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_, The following is a guide for the Chat Workspace within comm.land
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Search Yesterday at 1:23 PM
v CHANNELS + i )
e Hey Jim, had a couple of questions around the Burger of the Day?
#Burger [ 1] Gene B Yesterday at 1:23 PM
Oh, yeah and what is that?
v DIRECT MESSAGES +

Yesterday at 2:58 PM
@ Gene B

Today at 8:35 AM

Hey sorry, | had to leave early yesterday, just getting back to this.

e My question is, what is the new burger of the day going to be next Thursday?

Gene B Today at 8:35 AM

Going to be a burger with a fried egg and bacon on it. Will be tasty, still coming
up with a cool name. Will have to get back to you.

© Todayat 836 AM

o Sounds good

Gene B Today at 8:37 AM

® | Type your message ®

Desktop Notifications

With Chat workspace, communicating with your team is now a breeze. Right within
comm.land you can easily send/receive messages amongst your team.

Couple of items to currently note about the Chat Workspace
o Currently, only available in the Shared Hosted environment.

o Chat workspace is a la carte, so not every user in the account needs to have chat

o Chat workspace is $1/user per month.
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How to get Chat Workspace?

In Monster Ul - You will go to the “Desktop Integration” app

&

Desktop Integration

From there, select user access, you will see everyone on the account, simply slide the
chat to enabled to activate the chat workspace for that user.

| MUST have at least comm.land enabled as well

Home User Access

Search Q
FIRST NAME |2 LAST NAME ENABLE? WEBPHONE CHAT
Homer S
Show 10 ~| entries 1-60f6
The basics
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+ Desktop Notifications:
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Chat Workspace

Get notified when someone sends
you a direct message or mentions
you in a conversation.

Hey sorry, early

s, what s the new burger of the day going to be next Thursday?

Going to be a burger with a fied egg and bacon on it Will be tasty,still coming.
up with a cool name. Will have to get back to you.

@ 10/137203

‘:'_"l i, Jl wee
o Sounds good '“-‘l

Gene B 10/13/2023

Desktop Notifications

Oh, yeah and whatis that?

Direct Messages (DMs):

Direct Messages are private
conversations between two
individuals or a specific group of
people in the chat workspace. They
allow users to communicate directly
without involving others who might be
part of a larger channel. DMs are
typically used for confidential
discussions, quick questions, or
conversations that don't need to
involve the entire team.



Hey Jim, had a couple of questions

e around the Burgerof the Day?

Gene B 10/12/2023

©Oh, yeah and what is that?

10/12/2023

10/13/2023

Hey sorry, | had to leave early yester-
day, just getting back to this.

My question is, what is the new
burger ofthe day going to be next
Thursday?

Gene B 10/13/2023

be a burger with a fried egg and
it. Will be tasty, still coming up
ol name. Will have to get back to

Yo
© /132023
Sounds good
1reply
GeneB 1011312023
@ | Type your message ©)
= " cChat e
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— GeneB
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Thread [<]

e Sounds good

Gene B 10/13/2023

1reply
Thisis a thread
Today at 7:44 AM
@ (v your message @)

halthat is too funny!

Threads:

Threads are a way to keep
conversations organized within a
channel or a direct message. When
someone replies to a message within
a channel or DM, it starts a thread.
Threads help keep the main
conversation clean and focused.
Users can follow or unfollow threads
based on their interest or relevance
to them, which helps in managing
notifications and reducing clutter.

Channels:

Channels are dedicated spaces
within a team chat client where team
members can communicate,
collaborate, and share information
based on specific topics, projects,
departments, or interests. They serve
as virtual rooms where discussions
are organized. Channel members
can be set by admins and the
channel organizer.



_‘ Usage Tips:
+ Use DMs for one-on-one or small group private conversations.
o Start threads to keep main channels or DMs tidy and focused.

« Utilize channels to organize team communication around specific topics,
departments, or projects.

Yes, it has emoji’s in chat and for reactions:

O e PO @B

Hey sorry, | had to leave early yesterday, just getting back to this.

e My question is, what is the new burger of the day going to be next Thursday? “‘

Gene B 10/13/2023 Search
Frequently Used
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Smileys & People
© © © © © ¥ W
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Channels
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To add a channel, select “New channel”
set the name and members. Then save
the channel. The channel owner and all
admins will be able to edit channel after

creation.

Search

¥ CHANMELS

# Burger

The channel owner and all admins will be
able to edit channel after creation. The
edit icon at the top of the channel will
only show to owners and admins. To edit

the channel, simply select the edit

channel button and change your settings.

DMs

To start a new message,
select “New direct message”,
select the user(s) you wish to
send a message to. You can
add multiple users to a direct
message, however, we
recommend perhaps thinking
about making a channel as
you have more editing ability.

Chat Workspace
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~  CHANNELS

# Burger

~  DIRECT MESSAGES

@ GeneB

Creating a New Channel

Channel Name Channel Members (0)

ers, numbers, hyphens, and underscores allowed

Channel Access
Select users to grant them access to this channel

Search users

User. Role Last Active

Gene B 10/13/2023

# Burger | #

Creating a New Direct Message

Direct Message Members (0)

Direct Message Access
ct users to grant them access to this direct message

User Role LastActive

GeneB 10/13/2023

Search users



Once a DM is started it
remains, it cannot be edited.

Hey sorry, | had to leave early yesterday, just getting back to this. © * = pjy
o My question is, what is the new burger of the day going to be next Thursday? Flag
Gene B 10/13/2023 Mute
Goingtobeaburge  Edit Message 1t
up with a cool nam au
Delete

Within your channels or DMs, you are able to do various options to the messages.
Pin:
¢ Pinning a message involves placing it at the top of a conversation or channel for

easy access. Pinned messages are typically important or relevant information
that users may need to refer to frequently.

Flag:

¢ Flagging a message involves marking it for attention or follow-up. This feature is
useful when you want to draw attention to a particular message or mark it as
important for later review.

Mute:

e Muting a conversation prevents notifications from that specific source. Users can
choose to mute a conversation temporarily to avoid being alerted for every
message, especially if it is a busy or less relevant channel.

Edit Message (your own message or admins only):

+ Editing a message allows the user (or administrators) to make changes to the
content of a previously sent message. This is useful for correcting typos,
updating information, or clarifying a statement.
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Delete (your own message or admins only):

+ Deleting a message removes it from the conversation or channel. Users can
delete their own messages for various reasons, such as correcting errors or
retracting information. Administrators have the authority to delete messages for
moderation purposes.
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