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Google Chat - Spaces

If you haven’t discovered Google Chat, you are missing out. The tech department uses this all the
time to communicate with each other and other people on campus. It is like texting, but it is easily
accessible within your email. Plus, it works well on mobile.

Anyway, we are going to discuss a specific part of Google Chat in this tip. Spaces.

Spaces is designed for group collaboration. It allows you to organize conversations into threads,
collect shared documents into a common space, collect and assign tasks, and install additional

apps for things like polls.

Setting Up a Space

Create a New Space

1. Visit mail.google.com
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2. Click on the “Chat” button in the left menu
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3. Click “New chat.”
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4. Click on “Create a space”
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5. Enter a name, and choose to add an emoji if you want to.

Create a space

Space name

0128

t is this space for?
Ogtimize your space with helpful settings and app su§gestions. Learn more

Collaboration

@ Collaborate on projects, plans, or topics.
Easily share files, assign tasks, and organize your conversations by

threads.
O Announcements
Broadcast and share updates with your group.
Access settings

&y Private ~
Only added people and groups can join

0O Allow external members to join
This cannot be modified after creation

Cancel Create



https://info.wftigers.org/uploads/images/gallery/2026-10/fcfG6DkT1aguCm3v-0b86dd7914982a3b3c19bf2b564132f36c6bdd49.png

6. Make sure to choose “Collaboration.” Announcements has a purpose as well, but it
isn’t what we are currently looking for.

Create a space

wd Technology Department

21/128

What is this space for?
Optimize your space with helpful settings an suggestions. Learn more

Collaboration

@ Collaborate on projects, plans, or topics.
Easily share files, assign tasks, and organize your conversations by

threads.
® Announcements
Broadcast and share updates with your group.
Access settings

) Private v

Cnly added people and groups can join

0 Allow external members to join
This cannot be modified after creation

7. The access settings section should USUALLY be left as it is. Again, there are
exceptions, but make sure you think about changing these carefully.
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8. Click create.
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Cancel
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Accessing a Space

1. Visit mail.google.com
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2. Click on the “Chat” button in the left menu
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3. On the left, click the name of the space you are looking to participate in.
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Add People To a Space

1. Inside a space, click the name of the space.
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2. Click on “Manage members”
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3. Click on the “+Add” button
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4. Type in the names of the people or groups you want to add to the space.

Add people or groups to 'Techrnology Department’

or groups

o Carl Clements
cclement@wftigers.org

© Andrea Ward
award@wftigers.org

o John Unger
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Cancel Add
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5. When you have everyone added, click on the “Add” button
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Cancel

Add An App to the Space (Using Polls)

1. Inside a space, click the name of the space.
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2. Click “Apps & Integrations.”
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3. Click on “Add apps.”
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4. Select the app of your choice from the list. I'm going to select “Absolute Poll” to allow
voting on questions in the Space.

Add apps to 'Technology Department’

. Absolute Poll X

Agora Software App
Chat bot for Agora Software

Aha! App
Send all roadmapping activity from Aha!

Al Force Reception App
Al Force Reception® 335 E B HBt TY
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Turn audio and video content to text

AlphaWriter App
Al copilot for writing amazing content
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5. Click the “Add” button.

Add apps to ‘Technology Department’
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Agora Software App
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6. Once added, you will often get a message from the app that provides instructions on
how to use it. For example, since | added the poll app, | can type: /poll and then hit
enter, I'll get a form. | can provide the requested information (I don’t have to put 4
options, and scrolling provides more settings), and when | “Submit,” I'll get a poll for

the users.
=

ks . Absolute Poll X

Enter the poll topic and up to 10 [ . Blank options will be omitted.
For scheduled auto close, € 5 minutes after poll created.
Topic “ /
7

Option 1 '/

Option 2

Option 3

Option 4
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Absolute Poll App 10:25AM + Edited

h Do you like this new spaces area?
|
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T —
v Show more
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':: Add Option j‘ Ii Close Poll j‘

Using a Space

Threaded Conversations"

When a message is posted in a space, replies become “threads.” This concept is just organizing
a conversation. Think about threads as topics of discussion.

To start a thread, it is as easy as sending a message. The magic happens on the replies.
1 min

This is a message that I'm expecting replies to. Maybe it is a question, maybe it is just an idea or
a thought that | expect other people to want to discuss.

G-) History is on . A O [ &

1. To reply, I'll hover my mouse over the message | want to reply to.
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2. I'll then click on the little word bubble icon

Cory Robbins 3 min
is just an idea or

This is @ message that I'm expecting replies to. Maybe it is a question, mayb
a thought that | expect other people to want to discuss.

3. You will now see a split screen with the main space on the left, and the thread on the

Thread = Follow

~
¢ 1 TestSpace a @ B
2 members + Private
hat Files Tasks B
R Cory Robbins 4 min
2 Message deleted by its author  Yesterday 9:39PM
This is a message that I'm expecting replies to. Maybe it is a question, maybe it is just an idea
Cory Rabbins added Test Teacher or a thought that | expect other people to want to discuss.
@ CORY ROBBINS TURNED HISTORY OFF
® | Reoly A QOB

Messages sent with history off are deleted after 24 hours
(& CORY ROBBINS TURNED HISTORY ON
Messages sent with history on are saved

Today

Absolute Poll App 10:25AM = Edited

h N h Do you like this new spaces area?
¥ Posted by Cory Robbins

Yes ~
INEINENENI NN

~ Show more

No
o

Undecided
o

~

- - s ™
C Add Optien I Close Poll )

Cory Robbins 4 min
This is a message that I'm expecting replies to. Maybe it is a question, maybe it is just

e an idea or a thought that | expect other people to want to discuss.
@ History is on
4. I'll then type my reply in the RIGHT side reply box.

Thread Follow

Cory Robbins 5 min
This is a message that I'm expecting replies to. Maybe it is a question, maybe it is just an idea

or a thought that | expect other people to want to discuss.

You are too right! This is a message that | felt like | should reply to!|

®
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5. when I’'m finished typing, I'll hit enter, or I'll click the airplane icon.

Thread Follow

Cory Robbins & min

This is a message that I'm expecting replies to. Maybe it is a question, maybe it is just an idea
or a thought that | expect other people to want to discuss.

@ You are too right! This is a message that | felt like | should reply to! A O [ o


https://info.wftigers.org/uploads/images/gallery/2026-10/xoJgqiDfxNsY9V59-936505cceebf1ff8c4cb84b65c8c4b00ed21e0f4.png

6. This does two things. First, it adds a reply indicator to the original message. Clicking

on that will open up the thread. Second, it adds the response under the original
message to the right side of the screen.

Cory Robbins 8 min

e This is a message that I'm expecting replies to. Maybe it is a question, maybe it is just
an idea or a thought that | expect other people to want to discuss.

1reply effp—
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¢ 1 [TestSpace v Q @ B Thread  Following

2 members - Private
Chat Files Tasks B
— Cory Robbins 9 min

Cory Robb dded Test Teach
ory Robbins saded fest feacher This is a message that I'm expecting replies to. Maybe it is a question, maybe it is just an idea

1§ CORY ROBBINS TURNED HISTORY OFF or a thought that | expect other people to want to discuss.

Messages sent with history off are deleted after 24 hours

1repl

( CORY ROBBINS TURNED HISTORY ON Py
Messages sent with history on are saved

Today You are too right! This is a message that | felt like | should reg

Absolute Poll App  10:25AM = Edited

. ® | Reply AQ@B LB
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FHTI———
~ Show more

EO \( vote )
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(_addoption ) ( GlosePoll )

Cory Robbins & min

e This is a message that I'm expecting replies to. Maybe it is a question, maybe it is just
an idea or a thought that | expect other pecple to want to discuss.

1reply 2min

@ History is on

>
©
®
53
2]

Viewing All Space Threads

To view all of the treads that are in a space, click on “Threads” in the top right corner of the
space.

Q_ Search in chat ® Active (D & i EWFPS

« 1 TestSpace ~

2 members - Private

Q [a) B Threads

Chat Files Tasks

This will open your screen in a split view, and you will be able to see all of the threads for the
space on the right side of the split.
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Quoting Conversations

Sometimes it is helpful to quote a message.
Please note that this will NOT create a thread.

1. To quote, I'll hover my mouse over the message | want to interact with.
1unread 1reply 6 min gj\

Test Teacher 2 min . @ =B G?‘-__,_____

o
u This also might be a comment people will reference and reply to.

@ History is on . A [ &

2. You will see the quoted message and a reply box.

(@) Test Teacher X
This also might be a comment people will reference and reply to.
(®  Youknow, when you said this, it really made me think... . A O M & B

3. Press enter or hit the airplane button.
This will result in a message with the quoted text above what you sent.

LU TTTTY

@ Test Teacher
This also might be a comment people will reference and reply to.

You know, when you said this, it really made me think...

Knowing When There Is a Message

There are two primary indicators to let you know you have a new message in a space.
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First, like your email, the chat icon will show the number of unread messages you have waiting

for you.

- M Gmail
99+

] /7 Compose
Mail /
l'_.nl Ed Inbox
S ¥ Starred

(h (O Snoozed

il

Second, in the bottom left corner of your email inbox, there will be a stack with the icons of the
spaces you have unread messages in.

Adding Drive Files to a Space

Of course, you can share a file like normal, but it is often helpful to have files in a collective

area along with communication.

1. Inside the space, click the circled plus button next to the message box.

@4—9;—:—;( =TT
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2. Click the “Google Drive” option.

Q, Find apps

WORKSPACE

L Google Drive

Attach and crgate Drive files

e E Calendar invite

INSTALLED APPS

- Absolute Poll
' Poll/Vote app inkhe chat space

e Z View more apps for Chat

@ History is on

JE
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3. If the file already exists in your drive, click on “Attach a Drive file.” If you want to
create a new file and automatically share it with the members of the space, choose
one of the other options.

< L Google Drive ec
e
@j Attach Drive files
B Google Docs

Google Slides

Google Sheets

(®) | Historyison

You will then be prompted to pick the file you want to share or to add a name for the new file
you are about to create.

Share new document
This document will be saved to My Drive and shared with the space.
Current and future space members will be able to edit.

New Space Collaboration Dol

If you created a new document, that will open in a split view, but whether the document is new
or attached, you will get an icon, and in the lower right corner of the icon, it will allow you to
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open it in split view.

You (via Docs) 3 min

B New Space Collaboration Doc 0

¢« 1 TestSpace v Q@@ B New Space Collaboration Doc & share (4 X

2members - Private
Chat  Flles  Tasks © o 10% - | Nomaltext - | Adal ~ - [f]+|B 7 U A 2 o ; 7~
Cory Robbins added Absolute Poll Agp

2 Messoge deleted by ts author  Yesterday 9:39PM

*

Message deleted by itsauthor  Yestrday 939PM
o 4 v | @ Meetingnotes  © Emaildraft &3 Calendar eventdraft @ More

Gory Robbins added Test Teacher
1 YOU TURNED HISTORY OFF
Messages sant with history off are daleted after 24 hours

© YOU TURNED HISTORY ON
Messages sent with history on are saved

Today

© only visiblatoyou
1020AM

Ipoll
Absolute Poll App  10:254M  Edited

ot psc et
8 Posted by Cory Robbins

Yes ,
[ T
-

+ Showmore

No o)
N (Cvote

Undecided )

(aacpion ) (esepol )

© only visiblatoyou
39min

spoll
s4min
This is a message that I'm expecting replies.
to. Maybeitis a question, maybe itis just an
idea or a thought that | expect other people
towant to discuss.
tunread 1reply 28 min @
TostToacher 24 min

and reply to.

20min

@ Testrescher
“This also might be a comment people will

reference and reply to.

You know, when you said this, it really made
me think..

Test Teacher 1 min

® reoe

You (via Docs) 7 min

(0]
o

3 New Space Collaboration Doc

@® | Historyison . 0B & ®

There is plenty more you can do inside of Spaces. Hopefully, this is enough to get your
collaboration efforts started though!

Originally posted by Cory Robbins on the West Fork Technology Hub (2024-03-08).
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