Digital Conversations
how to post

Once Digital Conversations is set up on your Team, all team members can create and post their own Digital Conversations. 

Post a Digital Conversations message to share articles, news or information as a digital avenue of relevant topics! Use the template provided in S:\Global\Digital Conversations as the background and then add a custom message to highlight a subject matter! The templates are blank canvasses for you to express your creative, fun, informative, and motivating ways to share information and initiate conversations among your teammates.

How to create a post: 

1. In the Digital Conversations Channel, click “New Conversation.” 
(towards the bottom of the page)
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2. A text box will appear. Click on the A with the brush in the lower left corner and it will expand to a larger box.
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3. At the top left corner, click the New Conversation and change it to Announcement. 
The format of the text box changes.
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4. First, you’ll want to write out your message and tag anyone in your Team that you want to specifically call out. Type your title in the “Type a headline” and a sub header with a description. You can use @<name> to mention your team member or the whole team.
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5. Next, you’ll want to add one of the formatted backgrounds available in the Global drive. To do so, click on the photo icon on the right side.
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6. Upload an image to have as the background and adjust it to fit a section. You can go to S:\Global\Digital Conversations to drag and drop a wide selection of SFO backgrounds (refer to the last page for the SFO backgrounds you can choose from). Decorate your post creatively with different fonts, messages, gifs, and stickers too.
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7. When you are finished, click the send arrow on the bottom right. Your colleagues can react and respond. You are done! 
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PRO TIP: Manage your channel notifications and choose All activity to always know when a new post comes!
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Thanks for everything you've done in 2020! Onward and upward!
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