
To introduce your documents and structure them effectively in Notion, especially when working 
with many docs and databases, using templates and well-organized sections is key. Here’s a 
straightforward approach to get started: 
 
Create a Master Workspace Page: 
 
Build a central “Project Hub” or “Workspace Overview” page in Notion. 
 
This acts as the main dashboard linking to all your databases, documents, templates, and 
resources. 
 
Use Templates for Repetitive Database Construction: 
 
For each database type (e.g., Project Overview, Task List, Marketing Campaigns), create a 
template page inside Notion. 
 
Design the database properties, default views, filters, sorts, and sample entries in this template. 
 
Duplicate the template whenever you start a new project or database to keep structure 
consistent. 
 
Organize with Sections and Subpages: 
 
Break your workspace into sections using Notion’s “Toggle Lists,” headings, or columns to group 
related content. 
 
Use subpages for different domains such as Projects, Marketing, Feedback, and Creative Ideas. 
 
Within each subpage, embed relevant databases and add contextual docs or instructions. 
 
Leverage Linked Databases for Custom Views: 
 
Don’t create multiple copies of the same data. Instead, create one master database and use 
linked database views on different pages. 
 
Customize these views with filters and sorts to fit the context (e.g., “My Tasks,” “Overdue 
Campaigns”). 
 
Customize Navigation: 
 
Pin important pages or database views in the sidebar for quick access. 
 
Use consistent naming conventions and icons for visual cues. 
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Use Template Buttons for Quick Entry: 
 
Add “Template Buttons” on pages to let you quickly add pre-configured database entries or 
content blocks. 
 
Document the Workspace: 
 
Create a “How to Use This Workspace” page with brief instructions, links to templates, usage 
tips, and contact info for help. 
 
Summary: 
Templates and sectioned pages keep your workspace uniform and scalable. Master databases 
combined with linked views prevent duplication and allow tailored perspectives. This setup will 
help you onboard team members smoothly and maintain organization. 
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