Convening chat on Mattermost

What is Mattermost?

Mattermost is an open source application for team collaboration, similar to Slack, for those of you
who have used Slack before. It runs on APC's server, so your conversations are securely stored and
data protected. Confidentiality is guaranteed as not even system administrators cannot have
access to your private conversations.

How to connect?

Simply click on https://mm.apc.org/convening and enter your username and password - the

same one you use at inside.apc.org and convening21.apc.orqg.

If you have forgotten your username and password, you can reset it using your registered

email address at inside.apc.org

To access Mattermost you can also use apps on your phone or desktop. Check available apps at

mattermost.com/download/#mattermostApps and use server name mm.apc.org and same

credentials when logging in.

You are all part of the '‘convening' team on the APC's Mattermost server.
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Once you login you will see channels (and direct messages) in a sidebar on the left.

Use [T] ALL Participants - Sea turtles to get updates on sessions and other announcements and
to connect with everyone at the convening.

Use Tech Support -Ocean park to ask for help from the tech team on any tech issues you might
be having. Someone in the tech team is always monitoring the chat.
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Below the channels, you will see your direct messages. You can send a direct message to any
person in the convening team, every APC member, partner, and staff participating in the
convening. You can send Direct messages to just one person or to multiple people at the same
time.

Click on the "+ sign to start a new conversation.
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Initiate a BigBlueButton session
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When you would like to have an instant voice or video chat, you can initiate it directly from
Mattermost.

Note: This feature works only inside the browser (and not in apps).

In the direct message select the BigBlueButton video camera icon at the top of the window.
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View Recordings

The information about BigBlueButton room will appear in the chat. Click on Join Meeting button
and BigBlueButton session will be initiated.

12:24 BigBlueButton: BoT Meeting created by @Maja K.

Attendees: [nvited avi to this meeting

When people join the session the message will display who joined

12:24 BigBlueButton: BoT Meeting created by @Maja K.

Attendees: majakraljic

Notify users about the message

When you want to reference someone in a conversation use @ followed by their username, ie
@shivi. That person will receive a notification and be informed about the conversation they are a
part of. This feature is useful in cases when you have direct messages with multiple people but you
want a certain person to be notified about the conversation.

@all and @channel notifies everybody in the channel
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Setup notifications

If you would like to be notified about new messages, you can set up your notification preferences
(with or without notification sounds). Click on three lines next to your name and select Account
Settings.
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Account Settings

Then go to Notifications tab and Edit your Desktop, Email and Mobile Push Notifications.
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Send a file

You can send a file by clicking on the clip icon , selecting the file and adding an optional message.
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