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About Slack  

Slack is a cloud-based collaboration tool. It is used for teams to talk and share files, with the goal of 

collaborating. Conversations are stored and easily searchable. Teams can use discussions that are 

documented as they happen. Knowledge is naturally shared, which helps everyone on your team work 

better.  

This guide will show you how to use Slack through the life span of a project from start to finish. You can use 

Slack during every step of a project, from sending initial documentation, brainstorming, execution, and final 

analysis/evaluation. This will show how the features of Slack can be used for the project.  

Please note that this guide does not follow PMI standards. The scope we follow is based on projects in general.  
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1. Getting Started 

Before you start to manage your project, you have to create an account and set up a team.  

1.1 How to set up an account and create a team.  

1. Go to Slack.com 

2. Provide your email address and click Create a new team 

3. You will receive an email from Slack that contains your confirmation code. Open the email, retrieve 

your confirmation code and then enter it in. 

4. Enter your first and last name. 

5. Choose a username.  It must be all lowercase, with no spaces. Usernames can only contain letters, 

numbers periods, hyphens and underscores. 

6. Click Continue to Password.  

7. Choose a password for signing into Slack. Passwords must be least 6 characters long.  

8. Click Continue to Team Info.  

9. Use the dropdowns to provide information about what you will use Slack for and how big your 

school group is. Click Continue to Group Name.  

10. Provide your Group name. Click Continue to Team URL.  

11. Choose the URL your team will use to sign into Slack.  Click Create Team.  

12. Review the Customer Terms of Service and the Privacy Policy for Slack. Click I Agree.  

13. If you have the contact information of the members of your team, then invite them by providing 

their email address. Click Send Invitations.  

14. Slack will automatically open. Click Explore Slack.  

 

https://slack.com/


 
 

 

 

 

 

 

 

 

1.2 How to download the App 

After you create an account, you can download the app for PC, Mac, iOS and Android.  

For Windows  

1. Go to Slack.com.com/downloads/windows. 

2. Click Download Slack.  

3. Select either 64-bit or 32-bit and click Download Slack. The file SlackSetup will automatically 

download.  

4. Double-click the file SlackSetup to Install. It will launch when it is installed.  

5. To launch Slack, click Start menu and click Slack.  

For Mac 

1. Go to Slack.com/downloads/osx. 

2. Click Download.  

3. Go to your Downloads folder and double-click .zip file.  

4. Move the Slack icon into the Applications folder.  

5. To launch the app, go to your applications folder and click Slack.  

1.3 Signing into a team. 

If you did not create the team, but you are signing into the team you have been invited to: 

1. Open the invitation to the team you received through email.  

2. Click Join now.  

3. Enter your first and last name. Click Next.  

  

When you first sign into Slack, you will be greeted by 

Slackbot. Slackbot is your personal assistant. When you sign 

into Slack for the first time, it will take you through the first 

steps of using Slack.  Follow Slackbots instructions when you 

first sign into Slack. It will provide you with tips on how to use 

it. Slackbot is always there to help. For more information 

about Slackbot, see the Automation section.   

Meet Slackbot! 

https://slack.com/downloads/windows
https://slack.com/downloads/osx


 
 

4. Create a user name.  

5. Create a password. 

6. After reading the terms and conditions and the privacy policy, click Agree.  

1.4 Creating a channel 

There are two types of channels on the Slack navigation: public and private. Any user can view a public 

channel, whereas private channels are confidential between determined users. Both channels have a search 

function, which allows users to seek and refer to information in the future.   

Keep in mind the intention of your conversations when making a channel. To create a new channel, follow 

the steps below: 

1. Click the plus sign beside Channels. 

2. The Create a Channel dialogue box will open. 

3. Select Public or Private Channel. 

4. Name the channel*. 

5. Fill in the Purpose. 

6. Invite the team members you want to join this channel. 

The channel now appears in the Channels list.  

*Note: Names must be unique, lowercase, and with no spaces. 

1.5 Tailoring Notifications to Your Needs 

As a project manager, you will have to be on-call for anyone to ask you questions or if something goes 

wrong. You will also have to set boundaries. Turning off notifications for lunch is totally reasonable. Luckily 

in Slack, you can change the settings of your notifications to suit your needs.  

To tailor notifications to your needs: 



 
 

1. Click  that is beside your team name. The notification dialogue window will appear.  

 You can snooze notifications for a specific period of time by choosing one of these options. 

To further customize your notifications for your team: 

1. Click Do Not Disturb schedule… 

 

After clicking, you can further customize notifications for your team.  

Notification settings allow you to change the sounds Slack uses to alert you, as well as how it 

displays.   

 



 
 

 

To customize your settings: 

1. Click the arrow beside notification settings. 

 

2. The options will drop down. In this drop-down, you adjust options for how you receive 

notifications.  

 

Do Not Disturb allows you to take a break from notifications. Other users on your team will see that 

you have this setting on.  



 
 

1. To select a time frame when you won’t receive notifications, click the times from the drop-

down.  

1.6 Changing Your Profile 

With Slack you can manage your profile.  To customize your profile: 

1. Navigate to the main menu. 

2. Click Profile & account  

3. The profile and account settings will populate to the right. 



 
 

4. You can change your name, your role, your profile photo and your number.  

 

2. Brainstorming 

1.1. Sharing Files  

You can use Slack to brainstorm easily with the ability to share files. 

To share files on Slack: 

1. Choose the conversation you will share files in. It can either be a public or private channel.  

2. Click the  button in the chat window.  



 
 

 

3. You will have several options to upload a document. You can either add a file from your Google 

drive or your computer. In this case, we’re going to add a file from your computer. Click Your 

computer.  

 

4. Select your file. Click open.  

 

 

 



 
 

3. Collaborating 

3.1 Using third-party apps.  

As a project manager, you will need help keeping your team on track. You will need to know the progress of 

tasks given to your employees. With Slack, you can integrate third-party apps to tailor the app to your 

needs.  

 3.1.1. Google Calendar 

You can integrate Google Calendar into Slack. You can create a calendar and then sync it with Slack to send 

your team notifications on important dates and milestones for projects. This will keep everyone on the same 

page, automatically and with little effort. And when you make changes to Google Calendar, they are updated 

in real time. This allows you to adjust times and dates. Note: You will need a Google calendar that is already 

populated to do this tutorial. For help for Google Calendar, click here.  

To sync Google Calendar with Slack, first install the app 

1. Click on your team name.  

2. Select Apps & integrations. 

3. Slack.com/apps will open in a browser window.  

 

https://support.google.com/calendar/?hl=en#topic=3417969


 
 

4. Search for Google Calendar 

5. After arriving at the Google Calendar page, click Connect a Calendar to Slack. 

 

6. For your Google account and Slack to sync, Slack will have access to your information from your 

Google account. To learn more about Google and privacy, click here. After reviewing the Google 

privacy policy, click Allow.  

http://www.google.com/policies/privacy/


 
 

7. Use the drop down and select the calendar you would like to sync.

 
8. After choosing the calendar you would like to sync, select the channel you want the dates to be 

synced to. To notify your entire team, you want to use a public channel everyone has access to like 

#general. If a specific channel has been created for a certain team, then choose that channel. For 

example, if you have a calendar for your finance team and you have a channel called #finance for 

that team, then choose that channel.  

 

9. Use the drop-down to customize when your team will be notified of event alerts.  

10.  You can also customize when your calendar will update your team. As well as a daily and weekly 

summary of the week on your Google calendar.  

11. After selecting your desired options, click Save Integration.  



 
 

12. A summary of the options you selected will populate. Click I’m done! 

Your team will now be notified of important dates and milestones that you create in Google calendar. 

This will make managing your team so much easier.  

3.1.2. Dropbox  

Sharing files is a crucial part of project management. But the Standard version of Slack includes only 10 

gigabytes of storage for each team member. This is normally an okay amount of storage unless your team 

has different needs. If you are project managing something like a video for social media, and you have to 

share a lot of files, your storage is going to run out quickly.  

You can increase your storage by integrating third-party apps into Slack such as Dropbox, which is a 

collaboration platform that you can use to store large documents.  

 For this tutorial, I am going to show you how to use Dropbox in Slack.  

Please note that you will need a Dropbox account for this tutorial.   

To use Dropbox in Slack, first, you add the Dropbox App through the App Directory. To access the App 

directory,  

1. Click on your team name.  

2. Select Apps and Integrations. 

3. Slack.com/apps will open in new browser window. 

4. Search for Dropbox  

5. After Dropbox has been selected, click Install.  

6. Click authenticate the account.   

7. After your account is authenticated, navigate back to Slack. 

8. Click the Add File button which is the + sign button in Slack located beside the chat window. 



 
 

9. Then click cloud service, and then click Dropbox. 

10. Sign in using your Dropbox account. Every file that is stored in your account will appear. 

11. Click on the file you want to share. 

12. Click Choose.  

13. Upload a file window will populate, click Upload.  

14. You just successfully shared a file using Dropbox.  

You don’t have to worry about updating files, as they are automatically updated when you update them in 

Dropbox. 

All files that are uploaded into Dropbox are searchable. They are documented in conversations, and if you 

ever have to refer to them in the future, you can do a quick search to find them. So if you ever need anything 

for reference, they are always just a search away. 

3.1.3. Using Slackbot 

You have already met Slackbot when you signed into Slack for the first time. It showed you how to navigate 

the user interface for the first time.  But you can use Slackbot for much more, with features such as 

 General help – you can ask questions about Slack that you have.  If you’re not sure how to do 

something Slackbot is always there to help.   

To do this either in a private channel in Slack, or in any other channel  

 Use the @ symbol to tag Slackbot. For example, “Hey @Slackbot, do you change your 

notifications?”. Slackbot will respond with a message.  

 

 Custom Messages – You can customize Slackbot to automatically respond to questions. This 

feature is great for when you are bringing new people onto a team and they have the same 

general questions. Answer questions about specific details can eat up your day, as well as bloat 

your inbox. Programming Slackbot to answer these specific questions will save you time.   

To program Slackbot to answer your questions: 



 
 

1. Click your team name.  

2. Click Customize Slack. 

3. Click Slackbot 

 

4. In the When someone says filter, enter the question you want Slackbot to answer.  



 
 

5. Click Save response.  

6. In Slack when anyone asks a question, Slackbot will respond in a conversation. 

 


