, prop("Tasks"),
completedTasks, allTasks.filter(current.prop(“Status") == "Done"),
total, allTasks.length(),
done, completedTasks.length(),
if(total == 0, "0%", round(done / total * 100) + "%")

Phan 3: Chirc nang nang cao, Al va tu dong héa quy trinh

1. Tan dung Notion Al d&€ nhan ban hiéu suat lam viéc

Notion Al nam 2026 d3 tr& thanh mot déng su dac luc tich hgp sau vao toan bé hé théng workspace clia
ban.

+ Q&A Search (Hoi dap dir liéu toan workspace): Ban chi can g cau héi (vi du: "Tom tat cac yéu cau clia du
an Website DeAiTinh thang trudc"), Notion Al sé tu ddng truy van toan bd trang, wiki va database dé tra vé
cau tra 18i chinh xac kém trich dan ngudn link.

« Al Autofill Properties: Ban c6 thé thém thudc tinh Al vao Database dé Notion ty dong:
« Tom tat ndi dung bai viét thanh 2 cau.

* Ty déng trich xuat tur khéa (Tags/Keywords).

* Phan loai cam xdc phan héi clia khach hang (Positive / Neutral / Negative).

« Dich thuat ty dong sang tiéng Anh hodc tiéng Nhat.

2. Bién Notion thanh website ca nhan véi Notion Sites
Khong can biét 1ap trinh web hay mua hosting dat do, tinh nang Notion Sites cho phép ban xuat ban bat
ky trang Notion nao thanh mot website chuyén nghiép chi trong vai giay.

B e e E +

| NOTION SITES WORKFLOW |
b +

| 1. Soan thao néi dung & Layout trén Notion Page |

| 2. Nh&p chon [Share] -> [Publish to Web] |

| 3. Cau hinh Custom Domain (vi du: portfolio.deaitinh.com) |

| 4.Bat SEO Indexing, Google Analytics Tracking & Header Nav |
e +

« Tinh ndng ndi bat: H6 trg tén mién tly chinh (Custom Domain), tly chinh favicon, thanh diéu huéng
(Header Navigation), bat/tat quyén tim kiém Google (SEO indexing) va nhiing Google Analytics tracking ID.

3. Tu dong héa quy trinh véi Notion Automations va Make.com
A. Notion Built-in Automations (Tu dong héa noi bo)

Ban c6 thé thiét lap quy trinh ty dong ngay trén Database Notion:

« Trigger: Khi thudc tinh Status chuyén sang Ready for Review.

« Action: Ty ddng gan ngudi phu trach Assignee thanh Trudng phong va gui théng baoSlack/Email.



B. Tich hop tu dong héa qua Make.com Webhook & REST API

Khi can két nGi Notion véi cac hé théng bén ngoai (nhu CRM, Google Sheets, Gmail, Facebook Lead Ads),
ching ta dung Make.com v&i Notion REST API.

e + Webhook Payload — +-------------- + Create Page  +--------------- +
| Google Form | >| Makecom |-----------ooooee- > | Notion DB CRM |
| Customer Lead | | Scenario | | DeAiTinh |

Fmmmmm e + o + oo +

// Cau tric Payload gui dén Notion API (Endpoint: POST https://api.notion.com/v1/pages)
{
“parent": { "database_id": "782a1b9c02d14e9f80123456789abcde" },
"properties": {
"HoTen": {
"title": [
{ "text": { "content": "Nguyen Van A" } }
]
b
"Email": {
"email": "nguyenvana@example.com”
B
"SoDienThoai": {
“phone_number": "0987654321"

B
“TrangThai": {
"select™: { "name": "Moi tiep nhan" }
}
}
}

[!CAUTION]
Quy tdc an toan bdo mdt:

Tuyét d6i KHONG bao gio chia sé céng khai Notion Integration Token (ntn_. .. hodc secret_. ..). Luén luu tri
token trong bién méi trudng bdo mat <YOUR_NOTION_API_KEY> cua Make.com hodc server backend.

Phan 4: 4 hé thong thuc chién cho ca nhan va doanh nghiép

1. Hé thong Second Brain theo phuong phap PARA

Phuong phap PARA do Tiago Forte phat trién la mé hinh t8 chic tri thifc ca nhan hiéu qua nhat hién nay.
T6i da déng gbi mo hinh nay vao Notion gom 4 thu muc chinh:

1. Projects (Du an): Tap hop cac dy an cé han hoan thanh cu thé (vi du: Ra mat khéa hoc Al thang 10, Viét
Ebook Notion).

2. Areas (Linh vuc duy tri): Cac khia canh cudc séng can quan ly dai han khong cé ngay két thuc (vi du: Stc
khoe, Tai chinh ca nhan, Phat trién ban than, Van hanh D& Al Tinh).

3. Resources (Tai nguyén): Kho luu trir kién thic, tai liéu tham khao, y tudng, tai liéu hoc tap theo cha deé.

4. Archives (Kho luu trit): Ngi cat gilr cac du 4n da hoan thanh hodc cac tai nguyén khéng con st dung dé
gilr cho khong gian lam viéc ludn gon gang.



2. Hé théng quan ly du an chuan Agile/Scrum
Dai véi ddi nhdm 1am viée, ban co thé thiét 1ap hé théng quan ly du an gém 3 Database lién két vai nhau:
« Database Epics (Muc tiéu 16n): Chira cac tinh nang hoac chién dich I6n cla doanh nghiép.

« Database Sprints (Chu ky lam viéc): Quan ly méc thai gian lam viéc theo tiing dgt 2 tuan (Sprint 1, Sprint
2).

« Database Tasks (Cong viéc chi tiét): Hién thi dang Kanban Board phéan loai theo trang thai Backlog -> To
Do -> In Progress -> Code Review -> Done.
3. Hé thong Content Calendar san xuat néi dung da kénh

D4y la hé thdng ma téi va déi ngl D€ Al Tinh st dung hang ngay dé quan ly néi dung da kénh (Website
deaitinh.com, TikTok, Facebook, YouTube):

» Database Content Master:

* Thudc tinh: TieuDe (Title), Kenh (Multi-select: Website, TikTok, Fanpage), NgayDang (Date), TrangThai
(Select: Idea, Scripting, Shooting, Editing, Published), AffiliateLink (URL), Writer (Person).

+ Ché d6 xem Board View: Phan loai theo TrangThai gilp dé dang theo déi dong chay san xuat néi dung.

+ Ché do xem Calendar View: Theo ddi lich xuat ban bai viét theo thang.

4. Hé thong CRM quan ly khach hang va doanh s6

Hé théng quan ly quan hé khach hang t6i gian danh cho solopreneur va doanh nghiép nhé:
« Database Leads & Contacts: Luu thong tin ho tén, email, sdt, cong ty, nhu cau.

« Database Deals (Ban hang/Hgp dong): Lién két véi Database Contacts.

e Thuoc tinh: GiaTriHopDong (Number), GiaiDoan (Select: Lead -> Demo -> Quote Sent -> Closed Won
-> Closed Lost), NgayChot (Date).

+ Rollup & Formula: Tu déng tinh téng doanh thu du kién va ty 1& chét sale thanh cong.

Phan 5: An toan thong tin, bao mat va luu trir du phong
1. Phan quyén truy cap (Permission Levels):

« Full access: Quyén chinh stra va phan quyén cho nguai khac.

« Can edit: Quyén chinh sita néi dung nhung khéng dugc x6a hoac thay déi cdu tric Database.
« Can comment: Chi dugc phép dé lai binh luan.

« Can view: Chi dudc phép xem ndi dung.

2. Sao luu di liéu tu dong (Export & Backup):

« Thudng xuyén thuc hién sao luu toan bé workspace bang cach truy cap Settings & members ->
Settings -> Export all workspace content -> Chon dinh dang Markdown & CSV hodc HTML.

« Luu trit tép zip sao luu 1én Google Drive hodc 6 cling ngoai hang thang dé phong ngura su cé.



Phan 6: Nhirng cau hoi thuéng gap (FAQ)

1. Dung Notion ban mién phi cé bi giéi han dung lugng khéng?

Goi Notion Free khong gidi han sé lugng trang va block di liéu cho ca nhan. Gidi han duy nhét la dung
lugng méi tép tai Ién t8i da 5MB/file. NEéu mudn tai tép 16n hon hodc mdi nhiéu thanh vién cdng tac, ban
c6 thé nang cap 1én goi Plus (khoang $8-$10/thang).

2. Notion cé6 lam viéc offline (khong c6 internet) dugc khong?

Notion hoat déng trén co ché déng bé dam may (cloud-first). Ban c6 thé md va sta cac trang da luu trudc
do khi mat mang, tuy nhién dit liéu chi chinh thiic dugec dong bo hoan toan khi thiét bi cda ban cé két néi
internet trd lai.

3. Lam sao dé chia sé template Notion cho ngudi khac sir dung?

D€ chia sé template, ban chi can m& trang Notion d6 -> Nhap chon nit Share & goc trén bén phai -> Bat
Publish to web -> Bat tuy chon Allow duplicate as template. Khi ngugi khac truy cap link nay, ho sé thay
nat Duplicate d€ sao chép toan bé trang vé workspace cua ho.

Phu luc: Bang phim tat nang cao giup tang 200% téc dé g6
Notion

| Phim tat (Windows) | Phim tat (macOS) | Chic nang |

ioee i |

|Ctrl + N|Cmd + N|Tao trang mdi nhanh |

|Ctrl + Shift + L|Cmd + Shift + L|Chuyén déi giao dién Sang / Téi (Dark mode) |

|Ctrl + P/Ctrl + K|Cmd + P/Cmd + K| Tim kiém trang toan workspace |

|ctrl + Alt + 1|Cmd + Option + 1|Chuyén dong thanh Tiéu dé Heading 1 |

+

+

|Ctrl + Alt + 2| Cmd + Option + 2| Chuyén dong thanh Tiéu dé Heading 2 |

|Ctrl + Alt + 3|Cmd + Option

+

3 | Chuyén dong thanh Tiéu dé Heading 3 |

+

|Ctrl + Alt + 4|Cmd + Option + 4 |Chuyén dong thanh To-do checkbox |
|Ctrl + Alt + 5|Cmd + Option + 5| Chuyén dong thanh Bulleted list |

| Ctrl + Shift + M|Cmd + Shift + M| Tao binh luan (Comment) |

| [[|[[|Lién két nhanh dén mét trang khac (Page Link) |

Cam on ban d3a doc cuén Ebook Hudng dan dung Notion toan tap nam 2026. Chic ban xdy dung dudc
mot hé théng quan tri tri thc va tu déng hda cong viéc vugt troi!



