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Receiving Notifications in an Instant
Messenger

Published on 05/08/2023

o This page focuses on the Slack and Teams instant messaging services

In a work day that involves a lot of communication, it's crucial to know when a work item is ready for you.
While email has long been a staple of business communication, many teams now prefer instant messaging
services. As both methods are still important, it's useful to have a strategy that allows you to receive email
notifications within instant messaging services.

How Does It Work?

This strategy uses two different technologies from instant messengers and email providers.

¢ Instant Messenger-provided email addresses* - Generate a unique email address that
emails can be directed towards.
¢ Email rules or forwarding - Direct emails to be automatically deleted, moved to different

folders, or, in this case, forwarded.

*Not all instant messaging services allow for this capability.

You can also use Lytho's Zapier integration (https:/guide.lytho.com/help/zapier-login) tO Create
integrations in additional spaces.

Generating an Email Address in an Instant Messenger

Slack

Start by clicking on your portrait in the top-right corner of the screen and selectPreferences from the
dropdown list.
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Clear status

Set yourself as away

Pause notifications

Profile

Preferences

Downloads Ctrl+Shift+)

Sign out of Lytho

On the left navigation bar, selectMessages & media. Scroll all the way to the bottom and select theGet a
Forwarding Address button.

Preferences

Convert my typed emoticons to emoji, so :D becomes e
\ Notifications R i, .
Show one-click reactions on messages
(@ Sidebar
@ Themes Here
Z! Messages & media
Marcel Gherkins 2
Language & region | just reviewed it, and I'm ready to provide feedback

= Accessibility

) ) ) Inline media & links
7 Audio & video
Show images and files uploaded to Slack
& Connected accounts
Show images and files from linked websites

3 Privacy & visibility 'NEw Even if they're larger than 2MB

i Advanced Show text previews of linked websites

Bring emails into Slack

You can upload any important email to Slack by forwarding it to a unique
email address. Slackbot will deliver the email, and you can keep it private or
share it with your team.

Get a Forwarding Address

o Any emails sent in through this general forwarding address will appear in the
Slackbot channel under Direct Messages.

Alternatively, if you want your notifications to go into a specific Slack channel, right click on the channel
you'd like and select View channel details.
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* (Channels

# announcements
— " . . L |
Open in split view g

View channel details

¥

Copy

Mute channel

Change notifications
Just entions

Move channel

In the new window, navigate tolntegrations and then Send emails to this channel.

# announcements
v £\ Get Notifications for @ Mentions ~ 63 Huddle ~

About Member: Integrations Settings

Workflows

Automate the tasks and processes unigque to your
team, no coding required.

Add a Workflow

Apps
Bring the tools you need into this channel to pull

reports, start calls, file tickets and more.

Add an App

Send emails to this channel
Get an email address that posts incoming emails in this channel.

You will not see Send emails to this channel if you do not have the necessary permissions
assigned to this channel.
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Select Get Email Address to generate the forwarding address for this channel.

Send emails to # announcements

Emails sent to this email address will be posted in the #offtopic channel.

Get Email Address

Teams

From the left navigation bar start from Teams. From your list of channels, identify the channel that should
receive the forwarded emails and select the elipses [...] button. From the drop down menu, selectGet
email address.

- Teams = Lytho Email Notification:

Activity

Your teams

~ Everyone
/_\I

hat General
— Lytho Email Motifications
Calendar Q Channel notifications
D ,{) Pin
File
’®  Hide
£33 Manage channel
1 Get email address
Apps 2 Get link to channel

/7 Edit channel

Forwarding Emails from Your Inbox to Instant Messenger

Now that you have your instant messenger's forwarding address, you'll need to create rules in your email
inbox to forward all Lytho emails to that address. Make sure you have it readily available for the next step.

Outlook

o We recommend that you create these Outlook rules in theOffice365 (https://mmww.office.com/) portal
instead of the Microsoft Office desktop application even if you primarily use the desktop
application. Rules created in the application only run while the application is open while rules
created in Office365 will always run.

Under the Home tab look for Rules. If you are using a smaller screen, it may be hidden under theMove
button. From there, select Create Rule... .
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File Home Send / Receive Folder View Help Acrobat Search
= 00 ° B | gfp | Esee ) Mo~
B « LD EEHe B oEE

™ Team Email =

»

New New | Schedulea StartInstant Delte Archive | Reply Reply Forward Shareto
Al

Email ltems~ | Meeting~ Meeting ~ B~ | Teams 13 Send to OneNote

New Zoom Delete Respond Teams Quick Steps ] Move

5 - =
(IMove :I @ EE Categorize ~

[ Rules ~ B

fccinn |lareadf =

Always Move Messages From: noreply@lytho.com

% Create Rule...

¥ Manage Rules &
noe 7 ) Create Rule
Create a rule based on the sender or
recipients of this message to always
move mail to a specified folder,

The prompt that appears will allow you to send emails to other folders, but will not allow us to forward to
our instant messenger. To do that, select Advanced Options... .

Create Rule >

When | get email with all of the selected conditions

|:| From 5lack
[JSubject contains | Bring important emails into Slack
[sentto ‘Christy Druck@truesoap.com e

Do the following
DDispIayin the Mew ltem Alert window
|:|Elay a selected sound: Windows Motify Em » | ] Browse...

|:| Move the item to folder: | Reviews Select Folder...

OK Cancel ‘ Advanced Dptinns..L\\L

The Rules Wizard menu will allow you to create rules for a variety of scenarios. For this rule, we want all
emails coming from noreply@lytho.com to be forwarded. Select the top option "from __". This name will
be different depending on the email you were looking at when creating the rule.

In the box at the bottom of the Rules Wizard, labeled Step 2, click on the highlighted sender name. This will
open up your Outlook Address Book where you can select from a saved email or key in an outside
recipient email. Type in noreply@lytho.com and select OK.
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v notifications in Lytho DAM

P Lytho <noreply@Ilytho.com=>

To @ Tyler

there are problem

Lyt

Hi Tyler,

You have 1 n

Rules Wizard

‘Which condition(s) do you want to check?
Step 1: Select condition(s)

¥ with New notifications in Lytho DAM in the subject
|] sent to Tyler Biehl

|[[] with Mew notifications in Lytho DAM in the subject or body
|:| through the specified account

|[] sent only to me

\[] where my name is in the To box

|[] marked as importance

|[] marked as sensitivity

\[[] flagged for action

["] where my name is in the Cc box

|:| where my name is in the To or Cc box

5|:| where my name is not in the To box

|:| with specific words in the body

|:| with specific words in the message header

|[[] with specific words in the recipient's address

|:| with specific words in the sender's address

|[[] assigned to category category

Step 2: Edit the rule description [click an underlined value)

Apply this rule after the message arrives

Tl

Finish

If you only want certain emails to be sent, use thewith specific words in the subject or
body option. Lytho emails contain phrases such as "submitted their review" or "replied to your

comment" that can be targeted by your rule.

Click Next at the bottom of the Rules Wizard to bring up the intended action(s) the rule will take. Following
the same process for setting the recipient, select forward it to people or public groupand click on
people or public group from the bottom box titled "Step 2".

Paste the forwarding address you generated from your instant messenger into the text box at the bottom

and select OK.
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v notifications in Lytho DAM

P Lytho <noreply@Ilytho.com=

" To @ Tyl
o Y Rules Wizard X

there are problem|
‘What do you want to do with the message?
Step 1: Select action(s)

["] move it to the specified folder LS
[] assign it to the cateqory category

[] delete it

[] permanently delete it

[] move a copy to the specified folder

L c d it to peaple or public group as an attachment
[] redirect it to people or public aroup
["] have server reply using a specific message
[] reply using a specific template
— [] flag message for follow up at this time [—
[7] clear the Message Flag
[] clear message’s categaries
Hi Tyler, [] mark it as importance
[] print it
[ play a sound
[ mark it as read
[] stop processing more rules B

You have 1 n{
Step 2: Edit the rule description [click an underlined value)

Apply this rule after the message arrives
from noreply@ytho.com

View notifica|

Cancel || < Back || Mext = || Finish

Select Finish to set the rule for all future email notifications.

Gmail

From your inbox, click on the slider bar icon found at the end of theSearch mail bar.

Q  Search mail Er
——— ]
Show search options
O- ¢
[l 3% noreply Inbox Lytho Workflow Notifications Digest - Your notifications for the pa:

Enter noreply@lytho.com in the From text box and select Create Filter at the bottom of the prompt.
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From noreply@lytho.com,
To

Subject

Has the words

Doesn't have

Size greater than - MB -
Date within 1day - ]
Search All Mail -

[0 Hasattachment [] Don'tinclude chats

Create filter
»

o If you only want certain emails to be sent, use theSubject and/or Has the words options.
Lytho emails contain phrases such as "submitted their review" or "replied to your comment"
that can be targeted by your rule.

From the next list of options selectAdd forwarding address.

When a message is an exact match for your search criteria:

Skip the Inbox (Archive it)
Mark as read
Star it

Apply the label: Choose label... ~

o oooag

Forwardit  Add forwarding address

This will bring you to a Settings page where you'll click Add forwarding address a second time. Key in
your address and select Proceed on the confirmation box.

-

Settings
General Labels Inbox AccountsandImport Filters and Blocked Addresses Forwarding and POF

Chat and Meet Advanced Offline Themes

Forwarding: Add a forwarding addres%l
Learn more
Tip: You can also forward only some of your mail by creating a filter!
POP download: 1. Status: POP is disabled
Learn more O Enable POP for all mail

You'll be asked to click on a hyperlink or enter a verification code that were sent to your instant messenger
to confirm the connection.
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Follow the instructions in the sent message to finalize the connection for Gmail. Make sure to select the
Forward a copy of incoming mail tooption and set Gmail's follow up step.

Forwarding: ) Disable forwarding
Learn more @ Forward a copy of incoming mail to | YourSlackForwardi il om v ‘ and \ keep Gmail's copy in the Inbox v

Add a forwarding address
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Have a friend who could benefit from Lytho? Refer them and get a $200 gift card!
(https://www.lytho.com/share-the-lytho-love/)
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