
In the slack desktop app, click the dropdown for the workspace (near top left corner)

 ← click preferences

 ← ensure this is 
set to your 
preference

← enter any 
additional 
keywords as 
necessary (i.e. 
update, 
nationals, 
convention, …)



scroll to the bottom of the preferences page

← click this button. It will 
open your web browser

in the web browser, you’ll see a page like this:

← update this to your 
preference. If you prefer 
emails, I recommend 
updating it to the `within 
15 minute` option

I recommend having the 
mobile slack app installed. 
While you’re on the above 
web page, I recommend 
updating this setting


