
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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https://app.tango.us/app/workflow/b28bb540-77d9-406e-8d63-d4d12b71e706?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links


# Accessing Contacts - Jump into HubSpot 10 Steps

STEP 1

Click on the CRM menu item on the left-hand navigation
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https://app.hubspot.com/contacts/4809868/objects/0-1/views/all/list?query=demo%20test


STEP 2

Click on Contacts

STEP 3

You'll be taken to an overview of Pros (Contacts) in the database
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STEP 4

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

STEP 5

To view information on a Pro (Contact), hover over the Name and Click
 Preview
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STEP 6

A panel with information on the Pro (Contact) will appear
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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.
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STEP 8

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

STEP 9

OR Click on View record in the preview panel
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STEP 10

This will take you to the full Contact Record

# 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)

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
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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.

STEP 14

Click on Save
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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.

STEP 16

Click on Activities
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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.

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.

12 of 18



# Accessing Contacts from a Deal 9 Steps

STEP 19

Click on the CRM menu item in the navigation to the left
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STEP 20

Click on Deals

STEP 21

This will bring you to an overview of Deals
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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

STEP 23

Click in the Deal card to pull up the Deal Card Preview
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STEP 24

Click on View record in the Deal Card Preview

STEP 25

On the right-hand side, locate the Contacts section
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https://app.hubspot.com/contacts/4809868/record/0-3/29783495311


STEP 26

Click on the Pro (Contact) Name

STEP 27

Congratulations! You've completed the Contact Record Overview
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