Slack 101

Welcome to the Slack Tutorial! This is going to hit the basics of how to get on Slack, create an
account, navigate Slack and best practices for using Slack

52 slack

What is Slack?

A collaborative workplace platform where organizations can coordinate all in one place. Slack’s
workplace is organized into different channels where we discuss specific topics pertaining to our
mutual aid work. All channels on Slack have # in front of the channel name ex: #all-kwt,
#outreach, #intake, etc.

Below is a screenshot of what Slack looks like:
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We went ahead and added one more channel (this one!) as a place for you and your teammates to say hello.

Next, you could...
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How to join Slack?

You can join Slack by joining the URL link:

https://join.slack.com/t/kwtmutualaid/shared invite/zt-e3zk6e0Ow-uhBjwgkF 1k4suuCR~Tntlw

or

By email invitation.If you would like an email invitation, please email Robertmuggeo@gmail.com
The email will look like the following screenshot:

a2 slack

Join Example Account on Slack

Robert Muggeo (bobbio12345@gmail.com) has invited you to join the
Slack workspace Example Account. Join now to start collaborating!

Example Account
ﬂ Workspace URL: example-account.slack.com

Once you receive the email, you can join by going to the join now link which shows the following
page to create an account:

3= slack

Join Example Account on
Slack

Full name

‘ Your name |

Password

’ Unique password ‘

Create Account

It's okay to send me emails about Slack.

By continuing, you're agreeing to our User Terms of Service, Privacy Policy,
and Caokie Policy.

Privacy & Terms Contact Us @ Change region v


https://join.slack.com/t/kwtmutualaid/shared_invite/zt-e3zk6e0w-uhBjwqkF1k4suuCR~TntIw
mailto:Robertmuggeo@gmail.com

How to set up your account?

When setting up your account, 1) click on the down arrow next to KWT Mutual Aid:

KWT Mutual Aid v
Robert Muggeo

2) Click on View Profile

_ Robert Muggeo
® You're set to active. Change

@ Update your status

Pause notifications >

Preferences

KWT Mutual Aid

kwtmutualaid.slack.com
Add payment details

Invite people to KWT Mutual Aid...

Settings & administration >
Tools >
Help (2 B
Sign out of KWT Mutual Aid

Add workspaces >
Switch workspaces >

Open the Slack App At



3) Click on Edit Profile

Profile x

Robert Muggeo &
Add a title

®

Set status More

Display name

Robert Muggeo

Local time
1:47 AM

Email address
robertmuggeo@email.com

4) Which will bring you to Edit?our pmﬁle W
the following screen where
you can set up your profile: el g

| Robert Mugged| ®

Feel free to include the

. . Displ
information you are el i

comfortable sharing on ‘ Robert Muggeo |
this platform inc‘uding This could be your first name, or a nickneme — however you'd like people -
to refer toyou in Slack.
preferred pronouns,
i What 1 d
picture, phone number, at I do T p——
etc What | do |

Let people kmow what you do at Example Account.

Be sure to save changes
when you are finished
setting up your profile! ‘ (123) 555-5555 |

Phone number

Enter a phone number.

Time zone

‘ (UTC-05:00) Eastern Time [US and Canada) W |

‘four current time zone. Used to send summany and notification emails,
for times in your acbivity feeds, and for reminders

Cancel Save Changes



How to navigate Slack?

When logged in on Slack you will always look at this taskbar on the left margin of your screen.
Here you will receive notifications, listed channels, direct messages and where you can find
most information available on our Slack channel. | have highlighted the important ones you will

likely check on a daily basis:

KWT Mutual Aid ~ @
Robert Muggeo
Threads

@ Mentions & reactions

Channel browser
People

it Apps
2z Files

~ Show less

Channels

all-kwt

Direct me

Invite people

* Apps

greetbot

*The button at the top right is used to compose new
messages®

*To access settings click on KWT Mutual Aid*

Threads: Lists the threads you have been a part of (I
will expand on this in best practices)

Mentions & reactions: Lists all the time someone has
tagged your name (@your name) or reacted to your
comment

Drafts: Lists out your unfinished comments/responses

Saved Items: Lists all the conversations you have
bookmarked for reference.

Channel Browser: Lists all the public channels
available to join on our workplace ( you can also

People: Lists all members on our workplace

Apps: Lists apps that are synced with our workplace
Files: Lists the files we have stored o

Channels: Lists the channels you have joined (there
are several channels you will automatically join when
you start your Slack account.

Direct Messages: Lists the direct messages

conversations you have with other members of the
workplace

**When you receive a notification on Slack the text will be bolded (ex: #all-kwt**)



In the center of the screen you will have the following display:

@  Seorch Bxampie Account

#all-kwt

“This channel is for you and your team. It's a place for sharing updates. planning your week, and staying connected wherever you are.
Next, you could.

@ Aska question * Run a daily check-in

n Robert Muggeo
join

@ RobertMuggeo
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This will be where all of our channel’s content will be displayed. | will go over in best practices
the best ways to participate in conversation on this platform.

Each conversation will display this menu on the right of the conversation when you hover your
cursor over the text:

& @ = [

The menu displays the following options for your conversations (options in order from left to
right):

Add reaction: Allows you to respond with an emoji

Start a thread: Allows you to respond in a thread (more details in best practices)
Share message: Allows you to share another member’s message in another channel
Save: Allows you to save a conversation or post into Saved ltems

More actions: Allows you to the additional options:

Unfollow message
You won't be notified sbout replies

Copy link

Mark unread u
Remind me about this »
Pin to channel P

m

Edit message

Delete message delete

o4

Add a message shortcut...



Reply to thread

@ @@= R :

either “reply to” or “start a thread.”

Wh re th racti whil ing Slack?
For having a conversation on a Slack channel
Please use threads when having conversations on Slack. Here is an example of one:
; Robert Muggeo 10:546 PM
| @channel Hello everyone! We have a new channel that | wanted to bring to our community's attention. #community-activism will be a channel for
sharing current events, resources and other information for all events happening throughout Brooklyn and New York City!
v: €
mi ﬁ 6 replies Last reply 1 day ago
1) When you want to comment on the thread. Hover your cursor over the text and
this menu will show up:
e
¢ a
e
2) Click on the button to
This will pull the conversation on the right side of the screen:
Thread X
#all-kwt

a

Robert Muggeo Jun 3rd at 10:56 PM

@channel Hello everyone! We have a new
channel that | wanted to bring to our
community's attention. #community-activism will
be a channel for sharing current events,
resources and other information for all events
happening throughout Brooklyn and New York
City!

v: &

6 replies

559 Zachary Mease °

2 days ago

Hey can we rename it? And there is also a
#resources channel so I'm a little confused what's
supposed to go in each. Maybe some
consolodation would be good, and just update
the #resources channel to include external
activism

| Robert Muggeo 2 days ago

| | was going to make it specifically for Black Lives
Matter but | know people participate in other
groups on here and wanted to include them but |
think we could make #resources specifically for
mutual aid and #community-activism resources
more like things to read and legislative resources.

m

A

Aamnah Khan 1 day azo

@Zachary Mease My understanding from
convos with MANYC to form a KWT resource
team is it's more about compiling a resource
bank. | do think there should be a separate
channel for ongoing events from across the city
+ another for accountability?

v: &
Zachary Mease 1 day ago

Okay that makes sense! | still think the name
needs a tweak to events or happenings or
something like that? I'm drawing blank

Zachary Mease
And also re: Drea's post below. Is this four KWT
only? Or other neighborhoods too? (edited)

Aamnah Khan 1 dayazo
@Zachary Mease Hmm me too lol. But, I'm
down for a name change!

1 day ago
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3) You can now respond within the thread



Keyboard Shortcuts for posting information

The following are some basic keyboard shortcuts you can use when posting on Slack:
@here notifies only the active members of a channel

@everyone notifies every person in the #all-kwt channel

@insert member’s name to tag someone in a post

@channel notifies all members of a channel, active or not

If you have any other questions about Slack please feel free to post in the #ask-an-admin
channel.

*If you are interested in doing a one-on-one tutorial, please feel free to email me at
robertmuggeo@gmail.com *



https://slack.com/help/articles/201864558-Set-your-Slack-status-and-availability#availability-in-slack
https://slack.com/help/articles/201864558-Set-your-Slack-status-and-availability#availability-in-slack
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