Notion la gi?

Notion 1a cong cu da nang & v6 cung manh mé trong viéc theo doi tién do cong viéc, luu gitr
tai liéu, giup nhan vién & cip quan 1y c6 thé twong tic & lam viéc hiéu qua, dong thoi trao
d6i rat dong bo trén cing 1 nén tang

Notion dic biét rat hitu ich khi lam viéc tir xa, remote giup viéc giao khoan dau viéc tré nén
hiéu qua gip nhiéu lan. Tham chi, Notion cling mang t6i phan mo ta céng viéc nhu “cam tay
chi viéc” dé s6 hoa & lam ching tré nén dé dang

Sau day, Nam xin dugc gidi thicu dén ban cach st dung cong cu nay.

Cach dang nhap:

bé dang nhép vao notion ta vao lién két notion.so
Moi phong ban s& duge cap 1 tai khoan dé van hanh cho ca doi ngii

Gidi thiéu giao dién co ban nhat ciia Notion

& Nam's Notion € RETI- 2021

Quick Find
@® All Updates

Settings & Members 1

2 RETI- 2021

+ Vietthings

& Freelancer

€ RETI- 2021 3

# Link tai liéu g RETI = 2021

D& nghi thanh todn

OKR Template

Templates
Import
Trash 2 Agent Reti 2 Tim hiéu vé chi s§ & sirc manh cha tir 3 - 5 déi tha cda trang Agent Reti  In progress Quan Duy
Agent Reti Phgi hgp cung bén Phat trién kinh doanh - xdy dyng quy trinh CTV qua Mir  In progress Nam
Reti Quét s& duy an The Center & Tropical Village Not started Ha Quan Duy Nam
Tropical B s sung thong tin Sun Tropical Village trang dy én Not started Quén
4 4

Giao dién co ban ctia Notion s& bao gdm 3 phan
e Phan I: thong tin tai khoan, mot chirc ndng tim kiém manh m& Quick Find
e Phin 2: Liét ké cac bang dang c6 sin
e Phan 3: Noi dung cua timg bang


http://notion.so

Cich theo doi tién do du an:

Tim hi€u giao dién truc quan theo ddi tién d¢ du an

Véi mdi nhan vién trong phong thi déu c6 thé theo ddi dau viéc rat truc quan qua tinh ning

duong Gantt cua Notion

#2 Marketing Task

SunSimSon B Chudn bicho du an Sun Sam Son Uyén Nam i

SunSimSon B Up san cac template vé hinh anh, néi dung cho Sales di ser Uyén  Khanh

SunSimSon (B Tailiéu dao tao Uyén

Sun S3m Son Nghién ciu kénh Mkt khac chay quang cdo Ads Ha Uyén

Thi tuc hanh ch Lam @& nghi thanh toan Gigan Quén

Thu tuc hanh ch Lam du todn chi phi Facebook OPEN Huy&n Nam

Thii tuc hanh ch [ Dy toan chi phi Marketing théng 8° Huy&n  Nam
[® Trién khai ké hoa Agent Reti B sira cac phin néi dung cho trang Agent Reti Huy&n Nam
D Xay dung néi dur Agent Reti 2 Growth dudgc 20 bai viét cho Fanpage / Group Huy2n  Quan
[® Xay dung néi dur Agent Reti B BS sung phin Get Started (Sau khi Agent ding ky théng ti |Huygn Nam

Agent Reti B Chuan bi ké hoach truyen théng cho chifc ndng méi cia Tl Huyén  Nam
[® Trién khai k&€ hoa: Agent Reti Phan tich tir khoa Agent Reti Duy Ha Qué
[® Xay dung néi dur Agent Reti Xay dung man Get Started trén Agent Reti Nam
B Xay dung néi dur  Agent Reti B Nang cdp Pao tao — Hoc vién dao tao RETI Huy&n Nam

Vi du & day s& bao gom céac thanh phan
e Diu viéc 1a gi?

=) Chuan bi cho du an Sun S3m San

e Nguoi phu trach 1a ai?

AP IR sls
= s

Uyén Nam |

e Tién d6 hoan thanh thé nao?

Completed

Completed
In Progress
In Progress
In Progress
Completed
Completed
Completed
Completed
In Progress
Completed
In Progress
Completed
In Progress

Not Started

July 2021

Aug

Chu
Up san ca
Tai lidu dao tao
Nghién
Lam
Lam
Dy toan ¢
Sura cic phan
Growth dudc 20 bai viét cho Fanpa
BG sung

Chuin bi ké h

Xay dung man Get Started

Néng cap D

e O bén tay phai 1a khoang thoi gian can thiét dé hoan thanh cong viéc



30

Chu I

Ciach theo doi tirng dau viéc nhé:
Mot diém hay cta Notion 1 ban c6 thé theo ddi duogc chi tiét timg dau viéc nho, trong d6 c6
thé 1a:

e Hudng dan hay 10i nhic cua quéan 1y vé dau viéc

e Tién do cong viéc nay ban da thyc hién dén dau

e Bio cdo két qua cong viéc, c6 thé viét tryc tiép vao notion hodc dinh kém cac Files

Share " Updates Favorite seee

Chuan bi cho du an Sun Sam Son

Date August 16, 2021 — August 18, 2021

Dy &n Sun S&m San

Ngudi phu trach Uyén MNam Ha

Completed

o

e Tép Data — Uyén
* Chay Zalo - chay quang cao bai viét - K&t ndi lai vdi dau méi — (Nam)
e Email Marketing — Sau mét hdi Research thi Zetamail van 14 t&t nhat trong s6 cac nha gt Email

hang loat

Output:
Zalo c6 cong cu ads.zalo.me — D& dang ky tai khoan & tai khoan OA

Chi can nap thé céng ty vao la cé thé chay

[ J—
Vi du ¢ déy 1a dau viéc “Chuan bi cho du an Sun Sam Son” - dau viéc nay dua nhitng thong
tin chi tiét nhu ngay thang phat sinh cong viéc, ngudi phu trach 13 ai, thudc du 4n nao? Bén
dudi ciing chi ra nhitng dau cong viéc duoc ghi chép lai.
Pro tips: Anh chi em c6 thé vira sir dung Notion vira ghi chép nhiing diéu can 1am trong cudc
hop & giao cho nguoi phu trach luon. Nhu vay khong phai méat cong truyén dat lai mot 1in
nira



Cach soan thao thong minh trong Notion:

Str dung phim tit “/” hodic @ cung véi phim tit cua cac khéi dudi ddy s& gitip ban soan thao
vo cung thong minh dbi voi viée theo déi dau viéc nho trong notion

Nhic dén cac phong ban khéc trong dau viéc

St dung phim @ + tén truong phong dé nhac cong viée nay thudc trach nhiém ctia phong ban
khac, khi 4n @ ban than da hién ra goi y rdi

E B

| o Mgoc Nguyen
; o FPham Yen Mgoc

1 Reti - Proptech
3 Getting Started

DAL

<+ New “ngoc” sub-page
ct A1 MNew “ngoc” page in...

ngoc

Viéc nhic téi phong ban khéc s& tang kha nang phdi hop, lam viéc lién phong ban.

Chén anh / gan file

e Ddi véi chén anh, chi viée chup man hinh va Ctrl + V vao bang dau viéc nho thi d3 co
thé dang phan chup man hinh 1én Notion. cach thir 2 ¢6 thé sir dung phim “/” + “ Im
» chon phan hinh anh



lal lieu dao tao

[ MEDIA

- Image
Jpioad or emoed with a [Ink

Iag" Web bookmark Upload or embed with a

limk.
g Video

c deo

Céch gan file

Str dung phim “ /> + “ File ” tim phan gin File dé tién hanh gin bat ky file nio 1én



1al heu dao tao

DIA t 26, 2021

List - Full page
Timeline - Full page
) ) Create a timeline as its
ADVANCED BLOCKS OWn page.
I — Synced block
¢ deo

/file]

Céch gan Link
Trong trudng hop ta mudn dua mot lién két nao d6 1én Notion trong phan theo di timg déu
viéc nho, ta chi viéc Copy Link va dan vao phan dau viéc twong tng d6

Hoiwé s6 Lead can khai thac — Chi Duyén
Phat sinh1 khodn chiphi danh cho Branding + Agent RE

https://docs.google.com/spreadsheets/d/1okpQts7viMPhRsdMgMTgEaLCc7xPH2ypF/edit#gid 232

10399

https://docs.google.com/spreadsheets/d/TokpQtsTwMPhRsdMgMTgEalLCc7

Cach Tao thé tiéu dé dé cac phan trong du viéc ré rang hon
S dung t6 hop phim “/” + “ Heading ” dé tao ra phan tiéu dé ngan cach cac chuyén muc
sé giup bé cuc mach lac hon



Hi1 Heading 1

H2 Heading2

Hg Heading3

Divider
' sUua # a2 DNOCkS
.E " Heading 1
] Heading 2
1 Heading 3
L
T RX  Blark annation
/heal

Quan ly dy an thé nao cho hiéu qua?
Trong mbi task nhd, ta can liét k& 3 muc chinh
e DAu bai: Yéu cau clia cip quan ly vé cong viéc
e Tién do thuc hién: St dung td hop phim “/” + “to do” d& tim toi khéi Checklist



fedelsr
| o Bulleted list

I EdIE g 5 HIT DACiEd =L

8 | To-do list

ire
-

Bulleted list

i

Numbered list
Code
-] s Synced block

~~ Date or reminder

ftodo

e K&t qua: cong viéc da hoan thién thé nao? lién két & cac tai liéu lién quan
Duwéi day la vi du mét dau viéc cla phong Marketing



Open as page Share + Updates Favorite ===

Lam landing page cho du an

Date September 1, 2021 — September 5, 2021

Mot Started

s

Dau bai

Lam trén trang Sungroupvietnar

Lam cho du an the center & tropical village

Tién do thuc hién
[ The Center

[ Tropical Village]

Lién két website...

Danh cho cac phong ban Back office

Cach Order thiét ké

O méi bd phan sé cé 1 Trang tén la “Order thiét k&” dé bo phan dé chi dong xay dwng ké
hoach & chia ngudi(Néu co)
Néu can dén sy tro giup cia Marketing, thi order truc tiép trong bang ctia Marketing
= Marketing
it Marketing Task
@ Ké hoach ndi dung

W Order thiét ké

OKRs Template made...

& HCNs



S dung tinh nang Order thiét k& dang Kanban, tir d6 s& ndm dwoc cdng viéc da giao thuc
hién dén dau roi

@ Order thiét ke

Thiét k& s& dugc dua dau bai cu thé & D&

i Not Started, sau qua trinh trizn khai, tai In Progress s& 12 qua trinh Revision,

chinh thiét k& & dén khi Completed 13 lic thit k& d5 hoan thanh - Designer hoan tré Output vao tifng viéc

[@ By Status v

rrrrr ; (]
Not Started Next Up In Progress Completed
& No Status
HAP
2 DICH

[® Vi dy anh quang cio dy an

Thiét ké sé dwoc xt ly qua 4 budc
e Not Started: Pang dwoc giao dé bai
Next up: Pang & giai doan hang cho
e In Progress: Dang thiét ké
e Completed: Ba hoan thanh
Pro tips: Can giao khoan Due dead (Ngay hét han) ré rang dé tién do di sat véi mong muén



Vi du anh quang cao du an

B Assign
@ Status Mot Started
& Priority
(O Date Created September 1, 2021 5:36 PM
(=] Due Date September 5, 2021
Add a propert Sep 5, 2021
ﬁ S September 2021 <

Su Mo u We Th Fr Sa

14 15 16 17 18
21 22 23 24 25 e |

26 27 28 29 30 1 2

Céach gop y vao mbi 1an stra thiét ké
O giai doan In Progress(Pang tri&én khai) hoan toan cé thé gép y cho thiét ké bang cach binh
luén vao “thanh binh luan”



Vi du anh quang cao du an

L Assign Em

@ Status Mot Started

@ Priority

(© Date Created September 1, 2021 5:36 PM
[£] Due Date September 5, 2021

ﬂ Nguyén Ba Hoang Nam Todz) =t 5477 Resolve | ===

Cho to chif 1&n mot chit, thigt k& hai x5u

ﬂ Add a comment 0D @

Sau khi hoan thién, anh cta dw an sé dwoc thé hién d& moi nguwdi ndm dwoc khi xem

Prop

i

Completed

4 LI TMS
HAP QUAN LY
D DICH BDS

B Vi du anh quang cio du an
September 5, 2021
J

Céach Order mét ndi dung bai viét

Twong tw nhw vay, & mdi phong ban ciing cé mot phan “Ké hoach néi dung”

»| @ K& hoach ndi dung

» W Order thiét ké

» |2 OKRs Template made...



Trang thai ctia ndi dung
Phan ké hoach néi dung ciing bao gém 4 trang thai chinh
e Idea: Khi con la y twéng, hodc cé thé |a Order dén tir cAp quan ly, hodc mot phat
hién mé&i nao dé vé ndi dung
In Progress: Twong tw phan thiét k&, day la luc néi dung dwoc san xuét
In Review: Buoc danh gia, phan nay cip quan ly hodc nguoi phu trach cling cha
dong binh luan vao “thanh binh luan”
e Published: Xuat ban, s& bao gébm lién két twong (rng

Noi dung sé& bao gébm nhirng truéng nao
Update thong tin mgi nhat cua chu
dau tu ve tuyén bai Phu Quéc

ldea

e Facebook

eadline September 1, 2021

Sun Tropical

Status: Trang thai, chinh la phan phia trén

Link: K&t qua ctia ndi dung d6 (Vi du la Link bai viét, Link facebook...)

Type: Loai ndi dung (Vi du nhw bai Blog, Facebook, théng cao bao chi ...)

Media: Tai liéu dinh kém (Khdng bat budc)

Deadline: Ngay cap quan ly hodc nguwoi phu trach dét ra dé hoan thanh (can phai ton

trong Deadline)

6. Publication Date: Ngay xuat ban(Ciing rat quan trong khi ta muén nhin tién dé lén
bai ctia 1 dw an)

7. Du an: Bai viét 1a cia dw an nao (Pay 1a phan bat budc), vi du Tuyén néi dung

Agent. Thé du an chi can tao 1 1an va sé& dwoc dung lai & tranh trung 13p

akrwbd-~



Cach dé& xem nhiéu kiéu View ciia mét phan “Ké hoach néi dung”

G Deadline Calendar v~

Views for K& hoach néi dung

B View dang bang
(] By Status

B Deadline Calendar
[ Launch Calendar
[E Published

Add a view

V&i mdi trang sé cé nhiéu dang nhin (View khac nhau)

View dang bang

Twong tw Google Sheet, diém hay Ia nhirng viéc nao xong réi s& day xudng cudi, viéc nao
chwa xong sé day lén dau

B8 View dang bang ~

o
o

[2 Mét bai viét phan anh thuc té "Su khé khin trong nghé méi gidi” Facebook September 7, 2021 In Review
Update théng tin m&i nhat cda chi dau tu vé tuyén bai Phu Quéc Facebook September 1, 2021 Idea

[® Update théng tin mai nhat ctia chii diu tu vé tuyén bai Phu Quéc Facebook September 1, 2021 Published
Nhifng digu ban can biét trudc khi trd thanh CTV BBS Blog Post August 26, 2021 Published
6 Iy do vi sao ban nén trd thanh CTV BDS Blog Post August 26, 2021 Published
TMS - Ra mét tinh nang thy vién dy an va tai liéu dy an Blog Post August 25, 2021 Published
CTV - Trd thanh CTV méi gidi BDS ¢é khé nhu ban nghi? Blog Post August 25, 2021 Published
TMS - Ra mét tinh nang thy vién dy an va tai liéu dy an Facebook August 20, 2021 Published
Cudc thi "RETIANS trd tai vio bép mua dich” Facebook August 13, 2021 Published
Gidi thiéu tinh ning cda TMS Blog Post August 13, 2021 Published
Tips lam viéc tai nha hiéu qua Facebook July 30, 2021 Published
Quiz test ki€n thiic, ki nang: Quiz vui. puzzle kién thuc dy an. ky nang Blog Post July 29, 2021 Published

View dang Kanban

Twong tw nhw phan Order thiét ké, View dang Kanban sé& cho biét tién d san xuat bai viét
thé nao roi?



) By Status ~

Idea

Update théng tin md&i nhat cua cha

d3u tu vé tuyén bai Pha Qudc
Facebook

September 1, 2021

Sun Tropical

In Progress

View dang lich (Calendar)

In Review

2 Mot bai viét phan anh thuc t& "Sy
khé khan trong nghé méi gidi”
Facebook

September 7, 2021

Agent

o
[5]
I

Published

Tips lam viéc tai nha hiéu qua
Facebook

July 30, 2021

Agent

Quiz test kién thire, ky nang: Quiz vui,
puzzle kién thie du an, ki nang

Blog Post

July 29, 2021

Agent

Phan nay rét tién loi cho cac cap quan ly c6 thé xem ndi dung, co 2 kiéu lich chinh:

e Lich Deadline
e Lich ngay Launching (Publication Date)

[ Deadline Calendar v

September 2021

View Published (ngay xuét ban)

Update théng tin mai nhat cla c...
Facebook

B Update théng tin mai nhat c...

7

B Mét bai viét phan anh thuc t...
Facebook

Phan nay sé& xem dwoc nhirng ndi dung da hoan thién thé nao, ra sao?

Facebook
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