
How to use Slack



How to access
There are two ways to 
access Slack. First, you can 
download and install the 
“Slack” app to your 
computer.

But, if you don’t want to, or 
can’t do that, you can also 
go to slack.com, and click 
“Launch Slack”.



Basic workspace
This is your basic 
workspace. On the left hand 
bar, you see a few things - 
your profile and status, 
Channels and Direct 
messages. 

We will go through each of 
these and how to use them.



Profile
First, your profile. 

You can see that I show my 
name, and that I am 
currently here (green dot). 
When you are away, that 
dot will be empty.



Profile
If you click “NAOC 2020”, 
you can see that you can 
change some settings. 

For example, you can set a 
different status (e.g. away), 
view your profile, or your 
preferences.



Profile
Once you view your profile, 
click “Edit profile to change 
it”



Profile
You can edit your profile to 
reflect more about you (e.g. 
your name, display name).

Many of these fields are 
optional.



Channels
Once I have my profile as I 
like it, I can move onto 
Channels - one of the most 
useful parts of Slack. 



Channels
Under the “Channels” 
subheading, you can see 
several different words with 
a # in front of them. 

Essentially, these are 
different threads that 
contain ongoing 
conversations. 



Channels
We have several different categories of 
topics:

#a_XXX - these are meeting-wide 
announcement channels that are 
broadly relevant, you will automatically 
join these channels.

#e_XXX - these are channels for 
interacting with exhibitors.

#m_XXX - these are channels that are 
relevant to the meeting.

#t_XXX - these channels have 
discussions focused around specific 
topics



Channels
Here you can see I’m in the 
“a_announcements” 
channel. You can see what 
is in each channel by just 
clicking on it.

When there is a new 
message in the channel you 
haven’t seen, it will be 
bolded.



Channels
You can also call attention 
to individuals during a 
conversation by mentioning 
them with @name (e.g. 
@NameOfInterest).



Channels
When you first log on, you 
won’t have joined most 
channels, so you won’t see 
a lot on this heading. To join 
channels, just click the “+” 
where it says “Channels”, 
and then “Browse 
Channels”.



Channels
You will see a menu pop up, 
where you can see the 
channel options you can join 
(click the one you are 
interested in). You can then 
join that channel, and it will 
appear in your sidebar.



Channels
For example, here is a 
channel called 
“#m_favorite_talk” that I’ve 
not yet joined. 



Channels
After I’ve clicked it, I can 
see what is in the channel, 
and click “Join Channel” if I 
want it to appear in my 
sidebar.



Direct Messaging
Finally, sometimes you only 
want to talk to one, or 
several individual people 
and that is where direct 
messaging comes in.

Here, you can see that I can 
click a name, and have a 
conversation only with that 
person.



Direct Messaging
You can also message 
several people at once, if 
you create a new 
conversation with the “+” 
and then add each name.



Direct Messaging
You can not only talk to that 
person, but attach files, or 
link to things on Google 
Drive.



Direct Messaging
You can also have a 
conversation with yourself 
as a way to remember 
things!



Notifications
One aspect you might want 
to customize is how often 
you receive notifications. 
That is located in the 
“Preferences” when you 
click on NAOC 2020.



Notifications
We hope that you enjoy having the Slack channel to facilitate conversation 
and networking during the meeting! 

If you have any technical questions, post them to #a_techhelp!


