Sola Salon Studios - Contact Record
Overview

Contacts represent a Pro in your CRM. This guide is a general overview of the Contact Record
layout and the different ways you can access these records. In this guide, we'll walk you
through:

- How to access Contacts

- An overview of the layout and structure of the Contact Record
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# Accessing Contacts - Jump into HubSpot 10 Steps

STEP 1

Click on the CRM menu item on the left-hand navigation

2 Contacts ~
5 records

oo X My conta
0o

CRM
3] S reate date ~ Last activity date ~
2 ontacts
A Companies X
. Deals EMAIL

Tickets STI ian.mackovski+941
K
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https://app.hubspot.com/contacts/4809868/objects/0-1/views/all/list?query=demo%20test

STEP 2

Click on Contacts

Q, Search HubSpot

2 Contacts ~
5 records
oo X My contacts
0o
CRM
reate date ~ Last activity date ~ Lead status
2] Contacts
A Companies X
Deals EMAIL
E]
Tickets ST I ian.mackovski+943@outlia...
&
Notifications notification-demo@test.com

Franchise Groups

STEP 3

You'll be taken to an overview of Pros (Contacts) in the database

Contacts - -

FHONE NUMBER
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STEP 4

You can search for a specific Pro (Contact) in the search bar

Contacts ~
2 records
All contacts My contacts X Unass
(1) Contact owner - Create date ~ Last activity date - Lead status -~ <+ More Clear quick filters = Advar
emily X
NAME EMAIL PHONE NUMBER LEAD STATUS
Emily Smith emily.smith@fakemail.com 1-866-659-4219
Emily Harris emily.harris@dummyemail... 1-729-222-7928
1

To view information on a Pro (Contact), hover over the Name and Click

.
Preview
PHONE NUMBER LEAD STATUS
itkemail.com 1-866-659-4219
ummyemail.... 1-729-222-7928
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CREATE DATE (HST)
Jan 10, 2025 11:21 AM HST
Jan 10, 2025 11:21 AM HST

100 per page ~
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STEP 6

A panel with information on the Pro (Contact) will appear

Contacts ~
2recres
Actions.
X | uncssigned conacr + Add view (3/50) A
Emily Harris
(1) Cantact owner Create date Last octivity date Lead status - +More  Clear quick filters Advanced filters ——
L]
emily X
NAME EMAIL PHONE NUMBER LEAD STATUS CREATE DATE (HST) z - . ®
Emily Harris ~ About this contact Actions -
1 100 per page -
+
~ Pinned octivity

View record
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STEP 7

If you scroll down on the preview of the Contact, you'll see other sections of
information on a Pro. Two areas that are good to take note of are the Helper
Links section and the Upcoming activities section

The Help Links section includes important resources that can help you. For example if you get
stuck utilizing HubSpot or want to reference the Resource Center, there are links to take you
where you need to go. The Upcoming activities section shows you any important activities like
tasks or meetings that are coming up.

Emily Harris

Contacts ~
2 records

> FAQ
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STEP 8

To access the full Contact Record you can either Click the Name

PHONE NUMBER LEAD STATUS CREATE DATE (HST)
akemail.com 1-866-659-4219 - Jan 10, 2025 11:21 AM HST
lummyemail.... 1-729-222-7928 - Jan 10, 2025 11:21 AM HST

1 100 per page ~

STEP 9

OR Click on View record in the preview panel

PHONE NUMBER LEAD STATUS CREATE DATE (HST)
akemail.com 1-866-659-4219 - Jan 10, 2025 11:21 AM HST
lummyemail... 1-729-222-7928 -- Jan 10, 2025 11:21 AM HST

1 100 per page -
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STEP 10

This will take you to the full Contact Record

Q, Soorch HubSpar

Actions Customize record ° ~ Salesmsg SMS (0]
Activities
Emily Harris
a w a Collopse all -
T y Salessnsg SHS Texting & Colling | SeMings
@ — o - " Activiry res -
i . “ Cantacts Recent Daeals (1) Ad
rby: Filter activity (26/45) + Al users - All feams
~ About this contact Actins peoming Bemo: Emily Harris
Connected
Task o
ow o ted deat:
® ™ o
= Campanies (1} Add
primary
3 Meeting - Tour with Emily hasted by Hannah Muncz
. ]
.-
Tanuary 2025
Deol octivity . . “ anachments add
Hannah Munoz i decl CRM Demo: Emily Harris 7 10 Co ted. View details
ot
Deal oetivity ~ Comtact create attribution
Decl CRM Demo: Emily Harris View details &2

Lifecycle change

* Linear -

s was updated 10 Oppoarfunity View details &

ALLTIME  FILTERS (1)

# Contact Record Layout/Structure 8 Steps
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https://app.hubspot.com/contacts/4809868/record/0-1/611577801

STEP 11

The left-hand side of the record will show About information on the Pro
(Contact)

Abaut this contact Actions -+ #

3 Meeting - Tour with Emily

STEP 12

This information is editable if you gather more information on the Pro. To edit
information, Click directly in the section that needs updated

Emily Harris
® . a .
[ T —— -
1 . =] = Activity
. (26745 i
® Upe
J a Task
» Mesting - Tour with Emily hested by Hannah Munos
-
ema
mare
wact cr b
ity
ceyele chang
' o LYERS
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STEP 13

Select the proper element or type in the information

In this example, the updated information was selected from a list.

Q. search Hubspot

Cantacts Actions -
. Activities
Emily Harris
v Q
# = [N - & Activity
oy Filter activity (26/45) = All users All teams.
«  bout this contact Actions - B Uertomi]
s Task
Task

» Masting - Tour with Emily hostec by H

Henrah Munoz e

Deal activity

2l CRM Dema: Emity Harris

Litecycle change

STEP 14

Click on Save

Filter by: Filter activity (26/45) ~  All users - All teams ~

Upcoming

» Task assigned to Hannah Munoz

() CRM Demo: Emily Harris: 1st attempt to connect

> Task assigned to Hannah Munoz

ol CRM Derma: Emily Harris & 1

v Salesmsg SMS (0)

I Fomeces b Salesmeg 545 Testiog & Caling  Settings

~  Contacts Recent Deals (1) + add

Add
g
Vie ted
 Amochments Add -
view details
v Contact create attribution
3 by Automation Piattorm, View details 1
o Lineo
ity View details & ALLTIME  FILTERS (1)
# Overdue: Jan 11, 2025 at 5 AM HST
& Overd Jan 11, 2025 at 1204 PM HST

: ) CRM Demo: Emily Harris: Reminder to either contact lead or move into correct stage in pipeline

> Meeting - Tour with Emily hosted by Hannah Munoz

Emily is touring X

January 2025
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STEP 15

The center of the record holds the Overview and Activities tabs

The Overview tab will give you insight into activities and Deals that this Pro (Contact) is part
of.

Emily Harris

Ma aetivities match the eurrent filters

STEP 16

Click on Activities

Crrl| K -

Actions ~
Changes sav
Overview Activities
n M Data highlights
o CREATE DATE LIFEC)
01/10/2025 11:21 AM HST Opt
Meeting More
Artinne = &It - - -m a-a
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STEP 17

The Activities Tab will show you specifics of what the Pro (Contact) has
received, any notes you may have left, or open tasks.

Emily Harris

> Meeting - Tour with Emily hosted by Hannah Munaz

STEP 18

The right-hand side will show you all associations and Salesmsg SMS. For
example, if this Pro (Contact) is part of a Deal, you will see that information
on the right-hand side.

Emily Harris
L) Q
] » -
2 @ (% (B ® Activity
------------------ -
~ Companies (1)
3 Meeting - Tour with Emily hosted by Honnah Munaz
]
+
Oeal
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# Accessing Contacts from a Deal 9 Steps

STEP 19

Click on the CRM menu item in the navigation to the left

< Contacts Actions ~

) Overview
IS
CRM
myemail.com W Data highlight
Contacts Y ghllg
Companies wn ]
01/1
Deals Task Meeting More
Tickets .
Actions - & Recent activit

Franchise Groups

Filter by: 7 activ
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STEP 20

Click on Deals

STEP 21

This will bring you to an overview of Deals

CRM

Contacts

Companies

Tickets

Franchise Groups

Locations

Regions

myemail.com @

Meeting

rch HubSpot

More

Actions ~

Data highlight

01/1

Recent activit

Filter by: 7 activ

™ Sola Salon Sh

Enablement

Deals ~

All deals

demo test

test regions
Location: Demo Locations
Primary Service: Loshes
Stage/Deal Age: 1d/1d

Deal owner: Claude Aparecio

On-Track

Task 4 hours ago
£ No activity scheduled

test Idp
Location: Demo Locations
Primary Service: Massage
Stage/Deal Age: 1,
Deal owner: Cloude /

on-Track || Mumi

Task 4 hours ago
t No activity scheduled

test Gi
Location: Demo Lo
Primary Service: Massoge

ons

Total: $0

¢

X | M
Deal owner ~ Create
CONNECTING 1

marcelo test
Location: Demo Locations
Primary Service: Borber
Stage/Deal Age: 36d/36d
Deal owner: Claude Aparecio

At-Risk

Task @ month ago
1 No activity scheduled

marcelo test
Location: Demo Locations
Primary Service: Makeup
Stage/Deal Age: 37d/37d
Deal owner: Claude Aparecio

ar-Risk || Mt

Task a month ago
1 No activity scheduled

marcelo test
Location: Demo Locations
Primary Service: Borber

Total: $0

1y deals + Add view (2/50) Al Views
date ~  Lostactivitydate - Closedate ~  + More = Advanced filters R
eport @ 8 -
< CONNECTED 7 TOUR SCHEDULED 1 TOUR COMPLETED 1 < WAITLIST

marcelo test

Location: Demo Locations
Primary Service: Barber
Stage/Deal Age: 36d/36d
Deal owner: Claude Aparecio

At-Risk.

Task o month ago
£ No activity scheduled

Marcelo Test
Location: Dema Locatians
Primary Service: Hair
Stage/Deal Age: 43d/43d
Deal owner: Cloude Aparecio

At-Risk

Task @ month ago
* No aetivity scheduled

ahsan test
Location: Demo Locations
v | Primary Service: Hair

Total: $C

regions test
Location: Deme Locations
Primary Service: Hair
Stage/Deal Age: 19d/20d
Deal owner: Claude Aparecio

Ar-Risk

Meeting 14 days ago
1 No activity scheduled

CRM Demo: July 14 Test
Primary Service: Hair
Stage/Deal Age: 509d/509d
Deal owner: Radiance DEVOPS

(]

Task a year ago
t No activity seheduled

Total: $0
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https://app.hubspot.com/contacts/4809868/objects/0-3/views/all/board?query=demo%20test

STEP 22

Search for a Deal

()  Search HubSpot

H
Deals ~
All deals X My deals
oo
oo
‘ Leasing Pipeline - Deal owner ~ Create date ~ Last actiy
£
‘ demo test X { Search name or description
NEW 91 < CONNECTING 11 < CONNECTED
test regions marcelo test marcelo tes
) Location: Demo Locations Location: Demo Locations Location: D¢
Primary Service: Lashes Primary Service: Barber Primary Ser
Stage/Deal Age: 1d/1d Stage/Deal Age: 36d/36d Stage/Deal
2o Deal owner: Claude Aparecio Deal owner: Claude Aparecio Deal owner:
E— — ———
Click in the Deal card to pull up the Deal Card Preview
=B | Ty Deal owner - Create date ~ Last achivity date ~ Close date ~ + More =
demo test X
NEW 270 <  CONNECTING 12 ¢  CONNECTED 21 TOUR SCHEDULED
Hannah Munoz Demo Test marcelo test Ian Test regions test
Primary Service: Hair Location: Demo Locations Location: Demo Locations Location: Demo Locatic
Stage/Deal Age: 0d/0d Primary Service: Barber Primary Service: Hair Primary Service: Hair
Deal owner: Hannah Munoz Stuge/Deu\ Age: 76d/76d Stage/Deal Age: 3d/3d Sfcge/DeaI Age: 59d/6

Deal owner: Claude Aparecio

T

Mo activity for 3 hours

Task due in 14 hours

Task 3 months ago

R Test o
! No activity scheduled

Location: Demo Locations
Primary Service: Haoir
Stage/Deal Age: 0d/0d
Deal owner: Ian Mackovski

marcelo test
Location: Demo Locations
Primary Service: Makeup

On-Track Multi Stage/Deal Age: 77d/77d

Deal owner: Cloude Aparecio

o

M mativitu far O hanre As_Dislr (YIRS

LIFT =

Enablement

Deal owner: Ian Mackovski

Task 2 days ago
! No activity scheduled

test DLTwo

Location: Demo Locations
Primary Service: Microblading
Stage/Deal Age: 3d/3d

Deal owner: Ian Mackovski

An_Tearl

Deal owner: Claude Apc

Meeting 2 months ago
! No activity scheduled
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STEP 24

Click on View record in the Deal Card Preview

12

tions
Jer
/76d
parecio

tions
eup
/77d
parecio

< CONNECTED 2 | <

Ian Test

Location: Demo Locations
Primary Service: Hair
Stage/Deal Age: 3d/3d
Deal owner: Ian Mackovski

regions test

Location: Demo Locations
Primary Service: Hair
Stage/Deal Age: 59d/60d
Deal owner: Claude Aparecio

On-Track A

e

isk

Task 2 days ago
! No activity scheduled

Meeting 2 months ago
! No activity scheduled

test DLTwo

Location: Demo Locations
Primary Service: Microblading
Stage/Deal Age: 3d/3d

Deal owner: Ian Mackovski

On-Track

Task 3 days ago
! No activity scheduled

STEP 25

TOUR SCHEDULED 1

< TOUR COMPLETED 1|« WAITLIST

July 14 Test

Location: CRM Demo

Primary Service: Hair
Stage/Deal Age: 549d/549d
Deal owner: Radiance DEVOPS

At-Risk

Task a year ago
! No activity scheduled

On the right-hand side, locate the Contacts section
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Filter by: Filter activity (14/22) + All users -  All teams ~

Upcoming

> Task assigned to Hannah Munoz

Hannah Munoz Demo Test: 1st aftempt to connect

January 2025

Deal activity

Hannah Munoz moved deal to New. View details [

This deal was created by Hannah Munoz

~

& Due: Jan 14, 2025 at 5:00 AM HST

Jon 13, 2025 ot 11:53 AM HST
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https://app.hubspot.com/contacts/4809868/record/0-3/29783495311

STEP 26
Click on the Pro (Contact) Name

Filter by: Filter activity (14/22) + All users -  All teams ~

Upcoming

» Task assigned to Hannah Munoz

Hannah Munoz Demo Test: 1st aftempt to connect

January 2025

Deal activity

Hannah Munoz moved deal to New. View details [

This deal was created by Hannah Munoz

STEP 27

Congratulations! You've completed the Contact Record Overview
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1:53 AM HST
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