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What are Slack Lists? How to useit to organize
work?

Slack, the communication platform, is taking a cue from Notion and starting to dabble in the productivity space.
So how can its Lists feature help you organize and get work done?

What are Slack Listsand how do they work?

Slack Listsisafeature primarily aimed at task management. Lists helps turn Slack from a messaging app into a
basic productivity tool that can help keep track of more structured data.

Name Date

Check progress on latest tasks 07/02/2024
Update bug tracker 07/05/2024
Contact new clients 07/08/2024

+ Add item

+ Add Item

If you're familiar with databases in Notion, you'll find Slack Lists easy to understand and use. Each Listisa
highly configurable group of items. For example, you can add fields to the List so that they can be used to attach
priority levels to received messages.

Y ou can aso add commentsto List items, separate from other Slack messages. This can help promote focused
discussion while keeping main channels less cluttered and useful to a broader group.

What can you do with Lists?

The built-in templates give some ideas of what you can do using Lists. These include:
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1. Project tracker.

2. Quarterly planning.
3. Request for help.
4. Error tracking.

List isaflexible collection of items that you can tailor by defining your own fields and designing custom views.
For example, project trackers can use items that have a priority field with star rating, assignee, and due date. Y ou
can group such tasks by status and filter them by priority to focus on those that need to be done urgently.

Templates

Project tracker

Quarterly planning Project tracker

Feedback

Help requests Task Status

Bug tracker X
Double check office supplies Not started

Backlog

Deal tracker Confirm coffee vendor at new...  Not started
Finalize seating chart In progress
Onboard new security staff In progress
Print welcome banner Blocked
Garage access keys Blocked
Secure lease Done
Order new furniture Done

Description Assignee Due dat
Move remaining supplies ... B Zoe Maxwell

Make sure everyone has ne.

Get approval from team .. @ sara Parras

Contractors are already on ...

Design team is booked £ LisaZhang

Building manager is out of ...

Legal team ready to review

Need 10 new workspace ..

Project tracker
Manage and monitor work as a team
a¥ By Slack

Use Template

But Lists are not too heavy. Y ou can add any message to the List, so it's a great way to keep track of important
details. Use agroup as a common messaging group and you'll never lose important Slack conversations again.

How to createa List and add itemsto it

List functionality is gradually rolling out to all Slack users and may vary between Workspaces.

CreatelList

Follow these steps to set up your own List:

1. Select More > Listsfrom the side menu.
2. OntheListspage, click the+ New List button .
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Stay on track with lists

Collaboratively manage projects, prioritize issues, organize requests and more. See how
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Project tracker Quarterly planning Feedback
anage and monitor wor Plan all your projects out over th ter Gather feedback from

Tip : By default, thiswill set up anew blank List but you can also select one of the many templates from the | eft
menu and click Use Template to create alist.

Add item

When List opens, you can:

1. Click + Add item at the bottom of the List to add a new blank row.
2. Click the + Add Item button at the bottom right of the List window to add a new item using the form
interface.
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A new task
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+ Add Item

Y ou can aso add any message to the List as anew item:

1. Locate the message you want to add to the List.
2. From the floating menu, select Add to list .
3. Select an existing list, then click Add or Create New List .
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To-do

Bobby Jack - Last viewed today

Create New List Cancel Add

Customizea Slack List

By default, Lists are great for simple message tracking and templates for many common situations. However,
you can adapt List to avariety of situations by adding your own fields and setting up views to display List data.

How to add and define a field

To add your own field to an existing List, follow these steps:

1. Open List.

2. Click the + (Add field) icon in the top | eft of the table.

3. Enter aname and select afield type.

4. You can define additional fields based on the selected type.



Di | Assigned to

Field type

& People

Allow multiple selections

Show names

Default

B Bobby Jack (you) + Add Item
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How to change List view
To change an existing List view:

1. Click theicon of three dlidersin a column.
2. Switch Layout between Table and Board for two main views.
3. Click other options - like Filter or Group by - to change how the List is displayed.

Q Filter by field..

Dot @ Date
Completed

Y ou finished reading the article "What are Slack Lists? How to useit to organize work?" edited by the
TipsM ake team. We hope this article has provided you with many useful tech tips and tricks. Y ou can search for
similar articles on tips and guides. Thank you for reading and for following us regularly.
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