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What Is This Guide Or Process?

This guide will help you with the Slack function that allows you to set up an automatic reminder
with a tailored message sent out by the Bot at a specified time.

Alternatives or things to know?

What [s Tool?

Slack is a communication and collaboration platform that organizes conversations into topics,
groups or private messages. Each topic or group is called a Channel. Hack for LA uses slack to
allow teams to connect, discuss and work on projects collectively. There are channels set up for
both specific projects, and specific functional roles.

Prerequisite For Using Guide
Using Slack on your desktop.

How To Use This Guide?
Option 1

Step 1: Open Slack

Open Slack and navigate to the channel you want to set up the reminder.
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Channels v
admin-team
awesome-local-ev...
civictechjobs
cop-leads
covid19-help

engage

Step 2: Toggle to Attachment and & Shortcuts

Choose the Attachment and & shortcuts button in the message window

B I & & = = = < 7
‘Message #engage

+ | ¢ © @ Al

Step 3: Navigate to Create a Reminder

Option 1
Select the Create a reminder option (which you not appear on your menu)
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{% Isearch shortcuts

Shortcuts

@ Create a post

5 Create a reminder

€2 Add from Google Drive

*+= Browse all shortcuts

Attach

@ Recent files

Upload from your computer U
Option 2
Or filter for and select the reminder option in the Suggested list by entering “remind” in the
search box

{ remind o

/remind [@someone or #channel] [what] [w

' Set a reminder

5 Set yourself a reminder

Step 4: Set Your Reminder

Choose Set Yourself a Reminder, draft your message and choose save.
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Reminder X
When Time
Today v © 8:45PM v
Description
B I < & | = = = | !
‘Remind me to...
Cancel Save

Step 5: Look at Your Reminders

After writing your reminder, you will be able to view it by choosing the Later tab on the Slack.

Hack For... v @

A Threads

A Direct messages

@ Mentions & reac...
B> Drafts &sent 21
Slack Connect

More
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Option 2:
Step 1: Open Slack

Open Slack and navigate to the channel you want to set up the reminder.

Channels v
admin-team
awesome-local-ev...

civictechjobs

cop-leads

covid19-help

engage

Step 2: Toggle to Message Box in a Channel

In the message box, enter “/remind ©

B I £ & = = = | <
/remind
+ O ¢ ©® @ Aa > v

Step 3: Choose In Channel Message Option

That will display the two methods, choose /remind [@someone or #channel]
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< remind (%)

/remind [@someone or #channel] [what] [w

' Set a reminder

& Set yourself a reminder

Step 3: Choose In Channel Message Option

Write your message in the following format: To Whom? @ or #. If to a specific person:
@someone, If the entire channel: #channel. In quotes enter the reminder text you want the Bot
to send out.

Input day and time you want the Bot to send out the message. NOTE: the time zone listed will
be your time zone.

Examples: Setup

/remind #civic-tech-index “Hi team, a reminder that our team meeting is today at 2 pm PST.
Join us on Zoom. Please provide an update in your assigned issue before the meeting. Thank
you!” at 9AM every Sunday.

B I S < & = = 1= M Aa@@@u

/remind #engage “Team Meeting at 6 PST today, join using
https:/usO02web.zoom.us/j/123178733?pwd=MjNHVGIANWQzWitlbHIteG9XRUJWUTO09" every

Wednesday at 5 PM
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/remind #product-management “Update your issues before our call tonight” every Tuesday{
o 'B I & o & = = 1= 9 A @ ©® 0 u

/remind @Bonnie “Onboarding” February 18

L/remind me “Send out stakeholder email” April 8

How to Delete Reminders

Go to the group Slack channel and enter “/remind list” into the private channel's message box.
You'll then see a list of all active reminders in the channel along with links to Delete them.

If this method does not work for you, it might be a permissions issue. Message the Admin team
on Slack (channel #admin).

Guide Authors

Peer created guides are an important part of Hack for LA's Culture. Help us to make it better by posting
any comments directly next to the content.

This guide was created and contributed to by:

Maria Studnicka
Katie Jensen
Saasha Gilkes
Oliva Chiong
Alyssa Benipayo

Page 8 of 7
Last updated: 2021-09-05



How To: [YOUR TITLE HERE- without brackets]

Bukola Ogunleye

Bonnie Wolfe

Help us make this guide better:

If you are a member of the Hack for LA community you can post any comments
directly in the iterative version of this guide: How to Set Reminders in Slack.

If you are outside the Hack for LA community, please use this feedback form to provide
suggestions for improvement or how the guide is useful for you.
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