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Notion AI — ADVANCED POWER USER
From Notes to Living Knowledge Base · For CIOs, IT Leaders, and Enterprise Power Users
2026 Edition · StevenSinger.org/ai · The Gold Standard CIO Resource

Vendor: Notion
Best For: Knowledge management,

documentation, meeting workflows

Pricing: Notion AI add-on

$10/user/mo (requires Notion plan)

Context Window: Current page +

linked pages; database queries

■ ADVANCED POWER TIPS — CIO LEVEL

01. AI Meeting workflow: pre-meeting agenda generated from calendar context → real-time AI note assistance → post-meeting AI summary →
auto-distributed to stakeholders

02. Database intelligence: natural language queries replace manual filter setup — 'Show me all vendors with contract renewal in Q2 and status

Active'

03. Wiki normalization: select entire wiki section → 'Normalize voice across all pages, remove duplicates, update outdated sections' — quarterly

maintenance task

04. Relation mapping: AI creates formula-based relations between databases — 'Link project status to task completion percentage automatically'

05. Template intelligence: 'Create a comprehensive M&A; integration checklist template based on industry best practices' → customizable starting

point

06. Cross-page synthesis: link multiple project pages → AI summarizes across all → board-ready status report

07. Version comparison: Notion AI can compare page versions and summarize what changed — valuable for policy and process documentation

08. Export pipeline: Notion AI draft → human review → export to PDF → board distribution

■ ALL SHORTCUTS & COMMANDS

Shortcut / Feature Exact Action or Command

Ask AI on page Spacebar on empty line → opens AI prompt inline

Improve writing Select text → Ask AI → 'Improve writing' or 'Make more concise'

Summarize page ■ menu → Ask AI → 'Summarize this page'

Generate action items Select meeting notes → Ask AI → 'Extract action items'

Database query In database → AI Query → natural language filter

Create template Ask AI → 'Create a [type] template for [use case]'

Translate Select text → Ask AI → Translate to [language]

Draft from outline Create bullet outline → Ask AI → 'Turn into full document'

■ PROMPT ENGINEERING PATTERNS

Pattern Name Template / Exact Prompt Structure Optimal Use Case

Meeting to doc 'Convert these meeting notes into a structured project brief with timeline' Documentation

Audience rewrite 'Rewrite this for a non-technical executive audience. Max 200 words' Communication

Template creation 'Create a vendor evaluation template with scoring criteria for ERP selection' Templates

Database query 'Show me all tasks due this week assigned to [name] with status Blocked' Task management

Wiki cleanup 'Identify duplicate content in this wiki section and suggest consolidation' Knowledge management

■ ADVANCED POWER USER CHECKLIST — COMPLETE ALL 10 = TOP 1%

■ 1. AI meeting workflow: agenda → notes → summary → distribution fully

automated

■ 2. Database queries: all complex filters replaced with natural language AI

queries

■ 3. Wiki: entire team knowledge base normalized with consistent voice ■ 4. Relation mapping: cross-database formulas AI-generated and validated
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■ 5. Template library: 10+ AI-generated templates for standard workflows ■ 6. Cross-page synthesis: project status reports auto-generated from linked

pages

■ 7. Version comparison: policy change tracking integrated into review

workflow

■ 8. Export pipeline: Notion → PDF → board distribution automated

■ 9. AI task triage: priority scoring implemented across task databases ■ 10. Monthly: formula properties reviewed and optimized with AI assistance

■ GOVERNANCE & COMPLIANCE FRAMEWORK

■ Enterprise tier: SAML SSO, advanced permissions, audit logs, data

residency options

■ AI interactions: Notion uses page content to generate responses —

ensure sensitive data permissions are correctly set before AI queries

■ Guest access: Notion AI respects page permissions — guests cannot

AI-query pages they cannot manually access

■ Data usage: Notion AI prompts not used to train external models

(Enterprise tier)

■ Backup: export Notion workspace regularly before large AI-driven

restructuring tasks
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