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Getting into the Workspace 

Slack is organized into Workspaces, each made up of a series of Channels. Each SPIE Digital Forum has its own 
Workspace. Each conference and event has its own Channel within this Workspace. Attendees can also set up 
custom Channels. Channels for events are named by their conference number or title of event (example: 
#11460- or #plenary-).  

• Register for the SPIE [Event Name] Digital Forum. 
• After registering, go to: https://spie.org/account/createslackaccount/ld20  

o NOTE: If you already have an SPIE [Event Name] Slack account, you can jump to the section 
‘Signing into the [Event Name] Workspace’ below 

• Enter your email address and click ‘Continue’. 
• Check your email and click ‘Confirm Email’. 
• On the next page that opens, enter your name and a password. This password is specific to this [Event 

Name] event only. Be sure to write it down in case you need to log in again. 

 

Signing into the SPIE Event Workspace 

1. Go to the specific workspace.  The address will be in your receipt from registration.  
2. Sign in with your email address and password from your SPIE [Event Name] Slack Account. 
3. After you have a Slack account, and are connected to the SPIE [Event Name] Workspace: 

a. Use the Channel Browser to find all active channels you want to join.  
b. Search for colleagues in the Workspace and connect via Direct Message 
c. Locate a paper/presentation in the program whose channel you want to follow; double-click 

on the paper title from the program—it will open 
d. You should see the Slack Channel link to Join. 

For more general information visit - https://slack.com/resources/using-slack/your-quick-start-guide-to-slack 

 

Update Your Profile 

From your desktop, click your profile picture in the top right. 

Select View profile to open your profile.  

Click Edit Profile. 

Edit your profile, then click Save Changes. 

 

Follow 

Star channels, messages, and files to mark them as important. For channels 
you’ve joined and need to check frequently, starring them will move them to 
the top of your channel list. To make follow-up a breeze, star messages and 
files to list them neatly in one place — simply click the star icon in the top-

https://slack.com/resources/using-slack/your-quick-start-guide-to-slack


right corner to view. To follow a specific message, just click on the 3 dots menu icon and select “Follow 
Message”.  

 

Send Direct Messages 

To send a quick message to someone in Slack is simple. Instead of spending time searching for someone, you 
can message anyone from any channel using the “/msg” command.   

Example: /msg @John  

John’s name should show up as an option and you can click on the name and proceed to send a message. 

 

Tagging 

Clicking the Bookmark icon allows you to save any important messages and 
keep all these messages in one place for easy reference. These bookmarked 
messages will be listed in your “Saved items” in the left-hand navigation of 
your Slack window.  

 

Customize and Focus your Channel List 

While Slack is all about transparency, you likely don’t need to see every channel in your sidebar to get your 
best work done. For busy workspaces, we recommend viewing only channels that you frequently visit or those 
that have regular activity. 

From your desktop, click your workspace name in the top left. 

• Select Preferences. 
• Choose Sidebar. 
• Under Sidebar Settings, select your preferred option. 

 

Add People to a Channel 

Teamwork happens in channels, to collaborate with others you may want to add them to a specific channel. 

1. From your desktop, open the channel you’d like to add someone to. 
2. Click the add people icon in the top right. 
3. Select Add to [Channel name], then click continue. 
4. Search for and select the members you’d like to add.  
5. When you are done, click Add. 

 

 



Mention Someone or Everyone in a Message (@) 

Mentions are a direct way to notify people of something that needs their attention in Slack. Learn how to 
mention people in your messages and how to view the mentions you receive. 

1. As you're writing a message, enter the @ symbol. 
2. Enter a persons’ name, select one from the list of members, or select the entire channel. You can 

repeat this step for every person you’d like to mention in your message. (Example: @Adam What was 
your favorite part of the presentation?) 

3. Send your message. 

 

 

 

Notifications – Editing your Preferences 

Notifications in Slack keep you informed of the work you care about, whether you’re at your desk or on the 
move. Use the steps below to customize your desktop, mobile, and email notifications. 

 

By default, only direct messages (DMs), mentions, and keywords will trigger 
notifications in Slack. You can change your preference to be notified about all 
new messages sent in conversations you're a part of, or nothing at all.  

1. From your desktop, click your profile picture in the top right. 
2. Select Preferences from the menu to open your notification 

preferences. 
3. To use different keywords, also known as triggers, for your mobile 

notifications, check the box next to “Use different settings for my 
mobile devices”, then select your preference from the drop-down 
menu. 

4. To disable notifications for threads, uncheck the box next to “Notify me 
about replies to threads I’m following”. 



For information on mobile preferences, to create keyword notifications, or to set certain hours to receive 
notifications visit - https://slack.com/help/articles/201355156-Configure-your-Slack-notifications 

 

Setting Highlight Words 

Highlight words also referenced as “My Keywords” which can be set through the Preferences setting in Slack. 

1. From your desktop, click your profile picture in the top right. 
2. Select Preferences form the menu to open your notification preferences. 
3. Under My keywords, enter the words or phrases you’d like to be notified about. 
4. Use commas to sperate each keyword. 

Note: Keywords are not case-sensitive, but only exact matches will trigger notifications.  

 

Search 

1. Click the search field at the top of Slack. 

2. Then type what you are looking for into the search field. 

Click a suggested search result from the list to open it in Slack, or press Enter to view all results. 

 

 

https://slack.com/help/articles/201355156-Configure-your-Slack-notifications
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Find Your Conference Channel 

To find conference channels. 

• Search by conference name. 
• Search by conference number. 

Once you have found your channel click “Join Channel” to stay connect to the conversation taking place in that 
channel.  That channel will now appear on your left-hand navigation.  Also, if you have your notification set to 
notify you if any of the channel you have join have active it will notify you. 

 

Create a Channel 

You might be interested to have more conversation with people that have a specific interest. 

Numbered List 

1. Go to the title of the event at the top of the screen and select the drop down carrot 
2. Select “Create a channel” 

 

3. Give the channel a title.  If you would like it to be private, slide the button. 



 

Now you will see this channel in your left-hand navigation.  If this is a public channel you might want to make 
an announcement in #general or within your conference channel with a link encouraging engagement.  If you 
have made this a private channel, you can add people to the channel to participate.  

 

Video Conferencing 

You can start a call in a group Direct Message or a channel, and share your screen. 

From a DM: 

1. Open a DM and click the phone icon in the top right. 
2. Your call will start right away and the member(s) you're calling will receive a pop-up notification to join 

the call. 
3. If you'd like, you can click the camera icon to turn on your video. 

Note: If the person you’re calling has Do Not Disturb turned on, they’ll see a missed call notification in the DM. 

From a channel: 

1. Open a channel and click the details icon in the top right. 
2. Click Call, then select Start Call to confirm. 
3. Slack will post a message to the channel letting others know that you've started a call. Up to 14 people 

can join the call by choosing Join. 
4. If you'd like, you can click the camera icon to turn on your video. 

 

Engage with your Conference Channel Followers 

Here are a few examples on how to engage with conference channel followers during the digital forum. 

• Simple Welcome 

https://slack.com/help/articles/115003501303-Share-your-screen-with-Slack-calls-Share-your-screen-with-Slack-calls


 

• Join an Event 

 

• Light conversation 

 

 

 

 

 

 

 

 



Set Office Hours for Real Time Messaging 

Here is an example of setting office hours within Slack. 

 

 

Create an Event in Slack 

Pick a convenient day to hold an event and let everyone know. Examples would be a welcome reception for 

your conference or discuss a current popular topic.  Post the date and time in #general and link to your 

conference channel if it is specific to your conference. 

Here's an idea of what information to share:  

 

Hi Everyone! We’re excited to host a Welcome Reception event on [Date / Time] at [#channel]. 

 

What you’ll experience 

Come to have lively discussions with people that are attending the same conference as you and make 

connections for now and when we are able to meet in person again. 

 

Topics we’ll discuss 

• [List your agenda items!] 

• [List your agenda items!] 

• [List your agenda items!] 



Looking forward to chatting with you later this week. 

Chair Name 

 

Promote the Activity in and around your Conference 

There are different activities that surround your conference in person, now bring those to slack. 

• Awards 

 

• Resources 

 

• Upcoming live events 
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