HubSpot Basic Training
Guide



Objective:

1.  How to connect your Outlook account
2.  How toimport existing contacts into HubSpot contacts
3. How to set up a contact
a. How to create notes, emails, calls, and tasks
b. How to set up reminders
c. Howto “@” other users
How to set up a company
How to look at a deal
How to find deals within a vertical deal-type
How to use filtering
How to operate sales reports dashboards
How to see all of your activities in one place
How to create lists
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How to connect your Outlook account

Q. Search HubSpot

Year in review . @ g a| 4 Copilot @ TownSteel

Back to Marketing
Email

Settings

Your P ences

Notifications

Account
Management

Account Defaults
Audit Log
Users & Teams

Product
Updates

Integrations

Marketplace
Downloads

Tracking & Analytics
Privacy & Consent
Security

Routing

Q

v

General

Pro‘\ol\zf‘-q Calendar Tasks Security

These preferences only apply to you. For account level email management, go to email logging settings.

Email

Connect your al email accounts fo HubSpot to log, track, send, and re nails in the HubSpot C

emails, go to inbox settings.
EMAIL
katie.ma@townsteel.com
Inbox type: Outlook 365

_—————
‘ Connect personal email )

Configure

Add email alias

An email alias emails sent outside of HubSpot to be associated with your user. Learn more

Manage email signatures

Profile Email Calling Calendar Tasks

These preferences only apply to you. For account level email management, go to email logging settings

Email
Connect your personal email accounts to HubSpot to log, track, send, and receive emails in the HubSpot CRM. To manage any team emails,

go to inbox settings.

 Send and schedule emails from HubSpot ° >
<

+ Log email replies to HubSpot automatically

 Suggest follow-up tasks and capture contact details from your email @

An existing email is already connected in this example (your
screen should look like the picture above). Click on the
“Connect personal email” button to start your email
connection process.




How to connect your Outlook account

Set up your email account

Save time in HubSpot and your inbox

° - Email address *
+ Send and schedule emails from HubSpot - P AT ownateeloom 1. Type I n you r e ma I I.
v Log email replies to HubSpot automatically .
v Suggest follow-up tasks and capture contact details from your @ m 2. H U bSpOt WI I I not
s A identify our email
: provider.
m on inbox automation Set up your email account 3 Choose « M iCI‘OSOft

rn more 2

e OUHERI el e
provider.
4. ltwill takeyouto
the Microsoft login
| page. Login and you
Choose your email provider will be all set.

We can't identify your email provider.

Choose email provider

Check the inbox automation before M & o 2
you click “Connect”.

Gmail Outlook Exchange provider

Not sure which to choose? (7




How to connect your Outlook account

What is Inbox Automation?
When turned on, HubSpot scans new income/outgoing emails (not past ones) to:

e Add contact details from email content to the CRM.
e Recommend tasks based on email content, shown as “suggested tasks” in daily digest emails.

How It Works:

Data Handling: Al updates contact info and creates follow-up tasks when needed.
Security: Email data is securely processed and stored per HubSpot'’s policies.
Turn Off Anytime: You can disable inbox automation in email settings, but previously captured data

stays in the CRM.

This can help with your emailing process, but it is optional.



How to connect your Outlook account (Calendar)

General

Profile Email Calling Tasks Security

These preferences only apply 1o you

Calendar
Connect your calendar to use HubSpot Meetings and calendar sync.

v/ Send meetings directly from HubSpot ,ﬂ{{fd,
v/ Log outgoing meetings automatically v
+/ Sync your calendar so contacts can schedule time with you @&/

Requires Calendar Sync

ee your HubSpot tasks in your calendar

h task sync. Only available on Sales

Connect your calendar

M

Google / Gmail

Navigate to the “Calendar” tab and click
“Connect your calendar”, then click on the
“Microsoft Outlook” option. After you login to
your Microsoft account, the setup will be
complete.




How to connect your Outlook account (Calendar)

Account Settings

Manage your calendar accounts

| calendar Sync

Tasks Calendar Sync

Availability Calendars

Select which calendars you want to use to determine your availability for bookings

Calendar

gs tool Learn more.

ntacts to book awe

onnect a new calendar to see HubSpot tasks on your

[v] Meeting Scheduling Pages

scheduling page that allows col

calendar. Learn more

Enabling the “Calendar Sync” and “Meeting Scheduling Pages” is optional,
but can help make your process smoother.

Why connect your Outlook calendar?

1.

Log Meetings in HubSpot CRM: Syncing allows you to
automatically log meetings in your HubSpot CRM, keeping all your
meeting records organized in one place.

Create Calendar Events: When you log a meeting in HubSpot, an
event is simultaneously created in your Outlook calendar, ensuring
consistency between your CRM and calendar.

Send Invites to Guests: Meeting invites are automatically sent to
guests, streamlining the invitation process.

Automate Meeting Updates: Edits or deletions made to events in
Outlook sync with HubSpot, keeping both platforms updated.
Prevent Double Booking: Syncing helps prevent double bookings
by reflecting your availability based




How to import existing contacts into HubSpot contacts

You can bulk import contacts into HubSpot Oren
by importing them using a single Excel file. () Info = Open Calendar
H . . Open a calendar file in Outlook (.ics, .vcs).
All files imported into HubSpot must: < — OE
Calendar
e Bea.csy, .xlsx, or xlIs file. i
ave Open Outlook Data File
g Have on Iy one Sheet‘ % Open an Outlook data file (.pst).

Save as Adobe

PDF Open Outlook

Data File

To import contacts from your Outlook ZAE Alachments "= Import/Export

directly into HubSpot, you need to first p Import or export files and settings.
export your Outlook contacts into an Excel

file.

er User's Folder
E, o} Open a folder shared by another user.

First, navigate to “File”. Then, click “Open &
Export” and then “Import/Export”.



How to import existing contacts into HubSpot contacts

Import and Export Wizard Export to a File

Choose an action to perform: Create a file of type:

Comma Separated Values

routiook Data Fite (pst)

poO Oa
tmport a VCARD fite TvefT /
Import an iCalendar (.ics) or vCalendar file (.vcs)
Import from another program or file
Import RSS Feeds from an OPML file
Import RSS Feeds from the Common Feed List

Description

Export Outlook information to a file for use in 3
other programs.




How to import existing contacts into HubSpot contacts

Export to a File ‘ Export to a File

Select folder to export from: ' Save exported file as:
~ %" katie.ma@townsteel.com (1) [’ C:\Users\katie\OneDrive\Documentos\| Browse ... ]
[ Calendar
{27 Contacts

5 \

{1 Conversation Action Settings ‘
----- @ Deleted Items

{1 Drafts

L:] Inbox

''''' % Journal

{3 Junk Email

----- Notes

-{3) Outbox

{1 Quick Step Settings

e mmm

< Back Cancel < Back Cancel




How to import existing contacts into HubSpot contacts

Bpot o e fis Once you have completed the contact exporting
The following actions will be performect ‘ process and have all of your desired contacts in a Excel
[ Export "Contacts" from folder: Contacts J Map Custom Fields .. file, there are a few technical adjustments to make to

the file before importing into HubSpot.

This may take a few minutes and cannot be canceled.




How to import existing contacts into HubSpot contacts

It is necessary to add a header row in which

Add data to HubSpot

each column header corresponds to a
property in HubSpot. The column headers can
be organized in any order without affecting
the import. The necessary properties include:

Last Name

First Name

Emai l Past imports
Title/Position held:

Phone: A Gk Vo
Mobile Phone:

Organization o

City spniinie

State

NASRO Conf. 2024 - Attendee Opt-In List - 7-8.xIsx

Contacts

You can delete any excess information in the
file for the sake of organization. You can also
download a previous import file if you want to
see an example.

Ao

|,

Import from files

?

One-time impart of contacts an:
from spreadshests.

Import a file

d more

°

G

Sync from apps Migrate yo

Keep data synced between HubSpot and Get a specialist to help
dozens of other apps. your current fe

NEW g UPDATEL

RECORDS RECORD!

More v 58

View contacts list

Add imported contacts to list

[ Download Contacts file

)

Use as template for new import @

2



How to import existing contacts into HubSpot contacts

How would you like to start?

Add it to the CRM

Contacts, companies, and other CRM data

Data Quality ‘ Actions -(] ‘ Imp

« Create, update and associate a variety of CRM obijects in bulk
o Create lists from your imported contacts

«_Easily replace errored values in your file as you import

peat a past import

@ List of contacts to opt-out of emails
Import contacts who have requested to opt-out of communication

9 Add data to datasets

0

Import from files Sync from apps Migrate your data Use datasets to prep your data for reporting and analysis
One-time import of contacts and more Keep data synced between HubSpot and Get a specialist to help you migrate from
from spreadsheets. dozens of other apps. your current fech stack. » Join your imported data with HubSpot records or other imported sources

« Perform powerful calculations on properties within your dataset
« Create custom reports based on your imported data that refresh automatically

mport info datasets

P——— E—

Need help getting started?

View import guide (7 Download sample spreadsheet (7 = View the FAQ £



How to import existing contacts into HubSpot contacts

Companies

Calls

Cals between you and

What kind of data is in your file?

Select one or more of the objects you want fo create and associate.

Underst Wﬂums your data info objects using the data model overview tool &7

!

=
=

\

Contacts

The people you work with,
commonly called leads or
customers.

Emails between you and a

customer.

company, which is commonly

called an opporturity.

Tickets

issues created froma

st for help.

Activities o

Upload your files

Before you upload your files below, make sure your file is ready to be imported

Learn how HubSpot knows when your records are duplicates.

S /

The product or service that is The products your business
being sold on @ particular deal  sells which will be part of your
or quote. product library.

Contacts file \

S

r choose a file 1o U

Y

Download example file /
N\

Choose how to import Contacts

Create and update Contacts v

Notes

Tasks

Any extra info you wrote down

Tasks to be done.

Same-object associations @

Create Contact-Contact associations with this import

Select the language of the column headers in your file

Identifying the language of the column headers in your file allows us to accurately map
them to existing HubSpot properties. Learn more (2

English -



How to import existing contacts into HubSpot contacts

Map columns in your file fo contact properties

Learn how to import records and activities (7

Mapping Guide

> & Contact @ Ready to import Contacts

@ 0 errors found, of 36 rows scanned

If you have any additional

All mapped statuses ~ earch coll 3 Q | (th t t th
COLUMN MANAGE
HEADER PREVIEW MAPPED IMPORT AS & HUBSPOT PROPERTY EXISTING

INFORMATION &

previously mentioned required

Record ID zjoaéggfssos & Contact properties ~ Choose or create a proper... ~ properties)’ you Can Choose to
—— not import them. Once, you map

Name ?/:/K"C © & Contact properties sirst Nome X gfr:r\vc

[ e out all of your columns, the
e, o L I i O il : “Next” button will appear and
o F==r=mw RS you will be able to proceed.

+18883620750 (-] & Contact properties ~ Phone Number
Number 5147518027
+16142518037

Kenny Moore 6’
Con
Brian Pritchard fixed o

You have 6 unmapped columns

Don't import data in unmapped columns




How to import existing contacts into HubSpot contacts

A few final details Type in a name for the import.
Import name * h
|| hbspot-crm-exports-allcontacts-2024-10-15:is ) Check the “Create a contacts list from this import” for
= ———— ) easy access to this specific batch of contacts.
* I agree that all contacts in this import are expecting to
h f ization. I haw i lati hip with
these contacts and have emailed them at least once n e Check the agreement statement. Make sure that you
L D o e i oo e greniec, ) do NOT click “set these contacts as marketing
: contacts”. The contacts you import are non-marketing
Marketing Contacts
Set these contacts as marketing contacts @ ContaCts'
Estimated number of marketing contacts added with this import: 35
Properties in your import are used in: After this, you will be all set to import.

WORKFLOWS LISTS

6 51



How to set up a contact

Search HubSpot

Contacts ~

36,215 records

CRM

S te date -
‘ Contacts

Lompanies Q
Deals

Tickets rocurement

Brian Zychowski

Brian Zychowski

X

Last activity date ~

STATE/REGION

NJ

New York

wIl
NJ

NJ

+ More

JOB DESCRIPTION

Architect

K-12 Schools

Unassigned contacts

= Advanced filters

EMAIL
lucia.pancini@silverlightar.

robert.zywicki@motsd.org

mzyrokowski@csarchpe.co...

jzylstra@fpschools.org

dzylstra@wcesc.k12.in.us

joe_zydowsky@msd.k12.wi.

superintendent@nbtschool.

bzychowski@nbtschools.org

PHONE NUMBER

(973) 691-4000

+1(845) 670-7845

(715) 232-1642

(732) 289-3000

732-289-3000

' ©O00 00 D0

Year in review

+ Add view (3/50)

CONTACT OWNER

Luis Ramos (luis@town...

Brandon Faber (brand..

Jennifer Farrell (jennife

Brandon Faber (brand..

Brandon Faber (brand..

Brandon Faber (brand...

Brandon Faber (brand.

Brandon Faber (brand...

Data Quality >

All Views

CREATE DATE (PST)

Jul 5, 2021 7:13 PM PDT
May 1, 2024 8:01 AM PDT
Oct 31, 2024 5:42 AM PDT
May 1, 2024 8:00 AM PDT
May 1, 2024 8:00 AM PDT
May 1, 2024 8:01 AM PDT
May 1, 2024 8:00 AM PDT

May 1, 2024 8:00 AM PDT

4 Copilot @ TownSteel v

MARKETING CONTACT
Non-marketing cont
Non-marketing cont
Non-marketing cont
Non-marketing cont
Non-marketing cont
Non-marketing cont
Non-marketing cont

Non-marketing cont



How to set up a contact

Q Search HubSpot

Create contact X

Contacts ~ -
36,217 records

Edit this form (7

All contacts X | My contacts Unassigned contacts + Addy
Email *
Contactowner - Createdate - Lastactivity date - Lead status - + More = Advanced filters
s em¢ Q First name *
NAME ©  STATE/REGION JOB DESCRIPTION EMAIL PHONE NUMBER CONTACT OWNEF
Lucia | Procurement = = lucia.pancini@silverlightar. = LusRam¢  Last name *
® Robert zywicki NI = robert.zywicki@motsd.org (973) 691-4000 @ srondont
@ Matthew Zyrokowski New York Architect mzyrokowski@csarchpe.co... +1(845) 670-7845 M sennifer
@ Joel zyistra = = jzylstra@fpschools.org - @ srondont
Start by entering the contact's
@ oonzyistra N K-12 Schools dzylstra@wesc.kizin.us = @ soncons imis, email; o bath
Joe Zydowsky wI . joe_zydowsky@msd.k12.wi (715) 252-1642 @ sondont
Brian Zychowski NI = superintendent@nbtschool (732) 289-3000 @ srondont
Brian Zychowski NI = i 00 @ srondont
@ Jeffrey Zwiebel PA = jzwiebel@pottsville.k12.pa. 570-621-2900 @ soncont
& Jon Zwemke = . jzwemke@reedsport.k12.or... 541-271-3656 @ sondoni
@ ulic Zwahr ™ = jzwahr@dentonisd.org = @ srondont
G Peter zwack New York K-12 Schools pzwack@sgesd.net +1(518) 347-3600, ext. 7 O Jenniter F
n% Mark Zuzek MN = mark.zuzek@isd917.org (651) 423-8214 @ soncont
& Brett Zuver ML - bzuver@grantps.net (231) 834-5621 @ srondont
@ Dpiana zurliene L & dzurliene@fairfieldcolts.co. (618) 842-6501 @ Bsrondont
3 Annette Zupin N - azupin@njsp ki2inus 574-896-2155 @ srondont
& Annette Zupin N = azupin@benton.kizin.us 765 884-0850 @ sroncont .

1/ 2 3 4 5 6 7 8 9 10 11 Next » 25perpage -



How to set up a contact

Required fields to fill out (all required fields will have an * next to them):
e Email
First name
Last name
Job description (basically what kind of business is this contact; supplier, distributor, healthcare, etc.)
Phone number
State/region
Lead status
Sales agency (in this case, you would fill in “TownSteel House Account”)

The more information you can fill out, the better. Click “Create” once you have filled out at least all of the
required fields and you're done!



How to crea

< Contacts Actions ~

Matt Wright
Superintendent at Marked Tree School District

wrightm@mtreek12arus @

z (N a ®

Note Emil Call Task  Meeting  More

v About this contact Actions - #

Ema
wrightm@mtreek12.arus

(870) 358-2913

Contact ow

Brandon Faber ~

01/14/2025 12:15 PM PST
Lifecycle stage

Subscriber ~

e notes, emai

Overview

Search o s Q

Filter by: Filter activity (25/39) +  All users ~

January 2025

> Logged call - Busy by Marie Porritt

All teams ~

ls, calls, tasks, and meetings

# Customize record v Companies (1) + Add
[primary |
Marked Tree School District °

markedtreeschools.com Z @

Collapse all - +1(870)358-2913

View associated companies

v Deals (0) +Add

Track the revenue opportunities associated with this record.

¥ Tickets (0) + Add

spoke with the Superintendent’s office. Matt was not in foday and she said to try back tomorrow. I confirmed with her that Matt Wright the

superintendent is the correct person I need to talk to concerning locks.

ay 2024

Lifecycle change

Deactivated, User (greg@

This contact was created from import Ingestion-1.xisx &

Great example of a
logged call!

Track the customer requests associated with this record,

¥ Payment Links (0)

Give customers a fast, flexible way to pay. Add a payment link fo

accept @ poyment and associate it with this record.

y.net) updated the lifecycle stage for this contact to Subscriber. View details &2

0 AM PDT

v Contacts (0) +Add

See the people associated with this record.

v Subscriptions (0) Add ~

Automate subscription management and recurring billing from

this record,

~  Payments (0)

Track payments associated with this record. A payment is created



How to create notes under a contact

< Contacts Actions -

Matt Wright
Superintendent at Marked Tree School District

wrightm@mtreek12.arus @

4 (N a8 ®

Note Email Call Task  Meeting  More

~  About this contact Actions -

wrightm@mtree k12.arus

Phone number
(870) 358-2913
Contact owner
Brandon Faber ~
Last contacted

01/14/2025 12:15 PM PST

Lifecycle stage

Subscriber ~

Mobile phone number

Account ID

Date entered "Qualified Lead (Lifecycle Stage Pipeline)’ ®

Overview Activities

Activity @ Emails  Calls  Tasks

Meetings

# Customize record °

Collapse all ~

Take notes about this record to keep track of important info. You can even @mention d feammate if you need fo. Learn more

Note
For [ Matt Wright and 1 record |

Matt said

B I UTMore- 8 @@=

Associated with 2 records ~

Create a To-do ~ task to follow up

v Companies (1) + Add

Marked Tree School District o
markedtreeschools.com 7 @
+1(870) 358-2913 W

View associated companies

v Deals (0) + Add

Track the revenue opportunities associated with this record.

v Tickets (0) + Add

Track the customer requests associated with this record.

v Payment Links (0) -

¢ X

payment link fo
rd.

+ Add

Add ~

1g billing from

In 3 business days (Friday) -

Draft saved @

v Payments (0)



How to create emails under a contact

< Contacts Actions -

Matt Wright
Superintendent at Marked Tree School District

wrightm@mtreek12.arus @

z (N =) ®

Note Email call Task  Meeting  More

~  About this contact Actions - &

Emai
wrightm@mtree k12.arus

Phone number

(870) 358-2913

Con

er
Brandon Faber ~

Last contacted

01/14/2025 12:15 PM PST
Lifecycle stage

Subscriber ~

Persona

cription

e number

er (Lifecycle Stage Pi

Date entered "Qualified Lead (Li

Overview

Activity

Activities

Notes Calls  Tosks  Meetings

Send emails 1o @ contact from this record. Or log emails in HubSpot from your email client. Learn more

Thread email replies

# Customize record °

Collapse all -

To ‘ Matt Wright x

From Katie Ma (katie.ma@townsteel.com ~)

Subject New Security Solution for You

Hi Matt,

B I

More - & @ Insert-

¥ Companies (1) +Add

Primary

Marked Tree School District

markedtreeschools.com 2 @

+1(870)358-2913 W

View associated companies

v Deals (0) +Add

Track the revenue opportunities associated with this record.

¥ Tickets (0) + Add

Track the customer requests associated with this record

¢ X
Meetings - Quotes - {payment link 1o
d.
Ce Bee
+Add
Add -
ng billing from
&é Associated with 2 records -

Create o To-do - task to follow up In 3 business days (Friday) -

Track payments associated with this record. A payment is created



How to create emails under a contact

~ Email - New indicator locks for Springdale from Marie Porritt

Marie Porritt

The reasons for emailing -
customers through the o
HubSpot platformiis: N
1. Forreporting and
documentation
purposes.

2.  You are able to see how
many opens and clicks
are made by the

recipient. @ :

Marie Porritt

Territory Sales Representative

8 Aegis LIC-SLM Bor.. (15mb

Pin Copy link Jan 14, 2025 at 9:00 AM PST

Reply all Reply Forward Delete

2 associations ~



How to document calls under a contact

< Contacts

Matt Wright

Superintendent at Marked Tree School District

wrightm@mtreekl2.arus @

z AR a

Note Email call Task  Meeting

~  About this contact

Ema
wrightm@mtree k12.ar.us

(870) 358-2913

Brandon Faber ~

01/14/2025 12:15 PM PST

Life

Subscriber v

Lecd statu

Persona

Job Descriptior

Mobile phone number

Date en

G "Customer (Lifecycle Stage Pipeline)” ®

Date entered "Qualified

Overview Activities

Activity Notes Emails @ Tasks Meetings

January 2025

v Logged call - Busy by Marie Porritt
with Matt Wright

Contacted Outcome Type Direction @ Dote

Matt Wright - Busy ~ Select call type - Outbguid - ®© 01/14/2025

@ Add comment

Making a direct phone call
from the contacts page is only
available on the HubSpot
mobile version. Please use the
“Log Call” feature to
document notes from the call.

v Companies (1) + Add

# Customize record °

rimary J
Marked Tree School District o
markedtreeschools.com 7 ®

Collapse all - +1(870) 358-2913

View associated companies

Log Call Make a phone call

v Deals (0) +Add

Track the revenue opportunities associated with this record.

Actions ~

v Tickets (0) +Add

Track the customer requests associated with this record,

¢ X
payment link to
Conta Cal e v D 0 &
Matt Wright - Select an outcome - Select call type ~ Select call direction ~
Date ne
© 01/14/2025 © 223PM -
+ Add
Spoke with
B I UT More- 8 @ = 0H &
Add -~
Associated with 2 records -
1g billing from

Create a To-do ~ task to follow up In 3 business days (Friday) ~

v Payments (0)

Track pavments associated with this record. A pavment is created



How to document calls under a contact

< Kathleen Ma
Contact
© (®
Call Email Text More

Activity  Associations  About

Filter Activity (18/18) vV
Add Note Create Task Log Activity
January 2025
Email

Jan 17,2025 at 1:12PM  Sent

Katie Ma sent an email to Kathleen Ma

Testing

(O}

November 2024

Marketing Email

Close Call
Contacts

Kathleen Ma
+16267592739

To make a call directly from
the contacts page, navigate
to the HubSpot mobile

app.

Find the contact page and
click on the call button.
You can call directly from
here.

Skip Log call Save

Kathleen Ma
Jan 20, 2025 at 11:02AM

Log activity

Describe the call...

© @

Associated with

Follow up task

& Kathleen Ma X @

Call outcome

Busy

A 'S D F G H J K L
44 Z X CV BNM
123 space return

® 0

After your call, HubSpot
will automatically prompt
you to log the details and
notes from the call. This is
great for when you are on
the go.



How to create tasks under a contact

< Contacts Actions -

Matt Wright
Superintendent at Marked Tree School District

wrightm@mtreek12.arus @

z A% a [}

Note Email call Task  Meeting  More

v About this contact Actions - #

Ema

wrightm@mtree.k12.ar.us

Phone number

(870) 358-2913

Co

Brandon Faber ~
Last co

01/14/2025 12:15 PM PST

Lifecycle stage

Subscriber ~

Lead status

Persona

Job Description

Mobile phone number

d "Customer (Lifecycie Stoge Pipel

Date entered "Qualified

age Pipeline)’ ©

# Customize record °

Overview

Activities

Collapse all ~

Activity Notes Emails calls @ Meetings

—

¥ Companies (1) + Add
Primary
Marked Tree School District o

markedtreeschools.com 2 @
+1(870) 358-2913 @

View associated companies

v Deals (0) +Add

Track the revenue opportunities associated with this record.

v Tickets (0) +Add

Track the customer requests associated with this record.

Follow up with Matt on 1/17

Activity

e®
In 3 business days (Friday) - © 800 AM

i payment link to

Katie Ma ~

d.

Send rem L]

No reminder ~
No reminder

+ Add

At task due time
30 minutes before
1hour before Add -

1day before ng billing from

Associated with 2 records -

Traick payiments Gesociated with This record: A payment is created



How to create tasks under a contact

Al X | Due today Overdue Upcoming

CRM

Want to see your tasks on your Google or Outlook calendar?  Connect a new calendar to sync tasks created in HubSpot. Go to settings

Contacts asks on your Go
(1) Assignee ~ Task type ~ Due date ~ Queue - = More filters

Companies

Task type ~ Search task title

Deals Q

STATUS TITLE ASSOCIATED CONTACT ASSOCIATED COMPANY LAST CONTACTED

LAST ENGAGEMENT TASK TYP
Tickets Q
Follow up with CB Series Cut Sheet To-do

ITLE 5

1 100 per page ~
Follow up with CB!

This is the home for all of your tasks.
You can also create new tasks from
here, you'd just need to pay attention
the contacts/companies you are
associating with a task created from
this page.

You can also find all of
your tasks located
here.




How to create meetings under a contact

< Contacts

Actions ~
. Overview Activities
Matt Wright
Superintendent at Marked Tree School District
wrightm@mtreek12.arus @ Q
ctivity
2 = (& =} ] A
Note Emoail Call Task Meeting Mor
~  About this contact Actions -~ #

wrightm@mtree k12.arus

(870) 358-2913

Notes Emails Calls Tasks @
—

Schedule a meeting with a contact from this record. Or log o

Brandon Faber ~

If you prefer to not use
this feature, you can just
log the meeting instead.
Whatever works better
for you!

01/14/2025 12:15 PM PST

Subscriber «

Customize record °

Collapse all ~

€T activity 10 keep track of your meeting and notes. Lefirn more

To create a meeting from
the contact page, you need
to connect your Outlook
calendar first.

¥ Companies (1) +Add
| primary
Marked Tree School District e
war

markedtreeschools.comZ' @

+1(870) 358-2913 @

View associated companies

v Deals (0) +Add

Track the revenue opportunities associated with this record.

v Tickets (0) +Add

Track the customer requests associated with this record

v Payment Links (0)

Give customers a fa ay 1o pay. Add a

accept a poyment af it with this record.

v Contacts (0) + Add

See the people associated with this record.

' Subscriptions (0) Add -

Automate subscription management and recurring billing from

this record

~  Payments (0)

Track payments associated with this record. A payment is created



How to create meetings under a contact

Host

® user Meeting rotation [EIER Jan 13 - Jan 17, 2025

Fields to fill out:

e Title

Start date

Start time

End time

Attendees

Location

Reminder email (optional)
Attendee description to
send to them (optional)

8:00 AM
Start time

© 01/15/2025 ® 830 aM 9:00 AM

10:00 AM

€@ 900AM

11:.00 AM

12:00 PM

1:00 PM

200 PM
- e 300 PM
4:00 PM

Include the attendee description in the reminder email body
5:00 PM

I *Meeting rotation function is only
available to Sales and Service Hub
seats

Associated with 2 records ~




How to set up reminders

Enter your task

Activity date @ Send reminder @

In 3 business days (Monday) ~ @ 8:00 AM No reminder ~

peat @

No reminder

Task .. Priori... Queue Activity a.. At task due time

To-do ~ None ~ None ~ Katie Ma ~
30 minutes before

1 hour before

1 day before

This is what the reminders look like for
tasks. This reminder is an email reminder
that will get sent to your Outlook inbox at
the time you choose.

© 1245PM
Meeting type Attendees
Select meeting type ~ 2 attendees ~

Location

Select location ~

Scheduled reminder email

1 hour before >~ | &
+Addg week before
fi
Kitended day before
Sendq( hour before

minute before ssociated with 2 records ~

+ Add internal note

Cancel

This is what the
reminders look like
for meetings.



How to set up reminders

You can create “To-do”, “Call”, or “Email” tasks

Create a To-do ~ task to follow up In 3 business days (Monday) ~ under ema”s’ Iog Ca”, notes’ and Iog meeting. You
"7 can then set another reminder within these
tasks.

Notes Emails Calls Tasks Meetings

Filter by: Filter activity (25/39) +  All users ~ All teams ~

To find that “To-do” task, navigate to the
“Activity” tab. You can set a reminder here as

well.

Upcoming

v Task assigned to Katie Ma Actions ~ Due: Jan 16, 2025 at 8:00 AM PST

Follow up with Todd Neely

Due date Reminder

Tomorrow ~ @ 8:00 AM 1 hour before ~ at @
Type Priority Queue Assigned to
To-do ~ None ~ None ~ Katie Ma ~

Regarding note logged on Wednesday, January 15, 2025 12:16 PM

5 Add comment 7 associations ~



How to “@" other users

HubSpot allows you to “@” other uses within
our organization to notify them and bring them
into the conversation. You can use this feature
in notes, emails, logging calls, tasks, and logging
meetings.

Simply type the “@” and type the email or name
of the person. A popup of the user will appear -
click on that and you will have successfully
tagged that user. Once you create the note, the
tagged user will be notified that you included
them on a note/email/logged call/task/logged
meeting.

~ Subscriptions (0)

v  Note
For | Kathleen Ma

Please follow up with customer @katie
Katie Ma (katie.ld. ma@gmail.com)
B I U L More~ § @ = B &

Associated with 1 record ~

Create a To-do ~ task to follow up In 3 business days (Thursday) ~

rring b

L payme
fis proc

Draft saved @ bdaded 1

V2

~ Contact create attribution



How to set up a company

Search HubSpot

Companies ~

2,709 records

X
CRM

Last acti

Create date ~ ty date ~

Contacts
Companies
Deals

Tickets

Blue Marble Communications
Dynia Architects
Weston County Health Services

Foundation Building Materials - Morgantown

@

Oscar FHenry Co.Inc. (Oscar)

Charleston Acoustics (Charleston)

®

Architectural Interior Products, Inc. (Architect..

8

PLEASE DELETE ME PRODUCTIONS

LIEN & PETERSON ARCHITECTS, INC
@ university of Wisconsin Eau Claire
%@ Marling Lumber and HomeWorks

Eau Claire School District

@& Locks and Unlocks

My companies

CmK +

Lead status ~ + More = Advanced filters

STATE/REGION - INDUSTRY SECTOR/JOB DESC...

DE

co -

AK

Zarich -

wy

wY -

wv

wv -
Wokingham

wI Architect

wI Higher Education

wI Mixed-use Properties, Distrib.
wI K-12 Schools

wI Mixed-use Properties, Comm.

+ Add view (2/50)

All Views

PHONE NUMBER

(847) 440-8294

(770) 497-1929

(302) 984-1400

(303) 824-2745

(907) 563-5141

+1844-310-8647

307-746-3553

+1(304) 534-5858

+1(304) 343-4601

+1(304) 343-1332

+1(304) 375-2553

+1(715) 835-7500

+1(715) 836-4636

+1(608) 754-1123

+1(715) 852-3000

COMPANY OWNER

s

s
&
s
s
s

Brad Parks (brad.parks.

Brad Parks (bred.parks.

Brad Parks (brod.parks,

Brad Parks (brad.parks.

Brad Parks (brod.parks,

Brad Parks (brod.parks.

Jessie Chu (jessie.chu

Kevin Dunn (kdunné0s.

Brad Parks (bred.parks.

Michael Dawson (Deac.

Brian Pritchard (bpritc.

Brian Pritchard (bpritc.

Brian Pritchard (bpritc.

Brian Pritchard (bpritc.

Brandon Faber (brand.

Marie Porritt (marie.po.

Marie Porritt (marie.po.

Katie Ma (katie d.ma@.

Brandon Faber (brand

Sheldon Koska (sheldo.

See Target Accounts

CREATE DATE (PST)

Dec 17, 2021 7:33 AM PST

Dec 17, 2021 7:33 AM PST

7, 2021 7:33 AM PST

2021 7:35 AM PST

2021 7:35 AM PST

Dec 17, 2021 7:33 AM PST
Jun 9, 2021 1:28 PM PDT
Nov 17, 2023 10:37 AM PST
May 1, 2022 9:19 AM PDT
Oct 18, 2021 3:02 PM PDT
Jun 22, 2023 3:01 PM PDT

PM PDT

Jun 23, 2021 1
Jun 23, 2021 8:19 PM PDT
Jun 23, 2021 6:41 PM PDT
May 2,2024 8:48 AM PDT
Nov 7, 2024 7:41 AM PST
Nov 7, 2024 6:52 AM PST
Oct 21, 2024 12:23 PM PDT
Oct 17,2024 10:32 AM PDT

Oct 14, 2024 3:39 PM PDT

Year in review

Data Quality

LAST ACTIVITY DATE (PST)

Jan 9, 2025 8:03 AM PST

Aug 28, 2024 8:58 AM PDT

Oct 16, 2024 10:37 AM PDT

Dec 16, 2024 7:55 AM PST

Apr 10,2024 1211 PM PDT

Nov 7, 2024 7:51 AM PST

Nov 7, 2024 12:10 PM PST
Oct 21, 2024 1239 PM PDT
Oct 24,2024 8:00 AM PDT

Oct 14,2024 3:41 PM PDT

INDUSTRY

Architecture & Planning

Mechanical or Industrial Eng.

Telecommunications

Hospital & Health Care

Building Materials

Retail

Building Materials

Computer Software

Construction

Education Management

Building Materials

Primary/Secondary Education

Security and Investigations




DT

or

or

How to set up a company

Create company

Company domain name

Company name *

Start by entering a domain
name, an account name, or both.

Edit this form 7

£(PST)

17:33 AM PST

17:33 AM PST

17:33 AM PST

17:33 AMPST

17:33 AM PST

17:33 AM PST

1:28 PM PDT

310:37 AM PST

2919 AM PDT

13:02 PM PDT

33:01 PM PDT

110:11 PM PDT

118:19 PM PDT

116:41 PM PDT

48:48 AM PDT

17:41 AM PST

} 6:52 AM PST

412:23 PM PDT

410:32 AM PDT

4339 PM PDT

Create company

Company domain name

Company name *

Hufft Projecty

Company owner

Katie Ma

Industry

Industry Sector/Job Description *

Type

city

State/Region *

Postal code

Street address

Phone number

Edit this form 7

=3

Create company

Phone number

E-mail
EATE DATE (PST) Yebshe URL
ec 17,2021 7:35 AM PST
ec 17,2021 7:33 AM PST LinkedIn company page

ec 17, 2021 7:33 AM PST
g T
Sl AR IMES Number of employees
ec 17,2021 7:33 AM PST
ec 17, 2021 7:33 AM PST
Account Number
un 9,2021 128 PM PDT
(ov 17, 2023 10:37 AM PST
Annual revenue
lay 1, 2022 9:19 AM PDT
ict 18, 2021 3:02 PM PDT
un 22,2023 3:01 PM PDT Description
un 23, 2021 10:11 PM PDT
un 23,2021 8:19 PM PDT DA P
un 23,2021 6:41 PM PDT
lay 2, 2024 8:48 AM PDT
Target Account
ov 7, 2024 7:41 AM PST
ov 7, 2024 6:52 AM PST
Terms
«ct 21, 2024 1223 PM PDT

ict 17,2024 10:32 AM PDT

ict 14, 2024 3:39 PM PDT




How to set up a company

Fields to fill out (required fields will have an * next to them):
e Company name*

Company owner

Industry

Industry Sector/Job Description*

Type

City

State/Region*

Postal code

Street address

Phone number

Email

Website URL

You will not be able to create the company if you do not fill out the required fields with the * next to
them. Most of the other fields are not required, but it will help all of us if you have more information.
You can always add in information later if you receive more later.



How to look at a deal

Deals ~
2,464 records

CRM

vare Channe... ¥

‘ Contacts
Companies OUNT
Deals
$40.09K
Tickets
Q
brtified Lock ...

idge (Testing)

R (Job: QO113...

QO011325S-KG (Job: Lemuel...

QO011325S-ISI (Job: New P...

Q100224V-Kelley Bros-Rev....

T011025-SEC (Job: Jose He...

QO011025R-ALDH-NYCHA (J...

X My deals

Deal owner ~
WEIGHTED DEAL AMOUNT

$43.51M

Average per deal: $17.86K

DEAL STAGE

Quote sent (Contract Hardw...
Quote sent (Contract Hardw...
Biz Dev (Contract Hardware ...
Closed won (Contract Hardw...
Quote sent (Contract Hardw...
Quote sent (Contract Hardw...
Quote sent (Contract Hardw...

Quote sent (Contract Hardw...

Create date ~

Last activity date ~

OPEN DEAL AMOUNT

$40.3M

Average per deal: $51.14K

+ Add view (2/50) All Views

Close date ~ + More = Advanced filters

CLOSED DEAL AMOUNT

$12.7M

Average per deal: $24.05K

NEW DEAL AMOUNT

$163.17K

Average per deal: $40.79K

CLOSE DATE (PST)

Mar 16, 2025 8:49 A

Jan 31, 2025 3:41 P|

Apr 13, 2025 8:49 Al

Apr 13, 2025 8:37 Al

Apr 13, 2025 8:20 Al

Mar 31, 2025 2:01 P|

This is for you to know how to look
through the deals/documents and
understand what is going on

Feb 9, 2025 9:53 AM PST

Apr 10, 2025 9:39 AM PDT

@ 7o Neely (toddineely.. $20,509.80

Sheldon Koska (sheldo... $40,474.50

Hide Insights @ ®

AVERAGE DEAL AGE

243 days

Export Edit columns
LAST ACTIVITY DATE (PST)

Yesterday at 12:22 PM PST

Yesterday at 3:47 PM PST

Yesterday at 8:45 AM PST

Yesterday at 8:24 AM PST

Jan 13, 2025 9:55 AM PST

Yesterday at 4:18 PM PST %



How to look at a deal

Deals ~
All deals X My deals + Add view (2/50) All Views
Sontine: Lorvas Cieles @/  Deal owner ~ Create date ~ Last activity date ~ Close date ~ + More = Advanced filters Hide Insights © ]
1 Contract Hardware ChanneNCHD) OPEN DEAL AMOUNT CLOSED DEAL AMOUNT NEW DEAL AMOUNT Use these filter to hel )
Private Label Sales $40.3M $12.7M $163.17K you sort out deals. Ex: use

Average per deal: $51.14K Average per deal: $24.05K Average per deal: $40.79K “« ”

T the “Deal owner” to find

deals you’ve worked on

52

Locksmith Channel
< SAMPLE SENT

31 < CLOSED WON 530 & < CLOSED LOST

Wholesale Channel
COMMITTED

<

$2024-117-TB-SC (CE-109-S-

Q103124S. Rev.1-RMH (Job:
626 Academy Security...

Q011325S-KG (Job: Lemuel

Edit pipelines £
Q011328 Q111824RW-Rochester
QO0113255-KG (Job: Lemuel... Access ob: Stock) Colonial Manufacturing (Jo... Shattuck (JN11112)) Wordenn Mgt.)
Amount: $69,875 Amount: $8,767 Amount: $12.912 Amount: $69.306 Amount: $14,235 Close date: 07/31/2024
025 /2025 Close date: 01/07/2025
@ @ High
@® High . . ® High RR ® High Email 4 months ago
is vi Click on this dropdown £No actviry scheduled
This view allowsyouto |, - . E dom] [T cmesoncensns
1 O C Oose W IC ea Security and Fixture... $2024-52-KL-EC (HANDS ON
see the different stages |......., i Amount: $42,63 SAMPLE)
2024 Cl date: 01/07/2025 3
more clearly. Whatever | . channel you want to view p e Close date; 03/29/2024
i @ High - @ High -z ® High
works better for you! :
p.4M Total: $1M Total: $12.7M Total: $44.7M Total: $174,991
9.2M @ Weighted: $100,631 @ Won (100%) @ Lost (0%) @ Weighted: $17,499 @




How to look at a deal

< Dedls Actions ~

Q020524S.Rev. 5-KB (Job: USH/LVHN
Behavioral Health Hospital)

Amount: $130,678.85

Close Date:| 8 12/03/2024

Stage: Closed won ~

Pipeline: Contract Hardware Channel (CHD)

L4 L a8 7]

Note  Email call Task  Meeting  More

v About this deal Actions ~

Deal owner

Peter Martindell ~

Last contacted

11/26/2024 12:53 PM PST

Deal type

Healthcare ~

Priority

® High ~

State

date

& 12/03/2024

Deal Description

Forecast amount

$130,678.85

&

This is what a deal
looks like after you
click into it.

Q Collapse all ~

# Customize record

Activities

Overview

Activity Notes Emails Calls Tasks Meetings

Filter by: Filter activity (14/21) +  All users ~ All teams ~
December 2024
> Task assigned to Elizabeth Cahill
(] N

Deal activity

Elizabeth Cahill moved deal from Quote sent fo Closed won. View details 2

Dec 3, 2024 at 7:39 AM PST

Email - RE: Kelley Bros PO 76-27297
to John Cuocco, info@townsteel.com, sales@townsteel.com, vhosbach@kelleybros.com

Sales will help with your request. Thanks Steve Cima steve@townsteel.com 17901 Railroad Street City of Industry, CA 91748 Tel:
(626)965-8917 Ext.186 Fax: (626)965-8919 Cell: 626-213-9312 townsteel.com

November 2024

> Email - TownSteel Visit from Diane Humphreys
to Mike Cipolloni
® Sent
Hi Mike,
It was great meeting you last week and thank you for your time.

As we discussed, let's look at some dates for a TownSteel visit featuring the Aegis Lock.

_—

John Cuocco [

Project Manager at Kelley Bros. - Center Valley (Kelley-PA)

~ Contacts (1)

jcuocco@kelleybros.com @

+1 (484) 894-3037 W

(iew associated contacts
(Ccmpanies @) + Add

Primary |

Kelley Bros. - Center Valley (Kelley-PA) m

AN

kelleybros.com @ @
+1(570) 587-4400 @

View associated companies

N /

v Tickets (0) +Add

Track the customer requests associated with this record.

~ Payment Links (0) -

Give customers a fast, flexible way to pay. Add a payment link fo

accept a payment and associate it with this record

Sef up payments

~ Deals (0) + Add

Track the revenue opportunities associated with this record.

v Subscriptions (0) Add ~



How to look at a deal

$130,678.85 Q020524S.Rev. 5-KB (Job: USH/LVHN # Customize record v Subscriptions (0) Add ~
Behavioral Health Hospital) °

< Deals

vity date Overview Activities Automate subscription management and recurring billing from
12/18/2024 8:.00 AM PST

this record.
Searc Q Collapse all ~ SeiUp paynents
’ Activity Notes Emails Calls Tasks Meetings
4 CE— v Payments (0)
Filter by: Filter activity (14/21) v  All users ~ All teams ~ Track payments associated with this record. A payment is

created when a customer pays or a recurring payment is

December 2024 Th iS iS Wh e re yo u processed through HubSpof.
> Task assigned to Elizabeth Cahill ﬁ nd attac h me ntS eAEs

. © ©6205245Rev-5-KBJob-USHLVHN-BehevioratHealth-Hespiteh) and quotes

; Attachments Add ~
29441468690

ame Deal activity Recently uploaded

Contract Hardware Channel (CHD)

Original Traffic S

Offline sources ~

Q020524S.Rev. 5-KB (Job: USH/LVHN Behavioral Health Elizabeth Cahill moved deal from Quote sent to Closed won. View details 2

Hospital) @ {(:|\cy-:ni:s-rowrlerE-Po-7b-z7297.paf
Dea ility
100 > Email - RE: Kelley Bros PO 76-27297 X 4 1 R
% = 21.24,
to J] com @ 11726, i

Salq

i @ Railroad S Ci f Industry, CA 91748 Tel
(62 TS BIZDeV Rep IS Very e & @ ?OZDSZ4S.REV.S-KB,UHS-LVHN BEHAVIORAL HEALTH ...

important to you!! This is R
where you get your credit K %

v Deal create attribution [T

o where credit is due

® S Attribute deal creation to marketing activities. Attribution data is

Arch Resources

only available for deals with associated contacts.
Hi Mike.



How to find deals within a vertical deal-type

Q Search HubSpot "
a i All Filters X

Deals ~

2473 records Advanced Filters

Add filter

All deals My deals + Add view (2/50; All Views
X y de (2/50) deal ty|

Deal owner ~ Create date ~ Last activity date ~ Close date ~ + Mory = Advanced filters This view doesn't have any vanced filters.

& 1o begin Deal information

WEIGHTED DEAL AMOUNT

These instructions _$4s6aM
are for if you wish to

view all the deals

associated with a Click here | , Type in"Deal type

Speciﬁc Ve rtical lardware to ﬁ Ite r. Jif Golden (cliff.golde. $50,000 here'

CLOSED DEAL AMOUNT

$12.71M

ige per deal: $50.94K Average per deal: $24.03K

et Hardw nny Moore (kenny.m. $4,379.10
channel (ex. Maybe a . : . -
et Harow Apr 14, 2025 8:26 AM PDT a Kenny Moore (kenny.m. $2311598 Yesterday at 2:47 PM PST K12
C h anne | yo u are et Hardw Jan 31,2025 8:16 AM PST Diane Humphreys (dian. $15,256 Yesterday at 8:23 AM PST Wholesale
WO rki ng O n | i ke et Harow Apr 15, 2025 8:13 AM PDT i Kenny Moore (kenny.m. $29,669 Yesterday at 815 AM PST Multi-famib
t Hardw Jon 31,2025 3:41 PM PST Patrick Manning (pman. $10,000

M u Iti'fa m i Iy, K' 1 2, et Hardw Apr 14,2025 8:31 AM PDT @ «eony Moore (kennym $9.404.10 « ’
.
Wholesale’ or et Hardw Apr 13,2025 10:14 AM PDT @ Kenny Moore (ennym $49,855.04 CI |Ck on Deal type

H I h et Hardw, Apr 13,2025 10:11 AM PDT @ e Learch (kyle@aug $14,025.48

€a t ca re) * lardware Apr 13,2025 8:49 AM PDT David Furcayg (david@. $69,875.03
QUITSZ55-KG (J007 CEMUeT- TTOSETWOTTTCOTTCT Hardw... Apr 13,2025 8:37 AM PDT Brian Pritchard (bpritch. $69,306.30 Jan 14, 2025 8:45 AM PST Healthcare
Q0113255-1ST (Job: New P.. Quote sent (Contract Hardw. Apr 13,2025 8:20 AM PDT Brian Pritchard (bpritch $13.991 Jan 14, 2025 8:24 AM PST New Busine
Q100224V-Kelley Bros-Rev... Quote sent (Contract Hardw. Mar 31, 2025 201 PM PDT Michael O'Connor (moc $16,089.88 - Healthcare

T011025-SEC (Job: Jose He.. Quote sent (Contract Hardw. Feb 9. 2025 9:53 AM PST . Todd Neelv (todd.neelv. $20.509.80 Jan 13. 2025 9:55 AM PST New Busine



How to find deals within a vertica

Q. search HubSpot

Deals ~
14 records

All deals

Contract Hard:

TOTAL DEAL AMOUNT

$537.73K

Average per deal: $38.41K

DEAL NAME
QO011525RC-Commercial O...
QO11325RC-Design Supply ...
Q082224V-Hanover Specia...
Q122424V-Middlesex (Job: ..
Q121024V-Middlesex (Job: ...
Q1122245-COM (Job: Ridge...
Q112224V-Eastway Lock & ...
Q032024J-Eaton-Rev 3 (Jo...
Q111824RW-Rochester Col...
Q110624E-OSP (Job: Wyan...
Q102324V-KB (Job: Replac...
Q102124V-Comdor LLC (Jo...
Q100224V-Kelley Bros (Job...

Q092724V-Architectural Ha...

X My deals

Deal owner ~ Create date ~ Last activity date ~
WEIGHTED DEAL AMOUNT
Average per deal: $23.23K
DEAL STAGE CLOSE DATE (PST)

Quote sent (Contract Hardw.
Quote sent (Contract Hardw...
Quote sent (Contract Hardw.
Quote sent (Contract Hardw.
Quote sent (Contract Hardw.
Quote sent (Contract Hardw...
Quote sent (Contract Hardw.
Quote sent (Contract Hardw.
Committed (Contract Hardw.
Quote sent (Contract Hardw...
Quote sent (Contract Hardw.
Quote sent (Contract Hardw.
Closed do to Revision (Contr...

Committed (Contract Hardw.

Apr 15, 2025 8:13 AM PDT
Apr 13, 2025 10:14 AM PDT
Jun 30, 2025 9:55 AM PDT
Mar 23, 2025 2:25 PM PDT
Mar 9, 2025 1:20 PM PDT
Feb 22, 2025 3:38 PM PST
Feb 22, 2025 11:08 AM PST
May 31, 2025 4:06 PM PDT
Dec 31, 2024 2.39 PM PST
Feb 3, 2025 1:19 PM PST
Jan 24, 2025 10:49 AM PST
Jan 20, 2025 9:59 AM PST
Jan 2, 2025 2:47 PM PST

Dec 26, 2024 11:57 AM PST

+ Add view (2/50)

+ More = Advanced filters

OPEN DEAL AMOUNT

$537.73K

Average per deal: $38.41K

DEAL OWNER

@ «Kenny Moore (kennym

@ ey Moore (kennym
Paul Frazier (paulfrazie
Peter Sedgwick (pmse
Peter Sedgwick (pmse.
Paul Frazier (paulfrozie...

Tom Stapleton (tstaplet.

Todd Neely (fodd.neely.

Kyle Learch (kyle@dug.

Kenny Moore (kenny.m

e®soe

Kyle Learch (kyle@dug.
Paul Frazier (paulfrazie.
Michael O'Connor (moc...

Paul Frazier (paulfrazie.

All Views

CLOSED DEAL AMOUNT

$0

NEW D

$7

Average p

l deal-type

All Filters

Advanced Filters Discard Edit filter
W

Group 1 L ] Deal type

L] is any of

Deal type is any of Multi-family

AND

+ Add filter

AMOUNT LAST ACTIVITY DATE (PST)
$29,669 Yesterday at 8:15 AM PST
$49,855.04 Jan 15, 2025 10:18 AM PST

2,351.20

Jan 7, 2025 10:06 AM PST

DEAL TYPE

Multi-family

Multi-fomity

Muiti-family

o

New Business

Business

Healthcare

) Multi-family

1" Click on the options you wish
= toview. The deals board will
.| automatically display the
options after you click.




How to use filtering

Deal owner ~ Create date ~ Last activity date ~ Close date ~ + More = Advanced filters

Contact owner ~ Create date ~ Last activity date ~ Lead status ~ -+ More = Advanced filters

Company owner ~ Create date ~ Last activity date ~ Lead status ~ + More ‘ = Advanced filters
All lists X Unused lists Recently deleted

All creators ~ All types ~ All objects ~ == Advanced filters (0)

This is what the basic filter options look like for the deals, contacts, companies, and lists pages. Using
these filters will make your life easier when organizing/looking for things.



How to use filtering

All Filters X

ssigned

rNi@silve
cki@mo
ki@csar
schools.
cscki2.
ky@ms
lent@nk
@nbtsc
ottsville
eedspol

tonisd.

Next :

Advanced Filters Add filter

Search in contact properties Q

This view doesn't have any advanced filters.
Select a filter to begin.

Contact activity

bc  Campaign of last booking in mee...

@

Date of last meeting booked in m...

Abc  First conversion

53

B

B

First conversion date
Last activity date
Last contacted

Last Engagement Date

be  Last NPS survey comment

&

Last NPS survey date

Last NPS survey rating

Abc  Medium of last booking in meetin...

Abc  Membership notes

Abc  Message

bc New question from Sales Bot

Next activitv date

As briefly mentioned before, this is what the “Advanced
Filters” button looks like:

This filter allows you to sort your
contacts/companies/deals/lists according to more specific
information properties.

Type in the name of the specific property you are trying to sort
by. Ex. “TS BizDev Rep” and click on it.

The information property you are searching for has to be one
that is specific to the channel you are sorting (either
contacts/companies/deals/lists). The information properties
vary for all of them.



How to use filtering

All Filters X All Filters X

. o Advanced Filters Edit filter
Advanced Filters Discard Edit filter + Ad
Ad Group 1 1] X 3N
Group 1 ] TS BizDev Rep 2
TS BizDev Rep 2 0 | = & X
- @ is any of -
isonviof - TS BizDev Rep is any of
TS BizDev Rep is any of Brandon AMOUR
UN | Faber is any of ‘M AND Q
is none of 324 | o
AND Brandon Faber
is known
+ Add filter OR Jimmy Weisbruch
is unknown
e + Add filter group Jennifer Farrell
OR
1 Dale Mathias
+ Add filter group ob: Lel
12)) Todd Neely
2025 | [lprianchela i

Once you click on the specific property you are trying to sort by, this window will pop up (it will vary
depending on the property).

This is basically the concept of how advanced filtering works throughout all of HubSpot.



How to operate sales report dashboards

+ Quick filters 3= Advanced filters

Deal revenue forecast by stages@®
IN THE LAST 30 DAYS

$1,613,495

Reporting
Dashboards
Reports
Sales Analytics
Service Analytics
Forecast

Goals

Team activities by activity date®
IN THE LAST 30 DAYS

Click this dropdown to
view the different
types of dashboards

al closed

losed amount in company currency

$50,000.0¢

Revenue goal

Manage dashboards Assigned: Everyone can edit

totals vs. goal®

THE LAST 30 DAYS | DAILY

Sum Closed amount in company currency

$200,000.00

$150,000.00

$100,000.00

As you scroll down, there
will be many different
types of reports that were

previously put together

2/16/2024 12/21/2024 12/26/2024 12/31/2024

Close Date

1/5/2025 1/10/2025

bated and worked totals with deals created and won totals©®
0 DAYS COMPARED TO | YEAR BEFORE




How to make your own report and dashboard

You can create a new dashboard or a new report from
saved reports or from scratch. Please contact me if
you would like to create a report and | can make it for
you or show you how.

From saved reports

i Create report

Deal closed totals vs. goal®
IN THE LAST 30 DAYS | DAILY

Revenue goal Sum Closed amount in company currency

$200,000.00

>
Q

3 $150,000.00

2
2
o
£
8 &
c
= $100,000.00
£
]
3
E
-]
g
8 $50,00000
v
E
£
a

$0.00

12/16/2024 12/21/2024 12/26/2024 12/31/2024 1/5/2025 1/10/2025

Close Date

Contacts created and worked totals with deals created and won totals®
IN THE LAST 30 DAYS COMPARED TO | YEAR BEFORE



How to see all of your activities in one place

You keep track of all of your activities in one
place by creating a “Team activity timeline”
report. You can then save the report so you can
have easy access to viewing all of your activities.

This is optional - you can do this if you think it
will help with your own process.

Q Search HubSpot

Reports

Search reports

My reports

Analytics suites

Contacts

Traffic

Reporting
Dashboards
Reports
Sales Analytics Al
Service Analytics
Forecast

Goals

Tasks completed

Team activitv timeline

ctivity assigned to

Reports

SN—

Analytics suites
Contacts
Traffic
Sales
Activities & leads
Call outcomes
Chats
Completed activities
Lead funnel
Lead response time
Meeting outcomes
Prospecting activities
Tasks completed
Deals
Forecast & revenue

Service

v

v

v



How to see all of your activities in one place

Reports

My reports

Analytics suites
Contacts
Traffic
Sales
Activities & leads
Call outcomes
Chats
Completed activities
Lead funnel
Lead response time
Meeting outcomes
Prospecting activities
Tasks completed
Team activity timeline
Deals

Forecast & revenue

Service

«

Team activity fimeline

v Summary

LAST QUARTER

o
 ' Filters

»

About this report

PUNT OF ACTIVITIES

424

A 18.11%

Onceyou are
done, click
“Save report

”n

Choose your
desired date
range.

FILTERS (2)

4 1\
Date range
/ Last quarter
\ <z
4 A
Activity assigned to
[ Brandon Faber x |
& J

HubSpot Team

Brandon Faber logged an email fo Jeremy Keenan

Meeting to Discuss Your New Build and Renovations
Hi Jeremy, I wanted o see if you'd be available for a quick meeting fo discuss school security and clas

renovations. As a former School Resource Officer, I understand the importance of creating secure learr

Type in the name.

Any

Activity type

[ Task | [ cait | [ meetin

Email reply from contact | + 2 more

(&

Brandon Faber logged an email o Joel Lofton
RE: ALERRT Conference Follow Up

Hi Joel! Hope you are having a great holiday season! I just wanted fo follow up with you and see how t
concerns come up that I can address? [A black background with a black square Description automatic

Brandon Faber logged an email fo Chris Hession

Choose which
activities you want
to view.

Engagement filters

Meeting to Discuss Security for Your New Build and Renovations

Hi Chris, I wanted fo see if you'd be available for a meeting fo discuss school security and classroom door hardware solutions for your upcoming new build and

renovations. As a former School Resource Officer, I understand the importance of creating secure learning environments and would love fo share some options that

> + Add filter



How to see all of your activities in one place

This report will be saved fo your reports. You can also add it fo
dashboard.

Save report

Report name *

Brandon's Activity Timeline

Description
View a list of the most recent activity logged by your

team. See specific tasks, emails, meetings, and calls
logged.

Add this report to a dashboard?

@ Don't add to a dashboard
Add to existing dashboard
Add to new dashboard

AN

Who can access this report?

Private to owner (me)

View and edit

® View only

Your choice

Choose your
desired
accessibility

©

/

L/

Brandon'’s Activity Timeline was saved. Go to your reports. X

vity fimeline

ary

R FILTERS (2)

don Faber logged an email fo Jeremy Keenan
2024

ing to Discuss Your New Build and Renovations

COUNT OF A

424

A 18

,

FIVITIES

3

%

remy, I wantef
ations. As a f

Your report is now successfully
saved. Click on the link here or you
can find it in the “Reports” tab.

oming new bl
ome options 1




How to see all of your activities in one place

Reports

My reports

Analytics suites
Contacts

Traffic

Sales

Service

Q My reports
All reports 318 Custom reports 1 Favorites
Dashboard: Any ¥ Owner: Anyone ~ Last updated: & 1 D to &
NAME DASHBOARDS OWNED BY ASSIGNED LAST VIEWED LAST UPDATED
giiy 2 5 Jan 16, 2025 3:44 PM
© Brandon'’s Activity Timeline 0 Katie Ma Owner only - Katie Ma =
e 15, 2025 9.56 AM Jan 13, 2025 1033 AM
e : an g an ;
® All Open RMA Ticket Status (ALL TIME) - Prices Uns... 1 Katie Ma = SR il
v
. s Jan 15, 2025 9:.56 AM Jan 13, 2025 10:31 AM
® All Open RMA Ticket Status (ALL TIME) - Prices 1 Katie Ma i i b
s s Jan 16, 2025 1:22 PM Oct 21, 2024 6:16 PM
© Activity Report 1 User removed - Brandon Faber Jennifer Farrell
Oct 8, 2024 8:30 AM Oct 7, 2024 116 PM
HubSpot Users (Core Seat) 0 Katie Ma Everyone Katie Mo Kotie Ma
Sep 12, 2024 9:33 AM Sep 4, 2024 12:.43 PM
0 Todd Neely Owner only P s P %

You can now find your
saved report in the
“Reports” tab

Katie Ma

Todd Neely



How to create lists

Q Search HubSpot Ctrl[K = Year in review i~ @ & Q 4 Copilot ’ TownSteel v

Lists

93 lists

CRM

X Unused lists Recently deleted + Add view (3/50) All views @8 Folders
Contacts
ypes ~ All objects ~ == Advanced filters (0) H Save view
Companies
Deals L Actions ~
LIST =
Tickets SIZE TYPE © OBJECT © LAST UPDATED (PST) @ CREATOR @ FOLDER © USED IN ©
Contacts 207 Static Contact No‘v ??';27024 10:42.00 Katie Ma - 0
hool Contacts 30 Static Contact Noy 6'72>0724 AN Katie Ma =
b . .
«« Lists can help with your
- Oct 31, 2024 4:46 PM . Sch|
Contacts 76 ® Active Contact ) Katie Ma . M4
o1 own organlzatlon process.
Bra) F 'f
o Brandon’s WI Contacts 511 @ Active Contact Octal, ?924 oM Katie Ma (5:2': Or eX. I you Wa nt to
by Katie Ma . .
wi organize which contacts to
Bra
. .
v Brandon’s WV Contacts 100 ® Active Contact F)m 571' ?0?4 AALPY Katie Ma z:): ta rget I n a s peclﬁ C a rea
by
@ Bral
Brandon’s WA Contacts 571 @ Active Contact ?CY 31i ?924 R Katie Ma Z;Im;::ts 0

1 2 3 4 Next > 25 per page ~



How to create lists

< Back fo lists

Create a list

Contact-based

Create a list of Contact records

(¢ » & & %@

Cart-based

Create a list of Cart records

Company-based

Create a list of Company
records

Deal-based

Create a list of Deal records

Order-based

Create a list of Order records

Ticket-based

Create a list of Ticket records/

What kind of list are you creating?

[ (® Activelist 74 of
Active lists automat

[ Static list 18 of
Static lists do not au

Custom properties Customize the ‘Create list' form '

There are no custom properties selected.

N

Contact-based and
company-based are the
most common

List name is required.

Active lists automatically update over time
according to custom filters and changing
records. This feature is mostly used by
marketing, so no need to worry too much
about this.

Static lists do not automatically update over
time, although they still require using custom
filters. You create the list and it stays that
way. Please contact katie.ma@townsteel.com
if you need a list/help and | can make it for
you.



mailto:katie.ma@townsteel.com

