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Read Me First 
Welcome to Take Control of Slack Basics, version 1.0, published in 
May 2016 by TidBITS Publishing Inc. This book was written by Glenn 
Fleishman and edited by Tonya Engst and Adam Engst. 

This book teaches you the ins and outs of using Slack efficiently and 
effectively—and joyfully. It explains how to find channels, start conver-
sations, post messages, set notifications, interact with bots, and more. 
It covers Slack on the Web, as well as in OS X, Windows, iOS, and 
Android. A companion title, Take Control of Slack Admin, describes 
how to run a Slack team even if you don’t have an IT staff to turn to. 

Copyright © 2016, Glenn Fleishman. All rights reserved. 

Note: To buy this title for an entire Slack team, use the Bulk Dis-
counts tab on the catalog page for Take Control of Slack Basics.
 

Updates and More
 

You can access extras related to this ebook on the Web (use the link 
in Ebook Extras, near the end; it’s available only to purchasers). On 
the ebook’s Take Control Extras page, you can: 

•	 Download any available new version of the ebook for free, or buy 
any subsequent edition at a discount. 

•	 Download various formats, including PDF, EPUB, and Mobipocket. 

•	 Read the ebook’s blog. You may find new tips or information, as 
well as a link to an author interview. 

If you bought this ebook from the Take Control Web site, it has been 
added to your account, where you can download it in other formats 
and access any future updates. However, if you bought this ebook 
elsewhere, you can add it to your account manually; see Ebook Extras. 

4
 

https://www.takecontrolbooks.com/slack-admin?pt=INTERNAL
https://www.takecontrolbooks.com/slack-basics?pt=INTERNAL


          
              

          
          

            
  

           
            

         
           

 

          
          

          
         

           
    

          
           

             
            

           
        

             
 

             
          
      

             
     

Introduction 
A frustrating aspect of modern group communication is keeping track 
of information sent in email. If you’re lucky, you use a group wiki, or 
a tool like Basecamp or Trello, to manage information associated with 
a project. But email still dominates—even though messages are easy to 
misplace or delete accidentally, a pain to file, hard to search, and 
difficult to manage. 

Email has, however, remained the “best worst” tool in its category: 
Nothing better is widely enough used to replace email, as it lets you 
reach everyone in a group and interact one-on-one or with multiple 
people, and messages can be stored and reviewed either in threads 
or chronologically. 

While various messaging programs and services fill some of these 
needs, the most popular systems don’t connect well enough to replace 
email fully. Consider the isolated islands of iMessage, WhatsApp, and 
Facebook Messenger, just for example. Also, some may be inappropri-
ate in a work environment or require mixing personal and professional 
contacts in a single account. 

By bringing many capabilities into an elegant messaging system that’s 
fun to use, Slack can dramatically reduce your group’s reliance on 
email and other communication tools and make it easier for you to find 
past discussions. At its heart, Slack is an evolution of group instant 
messaging and the venerable Internet Relay Chat (IRC). Yet, Slack has 
the persistence, searchability, and chronology of email. Although you 
don’t file a Slack message, it has a unique, permanent identity in a 
larger whole. 

My aim in this book is to help you participate effectively in Slack, 
making sure that you are confident with tasks like finding channels, 
starting conversations, posting messages, managing notifications, 
interacting with bots, and more. I cover Slack on the Web, as well as 
in OS X, Windows, iOS, and Android. 
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Slack Quick Start 
I’ve arranged this book so that you can start at the beginning and read 
along linearly, building your Slack know-how as you go. Even so, if you 
have a burning Slack question, you should feel free to dive in where 
ever you like. Here’s a roadmap to the book: 

Beginner basics: 
•	 Find an overview of Slack in Meet Slack. 

•	 Join a team, and install the right Slack apps for you. See Join Us in 
SlackBITS! and Get Started with Slack. 

•	 Get oriented in the apps, and type “slash” commands in Master the 
Interface. Also, learn about the built-in bot, in Chat with Slackbot. 

•	 Learn to send messages in Post Basic Messages. 

Using Slack effectively: 
•	 Send messages that contain attachments, code snippets, and collab-

orative documents. Read Go Beyond Basic Messages. 

•	 Participate in a one-on-one or group video chat. See Place Calls. 

•	 Join and create channels in Work with Channels. 

•	 Learn how to Conduct Direct Message Conversations. 

•	 See whether your teammates are available in Slack—and set your 
own availability status. See Make Your Presence Known. 

•	 Mute time-wasting channels and set notifications so you are alerted 
to only messages that you care about. See Control Slack Notifica-
tions and Turn the Volume Down. 

•	 Find old messages when you Search Effectively. 

Take Slack up a notch: 
•	 Make Slack more capable when you Manage Bots and Integrations. 

In particular, you can Centralize Communications into Slack. 
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Join Us in SlackBITS! 
You don’t have to just read about Slack in this book; you can explore 
Slack itself in the free SlackBITS team that TidBITS Publishing has 
set up for readers and Slack enthusiasts! I’ll be using SlackBITS as 
an example in this book and will be hanging out there afterward, as 
will my publishers, Adam and Tonya Engst. 

While we can’t guarantee to answer every question about Slack, 
we’re happy to take feedback about the book, and I anticipate that 
as more Slack users and admins join the group, it will become a 
useful resource. 

To join the team, go to slackbits.herokuapp.com, enter your email 
address, and agree to the code of conduct. You’ll receive a Slack 
invitation in email right away. (I explain how to Handle a Team Invite 
in the next chapter.) 

Note: A companion title, Take Control of Slack Admin, describes how 
to start and manage a Slack team even if you don’t have an IT staff 
or consultant to turn to. 
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Meet Slack 
Some people hear about Slack and wonder whether it can meet their 
needs for communicating in a work group, a non-profit or academic 
organization, or a social situation, like a book club or sports team. 
Others receive an email message one morning inviting them to a Slack 
team explaining that Slack is the new way they’ll communicate at work. 

Regardless of how you’ve been introduced to Slack, this chapter offers 
a high-level overview of how Slack works and helps you understand 
what you can get out of it—whether you want to try it or you need to for 
work. I explain what makes Slack special and where its strengths lie. 

Teams
 

Slack teams divide topics of discussion into separate channels. Mem-
bers create, pick, or are invited to those channels, which are typically 
broken up by topic, department, or task (Figure 1). 

Figure 1: A typical Slack window, shown here with a team selected 
in the leftmost sidebar. The main sidebar lists the channels that 
you’ve joined, and the right-hand portion of the window shows the 
selected channel. 
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Team members can also converse in direct message conversations, 
both one-on-one and in small groups. 

At the main Slack hosting site, every team gets a unique subdomain, 
which is the central repository for all the team’s accounts, uploaded 
attachments, and messages. Team members can access their Slack 
team via the subdomain’s URL in the Slack Web app or through a 
native Slack app installed on a computer or mobile device. 

History
 

As well as Slack handles active conversation among many people, it 
also has the important capability of letting team members find past 
discussions. This is not only good for everyone in the group, but also 
provides an easy way for new people—whether employees, board 
members for a non-profit, or parents in a school soccer league—to 
come up to speed on what has been said before. (The corporate-speak 
for this is onboarding.) 

All discussions are organized chronologically, and a new team member 
can scroll back hours, days, or even weeks. 

Notifications
 

Slack gives users a great deal of control over notifications, so you can 
set which new messages you’re alerted to, and where you see them. 
That’s key for avoiding the alert overload that would happen if you 
were told about every new message. Slack can even help with work/life 
balance by letting an entire team snooze all notifications outside of 
defined time periods, although individuals can override this setting. 

Integrations and Bots
 

Slack also offers integrations, which let hundreds of third-party tools 
transfer data in to and out of Slack teams. Integrations can, for in-
stance, let you launch videoconference sessions and add calendar 
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events from within Slack. In the other direction, integrations can 
centralize where information is viewed by, for example, updating a 
Slack channel when someone tweets @ a group account, a news aggre-
gator sees a headline of interest, a Trello card is changed, a Zendesk 
ticket is updated, or Pingdom reports on a server’s status. This enables 
you to use Slack not as yet another information source that you must 
monitor, but instead as a central dashboard. 

Slack provides a programming interface for simple integrations, so a 
modestly knowledgeable programmer can create custom ones, too. 

Another important type of integration is a bot. Bots are services that 
you talk to within Slack as though they were other team members. 
A bot can also monitor message activity and take action based on it. 
Every Slack team has Slackbot, which lets you store private notes and 
can even remind you of appointments. Other bots can report on your 
Google Analytics stats, book travel, help run meetings, and more. 

Paying for Slack
 

Slack comes in free and paid forms, and the free tier is remarkably 
powerful and expansive, providing the majority of Slack’s features to 
all comers. Slack’s various client apps for mobile and desktop are free 
to all, which is one reason why Slack has become a tool of choice for 
informal, school, non-profit, hobbyist, and social groups. The free 
version provides access to only the most recent 10,000 messages 
posted across a team, but upgrading to the paid service makes those 
older messages accessible again. 

The paid flavor of Slack offers comes in two forms: Standard and Plus, 
and an Enterprise version is expected later in 2016. These versions 
have several special features, including letting a team have guest 
accounts for people who neither should see everything nor need the 
overhead of seeing everything. Paying for Slack also lets a team use an 
unlimited number of integrations; free teams are limited to ten. For 
more information about what you get if you pay for Slack, read the 
Slack Pricing Guide. 
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Tip: Qualifying non-profits get access to Slack’s Standard plan at no 
cost, while qualifying educational institutions pay 85 percent of the 
commercial price. For details, read the Slack help documents Slack 
for Nonprofits and Slack for Education. 

Slack Pros and Cons
 

Slack users in larger organizations are finding that their previous use 
of email to set up meetings and negotiate logistics has shifted nearly 
entirely to Slack, while they use their previous instant messaging tool 
only with people outside the team. Email remains a fallback for certain 
tasks, and a way to communicate with people who aren’t part of the 
team, but for most Slack groups, it’s a distant second choice to commu-
nicating via Slack. 

I’m a member of five active Slack teams, and while that’s still a lot to 
keep up with, neither email nor other messaging solutions were nearly 
as effective. Put simply, Slack is the most interesting take on group 
communication that has happened in years, and the first that has 
helped reduce email overload. 

But let me be upfront here. Slack doesn’t fit every person, group, or 
purpose. Because it lacks message threading, in which messages take 
the form of a set of ordered, often nested replies to an initial post, it’s 
not easy to track specific discussions. (According to Slack CEO Stewart 
Butterfield, who was interviewed for an article in the Verge, threading 
will be coming to Slack later this year.) Rather, Slack is best at 
creating, fostering, and expanding a community with collective knowl-
edge presented in a conversational setting—and making those conver-
sations available in the present and in the future with full archiving. 
At the moment, Slack is an evolution of chat rooms rather than an 
evolution of threaded discussion forums. 

Slack can also be fun (Figure 2). The apps have jokes and upbeat 
messages. For instance, in the desktop app’s preferences, in Advanced 
Options, there’s a checkbox labeled Surprise Me! Check it and you 
get…a surprise! There’s whimsy and joy throughout. 
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Figure 2: After some rare Slack system downtime, this exchange 
occurred, typifying the sassy-but-friendly attitude of the company. 

For some people, Slack is a welcome break from corporate communi-
cation tools; Slack tries for a tone that feels authentic, like it’s speaking 
to you, not talking at you or down to you. But for other people, Slack’s 
informality can be a distraction, or, worse, have the feeling of finger-
nails scraping down a chalkboard. 

Note: Slack arose as an internal side project of a massively multi-
player online game called Glitch; Slack took root from Glitch’s ashes. 
What with those origins (which you can see by visiting an invalid 
page at the Slack Web site) and the mildly euphoric attitude, there 
are Easter eggs and jokes throughout Slack. 
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Get Started with Slack 
Slack offers a set of continuously updated client apps for all major 
desktop and mobile platforms, and for the Web. When I say “continu-
ously,” I mean it—the update frequency of the slowest schedule, which 
is for the native apps, is about every week or two (as you can see on the 
Slack page at AllMyChanges.com). 

The Slack apps talk to Slack’s back-end servers, retrieve data, and 
display the results in real time. Unlike a platform like Twitter, there 
are no third-party apps that mirror the functionality of Slack’s apps. 

Slack’s native apps for OS X, Windows, iOS, and Android (plus betas 
for Linux and Windows Phone) allow some elements to roll out 
through Slack server updates, so you may seem some changes, such as 
revised text labels on the user interface, even if you don’t download an 
update. Mobile apps on the same platform can appear slightly differ-
ently, depending on the size of the device’s screen. 

Note: To keep up with important Slack happenings, including notable 
updates to the apps, join the SlackBITS team and subscribe to the 
#slack-news channel (see Join Us in SlackBITS!, earlier). 

Before you can do anything with Slack, you need to join a Slack team. 
Thus, the first thing this chapter looks at is handling a team invite 
along with how to Fill Out Your Team Profile and Set Up Two-factor 
Authentication. 

With those important steps out of the way, I then examine the pros and 
cons of using the Web app, as well as how to Web App Basics, Install a 
Native App, and Sign In to a Team that you’ve joined. 
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Handle a Team Invite
 

To join a team, you need an email message containing an invitation, 
which provides you with a link to the Web app. You’re allowed to use 
the same email address with as many teams as you want. You obtain 
this invitation in one of three ways: 

•	 The team you want to join might be a public Slack team, such as 
SlackBITS, where you enter your email address into a signup form, 
which automatically emails you an invitation (Figure 3). (For an 
example, see the SlackBITS signup form.) 

Figure 3: Getting invited to most public Slack teams is merely 
a matter of entering your email address and agreeing to a code 
of conduct. 

•	 In some cases, the only way to receive an email invitation is for your 
team’s administrator to email it to you. (These can be re-issued if 
lost.) The invitation may have a customized message. In Figure 4, 
you can see an invitation to a Slack team called Notes. 
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Figure 4: A Slack invitation can be customized, but the Join 
Team button is the important element. 

•	 Finally, some teams allows account creation by anyone with a given 
domain name in their email address. If that’s the case for you, in 
your Web browser’s address field, enter team-name.slack.com/ 
signup, and then enter your email address and click Create Account. 
Slack generates an invitation email message and sends it to you. 

No matter how you receive the email invitation, click the link in the 
message to continue the process of joining the team. The link opens 
in your Web browser. (Currently, you cannot set up an account via a 
native Slack app.) 

Note: Paid teams can allow access via single sign-on (SSO), so you 
may go through a different service’s site (like Google) or an intranet 
system before you see the Slack site. 
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Now you can set the username that will appear in your conversations 
with that team (Figure 5). This username, also called your handle, 
is distinct from your email address and cannot, in fact, be an email 
address. If you belong to more than one team, you may use the same 
username in different teams. Currently, Slack applies a lot of restric-
tions to usernames: No more than 21 characters, all lowercase, and 
besides alphanumerics, containing only periods, hyphens, and under-
scores—no spaces. The username must be unique in the team. 

Figure 5: Pick a username and a password. 

Ask for help or think carefully before you pick your username. Slack 
suggests that teams follow a standard rubric when picking usernames 
to avoid “collisions” and confusion with other team members—Slack 
can autocomplete names as you enter them for replies or direct mes-
sages, so it is important that all team members be able to figure out 
who is who. One team I’m in grew so fast that we didn’t have a conven-
tion, so we ended up with a lot of overlapping Mikes, Michaels, and 
Tims, which caused confusion with username autocompletion. 

When it comes to entering a password, I recommend—as with any 
Internet service—using a password manager to generate and store a 
strong, random password of 16 or more characters (Mac users could 
instead rely on Safari and iCloud Keychain). 
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You Might Be a Guest 
All Slack teams support “full” members who have access to everything 
that team administrators allow in the same way. However, you might 
be invited to a paid team as a single-channel or multi-channel guest. 
This could happen if you are a contractor, freelancer, or consultant, or 
from another part of an organization that uses multiple teams. 

A single-channel guest can access only one channel, which could 
include the all-hands #general channel. The team admin who issues 
the invitation decides which channel. A multi-channel guest is invited 
to public channels, in addition to being part of #general. They can 
neither join other public channels nor create channels. 

Within a channel or conversation, guests have almost the same permis-
sions as full members, but can only privately message and see in the 
team directory those people who have joined the allowed channel or 
channels. Team admins may also prevent special members from using 
group address handles. 

If you weren’t told whether or not you’re a guest, you can check: Click 
the team name at the top of the main sidebar and choose Profile & 
Account. Look beneath your name for you user status. If you are a 
single-channel or a multi-channel guest, you’ll see that label beneath 
your avatar image (Figure 6). If there’s no label, you’re a full member. 

Figure 6: Tonya is not a guest user (left), but Adam is (right). 
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Leaving a Team 
To leave a team, visit the Account view (see Finding the Account Page, 
next) and in the Settings tab, click or tap Deactivate Account. This 
disables your account login, and only a team administrator can re-
enable it. 

It’s important to realize that the team “owns” your messages and 
uploaded files: deactivating your account doesn’t delete any of your 
history. 
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Finding the Account Page 
As you configure Slack, you’ll come back to the Account page over 
and over. It’s available only in the Web app, so you’ll always wind 
up in a browser, though you can navigate to it from a desktop Slack 
app (but not a mobile Slack app). To avoid repeating the directions 
constantly, I’ve written a definitive explanation once, right here. 
There are four ways to jump to the Account view: 

✦ If you are already on the Slack Web app’s home page for your 
team, accessing the Account page is easy: just click the Account 
Settings link (Figure 7). 

Figure 7: Click the Home button (if needed) to get to the 
Home page, and then click Account Settings. 

✦	 If you’re instead viewing Slack’s team-interaction interface in the 
Web app or in a desktop Slack app, click the team name at the 
upper left to open the Team menu and choose Profile & Account to 
see your profile at the right. Click the Account button. 

✦ In the Web app or a desktop app, click your avatar or name in any 
posted message, and then click Open Account Settings. 

✦ In any browser, enter team-name.slack.com/account/settings. (Or 
just visit my.slack.com/account/settings for your last-used team.) 

Once you’ve loaded the Account page (Figure 8), you can work in 
any of its tabs: Settings, Notifications, or Profile. 

Figure 8: Click a tab to work with its settings. 

I’ll come back to these tabs many times in this book. 
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Now that you’ve joined a team, be sure to complete your team profile 
(described next), Explore More Slack Customizations, and Set Up Two-
factor Authentication. 

Fill Out Your Team Profile 
Your Slack team members may want to know more about you, such 
as your role and how to reach you. Slack creates a skeleton profile for 
every member, but you should punch it up with more detail. (Some 
teams may even require that you do.) 

You can revise your profile in any version of Slack: 

1.	 First, open your team profile. Click the Profile tab in the Slack Web 
app (described in the sidebar just above) and click the Edit button, 
or try one of the following (methods vary by app, so if one doesn’t 
work, try another): 

‣	 Click the team name at the upper left to open the Team menu, 
choose Profile & Account to see your profile at the right, and click 
the Edit button. 

‣	 Click your avatar or name in a posted message, and choose Edit 
Your Profile. 

‣ Bring up the Team Directory via the More Items button, select 
your name, and click Edit or Edit Profile (Figure 9). (In iOS, the 
More Items button is sideways .) 

Figure 9: To change your profile, click Edit. 
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2.	 As desired, fill in or edit the fields (Figure 10). You may see just 
a few basic fields, or there may be additional fields added by your 
team administrator. In one team that I belong to, the team added 
fields for typical work area, title, and areas of responsibility. You 
may see fields in which you can enter Slack usernames (handles) 
for other team members, such as your boss or direct reports. 

Figure 10: You can expand your profile with useful details, such 
as how to reach you outside of Slack. 

3.	 I recommend that you add a profile photo, which I’ll call an avatar 
throughout this book. Click the photo icon to get started: Depending 
on the platform, you can upload, select, or take a photo. In the 
desktop and Web apps, you can crop it before saving it (Figure 11). 
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Figure 11: What a punim! 

Note: Faces are great in Slack avatars. Your face makes it easier 
for people to identify you or associate specific feelings and informa-
tion with you. Business teams may require that you upload a photo 
meeting certain criteria, while in other settings you might use a 
picture of your cat, baby, or favorite houseplant instead. 

4. After making changes to your profile, click Save Changes. 

Keep in mind that profiles are team-specific. If you join another team, 
you have to set up an entirely different profile in that team’s space. 

Explore More Slack Customizations 
Once you are signed in to a team, you can customize your Slack 
experience in various ways. I’ll cover several of these options later, 
but in case you want to explore them now, note that in the desktop 
and Web versions of Slack you can click the team name at the top of 
the sidebar to open the Team menu and choose Preferences. (In the 
mobile Slack apps, a few of these settings are found by tapping the 
More Items button.) 
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Set Up Two-factor Authentication 
Slack offers two-factor authentication (2FA) for all accounts, both 
as an option that individual users can select (in both free and paid 
teams), and as something an administrator can make mandatory 
(for paid teams only). With 2FA, every time you log in to a team, 
whether on a new device or in a new browser or just when Slack 
decides that you should, you must also enter a code. 

Although Slack encrypts 100 percent of data in transit and has other 
security precautions in place, I recommend 2FA for everyone, even 
for Slack users in casual teams. Why? Because any publicly accessible 
Internet service can be reached by any attacker located anywhere in 
the world. 2FA requires a second, out-of-band authentication creden-
tial—someone who can obtain, guess, or bypass your password still 
can’t access your account unless they also have sufficient physical 
access to a device you own to grab your 2FA code. 

This, in turn, can prevent all manner of malicious activity. Slack is 
an intimate communication mechanism, in which people rarely doubt 
that you are you. A villain could: 

•	 Impersonate you and pretend that you’ve been robbed while on 
vacation, convincing a Slack team member to wire “you” $1,000 
in emergency funds. 

•	 Extract information from your team’s posted information to engage 
in identity theft—of both you and your team members. 

•	 Post vile messages and images that lead to a boss, co-worker, friend, 
or relative being appalled by your behavior—forcing you to explain 
(convincingly!) that it wasn’t you. 

•	 Obtain corporate information used for extortion (“pay us or we post 
this information”), sabotage, or competitive espionage. 

Warning! In a public Slack team, it’s also conceivable that someone 
could try to scam you in a direct message conversation, because 
anyone can join the group. It’s unlikely, but if someone you don’t 
know starts asking for money, be cautious! 
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Slack 2FA works not only via SMS text messaging, but also with au-
thentication apps like Google Authenticator, 1Password, and Authy. 
Those apps take a seed code from Slack on setup, and then produce 
a unique time-based one-time password (TOTP) whenever they’re 
launched. 

You set up Slack 2FA on the Account page in the Web app (see Finding 
the Account Page, earlier). Follow these steps on the Settings tab: 

1.	 In the Two-Factor Authentication section, click the Expand button 
and then click Setup Two-Factor Authentication (Figure 12). 

Figure 12: Start the process for setting up 2FA via the Web app. 

2.	 If Slack asks for your password, enter it and click Confirm 
Password. 

3.	 Pick whether you want to use SMS or an authentication app 
(Figure 13). Don’t stress about which you choose; you can adjust 
your setup later, or pick one now and add the other as a secondary. 

Figure 13: You can opt to use SMS or an authentication app. 
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4.	 If you selected SMS, enter your phone number and click Add Phone 
Number. Slack sends a text message with a 6-digit code to your 
number. Enter that and click Verify Code and Enable. 

5.	 If you chose to use an app, using the directions for your app, scan 
the onscreen QR code and enter the 6-digit TOTP code when re-
quested by Slack. 

6.	 If Slack suggests having a second login method, you can follow the 
prompts to enable another one. 

7.	 Slack displays a set of single-use backup codes in case you lose 
access to all your devices and apps. Print these out, or store them 
digitally and encrypt them securely, such as in a password manager 
like 1Password or LastPass. Don’t store them in plain text on any-
thing connected to the Internet! 

8.	 If you didn’t set up a second login method in Step 6 above (perhaps 
because you never saw the prompt), and if you would like to have a 
second login method, repeat Step 1, click “Set up a backup option,” 
and follow the prompts. 

Tip: If you lose access to all your second-factor methods, a team 
admin can revoke the 2FA requirement on your account, allowing you 
to log in with just the password. I cover this in Take Control of Slack 
Admin. 

Now, whenever you log in to Slack, you’ll be prompted to enter a code 
through whatever your primary method is. If that’s not available, you 
can click “Problems with your code?” and select a backup option or try 
again (Figure 14). 
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Figure 14: If you don’t have access to one method or want to 
use an alternative approach, Slack lets you switch authentication 
methods. (You may see only the option to resend the code.) 

Every Slack team is like its own Web site, and both your team ac-
count’s password and whether you’ve enabled two-factor authentica-
tion are likewise associated with one team. If you join another Slack 
team, you may re-use the same Slack password you used for another 
team, but two-factor authentication must be enabled separately. 

Decide Whether to Use the Web App 

Before you can start messaging in Slack, you need to decide whether to 
access it through your Web browser as a Web app or through a native 
app on a Mac, PC, iPad, iPhone, or Android tablet or smartphone. It’s 
also fine to use whichever is most convenient, depending on what 
features you want to access and which device you are using. 
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Slack’s Web app, which runs in the desktop versions of Google 
Chrome, Firefox, Internet Explorer, and Safari, and in these browsers’ 
mobile versions, has a strong sense of design without sacrificing utility. 
It’s responsive—that is, it works well in any screen size or orientation— 
but there remain distinct differences between what a Web app and a 
native app can accomplish, depending on the platform. 

Despite their similar appearances when you are interacting with a 
team, shown in Figure 15 and Figure 16, the Web app and native 
apps differ in a number of significant ways. 

Figure 15: The Slack Web app, shown in Safari, has the same 
sidebar at left and messaging view at right, but lacks the Teams 
sidebar found in the native desktop Slack apps. 
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Figure 16: The native desktop Slack app offers a Teams sidebar at 
the far left that eases switching between teams. 

Reasons to choose a native app include: 

•	 You like the most seamless, fastest experience. 

•	 Your team requires a high degree of privacy or security. Slack’s 
native apps can be much easier to secure than a logged-in Web 
session in a Web browser because they are designed end-to-end to 
preserve the privacy and integrity of data that passes over them. In 
contrast, Web browsers are leaky as sieves and can leave cached 
information behind. If you are using a shared or public computer, 
using Slack in a Web browser may be unacceptably insecure. 

•	 While you’re working, you don’t always have an Internet 
connection. The native apps do a slightly better job at allowing 
offline searching, message viewing, and composing. 

•	 You want to take advantage of native features, like notifications. 
(However, some browsers do support notifications for Web apps, 
as you can see in Figure 17.) 
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Figure 17: Some browser and platform combinations, such as Safari 
on the Mac shown here, do let Slack provide native notifications. 

•	 You find managing a browser window or tab more annoying than 
working with a purpose-built app. (There are ways around this, 
too, on some platforms or with some browsers, in which a dedicated 
browser window launches as what appears to be a separate app, 
always opening to a selected site’s page.) 

•	 Features that require direct platform integration, especially on 
mobile operating systems, are important to you, like being able to 
drag-and-drop images and documents into a Slack window, or using 
a photo picker within iOS. 

Slack itself notes on its app download page, “Slack is also available 
through desktop browsers, but apps will give it a better experience all 
around.” That’s a strong statement. 

So why pick the Web app instead, or use it regularly? 

•	 No installation is required, making it easy to use on the fly. You can 
walk up to any computer and log in. 

•	 The lack of platform integration can keep the app from bugging 
you through notifications. It can also make it impossible for you to 
access certain native features (like your camera roll) when you don’t 
want those available. For instance, if you use your personal comput-
er for a work Slack team, you might want to access it via a browser. 

•	 Some Slack settings are available only in the Web app. This is 
especially the case for team owners and admins who need to access 
team configuration options. This can be problematic if you don’t 
want to use the Web app at all. 
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Happily, this isn’t an either/or decision. Because each Slack app is 
essentially a front-end interface to data stored on the Slack servers, 
some of which is cached locally and temporarily, you can move among 
apps and platforms. 

Note: In some cases, when you initiate an action in a native Slack 
app, the app hands the task to the Web app. This happens with 
creating custom emoji, viewing message archives, and many aspects 
of team and account management. When I talk about such tasks, I’ll 
mention the handoff to the Web app. 

Start Using Slack Apps
 

Now that we’ve looked at the pros and cons of running Slack on the 
Web, it’s time to start using Slack. In this section, I walk through the 
basics of using the Web app and provide links so you can Install a 
Native App easily. I also tell you how to Sign In to a Team. Finally, 
I describe how to Sign Out from Slack. 

Web App Basics 
Working in your Web browser, type your team’s URL into the address 
field, as in team-name.slack.com and, if you are asked, follow the 
prompts to enter your username, password and 2FA code. 

If you aren’t sure what the URL is, go to Slack’s generic Sign-in page, 
where you can see which teams you’re logged in to or enter your email 
address to find out which teams are associated with it. 

The Slack Web app has several interfaces, with each interface handling 
a different function. Now that you are signed in, you are probably 
looking at the team-interaction interface, where you read and type 
messages (shown in Decide Whether to Use the Web App, a few pages 
earlier). This part of the Web app is nearly identical to the native 
desktop apps, except that the left-hand Teams sidebar isn’t available. 

The Web app also has an interface for preferences. If you are viewing 
the team-interaction interface, you can access the preferences by 
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clicking the team name at the upper left to open the Team menu, 
choosing Profile & Account, and then clicking the Account button at 
the right. If that seems fussy, try navigating to my.slack.com/home 
(if you belong to more than one Slack team, this URL will go to your 
currently selected team in the Web app). 

Some of these preferences are found on the Home page (Figure 18). 
To access them, click the Home button at the top of the screen. 

Figure 18: Slack’s Home page in the Web app contains both items 
available in native apps (top) and only in the Web app (bottom). 

At the top of the Home page, Account Settings and Notification 
Settings largely mirror options found in the native apps. Below that, 
if you’re a team owner or admin, you see a team management section. 
Farther down are Team Directory, Customize Slack, and Statistics. 

Note: If any of these settings don’t appear, as they won’t for 
SlackBITS, it’s because a team owner or admin has restricted them. 

Some preferences are also accessible from the sidebar—and some are 
found only in the sidebar (to view the sidebar, click the Menu 
button at the upper left). Briefly, those available only in the Web app 
are these: 

•	 Configure Apps: Found in the sidebar, this option takes you to 
the App Directory, another part of the Web app where you work 
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with installed apps and custom integrations (for the team) and 
connected accounts (for you). I’ll say much more about this later, 
in Manage Bots and Integrations. 

•	 Statistics: This page doesn’t have any preferences that you can set, 
but it does provide insight into how your team uses Slack. Paid 
teams get more stats. 

•	 Customize Slack: This option is all about fun. You can add 
custom emoji (tiny icons), provide automatic replies for Slackbot 
to spout based on what other people in your team type, and add 
messages that appear when Slack starts up. (See Use Emoji.) 

•	 Team Settings: I discuss team settings in this book’s companion 
title, Take Control of Slack Admin. 

You switch from the preference-setting interface to the team-
interaction part of Slack by clicking the Launch button (currently 
located at the upper right). 

Install a Native App 
Slack links to all its app downloads on a single page: 

•	 Mobile apps must be downloaded from the stores for their respec-
tive operating systems: 

‣ iOS (iOS 8 or later; Apple Watch component available) 

‣ Android (version support not listed) 

‣ Windows Phone (beta) 

• The OS X app can be downloaded directly or via the Mac App Store. 

•	 The Windows version comes in a personal installer and as an MSI 
version for system administrators. 

•	 A Linux beta is available for Ubuntu (32- and 64-bit versions) and 
Fedora (64-bit version). 

•	 For Chrome OS, there’s a Chrome extension. 
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Once you’ve installed an app, watch for updates. In the desktop apps, a 
banner appears if there’s an updated version (Figure 19). Mobile app 
updates are managed and pushed via their app stores. 

Figure 19: Hey, new version! (Which you can tell because this is the 
pre-March 2016 interface at the top.) 

Sign In to a Team 
Slack lets you sign in to more than one team in the same native app or 
browser. Also, you may want to sign in to the same team in the Web 
app, in a Slack native app on your work computer, in a Slack native app 
on your smartphone, and in the Web app on your tablet. 

After setting up your team account, here’s how you add it to another 
Slack app: 

•	 Web app: In any supported browser, enter the team’s URL and log 
in. (See Web App Basics, earlier in this chapter, for details.) 

Or, if you are viewing the team-interaction side of the Web app, 
click the team name at the upper left to open the Team menu and 
choose Sign In to Another Team. 

Or, if you are in the preference-setting side of the Web app, click the 
Teams button and choose Sign In to Another Team. 

•	 Desktop app: Click your team name near the upper left, and 
choose Sign In to Another Team. 

Or, in the left-hand Teams sidebar, click the Add button at the 
bottom to bring up a login window. (You may not see this sidebar 
until you’ve signed in to at least two teams.) 

• Mobile app: Tap the More Items button in the upper right, tap 
Switch Teams, and then tap “Sign in to another team” to view a 
sign-in screen. (In iOS, the More Items button is sideways .) 
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Special Login Shortcuts 
On the password screen (Figure 20), you can opt for a “magic link,” 
which Slack sends to your team-connected email address. Follow that 
link to open it in a Web browser, and then follow the instructions to 
switch to Slack. (If you have 2FA enabled, you’ll be prompted to 
enter your authentication token.) A session token is passed to Slack, 
and Slack logs you in without you entering your password. 

Figure 20: Bypass typing in a password by having
 
a magic sign-in link emailed to you.
 

Also, in iOS, if you’ve installed a password manager that has an 
extension (such as 1Password or LastPass), you can tap the tiny 
icon on the E-mail Address login page, tap the password manager’s 
icon on the Share sheet, and then authenticate easily. You may 
need to tap the More icon to add the password manager’s extension 
to the Share sheet. (I use 1Password; see Take Control of 1Password 
for help with syncing passwords and using Touch ID in 1Password 
for iOS.) 
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Now That You’re Signed In
 

When you first launch a Slack app as a regular user, you’re dropped 
into the #general channel, and Slackbot introduces itself. (See Chat 
with Slackbot for more on this beast and how to interact with it.) 

What to do next depends on your most pressing needs. Refer to the 
Slack Quick Start, earlier, to jump quickly to the information you need 
next. 

Sign Out from Slack
 

If you’re done using Slack on a public computer, or if you just want to 
sign out from the Slack app that you are using, you can easily do that: 

•	 Desktop or Web app: Click the team name at the top of the main 
sidebar and choose Sign out of Team Name. 

• Mobile app: Tap the More Items button, and then select Set-
tings and tap Sign Out of Team Name. (This button is sideways 
in iOS.) 

Slack also lets you sign out of everywhere all at once, on a per-team 
basis. Why would you do this? Usually for security reasons—you might, 
for example, forget whether you left yourself logged in at a public 
computer or accidentally leave your tablet in an airplane. 

Signing out everywhere is also a good idea if you think someone may 
have gained access to your Slack password. You can disable all Slack 
sessions except in the browser you’re using, and then you can change 
the password. Signing out is not irrevocable: you just have to log in 
again on all your devices. 

Follow these steps: 

1.	 If you are signed in to more than one team, switch to the team that 
you want to sign out from first. 

2.	 Access the Account page in the Slack Web app (see Finding the 
Account Page, earlier in this chapter). 
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3. In the Settings tab, click the Sign Out All Other Sessions button 
(Figure 21). 

Figure 21: Click the button to ensure that no one has access to your 
Slack account for this team on any platform, browser, or device. 

Due to Slack’s use of login tokens, after the next action taken in any 
of your logged-in Slack apps or the next time one of these apps 
requests an update from Slack, the app logs you out of the team you 
picked in Step 1. 

4. If you signed in to multiple teams, click the Teams button on the 
toolbar to switch to each team in turn and sign out. 

5.	 If you are concerned that your password isn’t secure, change it. Still 
in the Account page, in the Settings tab, work in the Password area. 

You’ve now signed out from all your Slack teams, though you remain 
logged in to Slack in the current browser. If you like, you can log out 
there as well: click the Menu button at the upper left and choose 
Sign Out. 
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Master the Interface 
In this chapter, I cover the many Slack interface controls that you’ll see 
often. Once you are familiar with what they do, where you find them, 
and how to use them, you’ll be ready to dive into the next chapters. 

Most desktop apps take advantage of interface conventions and system 
menus provided by the operating system, but for the most part, Slack’s 
desktop apps don’t: they’re very much like the Web app. Thus, a 
Control-click or right-click in Slack’s Mac and Windows apps has no 
real effect—though it may bring up a Back or Copy command, as if you 
were in a Web browser—and the system menus, such as File and Edit, 
contain almost nothing. Most of the controls are directly within the 
Slack window. 

The upside of this is more consistency across every platform. The 
downside comes when you click and stare at interface elements, 
wondering how you get to options and settings. That’s especially true 
as you work back and forth between the desktop and mobile apps, 
since the mobile apps—particularly when viewed on a phone-sized 
screen—lack the space for the same interface elements. Most of the 
functionality appears in the mobile apps, but it tends to require an 
additional tap or swipe to access. 

Tip: In the desktop versions of Slack, there is one special menu
 

command: View > Reload Team Name. Choose it to load the latest 

information from Slack’s backend, which may include interface
 

updates. The @SlackHQ Twitter account regularly tweets that users 

should reload to see a new feature.
 

Tip: In a desktop Slack app, if you’re seeing stale messages or 
having trouble with Slack not restoring the last state of the app when 
you relaunch it, Slack’s help folks advise choosing Help > Reset Local 
Cache, which resets the app’s state. This fixed a channel-selection 
problem for me. 
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Examine the Slack Window
 

Although what you see where depends on which Slack app you are
 
using, Slack’s interface has at its heart three elements: the Teams
 
sidebar, the Main Sidebar, and the Messaging Area (Figure 22).
 

Figure 22: From left to right, you see the Teams sidebar (the active 
team has a white bar at its left), the main sidebar (the active team 
name appears at the top), and the messaging area. 

Teams Sidebar 
In the desktop Slack apps, this far-left sidebar appears if you are 
signed in to more than one team, showing an icon for each team you’re 
logged into, as well as the keyboard shortcut for each team. 

A red badge appears on a team icon where you have unread messages. 
The Add button at the bottom lets you log in to more teams. 

The mobile Slack apps lack space for an equivalent sidebar, but they 
do offer team-switching commands (Figure 23). In Android or iOS, 
tap the Slack icon at the upper left and then tap the Teams button, 
which is the current team icon in iOS and the Teams button in 
Android. In iOS, you can also swipe left and then tap Switch Teams. 
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Figure 23: iOS (left) and Android (right) have slightly different 
methods of selecting teams. 

Tip: In iOS, use a three-fingered swipe either left or right to switch 
among teams—it’s a neat shortcut, and worth learning. 

To find the equivalent team-switching commands in the Web app, 
from the team-interaction side of the app, click the team name at the 
upper left to open the Team menu, which lists all your signed-in teams. 
You can also go to the Home page and click the Teams button on 
the toolbar. 
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Main Sidebar 
The main sidebar is always present in the desktop and Web versions 
of Slack and in the mobile apps running on tablets, like an iPad. In the 
mobile apps in phone-sized devices, tap the Slack icon at the upper 
left of the main Slack screen to reveal the sidebar (Figure 24). In iOS, 
you can also just swipe right. 

Figure 24: The mobile version of the sidebar is tucked out of sight 
on phone-sized devices, and has a slightly different appearance: iOS 
at left, Android at right. 

At the top of the sidebar, the desktop and Web versions show the 
selected team with your logged-in username and status—click here to 
open the Team menu. Adjacent to the Team menu is a handy Notifica-
tions menu, which I discuss in Do Not Disturb. 
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Tip: In iOS, swipe left on the sidebar to see your latest direct mes-
sages (see Conduct Direct Message Conversations). 

Most of what you do in the sidebar is navigate into conversations. You
 
can select an item directly or work in the Quick Switcher (its icon 
is found at the bottom of the sidebar in the desktop and Web apps) or 
by typing in the Jump field (found at the top of the sidebar in the 
mobile apps). In either case, enter the first few characters of a channel, 
conversation, or person’s name. 

Generally, the sidebar’s conversation categories include: 

•	 Unread: This area lists conversations containing unread messages. 
(Depending on the app, the heading may be Unreads.) 

Tip: Slack uses bold type to indicate a channel or conversation that 

contains any unread messages. You may also see a badge indicating 

the number of unread messages.
 

•	 Starred: This area lists both any channels that you’ve “favorited” 
and any private channels. To find out how to populate it, read the 
sidebar Which Star Does What?, slightly ahead. 

•	 Channels: Slack’s term for a topic is channel. A team can contain 
many channels, but only the channels you’ve added to your team 
account appear here. I share a few basics about channels later in 
this chapter, in How Do I Subscribe to a Public Channel?, and I 
cover them fully in Work with Channels. 

•	 Direct Messages: Recent direct message conversations appear 
here. Slack’s nomenclature varies between “direct message,” “DM,” 
and “conversation.” For the purpose of this book, I’ll refer to direct 
message conversations as “conversations,” regardless of whether 
they’re one-on-one or among a group of three or more people. I give 
you a few basic pointers later in this chapter, in How Can I Start a 
Conversation?, and I delve into the details in Conduct Direct Mes-
sage Conversations. 
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Messaging Area 
Found in all Slack versions, this is where the action occurs. From top 
to bottom, there’s a toolbar containing status information and various 
controls, a message list that goes from newest-at-the-bottom to oldest-
scrolling-off-the-top, and a Message field where you enter new mes-
sages (and more). 

Special Messages 
Slack sometimes displays status messages as dismissible colored 
bars above the message list. For instance, you might see a message 
alerting you to unread items or to network connectivity issues. 

In the Web app, messages about enabling browser notifications 

through the operating system appear differently. Earlier, in Get 

Started with Slack, you can see an example in Figure 14.
 

Toolbar 
Found just above the message list, the toolbar serves several purposes 
(Figure 25). 

Figure 25: The desktop app’s toolbar offers numerous controls. 

In the desktop Slack apps, the toolbar shows the name of the selected 
channel at the left (#general in the figure above), as well as how many 
people are channel members and the topic, if one is set. Next come the 
Call and Channel Settings buttons, as well as the Channel Details 

button, which you can click to display a pane with more 
information. For conversations, the left portion of the toolbar is 
slightly different. The toolbar also sports a Search icon or field. 
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Which Star Does What? 
Tapping the star to the right of a channel or conversation name in the 
toolbar marks it as a favorite, causing it to appear in the sidebar’s 
Starred category and turning the star yellow (as in the figure above). 

To get the star to appear, hover over the channel or conversation
 

name in the toolbar (desktop apps), or tap it (mobile apps). Don’t 

confuse this star with the star at the far right of the toolbar—it’s 

entirely different. I talk about that star in the list just below.
 

Additional buttons appear to the right of the Search field in the desk-
top and Web apps: 

• Mentions & Reactions ( ): This button reveals a pane of 
chronologically organized responses to your messages in all chan-
nels and conversations. (I’ll discuss this shortly, in Where Can I See 
Mentions and Reactions?) 

Tip: In iOS, Recent Mentions and Starred Items are tucked away in
 

the More Items 
 menu. And Recent Mentions shows only recent 

mentions, not reactions. In Android, the same options appear when
 

you tap the Channel menu (as Starred Items and Mentions).
 

• Starred Items ( ): Tap this button to view a pane showing 
messages you’ve marked as important, as discussed in Mark a 
Message for Later. This button has an entirely different function 
from the star that you may see adjacent to the current channel or 
conversation name, described above in the sidebar Which Star Does 
What? 

• More Items ( ): Clicking this button shows a menu that provides 
access to attached files in the Files pane (described in Manage 
Uploaded Files), the team directory, online help, details about 
what’s new in Slack, and a list of any files that you’ve downloaded. 

Note: The More Items menu appears as three vertical dots every-
where but in the iOS app, where it’s three horizontal dots . We 

expect this will change!
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Tip: In the smaller-screen apps, to access the online help, open the 
More Items menu, and tap Settings > Help. 

As you can tell, there are inconsistencies and peculiarities across 
platform versions—and even at different widths and device rotations 
in the Web app. Android, in particular, is out of sync with the interface 
conventions, locations, and item names in most of the other versions. 
I’ll touch on some of these later, but part of the charm of Slack is that 
alongside rapid improvements and changes, some inconsistencies are 
to be expected. 

Message List 
The message list contains Slack’s interactions with you in the current 
channel or conversation, and all messages you and other people send 
in that channel or conversation. It’s a continuously scrolling chrono-
logical stream of discussion with the newest posts at the bottom. 

Each message—as well as any inserted files, snippets, and posts—has 
associated metadata and actions. The metadata includes the time and 
date posted, the poster or uploader, and other information. 

Action buttons appear when you hover over or press and hold on a 
message. You can add an icon-based (emoji) reaction or mark the 
message as a favorite for later referral, share a message with another 
channel or conversation, or use menu items that let you edit, delete, 
copy the message’s archive link, and more. 

I cover messages, reactions, actions, and related concepts in Post Basic 
Messages. In Go Beyond Basic Messages, I explain enhanced text 
(snippets and posts) and file uploads. 

Message Field 
You’ll spend most of your time in the Message field, at the bottom of 
the message list. You type and paste text in that field, and you can also 
drag items in, at least in the desktop and Web apps. An Add File 
button at the left lets you add files in various forms (uploads, cloud-
service links, snippets, and posts), while in most apps, a smiley face
 
at the right lets you insert emoji in the message you’re entering.
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This field is discussed extensively in Post Basic Messages.
 

Learn Slack Shortcuts
 

In a nod to its messaging forebear Internet Relay Chat, Slack provides 
a significant amount of functionality from the keyboard through two 
types of shortcuts: slash commands—items typed after a slash (/) 
character—and traditional keyboard shortcuts. 

The slash commands focus more on messaging and channel manage-
ment, whereas the keyboard shortcuts generally provide faster ways of 
navigating the interface. There’s some overlap, but not much. 

Use Slash Commands 
In all the Slack apps, you can issue quite a few different commands 
from the Message field at the bottom of the Slack window. 

In the Message field, type a forward slash (/) (but do not press Return) 
to bring up a scrolling/swipeable list of commands (Figure 26). 

Figure 26: Extensive slash commands include some actions that are 
difficult or impossible to access in other ways. 
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This list contains a grab bag of commands. Many revolve around the 
channel (listing users, muting, expanding and collapsing files, and 
archiving and unarchiving), but other commands let you switch chan-
nels, send a direct message to someone, open the preferences dialog, 
search the app integration directory, and set reminders. There’s even a 
command to insert a shrug ¯\_(�)_/¯ emoticon. 

To issue a command, either keep typing, using the list as a reference, 
or select the command from the list to insert it into the Message field, 
and then press Return. 

Tip: A handy slash command is /feedback. Type /feedback and then 
a message, and that text will be sent to the Slack product team. And 
I can tell you from personal experience, they listen. I’ve reported 
bugs and suggestions, received replies (via email, Twitter, and paid-
team trouble tickets), and seen my reports turn into changes in the 
apps! Cool. 

Most app integrations provide their own slash commands—in fact, a 
lot of integrations can be used only via slash options, such as /giphy, 
which brings up a matching GIF from a huge archive of nonsense, or 
the command /zoom, which creates a teleconferencing session on the 
Zoom system. (Some integrations use bot-based interaction in which 
you talk with a non-player character—I mean, a non-human member!) 

For the most part, slash commands are optional—learn and use them 
if they work well for you, but you can ignore them almost entirely. 

Note: Guests in paid teams—discussed in You Might Be a Guest—can 
use the slash commands that are available by default in Slack, such 
as those shown in the figure above. But, team admins can prevent 
guests from using slash commands added by an integration or devel-
oped in-house. If you’re a guest and can’t use a slash command, 
that’s why. 
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Use Keyboard Shortcuts
Keyboard shortcuts provide a valuable way to navigate Slack’s inter-
faces, and you can even use a smaller set of them with a mobile app if 
you connect a keyboard via Bluetooth or USB. 

Press Command-/ (Mac app or browser), Control-/ (Windows app or 
browser), or hold down Command (iOS) or Control (Android) for a few 
seconds and a large dialog appears, showing keystrokes for common 
commands (Figure 27).

Figure 27: In Slack’s apps, you can bring up a list of shortcuts, 
which can help jog your memory about features, too. (Mac desktop 
app shown.)

Tip: If your desktop Keyboard Shortcuts dialog doesn’t have three 
columns, to see all the commands, scroll down or expand your Slack 
window horizontally and try again.

Keyboard shortcuts are the only way to use some of these features in 
a desktop app or the Web app (mobile apps use gestures for a few of 
them), and this dialog is the only way outside of reading the online 
help files to discover many of the commands. 

https://my.slack.com/help
https://my.slack.com/help
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My favorite keyboard shortcuts are these:

• Command-K to bring up the Quick Switcher

• Up arrow to edit the last message (damn those typos!); focus has to 
be in the Message field on mobile

• Command-Shift-\ (desktop only) to react to the last message with 
an emoji—this is a great way to avoid making yet another “me too” 
message expressing approval

Move Around in Slack with Keyboard Shortcuts
In the desktop Slack apps, you can move among channels and 
conversations with keyboard shortcuts:

✦ Back and Forward in History: To move among recently visited 
channels, on the Mac, press Command-[ and Command-], in Win-
dows, press Control-[ and Control-]. These commands navigate 
among channels and conversations in the order you recently visited 
them. So if you jump out of #general to #random, you can use the 
Back keyboard shortcut to return to #general. 

✦ Back and Forward in Teams: Add the Shift key, and you can 
cycle through your teams! In recently visited order, too!

✦ Previous and Next in List: Press Option (Mac/iOS) or Alt 
(Windows/Android) plus Up arrow and Down arrow to move se-
quentially through every item in your sidebar.

Tip: In iOS, you can go back and forward among channels with a 
two-fingered left or right swipe.



    

              
          

    
             
           
               

     

     

      
            

          

          
            

            
        

             
             
    

             
             

              
            

         

           

Quick Messaging FAQs for Beginners 

Because you may want to learn a few basics before the deep dive into 
messaging in the next chapter, let’s start here with a brief tutorial. 

How Do I Post a Message? 
You start messaging in Slack by selecting a channel in the sidebar and 
then typing something in the Message field (Figure 28). A simple 
press of the Return or Enter key (or tap of a button in iOS or Android), 
and the message has been sent! 

Figure 28: Try saying “Hello, world!” in the #general channel. 

How Do I Subscribe to a Public Channel? 
In Slack, it’s not immediately obvious how you go about subscribing to 
channels—but never fear! Here’s how to find what you’re looking for: 

•	 Desktop and Web apps: In the sidebar, click the Channels 
category header to bring up a list of available public channels. Click 
one to preview its past message history, and click the Join Channel 
button to subscribe and add it to your sidebar. 

Also in the desktop and Web apps, click the Quick Switcher icon 
at the bottom of the main sidebar. Then start typing to find matches 
for channels, conversations, and people. 

• Mobile apps: Tap the Slack icon to view the sidebar, and then 
start typing the name of a channel in the Jump field at the top. 

Also in a mobile app’s sidebar, tap the Add button to the right 
of the Channels category heading and then select a channel from the 
scrolling list or tap in the Search field to search for one. 

Note: I provide a great deal more detail later, in Work with Channels. 
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How Can I Start a Conversation?
 
Although this may seem like a different action from subscribing to a 
channel, it’s actually quite similar: 

•	 Desktop and Web apps: Click the Direct Messages sidebar 
header to select an existing conversation or start a new one. To start 
a conversation with multiple people, type their names in the field at 
the top of the pane. 

Or at the bottom of the main sidebar, click the Quick Switcher
 
icon at the bottom of the main sidebar. Then start typing to find 
matches for conversations and people. 

• Mobile apps: Tap the Slack icon to view the sidebar, and then 
start typing the name of a person in the Jump field at the top. 

Or in the sidebar, tap the Add button to the right of the Direct 
Messages category header and then scroll through people or use the 
Search field at the top to search for people’s names. 

Note: See Conduct Direct Message Conversations for more detail. 

How Do I Find New Activity? 
Slack informs you of activity in a channel or conversation in which 
you’re a participant in a variety of ways: 

•	 In the sidebar, channels that have unread posts since your last visit 
are indicated in bold. If any of these messages also contain your 
handle or name, or any of your highlight words, a red badge also 
appears. (I explain highlight words in Control Slack Notifications.) 

•	 Also in the sidebar, conversations with unread messages have a 
number indicating how many you’ve missed. 

•	 In Slack apps that work with a full keyboard on any platform, you 
can type Shift-Option (or Shift-Alt) plus Up arrow or Down arrow to 
move among channels and conversations with unread messages. 

•	 To see your most recent direct messages in iOS, open the main side-
bar and then swipe left. 
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Where Can I See Mentions and Reactions? 
People can refer to you by entering your handle in a message and they 
can react to you with emoji. You can also create highlight words that 
result in notifications. (I’ll go into detail about these features later.) It’s 
possible to see all these things in your message list, but it can be 
difficult to find them efficiently. Instead, you can see a chronological 
summary in one pane, labeled Mentions & Replies in the desktop and 
Web clients and Recent Mentions in the mobile apps (Figure 29). 

Figure 29: It’s great to see everyone’s emoji reactions (like a palm 
tree) and references to your handle and highlight words in one place. 

To access this pane, click the Mentions & Reactions button on the 
toolbar. If your toolbar doesn’t have an button, use the More Items 

button and pick Recent Mentions (this button is sideways in 
iOS). 

In desktop and Web apps, you can click the Include label and then 
include or exclude @channel mentions (all teams) or mentions of any 
user group you’re in (paid teams) by checking or unchecking the 
appropriate box. 

Note: You can also find matches to your handle and keywords by
 

using the search feature discussed in Search Effectively.
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Post Basic Messages 
The atomic unit of Slack is the message, a chunk of text with a unique 
time stamp that appears chronologically in a channel or conversation. 
In this chapter, I look at the basics of messages, ranging from the 
etiquette of what you say to the practical issues of composing, editing, 
deleting, and responding. 

Note: In the next chapter, Go Beyond Basic Messages, I look at 
adding and managing message attachments, plus I cover two special 
kinds of text you can insert in the message list: snippets and posts. 

Employ Etiquette
 

Every community, whether online or in “meatspace,” has both implicit 
and explicit rules of behavior. The explicit ones may be easier to follow, 
because they’re stated outright; however, they may be observed in the 
breach, rather than as the rule. The implicit rules may seem tougher, 
as you have to intuit them over time, yet you may receive more reward 
for conforming to or at least understanding these subtle cues than for 
following published rules. 

Interacting within a Slack team requires more cultural understanding 
than most online groups. Why? Because Slack teams are intentional: 
every member is invited or allowed to join. Any message that causes 
offense or mistrust can ripple back and forth indefinitely. 

Learn the Culture 
When you join a Slack team, you should look to written rules, if they 
exist; it might even be reasonable to ask for guidelines to be created 
if none do. Take your cues from the tone, language, and interaction 
in which you see others engage. Ask questions privately if you’re 
concerned about what you’re about to say publicly, and if you’re really 
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unsure, check with an admin before posting. Remember that, apart 
from the bots, everyone else on the board is another human being. 

Expect and Practice Civility 
The watchword for discussion on the Internet has long been “attack 
ideas, not people,” but it is seemingly more ignored than honored. 
It can be easy to make ad hominem attacks on people because you 
disagree with their ideas, and it is easy to become the target of these 
attacks inadvertently (as happens regularly in all social media and 
online forums). 

Civility doesn’t mean that no one may ever offend another person. 
That’s an impossible goal. Civility can equate with politeness, though 
it’s more correctly the assumption of an absence of bad intent or 
ulterior motives on someone else’s part. (If someone does have bad 
intent, addressing it in a Slack team almost certainly won’t produce 
a positive outcome.) 

Being civil doesn’t require that you agree with everything everyone else 
says, nor vice versa. Rather it requires patience, calm, and a step back. 

Even if you enjoy going hammer and tongs with people on Reddit, 
Twitter, Facebook, or elsewhere, the same behavior that might be 
encouraged or tolerated there and seen as being within the bounds 
of civil-yet-vociferous discourse could be a horrible breach of etiquette 
or terms of employment in Slack. 

Note: Worried about being too talky or bugging folks in Slack? I
 

cover that in Be Productive.
 

Write a Message
 

It’s easy to write a message. In any channel or conversation, with the 
insertion point or focus in the Message field, type some text—Hello, 
world!—and press Return or Enter. (In iOS tap the Send button; in 
Android tap the Send button, which is unlabeled, but we call it 
Send, too.) 
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To put a line break within a message without posting it, press Shift-
Return. (In iOS, tap the Return key, which may require switching to 
the numeric keyboard on a small-screen device; in Android tap the 
Return button on the default keyboard.) 

You can also paste into the Message field. 

Tip: If you mention a public channel in a message by typing a hash-
tag followed by its name, like #general, the name becomes a link in 
the posted message. Anyone with access to that channel can click the 
link to switch to it. (Slack has no equivalent to the hashtags used in 
Twitter or Facebook—if you prefix a word that’s not a channel name 
with a pound sign, nothing happens.) 

Note: Need to communicate more text or include more formatting 
than a message can contain nicely? Use a snippet or a post, dis-
cussed in Go Beyond Basic Messages. 

Format a Message 
You can add some text styles and structured formatting to messages by 
typing punctuation in a special way (Figure 30). 

Figure 30: Inline formatting adds variety and clarity to messages. 

Formatting options include: 

•	 Underscores for italics: Put _underscores_ around a word or 
phrase, and it will be set in italics. 

•	 Asterisks for bold: A *highlighted word or phrase* becomes 
bold when you post the message. 

•	 Tildes (~) for strikethrough: ~For text you want to indicate 
should be removed~ For text you want to indicate should be removed 
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•	 Angle brackets for block quotes: To set off a line of text, 
precede it with a single >; use three (>>>) to set off that line and all 
that follow in the message (Figure 31). 

Figure 31: Three angle brackets inset multiple lines. 

•	 Back ticks for code formats: A single ` before and after a range 
of text sets it in fixed-format code style; three ticks (```) before and 
after sets off an entire block. (You may want to use a snippet for 
anything longer than a few lines.) 

Note: Even though the above character-based formatting options 
look like Markdown, Slack’s basic messages (and posts, described 
later) have a syntax that diverges from standard Markdown. Slack 
can let you use what it calls “Markdown (raw)” in a snippet (covered 
in Insert Snippets), but the Markdown syntax is highlighted rather 
than previewed. 

Control Key Shortcuts in OS X 
A few Unix shortcuts for text (used in the bash shell and elsewhere) 
work in Slack for Mac (as well in as many other OS X apps) to move 
around within the message text area. The most useful of these are: 

✦ Control-A/E: Move to start or end of the line. 

✦ Control-K: Delete from the cursor position to the end of line. 

✦ Control-Option-F/B: Move forward/back one word (Option-Right 
and -Left arrow do the same). 

✦ Control-D: Forward delete (i.e., delete the next character following 
the cursor). 
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Reference Other People 
Although Slack doesn’t thread replies—where you click a reply button 
and there’s an association between the new message and its an-
tecedent—it does let you reference anyone in the team by their handle 
(their username). These are @mentions, just as in Twitter. And just as 
with Twitter, @mentioning someone makes it more likely that they’ll 
take note of your post. 

To reference someone by name, you can: 

•	 Type an @ followed by their whole handle. 

•	 Type an @ and then start typing part of their handle, first name, or 
last name (as entered in their profile), and select a match from the 
menu that appears (Figure 32). To select a person, you can tap or 
click in the menu, or, with a keyboard, arrow up or down and then 
press Return or Enter. 

Figure 32: Slack lets you cycle through or select handles when you 
type @, followed by letters. 

•	 In a desktop or Web app, type an @ and then start typing part of 
their handle and press Tab to cycle through names. 

Tip: In a team with a lot of people with the same or similar name, it’s 
really easy to autofill the wrong name. Pay attention every time to be 
sure the right Tim or Kelly gets the reference. 
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Note: In a paid team, a user group can be set up with a unique 
handle, like @managers, that trigger notifications for everyone in the 
group when the @mention is used in a message. Wherever an indi-
vidual @mention can be used in Slack, a user group mention works, 
too. See Take Control of Slack Admin for more information. 

When you post a message with an @mention in it, several things 
happen: 

•	 Slack uses the notification rules for that person to determine how 
they’re alerted—this could range from nothing at all, to an email 
message being sent or notification sliding by on a screen, to loud 
noises on multiple devices. 

•	 For that person, unless they’ve turned off the feature for that plat-
form type (desktop/Web or mobile), Slack will highlight their 
handle in the referencing message. 

•	 For that person, Slack adds the mention to the mentions pane (click 
the @ button in the desktop and Web apps, or in the mobile apps 
tap the More Items button and select Recent Mentions; this 
button is sideways in iOS). 

•	 If anyone you reference hasn’t joined the channel in which you’ve 
just posted the message, Slackbot prompts you to invite that person 
or send them a link to the message (Figure 33). 

Figure 33: Mentioning someone prompts Slackbot to suggest 
inviting them or sending them a link. 

You can put more than one @mention in the same post. If you use 
auto-completion, Slack inserts a colon after the @mention, but the 
colon is for semantic purposes (to look like a reply); it doesn’t have 
a function. 
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Get to Know Your Team 
You can bring up any member’s profile by clicking or tapping their 
avatar or name in a message. Alternatively, open the team directory 
from the More Items menu—in the directory, you can search for 
names or scroll through and click or tap to view someone’s profile 
card (Figure 34). 

Figure 34: A profile provides 

actions, information, and contact 

methods for a team member.
 

In addition to showing personal details, a profile card has a Message 
button that you can use to start a direct message conversation. 

Include Links to Web Pages and Media 
If you include a URL in a message, Slack tries to provide a preview in 
the message list. 

Paste in a URL of a Web page, and a preview of the page—descriptive 
text or an image—usually appears (Figure 35). You can remove the 
preview, too, by hovering over it, clicking the tiny grey x at its left, and 
then confirming. 
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Figure 35: Pasting a URL produces a preview; remove it by clicking 
the x to the left. 

Tip: Team admins can blacklist URLs and domains. If you have
 

sufficient permissions, clicking the x to remove a preview also lets 

you issue such a ban.
 

Include a URL that points to an image, and Slack typically shows a 
shrunken version of the image. Links to video, at YouTube or else-
where, should result in a playable preview. 

By default, Slack enables previews, including previews of images up to 
2 MB in size. The desktop and Web apps let you disable these previews 
as well as allow larger images: click the team name at the top of the 
sidebar, choose Preferences > Messages and Media, and look in the 
Inline Media & Links section (Figure 36). 

Figure 36: If you find previews distracting, you can disable them. 

Use Emoji 
If you’re over 35, emoji may seem ridiculous to you; under that age, 
and they may be an invaluable part of your argot. Emoji are icons that 
replace or complement the text-only emoticons from the early days of 
the Internet. 

Emoji can be a short way to express a complicated thought, a simple 
way to express approval, or a fun way to imply a host of things. I often 
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use a simple thumbs up ! icon as a reply or encouragement. The “pile
 
of poo” " is popular as a joke response when things are in the crapper
 
or you’re chiding someone for a bad pun. 

It’s an emoji world, and we’re living in it. Slack has gotten kudos for its 
embrace of emoji and its capability to extend the built-in character sets 
supported on its client platforms. 

I’ll talk about emoji elsewhere in this book, including in Leave a 
Reaction, but this is a good place to introduce their basics. 

Setting up Your Emoji 
You can just go with the defaults, but if you prefer, you can pick your 
emoji style in the desktop and Web apps by clicking the team name at 
the top of the sidebar, choosing Preferences > Messages & Media, and 
then picking an option in the Emoji style section (Figure 37). Yes, 
there are different drawings used on different platforms! You can 
switch among them, or even disable emoji entirely—just select None. 

Figure 37: How many ways can piles of poo be drawn?
 
Several, apparently.
 

Slack converts your typed emoticons to emoji (like :o to # ), but if you 
don’t want that to happen, uncheck the “Convert my typed emoticons 
to emoji…” checkbox, found just below the Emoji Style section. 

To set the default emoji skin tone from a desktop or Web version of 
Slack, click the smiley face at the far right of the Messages field to 
open the Emoji Browser (Figure 38), and in the Emoji Deluxe area at 
the bottom, click the hand and then click your desired tone. (If you 
don’t see a hand, your operating system version doesn’t support this 
feature; many operating systems added it in 2015.) 
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Figure 38: To set a default skin tone,
 
click the hand
 at the lower right. 

Adding an Emoji to a Message 
You can add an emoji by browsing or by typing its name: 

•	 Browse for the emoji (desktop and Web): Click the smiley 
face icon at the far right of the Messages field to see the Emoji 
Browser (shown in the figure just above), with buttons at the top 
that display different categories: People, Nature, Food & Drink, 
Activity, Travel & Places, Objects, Symbols, Flags, and Custom. As 
you hover over any emoji, it shows a preview at the bottom and its 
text name, which you can memorize if you prefer typing. 

•	 Type the emoji name: In the Messages field, type a colon and 
one (mobile) or two (other platforms) characters, like :ol, to see 
a pop-up showing potential matches from which you can select, or 
you can keep typing to shrink the number of matches (Figure 39). 
Typed emojis must be closed with a colon. Slack uses the same 
standard names for emoji that are used across many other pro-
grams and services, which is handy. Here’s a list. 
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Figure 39: You can “type” an emoji even if you don’t know its full 
name. 

Tip: You can add an alias for the default name of an emoji! In the 
desktop and Web apps, click the team name at the top of the sidebar 
and choose Customize Slack to open the Customize Your Team page, 
where you can set an alias for an existing emoji. Use this feature to 
set up a short or memorable name for an emoji you invoke often. 

•	 Type an emoticon: Slack also converts emoticons to emoji for a 
lot of popular text sequences, like :o to # . A full list appears at this 
Slack support page. 

Supersize Me! 
You can make these symbols appear larger by entering only emoji
 
(up to 23) in a single message. You can’t put any text in that mes-
sage, even on a separate line. Slack jokingly announced this feature
 

as jumbomoji. 


Slack maintains a 1:2:3 size ratio for emoji in most clients (excluding 
Android), where reactions (described later) are size 1, inline emoji 
with other text are size 2, and jumbo freestanding emoji are size 3. 
These measure 10 by 10, 20 by 20, and 30 by 30 pixels on a non-
Retina Mac, for instance. 
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Can’t Get Enough Emoji? Add Them! 
Slack is all about letting others extend its core functions—and that 
includes emoji! These custom emoji max out at 128 pixels in either 
dimension and can’t exceed 64 KB in size. I try to make them 128 
pixels square so I can control the appearance better. In Slack mes-
sages, they may appear at various sizes (see the sidebar just above). 

In the desktop and Web apps, click the team name at the top of the 
sidebar and choose Customize Slack. The Customize Your Team page 
opens with the Emoji tab selected (Figure 40). Name your emoji, 
and then upload the image and click Save New Emoji. 

Figure 40: To create my glennhead emoji, all that’s left for me 
to do is to click the Save New Emoji button. 

The upload appears in a list at the bottom of the page and becomes 
available for use by anyone in your team (Figure 41) on the Custom 
pane in the Emoji Browser. 

Figure 41: Now I can use my emoji in a message. 

Custom emoji can even be animated, which can be distracting, so you 
should consider whether that’s a good idea. Really. Think about it. 
(Currently, Slack for Android doesn’t handle animated emoji.) 
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Edit or Delete a Posted Message
 

Unlike Twitter and many other messaging services, after you post a 
message in Slack, you can edit it or delete it. This makes fixing typos— 
and removing awkward or inappropriate messages—a snap. 

Note: Team administrators can disable editing and/or deleting, so if 
this topic isn’t working for you, ask your admin about it. 

Slack provides several ways to edit messages: 

•	 Desktop or Web app: For the immediately preceding message 
you posted, press the Up arrow in the empty Message field. 

Or, hover over any message that you wrote, click the Message 
Actions button, and then choose Edit Message. 

•	 Mobile app: Hold on a posted message that you wrote to open a 
menu, and select Edit Message (iOS) or Edit (Android). 

When you edit a message, it changes from a posted item to an editable 
field (Figure 42). 

Figure 42: Editing a message gives you access to all the same 
features as posting a new one. 

You can edit with all the same features as a new message, and then 
either click Save Changes or press Return to approve the changes. Or, 
to cancel your edits and leave the message as it was, click Cancel or 
press Escape. In the mobile Slack apps, tap Save to post your edited 
missive, or tap Cancel. 

A tiny, gray “(edited)” tag appears next to your edited message in the 
message list. 
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Similarly, there are a few ways to delete one of your posted messages: 

• Desktop or Web app: Hover over any message, click the Message 
Actions button, and then choose Delete Message. Confirm the 
deletion (Figure 43).
 

Figure 43: You’re always prompted before deleting. 

A destructive edit works too. For your just-posted message, make 
sure the Message field is empty, press the Up arrow, select and 
delete all the text, and click Save Changes or press Return. Confirm 
the deletion. 

•	 Mobile app: Press on the message to open a menu, and tap Delete 
Message or Delete. You will be asked to confirm the deletion. 

Navigate in the Message List
 

While other people are composing messages in the selected conversa-
tion, you’ll see up to two names beneath the Message field. When more 
than two people are typing, you’ll see what has become a classic Slack 
message: several people are typing. You may have seen this meme 
around the Internet already. 

As more messages are added in a channel or conversation, the older 
ones scroll to the top and disappear. They’re not gone for good! In paid 
teams, you can scroll back to the start of time—when the channel or 
conversation was created. In free teams, only 10,000 messages across 
the entire team are retained, and the oldest stop appearing first, no 
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matter which channel or conversation they were in. Fortunately, Slack 
warns you when you’ve looked back to the edge of a free team’s mes-
sages (Figure 44). 

Figure 44: Abandon ship! Ye have reached the edge of the known 
world. 

Business on the Top, Party on the Bottom 
In the iOS app, if you reach the bottom of the message list and pull 
up with your finger, Slack throws a little party for you (Figure 45). 

Figure 45: Hurray! You’ve reached the end! 

Put on your party hat! 
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Threading in Slack: A Short-term Problem? 
You might notice already that there’s something missing from Slack— 
something quite obvious if you’ve used other multi-party social 
networking systems. Slack lacks threading. 

Threading organizes replies to a message. These replies can be from 
you or from other people. Slack has channels and conversations, but 
it doesn’t have the kind of sub-topic tracking that you’ll find in 
Twitter, Facebook, and elsewhere. 

It’s not a fatal flaw by any means, but it can make it hard to pick up 
the, ahem, thread of a conversation when many people in a channel 
are talking about multiple topics over a short period of time. The best 
solution in that case is to create more channels to host popular 
topics. 

A partial solution to this problem is to start a discussion in a post, 
since posts can have comments. I discuss posts in the next chapter. 
I have mixed feelings about threading in Slack, because it’s not part 
of its current nature, and I can’t see exactly how they’ll make it work. 
Regardless, Slack CEO Stewart Butterfield, who was recently inter-
viewed for an article in the Verge, says that threading will be coming 
to Slack later this year. 

Dates and Times 
Slack separates the message list into days. It displays a Today date 
separator as the newest division, then Yesterday, and then markers for 
each preceding day. As you scroll back in time, the date marker slides 
to the top and remains fixed there so long as there are preceding 
messages you can’t see that were also posted on the same day. 

A time stamp appears above or next to each posted message, but if the 
same person posts multiple messages so that they appear contiguously 
in the message list, you’ll see just the first message’s time stamp and 
hovering over (or, in mobile, pressing) any subsequent message in that 
group reveals its time stamp. In the desktop and Web apps, you can 
also click a message’s time stamp to open it in the Web client’s mes-
sage archives, discussed further in Use the Message Archives. 

67
 

http://www.theverge.com/2016/4/13/11417726/slack-app-walt-mossberg-stewart-butterfield-interview


68

Tip: If you’d like a denser message display without avatars in the 
desktop and Web apps, click the team name at the top of the main 
sidebar, choose Preferences > Messages & Media, and then switch 
from Clean to Compact.

Unread Messages
Slack uses the terms read and unread a little differently than other 
systems that track what you’ve viewed. If you return to a channel or 
conversation after being away, Slack inserts a red line in the message 
list to delineate where unread messages start (Figure 46).

Figure 46: A New Messages line 
marks where you last left off.

If the number of unread messages exceeds what can be displayed in the 
currently visible area of the message list, a banner along the top notes 
how many are unread (Figure 47). In Slack’s mobile apps, you can tap 
it to jump up in the list to the last unread point.

Figure 47: Slack lets you know what you missed.

In the desktop and Web apps, the banner is merely informative by 
default; to get the same click-and-jump behavior, you have to change a 
team preference: Click the team name at the top of the sidebar, choose 
Preferences > Read State Tracking, and select “Do not scroll me or 
automatically mark messages as read…” Then, when you hover over 
the banner, you see the word “Jump” at the left; click anywhere on the 
banner to jump to the first unread message.



         
        

     
        

        

         
            

            
            

           
       

    
    

           
             

         
          

    

           
          

              
             
            

            
           

 

Note: Even with “Do not scroll me or automatically mark messages 
as read…” set on a Mac, you may see erratic performance. Never 
fear, though: the red bar that marks the last unread messages 
remains in place, and you can always scroll back up to it. 

Here are a few tips for working with unread messages: 

•	 Browsing: You can easily spot a channel or conversation with 
unread messages by looking for bold type in the sidebar. In some 
Slack clients, you will also see red badges in the sidebar. The num-
ber in the badge indicates either how many unread messages in a 
channel contain your handle or any highlight words or how many 
unread messages are in a conversation (Figure 48). 

Figure 48: For conversations with unread messages, Slack shows 
how many new messages are waiting. 

•	 Keyboard navigation: If you’re using a desktop app, or the Web 
or a mobile app on a device with a physical keyboard, you can jump 
among conversations and channels that have unread messages, too. 
Press Option-Shift (or Alt-Shift) and arrow up or down to the 
previous or next unread message. 

•	 Marking all as read: To catch up with all unread messages in the 
selected channel or conversation, press Escape in the desktop and 
Web apps or scroll to the bottom in a mobile app. As shown in 
Figure 47, above, there’s also a blue banner at the top of the 
message list: you can select the little white icon—or anywhere in 
the banner—to mark as read, too. And you can nuke the unread 
status for an entire team by pressing Shift-Escape in the desktop 
and Web apps (Figure 49). 
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Figure 49: Slack warns you (amusingly) about wiping out 
the unread status for everything you follow in a team. 

Interact with a Message
 

Once a message is posted to Slack, you might want to interact with it as 
on a social network: mark it with a star, reply to it, copy it, share it, or 
get a permanent link. The key to these interactions is the Message 
Actions menu. To open it in the desktop and Web versions of Slack, 
hover over a message and click the Message Actions button. In 
the mobile apps, press and hold on the message until a menu appears 
(Figure 50). 

Figure 50: iOS shows the date at the top (left). Slack for Android 
says “¡Hola!” at the top and has the same items, but with icons and 
slightly different wording (right). 
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Most of these interactions are fairly obvious, and I covered the Mark 
Unread command in the previous topic. Here, I want to explain how 
reactions work, what to expect when you Mark a Message for Later 
(with a star), and how to Share or Link to a Message.

Leave a Reaction
The emoji I talked about earlier are also available from the Message 
Action menu as reactions, which are little avatar addenda attached to 
a message. Reactions are always public, so anyone who can view the 
conversation can also view any reactions. Most obviously, you might 
want to put a thumbs up !  after a message you agree with, but a wide 
variety of images are available for different reactions (Figure 51, and 
you can add more than one.

Figure 51: Jason (jsnell) has two reactions beneath his message 
with one person each, while Chip’s response got four clicks on a wine 
glass.

Once a reaction is added, other people can click it to add their assent, 
which is shown as a number count next to the emoji; both are con-
tained inside a tiny rounded-rectangle box. 

Reactions Are Searchable
We discovered a neat way to create multiple ways to mark messages 
to find later. Although Slack includes the Starred Items list described 
next, you can create the equivalent of custom favorites lists with 
reactions, because Slack lets you search by emoji that appear in 
reactions. For example, my editor left an exclamation  emoji after 
messages that she wanted to go through during her final edit pass 
on this book! 

You can pick different emoji for different fave lists, and then search 
on them to retrieve matches (see Search by Star, Link, or Emoji).



   
             
              

               
              

           
       

         
 

          
             

            
    

     
        

            
             

            
             

        

Mark a Message for Later 
To mark a message that you want to keep for general reference, you 
can “star” it. In the desktop and Web apps, click the star that appears 
to the left of the message when you hover over it. In the mobile apps, 
press and hold a message and then tap Star Message in the menu. The 
starred status of a message is always private. (Twitter users pay atten-
tion here, because stars are public in Twitter.) 

Note: In free teams with a 10,000-message limit, starring a message 
doesn’t prevent it from disappearing. 

To view messages you’ve starred, click the Starred Items button at 
the upper right of the desktop and Web apps, or choose Starred Items 
from the More Items menu in the iOS app (Figure 52). (Android 
can’t yet display starred items.) 

Figure 52: Starred Items lets you see items you marked for later 
viewing, and jump back to where they appear in a sequence. 

The Starred Items pane acts like your own private “best of Slack” 
collection and, in the desktop and Web apps, you can hover over the 
message in the Starred Items pane and click the Jump button, and 
Slack takes you to the point in the message list where that message 
appears so that you can see it in context. 
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To remove a message from Starred Items, either hover over it (desktop 
and Web apps) and click the star or press and hold it (iOS) and then 
tap Remove Star. 

Note: A confusing aspect of Slack is that it lets you star both chan-
nels and messages, even though they’re entirely different actions. To 
find out about starring channels, see Which Star Does What?. 

Share or Link to a Message 
If you want to refer to a message that was already posted, you can, of 
course, copy and paste its text as a new message. However, rather than 
copying an old message, you can share it or link to it. (Currently, you 
can share only from the desktop and Web apps.) 

When you share a message, it appears again at the bottom of the 
message list in an embedded, quoted format, along with a new mes-
sage that you can add while you prepare to share it (Figure 53). In 
contrast, when you link to a message, it appears in the message list 
again, but without any new message and exposing its archive URL 
(Figure 54)—yes, each Slack message has a unique URL. The URL 
can be clicked to view the message in its original position in its original 
channel. 

Figure 53: You can add a comment to a shared message when you 
post it, as my editor has here, but you can’t click it to jump back to 
its context in the message list. 
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Figure 54: A linked message doesn’t include a comment, but the 
link can be clicked to view the original message, thus pulling it up in 
the context of what was originally said right before and after it was 
posted. 

To share a message: 

1.	 In a desktop app or the Web app, hover over the message and then 
click the Share Message  button. 

2.	 The Share Message dialog lets you attach a new message that 
appears above the embedded, quoted message. In that dialog, type 
a new message to go with the old one (Figure 55). 

Figure 55: The Share Message dialog makes it simple to
 
share a message.
 

3.	 If you want to share the message in a different channel or conversa-
tion from where it first appeared, choose that venue from the “Share 
in” pop-up menu. You can choose only channels or conversations 
where everyone has permission to view that message, so if you don’t 
see this pop-up menu, that’s why. 

4.	 Click the Share button. 
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To link to a message: 

•	 Desktop and Web apps: Click the message’s Message Actions 
button, and choose Copy Link.
 

•	 Mobile app: Press and hold on a message to see a menu, and 
select Copy Archive Link. 

Now, paste the copied link into a new Slack message (Figure 56)—the 
message can contain more text than just the link. After you enter the 
message, if that channel or conversation has privileges to see that link, 
Slack will quote the original message! 

Figure 56: A Slack message can be referenced within another 
message, and the message content appears inline. 

If the linked message becomes older than the 10,000-message limit in 
a free team, the link to it will stop working and its embedded preview 
will disappear. These messages aren’t deleted, but the team must 
convert to paid before you can regain access. 

Tip: In the desktop and Web apps, you can also copy a message’s 
link by Control-clicking its time stamp and choosing Copy Link, or by 
clicking the Share Message button and clicking the link button in 
the Share Message dialog. 

Note: You can also “pin” messages and change their read/unread 
status. These actions correspond more directly to channels, so they’re 
discussed in Work with Channels. 
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Use the Message Archives
 

While you can access every message in any of the Slack apps, the 
Message Archives in the Web app offers what I’d call the equivalent of 
“full transcripts,” displaying each message and item in a given channel 
or conversation precisely as it appears in the message list—but on a 
Web page without the ability to post new messages or search, though 
you can react to a message. (For a free team, the Message Archives is 
bounded by the 10,000-message limit.) 

I imagine these archives were more useful when Slack’s in-app search 
had fewer features. As it has improved, the Message Archives seem 
increasingly like raw logs you have little reason to consult. One key 
exception is that once a channel has been archived, the Message 
Archives are the only way to review its messages unless you un-archive 
the channel (see Archive a Channel, later, for details). 

The easiest way to visit the Message Archives for a channel or conver-
sation is to click a message’s time stamp in a desktop app or the Web 
app. Or try one of these techniques: 

•	 In a Web browser’s address field, enter team-name.slack.com/ 
archives. (You may be prompted to log in.) 

• Hover over a message and use the Message Actions menu to 
choose Copy Link; in a mobile app, press and hold on a message to 
see the menu and select Copy Archive Link. Then paste the link into 
a browser’s address field to open it in the archives. 

The Message Archives show all channels of which you’re part on the 
Channels tab, and all conversations you’re privy to under Direct 
Messages (Figure 57). Even better: the Direct Messages tab shows the 
last message in each conversation, something unavailable elsewhere. 

76
 



    
 

          
            

            
               

             
            

       

    
          

Figure 57: The Message Archives shows all your channels and 

conversations and lets you browse.
 

You can’t search in the Message Archives for individual messages; you 
use a different part of Slack for that, as I explain in Search Effectively. 
However, you can browse all messages from a certain person using the 
Filter By Name field to limit what you see—this can be useful in a large 
team. 

To navigate quickly to an earlier date in a channel or conversation, first 
open the channel or conversation by clicking its name. Then, in the 
right-hand sidebar, click Pick a Date (Figure 58). 

Figure 58: The archives show messages chronologically, but let you 
click Pick a Date to drill down to a single day’s discussion. 
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Go Beyond Basic Messages 
Now that you know the basics of messaging in Slack, it’s time to look 
at more sophisticated options: message attachments and two special 
kinds of text you can insert via the Messages field: snippets and posts. 
In Insert Snippets, I discuss how to insert structured text such as 
color-coded programming code or Markdown, and in Create Posts, I 
look at posts, which are essentially documents that can be commented 
on and edited by other people. 

Finally, for those times when only a voice conversation will do, I talk 
about how to Place Calls, a feature that works somewhat differently 
from Slack’s usual approach. 

Work with Attachments
 

With its treatment of attachments, Slack moves beyond being just a 
messaging tool to also being a simple file server. By attachments, I 
mean files that any team member brings into the team, either privately 
just for themselves or more publicly in a channel or direct message 
conversation. 

Attachments can be uploaded and stored centrally on Slack’s servers, 
or they can be linked to from several outside services, including Drop-
box, Google Drive, and Box. 

Note: Slack can store an uploaded file as large as 1 GB. A free team 
can store no more than 5 GB total of files across the entire team 
(message text isn’t counted). Standard teams can store up to 10 GB 
per member and Plus teams are allowed up to 20 GB per member. If 
any of these limits are exceeded, the team is notified (for free teams) 
or the individual (for paid teams), and files can be deleted to make 
room. 
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Upload a File 
You can add a file to a Slack team in any channel or conversation, or 
you can upload it to just your private file storage area: 

1.	 Click the Add File button next to the message field, and: 

‣	 In a desktop app or the Web app, choose Upload a File and then 
navigate to and open the file you want to upload. (If you see a 
command like Import from Dropbox, you can choose it to link 
to a file on that service. For more details, see the sidebar Quick 
Primer on Attachments and Integrations, ahead.) 

‣	 The desktop and Web apps also let you drag and drop a file onto 
the Slack window (Figure 59). Yes, this even works with the 
Web app! Hold down Shift to bypass the details dialog. 

Figure 59: You can drag and drop images directly into Slack. 

‣	 In iOS, you can upload any file, but it has to come from either 
the Camera or Photos app, iCloud Drive, or an installed exten-
sion that lets you connect to cloud storage or other servers. Tap 
Import File From (Figure 60, left), and then you see lists of 
appropriate matches; in my case, that’s iCloud Drive, Dropbox, 
and the file-transfer app Transmit (Figure 60, right). 
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Figure 60: Slack for iOS lets you import photos along with files 
from iCloud Drive and any installed extensions for file-transfer 
apps. At left, the photo and file option; at right, the Import File 
services. 

‣	 In Android, tap Pick a File to select and import a file, regardless 
of origin. Depending on your setup, you can select from Google 
Drive, Images, Google Photos, and more (Figure 61). 

Figure 61: In Android, Slack allows fewer types of file uploads 
than it does in iOS. 

Tip: If you want to upload an image, you can bypass the above step 
by simply pasting it into a desktop or mobile Slack app’s Message 
field. This is handy when copying an image from the Web because 
you don’t have to download it first. 

2.	 In the dialog that appears, either keep the default filename or enter 
a new title (Figure 62). 
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Figure 62: Enter a title, choose an upload location, and add 
a comment. (If a conversation is chosen in the Share In pop-up 
menu, your dialog will look slightly different.) 

3.	 If you want the file to appear in just your private file list in the Slack 
team, deselect the Share In checkbox. Otherwise, to share the file 
with others, keep the Share In checkbox selected and pick a channel 
or conversation from the pop-up menu. 

4. Optionally, add a comment. 

5. Click Upload. 

Regardless of whether you selected the Share In box, to see the up-
loaded file, open the More Items menu and choose Your Files (in 
iOS, tap the More Items button and tap Files > Just You; the 
Android app lacks this feature). If you left the Share In box selected, 
the file appears inline in the message list. In either case, an uploaded 
image appears as a thumbnail that you can click or tap to see a larger 
preview. Other types of files display icons instead of thumbnails 
(Figure 63). 

Figure 63: An uploaded file appears inline in the message list. 
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You can’t delete an uploaded file by deleting the message that refer-
ences it. For help, see Manage Uploaded Files. 

Tip: In some versions of Slack, you can click a tiny triangle above 
an image thumbnail or file listing in the message list to expand or 
collapse the details. You can also use the slash commands /collapse 
and /expand to change how you see all files in a channel. 

Quick Primer on Attachments and Integrations 
When you click the Add File button as in Step 1 above, you may 
see commands that let you add files from storage services that are 
connected with your Slack team through integrations. When you 
choose one of these commands, such as Import from Dropbox, you’ll 
get a special file selection dialog for that service (Figure 64). 

Figure 64: In Dropbox, click Photos in the left sidebar 
to restrict browsing to just images. 

Slack integrations can link to Box, Dropbox, Google Drive, and 
others; I’ll say more about this later, in Manage Bots and 
Integrations. However, even if your Slack team doesn’t have an 
integration for a particular service, you may still be able to bring 
items from that service into your team, as I discuss next. 
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Link a Box, Dropbox, or Google Docs Item 
Although an integration may connect Google Drive (including Google 
Docs), Box, or Dropbox to your team, you can bring files from any of 
these services into your team even if the integrations have not been 
set up. Start by finding a link to a file that you want to attach, and then 
paste the link into a Slack message. Slackbot asks how it should import 
the link (Figure 65). 

Figure 65: You can link to a Google Docs item with Slack’s help. 

You’re prompted with four choices; Just This Once and Not Now are 
good options for Slack beginners, because they are one-time selections: 

•	 Just This Once: This option adds the equivalent of an indexed 
link to the Slack channel or conversation, allowing the file to be 
searched for, commented on, reacted to, and so on. It isn’t imported 
and doesn’t count against your Slack storage limits. If the source 
file changes and then you manually “refresh” it in Slack (or wait for 
it to happen automatically), the file’s text view in Slack refreshes 
too, and is re-indexed for Slack’s search function. 

•	 Not Now: This option puts a clickable version of the link in the 
message list, but Slack treats it as just a Web link, and does not 
attach the file. 

The Yes and Never choices are for when you are certain how you want 
to handle all future links that you paste in from this service: 

•	 Yes: Yes is like Just This Once, applied automatically to all future 
links pasted in from the service being used. 

•	 Never: Never is like Not Now, applied automatically to all future 
links pasted in from the service being used. 

The first time you pick Yes or Just This Once, Slack brings up an 
authentication page for the service. 
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There’s no simple way to change Yes and Never to other answers, 
but you can disconnect this category of service using the Connected 
Accounts page in the Slack App Directory (to view that page, in your 
Web browser’s address field, enter team-name.slack.com/apps/manage/ 
connections). Then make a different choice on your next link or import. 

Manage Uploaded Files 
Before you can do anything with an uploaded file (or a snippet or post), 
you need to find it in Slack. To find a file, try one of the following: 

•	 Look in the message list: This is the most obvious method, but 
unless the file was uploaded recently, it is also the least efficient. 

• Search for it: I say more about searching in Search Effectively. 

• Look in the Files pane: Click or tap the More Items button in 
the upper right, and select Files, All Files, or Your Files (Figure 66, 
left). (Android lacks these options.) Whatever you select, you’ll see a 
pop-up menu that reads All File Types (or All Files), and just below 
that Everyone and Just You (Figure 66, right). Everyone shows all 
the files in the team; Just You lists just those that you added. 

Figure 66: In iOS, tap the More Items button at the upper right 
to open the More Items sidebar and then tap Files (left) to view 
uploaded files (right). 

To filter which files are shown in either Everyone or Just You, open 
the pop-up menu and choose an option such as Posts, Snippets, 
Images, PDF Files, or (if connected) Google Docs. 
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Once you’ve found a file, you can see a preview or more information 
about it and access controls for working with it. Some of the options, 
like editing or reacting, are the same as those for any message. 

The interface is a bit inconsistent between apps and between the 
message list and the Files pane, so I encourage you to hover over (or 
tap or click) all the icons—look for the More Actions button in the 
desktop and Web apps—and view any menus to become familiar with 
what’s where. 

In the lists below, I focus on what you can do in the Files pane and on 
explaining details that are more tightly related to attachments. 

Basic file management: 
•	 Refresh a linked file: The Refresh File command appears for 

documents linked from Box, Dropbox, and Google Docs. Choose 
it to update the local search index with the current contents of the 
remotely stored document. 

•	 Rename a file: The Rename command appears only for your up-
loaded files, not for other people’s. 

•	 Delete a file: Choose Delete File to remove a file from your team, 
or choose Delete File from Slack to remove the link to an item from 
Box, Dropbox, and Google Docs. 

Note: You can delete a message that references a file, but the file 
remains shared in the channel or conversation and remains uploaded. 
If you delete the message, Slack helpfully reminds you of this fact, 
saying, “Note that deleting this message will not unshare the file.”) 

Note: If your team is a paid team, even if it is set up to have a file 
retention policy of Retain All Files you can still delete uploaded files. 
(Free teams don’t have file retention policies.) 
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Viewing and downloading: 
•	 Download a file to your device: Available only in the desktop 

and Web apps, the Download command transfers a copy of the file 
to your device. 

•	 Transfer a file to another online service: For every integrated 
file-storage service, a Save To Service Name (like Save to Dropbox) 
command appears. This lets you take any uploaded file and make a 
copy elsewhere as an alternative to downloading. 

•	 See the original file on the Web: If the Open Original com-
mand appears, choose it to bring up the file in a Web browser. 

Sharing and collaborating: 
•	 Share the file in another channel or conversation: Use the 

Share button or command to drop a reference elsewhere, with an 
optional comment (Figure 67). 

Figure 67: The Share File option from the Files pane lets you 
unshare files from existing locations (if any) as well as share 
to new channels and conversations. 

•	 Unshare a file: If you’ve shared a file as in the bullet item just 
above, use the Files pane in the desktop and Web apps to stop 
sharing it in any channel or conversation by clicking the corre-
sponding tiny minus button that appears below its name. The 
button turns red when you hover over it. 
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•	 Comment on a file: The comment buttons are fairly obvious, but 
their appearance varies by app, context, and more. Click one to add 
or view comments on an attached file. 

Warning! Be aware that a file’s comments can be seen in every
 

location in which it is shared.
 

•	 Make a download URL for non-team members: Choose 
Create Public Link. Slack pops up a dialog containing a public Web 
URL, with the URL selected so you can easily copy it (Figure 68). 
Click Revoke to cancel the URL or click Done to save it. Once you 
click Done, the Create Public Link command changes to View Public 
Link. 

Figure 68: You can create publicly available links and revoke them. 

View Public Link brings up the dialog shown in the figure above. 
Choose the command to remind yourself what the link is or to 
revoke it. 

Insert Snippets
 

Although messages can be fairly long, and can include basic 
formatting, Slack offers another kind of message, called a snippet, 
for pasted-in chunks of text. Snippets are useful for two reasons. 
First, they let team members post large chunks of viewable and ed-
itable text without having to upload a file or clog the message list. 
Second, Slack automatically formats snippets with styles and syntax 
coloring for a variety of programming languages and a couple of 
text formats. 
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By my count, Slack offers 59 formats right now, plus pure Plain Text 
and an auto-format option. These include: 

•	 A huge number of programming languages (like C++ and Swift) 
and scripting languages (like perl, JavaScript, AppleScript, and 
PHP) 

• Formatting languages like HTML and XML 

•	 Data structures like JSON 

•	 Markdown, a common formatting approach for content-
management systems 

To post a snippet: 

1.	 Working in a desktop app or the Web app, click the Add File 
button next to the Message field and choose Create a Snippet. (Or, 
in the Files pane, click Add New File and choose Create a Snippet.) 

2.	 In the Create Snippet dialog, give your snippet a title, choose the 
desired format (choose Auto Detect Type if you like), and then paste 
or type the snippet. 

Even in the dialog, the snippet text has formatting applied (like 
bold and italics) and colors that correspond to the syntax of the 
particular language or format. Programmers who like this sort of 
thing really like it (count yours truly among them) because errors 
in coding or structure become obvious (Figure 69). 
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Figure 69: Code appears with color and other formatting that 
helps readers more easily parse the text and spot errors. 

With Markdown, you can’t see the formatted HTML results, but you 
can make sure that all the formatting you applied shows up where 
you think it ought (Figure 70). 
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Figure 70: Markdown in a snippet uses a combination of colors 
and styles to call out your formatting codes. 

Note: Slack calls its snippet Markdown display “Markdown (raw)” 
because Slack doesn’t render it as fully styled and linked text within 
Slack, whether in the snippet, in the message list, or elsewhere. 
Rather, it’s used as a coding guideline, to let you know at a glance 
that you’ve “written” your Markdown correctly. 

3.	 Select the Wrap checkbox to soft-wrap the text to the column width 
instead of having it remain on a single line. 

4.	 Select the Share With checkbox if you want to share the snippet 
right away, and choose the location where you want to share it. 

5.	 Click Create Snippet. 

Slack adds the snippet to your team and, if the snippet is shared as in 
Step 4 above, it posts it into the conversation or channel. 
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Tip: You can paste text into the Message field in the desktop and 
Web apps and then press Command-Return or Control-Enter to turn 
it into a snippet as it’s posted. 

When added, a snippet is shown in a brief form by default; to expand 
it, click or tap it. Any member can collapse or expand it in their own 
view. 

In the desktop and Web apps, clicking a snippet’s title shows it in 
context in the Files pane. In a mobile app, tapping a snippet’s title 
brings up a preview. At present, the mobile apps don’t show coloring 
and formatting, just the raw text. 

In Slack’s desktop and Web apps, you aren’t limited to just viewing 
snippets you’ve created; you can also edit them; hover over one and 
click the Edit button. That could be useful for tweaking a snippet in 
response to comments, without having to make a whole new one. See 
Manage Uploaded Files, earlier in this chapter, if you need help with 
other options. 

Note: When you edit an existing snippet and decide you don’t want 
to save your changes, clicking Cancel displays a confusingly worded 
Yes/No prompt. Clicking Yes, Discard The Changes gets rid of the 
changes made in that editing session, but doesn’t delete the snippet; 
clicking No, Keep It lets you continue editing. 

Create Posts
 

If what you want to say is too long for a normal Slack message, you can 
write a post instead. Posts have a lot of neat features: 

•	 They appear inline in the message list and can behave much like 
normal messages, so they can be reacted to, pinned, and so forth. 

•	 Posts appear in the Files pane and act like attachments and 
snippets, so they can be shared among conversations, given a public 
URL, and commented on. 
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• They can include formatting (Figure 71).
 

Figure 71: Posts allow blog-like formatted entries. 

•	 You can let others on your team edit them collaboratively, at least 
within the desktop and Web apps. 

•	 Posts count against your team’s file-storage total, but not your mes-
sage count, so in a free team, you don’t have to worry about a post 
disappearing. 

To add a post, in a desktop app or the Web app, click the Add File 
button adjacent to the Message field and choose Create a Post. Slack 
opens a window into which you can type or paste your post. 

When you type a post, you can use the text-formatting options 
discussed earlier in Write a Message—like putting asterisks around 
text you want to appear as bold type—and Slack formats the text 
instantly as you finish typing them. Or you can just type and then 
select some text to format it with bold, italics, underline, and 
strikethrough (Figure 72); turn it to code formatting; or add a 
hypertext link (Figure 73). 
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Figure 72: To style text, select it and click 
a format button in the popover that appears. 

Figure 73: To edit a link, click it. You can revise the
 
URL, delete the link, or preview it in a Web browser.
 

Slack lets you add paragraph formatting too. Put the insertion point 
in a paragraph to see a paragraph icon at the left of the paragraph. 
Click the icon to choose a format (Figure 74). 

Figure 74: You can format a paragraph in a post 

as a heading, list item, checkbox, or as code.
 

Inline text formatting works here too, as long as you put a space after 
it: one, two, or three hash marks (#, ##, or ###) for H1, H2, or H3; or 
you can type an asterisk (*) or a number to start list formatting. 

When you’re done typing and formatting your post, click Share to open 
the Share Post dialog. Choose the channel or conversation in which 
you want to place the post, select whether you want to let other people 
edit it, optionally give it a name and comment, and click Share. 
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If you forgot to select “Let others edit this Post” while sharing, you can 
do so afterward, at least in the desktop and Web apps. Open the post, 
click the More Actions button in the post window, and select Let 
Others Edit This Post (Figure 75). 

Figure 75: Collaborative editing 

of posts—one person at a time—
 
lets teams edit simple documents.
 

Either way, team members can now modify the post one at a time. 
Any member editing the post (including you) must click Done Editing 
to push out changes (if any) and free up the post for another person 
to edit. 

Note: There’s no way to see who made which changes or revert to a 
previous version of the post; I wouldn’t be surprised to see Slack add 
such features, along with simultaneous editing. 

Slack’s mobile apps show an accurate preview of a post, but you can 
edit only the title in those versions. 

You can further share and manage the post in the Files pane; see 
Manage Uploaded Files, earlier in this chapter, for more information. 
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Place Calls
 

People make an estimated 200 billion minutes worth of “audio phone 
calls” each year over voice over IP (VoIP) systems like Skype, Google 
Hangouts, FaceTime, WhatsApp, and hundreds of others—including 
Slack. 

Members of paid teams can make group calls with up to 15 
participants, and initiate calls in channels. Members of free teams can 
make only one-on-one calls in direct message conversations. 

Note: As I write this, Slack calls are available only to teams that join 
the beta test. We have found (and reported) inconsistencies between 
the different Slack apps that we assume will be fixed and normalized 
later. Video conferencing and screen sharing are slated to appear in 
the future. 

Tip: You can also use integrations for video-conferencing and VoIP 

services. See Install Integrations.
 

Configure Your Call Hardware 
Make sure you have the right headset, earbuds, or microphone in place 
before you get started. 

Desktop Call Hardware 
Slack doesn’t let you configure microphone and headset options until 
you’re engaged in your first call. Slack defaults to your system prefer-
ences; for instance, on the Mac it uses the input and output chosen in 
System Preferences > Sound. 

When your first call starts, click the gear icon at the bottom of the 
call window right away to open the Audio Settings popover and specify 
which input and output you want; you can do this even before the 
other party connects (Figure 76). 
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Figure 76: If your system default audio choices aren’t 

what you’d like to use, select your preferred options.
 

To confirm that your mic works, speak into it while watching the 
volume in the Audio Settings popover, which appears as a dashed line. 
The more green dashes that appear as you talk, the louder you’re 
speaking. (These dashes are supposed to look like rectangular green 
LEDs, typical on audio equipment, but they aren’t sufficiently skeuo-
morphic enough to make that clear.) 

To check that you’ve chosen the right headphones, earbuds, or speak-
ers, click “Play test sound.” 

Web and Mobile Call Hardware 
Slack doesn’t let you configure what your input and output options are 
when you place a call using the Web app or a mobile app. If you’re 
using an external device, plug it in and make sure any relevant audio 
system settings are in place, ideally before you start the call. 
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Start a Call 
You start a call in one of two ways: 

•	 In the desktop and Web apps, in the sidebar, select the conversation 
or channel where you want to start the call and click the Call 
button in the toolbar (Figure 77). 

Figure 77: Hover over the Call button and the tooltip reminds 
you who you’re gonna call. 

•	 In a mobile app, open a channel or conversation, and either tap the 
channel name in the toolbar or tap the person’s name in the toolbar 
and tap Call handle. (Or tap a person’s avatar in any view to see 
their profile, and then tap Call.) 

•	 Type /call in any conversation or channel. (This command current-
ly isn’t recognized in the Android Slack app.) 

After being invoked, calls start differently in one-on-one conversations, 
multi-party conversations, and channels. 

For a one-on-one conversation, if the other person doesn’t pick up, 
Slack eventually tells you they missed the call (Figure 78). They get 
a similar message on their end telling them the same. 

Figure 78: Nobody home, I guess! 

In a conversation, the call begins immediately. In a channel, however, 
Slack pops up a warning before you proceed (Figure 79). 
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Figure 79: Start a call for others to join.

Once a channel call is created, a message about it appears in the 
channel’s message list. Up to 15 people can join. 

Note: If you call someone who has Do Not Disturb enabled, Slack will 
tell you that they are “currently in Do Not Disturb mode.”

Join a Call
Conversation calls appear in a separate window in the Slack app. You 
can accept (click the green phone handset icon) or decline (click the 
red phone-on-base icon). 

Channel calls appear in the message list with a “Join this call” link. Any 
user in the channel can just click that link to join (Figure 80). The 
person who started the call sees a message saying, “Waiting for people” 
or “Waiting for some nice people to join” until someone else joins.

Figure 80: Anyone else in the channel can click to join the call.

If you’ve called just one person, once the call is accepted, you see a 
large version of their profile avatar in the call window; with a group, 
all the avatars appear in the window, but the one in the center is the 
current speaker.



  
         

          
        

       
        

        
           

   

  
            

   

          
         
  

    
  

         
            

            
           

           
         

 

Slack’s Party Line 
Slack is liberal about letting you join the same call from multiple
 

clients. I tested with Android, iOS, and OS X, and was able to join
 

a call simultaneously from those devices, and hang up from each
 

device. When I hung up in one app without losing the connection
 

on all my apps, the other devices retained their connections.
 

The practical upshot of this is that you could start a call on your
 

computer and transfer to your iPhone when you have to leave the
 

office, all without missing a beat.
 

Interact on a Call 
During the call, a few commands are available in the call window, with 
some variation by app: 

•	 Mute: Click the Mute Microphone button or tap Mute, which then 
appears with a slash through it (Figure 81). Unmute by clicking or 
tapping it again. 

Figure 81: If you need to cough,
 
mute the mic first.
 

• React (all but mobile): Click the Send Reaction button at the 
bottom of the call window and select a reaction (Figure 82). The 
recipient sees it as a replacement of their avatar in the upper-right 
corner of their window. The replacement appears for a few seconds 
and then disappears, with the avatar resuming its spot. This is a 
good way to express approval or disapproval without interrupting 
the speaker. 
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Figure 82: Slack made a fascinating set of choices for 
its call reaction icons.

• Invite more people to a channel call (paid teams): Click the 
Invite People  button to invite specific team members in the 
desktop and Web apps, or tap Invite in a mobile app (Figure 83).

Figure 83: You can’t invite Slack-
bot to a call! But other humans are 
listed, including guests.

• Turn on speaker phone: In the mobile apps, tap Speaker to 
shunt audio to the device’s built-in speaker.

• Call details (paid teams): You can name a channel call when you 
create it, or you can name any call afterward. In the desktop and 
Web apps, click the Share Call  button, and in iOS, tap the 
participants/call name at the top of the screen. (Android doesn’t 
have this feature.) 

In Call Settings, you can change the call’s name and share a link to 
the call in another channel. In the desktop and Web apps, it also 



               
    

    
      

         

     
              

             
 

            
              

       

gives you a call link to share and is; that can be another way to 
invite more participants (Figure 84). 

Figure 84: The Call Details popover provides information about 
the call, and options to share the call elsewhere. 

• End the call: Hang up by clicking the red Leave Call icon. 

Switch Out of a Slack Call 
You might want to switch out of a call or minimize the call window in 
order to view something else on your computer or mobile device, like a 
calendar or document—or your Facebook feed. 

In the desktop apps, if you switch to another app, a small floating 
panel reminds you of the other parties in the call, lets you mute audio, 
and allows you to hang up (Figure 85). 
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Figure 85: A small status panel appears 

when the Slack app isn’t frontmost.
 

Interactions are more complex in the mobile apps: 

•	 In iOS, you can minimize a call within Slack by tapping the mini-
mize icon in the upper-left corner. When minimized, it floats 
above the rest of the Slack interface (Figure 86).
 

Figure 86: I’d never minimize Tonya
 
in any context except when shrinking 

her phone call.
 

•	 In iOS, if you switch away from Slack, iOS displays a red bar 
(because the microphone is in use). Tap the bar to return to Slack 
(Figure 87). 

Figure 87: A red bar in iOS indicates 
that you’re in a Slack call. Notice the 
word “Slack,” in faint white type. 
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•	 In Android, navigating away from the call within Slack made the 
call interface disappear! There was no way to recover it in the beta 
version I tested. However, you can get back to the call via the navi-
gation bar technique explained in the next bullet point. 

•	 In Android, the telephone icon in the notification bar shows that 
a call is in progress. Swipe down from the bar, find the call in the 
notifications list, and tap it to return to Slack with the call frontmost 
(Figure 88). 

Figure 88: Android shows the active 
call in the notifications list. 
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Work with Channels 
Channels fall just below teams in the Slack hierarchy, letting team 
members communicate in a topic-based structure. I would wager that 
despite a lot of communication in conversations, the vast majority of 
interaction in Slack happens in channels. 

A channel has either a hash or a lock icon before its name wher-
ever it appears in Slack, which respectively indicate whether a channel 
is public or private. Private channels appear in your list only if you’re a 
member; even team admins don’t see private channels unless they’re a 
member. 

Every Slack team starts with two channels populated by the system: 
#general and #random. From there, teams chart their own course. 

In this chapter, I’ll explain how to join an existing channel, how to 
Create a Channel, and how to Interact in a Channel. 

Join a Channel
 

As noted just above, Slack has both public and private channels. You 
can search through a directory for public channels to join, or you can 
be invited by someone who is part of a channel already. You have to be 
invited to a private channel. 

Find and Join a Public Channel 
You can find available public channels in several ways, depending on 
the Slack app you’re using: 

•	 Desktop and Web apps: In the main sidebar, click the Channels 
header. A channel directory appears, first showing channels that are 
available for you to join and then channels you’ve already joined 
(Figure 89). At the top of the directory, the Search field and the 
Sort By pop-up menu allow you to view the directory in different 
ways. 
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Figure 89: The channel directory shows public channels you can join 
and those of which you’re a member. 

To preview a channel, click its listing. From the preview, to back 
out, press Escape; to become a member, click Join Channel or press 
Return. 

Also in the desktop and Web apps, you can click the Quick Switcher 
icon at the bottom of the main sidebar and then start typing to
 

find matches for channels (Figure 90). Click the name, and you’re 
in “preview” mode as with the channel directory. 

Figure 90: The Quick Switcher lets you find public channels and 
private ones to which you belong, but it also lists all users you can 
communicate with and conversations you’re part of. 
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Note: The Quick Switcher icon doesn’t appear when your sidebar 
listings fill the sidebar from top to bottom, but you can press Com-
mand-K (Mac) or Control-K (Windows) to open it. 

• Mobile app: Tap the Slack icon to view the main sidebar, and 
then start typing a channel name in the Jump field at the top of the 
sidebar. Tap the name, and you join the channel. 

•	 Any app: In the Message field, enter the slash command /join to 
join or switch to any channel (/open works for switching, too). After 
you type /join, a space, and a #, Slack offers a list of all channels, 
narrowed down if you add more letters; with a desktop app, you can 
press Tab to autocomplete. To join a channel, click or tap the name. 

Note: Later in this chapter, in Interact in a Channel, I look at some
 

key channel activities, including how to Leave a Channel if you no 

longer want to participate.
 

Someone can also invite you to a channel, which I discuss later, in 
Invite Others to a Public Channel. 

Join a Private Channel 
To join a private channel, someone in the channel has to invite you, 
either when they create the channel or at a later point. (If you create 
the channel, you’re obviously already a member.) 

Slack notifies you when you’ve been invited in a subtle way: the private 
channel’s name appears in the sidebar’s channel list, highlighted in 
bold and with a number indicator (Figure 91). 

Figure 91: A private channel 
appears in the sidebar, in 
bold type. 
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It’s not so much an invitation as a command performance. You’ve 
already been added to the channel, and selecting it in the sidebar just 
reveals a message a about how private channels work (Figure 92). 
You have to Leave a Channel to stop being a member of it. 

Figure 92: Slack lets you know about the private channel
 
to which you’ve been invited, and lets you avoid seeing this 

dialog in the future if you check the box.
 

View Your Channels 
After you’ve joined a channel, it appears alphabetically within one of 
these groupings in the main sidebar: 

•	 Starred channels: These channels always appear in the Starred 
category at the top. (I describe how to star a channel just ahead, in 
Starring a Channel or Conversation.) 

•	 Channels: All apps have a Channels heading following the Starred 
category. It lists public channels, and in the desktop and Web apps, 
it also lists private channels. (Private channels have a padlock 
icon instead of a hash .) 

•	 Private channels: The mobile apps add a Private Channels 
heading. 
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Tip: If you’d prefer the public/private channel split in a desktop or 
Web app, click the team name at the top of the sidebar, choose 
Preferences > Advanced Options, and select List Public and Private 
Channels Separately. This requires a reload in the desktop version 
(choose View > Reload Team-name). 

•	 Muted channels: Under each heading, muted channels appear 
below unmuted channels. (For more on muting, see Set Notification 
Preferences.) 

In the desktop and Web apps, you may see a red badge to the right of a 
channel’s name in the sidebar. The number in the badge indicates how 
many unread messages contain your handle or name, or any of your 
highlight words. 

Hidden Channels and Conversations 
In the desktop and Web apps, you can have channels and conversa-
tions disappear from the sidebar when they have no activity. Click the 
team name at the top of the main sidebar, choose Preferences > 
Advanced Options, and choose an alternative from the Channel List 
pop-up menu. The default option shows everything (Figure 93). 

Figure 93: You can control what channels appear in the sidebar. 

If you pick “Hide any channels or DMs which have no unread 
activity,” you’re reducing the noise quite a bit. You can’t select a 
hidden channel from the sidebar in order to post into it, but you 
access it by clicking the Quick Switcher icon at the bottom of the 
sidebar. This setting is particularly helpful if you’ve starred so many 
items that they’ve overflowed the visible height of the app’s sidebar. 

The third option refines the hiding, keeping all your starred channels 
and direct message conversations visible, no matter the unread 
status. 
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Starring a Channel or Conversation 
To star a channel or conversation, first select it in the sidebar. Then, 
in a desktop or Web app, hover over the name in the toolbar and click 
the star icon that appears (Figure 94). (For an unstarred channel, 
the icon appears only when you hover in the toolbar, and looks like ; 
when you hover directly over it, it looks like .) In a mobile app, tap 
the channel or conversation name and tap Star This Channel/DM. 

Figure 94: Hover over the star
 
icon and then click it.
 

Your new favorite appears alphabetically in the Starred category, 
which lists channels at the top and conversations below. To un-star 
a channel or conversation, click its star icon again. 

Create a Channel
 

What do you want to talk about today? Or every day? Or some days? 
Channels let you organize conversation into topics, but a channel 
doesn’t have to persist forever. 

Guests cannot create new channels, and your team’s admins get to 
decide whether full members may create channels. Most teams will 
likely agree among themselves to establish a basic set of channels, 
sometimes proportionate to the number of people. With 1000 people 
in a team, a few channels likely won’t be enough. For 10 people, it’s 
overkill to have 50 channels. 

Channels can be public or private. Public channels are searchable by 
every full member in the team and any full member can join a public 
channel. In contrast, private channels and their contents are restricted 
to those who are invited by members of the channel. 
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Before you create a private channel, make sure that what you want isn’t 
a conversation. Conversations are private, conducted as direct mes-
sages, and they can be one-on-one or within a group of up to nine 
members. Conversations generally work well for short-term topics, like 
planning a meeting or getting ideas for solving a timely problem. They 
also work well as an exact analog of instant messaging with a colleague 
for real-time talking, as a replacement for a different instant-messag-
ing (IM) service, such as SMS, WhatsApp, iMessage, or Google Chat. 

Conversations vs. Private Channels 
Since direct message conversation allow multiple participants, when
 

should you create a private channel, and when should you stick with
 

a group conversation? In both cases:
 

✦ No one can simply join; they have to be invited. 

✦ Team members not part of the channel or conversation can’t see it. 

✦ Only participants can search their archives. 

The differences turn out to be slight but important: 

✦ Private channels (like public channels) can be named; group con-
versations instead show all the names of the participants. 

✦ Conversations are limited to no more than nine people. 

✦ When you add people to an existing conversation, Slack creates a 
new conversation and new members don’t get access to previous 
messages. With private channels, that’s an option, but their mes-
sage history can also be made available to newcomers. 

✦ When someone leaves a private channel, they lose access; it’s not 
possible to leave a conversation. 

Slack says that conversations are better for quick informal messages 
with a small number of participants, while channels are better for 
bigger groups and persistent discussions. 

For more about conversations, read Conduct Direct Message Conver-
sations, next chapter. 

Let’s start with why it makes sense to create more channels. After that, 
I give directions for how to Create a Public Channel and how to Create 
a Private Channel. 
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Why Make New Channels 
Creating more channels can solve these problems: 

•	 An existing channel has too much traffic across too many 
topics: It’s important that team members be able to stay caught 
up with the information that matters to them in each channel. If a 
channel has so much traffic that people can’t keep up, it’s time to 
move subtopics into their own channels. Some people might even 
want to leave a channel to follow a subtopic to its new channel. 

•	 Socializing is harming productivity: It’s easy to treat Slack like 
a social network, which can be detrimental in a work setting. One 
way to avoid this problem is to create channels for socializing. These 
channels shift social discussions elsewhere, making other channels 
more useful. And, team members can mute channels and turn off 
notifications from them to reduce the distraction (see Configure 
Notifications). 

•	 Departments need their own areas: It’s easy for a team to start 
small and grow so fast that members suddenly spend too much time 
reading about other parts of an organization’s business. Creating 
channels particular to departments and groups alongside “silo 
breaking” (cross-department/division) channels helps with focus. 
(This can be solved in a more top-down way in paid teams by mak-
ing some users multi-channel guests and adding them to only a 
limited set of channels.) 

•	 Some discussions should be private: Some topics may be best 
kept within a small group. Private channels solve this problem (see 
Create a Private Channel). 
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Create a Public Channel 
The mechanics of creating a public channel are simple: 

• Desktop and Web apps: Click the Add button next to the 
Channels heading in the main sidebar to see the Create a New 
Public Channel dialog (Figure 95). Enter a channel name, add 
a list of initial people you want to invite (if any), and specify the 
channel’s purpose. (I give advice on naming, inviting, and specify-
ing a purpose next, after these steps.) Click Create Channel. 

Figure 95: The desktop and Web apps let you invite new
 
members and set a purpose while creating the channel.
 

•	 Mobile apps: Display the main sidebar (in iOS, tap the Slack 
icon; in Android, tap the team avatar). Now, tap the Add  button 
next to the Channels heading , tap Create, and fill in the provided 
fields. 

Currently, in iOS, you can’t invite others until after you create the 
channel. In Android (Figure 96), you may need to scroll down in 
order to add a purpose and invite others. Tap Create to the finish 
the process. 
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Figure 96: In a mobile app, you
 
name a channel while you make it.
 

That’s all there is to creating a channel, but each of the three actions— 
naming, inviting, and entering a purpose—deserves a little more 
discussion. 

Name Your Channel 
You can name a channel anything, so long as it conforms to Slack’s 
rules: no more than 21 characters, all lowercase, and no spaces or 
periods. But consistent naming will help your group if it has more 
than a handful of channels. You’ll run into the 21-character limit 
quickly if you’re too descriptive, which makes it hard to differentiate 
channels if too many are created without a naming scheme. 

Remember that channel names appear alphabetically in the various 
sidebar lists and autocomplete menus. A scheme that takes this fact 
into account will help other team members find the right channel 
quickly. For instance, if your team has multiple departments, it might 
use a prefix, like acct for accounting and edit for editorial. Then 
instead of #general-accounting and #general-editorial channels, 
which sort by “general,” you’d see #acct-general and #edit-general. 

Invite Others to a Public Channel 
It’s a party! Let’s fill the room! You can invite other people to a public 
channel by working in a dialog or by typing a slash command: 

•	 Dialog: Select the channel name in the sidebar, click the Channel 
Settings button in the toolbar (desktop) or the channel name 
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(mobile), and select Invite Team Members to Join (desktop and 
Web) or Invite Others (mobile). 

You can type names and use autocomplete, or select people from the 
list (Figure 97). Depending on the client, the list might be divided 
into multiple pages of members with back and forth buttons at the 
bottom. Click or tap the Invite button or press Return to trigger 
invitations. (People can accept or decline invitations, of course.) 

Figure 97: The invitation dialog lets you pick people in
 
a variety of ways.
 

•	 Slash command: The /invite command also lets you invite 
people: type an @ and then at least one character of a handle, and 
then use the list that appears for reference as you continue typing 
or pick an option from the list. Add a space between each person 
you want to invite for multiple additions with a single command, 
for example /invite @tinak @tomj. 

To check who has joined a channel, in the desktop and Web apps, 
select the channel in the sidebar and then click the Channel Details 
button on the toolbar. In the mobile apps, tap the channel name at the 
top of the messages list, and then tap Members. 
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Note: You can’t invite people to #general, because everybody is 
either a member of #general or a single-channel guest. 

How Paid Teams Work with Invitations 
Paid teams can have single-channel and multi-channel guests. The
 

name tells the whole story! Single-channel guests are invited to a
 

single channel; multi-channel guests are added to #general and any
 

other channels to which they’re invited.
 

Regular members can’t invite guests to channels; only admins can
 

manage which channels guests may access.
 

Describe Your Channel 
Slack offers two independent ways to give a channel a sense of identity: 
its purpose (a general description of its goal) and its topic (what it’s 
focusing on today). Any member can revise either. See Set the Purpose 
and Set a Topic, both later in this chapter, for more. 

Create a Private Channel 
To start a private channel, use the same process described above (start 
by clicking the Add button next to the Channels heading in the 
main sidebar), but flip the Public switch to Private. It’s easiest to invite 
members when you start the channel (but currently that feature is not 
available in iOS). 

After the channel is created, only people invited to the channel even 
know it exists, and can search its available archives and invite other 
people. Leaving a private channel blocks your future access—you have 
to be re-invited to get back in. 

Because people who you’ve invited to your channel may not notice it 
right away, unless you’ve already coordinated with them, you either 
message them privately or write a message with an @channel @mention 
in the newly created channel to make sure they’re aware of it. The 
@channel message will show up as a notification for any channel mem-
bers who have that sort of notification enabled. 
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Are Private Channels and Conversations Private? 
Private discussions, whether in a private channel or in a conversation, 
can’t be viewed by anyone but the participants. The sole exception at 
this time is if a team owner (in a paid team) has enabled compliance 
exports and then performs such an export. Only messages posted 
after that mode is turned on are included in an export. 

To find out if your team has compliance reporting on, go to your
 

Account page in the Slack Web app (see Finding the Account Page) 

and click the Team Settings tab. The compliance reporting informa-
tion is at the bottom of that tab. For more information, see Slack’s 

Imports & Exports page.
 

If you need true privacy, use a different venue, such as a separate,
 
free Slack team. Also, keep in mind that anyone participating in a
 

private channel or conversation can take a screenshot of that mes-
sage list and share it widely.
 

Invite Others to a Private Channel 
Nothing prevents a full team member in a private channel from invit-
ing others—the mechanism is exactly the same as for public channels, 
described just above in Invite Others to a Public Channel. However, 
each time a new person is invited, the member issuing the invitation 
is first offered a choice about allowing access to the channel’s message 
history (Figure 98). (In the mobile apps, you get this prompt even if 
you’re the only member and have just created the channel.) 

Figure 98: When inviting new people to a private channel, you have 
a choice between making its archives available and starting fresh. 
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If you agree, the previous message history is available to the new 
participant or participants, and the channel persists with all the same 
parameters. 

Disagree with that prompt and Slack archives the channel, makes a 
link visible to the original participants, creates a new channel with the 
same name and member list as the original, and adds the just-invited 
person. 

Interact in a Channel
 

Regardless of whether a channel is private or public, you have a num-
ber of ways to interact with it, including setting (and reading) its 
purpose and topic, “pinning” messages for later perusal, and broad-
casting announcements. You can also Leave a Channel and Archive a 
Channel. 

Note: Notifications can tell you what’s going on in a channel even 
when you aren’t looking at Slack, so they are a form of one-way 
interaction. For help setting up a channel’s notifications to you, see 
Configure Notifications. 

Set the Purpose 
A channel’s purpose is the general description or goal of the channel. 
You can set the purpose for a channel when it’s created in the desktop 
or Web apps, and anyone can edit it in any app. 

To see a channel’s purpose: 

•	 Desktop and Web apps: Click the Channels heading in the 
sidebar to see the channels directory (Figure 99). Each channel’s 
listing includes its purpose. Or, select a channel in the sidebar and 
click the Channel Details button on the toolbar. 
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Figure 99: The purpose helps people browsing the channel
 
directory decide if they want to join a channel.
 

•	 Mobile apps: At the top of the message list, tap the channel’s 
name, and the Channel Settings view shows the purpose at the 
bottom, along with creation information. 

To set the purpose: 

•	 Desktop and Web apps: Select the channel in the sidebar, click 
the Channel Details button on the toolbar, hover over the 
purpose, and click the tiny “edit” link to see the edit field, shown 
in Figure 100. (You can also click the Channel Settings button, 
choose Additional Options, and click “Edit the channel purpose,” 
although that’s a longer way ’round.) 

Figure 100: Open the Channel Details 
pane to set the channel purpose. 
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•	 iOS: At the top of the message list, tap the channel’s name, and the 
Channel Settings view shows the purpose at the bottom. Tap the 
purpose to see the Edit Purpose screen. Make your changes and tap 
the checkmark  button to save your purpose. 

•	 Android: Tap the channel drop-down menu and then tap the Edit 
icon to the right of Channel Info. Tap in the Set Channel Purpose 
dialog to edit the text you see there. 

Set a Topic 
A channel’s purpose, covered just above, is about the overall goal for 
the channel, whereas the topic is more what you want to focus on for 
a particular day. It can be a mood, idea, or joke—it should be brief, as 
it typically appears where just a few words can be shown. 

In the desktop and Web apps, the topic appears at the top of the 
message list underneath the channel name (Figure 101); in the 
mobile apps, at the top of the message list, tap the channel’s name 
to open the Channel Settings view. The topic shows up at the top. 

Figure 101: Look under the channel name to find the channel’s 
topic. 

To set the topic: 

•	 Any app: The easiest way to set the topic is to open the message 
list for the channel and then type /topic in the Message field, 
followed by the new text. Then press Return or tap the Send button. 
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• Desktop and Web apps: Hover over the topic and click the Edit 
icon. Edit the text, and then press Return to accept or Escape to 

cancel. 

•	 iOS: At the top of the message list, tap the channel’s name. Then 
tap the topic area (Figure 102), which becomes fully editable. Tap 
the checkmark button to save your topic. 

Figure 102: Tap and type to set the topic in Slack’s iOS app. 

• Android: Tap the channel drop-down menu, and then tap the Edit 
icon to the right of Channel Topic. Edit the text in the Set Chan-

nel Topic dialog, and click Save or Cancel. 

Tip: A team will have a set of expectations for acceptable topics and 
conduct, but each channel might have further refinements or alterna-
tive mores. You should learn the cultural expectations for each 
channel you join, per my advice in Employ Etiquette, earlier. 

Pin Messages 
Sometimes you want to attach a message to a channel or conversation 
so that you and others can refer to it later. Slack calls this pinning, and 
at the moment it’s supported only in the desktop and Web apps. 

Click the Message Actions button as you hover over any 
message, and choose Pin to #channel-name (or Pin to This Conversa-
tion). You’re prompted to confirm pinning, which seems like overkill, 
since the consequences of pinning are slight (Figure 103). 
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Figure 103: Pin a message for channel reference. 

To see pinned messages, click the Channel Details button on the 
toolbar to open the Channel Details pane and then expand the Pinned 
Item section (Figure 104). 

Figure 104: Pinned messages appear in Channel Info. 

You can remove a pinned message by clicking its hover-over x in the 
Pinned Item section, or finding the original message and choosing 
Unpin from #channel-name (or This Conversation) in the Message 
Actions menu. 
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Make Announcements in a Channel 
Sometimes you need to shout and be heard by everyone! For channel-
wide announcements, Slack provides three special account names: 

•	 Refer to @channel and every member of the channel gets a notifica-
tion and sees a highlight in the message list, regardless of whether 
they are active or away. 

•	 If you want to poke just those people currently active in Slack, @here 
notifies just those people in the channel. 

•	 @everyone can be used only in the #general channel. It’s the Hey, 
Rube! of Slack that signals every team member, regardless of status. 

Note: Your team’s administrators can restrict who has access to
 

using @everyone and @channel, as well as control how warnings 

appear in Slack apps when using those handles.
 

Although those announcement handles alert everyone by default, Slack 
lets each team member determine how they receive alerts in the 
desktop, Web, and mobile Slack apps, either by channel or time of day 
(see Control Slack Notifications). So while each of these special han-
dles ostensibly notifies everyone who meets the given parameters, not 
everyone may receive the notification right away. Slack also warns you 
when you try to use an announcement that would affect a lot of people, 
especially across time zones. 

With paid teams, an administrator or user (if an admin allows it) can 
create and populate user groups that act like @channel for the members 
assigned to each group. So a company might have a group called 
@marketing, and using that handle in a message would notify all the 
members of that group. 

If you have permission to manage groups, you can make changes in 
the desktop and Web apps by clicking the More Items button in the 
toolbar, choosing Team Directory, and selecting the Groups tab. On 
the tab, click Edit User Groups or Add a New User Group. 
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Think carefully about how you use each of these handles. You can wind 
up pinging a whole lot of smartphones and computers, and thus cause 
people to become sufficiently annoyed with you—or with Slack in 
general—that they end up interacting with the team much less. 

Leave a Channel 
You (and others) are free to leave any channel except for #general at 
any time—the door’s not locked. Just head on out: 

•	 Desktop and Web apps: Select the channel in the main sidebar, 
click the Channel Settings button on the toolbar, and choose 
Leave #channel-name. 

•	 Mobile apps: Tap the channel name at the top of the message list, 
select Advanced Settings from the Channel Settings view—you may 
need to scroll down to find it—and tap Leave. 

You can’t sneak out, however. When you do this, a message about your 
departure appears in the channel. 

Regular users can rejoin a channel at any time. A guest in a paid team 
has to be invited again to rejoin a channel. Members of private chan-
nels must be re-invited. 

Archive a Channel 
You may need a channel only for a period of time, or you may want to 
retire it temporarily. The Archive option lets any full member remove a 
channel from active use without deleting its messages: 

•	 Desktop and Web apps: Select the channel in the main sidebar, 
click the Channel Settings button on the toolbar, choose Addi-
tional Options, and then click “Archive this channel.” 

•	 Mobile apps: Tap the channel name at the top of the message list 
to see the Channel Settings view, select Advanced Settings—you 
may have to scroll way down—and tap Archive. 
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An archived channel can’t be selected or used for messaging, but 
archived messages do appear in Slack search results and they can be 
browsed (and de-archived) in the Message Archives. Skip back to Use 
the Message Archives for help with accessing this part of your Slack 
team. 

Note: The 10,000-message limit for free teams includes messages 

from archived channels, too.
 

Note: Team administrators can restrict who can archive a channel; 
anyone with permission to archive can de-archive as well. 
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Conduct Direct Message 
Conversations 

In Slack, direct messages, also called DMs, are used for one-on-one 
conversations and for group conversations with up to nine people total. 

Is It a Conversation or a DM? Yes. 
We need to clear up a bit of nomenclature before diving into this 

chapter. While Slack organizes these interactions under the Direct 

Messages heading in the sidebar, and often describes them as DMs,
 
the interface and the help documents also more broadly refer to
 

direct messages as conversations. Slack does sometimes distinguish
 

between discussions between two people (calling them DMs) and 

chats among three or more people (referring to them as conversa-
tions). However, it’s all the same thing.
 

I’m going to call them all conversations except when I refer to text in 
the interface that says “direct message,” or when I refer to the act of 
messaging directly. 

Unlike a channel, which has a descriptive name—like #acct-general or 
#edit-general—the title of a conversation in the sidebar is based on the 
people with whom you’re conversing—like Tonya, Adam—and always 
remains the same. Conversations are analogous to instant messaging 
or group messaging. In fact, conversations can replace your use of an 
instant-messaging (IM) service, such as SMS, WhatsApp, iMessage, or 
Google Hangouts. 

Slack suggests, and I agree, that conversations are best suited for brief 
interactions among a static group of people. If you want to add or 
remove people, a channel works better (see Work with Channels). 

All conversations are private, a fact that may be incidental for some 
interactions but essential for others—only members can see that a 
conversation exists, read the conversation’s messages, and search on 
or view uploaded files. If privacy is paramount, you may prefer to set 
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up a private channel, which offers more flexibility; for details, see the 
sidebar Conversations vs. Private Channels, earlier. 

Note: If you are a single-channel guest, you can direct-message 
only with people who are participants in the channel to which you 
belong, unless you belong to #general, which lets you message with 
everyone—except other guests who aren’t joined to #general. Multi-
channel guests automatically belong to #general, so they can start 
conversations with all regular members, multi-channel guests, and 
single-channel guests joined to #general. 

Start a Conversation
 

You can start a conversation in a lot of ways, but the most obvious way 
is by clicking or tapping the Add button next to Direct Messages in 
the main sidebar to open the Direct Messages dialog. (Recall that in 
the mobile apps, you tap the Slack icon to view the main sidebar.) 
For additional methods, see the sidebar More Ways to Message. 

With the Direct Messages dialog open: 

•	 Desktop and Web apps: Select, type, arrow up or down, or use 
autocomplete to add people to the “Find or start a conversation” 
field. Click Go when you’re ready to start (Figure 105). 

Figure 105: Select participants and click Go. 

•	 Mobile apps: For each person you want to add, tap the circle next 
to their name so it fills. Tap Start to begin the conversation. 

Slack opens the message list to your new conversation. The top of the 
list displays information about the conversation, noting who you’ve 
included in it and reminding you that the conversation is private. 
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In the desktop and Web apps—if your conversation includes at least 
three people—Slack also asks which kind of notifications you want 
(Figure 106). For more nuanced notification options, including 
muting, click the “More options” link. You can scroll up to the top of 
the message list at any time to adjust these settings. 

Figure 106: Slack gives you insight into what you’ve gotten yourself 
into with a private conversation. 

Slack doesn’t strongly alert you when someone has started a conversa-
tion in which you’re involved. It shows the conversation in the Direct 
Messages section of the sidebar in bold type and displays the number 
of unread messages next to it. 

When someone else posts a message in that conversation, however, 
if you have direct messaging preferences set to alert you in one of the 
platform types (mobile or desktop/Web), you receive a notification. 
(I discuss these preferences in Configure Notifications.) 
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More Ways to Message 
Clicking the Add button adjacent the Direct Messages heading in 
the main sidebar is by no means the only way to start a conversation. 
Here’s a rundown of additional methods: 

✦ In the desktop and Web apps, click the Direct Messages heading 
in the main sidebar. Or, press Command-Shift-K (Mac) or Control-
Shift-K (Windows). 

✦ In the mobile apps, use the Jump To search field in the main 
sidebar to enter part or all of a handle of any person. 

Also, to start a conversation with just one person, try one of these 
methods: 

✦ Open the Team Directory from the More Items button, search for 
a user, select the user’s name, and click or tap the Message button. 

✦ In the desktop and Web apps, use the Search field to find a user, 
and click the user in the results list. 

✦ Click or tap a person’s avatar or handle in any message they’ve 
posted, and you can then click or tap Direct Messages (or Message 
in iOS) to jump to a conversation with the message list showing. In 
the desktop and Web apps, you can even send a direct message via 
a profile display by clicking in the Direct Message field, typing, and 
pressing Return. 

Continue a Conversation
 

Once a conversation is underway, its name appears in the main sidebar 
under the Direct Messages heading. The name of the conversation is 
the name (or names) of the people who you can converse with in it. For 
example, in Figure 107, which shows a mano-a-mano conversation 
between Josh Centers and me, I see Josh Centers, but Josh sees Glenn 
Fleishman. 

Figure 107: The name of a 
one-on-one conversation is 
the other person’s name. 

128
 



               
            

            
     

      

            
      

           
      
         

              
           

            
           

             
       

              
            

             
            

   

              
               

         

             
  

         
             
          

         
            

Just like a channel, you click or tap the name of a conversation in the 
sidebar to open its message list. Also, just like a channel, a conversa-
tion can be starred, hidden, or muted (see Starring a Channel or 
Conversation , Hidden Channels and Conversations, and Focus on 
What You Care About in Slack). 

The number of unread messages in a conversation appears in a badge 
to the right of the conversation name. 

Note: A similar badge can appear in the sidebar adjacent a channel, 
but the number in that badge indicates how many unread messages 
contain your handle or name, or any of your highlight words. 

If a number appears to the left of a conversation’s name in the main 
sidebar, that number indicates how many people besides you belong to 
the conversation. It shows “3” if there are four members, for instance. 
For a one-on-one conversation, instead of a number, Slack displays a 
presence indicator, such as the sleep icon in the figure above. (I talk 
more about these icons in Make Your Presence Known, next chapter.) 

If Slack considers you to be inactive in any app, the system notifies you 
of every direct message. If you are active, but aren’t in the conversa-
tion in which a message is posted, you get notified of that message, too. 
(You can disable or override these in various ways; see Desktop and 
Mobile Notifications for details.) 

If you have a lot of conversations, those that have been inactive for the 
longest roll off the bottom of the sidebar. If this is a bother, you may 
want to star important conversations to make them persistent. 

If you can’t easily locate an existing conversation in the sidebar, try one 
of these techniques: 

•	 Direct Messages dialog: Open the Direct Messages dialog, either 
by clicking or tapping the Add button next to Direct Messages in 
the sidebar or using a method described in the sidebar More Ways 
to Message. Notice that this dialog lists every conversation you’ve 
had from newest to oldest (Figure 108). Locate and then select the 
conversation. 
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Figure 108: Find your conversations. 

• Desktop and Web apps: Click the Quick Switcher icon at 
the bottom of the main sidebar and then start typing the name or 
handle of a person in the conversation to find matches. Click the 
conversation name once you find it. 

• Mobile apps: Tap the Slack icon to view the main sidebar, and 
then start typing in the Jump field at the top of the sidebar; use the 
name or handle of a person in the conversation to find matches. 
When the conversation appears in the results list, tap it. 

Changing Participants 
Slack doesn’t differentiate much between one-on-one and three-or-
more conversations, but changing participants is one place you’ll 
notice it. If you’re messaging with just one other person, you can’t 
add anyone else; with two or more, you can change the participants. 
But it’s not like in a private channel, where adding or removing lets 
you keep the channel name and, optionally, its history. If you add or 
remove even just one person, you create a new conversation without 
any continuity from the old one. 
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The new set of participants have no access to the old messages from 
within the new conversation. The old conversation remains, but only 
the participants in that conversation can switch back to it or search 
to access its contents. 

Note: This is a key reason to pick a private channel over a conversa-
tion. You can choose (but aren’t obliged) to let new participants have 
access to the channel’s history before they were invited. 

To change the people in a conversation: 

•	 Desktop and Web apps: Click the Conversation Settings 
button and choose Add Another Team Member to see the Direct 
Messages dialog, where you can add people in the field at the top 
or, paradoxically, remove people—just click the x in a person’s tile, 
in the field at the top of the dialog. 

•	 Mobile apps: Tap the list of names at the top of the message list, 
and tap Invite Others. On the New Conversation screen, tap the 
selection circles to add or remove people. 

In the desktop and Web apps, Slack warns you that a new conversation 
will be created (Figure 109); it doesn’t make a peep on mobile. 

Figure 109: Slack lets you know what happens if you change 
participants in a conversation. 
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Sharing Files Privately 
Uploading a file to a conversation creates a private file that only the 
participants in that conversation can access. When you start an upload, 
Slack informs you of the limitations (Figure 110). 

Figure 110: The upload dialog lets you know the file will be private. 

After it’s uploaded, the file appears in the Files pane with a Private File 
label (Figure 111). 

Figure 111: Private files have a special label. 

Note: For more about uploading files, see Work with Attachments, 
earlier. 
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End a Conversation
 

Channels can be archived, but conversations can seemingly last 
forever. If you don’t want to see a conversation in the sidebar, you can 
hover over it and click the x that appears to the right of its name. The 
conversation’s messages aren’t deleted, though, and the conversation 
isn’t truly wiped from Slack. As soon as anyone in the conversation 
posts a new message to it, the conversation re-appears in your sidebar, 
and you’ll get an alert if you have notifications configured to show 
direct message activity. 

Note: Conversations are subject to the free tier’s limit of showing 
only the most recent 10,000 messages. Older messages in conversa-
tions aren’t deleted, but remain inaccessible unless your team up-
grades to a paid tier, just as with channels. 

If you’ve hidden a conversation but want to access it, click the Add 
button adjacent the Direct Messages heading in the sidebar and call it 
up again, or use an alternative in the More Ways to Message sidebar. 
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Configure Notifications 
Slack has a fine array of options to notify you about things that happen 
in channels and conversations. It also supports the notion of presence, 
a term for how your availability appears to other people on your team. 
Slack adjusts how it notifies you depending on your presence, and 
people in your team can view your status to determine whether you’re 
likely to see a new message in Slack or be notified of one. The 
presence-related features in Slack are not as rich as in some other 
messaging systems, but presence is a key part of Slack interaction, so 
it’s worth mastering the nuances. 

I’ll begin by explaining how your presence is determined, and then 
help you Control Slack Notifications so that you receive precisely the 
kind of visual indicators and notifications that match your needs, team 
by team and channel by channel. The chapter ends with directions for 
overriding Slack’s notifications at the operating system level, in Con-
trol Slack Notifications Locally. 

Make Your Presence Known
 

Presence is a techie term that combines both “where you’re at” and 
“what you’re doing.” It’s used by systems to make a determination 
about when to avoid bothering you, as well as by people who want to 
know what’s up with you. 

If you have more than one device signed in to the same Google 
account, or have multiple iOS and OS X devices that share the same 
Apple ID for iMessage and iCloud services, you probably know what 
I’m talking about. When you receive a message, all your devices and 
computers may alert you all at once—terrible! But if everything is 
configured and the system obeys your settings, only the hardware 
you’re actively using pings you. The other devices remain silent or 
display a quiet notification. 
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In Slack, your presence can let teammates know whether you’re avail-
able, though Slack doesn’t offer enough gradations to be as useful as 
most other messaging systems. The three presence modes are: away, 
inactive, and snoozing. (Snoozing is sometimes called Do Not Disturb.) 
In some cases, Slack will automatically switch you into a different 
mode, while in other cases, your actions set your mode. 

Use Your Name for Custom Presence Messages 
You can’t explicitly choose or type in your presence to indicate a
 

status like “only urgent matters.” However, you can change your
 

first and last names, so you could set the First Name field to some-
thing like “Little Bo Peep” and the Last Name field to “(still looking 

for darned sheep)”:
 

✦ Desktop and Web apps: Click the team name at the top of the 
sidebar and choose Profile & Account, and then click Edit. Or click 
your name in any message and choose Edit Profile. 

✦ Mobile apps: Tap your name in a message and then tap Edit 
Profile. Adjust your names appropriately, remembering that you’re 
limited to 34 characters for the first name and 35 for the last. 

Note that this trick changes your name for past messages as well,
 
which could be good or bad, depending on how others interpret it.
 
Perhaps use it sparingly, and set it back to normal when you no
 

longer need to advertise a custom presence.
 

Check Your Presence 
In the desktop and Web apps, you can check your Slack presence– 
specific to each team that you’ve joined–by looking at the icon to the 
left of your name near the top of the main sidebar (Figure 112). 

Figure 112: At the top of the main sidebar, your presence
 
appears as a small icon to the left of your account name.
 

If you are active, the icon is filled , as in the figure. If you are away, 
the icon is hollow and your name appears in italics, and if you are 
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snoozing, the hollow icon is snoring with a z . The icon’s color 
depends on Slack’s color scheme, but otherwise doesn’t mean 
anything. 

Slack doesn’t allow admins to monitor what users are up to: they can’t 
see what channel or conversation you currently have your focus on in 
any app, they can’t tell how much time you’re spending in any channel 
or conversation, and they can’t determine whether you’re actually in 
front of your computer or using your smartphone. 

This puts a lot of “pressure” on presence to tell a story in organizations 
that care about your productivity and time. Presence statuses might 
imply some of the following: 

•	 Active: You are using Slack fairly often. An active status in Slack 
could make you seem productive and available if your job involves 
a lot of chit-chat in Slack; or it could make you look like a literal 
slacker who spends too much time in the #random channel. 

Note: Of course, if you post in #random a lot, it will still be obvious 

what you’re up to.
 

•	 Away: You aren’t currently working in Slack. With default notifica-
tions, however, you still receive notifications of activity in Slack. 
If you set yourself to Away manually, you can keep working in Slack 
but appear to be away. This may feel to you like working in your 
office with the door closed and an “at lunch” sign hung from the 
handle, but it might also signal to others that you’re not working at 
all. 

•	 Snoozing: When you are snoozing, you look less available in Slack, 
and (assuming a default setup) most of your Slack notifications will 
cease. It’s a strong signal that you’re neither working nor available. 

•	 Away and Snoozing: Enable both these modes at once to say to 
the Slack world, “Leave me alone!” 
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Set Your Presence 
To determine your presence, Slack combines your explicit choices, 
where you can force a status, and your implicit ones, where it watches 
your behavior to divine what you’re up to (and on which devices). 

Generally, here’s how Slack infers your presence: 

•	 Active : Slack uses a different measure for each type of Slack 
app: 

‣	 For a desktop app, Slack is running, and you’ve carried out any 
action in the app’s window, like typing or scrolling, within the 
last 30 minutes. 

‣	 For the Web app, on a mobile or desktop device, Slack is open in 
a tab, and you’re interacting with it in some fashion; this should 
also be within the last 30 minutes, but mobile browsers may send 
different cues to Slack depending on how they keep the page 
active in the background. 

‣	 For a mobile app, Slack has been the foreground app within the 
last 30 seconds. 

• Away or Offline : Based on the above rules, Slack determines 
that you are inactive. 

• Snoozing : You’ve snoozed all notifications from the team either 
manually or through a Do Not Disturb schedule. (For more infor-
mation, read the list just below and see Be Productive.) 

Slack automatically sets your presence, but you can override Slack’s 
automatic presence change in all but the Android app: 

•	 Desktop and Web apps: Click the team name at the top of the 
sidebar and select Set Yourself to Away or Set Yourself to Active 
(Figure 113). 
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Figure 113: You can override Slack
 
and set yourself to “away.”
 

• iOS app: Tap the More Items button, and then tap Settings 
and tap the Your Status switch to toggle between Active and Away. 

If you’ve marked yourself away, Slack will respect your status until 
either you manually set yourself as active or one of two events 
happens: 

•	 You log out of your team in any Slack app, and then launch a Slack 
desktop app or open a tab with that team in a browser. 

•	 You quit the desktop app or quit a browser in which Slack is open, 
and re-launch it. 

At that point, Slack asks if you want to go back to Active (Figure 114). 

Figure 114: Slack honors your away time. 
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Tip: If you’ve previously checked “Don’t ask me again, please,” you 
can reinstate this dialog: in a desktop app or the Web app, click the 
team name at the top of the sidebar, choose Preferences > Advanced 
Options, and select “Ask if I want to toggle my away status when I 
login after having set myself away.” That is one wordy option! 

Of course, if you’re logged in to multiple Slack apps at once, you’ll be 
shown as Active whenever you move around among apps. I tend to quit 
Slack on the desktop (and close browser tabs) when I won’t use it for a 
while, as that makes Slack more reliable about notifying me about 
things that happen while I’m inactive. 

View a Teammate’s Presence 
You can learn the presence of a teammate by examining the icon that 
appears next to their name in many locations, including the Team 
Directory, the profile panel that appears if you click their name or 
avatar in a message, or—for one-on-one conversations—in the main 
sidebar adjacent that conversation. As with your icon, filled means 
active, hollow means away, and hollow with a z means snoozing. 

Note: Except for your icon at the top of the main sidebar (which is 

always round), regular members have round icons, multi-channel
 
guests get a square, and single-channel guests have a triangle. And 

Slackbot has a heart!
 

Multi-party conversations show the number of participants in the main 
sidebar (with a small numeric badge at the left), and you can check the 
presence of participants in various ways: 

•	 Desktop and Web apps: The status of each participant is shown 
in the toolbar at the top of the message list: bold type indicates 
someone who is active, gray italics indicates someone who is away. 
You can see the same typographical treatment of member names if 
you click the member count in the toolbar (“X members” is a link) 
to reveal the About This Conversation pane. 

•	 Mobile apps: Tap the conversation name at the top of the message 
list and tap Members. A presence icon appears after each name. 
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Tip: To see a tooltip text label for the presence icon in a desktop or 
Web app, hover over the icon. 

Control Slack Notifications
 

Holy cow, but Slack has a lot of ways to keep you informed of what’s 
going on! You will certainly find yourself tweaking the notification 
settings over time to find the right fit for you. The defaults can be 
overwhelming, a fact that Slack notes in a warning on the Notifications 
tab in your Account page (Figure 115). 

Figure 115: It is pleasant to see Slack’s consideration in recom-
mending settings that will demand less attention. 

Let’s start with what Slack monitors for, and then how to manage how 
it relays that to you. 

What Slack Tracks 
Slack’s notifications revolve around letting you know that something 
happened while you weren’t looking. Notifications appear only for 
channels or conversations to which you belong, and only when one of 
the following events happens: 

•	 While you’re away, a message is posted. 

•	 While you’re active, a message is posted in another channel or 
conversation. 
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•	 No matter your presence, an announcement is made through a 
channel-wide or team-wide handle (@everyone or @channel, or 
@group-you’re-in with a paid team). 

•	 No matter your presence, a reference to you or a word about which 
you want to be alerted occurred. 

Many of these events translate into visual indicators, while some can 
also trigger notifications (such as alert sounds, sliding banners, or 
modal alerts), depending on your settings. 

Visual Indicators 
As noted in earlier chapters, an unread message turns the name of its 
channel or conversation in the main sidebar bold, while conversations 
also display the number of unread messages in the sidebar. In the 
mobile apps, a heading appears in the main sidebar labeled Unread or 
Unreads, grouping channels and conversations with unread messages. 

In addition to those sidebar clues, you can see event information on 
your Slack app icon in the form of a badge: 

•	 OS X: While the app is running, Slack marks activity on its Dock 
icon with a red circle around either a white dot, which indicates 
unread activity in any team to which you’re logged in, or a white 
number, which totals the unread messages in conversations and 
@mentions, along with messages containing any highlight words 
(Figure 116). 

Figure 116: In OS X, unread activity across one or more teams 
produces a white-dot-in-red-circle badge (left); if it’s just direct 
messages, a white number overlays the red dot (right). 
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OS X badging can be controlled in two places: 

‣	 Slack: Click the team name at the top of the sidebar, and then 
click Preferences > Notifications > Notification Settings. 
Uncheck “Show ⭕ symbol on icon to indicate unread activity.”
 
You can also check boxes for bouncing the Dock icon. Slack will 
send (or not send) these visual notifications to your Mac based 
on your settings here. 

‣	 System Preferences: To make the Mac ignore Slack’s unread 
badge notifications, go to the Notifications system preference 
pane, select Slack in the app list and uncheck “Badge app icon.” 

•	 Windows 10: Slack puts an icon in the notifications area at the 
bottom of the screen. It shows a blue dot when any team has unread 
activity, and a red dot for an @mention, channel or team-wide 
announcement, or direct message. You can control when and how it 
shows up by clicking the Start menu and selecting Settings > System 
> Notifications & Actions, and then selecting Slack. 

•	 iOS: The Slack Home screen icon can display a badge for unread 
messages or other notifications. Go to Settings > Notifications, and 
tap Slack. If it’s not on already, turn on the Allow Notifications 
switch. Flip the Badge App Icon switch as desired. 

•	 Android: The Android app has no badge display. 

Note: Web browsers don’t show badged notifications, but many
 

browsers can use push-style notifications, as discussed below.
 

Set Notification Preferences 
Although each Slack app has some notification controls specific to 
its platform, the most comprehensive place to manage the truly vast 
number of options is the Web app, so that’s where I’ll focus. Make sure 
you are signed in to the team for which you want to set notifications, 
open the Account page (see Finding the Account Page), and select the 
Notifications tab (Figure 117). (If your tab looks rather different, click 
the “customize your notification settings” link.) 
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Figure 117: The two pop-up menus at the top of the Notifications 
tab in the Web app let you set notifications for the desktop (plus 
Web on any platform) and mobile apps. 

I’ll walk through the controls on this tab just ahead, but as you decide 
on your settings, keep in mind that you can temper or override them 
in two ways: 

•	 From within Slack, you can temporarily snooze a team’s notifica-
tions on an ad hoc basis, or you can set up a regular Do Not Disturb 
schedule. Because these features are related to work-life balance, 
I cover them later, in Be Productive. 

•	 For the desktop and mobile apps, you can configure your device 
to respond to incoming notifications from Slack in certain ways. 
On your desktop computer, you might want to see just a sliding 
banner; on your smartphone, you might want to hear a sound; but 
on your iPad, you might want nothing to appear or chime at all. I 
talk about this in Control Slack Notifications Locally, at the end of 
this chapter. 

Desktop and Mobile Notifications 
At the top of the Notifications tab, the Desktop Notifications pop-up 
menus control behavior for both any Slack desktop app and Slack 
running in any Web browser, even on a mobile device. The Mobile 
Push Notifications preference covers only the Slack iOS and Android 

143
 



           
 

           
            

            

         
            
          

           
           

       

       
        

           
           

     

        
            

            
            

           
 

apps. With these menus, you can control how Slack notifies you about 
specific occurrences: 

•	 Activity of Any Kind: Good gravy, you don’t want this one. I can 
imagine only a few rare cases where you would you want every 
single thing that happens in any channel to be pushed as a notifica-
tion. 

•	 Only Direct Messages & Highlight Words: This option has the 
best chance of meeting your needs. If you don’t have the app front-
most (desktop) or active (mobile), you get alerts from any response 
in a conversation, and about any highlight words you’ve marked (as 
discussed below). Mobile further separates these out, so you can opt 
for Only Highlight Words or Only Direct Messages. 

•	 Nothing: Choose Nothing to disable notifications entirely. Choos-
ing Nothing (desktop or mobile) or Only Highlight Words (mobile) 
is the only way to suppress notifications for direct messages. You 
can’t block direct message alerts by person, unlike the controls for 
channels and three-or-more-person conversations described below. 

Mobile Push Timing 
The Mobile Push Timing preference controls the relationship between 
Slack on the desktop and Slack’s mobile apps. Because you may have 
an active session on the desktop that you’ve stepped away from briefly, 
the system lets you set a variable delay—from 1 minute to 30 minutes— 
before inactivity on the desktop causes notifications to shift to your 
mobile devices. 
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Channel Specific Settings 
This area lists channels and conversations that you’ve selected by 
clicking “Add a custom setting for a channel” (Figure 118). 

Figure 118: Each channel can override global preferences. 

Each channel or conversation has its own overrides in three categories 
for both Desktop and Mobile: Everything, Mentions, and Nothing. 
Everything is just like the global Activity of Any Kind, while Mentions 
sends a notification only when someone uses your handle. 

The Nothing label has to be discussed in the context of channel 
muting, also available here as a checkbox labeled “Mute this channel,” 
as they comprise a kind of constellation of silence: 

•	 Nothing: Nothing is about alerts such as sounds, banners, and 
dialogs. Selecting Nothing prevents any alerts, even those related to 
your handle, from reaching you on that type of device. 

•	 Mute: Mute covers how the channel’s or conversation’s unread 
status appears to you in each Slack app—you can’t mute a channel 
on one device and keep it unmuted on another. Checking “Mute 
this channel” (or “Mute this conversation”) turns off Slack’s Visual 
Indicators of activity in the main sidebar and moves the sidebar 
listing to the bottom of its sidebar list. It also turns off any badging 
on the Slack app icon in OS X and iOS. (The Slack app icon is never 
badged in Windows or Android.) 
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Tip: You don’t have to use the Web app to mute a channel. In a 
desktop app or the Web app, select the channel in the main sidebar, 
click the Channel Settings button and choose Mute #channel-
name. In a mobile app, tap the channel name at the top of the 
messages list, tap Push Notification Settings (iOS) or Notifications 
(Android), and then tap Mute Channel. 

To summarize: Nothing suppresses all notifications related to you, 
while mute changes the way in which the channel or conversation 
shows unread @mentions, highlights, and messages, as the case 
may be. 

There’s one more setting you can change for a channel, below the 
“Mute” options for each channel: you can suppress channel-wide 
“howdys” via the special @channel handle (or @everyone in #general), 
which reduces general chatter. 

Why would you want to suppress alerts and visual indicators? You may 
want to be in a channel without following it frequently. You might 
want to drop in occasionally, or have its messages appear in search 
results, or be alerted of any highlight words that occur. You can’t take 
yourself out of a multi-party conversation, but you can dim down its 
notifications similarly to how you would for a channel. 

Additional Settings 
Two of these options relate to notifications. They provide valuable 
ways to refine the settings higher up on this tab: 

•	 Email Preferences: Slack can send you email about @mentions 
of your name and direct messages, and for some people, it’s a great 
alternative to push notifications, allowing you to control when you 
see these updates without being interrupted by them or having to 
use the Slack app to catch up. You can set notifications to Never (the 
default) or a summary no more frequent than every 15 minutes or 
hour. 

•	 Highlight Words: This interesting option lets you be notified 
when certain words or phrases are used in messages in your set of 
channels and conversations (Figure 119). This can be helpful when 
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you’ve muted certain channels or conversations, but want to know 
when particular subjects are mentioned. 

Figure 119: Highlight words can let you know when people are 
talking about things you want to know have been mentioned. 

Test Your Slack Notifications 
To test how your Slack notifications are working, you can initiate a 
Slack message from the notification preferences for most Slack apps. 

✦ Desktop and Web apps: Click the team name at the top of the 
sidebar, choose Preferences, click Notifications, and then click the 
Notification Settings. Find the Send Test Notification button and 
click it. 

✦ iOS: Tap the More Items button, tap Settings > Push
 

Notifications, and then tap Test Notification System.
 

✦ Android: Android doesn’t have this feature. 

In each case, Slack sends an alert with a friendly message if notifica-
tion settings allow it to. If you don’t receive a notification, check 
through the settings above. 

Control Slack Notifications Locally 
Whatever your notification settings in Slack, Slack will send those 
notifications to your operating system or Web browser; however, you 
can use your operating system or browser to temper or override Slack’s 
pings. For example, on your Mac, you might want just a banner to slide 
by, but on your Android smartphone you might want an alert sound. 
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Here’s a quick look at where to specify these options: 

•	 OS X: Go to System Preferences > Notifications, and select Slack in 
the left-hand list. 

•	 Windows 10: Go to Start menu > Settings > System > Notifica-
tions & Actions, and select Slack. 

•	 iOS: Tap Settings > Notifications > Slack. 

•	 Android 6: Tap Settings > Sound & Notification, swipe to the 
bottom, tap App notifications, and select Slack. 

With desktop browsers (minimum version tested listed below), once 
you’ve approved the receipt of Slack notifications in the browser, the 
entries for notifications are shown for each Slack subdomain, in the 
form team-name.slack.com: 

•	 Chrome 50: Paste into the Location bar: chrome://settings/ 
contentExceptions#notifications 

•	 Firefox 44: Choose Firefox > Preferences and click the Content 
item. Then click the Choose button next to Notifications. 

•	 Safari 9: Choose Safari > Preferences > Notifications. 

•	 Internet Explorer: This browser lacks an event-based 
notification feature. 

148
 



           
         

     

           
             
        
            

   

    

         
          

          
      

           
           

   

     

            
       

            
              

            
            

    

Search Effectively 
Because Slack works quite a bit like a message-based social network 
or instant messaging system, important information often scrolls off 
quickly in active channels and conversations. 

Finding that information later has a high value, and this short chapter 
covers some important ground by detailing how to get the most out of 
Slack’s Search feature. Unlike a typical search engine, Slack provides 
context around search results, making it easy to see the portion of the 
discussion in which they occur. 

What Text Does Slack Search?
 

Slack’s powerful search finds matches for you throughout the available 
message archive, but only within your personal set of searchable 
content: 

•	 All public channels (active and archived). For guests, this includes 
only the public channels to which you’re joined. 

•	 All active private channels of which you remain a member, and any 
archived private channels of which you were a member at the time 
the channel was archived. 

•	 All your direct messages and conversations. 

•	 The contents of all files uploaded or linked for indexing (via Google 
Docs and other services) that are accessible to you. 

Compose Queries
 

Every Slack app has a search option in the messaging view, whether it 
appears as a full Search field or it’s a Search button you tap (in the 
mobile apps). You can also use the slash command /s in the Message 
field—it’s a valid command, but Slack doesn’t show it as an option. 
(You can also type /search.) 
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Slack lets you type freeform queries. For instance, if you search on 
apple, the app sends a query to its central store of your team’s mes-
sages and brings up every message and uploaded or directly linked file 
that contains apple—but only from those channels and conversations 
to which you have access. 

Examine Results
 

In Figure 120, I’ve searched on iPhone in the TidBITS team. The 
results are sorted into Messages and Files, and show the number of 
matches in parentheses following each category. Messages includes 
only regular messages, while Files includes any snippet or post, text 
in any file that’s been uploaded, and any linked Google Drive, Box, 
or Dropbox files. 

Figure 120: A basic search and its results. Notice the controls at 
the top, including the Recent and Relevant buttons, the Messages 
and Files tabs, and the tiny Include pop-up menu. 

Let’s look at what you can do with the search results in the Messages 
tab. By default, each result both highlights the matches in the message 
and shows the preceding and following messages, as well as the chan-
nel or conversation name and date. 
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From the search results list in the desktop and Web apps, you can: 

• View context: Click the outward-pointing up and down arrows , 
and Slack shows the two preceding and two following messages for 
context. For a long message (shown with a … at the end to indicate 
truncation), clicking that arrow icon also expands the message to 
reveal its full contents. (Click the inward-pointing arrows  to col-
lapse the view again.) 

•	 Open the message list: Either click the time stamp on a message 
or click the Jump link at the top of a result. 

•	 Star a message: Hover over the time stamp to see and click the 
Star icon. 

In a mobile client: 

•	 View context: Tap a message to see it in context in a message list 
view where you can tap the leftward-pointing arrow to return to 
your search results. 

•	 Open the message list: Tap the message to see it with more 
context, and then at the upper right, tap Jump. 

•	 Star a message and other actions: Press and hold on a message 
to choose Copy Text, Copy Archive Link, or Star Message. 

In the desktop and Web apps, you can also: 

•	 Click Recent and Relevant at the top of the results list to swap be-
tween what Slack considers a best results list, showing the most 
relevant matches, and a chronological list, with newest to oldest 
from top to bottom. 

•	 Narrow your results using the Include menu found just above the 
first search result. With the menu open, uncheck the default options 
that include results from messages posted by bots and integrations, 
and from public channels you haven’t joined. 
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Excluding Certain Channels from Results 
You can exclude channels from your individual search results (not 
from other people in the team) by listing them in a preference. In a 
desktop app or the Web app, click the team name in the main sidebar 
and choose Preferences > Search. Click in the “Pick Channels to 
exclude...” field to type or select channels. 

Note: Searches are stored centrally, so after searching in one client, 
you’ll see that search in the recent list on the Search screen in the 
mobile Slack apps (this list appears when the Search field is clear). 
For some reason, that list isn’t shown in the desktop and Web apps. 

Refine Searches
 

You can enter more specific search terms to refine your search better. 
This is useful when you’re looking for something particular or when 
you get too many matches from a general search query—or not enough. 

You can start by restricting matches to phrases by putting a set of 
words in quotation marks, like "iPhone malware". 

To make a broader match, try wildcard matching by adding an asterisk 
(*) at the end of a full or partial word. The stub has to have at least 
three letters before the asterisk. For instance, if you want to find detail, 
detailed, details, and detailing, you could search on detail*. 

Stop Words 
Like many systems, Slack has a set of words it ignores in general
 
searches because they occur too frequently; these are called stop 

words. Slack’s list comprises: a, an, and, are, as, at, be, but, by,
 
for, if, in, into, is, it, no, not, of, on, or, s, such, t, that, the, their,
 
then, there, these, they, this, to, was, will, and with.
 

Slack will match these words when they’re used as part of a phrase
 

in quotation marks, however.
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If you want to further nail down a search, you can limit it to a date 
range, channel or person, or a message property. All this makes it 
easier to pinpoint what you’re looking for. 

Search by Date 
Slack lets you limit results by date with a bunch of different words: 
before: and after: to set limits, on: or during: to define an entire 
period (like a day or month), and explicitly yesterday and today, as 
well as week, month, or year to refer to the most recent week, month, 
or year. So you can see before:month (meaning the previous month) 
or after:yesterday (if you’re a Paul Giamatti fan). 

Precise date formats must be one of MM/DD/YYYY, MM-DD-YYYY, 
YYYY-MM-DD, or YYYY/MM/DD. The European DD-MM-YYYY isn’t 
supported. 

As an example, you might want to find messages between June 1 and 
June 30, 2015. You could express this in at least three ways: 

•	 before:07/01/2015 after:05/31/2015 

•	 after:2015-05-31 before:2015-07-01 

•	 If June 2015 is the most recent June for which you’re looking— 
you’re performing a search before June 2016, that is—you can also 
just type during:june 

Of course, you can combine any of these with additional search terms, 
so to find messages in the month of June containing the word iPhone, 
you’d search on: iPhone during:june 

In the desktop and Web apps, as you type a special search term like 
before or on, notice that the term appears in the Modifiers area of the 
Assisted Search popover. Click the term, and the popover helps you 
construct your search—exactly what you see depends on the modifier. 
With a date, Slack provides a calendar, which lets you click a date 
instead of stressing out about entering dates in the precise form 
required (Figure 121). 
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Figure 121: Enter a search-refining term,
 
like before:, and Slack offers advice or
 
additional selection help, like this calendar.
 

Search by Channel or Person 
Narrowing a search to a channel or person often provides more useful 
results. Use in: followed by a channel name, like in:pets-cats, or a 
person’s name, like in:glennf, which matches within conversations 
with that person. I’ve found that while you can use from: and to: with 
handles, from: matches correctly, while to: does not—it’s a synonym 
for in: (Figure 122). A special case to find your messages? Use 
from:me. 

Figure 122: You can limit results to a specific 
person by specifying from: and their handle. 
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Combining a channel and a person in one query finds even more 
precise matches, such as when someone offers a particular insight. For 
instance, in:random in:michael lets me see all the bon mots from my 
colleague Michael Cohen. 

Search by Star, Link, or Emoji 
To only find messages you’ve starred, use has:star. You can also 
restrict messages to those that contain a link (any link) with has:link, 
and to specific emoji by using has:, followed by the Slack emoji name 
in the usual format with colons on either side, like has::robot_face: 

. You can’t use autocomplete in this one case; you’ll have to look up 
the emoji name in order to enter it. 

I might type in:mac-news from:tonya has:link to get a summary of all 
links that Tonya has posted in the mac-news channel. 
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Manage Bots and 
Integrations 

Slack wants to provide more features—way more features!—than the 
company could ever create on its own. Its approach is to be a platform 
upon which other services can build. This commitment, and third-
party developers’ embrace of it, has become one of the best things 
about Slack. 

Making conduits to other ecosystems possible, and providing access 
to extra single-purpose tools, even tiny ones, makes Slack richer and 
more useful. These third-party connections are called integrations, 
though Slack has moved to more frequently referring to them as apps. 

For example, your team may be using an integration with a task-
management system like Trello or JIRA to push certain notifications 
into a Slack channel or to you via a direct message. Integrations also 
include automated-response systems, or bots. A bot appears like 
another team member, and can respond to a variety of requests, from 
ordering a pizza to updating a linked calendar. 

All teams include Slackbot, which is built by Slack and a key part of 
how Slack “talks” to you privately about things happening in Slack, 
such as you being invited to another channel. Slackbot also conveys 
certain public information, like everyone being reminded of an event. 

Note: Slackbot isn’t an integration, even though other bots are, 
because it’s part of Slack and can’t be removed, and isn’t configured 
in the same way as third-party connections to your Slack team. 

I look to Twitter’s early years as an example of what Slack could 
become. Twitter initially welcomed third-party software to spread the 
use of its microblogging service, and gave developers broad and deep 
access to its application programming interface (API) to capture data 
and post messages. Twitter developers adopted conventions like 
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filtering by @handles and options like muting long before Twitter 
integrated those as core features. 

Note: Twitter eventually decided to abandon this approach as its 
revenue comes from advertising and the company wanted more 
direct control of how every message appeared. 

Slack guides its product more strongly than Twitter did at its 
beginning, while providing robust tools for its developers. Because 
Slack charges for advanced features and is aimed at businesses that use 
expensive tools they may have spent years customizing, it’s highly 
unlikely that Slack will move in Twitter’s direction. 

In this chapter, I first introduce you to Slackbot and then I look at how 
to Install Integrations. 

Chat with Slackbot
 

Although Slack teams are primarily populated with real people, every 
Slack team includes a bot, a non-human automated interaction system, 
called Slackbot. With a presence icon in the shape of a heart , Slack-
bot is your plastic pal who’s fun to be with (to quote The Hitchhiker’s 
Guide to the Galaxy). 

When you join a team, Slackbot welcomes you and invites you to fill 
out your team profile (Figure 123). It’s your concierge, too, talking 
to you when you paste in a link (such as to Google Drive) or use an 
integration to certain external services for the first time, like the 
project-management system Asana: Slackbot asks about your prefer-
ences for how Asana works with Slack and stores your answers in your 
Slack account in that team. 

Figure 123: Slackbot says hello and offers suggestions for finishing 
your profile. 
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Slackbot was designed to be fun, useful, and not annoying. It has 
several functions. 

Slackbot’s Public and Private Voices 
Slackbot has two kinds of interactions with team members: public 
and private. When there’s a channel reminder (described below) or a 
sassy automated keyword response (also described below), Slackbot 
posts a public message. These public messages are things that 
everyone in a channel or conversation sees, and they appear in the 
same type style as members’ messages. 

However, when Slackbot interacts with you directly, those messages 
are private. To emphasize that, Slack puts the note “Only you can see 
this message” to the right of its name in the message. In all but the 
iOS app, Slackbot’s private messages are in italics; in iOS, Slack puts 
a crosshatch behind a Slackbot message. 

Watching for Alerts 
When something happens in Slack that you should know about, you 
get a message from Slackbot, typically in the channel or conversation 
in which you’re already focused. 

However, events can happen elsewhere, and Slackbot tracks those. 
A notable case is when someone else @mentions you in a channel in 
which you are not a member. Slackbot asks them whether to invite you 
or send you a link (Figure 124). Either way, you hear from Slackbot 
(Figure 125). 

Figure 124: When Tonya @mentioned Adam in a channel that he 
hadn’t joined, Slackbot asked her what to do. 
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Figure 125: After Tonya clicked “send them a link to your 
message,” this alert appeared in Adam’s Slackbot conversation. 
When Adam clicked the link, he joined the channel. 

Keeping Private Notes 
Even though Slackbot is just a bot (sorry, Slackbot!), it looks and acts 
like a full team member in the Slack ecosystem. You can always find 
Slackbot in the sidebar under Direct Messages, even if you’ve never 
had a conversation with it. 

If you switch to your conversation with Slackbot, you can use direct 
messages to store private notes and other information. Everything in 
this Slackbot conversation becomes searchable, but you’re the only one 
who sees those search results. 

Note: In free groups, your personal notes are subject to the same
 

10,000 message limit as everything else.
 

You can do almost anything in a Slackbot conversation that you can in 
any other conversation, including applying formatting to messages. 

Testing a Message 
I often use my Slackbot conversation as a test bed. For instance, when 
I compose a post, I start in the Slackbot conversation, work on it while 
sharing it just with Slackbot, and only once it’s refined do I share it 
with a channel or an additional conversation (Figure 126). 
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Figure 126: If you want to create a post or snippet, or upload a file, 
you can try it privately in your Slackbot conversation first. 

You can also upload files to your Slackbot conversation to see how they 
look in Slack or to make sure they appear in the message list as expect-
ed, before you upload them to another conversation or to a channel. 

Making Reminders 
You can make reminders yourself, for other teammates, and for a 
channel. A reminder you set for yourself will appear as a direct mes-
sage from Slackbot, subject to any notification choices you’ve made 
for direct messages in all your Slack apps, no matter in which Slack 
app you made the reminder. A reminder for a teammate will also 
appear to them as a direct message from Slackbot, but subject to your 
teammate’s notification choices. A reminder for a channel appears in 
that channel as a regular message. 

You can set up a general reminder, or you can ask Slack to remind you 
about a particular message: 

•	 General reminder: Type your reminder in the Message field with 
the syntax /remind who what when. For example, /remind me to 
stand up in 10 minutes. You don’t have to put quotation marks 
around the “what” part to separate it from “when”; Slackbot parses 
that automatically. 

You can also directly message Slackbot without typing a slash, as in 
remind me of a call tomorrow at 2pm (Figure 127). 
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Figure 127: Slackbot is digital gingko biloba. 

For reminders you create, you can remind yourself, other people, or 
entire channels. So you can say something like: 

/remind @adamengst article discussion on Tuesday at 3 pm or / 
remind #articles discuss latest issue tomorrow. 

Notice the syntax here, where to remind a person you type an @ with 
their handle, but to remind a channel you use a #. 

Reminders can recur automatically: use a pluralized day 
(Wednesdays) or every in association with something else (every two 
weeks). 

•	 Message reminder: To remind yourself about a specific message 
(only in the desktop and Web apps), click the Message Actions 

button when you hover over the message in question, choose
 
Remind Me about This, and then choose an interval (Figure 128).
 

Figure 128: You can choose to get reminders about individual
 
messages.
 

To review a list of extant reminders that you’ve set for yourself and that 
other people have set for channels or conversations in which you’re a 
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participant, either click View Existing Reminders after adding one 
(Figure 129), or issue the command /remind list. The list has active 
links that let you mark reminders as complete, delete them, or snooze 
them if they’re overdue. Click Dismiss, and the list disappears from the 
message list, too!

Figure 129: The reminder list shows both reminders you entered 
and those that other people have entered for you, as well as overdue 
reminders that you haven’t marked as complete.

Slackbot reminds you at the appropriate interval, and you can snooze it 
or tell it that you’ve taken care of it, in which case it updates the notice 
visually (Figure 130).

Figure 130: After a reminder is complete, Slackbot crosses it out.

Note: For more details on how to formulate reminders, see Slack’s 
Setting reminders help document.

Sass
Did I mention that Slackbot is sassy? Not necessarily by default, but 
you can up the sass quotient (or reduce it). If your team’s admin hasn’t 
turned the feature off, in Slack’s preferences on the Web (enter in your 
browser’s address field team-name.slack.com/customize/slackbot), you 
can set trigger words or phrases. In Figure 131, the trigger word 
“raccoons” results in “Don’t tell Glenn!”, because in that team I am 
associated with raccoons for reasons too amusing to explain here.

https://get.slack.help/hc/en-us/articles/208423427-Setting-reminders


       
     

          
         

          

             
          

          
          

  

              
          
            
            

            
             

 

         
           

      

           
           

           
         

         
            

      

Figure 131: Raccoons and I have a close association. It may have 
to do with me not always staying on topic. 

Each trigger word or phrase can have more than one response associ-
ated with it, and Slack selects randomly from multiple responses. 
Having different responses can make Slack seem more amusing and 
less relentless. 

You can include both text and images in a response, using a URL to 
specify a path to an image; it’s expanded when Slackbot responds with 
that message. You can also use emoji in the standard :emoji-name: 
format. These responses are public, and are formatted like messages 
from other users. 

I’ll be honest: This feature can get old fast if you pick any common 
word. While Slackbot chooses among all available responses, it always 
replies when a keyword is used, and thus any frequently used word 
causes Slackbot to natter on all the time. (I’ve suggested to the compa-
ny that it use more randomization and settings to allow Slackbot to 
respond only 1 in X times, where team members or admins can set X.) 

Install Integrations
 

Integrations expand Slack’s capabilities. An integration can be a 
special slash command, a bot, or a connection to some other service. 
Integrations are installed into a team. 

Paid teams can install unlimited integrations; free teams can install up 
to ten. With free teams, the Google Drive, Dropbox, Box, and RSS feed 
options count as integrations, and are added the first time they’re 
invoked. This reduces the count of integrations remaining. With paid 
teams, several integrations, including Google Drive, are shown as 
available even before they’re linked to a remote account, as they’re so 
commonly used and there’s no integrations limit. 
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These integrations are installed in many Slack teams; if you belong to a 
bunch of teams, you might think they’re part of Slack: 

•	 Giphy: With Giphy installed, type /giphy followed by one or more 
words and the animated GIF site’s extensive archives are combed 
for keyword matches, and then an “appropriate” randomly selected 
entry from that set is inserted into the messaging stream. It’s like 
visual punctuation. 

Tip: Giphy often leads people to learn the slash command /collapse, 
which hides all open image and link previews in the current channel 
or conversation. If you find animated GIFs annoying or inappropriate, 
use /collapse or lobby to remove the Giphy integration entirely. 

•	 Google Calendar: With this integration, you can push calendar 
events and reminders from a shared calendar into a channel, help-
ing people remember what’s coming up (Figure 132). 

Figure 132: Google Calendar can remind you of upcoming events, 
among other things. 

• Google Hangouts: This integration lets you start a session from 
within Slack by typing /hangout; it inserts into the current channel 
or conversation a message containing a link that all participants can 
then click. (In testing, we found if Google Hangouts asks you to 
invite people to your hangout, you can just cancel that dialog.) 

• IFTTT: This popular service is short for “if this, then that”—and it 
lets you specify conditions that cause something to happen, typical-
ly by connecting with at least one online service. For example, in 
IFTTT, you can set up a trigger that watches for a keyword to appear 
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in the New York Times, and then posts a link to that article in a 
channel you specify. Or, you can have IFTTT respond to a geoloca-
tion trigger by posting a message to a Slack channel about your 
location. 

(While working on the manuscript for this book, we found that 
IFTTT’s competitor Zapier did a better job of alerting us when files 
were moved in a shared Dropbox folder, which helped know who 
was working on the manuscript at any given time.) 

•	 Twitter: You can route messages to and from Twitter handles into a 
channel or conversation. 

I suggest that you make a list of services you already use and check 
them against Slack’s availability. For examples of how integrations can 
improve your overall efficiency, see Centralize Communications into 
Slack, later. Also, Take Control of Slack Admin has a chapter about 
integrations that are interesting from an admin angle. 

Note: Project management tools like Asana, Trello, and JIRA, have 
integrations that interact in many ways, including pushing updates 
into Slack channels. And Slack can be used to update tasks in those 
systems, too. For instance, in Trello Business Class, you can drag-
and-drop a Slack message’s time stamp link onto a card in the Trello 
Web app, and Trello retrieves and inserts the message text into the 
card’s discussion. 
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Working with Bots 
Bots can either monitor messages posted to channels and respond 
based on context, or they can respond to what’s said to them in a 
message or through slash commands. There are many types of bots. 
Some are rather limited, knowing only a few words or phrases that 
must be precise; others rely on something closer to natural-language 
processing, and can sort out meaning from complex statements. For 
instance, the Howdy bot can ask everyone in a team questions that 
you set, and then collate the answers. 

The difference between a plain integration and a bot is interaction. A 
regular interaction works like depressing a mechanical switch to turn 
a light on or off or move a piece of paper from an inbox to an outbox. 
In contrast, a bot parses the text of a message you send it (whether 
you start the conversation or it asks you out of the blue), analyzes it 
in some fashion, and produces an action or a response. 

You also know you’re talking with a bot other than Slackbot, if there’s 
any confusion, because the label appears to the right of the 
account name in the message list. (The iOS app does put after 
Slackbot’s name, but only for reminders.) 

Some bots react based on syntax from preset queries; some interact 
with remote data or systems to perform actions and give you feed-
back; others go back and forth between real human beings, and act 
as an interface. 

For instance, Adam Engst uses Statsbot for TidBITS, which provides 

reports from Google Analytics. And Emojibot helps you search for
 

emoji, making it easier to react with exactly the right emoji.
 

Several companies offer bots that can have food delivered (once or
 

recurring), book travel reservations, or carry out other routine real-


world tasks.
 

Slack allows anyone with permission to add integrations to a team. 
Start with Slack’s Web-based App Directory, which works much like 
an app store for a smartphone (Figure 133). To navigate to the App 
Directory from within Slack, click the team name at the top of the main 
sidebar and choose Apps & Integrations. If you belong to more than 
one team, note that you can switch teams with the pop-up menu at 
the upper right. 
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Figure 133: The App Directory is a one-stop shop for adding 

and managing integrations.
 

Tip: To see which apps have already been linked to a team, click 
Manage near the top right of the App Directory and select a team 
from the pop-up menu at the right (it lists teams you are signed in 
to in the Slack Web app). (Another way to reach this page is to enter 
team-name.slack.com/apps/manage in your browser’s address field.) 

You install an integration from its page in the App Directory, where 
you will see a button labeled either Install or Visit Site to Install. (For 
a team for which you lack permission to add integrations, the button 
will be gray and unclickable.) 

The simpler, but less common, case is an Install button; click it, and 
the integration is added, and you can then configure it. For instance, 
the Tomatobot integration has an Install button (Figure 134). 

Figure 134: Adding an integration is as simple as clicking Install. 
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For a Visit Site to Install button, once you click it, you will likely have 
to log in to that integration’s site. (If you haven’t set up an account at 
that site, you’ll need to do so or authenticate through Twitter, Google, 
or some third-party system, depending on the site). Whatever the 
process of associating yourself, you will then click Add to Slack, select 
the Slack team, and click the Authorize button (Figure 135). 

Figure 135: Some integrations require a login. 

Once you’ve installed an integration, it appears in the team’s Installed 
Apps list (accessed from the Manage button in the App Directory or by 
entering team-name.slack.com/apps/manage in your browser’s address 
field). When you view its entry, you typically find a little advice about 
using it, and an option for removing it from the team. You may also see 
an Edit button you can click to configure it—and in some cases, the 
remove option is inside the Edit option. 

Other members of your team can see that the integration is installed 
and—if they have permission to work with apps and custom integra-
tions—remove it or configure it. 
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Be Productive 
Slack’s name has a high degree of irony: Isn’t slacking the opposite 
of working? If you’re “just chatting,” doesn’t that mean you’re not 
working at all? Slack also connotes the notion of “slack time,” one 
definition of which would be a period in a job when there’s no actual 
work to do, and you’re sitting around. In fact, I wouldn’t be surprised 
if some companies avoid adopting Slack precisely because of its name. 
(Although, does HipChat from Atlassian sound more productive?) 

I struggled with the name of this chapter, because it’s about both using 
Slack to be productive and keeping Slack from reducing productivity. 

You can put too much time, creativity, and social energy into Slack 
just as easily as you can into text messaging and other social networks. 
And, careless or excessive use of Slack can drain your team’s energy 
and cost members time. The initialism FOMO—fear of missing out— 
is just as relevant in Slack as elsewhere, especially if you use Slack for 
work purposes. You can always justify to yourself that you’re working, 
even when it would resemble chatting to any outsider—and perhaps 
to your boss. 

But there’s a flip side: you could become more efficient and better at 
staying on top of things in your work by spending more time in Slack. 
Slack’s integrations, described in Install Integrations, let you connect 
third-party services so you can see their activity in Slack channels or 
conversations. People who have to monitor stuff—Web sites, database 
servers, client network connectivity, usage limits, and the like—have 
found more calm by taking SMS texts, email messages, tweets, and app 
notifications and pushing them all into Slack. I talk more about that at 
the end of this chapter, in Centralize Communications into Slack. 

Note: Some people are absolutely terrible at dealing with Slack’s 
brand of informal, chat-like interaction—it destroys their productivity. 
They avoid social networks already and see Slack as yet another 
distraction. The tips below may help make it much more tolerable. 
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Turn the Volume Down
 

So you’re feeling totally connected, and your Slack notifications are 
going off bing, ping, zing! It’s great, right? Not always: sometimes you 
need peace and quiet in general or peace and quiet from Slack in 
particular. You may also be using Slack as an excuse to not focus on 
something difficult that needs attention, and reducing or suppressing 
notifications can give you the focus you need. 

You wouldn’t participate in 100 conversations at once and you would 
never agree to 100 meetings a day. Similarly, joining 100 channels is 
a bad idea. Choose judiciously which channels you join to keep your 
overall productivity focused on your goals—not on each and every 
message in your team. 

Even so, some channels and conversations may be so on point to your 
needs—personal or professional—that you try to read all messages in 
real time. This can lead to a form of completist madness like the Red 
Queen’s race that Alice saw in Through the Looking Glass: 

“…here, you see, it takes all the running you can do, to keep in 
the same place. If you want to get somewhere else, you must 
run at least twice as fast as that!” 

I recommend that unless it’s absolutely necessary—such as an employ-
er asking you to read every message in a channel—you avoid being a 
completist. 

If you’ve already joined too many channels, the good news is that you 
aren’t stuck with them—see Leave a Channel, earlier. But if leaving a 
busy channel isn’t an option, you can deal with it on your own terms. 

Focus on What You Care About in Slack 
Muting a channel can make it easier to ignore while you attend to other 
things in Slack. Muting eliminates the visual indicators of a channel’s 
activity, like the channel’s name appearing in bold in the main sidebar. 
However, even in a muted channel, someone can @mention you, 
you’re notified of your highlight words, and any matching text in the 
channel will show up in your searches. 
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To mute a channel in a desktop app or the Web app, select the channel 
in the main sidebar, click the Channel Settings button and choose 
Mute #channel-name (Figure 136). In the mobile apps, tap the 
channel name at the top of the messages list, tap Push Notification 
Settings (iOS) or Notifications (Android), and then tap Mute Channel. 
(For more about visual indicators and turning off Mute, see Control 
Slack Notifications.) 

Figure 136: If a channel gets to be too much, you can mute it, as 
my editor is doing here with the built-in #random channel. 

You Can’t Mute or Block Members 
Unfortunately for those who want to ignore messages from problem-
atic people, Slack doesn’t yet have anti-harassment tools, like the 
Block feature in Facebook and Twitter’s Block and Mute. Slack’s 
assumption is that everyone in the team has permission to be there, 
and that a team owner or administrator will address any harassment 
problems by either talking to troublesome individuals or removing 
them from the team. 

Dealing with and reporting shades of abuse can be tricky, especially 
since abusive behavior ranges from mildly inappropriate all the way 
to continuous sexual harassment or overt racism, so I hope Slack 
will expand its feature set in this area. For instance, Slack could add 
reporting tools—including anonymous reporting—that enable flagging 
messages or people that violate a team’s code of conduct or informal 
guidelines. For more on culture, see Employ Etiquette, earlier. 
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Just the Facts, Bot 
Some Slack integrations skim your channels and try to produce a
 

summary of what was discussed, giving you just the cream. For
 

instance, Slack Digest examines all the messages in a day, looking 

at signals like message length, recurring keywords, and whether a
 

message is phrased as a question, and then emails a summary to
 

team members who’ve signed up in a channel via its bot.
 

It’s too early to say how well summary services will capture what 

different people will need, and Slack Digest and others still appear
 

rudimentary.
 

Pay Attention Only When You Want To 
It’s a sad fact of the modern information economy that workers feel 
that they must be available every hour of every day. Surveys show that 
many regular business travelers not only keep their phones near their 
bedsides at home and on the road, but let sounds and vibrations at 
night interrupt their sleep, and many wake up to check messages at 
least once. 

Slack can be part of this obsession, for better or worse. As a real-time 
conversation tool that brings together many people and an archiving 
tool that lets people see what was discussed, it can cut either way. You 
may feel as though you need to be on Slack all the time so you aren’t 
seen as a, um, slacker; but Slack also makes it eminently possible to 
not be online because you can review discourse that took place in your 
absence. To the extent that you can control it, don’t let participation 
in a Slack team further erode the space you make for yourself. 

If you have a problem with being distracted by checking Slack too 
often, quit Slack on the desktop, close the Web app’s tab or window 
when you’re not using it, and don’t switch to it on a mobile device. 

You also might like to try the Tomatobot integration, an easy-to-use 
bot that helps you apply the Pomodoro time-management system to 
Slack. With this system, you use Tomatobot to start a 25-minute focus 
session, and Tomatobot can put Slack into Do Not Disturb mode for 
the duration of the session. 
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The Reality of Multitasking and Work-Life Balance 
Recent studies increasingly reinforce the obvious: 

✦	 Multitasking doesn’t really exist. We can’t do it, but we think we
 

can. Instead, in the brilliant words of Linda Stone, continuous 

partial attention ensures that our pursuit of productivity prevents 

us from focusing.
 

✦ Working more than a roughly 40-hour week on average for most 
people doesn’t create productivity gains, according to the Harvard 
Business Review article The Research Is Clear: Long Hours Backfire 
for People and Companies. 

Compared to their peers in nearly every other large economy, Ameri-
can full-time workers are chronically overworked and receive little 
vacation; people in most developed nations sleep badly and too little. 

Notifications and Email 
When Slack is in the background you can still receive notifications of 
activity via the Notifications feature of your computer or mobile device, 
or in your email. You can control these at the operating system level of 
your device (see Control Slack Notifications Locally, earlier), as well as 
by using filtering in your email software to make those messages more 
or less noticeable. However, you can also stop the flow of these notifi-
cations from within Slack itself, by setting up Do Not Disturb. 

Do Not Disturb 
Do Not Disturb (DND) is the greatest feature ever to appear in Slack. 
It keeps Slack from bugging you at all. While you’re in DND mode, 
Slack stops notifying you entirely: no desktop or mobile notifications, 
no email. 

Note: DND is distinct from Slack’s muting feature. With DND enabled 
you may still receive visual indications of activity, depending on the 
platform and your muting and display configuration options. 

You can set a DND duration or schedule for each of your Slack teams. 
In a desktop app or the Web app, click the Notifications icon next to 
the team name in the main toolbar and choose a duration from Snooze 
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Notifications. In a mobile client, tap the More Items button and tap 
Snooze or Snooze Notifications to pick a period of time. All the apps let 
you pick between 20 minutes and 24 hours. 

Note: The leap in time selection from 8 to 24 hours makes little 
sense: at the end of one workday (at, say, 5:00 PM), you would likely 
want to mute 15 or 16 hours, until the start of the next day. 

If you don’t want to have to remember to turn DND on manually, 
you can set a schedule using a desktop app or the Web app. Click the 
Notifications icon next to the team name in the main toolbar and 
choose Do Not Disturb Schedule to open the Notifications preference 
pane for the team (Figure 137). 

Figure 137: Set a recurring interval to avoid unexpected 

early morning dings and buzzes.
 

When DND is on, the Notifications icon changes slightly in the 
desktop and Web apps and appears at the top of the message list in 
the mobile apps. 

You can manage your DND time in several ways: 

•	 Check how much time is left: Click or tap the Notifications 
icon (Figure 138). 

174
 



  
  

            
           

          
 

           

          
            
           

         
        

        
 

              
          

            
            

Figure 138: Ah, sweet bliss for
 
another 20 minutes.
 

•	 Adjust the duration: In a desktop app or the Web app, click 
the Notifications icon, choose Adjust Time, and pick a time 
interval. (If DND is on because you scheduled it, choose Adjust 
Schedule instead.) 

• Cancel DND: Click or tap the Notifications icon, and select 
Turn Off. 

Members of your team can override DND in a conversation. After 
sending you a message in a conversation, they’ll see a message from 
Slackbot with a “click here” link that allows the message to break 
through your DND setting. Even so, as Slackbot notes, it’s possible 
the recipient still won’t get the message (Figure 139). 

Figure 139: If you’ve turned on Do Not Disturb, Slack will let your 
teammates override it. 

We found in testing that it can take a minute or so between when 
a teammate enables DND and when Slack displays the message in 
Figure 139, above, to anyone trying to send a direct message. When 
I asked Slack about that, I heard back that it should be instantaneous. 
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Note: Weirdly, you can’t set a weekday/weekend schedule or set up 
a schedule with a daily variation. 

Note: If you’re being pushed to be continuously available in Slack, 
try to work with your boss or human resources department to set 
reasonable limits. Your Slack team owner or admin can even set a 
team-wide Do Not Disturb schedule, to help enforce expectations. 
(Individual team members can override this setting, however.) 

Keep the Noise Down for Others
 

You can be part of the solution, rather than the problem, by paying 
attention to how you’re demanding attention from other people. Slack 
makes it easy to communicate with everybody in your team. The 
corollary is that Slack makes it too easy to communicate with everyone. 
The TMI (too much information) phenomenon for Slack is better 
called TMN: Too Much Notification! 

It’s also all too easy to veer off topic, and take the whole group with 
you—or leave peeved people fuming. 

Cast Your Net Narrowly 
The Do Not Disturb option (described above) gives your teammates 
control over when Slack will notify them of new messages, but you can 
also consider how you let people know you want attention: 

•	 @mention a group appropriately: As I discussed in Make 
Announcements in a Channel, some special @mentions reach a lot 
of people—potentially too many: 

‣	 @channel: Every member of the channel, online or offline. 

‣	 @here: Every member of the channel currently using Slack. 

‣	 @everyone: This works only in the #general channel, as you can 
see in Figure 140. All team members belong to this channel, 
unless they are a single-channel guest in a different channel. 
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Figure 140: Slack warns you if you try to use @everyone
 
anywhere but in the #general channel.
 

Tip: Team administrators can limit who can use those three special 
@mentions, with multiple levels of exclusion. 

•	 @mention a person appropriately: Don’t use an @mention to 
include someone unless it’s important that they get pinged. I recom-
mend limiting the use of @ to reply to someone in a channel (i.e., 
directing the response to avoid confusion) or in a single message to 
loop someone in to a conversation, but not continuously or routine-
ly after that. If you need to have that sort of conversation, then, 
well—create a conversation with just the appropriate people! 

•	 Limit direct messages: Direct messaging is like text messaging: 
You’re asking for someone’s immediate attention if they’re online 
and if they’ve set up Slack notifications to permit this sort of inter-
ruption. And depending on their settings, if they’re offline, a direct 
message will trigger a push notification on their mobile device, just 
like a text message. Either way, a conversation is likely to be a 
distraction for your recipient. 

Stay on Topic 
All Slack teams are created with two channels: #general and #random. 
By having two initial channels, one of them clearly labeled random, a 
team signals to new members that there’s a separate place to discuss 
things that don’t fit the “general” rubric. For teams that are about 
socializing, personal projects, and more informal subjects, “off-topic” 
is a relative term. 
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But most uses of Slack are for directed purposes: for-profit companies, 
non-profit organizations, or organizations with a focus on getting 
things done. In those cases, the culture (see Employ Etiquette, earlier) 
should set expectations about the kinds of things that are appropriate 
to discuss and where to discuss them. 

Some of the work teams I’m on use #random for all off-topic chatter, 
while others have many side channels and private channels for talking 
more loosely. (Some organizations may have policies about spending 
time this way, too, of course.) 

It’s important for the cohesion of a group to figure out where to talk 
about off-topic things, and to have an appropriate way to ask people 
to move off-topic conversation elsewhere. You can suggest a channel 
name, but Slack doesn’t yet have a way to move messages from one 
channel to another to reduce the archived chatter. 

In informal Slack parlance, someone who goes off-topic in a channel is 
a raccoon (Figure 141). 

Figure 141: Wearing my mask. Yay! Looking like a bear. Yay. 

Centralize Communications into Slack
 

So far in this chapter, I’ve discussed reducing or adjusting Slack’s 
noisiness so that it doesn’t overwhelm its utility to you. You can flip 
that around, too: instead of Slack being yet another communications 
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system that bothers you and demands your attention, you can turn 
Slack into a de facto control center or monitoring station. With inte-
grations and configurations, you can centralize many kinds of alerts 
and updates into Slack channels and direct message conversations, and 
reduce the amount of context switching you do—jumping from app to 
app or device to device—just to keep up with what’s going on. 

For instance, at TidBITS, we’re heavy users of Trello for project man-
agement. The “atomic” level of Trello is cards (a card can hold many 
things, including checklists, conversations, and due dates), and each 
card is part of a stack that’s in turn part of a board (Figure 142). 
We’ve set up the Trello integration so that when a comment is made on 
a card, it appears in Slack (Figure 143), making it easy for us to stay 
in Slack while staying up to date with changes in Trello. 

Figure 142: When a comment is made on a card in Trello… 

Figure 143: …the comment appears in the #ops channel in the 
TidBITS Slack team. 

The more you direct notifications from other apps into Slack, the more 
this technique becomes useful. For example, if you look closely in the 
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figure above, you can see that the #ops channel also displays the Tid-
BITS Twitter feed, informing the channel’s members whenever a new 
article is published. This channel has become a focused place to find 
status updates and problem alerts from many services. 

In talking to system and network administrators who use Slack, I’ve 
found that Slack centralization is useful for reducing the constant clang 
and clatter of notifications from monitoring services. Email is hard to 
scan unless the Subject line is fully descriptive, and SMS messages all 
end up in separate conversations. Other services use Twitter direct 
messages or mobile app notifications. Until Slack, it was difficult or 
impossible to consolidate the stream. 

My colleague, Tom Bridge, is a principal of a network consulting 
business, so he has to track the activities of systems running at 50 
different businesses (Figure 144). 

Figure 144: A mix of alerts and activity updates help consolidate 
information from different services into a single channel. (Image 
courtesy of Tom Bridge.) 
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Tom brought all this into Slack by wiring the ticket system his compa-
ny uses for tracking active issues together with its network monitoring 
system and custom tools he’s developed: 

Taking the alert structure out of my email client has lifted the 
sifting burden. Slack has let us monitor individual alert struc-
tures in one big stream of data as it happens. Ticket responses, 
connectivity alerts, access point disconnects, link capacity 
alerts—everything flows into the dashboard through Slack. 

Here’s how can you take advantage of this sort of consolidation: 

1.	 Identify all the types of “negative” indicators that you receive. These 
alerts describe events like a network going down, a Web site not 
responding, or an email list that didn’t send. 

2.	 Figure out what “positive” indicators you receive. These might be as 
simple as a one-line report that says how many orders were received 
or a message from an analytics program about how many current 
visitors are at your Web site. 

3.	 For each of your negative and positive indicators, determine which 
offer Slack integrations and connect those. For indicators that arrive 
via SMS, you can use an integration such as Cloudpipes, IFTTT, or 
Zapier. 

4.	 Figure out how many channels you need to set up, if more than one, 
to sort the different kinds of incoming information, and work out 
with other team members which of these channels they should join. 

5.	 Configure your notifications (and potentially help your teammates 
do the same), likely using highlight words, so this new consolidated 
feed doesn’t overwhelm you or ping you about stuff that you don’t 
need to know about immediately. 

Using Slack more isn’t the answer to every problem, but because Slack 
is a platform as well as a communications tool, you can reduce the 
noise that’s all around you by focusing and shaping it through Slack’s 
intermediation. 
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About This Book 
Thank you for purchasing this Take Control book. We hope you find 
it both useful and enjoyable to read. We welcome your comments. 

Ebook Extras
 

You can access extras related to this ebook on the Web. Once you’re 
on the ebook’s Take Control Extras page, you can: 

•	 Download any available new version of the ebook for free, or buy 
a subsequent edition at a discount. 

•	 Download various formats, including PDF, EPUB, and Mobipocket. 
(Learn about reading on mobile devices on our Device Advice page.) 

•	 Read the ebook’s blog. You may find new tips or information, as 
well as a link to an author interview. 

•	 Find out if we have any update plans for the ebook. 

If you bought this ebook from the Take Control Web site, it has been 
automatically added to your account, where you can download it in 
other formats and access any future updates. However, if you bought 
this ebook elsewhere, you can add it to your account manually: 

•	 If you already have a Take Control account, log in to your account, 
and then click the “access extras…” link above. 

•	 If you don’t have a Take Control account, first make one by follow-
ing the directions that appear when you click the “access extras…” 
link above. Then, once you are logged in to your new account, add 
your ebook by clicking the “access extras…” link a second time. 

Note: If you try these directions and find that your device is incom-
patible with the Take Control Web site, contact us.
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