
Slack Beginner’s Guide:

Sidebar

Adjust your 

account settings

Customize your 

notification 
settings

Silence all 
notifications

Slackbot can be 

messaged with slack 
questions to ask for help

You can write yourself 
messages in order to 

remember things for 
later (i.e. To Do lists, 
portals that you need to 

hit later, etc.)



Slack Beginner’s Guide:

Profile & Account

A. Change your 

username (please 

use your IGN)

B. Change your 

password

Notifications can be 

changed by going to 

the proper tab but an 

easier way is shown on 

the next page

A

B



Slack Beginner’s Guide:

Preferences

Each of these bars 

opens up a new 

window where 

preferences can be 

selected

There are many 

different settings which 

can be toggled and 

tweaked in each of 

these windows.  These 

settings are ultimately 

up to the user and can 

be adjusted as one 

becomes more familiar 

with Slack.

Click to expand 

settings options



Slack Beginner’s Guide:

Chatting

Type messages hereAdd pictures or files Add emoticons

Opens up the 

Channel Details 

sidebar (see below)

Set unique notification preferences for 

this channel

Topic and purpose of the channel

Posts that have been pinned to be easily 

accessed for future use

Member list; the “2” in this case means 2 

channel members are currently online

A list of all files shared to this specific 

channel


