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“Slack” app to your together, wherever
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go to slack.com, and click el

you

“Launch Slack” Break out of the inbox a




Basic workspace

(©) Q  Search NAOC 2020 @
NAOC 2020 v #a_announcements ©7 @ Details
Example Account & 1| Achannel for meeting-wide announcements. Please refrain from using this channel for general conversation

This is your basic

Next: Assemble the team

workspace. On the left hand - renaon

People

bar, you see a few things -
your profile and status,

a_announcements

#a_announcements

C h a n n e | S a n d D i re Ct . : in-hzzlcﬁons You created this channel today. This is the very beginning of the #a_announcements channel.

a_techhelp £ Add description ' Addanapp &+ Add people
m e S Sa g e S # e_oxford_university_press
" # m_bird_of_the_day Today v
# m_diversity ~Nage Example Account 10:11 AM
# m_favorite_talk > joined #a_announcements.
. # m_jobboard Nage Example Account 10:11AM
We WI | | g O th ro u g h ea Ch O o= s ™ renamed the channel from “aannouncements” to “a_announcements”
£ i Nage Example Account 10:12 AM
h d h h #t . N set the channel topic: A channel for meeting-wide announcements. Please refrain from using this channel for general conversation.
genomics
these and how to use them.
v Direct messages Message #a_announcements
Slackbot
4 @ ©® 0

Example Account (




Profile

(©) Q  Search NAOC 2020 @
NAOC 2020 v #a_announcements ©7 @ Details
Example Account & 1| Achannel for meeting-wide announcements. Please refrain from using this channel for general conversation

First, your profile.

Next: Assemble the team

Channel browser

You can see that | show my ¢ o
name, and that | am
currently here (green dot). #a_announcements

. . You created this channel today. This is the very beginning of the #a_announcements channel.
_introductions

Wh e n yo u a re away, th at RethneD & Add description % Addanapp &+ Add people

# e_oxford_university_press

. # m_bird_of_the_day Today v
dot WI | | be el I lpty- # m_diversity xage Example Account 10:11 AM
# m_favorite_talk ™ joined #a_announcements
# m_jobboard Nage Example Account 10:11AM
# m_ostrich_run ™ renamed the channel from “aannouncements” to “a_announcements”
£ i Nage Example Account 10:12 AM
41 . N set the channel topic: A channel for meeting-wide announcements. Please refrain from using this channel for general conversation.
genomics
v Direct messages Message #a_announcements
Slackbot
4 @ ©® 0

Example Account (




Profile

Q  Search NAOC 2020

: 1 ”
| f yo u Cl I C k N AO C 2 O 2 O y NAOC 2020 v @ #a_announcements ¥ @ Profile X
Example Account & 1| Achannel for meeting-wide announcements. Please refrain from using this channel
you can see that you can e .y o
h tt' ® Update your status NA A & i
C ange Some Se Ings. Pause notifications >
View profile
Preferences 38, THE CONFERENCE
For example, you can set a s
0 pie,y gwecmm | announcements
. created this channel today. This is the very beginning of the #
d Iffe re nt Statu S (e . g . away) Invite people to NAOC 2020 nouncements channel. Example Account e
) Settings & administration > Id description $* Addanapp & Add people | am a professor at XXX university
- - Tools >
view your profile, or your ) © o -

Setstatus  Edit profile More

Sign out of NAOC 2020
: Example Account 10:11AM

> joined #a_announcements.
Display name

preferences.

# m_favorite_talk xage Example Account 10:11 AM Example
# m_jobboard ® renamed the channel from “aannouncements” to “a_announcements”
Local time
# m_ostrich_run Nage: Example Account 10:12 AM 11:35 AM

N set the channel topic: A channel for meeting-wide announcements. Please

. . refrain from using this channel for general conversation. S ;
# t_genomics allisonjshultz@gmail.com

#
ando i
# random Email address

v Directm s Message #a_announcements

Slackbot o ® © 0

Example Account (yc



Profile

® Q_ Search NAOC 2020
O ' fil
nce you view your profile, o | roe
Example Account & 1 | Achannel for meeting-wide announcements. Please refrain from using this channel
. . .
click “Edit profile to change
xt: Assemble the team
R L
I Channel browser
People
i Apps
Files
Channels #a_announcements
- Owner of NAOC :
# a_announcements You created this channel today. This is the very beginning of the #
# a_general a_announcements channel.
# a_introductions & Add description  £" Add anapp &+ Add people
# a_techhelp
® 0
# e_oxford_university_press Today v

. Set status  Edit profile More
# m_bird_of_the_day

Nag< Example Account 10:11 AM

# m_diversity ™ joined #a_announcements.
) Display name
# m_favorite_talk nage Example Account 10:11 AM Example
# m_jobboard ™ renamed the channel from “aannouncements” to “a_announcements”
- Local time
#m rich_run ~xasc Example Account 10:12 AM 11:31 AM

o R set the channel topic: A channel for meeting-wide announcements. Please
< . p o 2 Email address
refrain from using this channel for general conversation.

# t_genomics allisonjshultz@gmail.com

v Direct messages Message #a_announcements

Slackbot s @ ® 0

Example Account (yc




Profile

You can edit your profile to

reflect more about you (e.g.

your name, display name).

Many of these fields are
optional.

Edit your profile

Full name

Example Account\

Display name

Example

This could be your first name, or a nickname — however you'd like people
to refer to you in Slack

What | do

l | am a professor at XXX university

Let people know what you do at NAOC 2020.

Phone number

(123) 555-5555

Enter a phone number.

Time zone

\ (UTC-08:00) Pacific Time (US and Canada) v ]

Your current time zone. Used to send summary and notification emails,
for times in your activity feeds, and for reminders

Add, edit or reorder fields

Profile photo

NAQC.

coVID-19 COULD
NOT CANCEL

Upload an Image

Remove photo

Cancel Save Changes




Channels

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

NAOC 2020 v
Example Account

Get started

Next: nble the team

#2 Channel browser

&) People

v Channels

# a_announcements

# eral
_introductions

# a_techhelp

# e_oxford_university_press

# m_bird_of_the_day

# m_diversity

# m_favorite_talk

# m_jobboard

# m_ostrich_run

# random

# t_genomics
v Direct messages

Slackbot

Example Account (

(©) Q  Search NAOC 2020 @

#a_announcements ©7

(@ Details
& 1| Achannel for meeting-wide announcements. Please refrain from using this channel for general conversation

#a_announcements

You created this channel today. This is the very beginning of the #a_announcements channel.

2 Add description  $*Addanapp & Add people

Today v
~Nage Example Account 10:11 AM
* joined #a_announcements.
xige Example Account 10:11 AM
® renamed the channel from “aannouncements” to “a_announcements”
Nage Example Account 10:12 AM

N set the channel topic: A channel for meeting-wide announcements. Please refrain from using this channel for general conversation.

age #a_announcements




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.

(©) Q  Search NAOC 2020 @
NAOC 2020 v #a_announcements ©7 @ Details
Example Account & 1| Achannel for meeting-wide announcements. Please refrain from using this channel for general conversation

Get started

Next: Assemble the team

#2 Chann  ow:

&) People

v Channels

# a_announcements

| #a_announcements

eneral
. . You created this channel today. This is the very beginning of the #a_announcements channel.
introductions

# a_techhelp & Add description &' Addanapp &+ Add people

# e_oxford_university_press

# m_bird_of_the_day Today v
# m_diversity ~Nage Example Account 10:11 AM
# m_favorite_talk > joined #a_announcements.
# m_jobboard Nage Example Account 10:11AM
o= s ™ renamed the channel from “aannouncements” to “a_announcements”
£ i Nage Example Account 10:12 AM

b

41 . set the channel topic: A channel for meeting-wide announcements. Please refrain from using this channel for general conversation.
genomics

v Direct messages

age #a_announcements
Slackbot

Example Account (




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

NAOC 2020 v
Example Account

Get started

Next: Assemble the team

#2 Channel browser
&) People
pps

< Files

v Channels

# a_announcements

introductions
# a_techhelp
# e_oxford_university_press
# m_bird_of_the_day
# m_diversity
# m_favorite_talk
# m_jobboard
# m_ostrich_run
# random

# t_genomics
v Direct messages

Slackbot

Example Account (you

(©) Q  Search NAOC 2020 @

#a_announcements ©7

&1 | Achannel for meeting-wide announcements. Please refrain from using this channel for general conversation.

(@ Details

#a_announcements
You created this channel today. This is the very beginning of the #a_announcements channel.

£ Add description £ Add anapp &+ Add people

Today v
~Nage: Example Account 10:11 AM
* joined #a_announcements.

xige Example Account 10:11 AM
® renamed the channel from “aannouncements” to “a_announcements”
Nage Example Account 10:12 AM
N set the channel topic: A channel for meeting-wide announcements. Please refrain from using this channel for general conversation.

Message #a_announcements

4 @ ©® 0




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.

(©) Q  Search NAOC 2020 @
NAOC 2020 v #a_announcements ©7 @ Details
Example Account & 1| Achannel for meeting-wide announcements. Please refrain from using this channel for general conversation

Get started

Next: Assemble the team

#2 Channel

&) People

v Channels

# a_announcements

| #a_announcements

eneral
. . You created this channel today. This is the very beginning of the #a_announcements channel.
introductions

# a_techhelp & Add description &' Addanapp &+ Add people

# e_oxford_university_press

# m_bird_of_the_day Today v
# m_diversity ~Nage Example Account 10:11 AM
# m_favorite_talk > joined #a_announcements.
# m_jobboard Nage Example Account 10:11AM
o= s ™ renamed the channel from “aannouncements” to “a_announcements”
£ i Nage Example Account 10:12 AM

b

41 . set the channel topic: A channel for meeting-wide announcements. Please refrain from using this channel for general conversation.
genomics

v Direct messages

age #a_announcements
Slackbot

Example Account (




Channels

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

NAOC 2020 ~
E> le Account

Get started

Next: Assemble the team

Channel
People
Apps

Files

Channels

a_announcements

_introductions
a_techhelp

# e_oxford_university_press

# m_bird_of_the_day

# m_diversity

# m_favorite_talk
# m_jobboard

# m_ostrich_run
# random

# t_genomics
v Direct messages

Slackbot

Example Account (

(©) Q  Search NAOC 2020 @

#a_announcements ©7 @ Details
2 1 | Achannel for meeting-wide announcements. Please refrain from using this channel for general conversation.

#a_announcements
You created this channel today. This is the very beginning of the #a_announcements channel.

2 Add description  $*Addanapp & Add people

Today v
~Nage: Example Account 10:11 AM
* joined #a_announcements.

xige Example Account 10:11 AM
renamed the channel from “aannouncements” to “a_announcements”
Nage Example Account 10:12 AM

set the channel topic: A channel for meeting-wide announcements. Please refrain from using this channel for general conversation.

Message #a_announcements




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”.

(©) Q  Search NAOC 2020 @
NAOC 2020 v #a_announcements ©7 @ Details
Example Account & 1| Achannel for meeting-wide announcements. Please refrain from using this channel for general conversation

Get started

Next: Assemble the team

#2 Channel brow:

&) People

v Channels

# a_announcements

| #a_announcements

eneral
. . You created this channel today. This is the very beginning of the #a_announcements channel.
introductions

# a_techhelp & Add description &' Addanapp &+ Add people

# e_oxford_university_press

# m_bird_of_the_day Today v

# m_diversity ~Nage Example Account 10:11 AM

# m_favorite_talk > joined #a_announcements.

# m_jobboard Nage Example Account 10:11AM

o= s ™ renamed the channel from “aannouncements” to “a_announcements”

£ i Nage Example Account 10:12 AM

41 . N set the channel topic: A channel for meeting-wide announcements. Please refrain from using this channel for general conversation.

genomics

v Direct messages

age #a_announcements
Slackbot

4 @ ©® 0
Example Account (




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.

(©) Q Search NAOC 2020

NAOC 2020 v

Channel browser
Example Account

Get started (
ssemble the team ‘ Q  Search by channel name or description

#2 Channel browser A2 channels
2] People
#a_announcements
Apps
1 member
€ Files
#a_general
o @ik 1 member - A channel for general chatting. All users are automatically added to this channel

# a_announcements
#a_introductions

# a_general
= 1 member - Introduce yourself and share a bit about your work.

# a_introductions

# a_techhelp #a_techhelp

# e_oxford_university_press 1 member - A place to ask technical questions and report technical issues.

# m_bird_of_the_day

# m_diversity #e_oxford_university_press

1 member - Chat with the exhibitor - Oxford University Press.
# m_favorite_talk

# m_jobboard

#m_bird_of_the_day

# m_ostrich_run 1 member - Do you have a bird to share today?

# random

# t_genomics #m_diversity

v Direct messages
Slackbot

#m_favorite_talk

Sl At () 1 member - What was your favorite talk of the day? Share here.

1 member - This channel is for discussion related to diversity in ornithology.

Create Channel

" Sort: AtoZ

2 Filter



Channels

For example, here is a
channel called
“#m_favorite talk” that I've
not yet joined.

NAOC 2020 v

Example Account

Get started

Next: Assemble the team

#2 Channel browser
i8] People

v Channels

# a_announcements
# a_general

# a_introductions

# a_techhelp

# e_oxford_university_press
# m_bird_of_the_day
# m_diversity

# m_jobboard

# m_ostrich_run

# random

# t_genomics
v Direct messages

Slackbot

Example Account (you)

+ Invite people

& 2 @

Q  Search NAOC 2020

Channel browser

Create Channel

{ Q' Search by channel name or description

12 channels M Sort:AtoZ

#e_oxford_university_press
1 member - Chat with the exhibitor - Oxford University Press.

#m_bir
1 membe

he_day

you have a bird to share today?

#m_dive

1 membe is channel is for discussion related to diversity in ornithology.

#m_favorite_talk

0 members - What was your favorite talk of the day? Share here.

#m_jobboard

1 member - Looking for a postdoc or job, or have one to post? Here i the place for that.

#m_ostrich_run

1 member - Did you do the All Out Ostrich Uproar 5k? Post your results and a photo here if you want to share!

#random

1 member - A place for non-work-related flimflam, faffing, hodge-podsge or jibber-jabber you'd prefer to keep out of more focused work-related channels.

#t_genomics

1 member - This channel is for discussions related to genomic work and methodology.

32 Filter



Channels

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

NAOC 2020 v
Example Account

Get started

emble the team

#2 Channel browser

v Channels

# a_announcements

#a oductions

# a_techhelp

# e_oxford_university_press
# m_bird_of_the_day

# m_diversity

# m_favorite_talk

# m_jobboard

# m_ostrich_run

# random

# t_genomics

v Direct messages
Slackbot

Example Account

® Q  Search NAOC 2020 @)

:tgn;_favonte,talk (@ Details

#m_favorite_talk

You created this channel today. This is the very beginning of the #m_favorite_talk channel. Description: What was your
favorite talk of the day? Share here.

&+ Add people

Today v
~Nage Example Account 10:17 AM
R joined #m_favorite_talk
~Nage Example Account 10:17 AM
R set the channel description: What was your favori k of the day? Share here.
Ye iewing #m_favorite_talk

Join Channel See More Details



Direct Messaging

&« (C) Q  Search NAOC 2020 ®
Nl:gﬁl:lgi‘:c;um @ © Example Account 7 ® Details
Fi n al |y, SO m eti m eS you O n Iy 12 Channel browser

& People

want to talk to one, or
several individual people

and that is where direct

# a_techhelp

messaging comes in.

# m_bird_of_the_day

Here, you can see that | can iy

# ran NA®C. Example Account ®
o Example

Cl ICk d name ; an d h ave a s o =R 1ama professor at XXX university

~ Direct messages This is your space. Draft messages, list your to-dos, or keep links and files handy. You can also talk to yourself here, but

CO n Ve rsati O n O n |y With th at . z::r:l:jet N please bear in mind you'll have to supply both sides of the conversation.
person.

+ Invite people Jot something down

| B I & «» & 1= iz = N Aa @ © 0




Direct Messagin

&« (C) Q  Search NAOC 2020 ®

NAOC 2020 ~ @ o Example Account - @ Details

Example Account

You can also message e

People

several people at once, if -
you create a new

# a_announcements

conversation with the “+”

# a_techhelp
d th d d h # e_oxford_university_press
a n e n a ea C n a m e - # m_bird_of_the_day
# m_diversity
# m_favorite_talk
# m_jobboard
# m_ostrich_run

# random NAGC Example Account ®
. Example

# t_genomics 1 am a professor at XXX university

~ Direct messages

This is your space. Draft messages, list your to-dos, or keep links and files handy. You can also talk to yourself here, but
Slackbot please bear in mind you'll have to supply both sides of the conversation.
® Example Account (you)

+ Invite people

SUNBENT SR (R oR === AA @ ©® 0




Direct Messaging

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

< ©

Q  Search NAOC 2020

RS @ @ Example Account ¥

Example Account

#2 Channel browser

{8) People

Apps
€ Files
v Channels
# a_announcements
# a_general
# a_introductions
# a_techhelp
# e_oxford_university_press
# m_bird_of_the_day
# m_diversity
# m_favorite_talk
# m_jobboard
# m_ostrich_run
# random NAGC
# t_genomics ==

v Direct messages

Example Account @
Example
| am a professor at XXX university

Slackbot please bear in mind you'll have to supply both sides of the conversation.
® Example Account (you)
+ Invite people Jot something down
4

Add a file from.

B Your computer

®

@ Details

This is your space. Draft messages, list your to-dos, or keep links and files handy. You can also talk to yourself here, but




Direct Messagin

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

NAOC 2020 v
Example Account
#2 Channel browser

) People

v Channels
# a_announcements
# a_general
# a_introductions
# a_techhelp
# e_oxford_university_press
# m_bird_of_the_day
# m_diversity

m_favorite_talk

m board

m rich_run

re n

mics

c messages

Slackbot
® Example Account (you)

+ Invite people

©

©® Example Account ¢

NAGC Example Account ®

Example

| 'am a professor at XXX university

Q  Search NAOC 2020

@ Details

This is your space. Draft messages, list your to-dos, or keep links and files handy. You can also talk to yourself here, but

please bear in mind you'll have to supply both sides of the conversation.

AA @ ©® 0




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.

Q  Search NAOC 2020

#a_announcements ¥
- ) ) ® Profile X
8 1 | Achannel for meeting-wide announcements. Please refrain from using this channel

NAOC 2020 v @
Example Account

xample Account
ou're set to active. Change & / M
C 1
« A R "
pdate your status N VI

otifications >

Preferences 38, THE CONFERENCE
€COVID-19 COULD
NOT CANCEL

HRGENACL 2020 I_announcements

naoc2020.slack.com

Owner of NAOC 2020

created this channel today. This is the very beginning of the #
Invite people to NAOC 2020 nouncements channel. Example Account e
| am a professor at XXX university

Settings & administration > iddescription ' Addanapp & Add people

Tools >

® 0

Setstatus  Edit profile More

Help 0 Today v

Sign out of NAOC 2020
: Example Account 10:11AM

# m_diversity =™ joined #a_announcements.
" Display name
# m_favorite_talk Nage Example Account 10:11 AM Example
# m_jobboard ® renamed the channel from “aannouncements” to “a_announcements” Local
ocal time

# m_ostrich_run Nage: Example Account 10:12 AM 11:35 AM

" N set the channel topic: A channel for meeting-wide announcements. Please
# random Email address

. . refrain from using this channel for general conversation. S ;
# t_genomics allisonjshultz@gmail.com
v Directm a_announcements

Slackbot
14 @ ® 0

Example Account (you;




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!



