
Google Chat & Spaces
Enterprise Applications Group, UCD IT Services



Today’s session

● The Digital Office initiative
● About Google Chat and Spaces
● Chat settings
● Space Settings
● Creating a Space
● How to use your Space
● Setting Tasks in a Space



Digital Office 

● A toolkit of UCD IT Services resources to 
help you complete your online office 
tasks

‘Common tools for common tasks’

● Three themes:
○ Time management and calendaring
○ Collaborating and communication
○ File storage and sharing

Website: www.ucd.ie/digitaloffice | Join our Spaces Community

http://www.ucd.ie/digitaloffice
https://chat.google.com/room/AAAApGGvAUo?cls=7


What is Google Chat?

Instant messaging & group messaging from Google
● Integrated with other Google Workspace products
● Supported alternative at UCD to WhatsApp and other instant messaging services

http://www.youtube.com/watch?v=uz0z9bcLk5o


● Desktop and mobile
● Access via Gmail or Chat
● Pin a Space
● Notification settings
● Share a link to the Space
● Left navigation menu: 

Home/Mentions/Starred
● When to use Spaces or group message in 

Chat

Google Chat and Spaces: navigation

‘Spaces are the central place for teams to engage in topic-based discussions, share knowledge and 
ideas, move projects forward and build communities and team culture.’

https://support.google.com/chat/answer/7659784?hl=en
https://support.google.com/chat/answer/7659784?hl=en


Chat settings: do not disturb & more

Do-not-disturb schedule: turn this on via 
Google Chat settings

You can also enable smart compose, 
smart reply and autocorrect features

http://www.youtube.com/watch?v=NH30s76bG-o


Space settings

● Member and Manager Space settings
○ Click Space name to expand
○ Options depend on your role in the Space
○ Notifications

As a Space Manager, you can:

● Control who can join a space.
● Control who can manage members and groups.
● Change whether the space is accessible to anyone in UCD 

or only to people you invite.
● Decide whether everyone in the space can update space 

details, turn history on or off, or use @all.



Creating a Space

● Restricted/all at UCD
● Advanced options: 

○ External access (warning: ensure not sharing 
any confidential information)

○ Announcements only: ‘only Space Managers 
can post’



Creating posts

● Format options
● Include an image or a gif
● Add a file
● Record and send a voice note
● Link to Google Drive and Google Calendar
● Create a Google Doc, Slide or Sheet directly within the 

Space that is shared automatically with all members



Extra features: Shared and Tasks

Shared

● List of files, links and media shared with Space members

Tasks

● Create a task within the Space
● Add date and assignee
● Automatically added to Google Calendar
● Can update in personal Tasks, updates seen by all



Threaded messages

In-line threading: 
reply to a specific message or 
discuss a topic in-depth without 
disrupting the flow of the main 
conversation.



Conversation summaries: optional

Automatic summaries: 
a helpful digest of conversations in a 
space, allowing you to quickly 
catch-up on unread messages and 
navigate to the most relevant 
threads.

Turn this on via Google Chat 
settings



Resources
UCD resources

● How do I get started with Google Chat? (IT Support Hub)
● How do I display my Google Chat and Spaces in my Gmail? (IT Support Hub)
● How do we use Spaces in Google Chat? (IT Support Hub)
● Google Chat (IT Services website)
● Getting started with Google Chat (EAG video)

External resources
● Google Chat cheat sheet (Google resource)
● Google Chat training and help (Google resource)
● Best practices for using Spaces (Google resource)
● Introduction to Google Chat Training by Google Workspace on LinkedIn Learning
● What Email, IM, and the Phone Are Each Good For (Harvard Business Review)

https://fujitsuireland.service-now.com/itucd?sys_id=c81d1e831be8f0902dda7d55464bcb12&id=kb_article_ucd&sysparm_rank=3&sysparm_tsqueryId=f93ecef29722711087c53717f053afc5
https://fujitsuireland.service-now.com/itucd?sys_id=9cad96c31be8f0902dda7d55464bcb56&id=kb_article_ucd&sysparm_rank=5&sysparm_tsqueryId=f93ecef29722711087c53717f053afc5
https://fujitsuireland.service-now.com/itucd?sys_id=dc3b255f1b2d9d1007977b75464bcb43&id=kb_article_ucd&sysparm_rank=2&sysparm_tsqueryId=f93ecef29722711087c53717f053afc5
https://www.ucd.ie/itservices/ourservices/communicationcollaboration/emailcommunications/chat/
https://youtu.be/d98nsHL7M-s?si=Ck4V-X5J_B6wHkBL
https://support.google.com/a/users/answer/9299928?hl=en&ref_topic=9348682&sjid=14516421453783981406-EU
https://support.google.com/a/users/answer/9247502
https://support.google.com/a/users/answer/11219858
https://www.linkedin.com/learning/introduction-to-google-chat/agenda?u=94281106
https://hbr.org/2015/07/what-email-im-and-the-phone-are-each-good-for


Thank you! All resources are linked below.

www.ucd.ie/digitaloffice


