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Introduction
Welcome to Slack, a collaboration platform 
that will change your work life for the better.

Switching tools can be a hassle, but we are 
here to show you that it doesn’t need to be.

While Skype for Business is a communication 
tool, Slack is geared toward all aspects of 
collaboration. As you’ll discover over time, 
Slack’s architecture is more capable than 
Skype ever was.

However, that’s not why we are here today.

We’re here to show you how to use Slack to 
do things you used to do in Skype.

As you’ll see, it’s intuitive and straightforward.
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The basics
Install Slack … or don’t.
Slack can be deployed in three ways.

1. Use Slack directly in your browser without 
downloading and installing anything. That 
means you can use Slack anywhere as long 
as there is internet access.  
 
The only thing you need to do is to register 
or sign in. The link below will guide you.  
 
Click here to use Slack in your browser.

2. You can install a dedicated desktop app  
if you’d like to have one less tab open in 
your browser.

3. You can also install a Slack app on your 
mobile phone or tablet in order to be in 
sync with your team wherever you go.

Fill out your profile
Once you sign in to Slack, we suggest 
you fill out your profile. It’ll make it easier 
for your coworkers to find you and know 
what you do, especially if you’re working in 
a large organization.

How to fill out your profile
1. Click the default profile picture in the  

top right, then click Edit profile from  
the menu. 

2. Let people know what you do and add a 
profile photo.

3. Click Save Changes.

Invite your coworkers
As an account admin, you can invite your 
coworkers to join your workspace. 

How to send invites:
1. From your desktop, click on your 

workspace name in the top left corner.

2. Select Invite people to [your workspace] 
from the drop-down menu.

3. Enter the email address for anyone you’d 
like to invite. 

4. If you’re inviting members, click Customize 
your invitation to select additional default 

https://slack.com/get-started#/createnew
https://slack.com/help/articles/115005506003-Upload-a-profile-photo
https://slack.com/help/articles/115005506003-Upload-a-profile-photo
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channels they’ll be added to if they  
accept their invitations. If you’re inviting 
guests, choose the channel(s) they’ll be 
added to and, if you’d like, set a time limit 
for their accounts. 

5. Click Send, then click Done.

How to install Slack apps  
and integrations
While Slack comes with many great features 
straight “out of the box,” we should mention 
Slack apps and integrations. 

There are more than 2,400 of them, and they 
allow you to customize and streamline your 
workspace and connect Slack to your other 
top tools.

As we’re going to mention some of the apps 
during this guide, let’s take a look at how to 
install them.

It’s as simple as installing a mobile app from 
one of the app stores.

1. Find the app in the Slack App Directory 
by typing a keyword or two into the search 
bar. E.g., Outlook, Zoom or to-do list.    

2. Click on the desired app.
3. From the app’s page, click the Add to 

Slack button.
4. Follow the prompts to install the app or 

connect your account.  
 
You’ll see the option to connect your 
account after clicking Add to Slack if  
an app has already been installed in  
your workspace. 

Alternatively, you can also find and install 
apps from your workspace. Click Apps in 
your left sidebar and explore the directory 
from there.

If you want to learn more about apps, check 
out the “Guide to apps in Slack.”

For more information on managing apps 
smartly and securely, check out this guide for 
admins “5 steps to managing apps securely 
and at scale”.

https://slack.com/apps
https://slack.com/intl/en-si/help/articles/360001537467-Guide-to-apps-in-Slack
https://slack.com/intl/en-si/resources/slack-for-admins/app-management
https://slack.com/intl/en-si/resources/slack-for-admins/app-management
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Communication
Messaging
Skype for Business Online allowed you 
to send direct messages, start group chats 
and use emoji reactions. Here’s how to do it 
in Slack.

How to send a message
There are two ways to start writing new 
messages in Slack:
• Use the compose button  .
• Type a message in the message field of 

any channel or direct message.

Create a message from the compose button 
1. From anywhere in Slack, click the 

compose button  next to your 
workspace name in the top left.

2. Type the name of a person (up to eight) or 
channel in the To: field.

3. Type and format your message in the 
message field.

4. Click the send icon  to send  
your message.

Type a message in the message field 
1. Click the message field in a channel or 

direct message.
2. Type and format your message.
3. Press Enter to send it.

You can read more about messaging in 
Slack here.

Tip: You can message yourself to set up a 
to-do list, organize tasks or set reminders.

How to create Channels for 
group conversations
Whether you’re kicking off a new project or 
your team needs a place to discuss ongoing 
topics, channels are where collaboration 
happens in Slack.

By default, the following people can  
create channels:
• Public channels: All members of a 

workspace, but not guests.
• Private channels: All members, including 

multichannel guests

If you don’t have permission to create a 
channel, find a workspace owner and ask 
for help.

Here’s how to create a channel:
1. From your desktop, click your workspace 

name in the top left.

2. Select Create a channel.
3. Enter a channel name. If you see the option 

to choose a channel prefix, you can select 

https://slack.com/help/articles/202288908-Format-your-messages
https://slack.com/intl/en-si/help/articles/201457107-Send-and-read-messages
https://slack.com/help/articles/202518103-Understand-guest-roles-in-Slack
https://slack.com/help/articles/360003534892-Browse-people-and-user-groups-in-Slack
https://slack.com/help/articles/360033618294-Create-channel-prefixes-for-your-workspace
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one from the drop-down menu. Channel 
names must be lowercase, without spaces 
or periods, and fewer than 80 characters.

4. Add a description to let others know what 
the channel is about. 

5. If you’d like to make the channel private, 
click the toggle next to Make private.

6. When you’re ready, click Create.
7. Add people to the channel by typing 

names to select from the drop-down 
menu, or click Skip for now.

Channels are much more than just group 
chatrooms; they enable you to use all kinds 
of features. They are persistent chats, where 
you can see the full conversation history. 
Learn more about channels here.

How to use emoji reactions
Emoji reactions are a quick way to respond 
to messages in Slack. They’re both fun and 
helpful for getting work done—a simple 
reaction can often replace the need for a 
follow-up message or email.

You can react to a message exactly the way 
you’d expect:
1. Hover over the message you’d like to add a 

reaction to.
2. Select a reaction, or click the Add reaction 

icon  to find another option.

If you want to learn how to use reactions to 
facilitate work, click here.

Video conferencing 
Skype for Business Online lets you add 
up to 250 people to online meetings. It 

also allows the presenter to use different 
meeting controls like the ability to mute all 
or some individual attendees or to block any 
attendee’s video.

Slack has a bring-your-own-video-
conferencing-tool approach. Choose which 
video conferencing tool you want to use.

Let’s take Zoom for example.

First, you install the Zoom app just like 
described above in the “How to install Slack 
apps and integrations section.”

Once installed, you can start a Zoom 
meeting directly from any Slack channel, 
private group or direct message.

How to start a Zoom meeting 
from Slack
1. From any conversation, click the shortcut 

icon  to the left of the message field to 
open the shortcuts menu. 

2. Search for and select /zoom from the 
menu to add the slash command to the 
message field.

3. Send the message. All members of the 
channel or direct message will see a 
prompt to join. 

4. Click Join to start the meeting.

You can invite as many participants as 

Zoom

Cisco Webex Meetings Google+ Hangouts

Microsoft Teams Calls BlueJeans

https://slack.com/help/articles/201654083-Set-a-channel-topic-or-description
https://slack.com/help/articles/201980108-Add-people-to-a-channel
https://slack.com/intl/en-si/features/channels
https://slack.com/intl/en-si/help/articles/206870317-Use-emoji-reactions
https://slack.com/help/articles/201259356-Slash-commands-in-Slack
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your Zoom account allows (up to 100 with a 
free plan).

Zoom also has a range of meeting controls 
such as options to manage or remove the 
participants, control the room’s microphone 
and video, record the meeting and 
much more.

If you want to learn more about what’s 
possible with the Zoom app directly from 
Slack, click here.

If you prefer Microsoft Teams for video 
conferencing, click here and see how you 
can use Teams in Slack as well.

Phone calls
Skype for Business Online allows you to 
make, receive and transfer calls using phone, 
Mac, PC and mobile.

Slack allows you all this and more—you just 
need to install a Slack app that best suits 
your needs.

One of the options is the Zoom app. If you 
have a Zoom Phone plan, you can make a 
phone call directly from Slack.

How to make a Zoom phone 
call from Slack
1. Click the shortcut icon  to the left of the 

message field to open the shortcuts menu. 
2. Type /zoom call into the search field. 
3. Click Send to message input. 
4. Following /zoom call in the message field, 

add the display name or phone number 
of the member you’d like to call. If a 
member has more than one phone number 
associated with their account, you’ll need 
to choose one from the drop-down menu 
to start your call.

5. Send the message, then click Call.

Alternatively, you can use one of the other 
powerful apps such as Yodel.io Phone 
System or Ottspott. They allow you to get 
phone numbers in various countries, send 
and receive SMS, create a dedicated phone 
channel, automatically answer FAQ from 
callers and much more.

Meeting recording 
and playback
Skype for Business Online allows presenters 
and meeting organizers to record meetings.

With Slack, the recording options depend on 
the app you’re using. Slack doesn’t have an 
out-of-the-box video recording option.

You can once again use the Zoom app.

How to record Slack 
meetings using the Zoom app
1. Click the record icon on the right  

side of the command bar once the  
meeting begins.

2. Once the meeting ends, you’ll get a 
meeting summary, list of attendees and 
the meeting recording in Slack.

https://slack.com/intl/en-si/help/articles/115004062463-Zoom-for-Slack
https://slack.com/app-pages/teams-calls
https://zoom.us/phonesystem
https://slack.com/apps/A0MGACTEH-yodelio-phone-system
https://slack.com/apps/A0MGACTEH-yodelio-phone-system
https://slack.com/apps/A03HNR4NG-ottspott
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Alternatively, you can use other apps like 
Vidyard, which makes camera or screen 
recording super simple.

https://slack.com/apps/A0166HRL7E3-vidyard
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Search
Skype for Business Online has a rudimentary 
search function that allows you to find 
messages in conversations you’re part of.

It also allows you to retain meeting content 
(such as files, notes and presentations) for up 
to 15 days.

Slack has an intelligent search engine that 
allows you to search all public channels in the 
company and all your private conversations at 
the same time. You can search specifically for 
messages, files, people or channels. 

Slack gathers all the data in a knowledge 
repository that enables you to find files and 
conversations even years later.

There are more features that let you find 
what you’re looking for in mere seconds, but 
let’s see how to perform a basic search.

How to search in Slack
1. Click the search field at the top of Slack or 

type G (Mac) or Ctrl G (Windows/Linux).
2. If you’d like, narrow your results with a 

filter or search modifier. Then type what 
you’re looking for into the search field.

3. Select a suggested search result from the 
list, or press Enter to view all results.

Tip: To search in a specific conversation, type 
F (Mac) or Ctrl F (Windows/Linux) from 
any channel or direct message (DM).

Slack’s search is capable of much more, and 
we highly recommend you learn more about 
it here.

https://slack.com/intl/en-si/help/articles/202528808-Search-in-Slack#h_01F0CSM5EMXXG84XESQYVJYD15
https://slack.com/intl/en-si/help/articles/202528808-Search-in-Slack#h_01F0CSMHJABEQBQ1YEG4Y3YTWV
https://slack.com/help/articles/360017938993-What-is-a-channel
https://slack.com/help/articles/212281468-What-is-a-direct-message
https://slack.com/intl/en-si/help/articles/202528808-Search-in-Slack
https://slack.com/intl/en-si/help/articles/202528808-Search-in-Slack
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Collaboration
As a collaboration platform, Slack has plenty 
of features that improve the way teams work 
together. Here we’re going to cover only the 
ones that substitute Skype’s functions, but 
if you want to read about various use cases, 
check out this collection of articles 
on collaboration.

How to present your screen 
in Slack
Screen sharing is a core feature of 
communication and collaboration tools. 
Skype has it, and Slack has it as well.

Here’s how you present your screen in Slack.
1. During a call, any participant can present 

their screen by clicking the Share your 
screen icon. 

2. Select your full desktop or a specific 
application window to share, then  
click Share.

Slack also has a nifty feature that makes 
it easy to highlight things during screen 
sharing—it allows others and yourself to 
draw on your screen.

By default, your teammates can draw on your 
screen while you’re presenting. 
• To turn this off, click the group  

drawing icon. 
• You can also draw on your screen by 

clicking the pencil icon. 

Use this tool to draw attention to specific 
sentences, charts, data points or whatever 
else is important to call out.

Note: When you’re sharing a specific 
application window, you won’t be able to 
allow others to draw on your screen or draw 
on your own screen.

How to use a whiteboard
Skype for Business provides various web 
conferencing tools like a virtual whiteboard 
where meeting participants can arrange text, 
ink, drawings and images on a blank canvas.

In Slack, you’ll have to install an app such 
as Sketchboard.

Once you install it, it’s very simple to use it.

1. Type /sketch command into a channel or 
a DM to instantly create a Sketchboard. 
Whatever you type after “/sketch” will be 
the name of the Sketchboard.

https://slack.com/intl/en-si/blog/collaboration
https://slack.com/intl/en-si/blog/collaboration
https://slack.com/apps/A02NEMM42-sketchboard
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2. You can type “/sketch add @UserName” to 
add users to your Sketchboard team.

3. Click on the created Sketchboard and  
start sketching in real time together with 
other users.

4. Once you’re done, click the Share in Slack 
button, and your Sketchboard will get 
uploaded into the channel or a DM where 
you created it.

You can start with a blank board or use 
more than 400 ready-made Sketch shapes 
to create software design, flowcharts, mind 
maps and visual notes mixed with freehand 
drawings and images.

Alternatively, you can also use the Miro 
integration, which doesn’t create a 
whiteboard but makes everything easier if 
you’re already using this immensely popular 
whiteboard platform.

What integrations to use 
for collaboration
Skype for Business Online benefits mainly 
from its integration with the Office 365 suite. 
There are few other integrations available.

Slack on the other hand offers more than 
2,400 apps and integrations. You can find 
almost anything you need. 

There are also some Office 365 apps among 
them—namely Outlook Calendar, Slack for 
Outlook, Microsoft Teams, and OneDrive 
and SharePoint.

You can learn more about what Office 365 
integration can do here.

All Slack apps are divided into categories and 
strive to eliminate context switching.

There are general ones that will be used 
company-wide, like Google Drive, Atlassian, 
Asana, Dropbox, etc.

And then there are ones that will optimize 
the working processes of specific 
departments. Like Jira, GitHub and Jenkins 
CI for developers or Salesforce, Zapier and 
HubSpot for sales. 

Slack integrations allow you to really tailor 
Slack to your team’s needs.

https://slack.com/apps/A8VK125AS-miro
https://slack.com/apps/A8VK125AS-miro
https://slack.com/apps/AFV5ECLBZ-outlook-calendar
https://slack.com/apps/AFS3736H3-slack-for-outlook
https://slack.com/apps/AFS3736H3-slack-for-outlook
https://slack.com/apps/ARRK29W8N-microsoft-teams-calls
https://slack.com/apps/AJBCW09GU-onedrive-and-sharepoint
https://slack.com/apps/AJBCW09GU-onedrive-and-sharepoint
https://growscale.slack.com/apps/collection/office365-for-slack
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Connecting with 
external partners
Connecting with external partners was fairly 
simple with Skype for Business Online, and 
it’s even simpler with Slack Connect.

You’ve got two options.
• If you are working with one other person—

say on a contract or proposal—send them 
an invite to a direct message. You’ll be able 
to start messaging in Slack as soon as your 
partner accepts.

• If you need to work with more than 
one person—perhaps on a longer-term 
initiative or campaign—you can send 
an invite to collaborate in a channel. 
Depending on your settings, the invitation 
may need to go through admin approval.

How to send a 
direct invitation to 
an external partner
1. Click the compose button  next to your 

workspace name in the top left.
2. In the To: field, enter the email address for 

the person you’d like to invite.
3. Select Start a direct message from  

the menu.
4. Click Send Invitation.
5. Once they accept it, you’ll be able to chat 

with them in Slack.

How to create a channel for 
external partners
1. Click the + button next to Channels in your 

sidebar and click Create a channel.
2. Name the channel and tick the box at the 

bottom to share the channel outside your 
workspace. Click the Create button.

3. Now you’ll have the option to send your 
partners an email invite right from Slack,  
or copy the link provided and email the 
invite directly.

4. Wait for your partner to accept. Once your 
partner clicks the link, they’ll be taken back 
to Slack, where they can accept the invite 
and set up the channel on their end.

5. Get admin approval if necessary.

That will get you started with Slack Connect 
and make collaboration with your external 
partners easier than ever. If you want to learn 
more about the feature, click here.

https://slack.com/intl/en-si/help/articles/115004151203-A-guide-to-Slack-Connect
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Status, notifications 
and scheduling
How to set your status and 
availability in Slack?
Skype was one of the pioneers that allowed 
people to mark if they’re online, away or busy.

Slack allows you to set a status, which 
lets others know what you’re up to, and 
availability, which refers to the dot next to 
your display name that indicates if you’re 
active in Slack.

Here’s how you set your status:
1. From your desktop, click your profile 

picture in the top right.
2. Click the Update your status field.
3. Enter a status and select an emoji, or 

choose a suggested status option.
4. Click Clear after to choose when your 

status will clear.

5. Click Save.

Here’s how you set your availability:
1. From your desktop, click your profile 

picture in the top right.
2. Click Set yourself as away or Set yourself 

as active.

If you want to learn a bit more about status 
and availability, click here.

How to configure 
notifications in Slack?
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 notification settings.

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

2. Select Preferences from the menu to open 
your notification preferences.

3. Under Notify me about, choose your 
notification triggers.

4. To use different 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.

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

https://slack.com/intl/en-si/help/articles/201864558-Set-your-Slack-status-and-availability#desktop-1
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You can also set keywords to trigger 
notifications about topics that are important 
to you. Whenever someone uses one of your 
keywords in a channel you’ve joined, you’ll 
receive a notification and see the keyword 
highlighted in yellow.

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

2. Select Preferences from the menu to open 
your notification preferences.

3. Under My keywords, enter the words or 
phrases you’d like to be notified about.

There are more ways to configure your 
notifications—learn them all here.

How to schedule meetings 
in Slack?
Skype for Business Online can be integrated 
with the Outlook plugin, which allows you 
to schedule your online meetings through 
Outlook with a single click.

Slack also has integrations with various 
calendars, most notable among them being 
Outlook Calendar app and Google 
Calendar app.

Once you install them, both calendar apps 
enable you to:
• Create an event right from Slack using the 

shortcuts button.
• Automatically sync your calendar to your 

Slack status to let your team know when 
you are in a meeting.

• See a holistic view of your daily schedule 
from Slack.

• Get notified when an event is  
starting soon.

• RSVP directly to event invitations, get 
updated when an event’s details change 
and change your response as needed.

Here’s how to create a meeting directly  
from Slack:
1. From any conversation, click the shortcut 

icon  to the left of the message field to 
open the shortcuts menu. 

2. Find and select the desired calendar—e.g., 
Google Calendar—and click on it.

3. Click on Create event.
4. If you haven’t yet, connect your calendar 

with the calendar app. The app will  
guide you.

5. Fill in the event details and click on the 
Create button.

https://slack.com/intl/en-si/help/articles/201355156-Configure-your-Slack-notifications#desktop-1
https://slack.com/apps/AFV5ECLBZ-outlook-calendar
https://slack.com/apps/ADZ494LHY-google-calendar
https://slack.com/apps/ADZ494LHY-google-calendar
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Learn more about Slack
This guide covers all the basics you need to 
know in order to use all the features you’ve 
used in Skype for Business.

However, Slack offers much, much more.

If you want to see what you can do in 
Slack and how you can do it, visit the 
Slack help center.

If you want to discuss how to move to Slack, 
streamline your work processes, cut costs, 
reduce meeting time, eliminate knowledge 
silos and level up your collaboration 
company-wide: 

Contact Sales

https://slack.com/intl/en-si/help/categories/200111606
https://slack.com/contact-sales?campaign=ED6EB316-8BDB-436E-8AA5-721D61146D2E


About Slack
Slack makes work simpler, more pleasant 
and more productive. It’s a channel-based 
messaging platform for the enterprise that 
brings the right people, information and tools 
together to get work done. 

From FTSE 100 companies to corner shops, 
millions of people around the world use Slack 
to connect their teams, unify their systems 
and drive their business forward.

The preceding information is intended for informational purposes only, and not as a binding commitment. Please do not rely 
on this information in making your purchasing decisions. The development, release and timing of any products, features or 
functionality remain at the sole discretion of Slack, and are subject to change.
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