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What is Slack?

Slack is a messaging board where people in different locations can share ideas, resources,
feedback and start conversations on their own time. Only people who are invited by our
administrator, Laura Trent, can access our Slack community, and your conversations are not
publicly searchable.

Getting Started with Slack

We recommend watching three videos to get a feel for how to use the basic features of Slack:

e Quick start quide to Slack: This tutorial covers what Slack looks like for work teams, and
shares some basic navigation tips. When you join our Slack Community, you will
automatically be added to a #general channel where you can say hello and introduce
yourself to the full group. This is the main channel that we’ll use for our discussions and
general updates. As conversation themes emerge (e.g., equity, assessments) we may
create different channels for panelists to join based on what is of interest to them. You
will drive what channels are created based on the natural conversations emerging.

e Overview of Chat and Channels: This video gives a summary of how to communicate
with the group (through channels) and with one person or more (through direct
messages). Note: to participate in a channel outside the #general channel you have to
join the channel.

e Overview of Slack notifications: This video will help you customize your Slack
notifications to fit your personal preferences, an important step as you onboard to the
platform.

For a lot of people, the best way to understand Slack is to try it out — and we're here to help
you. If you ever have any questions about how to use Slack, or if you learn a cool trick that
works for you, you can post it in our #slack_tips channel for everyone to benefit from.

Navigating Slack

In our Slack community, you will communicate through a) channels, or b) direct messages. Both
of these are located in the left menu bar (pictured below). “Channels” are open to all members
of the community and will be moderated by the _team. "Direct messages” are
private chats that you create yourself on an as-needed basis, and only the person you invite to
it will see it.
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https://youtu.be/m2JuAa6-ors
https://youtu.be/IECPfpSB1RM
https://youtu.be/wuyWwzazef8
kindlemorell
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Main Navigation: Left Menu Bar

See the latest (unread) conversations across
channels.

@ Threads

@ Mentions & reactions See only messages that contain @mentions
7 Coisd e of you or reactions to your posts.

M
ore See your bookmarked messages.

* Channels
# general

& one-person-comms-... View all the channels where you can post
e to the full group

* Direct messages

Slackbot .
Create private messages between you and

Kindle Morell (she/h... others with whom you choose to connect.

e Herr:

+ Invite people

Guidelines

Before getting into too much detalil, it's useful to understand the guidelines we'll follow to
ensure cohesive community conversations:

1. Thread messages when you can: When you're having a discussion with many people at
once, things can get a little confusing, and ideas and opinions can get lost in the
shuffle. Using threads when you can helps everyone keep up with and understand the
conversations.

2. K i nversations in Direct M DMs): Not every conversation needs to be
public via channels. Feel free to use direct messages to have quick side conversations
or connect with someone directly. However transparency matters, and most
conversations should happen in our public channels so that they’re searchable by all
members.

3. Protect your personal time: Our conversations are fluid and there will be a continuous
stream of conversation throughout each day. However, no one is expected to be
available every minute of every day. Pause notifications and let others know that you
aren’t receiving message notifications by setting your profile to Do Not Disturb. Ensure
you take separate steps to control notifications on your jOS, Android, and Windows
phones.
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https://get.slack.help/hc/en-us/articles/214908388-Do-Not-Disturb-and-snooze-settings#desktop-1
https://get.slack.help/hc/en-us/articles/214908388-Do-Not-Disturb-and-snooze-settings#ios-1
https://get.slack.help/hc/en-us/articles/214908388-Do-Not-Disturb-and-snooze-settings#android-1
https://get.slack.help/hc/en-us/articles/214908388-Do-Not-Disturb-and-snooze-settings#windows-phone-1

Basic Actions in Slack

Posting, Reacting, and Bookmarking

Whether posting to a channel or direct message, there are four options for interacting:
1. Start a new post - these are like new conversations, usually unrelated to the other
messages on the board or presenting a new twist on an idea;
2. Start a thread - these are like continuing conversations, where you can comment on an
existing post;
3. React to a post with an emoji; and/or
4. Bookmark a post that you'd like to save for later.

When you hover over an existing post, you'll get a menu of options for engaging with the post
in the upper-right corner of the message:

@ @~ R
Add emoji, Reply to thread, Share, Bookmark, and More actions

Creating a New Post

The box where you type your messages has common formatting options for stylizing your
posts, as well as an ability to add emojis, links, lists, and more (pictured below). When you
write a post in Slack, every time you hit the “return/enter” key, you'll create a new post. To
create paragraphs within a post, click shift+return/enter.

|Rep|y...

o B I S < & = = = v A © 0

Don't worry if you make a mistake. You can always edit or delete your post by clicking on the

three dots at the top-right corner of your post * and choosing “More actions” (pictured
below).
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1reply Unfollow thread .

m Kindle Morell (s  You won't be notified about new replies
It is such a good

documentisreal  Share message... S !
point | can face: Copy link oser
look tomorrow...
o Mark unread U
Remind me about this >
Pin to channel 2]
@k
Edit message
52 Delete message delete
) Alsosendto aone-p¢  Add a message shortcut... (A

Organizing Posts
To keep comments organized, please thread your post (#2 above) if you are reacting to

another person’s post. The comment icon @ will allow you to choose “Reply to thread.” You
can also click on the “replies” to a message (located at the bottom of the message - see below)
to add to everyone else’s comments on a post. Note: It's common to forget to do this when
you start out on Slack, but you'll get the hang of it. Watch the screencast for a more detailed
demonstration. Note, the screencast was made in an example Slack Community.

Reply to thread
Friday, September 4th v

@ @~ N :
% Katie Janowiak 11:02 AM
s G Hi all - Our board and staff have been on a rebranding journey for many

months that is inclusive of a reimagined business model and changing the name
of our 40+ year old organization. We are beginning to deploy our change
communication strategy across stakeholder groups this month and next, with
external messaging beginning end of October/November. My ask: Has anyone
been through a rename/significant rebrand effort that would be willing to share
their experience with me? There are a zillion pitfalls we've already weathered
through, but undoubtedly there are many, many more I've yet to experience. I'm
open to any/all wisdom, guidance, levity you may have to offer.

i ﬁ 4 replies Last reply 1 day ago

To save a post, choose the “Bookmark” option W' Jocated at the upper-right corner of each
post (pictured below). You'll find all of your bookmarked items in the left menu bar, under the
bookmark icon and called “Saved Items.”
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https://drive.google.com/file/d/1MK1b6MWnb0c29nyqFjh8aloPZj_yH1Pu/view?usp=sharing

paramount.

R Added to your saved items

Katie Janowiak 1 day ago

-8 Thank you, @Sarah Amour-Jones! I'd greatly appreciate a call -
thank you so much for the offer. I'll follow up via email to schedule.

Posting in a Channel

To post in a channel click the channel name to highlight it. This will bring up all messages
within the channel. From here, you can start a new message, use the emojis to react to a post,
open “replies” to see others’ comments, or use the “reply to thread” function.

& one-person-comms-shops ¢

The Communica... v @

@ Threads

© Drafts

@ Mentions & reactions
R Saved items

i More

v Channels P

# general

& one-person-comms-...

+ Add a channel

v Direct messages aF

Slackbot

Kindle Morell (she/h...

® 1 | Add a topic

B o O

Friday, September 4th v
% Katie Janowiak 11:02 AM

s G Hi all - Our board and staff have been on a rebranding journey for many
months that is inclusive of a reimagined business model and changing the name
of our 40+ year old organization. We are beginning to deploy our change
communication strategy across stakeholder groups this month and next, with
external messaging beginning end of October/November. My ask: Has anyone
been through a rename/significant rebrand effort that would be willing to share
their experience with me? There are a zillion pitfalls we've already weathered
through, but undoubtedly there are many, many more I've yet to experience. I'm
open to any/all wisdom, guidance, levity you may have to offer.

A A B - revties Lostreply 1 day ago
Yesterday v

Circles 12:37 PM
An interesting post from another Circle. Thoughts?

Are you doing scenario planning and prepare the appropriate messaging based on
potential election outcomes? we're taking warning signs of civil unrest very seriously
and are beginning to plan. i'm using this report for scenarios but would love to see any
other resources you might

have https://assets.documentcloud.org/documents/7013152/Preventing-a-
Disrupted-Presidential-Election-and.pdf

+ Invite people

i1 (82) @1 @

Posting in a Direct Message

To post a direct message, click on the plus sign (+) next to the “Direct messages” drop-down
menu. This will bring up a “To:" field, where you can search for others from the group.

# general

Kaye Herra

& one-per: Open a direct message Kaye Herra

+ Add a chan 8 0 K

is the very be;
* Direct messages aF Herranen

Slackbot
Kindle Morell (she/h...

% Kaye Herraner
A3 Hi there! | sure

Tuesday works

O Kaye Herranen

+ Invite people

you.

m @;" 4 renli
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@Mentions

Like many social media platforms, Slack has an @mention feature. When you are making a post
in a channel, you can @mention someone to get their attention. Slack makes this easy by
creating a pre-populated list of everyone within the community (see below).

SUpPEL HTIPUILAIIL == CONVEYITE UidL \diiu DEINE O Dudiu Wit e

ne purpose of

2 Robin Deutsch Edwards © Robin Deutsch Edwards

i Rebecca Wardell 0 Rebecca Wardell  Not in channel
{8} Rebecca Smith O Rebecca Smith Not in channel 'te @ call -
il to schedule.

2. Ryan Thompson @ Ryan Thompson Not in channel
iy Danielle M. Reyes © Danielle M. Reyes  Not in channel
Q Karolle Rabarison O Karolle Rabarison  Not in channel

Michelle Rav 0 Michelle Rav Not in channel

@r

g B I swoe===nmo oy

Use the table below as a quick cheat sheet of how these basic actions work.

Your action What will happen

You write a message in a public channel. All members of that channel will see it,
including those who will join the channel
later on.

You post a message to someone in direct Only that person will see it.

messages ('DM’).

You bookmark a message or channel. Only you can see your bookmark, and it will
allow you to save and quickly access the
messages most important to you.

You @mention someone in a channel All members of the channel will be able to
see the post, and the person you
@mentioned will be notified that you
mentioned them.

More resources

Want a step-by-step guide for all the features in Slack? Check out the
Slack Quick Start Guide. Slack also offers many resources and tutorials through their Slack 101
website.
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https://slack.com/resources/using-slack/your-quick-start-guide-to-slack
https://slack.com/resources/slack-101
https://slack.com/resources/slack-101

