
Post a message in Slack 
 
Start a new thread (conversation) 
Add to an existing thread 
Edit your message 
Delete your message 
 

Start a new thread (conversation) 
 
1. After you’ve logged in to Slack, on the left side of the screen under ‘Channels’, click on the 
channel you want your message to appear in. 
# general-chat - For all general Scrabble-related items. 
# news-n-announcements - For tournament entry forms, results, important announcements. 
 
You’ll see your selected channel’s name at the top of the main window. 
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2. In the box at the bottom of the screen, start typing your message. If the message is urgent or 
particularly important, you can notify people by typing: 
@here - Notifies everyone currently logged in to Slack who is in the channel 
@channel - Notifies everyone in the channel, whether they’re currently logged in or not. If 
they’re not logged in they’ll get an email notification if they’ve set them up (see ​Get Slack to 
notify you of new posts​ for how to do this). 
@everyone - Same as @channel, but only available in the #news-n-announcements channel 
(the only channel that everyone is a member of). 
@username - Notifies the individual whose username is ‘username’. 
 
Press Enter when you’ve finished your message. 
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https://docs.google.com/document/d/1pBr6UMQDtChf3jP5If7xZ45lBNX9xt84fufHAKMN9nI/edit
https://docs.google.com/document/d/1pBr6UMQDtChf3jP5If7xZ45lBNX9xt84fufHAKMN9nI/edit


Add to an existing thread 
1. If you want to respond to someone else’s comment, hover to the right of the name of the 

original poster. A few images will appear. Hover over the 2nd image. You’ll see either ‘Start a 
thread’ or ‘Reply to thread’, depending on whether anyone else has added a response. Click 
the image. 

 

 
 
2. A new column will appear on the right side of the screen, entitled ‘Thread’. Scroll down to the 
bottom of that new column and add your comment in the box. Click Enter. 
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Edit your message 
 
1. If you post a message and subsequently want to edit it, hover over the message to the right 

of your name. You’ll see some images appear. 
 

 
 
2. Click on the 3 dots. Select ‘Edit message’. 
 

 
 
3. Make your changes, then click ‘Save Changes’. 
 

 
 

4 



Delete your message 
 
1. If you want to delete a message, hover to the right of your name on the message until the 

images appear. Click the 3 dots. 
 

 
 
2. Click ‘Delete message’. 
 

 
 
 
END 
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