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Purpose and utilization tools

Reduce wasted effort by optimizing 
contact methods and data management

・Duplicates and omissions occur because the tools for personal and group messages are not unified and organized.

・Because we can read the data only at the present time, it is not possible to know what kind of discussion was made to the present.

・Because it is operated with Microsoft Office data, it is not possible to know where the latest is or who is updated.

Utilization tool

Operation methods 
and issues so far

・Group Chat

・Personal Chat

・Short-term 

data management

・Long-term data management

・Control of Data version

Google Docs
・Share data

・Work together

Microsoft
Office

Mailing List

FB Messenger

Work
together



Initial setting of Slack 

①Accept the invitation 
e-mail and join Slack ②Setting your profile

③Connecting with 
Google Drive Download Apprication

Smart Phone

iOS

Android

PC

Mac OS X

Windows

1.Paste the link to the file you 
want to share in the message 
field and press Enter to send.

2.Slackbot will display a message 
(only you can view) asking for 
permission to read and import 
the file. (If you click Yes, you can 
skip this step from next time).

3.If you give Slack read 
permission for the file, the 
contents of the file will be 
previewed.

Language Setting

1.Click the workspace name at 
the top left of your desktop 
screen.

2. Select "Preferences" from the 
menu.
3. Select the “Language & 
Region” tab.
4.Select your language.

Compatible with each medium 

https://get.slack.help/hc/ja/articles/208401947
https://get.slack.help/hc/ja/articles/207691318
https://get.slack.help/hc/ja/articles/207677868
https://get.slack.help/hc/ja/articles/209038037-Slack-for-Windows


How to use slack (Basic)

Creat a channel

Please fill the name, description 

and invited guest of channel

Please make this channel is 

Private or not.

Attach File＠ Mention Someone

Reply

You can select a file from the 

+ mark, or drag and drop the 

data to send the file.

Click the @ mark to select any 

member or enter it directly to 

notify the member you 

mentioned.

The reply using the thread 

function will be linked to the 

original message, and the 

notification will be sent only to 

the members who are replying 

to or following the thread.



Slack’s four handy functions

You can display and set various information of 

the channel.

Star Pin to channel

Copy Link

If you click on the star, you can see 

it in a list when you press the star 

mark on the upper right. It's your 

own, so it's a good idea to mark 

your To Do.

If you select pinning from the "..." mark, it will always be 

shared with all channels, so it is suitable for permanent  

notifications. You can also use it as a ToDo for all channels.

When you resume the previous conversation, 
the following will be displayed, making it easier 
to remember the previous conversation. In 
addition, you can share the content of the 
conversation with members of other channels.

「i｣ button


