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1. Pang nhap Notion trén may tinh

Log in to Notion on desktop

2. Tao Workspace Notion

Create a Notion Workspace

3. Truy cap Workspace Notion da dwoc chia sé

Access the shared Notion Workspace




1. Pang nhap Notion trén may tinh / Log in to Notion on desktop

* Truy cép trang https://notion.so/ S ‘ — R
@ Notion v Mail Calendar Al Enterprise Pricing Explore v  Request a demo 0 Login
Go to https://notion.so/.
* Hodc tai ing dung Notion cho Windows, MacOS (Apple Silicon) Th Al k
e Al WOrKspace
Or download Notion for Windows, MacQOS (Apple Silicon) that WOka fO?yOU ?@- 7:\ T
e Chon “Continue with Microsoft” -> Nhin “Continue” B e

m Sign in to your account - [InPrivate] - Microsoft Edge

. Nhép tai khoén email (@a|d|wor|d) -> Nhé’n “next” Your AI workspace. @ https://login.microsoftonline.com/common/oauth2/v2.0/authorize?client_id=f9...

Enter email account (@aidi.world) - Click “next” Log in to your Notion account

rar

* Nhap mat khau email va xac thyc dé dang nhap P —

Enter your email password and verify to login

a @

Continue with Apple

* Néu duoc hoi code glri vé email. Hay truy cap hdp thu trong B Microsoft
? L [ 1] . . .
Oultook cta ban dé |ay code. e Continue with Microsoft

Sign in
If asked for a verification code sent to email, access your Mailbox in a¢ Log in with passkey it@aidiworld
Outlook to retrieve the code.
Single Sigﬂ—Uﬂ (SSO} No account? Create one!
Can't access your account?
Email Next

Enter your email address...

Use an organization email to easily collaborate with

teammates q Sign-in options

By continuing, you acknowledge that you understand
and agree to the Terms & Conditions and Privacy Policy

Terms of use  Privacy & cookies


https://notion.so/
https://notion.so/
https://www.notion.com/desktop/windows/download?from=marketing&pathname=%2Fdownload&tid=7f04c5ac9f5b47e3987217f175674fee
https://www.notion.com/desktop/mac-apple-silicon/download?from=marketing&pathname=%2Fdownload&tid=7f04c5ac9f5b47e3987217f175674fee
https://www.notion.com/desktop/windows/download?from=marketing&pathname=%2Fdownload&tid=7f04c5ac9f5b47e3987217f175674fee
https://www.notion.com/desktop/mac-apple-silicon/download?from=marketing&pathname=%2Fdownload&tid=7f04c5ac9f5b47e3987217f175674fee

2. Tao Workspace Notion / Create a Notion Workspace

» Trang onboarding xu3t hién -> Chon “Create workspace” -

| Hoang Khai (Jason)'s

The onboarding page - Select “Create workspace” Workspace
s

* Tiép theo hdy chon “For work”

A Al+DI-IOD's Workspace

Next, choose “For work”

N Nguyen Tran Doan Khoa's

Workspace

* Tiép tuc chon “On my own” .

Then, select “On my own” © Tien Phams Workspace
]

e Clra so tiép theo h3y chon cong viéc ban lam hodc “Orther”
N Nguyen Tran Doan Khoa's
Workspace

—
- B

In the next dialog, choose your job role or select “Other”.

How do you want to use Notion? Tell us about yourself
This helps customize your experience What kind of work do you do?
Welcome to Notion for work
. : . Select one
This helps customize your experience
Marketing Project / Program Management
F‘]I For work
HI Track projects, company goals, meeting notes Finance Product Management
ﬁfp '\% ;g !(; Creative Sales
For personal life i
. 5 . . With my .team Spimvices Engineering Founder / CEO
Write better, think more clearly, stay organized Track projects, Manage personal
company goals, tasks, write docs,
meeting notes stay organized Product Design Other

For school
m" H' Keep notes, research, and tasks in one place



2. Tao Workspace/ Create a Workspace

. i i Choose your Plan
What are you planning on using Notion

o Cl:l'a 56 ké tlép héy ChQn th \" > Nhén “Continue” for? Select the best Notion experience for your team

You can always add more later

Notion is 50% faster with the desktop app
Plus access app-exclusive features

In the next window, choose any option - Click “Continue”

Free Business

(] 4]

* Taiclra s6 chon ké hoach tra phi hdy chon “Continue” ¢ tab meTckng o FeatraRequests $0 $0 « 71 @ b=
“Free” o e o per member / month per member / mon NN 7

In the pricing plan window, click “Continue” under the “Free” tab Enainesring Docs

: r"‘:;“(m edge with & 1,000 blocks to collaborate @ Unlimited blocks for everyone
¢ Tiép tuc MSkip" ¥ Trial of Notion Al core ¥ Notion Al =2 AlMeeting Notes

@ Offline mode
. . |E m & Basic forms & Secure & compliant collaboration 1 Distraction froe workions

Then C||Ck "Sk| p" ?OB‘ST'aflfer i YVikiS i O Basic sites @, Enterprise Search

=2 Al Mesting Notes

*  Chuic mirng ban da truy cap Notion va tao workspace thanh oo Research Mode

cong!
Continue

Skip
Congratulations, you have successfully accessed Notion and I |
created a workspace!

InPrivate 3
| IT's Workspace 4] Getting started in Notion & Share Y& -
Q_ search
(W) Home
7 Notion Al
£9 Inbox A\ \\
o N

Getting started in Notion

+ Add new

Getting started in Notion

# [T's Workspace HQ

@ Projects © Welcome to your Workspace! When timelines and details are all in one place with Al-ready
W help, work just flows. Say goodbye to the frustration of scattered documents, projects, and
dd new

updates across multiple tools.

The best way to get started?

Bring your work together by adding pages, uploading your content, and having Al help
organize it all. Working in a new tool can feel like, well, work... so we'll take it step by step
i Trash to build a workspace that makes everything feel simple.

&

Settings

@ Marketplace

[[] Create a space to work.

Instead of folders, Notion uses pages where you can nest and organize information. Adding a
new page means you have a canvas to create anything, from jotting simple notes to housing full
5 project timelines. (Plus you can always ask Notion Al for help on any page!)

o 5 Click the [4 icon, press Cmd/Ctrl + N, or type /page
B 7




3. Truy cap Workspace da dugc chia sé/ Access the shared Notion Workspace

@] Gething started in Notion X o= Mail - IT Demo - Outlook X ar

—

. s A r s e g MW < C O https//www.notion.so/Getting-started-in-Notion-26f1055df47f80b79e/
Sau khi duwoc moi vao mét Workspace clia t8 chitc (AiDi Factory) hodc mot [ ahsthistshchitihc At s o1

ai khoan khac: .
ta 0a ac 1 IT Demo’s ... K A . Getting started in Notion @ Private ~
After being invited to an organization’s Workspace (AiDi Factory) or | ITDemo's Workspace
another account: Free Plan - 1member
* Tai gbc trai phia trén man hinh (bén canh tén Workspace cta ban). Hay & Settings | & Invite membefs
nhan vao mii tén va chon Workspace ma ban d3 dugc chia sé véi tu
CéCh |é ”Guest" it.demo@aidi.world
i | IT Demo's Workspace v
At the top-left corner of the screen (next to your Workspace name), click \J
the arrow and select the Workspace that has been shared with you as a T Thieng Nguyen's Workspace  Guest
IIG t” i n o ~
uest". mm AiDiFactory Guest
* Nhan chon vao page dugc chia sé dé xem ndi dung. Add another account
Click on the shared page to view its content. Log out
o T
;l Onboarding IT Training rf és\v:%
Onboarding IT Training =
1. Giéi thiéu vé Microsoft 1. Introduction to Microsoft
M365 M365
%Q\ A Yéu cau fan dau dang nhap A First-time login requirements
g * Ding nhap bang email cong ty (Entra ID « Sign in with company email (Entra ID /
6 Chat with a Notion expert / M365) M365)
et  D3i mat khau ngay lan dau dang nhap  Change password upon first login
Book time —> * Caidat xac thyc da yéu té (MFA) * Set up Multi-Factor Authentication
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