Quick guide: How to create a Slack workspace

1. Go to Slack.com and find the ‘Get started’ link. Click on that.

TRY SLACK FOR FREE LEARN MORE

Need to create a workspacefl Get started ?

2. Enter your email on the next screen.

5= slack

First, enter your email

Just one more email — a quick confirmation — before you say goodbye to
overstuffed inboxes for good.

Can we send you email with Slack tips, news, and offers?
O Sure!
(© No thanks




3. Check your email to get the confirmation code, and enter it on the next screen.

Check your email!

We've sent a 6-digit confirmation code to
@gmail.com. It will expire shortly, so enter it
soon.

Keep this window open while checking for your code. Remember to try
your spam folder!

4. Enter your team name, or the name you want for the workspace. This will become the workspace name.

What's the name of your company
or team?




5. The next screen asks for a ‘project name’, which is a little confusing. This is just a prompt to create your first

channel. There will already be a channel for general chat, so enter a topic you might want to have its own permanent
category, like ‘fundraising’ or ‘housing’.

What's a project your team are
working on?

Next

6. The next screen is another odd-sounding one, asking for who you email the most. This is just a prompt to add your
first team member (besides yourself). If there is someone else helping you set up the Slack you can add them here,
but otherwise just click ‘skip for now’. You will be able to add people later, once you have everything set up.

Who do you email most about this
project?

® Add another

@ Get an invitation link to share
M



7. Your workspace is ready to go! Click on the big button to go straight there.

Tada! Meet your team’s first
channel: #fundraising
You're leaving those unending email threads in the past.

Channels give every project, topic and team a dedicated
space for all their messages and files.

See your channel in Slack

8. Here's what your workspace will look like to start. On the left you can see the channel list — it always includes a

‘general’ and a ‘random’, plus the new channel you created on setup. The main screen has some steps to finish
setup, but you can scroll down to the fourth option and click finish setup’.

@ Search CS Slack Training Test Q

CS Slack Training Test v
ematherbrooks

Welcome to Slack

Get started Let’s set up your team.

First of all: Assemble the team

‘8] People 0 of 4 complete
i Apps

€ Files Assemble the team

Who do you regularly talk to? You can add them below or share an invitation link.
v Channels

# fundraising .

# general . - . . . .
T AT, | | A - A 4
® emath...

{you)
Slackbot ‘ ‘

v Direct messages

ematherbrooks

+ Invite people m




9. Enter your name as you want it displayed in Slack, enter a password, and click ‘next’. Note I've just put my first
name here — you can go either way, just know that if you use your full name it will be displayed like that every time
someone tags you.

Set your name and password X

2

Your full name

‘ Erica ‘

Your name will be displayed with messages you send.

Your password

Passwords must be between 6 and 72 characters long and can’t be things like
‘password, 123456’ or ‘abcdef’.

Step 1 of 3 Next

10. The next screen is a final chance to adjust your workspace name and web address. Check you’re happy with
everything and click next. The screen after that is yet another prompt to invite people, but you can skip that for now.

Review your team’s details X

Slack workspace hame

‘ CS Slack Training Test ‘

Most teams use the name of their company or organisation.

Slack URL

‘ csslacktrainingtest .slack.com ‘

You'll use this URL to sign in to Slack. Letters, numbers and hyphens only.

Step2 of 3 Back m



11. Once you are ready to add people to the workspace, click on the CS Slack Training Test v
‘invite people’ link in the lower left. Erica

3 Apps

£ Files

v Channels
# fundraising
# general

# random

+ Add a channel

» Direct messages

Slackbot

Erica

+ Invite people

v Apps

12. On the invite screen, you can add just one or two people or click

‘add many at once’ to do it in bulk. Or if you’d prefer, you can just click Invite people to CS Slack Training Test X
On ‘S ha re I nVIte I I n k’ a nd Share that I n you r team for people to add .9+ Workspaces with paid subscriptions can also invite guests such as contractors,
th e m Selves . vendors and clients. See pricing for subscriptions

Email address Name (optional)

It's useful to note the ‘Default channels’ setting here too. It comes in | | |

especially handy once you have an established workspace and you E?Add arotheroraddmeny atence
recruit new volunteers later on. 7 Addfiom Gocele Directory

Default channels

New members will automatically join #general, #random and #fundraising channels.
Edit/add

& Share invite link

< See past invitations Send invitations



