Sola Salon Studios - Logging Activity - Quick
Action Buttons for Leaving Notes, Creating
Tasks and More

In any HubSpot record, there are buttons at the top of both the top of the preview of a record
and the record itself. These buttons are used for outreach and making sure actions are logged
to HubSpot. This guide will walk through the action buttons including:

- Creating notes

- Creating tasks

- Scheduling a meeting
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https://app.tango.us/app/workflow/1b824490-9225-47c0-bcd9-fac0dcc2c3dc?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links

# Accessing a Record in HubSpot 6 Steps

STEP 1

Navigate to the left-hand side and go to the CRM menu item

A
Deals ~
All deals X

G

CRM

E M Deal owner ~ Crec
{2] Contacts
) X

A Companies

Deals 5 < CONNECTING

Tickets n 24 kanban deal |1 | 4/28
= Location: Demo Locations
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https://app.hubspot.com/contacts/4809868/objects/0-3/views/all/board?query=demo%20deal

STEP 2

Click on Deals

All deals X My deals

CRM
E Deal owner ~ Create date ~

Contacts

Companies

Deals 5 < CONNECTING 1 < CON

Tickets 24 kanban deal |1 | 4/28/23 ka
Location: Demo Locations Lo
Franchise Groups ons Primary Service: Multiple Pr
x/Fillers Stage/Deal Age: 560d/560d St

Locations /470d Deal owner: Radiance DEVOPS De

Regions

Al

STEP 3

This will take you to the Deal overview

Al e x + Add view (2/50)  All Views
Dealowner - Createdate - Lostachivitydate - Close date = (1) Test Recard +More  Clear quick filters Advanced filters - ml
]
o Q B .
HEwW 3¢ comnEeTING 1 ¢ eoNMECTED t ¢ TouR SEHEDULED 9 ¢ TOUR COMPLETED 7 ¢ wamst 3 ¢ elosenieasee 4 ¢ ewosen/NuRTURE
Demo Locations: James Marris  Demo Locations: John Bavis €RM Demo: Emily ERM Bemo: David Moore Demo Locations: James. CRM Deme: Anna Johnson Demo Locations: James ERM Demo: Emily
Locatian: Derm Locations Lacation: Der Location: CRI Lacation: CRM Dema Brawn Lacation: ¢ m Lacation: CAM De
primary Service: Brow Primary Servi Primary Sorvice: O primary Service: Locatian: Gemo Locations Primary 5 primary Service: ¢
Deal owner: Loura Gab Mokeug Srage/Deal Age: 3/t Stoge/Deal Age Primary Service: Boso,Fillr Stoge/Deal Age Stoge/Deol Age: &
Stage/Deal Age: 54/t Deal owner: Harroh 1 Deal owner: Dyion Tay Stage/Deal Age: & Deal owner: Laura G Stage/Deal Age: £/0 Deal owner: Ashie,
on-Trosk Deal cwner: Oyian Tayior Deal awner: A Deal awner: Dyian Teyvir
On-Trock On-rack
Siow on-Track
e actiy for & days
5 CRM Demo: Anna
M aciviry scheduind Bouk 3 hours o No ocrviny for 6 doys o e e
= Meeting in 8 days o octiviy scheduled Mo actiny for & days e
Dema Locatiens: Laura Harris + N activiry scheduled s;‘m’_‘:j "::“
_ age/Deal Age: &
Lacatio seatior CRM Demo: David Doe Dema Locationz: Sarch v ¢
- . Primary Sorvice: P v Doal owner: Astie,
Primary Servico: M Dema Locationa: Sarah Srown Meore Dema Locatinz: Rabert y
Deal awner: Honral Lacation: Gorr tion2 Lacation: Do tion2 Harris o e
Primary Service: Srows Location: D Stoge/Deal Age oge/Deal Age
Deal owner: Laura Gabie Deal awmer: Iy
+ Stage/Deal Age: '

Decl owner & Carvalh Stoge/Deal Age: s/t Primary Service: CRM Demo: Anna

iny far & days Oeal cwner Laura Gat Doal owiner: | ou Lacation: CAM
+ M acriviry scheduiea On-Trock Stage/Deal Age: Primary Service
== sl Deal owner: CRM Demo: David Mosre Remaval
Demo Lacationz: Sarah Smith Location: CF Stoge/Deal Age
Location: Demo Lo Coi eme Locations: ane Brown Primary Service: Permanent Doal ewner: Laur
Primary Service: Location: Demo Locar Stage/Deal Age:
Deal awner: Hia acriiny for & doys ry Service: Pe Deal awner: Dy
Bema Locations: James Woactviry scheduled .
. Davis £ Beme
Jereen Location: Demo Loeon Dems Locations: John Moare Lasation
y scheduled Primary Servioe: Microbloding Location Derre Locorion Demo Locations: Michael Primary Service: ¢
Stoge/Deal Age: 4d/b Primary Service: Lo Batheion -
Doal owner: -- Stage/Deal Age: & Stoge/Deal Age: &

~  Deal owner

Denl awner
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STEP 4

Search for a Deal

2 < CONNECTED 2
in Davis CRM Demo: Emily Harris
tions Location: CRM Demo
nanent Primary Service: Other

Stage/Deal Age: 3d/6d
5d Deal owner: Hannah Munoz
Jlor

On-Track

Task 3 hours ago

Meeting in 8 days

CRM Demo: David Doe
ah Brown Location: CRM Demo
tion2 Primary Service: Skincare
‘obloding Stage/Deal Age: 6d/6d
5d Deal owner: Ashley Carvalho
ible

STEP 5

Click on

LIFT =

Enablement

No activity for 6 days
! No activity scheduled

the Deal Card

On-Track

No activity for &6 days
! No activity scheduled

Demo Locations: Laura
Harris
Location: Demo Locations

Primary Service: Microblading

Deal owner: Hannah Munoz
On-Track ]

No activity for 6 days
! No activity scheduled

Demo Location2: Sarah
Smith
Location: Demo Location2

Primary Service: Microblading

Deal owner: Laurc Gable

On-Track

TOUR SCHEDULED

CRM Demo: David Moore
Location: CRM Demo
Primary Service: Barber
Stage/Deal Age: 6d/6d
Deal owner: Dylan Taylor

On-Track

No activity for 6 days
! No activity scheduled

Demeo Location2: Sarah
Moore

Location: Demo Location2
Primary Service: Brows
Stage/Deal Age: 6d/6d
Deal owner: Laura Gable

On-Track

No activity for &6 days

Dlugt:{ el HUE‘. Uy
Deal owner: Dylan Taylor

Slow

No activity for 6 days
* No activity scheduled

Demo Location2: Sarah Brown

Location: Demo Location2

Primary Service: Microblading

Stage/Deal Age: 6d/6d
Deal owner: Laura Gable

Slow

No activity for 6 days
! No activity scheduled

TOUR COMPLETED 7

Demoe Locations: James
Brown

Location: Demo Locations
Primary Service: Botox/Fillers
Stage/Deal Age: 6d/6d

Deal owner: Ashley Carvalho

On-Track

No activity for & days
! No activity scheduled

Demo Location2: Robert
Harris

Location: Demo Location2
Primary Service: Permanent
Makeup

Stage/Deal Age: 6d/6d
Deal owner: Laura Gable

| On-Track

LTUL UWIEIST. TIUET U IO L
On-Track

Task 3 hours ago
Meeting in 8 days

CRM Demo: David Doe
Location: CRM Demo
Primary Service: Skincare
Stage/Deal Age: &éd/6d
Deal owner: Ashley Carvalho

No activity for & days
* No activity scheduled

WAITLIST

CRM Demo: Anna Johnst
Location: CRM Demo
Primary Service: Microbl
Stage/Deal Age: 6d/6d
Deal owner: Laura Gable

No activity for 6 days
! No activity scheduled

Demo Locations: James
Johnson

Location: Demo Location
Primary Service: Botox/F
Stage/Deal Age: 6d/6d
Deal owner: Laura Gable

No activity for & days
! No activity scheduled

Demo Locations: Jane B

WEUL UWIIET. LI 1UYI
On-Track

No activity for 6 days
! No activity scheduled

Demo Location2: Saral
Moore

Location: Demo Locatic
Primary Service: Brows
Stage/Deal Age: 6d/6C
Deal owner: Laura Gabl

On-Track

No activity for 6 days
* No activity scheduled

Demo Locations: Jame
Davis

Location: Demo Locatic
Primary Service: Microl
Stage/Deal Age: 6d/6c
Deal owner: Hannah My
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STEP

6

A Deal Card Preview will appear. At the top of this card there will be a string

of buttons where you can create

rch HubSpor

a note, create a task, and create a meeting.

Demo Locations: Laura Harris

X b + Add view (2/50) ANl Views
) Demo Locations: Laura Harris
Deal owner Create date Last mctivity date Close date (1) Test Recard +More  Clear quick = Advanced filters
demo %
nEW 3 ¢ CONNECTING 2 |¢  commecten : ¢ TOUR SCHEDULED % | ¢ ToUR COMPLETED 7 ¢ warmust 3
ans: Jomes Horris Bemo Locations: John Davis CRM Deme: Emily Harris CAM Dema Do Locations: James ]
Location: Demo Locar Location: ot Location: CRM Derno Lacation: O
Primary Service: B Primary Service: Femane Primary Service: Primary Service: Borber g g o
Decl owner: [ Makey Stage/Deal Ag Stage/Deal Age: 4/t Stoge/Deal Age: 6
Stoge/Deal Age: 6d/64 Del owner: Deal owner: Dylan Toy FDeal Age: & Deal owner
i Deal wner. Deal owner. i
On-Track Gn-Track
Stow on-Track Mo activity for 6 days Edit Deal
Mea activiry for & says
Mo activity scheduied Yok 3 hours ogo e activity for 6 dys £Ho nctivity schaculed
Wo ostivity for & doys Meating in 8 days o astity sehaduled o ety for & doys i
Dema Locations: Laura Harris Mg perivity eehecuied @ activiry scheduisa Dema Locations: James
Lecati . ocations CRM Demo: David Doe Demao Location?: Sarah Johmson
Brimary Service: M Bemo Locationt: Sarh Brown Location: CRM Dero Moore Bemo Location?: Robert Losatian: D
Deal owner: H Location: Dor N Primary Service: 5 Lacation: L Harris IPelmary Sarvioa: Bate/¥
Primary Servica: Microbleding Stage/Deal Age: Primary Service: Location € il Stage/Deal Age: ¢
ST Stoge/Deal Age: b/t Deal awner: Astiey ¢ Stoge/Deal Age: 40i/6 Primary Service: P ' ealgwner Lo
Deal owner: g Deal owner: Loura Gotie Makeur
Gn-Track
o actiity for b days stage/Deol Age: &
L ' — — i - Mo activiry for & days
tho o e T £ Mo serivity seneduled
Dema Locotionz: Saroh Smith Wa ceriviny for & days E Demo Locations: Jane frown
Lotation: Demo Locoric  No ativity scheduled Lobation
Brimary Service: Micr Ma ety For & days Primary Service: F ' Naed heip? Click here.
Beal owner: Gabie Bema Loc + e activiny seneduiec Mokeup
Davis StagesDeal Age: bd /6
x - oge/Deal Age Sola Salon's Deal Cards ©
Lo Location: De ' Deme Locations: J: Dl v A
Primary Service: Micro ] Locatian: Dema
o octivlty for sy Stoge,/Deal Age: 4/t Primary Service:
1 s ceivity schacuied Deal awner: Hanaah M M Deol Discovery

Stage/Deal Age: 6/

" Denl awn

View record

# Creating a Note 5 Steps

Creating notes are great for logging important information or context to a specific record
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STEP 7

Click on Create a note

Close Date:| B8 MM/DD/YYYY

Stage: New ~

7 | ¢ WAITLIST 3 | ¢ Pipeline: Leasing Pipeline
James CRM Demo: Anna Johnson # e 8 )
Location: CRM Demo
scations Primary Service: Microblading Hote =mall cal Tode  Maafing
Botox/Fillers Stage/Deal Age: 6d/6d
5d/é6d Deal owner: Laura Gable )
~¥ & Deal Summary
y Carvalho
No activity for 6 days On-Track I ‘ Microblading
! No activity scheduled
Deal stage: New -  FOR4 MINUTES
k]
Demao Lacatiaons: James
STEP 8

Type information into the body of the note

Note: You can style the text in the note and add any files, links, images, etc. that are rele-
vant/necessary to include.

Demo Locations: Laura Harris

Al deals X | Mygeals + addview (2/50) Al Views

Deal swner Create date Last octivity dote Close date (1) Test Recard 4 More  Clear quick filters = Advanced filters

NEw 3 ¢ CONMECTING 2« comnEcTED 2 ¢ Toum scHEDULED % ¢  TOUR COMPLETED 7 ¢ wamust LAk

Gn-Track | | Microblading Edit Deal

OnTrack

Ma activiry tor 7 days

£ Mo attivity scheduled Hoact belp? Click hare
Dema Lacations: James 1 b ot

Dema Lacationz: Sarah Davis .

Serith Locrton: Den Croate o Ta-de - fosk fo follow up In 3 business days (Wednesday) -

Location:
primary Serv

Primary Service: M
Stoge/Deal Ag
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STEP 9

Use the @ to mention someone in the note

Note: If you @ mention someone on a note HubSpot will notify them of the mention.

No activity for 7 days
! No activity scheduled

Demo Location2: Robel

For I Demo Locations: Laura Harris l

Harris

Location: Demo Locatio
Primary Service: Perma
Makeup

Stage/Deal Age: 7d/7d
Deadl owner: Laura Gabk

No activity for 7 days
! No activity scheduled

B I U

STEP 10

type in information hele @Dylan Taylor

T. More~ § @ = (B &

Associated with 1 record ~

Create a To-do - task to follow uo In 3 business davs (Wednesdav) -

If you want to create a follow up task for this note, you can check to create a

task and update when the task will be due

ctivity scheduled
Location2: Sarah

on: Demo Location2
ry Service: Brows
/Deal Age: 7d/7d
wner: Laura Gable

ack |

vity for 7 days
ctivity scheduled

Locations: James

on: Demo Locations

ry Service: Microblading
/Deal Age: 7d/7d

wner: Hannah Munoz

Total: $0

LIFT =

Enablement

No activity for 7 days
! No activity scheduled

Demo Location2: Robel
Harris

Location: Demo Locatio
Primary Service: Perma
Makeup

Stage/Deal Age: 7d/7d
Deal owner: Laura Gabk

No activity for 7 days
¢ No activity scheduled

Demo Locations: John
Location: Demo Locatio
Primary Service: Lashet
Stage/Deal Age: 7d/7d
Deal owner: | aiira Gabk

Total: $0

v  Note ¢ X

For | Demo Locations: Laura Harris |

type in information here @Dylan Taylor

B I U T More- § @ = [B &

Associated with 1 record ~ Vhelp?

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

Draft saved @

Total: $0

7 of 30



STEP 11

Click on Create note

! No activity scheduled

Demo Location2: Sarah
Moore
e Location: Demo Location2
Primary Service: Brows
Stage/Deal Age: 7d/7d
Deal owner: Laura Gable

No activity for 7 days
! No activity scheduled

alho

Demo Locations: James
Davis

Location: Demo Locations
Primary Service: Microblading
Stage/Deal Age: 7d/7d

Deal owner: Hannah Munoz

Total: $0

# Creating a Task

No activity for 7 days
t No activity scheduled

Demo Location2: Robel
Harris

Location: Demo Locatio
Primary Service: Perma
Makeup

Stage/Deal Age: 7d/7d
Deal owner: Laura Gabk

No activity for 7 days
t No activity scheduled

Demo Locations: John

Location: Demo Locatio
Primary Service: Lashet
Stage/Deal Age: 7d/7d
Deal owner: | auirn Gabl

Total: $0

For | Demo Locations: Laura Harris |

type in information here @Dylan Taylor

B I VUT More- T W = (E &

Associated with 1 record ~

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

Total: $0

6 Steps

Tasks are great to help keep track of specific actions you need to take next on a record,
whether that's following up with the Pro or doing something related to the record.

LIFT =

Enablement
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STEP 12

Click on Create a task

WAITLIST

CRM Demo: Anna Johnson
Location: CRM Demo

Primary Service: Microblading
Stage/Deal Age: 6d/6d

Deal owner: Laura Gable

No activity for 6 days
! No activity scheduled

Demo Locations: James

STEP 13

Close Date: & MM/DD/YYYY
Stage: New ~

Pipeline: Leasing Pipeline

Z . 8

Note Email Call Task

~¥ & Deal Summary

On-Track ‘ | Microblading

Deal stage: New -  FOR 4 MINUTES

Type in the name of your task

FITSE. WYL Iy
ck

ity for 7 days
ivity scheduled

.ocation2: Sarah

n: Demo Location2
/ Service: Brows
Deal Age: 7d/7d
/ner: Laura Gable

=

ity for 7 days
ivity scheduled

.ocations: James

n: Demo Locations

¢ Service: Microbloding
Deal Age: 7d/7d

Jner: Hannah Munoz

LIFT =

Enablement

RIUYS/ WU AYT. U
Deal owner: Ashley Carvalho

On-Track

No activity for 7 days
! No activity scheduled

Demo Location2: Rob«
Harris

Location: Demo Locati
Primary Service: Perm
Makeup

Stage/Deal Age: 7d/7¢
Deal owner: Laura Gak

On-Track

No activity for 7 days
! No activity scheduled

Demo Locations: Johr
Location: Demo Locati
Primary Service: Lash¢
Stage/Deal Age: 7d/7t

T WWIIST . LU AU

Test Task

Activity dote @
In 3 business days (Wednesday) - @ 500PM

Set to repeat

Task .. Prior Queve Activity assigned..

To-do ~ None ~ None ~ Hannah Munoz -

B I U T More- & @ B

v @ Deal Summary

More

Edit Deal

d help? €

Associated with 1 record ~

9 of 30



STEP 14

Update the Activity date and time

- Dylan Taylor

ar 7 days
scheduled

ition2: Sarah

'emo Location2
rvice: Brows

| Age: 7d/7d

" Laura Gable

or 7 days
scheduled

itions: James
lemo Locations
rvice: Microblading

| Age: 7d/7d

= Hannah Miunnz

STEP 15

Stage/Deal Age: 7d/7d

Deal owner: Laura Gable

Deal owner: Ashley Carvalho

On-Track |

No activity for 7 days
! No activity scheduled

Demo Location2: Roby
Harris

Location: Demo Locati
Primary Service: Perm
Makeup

Stage/Deal Age: 7d/7t
Deal owner: Laura Gak

No activity for 7 days
! No activity scheduled

Demo Locations: Johr
Location: Demo Locati

Primary Service: Lashe
Qtane /Nenl Ans: 7d /7

Test Task

Activity date @

In 3 business days (Wednesday) ~

Set to repeat

Task Prior... Queve

To-do - None - None -

B I U T More- & L EH

~¥ & Deal Summary

Edit
Send reminder @
% s.00pPM No reminder ~
Activity assigned...
Hannah Munoz -
d help? Click

Associated with 1 record ~

If you would like to be reminded of the task, update the Send reminder

o Stage/Deal Age: 7d/7d
Deal owner: Ashley Carvalho

On-Track

MNo activity for 7 days Test Task
! No activity scheduled

Deal owner: Laura Gable

Activity date @

Demo Location2: Rob¢

n2 Harris

In 3 business days (Wednesday) -~

Location: Demo Locati

Primary Service: Perm
e Makeup

Stage/Deal Age: 7d/7t

Deal owner: Laura Gak

Task

To-do ~

No activity for 7 days

5 ! No activity scheduled

nmns Demo Locations: Johr
olading Location: Demo Locati
Primary Service: Lashe

Jnoz Stage/Deal Age: 7d/7t B I U

LIFT =

Enablement

Set to repeat

~¥ & Deal Summary

Edit Deal

Send reminder @

% s.00pPM No reminder ~

Prior... Queue Activity assigned...

None - None - Hannah Munoz -

d help? Click here.

Associated with 1 record ~

10 of 30



STEP 16

Include a Task Description

Include any context you'll need to complete the task. You can format the text and include links,
images, and other documents needed.

scheduled
ition2: Sarah
emo Location2
rvice: Brows

| Age: 7d/7d
T Laura Gable

s 7 days
scheduled

itions: James
emo Locations
rvice: Microblading

| Age: 7d/7d
< Hannah Munoz

Total: $0

No activity for 7 days
! No activity scheduled

Demo Location2: Rob¢
Harris

Location: Demo Locati
Primary Service: Perm
Makeup

Stage/Deal Age: 7d/7t
Deal owner: Laura Gak

No activity for 7 days
! No activity scheduled

Demo Locations: Johr
Location: Demo Locati
Primary Service: Lash¢
Stage/Deal Age: 7d/7t
Deal awner: | airn Gak

Total: $0

Test Task

Activity date @
In 3 business days (Wednesday) ~

Set to repeat

Send reminder @

€ 5.00PM No reminder -

Task Prior_ Queue Activity assigned._.
To-do ~ None -~ None ~ Hannah Munoz ~
include any relevant information here
d help? Click
B I U T More- 3§ (5 Associated with 1 record -
=3 .
Vit

STEP 17

Click on Create

r 7 days
scheduled

tions: James
2mo Locations
‘vice: Microblading

Age: 7d/7d
: Hannah Munoz

Total: $0

LIFT o

Enablement ’

Stage/Deal Age: 7d /7«
Deal owner: Laura Gak

No activity for 7 days
! No activity scheduled

Demo Locations: Johr
Location: Demo Locati
Primary Service: Lashg
Stage/Deal Age: 7d/7«
Deal owner: | anira Gak

Total: $0

Task .
To-do ~

Prior... Queue Activity assigned..

None - None ~ Hannah Munoz

include any relevant information here

B I U T More~ § @ B

11 of 30



# Scheduling a Meeting 12 Steps
STEP 18
Click on Schedule a meeting
Close Date: B MM/DD/YYYY
Stage: New ~
WAITLIST 3 | ¢ Pipeline: Leasing Pipeline
CRM Demo: Anna Johnson ' Z L a W
Location: CRM Demo ] .
Primary Service: Microblading Note Email Call Task Meeting More
Stage/Deal Age: 6d/6d
Deal owner: Laura Gable v @ Deal Summary
No activity for 6 days On-Track ‘ | Microblading Edit Deal
! No activity scheduled
Deal stage: New -  FOR4 MINUTES
Demo Locations: James —_—
LIFT < 12 of 30
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STEP

Note: Make sure your calendar is connected to HubSpot

If it is not, Click Connect your calendar and follow HubSpot's prompts.

LIFT

Enablement

19

~

Calendar
Connect your calendar to use HubSpot Meetings

and calendar sync.
Send meetings directly from HubSpot.
Log outgoing meetings automatically.

Sync your calendar so contacts can schedule time
with you.

Requires calendar sync

See your HubSpot tasks in your calendar.

Requires an additional step with task sync. Only available on

Sales Starter and up plons.

13 of 30



STEP 20

Once your calendar is connected, the Schedule box will appear

v Schedule

Host Todoy Dec 2 - Dec 6, 2024

® user Meeting rotation  [EIER

Hide weekends UTC -10:00 Honelulu, Johnston, Rarotonga, Tahiti =
Hannah Munoz <hannah@liftenablemen...

Title weo @

8:00 AM

art date Start fime slock - Social Er * Brandon/Hann_.
9:00 AM
B 12/04/2024 © 1030 AM
10:00 AM

L —
® 1100 AM nna.. @ Ash_ [10mo. | MMM HAM
1100 AM
Block - RevOps Sh...
ceting type Mendee: 1L00 AM - 1200 PM

Select meeting type ~  Hannah Munoz ~ 1200 PM = B . = = S

Black - Prep for th_
ocotior 100 PM 230 PM - 200 PM
n. Content Creation ..
Select location - g 100 PM - 200 PM
200 PM

Scheduled reminder emails
300 PM

+ Add reminder
400 B8

STEP 21
Update the Meeting Title

Host Today
@ User Meeting rotation [EE5J
Hide weekends
Hannah Munoz <hannah@liftenablemen... v
Title A B Y
Tour 8:00 AM
Start date Stort time 9:00 AM Block -
B 12/04/2024 e 10:30 AM
Block -
End time 10:00 AM o
€ 11:00 AM Sam
11:00 AM
Meeting type Attendees
Select meeting type ~ Hannah Munoz ~ 12:00 PM
Location 1:00 PM
Conten...

LIFT = 14 of 30
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STEP 22
Update the Start date, Start time and End time

Host Today
@ User Meeting rotation [EE5J
Hide weekends
Hannah Munoz <hannah@liftenablemen... v
Title HMONR2 K
e 8:00 AM
Start date Start time Block -
9:00 AM
B 12/04/2024 ® 10:30 AM
. 10:00 AM L
@ 11:00 AM Sam
11:00 AM
Meeting type Attendees
Select meeting type ~ Hannah Munoz ~ 1200 PM
Location 1:00 PM
Conte
Select location ~ A
2:00 PM
Scheduled reminder emails
3:00 PM
.
Update the Meeting type
B 12/04/2024 e 10:30 AM
End time 10:0C
¢ 11:00 AM
11:00
Meeting type Attendees
Select meeting type ~ Hannah Munoz ~ 120
1.00
Tour
Virtual Tour 2:00
15 Min Business Consult 3:00
Discovery Call
Y M 4-00

p—

LIFT = 15 of 30

Enablement



STEP 24

Make sure all attendees are included

Note: If you are scheduling a Tour, you will have to make sure the Pro is manually selected as
an attendee.

Start date Start time

® 12/04/2024 ® 10:30 AM
End time

@ 11.00 AM
Meeting type Attendees
Tour ~ Hannah Munoz -
Location

Select location ~

Scheduled reminder emails

A AAA ramindar

LIFT =4 16 of 30
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STEP 25

If you schedule the meeting off of a Deal, the associated Pro (Contact) will
appear for you to click on. If not, you can search for their name.

Dec 2 - Dec 6, 2024

Host Today,

® user Meeting rotation [

Hide weekends UTC -10:00 Honolulu, Johnston, Rarotonga, Tahiti ~
b

[ Mo 2 weo @ ™ s S
Tit

Host

]

8:00 AM

¥ Brandon/Hann...
9:00 AM

| contacts f—

kanban test deal
11:00 AM
<kanbomdelatest@yopmail.com: Block - RevOps Sh..
1100 AM - 1200 PM

Hannah Munoz ~ 12200 PM

1.00 PM 1
Ce Confent Creation
Select location ~ g 100 PM - 200 PM

2:00 PM

Scheduled reminder emai
3:00PM

+ Add reminder

400 BM

LIFT =4 17 of 30
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STEP 26
Include any reminder emails needed

Tour ~ 2 attendees ~
Location

Select location ~

Scheduled reminder emails

4+ Add reminder

Attendee description

Send a description to your atfendees...

Associated with 2 records ~

4+ Add internal note

LIFT =4 18 of 30
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STEP 27

Update the Attendee description

Note: This description will be what the attendee will see.

A T I TP PP

9:00 AM
Scheduled reminder email
- 10:00 AM
3 days before b U
4+ Add reminder 11:00 AM
Include the attendee description in the reminder email body
12:00 PM
Attendee description 1:00 PM
Send a description to your attendees... 4
2:00 PM
Associated with 2 records ~
+ Add internal note 3:00 PM
s A:NN DM

E CU“CG‘

Block -

Block -

Sam

Conten

Hanna,

LIFT =

Enablement
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STEP 28
Add an internal note (optional)

This note will only be seen by you or anyone else on the team that is joining the meeting.

Attendee description

Info for Attendee
B I U T More~ § [
Associated with 2 records ~

4 Add internal note

LIFT = 20 of 30
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STEP 29

Click on Save

4 Add reminder

Include the attendee description in the reminder email body

Attendee description

Info for Attendee

<0ave

‘ Cancel

# Log an ltem 10 Steps

As you are having conversations with a Pro outside of HubSpot, you are able to log those items
to the record.

LIFT =4 21 0f 30

Enablement



STEP 30

Click on the More button
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STEP 31

CRM Demo: Emily Harris
Location: CRM Demo
Primary Service: Other
Stage/Deal Age: 3d/6d
Deal owner: Hannah Munoz

Task 3 hours ago
Meeting in 8 days

CRM Demo: David Doe
Location: CRM Demo
Primary Service: Skincare
Stage/Deal Age: 6d/6d
Deal owner: Ashley Carvalho

Mo activity for & days
! No activity scheduled

TOUR SCHEDULED

CRM Demo: David Moore
Location: CRM Demo
Primary Service: Barber
Stage/Deal Age: 6d/6d
Deal owner: Dylan Taylor

No activity for 6 days
! No activity scheduled

Demo Location2: Sarah
Moore

Location: Demo Location2
Primary Service: Brows
Stage/Deal Age: 6d/6d
Deal owner: Laura Gable

No activity for 6 days

Choose what you want to log

For this example I'll log a call.

2 | < CONNECTED
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ions
Janent
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CRM Demo: Emily Harris
Location: CRM Demo
Primary Service: Other
Stage/Deal Age: 4d/7d
Deal owner: Hannah Munoz

Task 21 hours ago
Meeting in 7 days

CRM Demeo: David Doe
Location: CRM Demo
Primary Service: Skincare
Stage/Deal Age: 7d/7d
Deal owner: Ashley Carvalho

No activity for 7 days
t No activity scheduled

TOUR SCHEDULED

CRM Demo: David Moore
Location: CRM Demo
Primary Service: Barber
Stage/Deal Age: 7d/7d
Deal owner: Dylan Taylor

No activity for 7 days
! No activity scheduled

Demo Location2: Sarah
Moore

Location: Demo Location2
Primary Service: Brows
Stage/Deal Age: 7d/7d
Deal owner: Laura Goble

No activity for 7 days

TOUR COMPLETED 2

Demo Locations: James
Brown

Location: Demo Locations
Primary Service: Botox/Fillers
Stage/Deal Age: 6d/6d

Deal owner: Ashley Carvalho

No activity for & days
1 No activity scheduled

Demo Location2: Robert
Harris

Location: Demo Location2
Primary Service: Permanent
Makeup

Stage/Deal Age: 6d/6d
Deal owner: Laura Gable

On-Track

TOUR COMPLETED 7

Demo Locations: James
Brown

Location: Demo Locations
Primary Service: Botox/Fillers

Stage/Deal Age: 7d/7d

Deal owner: Ashley Carvalho

On-Track

No activity for 7 days
! No activity scheduled

Demo Location2: Robert
Harris

Location: Demo Location2
Primary Service: Permanent
Makeup

Stage/Deal Age: 7d/7d

Deal owner: Laura Gable

WAITLIST

CRM Demo: Anna Johns:
Location: CRM Demo
Primary Service: Micrabl
Stage/Deal Age: 6d/6d
Deal owner: Laura Gable

No activity for 6 days
! No activity scheduled

Demo Locations: James
Johnsen

Location: Demo Location
Primary Service: Botox/f
Stage/Deal Age: 6d/6d
Deal owner: Laura Gable

No activity for 6 days
! No activity scheduled

Demo Locations: Jane B

WAITLIST

CRM Demo: Anna Johns:
Location: CRM Demo
Primary Service: Microbl
Stage/Deal Age: 7d/7d
Deal owner: Laura Gable

No activity for 7 days
! No activity scheduled

Demo Locations: James
Johnsen

Location: Demo Location
Primary Service: Botox/f
Stage/Deal Age: 7d/7d
Deal owner: Laura Gable

No activity for 7 days
! No activity scheduled

Demo Locations: Jane B
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STEP 32

Include the Pro that was involved

—

activity for 7 days
> activity scheduled

no Location2: Sarah
are

ation: Demo Location2
nary Service: Brows
ge/Deal Age: 7d/7d

1l owner: Laura Gable

~Track

activity for 7 days
> activity scheduled

no Locations: James

ris

ation: Demo Locations
nary Service: Microblading
ge/Deal Age: 7d/7d

i1l owner: Hannah Munoz

Total: $0

STEP 33

On-Track ‘ I Microblading

No activity for 7 days
! No activity scheduled

No activity for 7 days

v  Log Call ¢ X

Contacted

Call outcome Type Direction @

Demo Location2: Robel Laura Harris - | Select an outcome - Select call type - Select call direction ~

Harris

Location: Demo Locatio
Primary Service: Perma
Makeup

Stage/Deal Age: 7d/7d
Deal owner: Laura Gabk

Search Contacts Q

|§] [Laura Harris <aura harris@fakemail.co..

v

No activity for 7 days hel
! No activity scheduled
Demo Locations: John pess days (Wednesday) ~

Location: Demo Locatio

Primary Service: Lashet

Stage/Deal Age: 7d/7d

Denl owner: | rira Gohl p

Total: $0 Total: $0

Update the Call outcome

activity for 7 days

o activity scheduled

mo Location2: Sarah
ore

ation: Demo Location2
mary Service: Brows
ige/Deal Age: 7d/7d

al owner: Laura Gable

n-Track

activity for 7 days
o activity scheduled

mo Locations: James

vis

-ation: Demo Locations
mary Service: Microblading
1ge/Deal Age: 7d/7d

al owner: Hannah Munoz

Total: $0

LIFT =

Enablement

On-Track | | Microblading l

No activity for 7 days
* No activity scheduled

No activity for 7 days

v  Log Call

Contacted Call outcome Type Direction @

Demo Location2: Robel Laura Harris - | Select an outcome -~ | Select call type - Select call direction ~

Harris

Location: Demo Locatio
Primary Service: Perma
Makeup Busy
Stage/Deal Age: 7d/7d
Deal owner: Laura Gabl

On-Track

No activity for 7 days

Date -

B 01/17/21 Select an outcome

Connected

Left live message
. Left voicemail
Associated v el voicema _h‘

! No activity scheduled
-
R~ Ancuwsar

Demo Locations: John Create a To-do ~ task to follow up In 3 business days (Wednesday) ~

Location: Demo Locatio

Primary Service: Lashe!

Stage/Deal Age: 7d/7d

Deal awner: | ciirn Gabhl y

Total: $0 Total: $0
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STEP 34
Update the Call Type

On-Track J l Microblading ]

On-Track No activity for 7 days
7 days

heduled No activity for 7 days
! No activity scheduled

Contacted Call outcome Type Direction @

on2: Sarah . . .

Demo Location2: Robel Laura Harris -~ Connected - Select call type ~| Select call direction -
no Location2 Harris Dare
ice: Brows Location: Demo Locatio

, ; . B 01/17/2025 Select call Type

wge: 7d/7d Primary Service: Perma
«aura Gable Makeup Tour

Stage/Deal Age: 7d/7d Start typing to log a ¢

Deal owner: Laura Gabh Virtual Tour

On-Track
7 days !—‘ 15 Min Business Consult
B I U T, More

heduled

No activity for 7 days Associated with 2 rell Discovery Call
ons: James  No activity scheduled =
no Locations Demo Locations: John CreateaTo-do = configure custom call types
ice: Microblading Location: Demo Locatio
\ge: 7d/7d Primary Service: Lashet

. Log call
{annah Munoz Stage/Deal Age: 7d/7d
T Deal owner: | aura Gahl

otal: $0 Total: $0 Total: $0

STEP 35
Update the Direction of the Call

on-Track No activity for 7 days

EOEUIEEnN |rucunmmn o)

No activity for 7 days

, .

# No activity scheduled Contacted Call ourcome Type Direction @
Demo Location2: Robel

n2 Harris

Date Time
i Location: Demo Locatio . Select call direction
. . e & -
| Primary Service: Perma © ov17/2025 o33 AM
le Makeup Inbound
Stage/Deal Age: 7d/7d Start typing to log a ca
Deal owner: Laura Gabh I outbound

Laura Harris - Connected - Discovery Call - | Select call direction ~

On-Track

No activity for 7 days

B I UT More- & @ = [E &

Associated with 2 records -

5 ! No activity scheduled
bns Demo Locations: John Create a To-do ~ task to follow up In 3 business days (Wednesday) -
blading Location: Demo Locatio
| Primary Service: Lashet
inoz Stage/Deal Age: 7d/7d Log call
T Deal awner: | auira Gabh
Total: $0 Total: $0

LIFT =

Enablement

Edit D¢

help? Click he

Eun e

;Illp? Click here.

Viawr rarard
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STEP 36

Update the Date and Time of the Call

ays
duled

¥ Sarah
Location2
: Brows

1 7d/7d
ra Gable

1ys
duled

i: James
Locations
: Microblading

1 7d/7d
inah Munoz

1l: $0

STEP 37

No activity for 7 days
! No activity scheduled

Demo Location2: Robel
Harris

Location: Demo Locatio
Primary Service: Perma
Makeup

Stage/Deal Age: 7d/7d
Deal owner: Laura Gabh

On-Track

No activity for 7 days
! No activity scheduled

Demo Locations: John
Location: Demo Locatio
Primary Service: Lashet
Stage/Deal Age: 7d/7d

Deal owner: | ciira Gabhl

Total: $0

on-Track ‘ ‘ Microblading Edit Deal

Mo activity for 7 days

Contacted Call outcome Type Direction @
Laura Harris ~ Connected ~ Discovery Call ~ Outbound ~
Date Time

© o1/17/2025 @ 653 AM -

Log information about what was discussed on the cc:[l]

B I U T More- & @ = B &

Associated with 2 records ~ 7"'"9? Click here.

Create a To-do - 1ask 1o follow up In 3 business days (Wednesday) -

Draft saved @

Log call

Total: $0

Include details about the Call

days
reduled

n2: Sarah

10 Location2
ce: Brows
ge: 7d/7d
aura Gable

days
reduled

ns: James
10 Locations
ce: Microblading

ge: 7d/7d
annah Munoz

stal: $0

LIFT =

Enablement

No activity for 7 days
* No activity scheduled

Demo Location2: Robel
Harris

Location: Demo Locatio
Primary Service: Perma
Makeup

Stage/Deal Age: 7d/7d
Deal owner: Laura Gabk

On-Track

No activity for 7 days
t No activity scheduled

Demo Locations: John
Location: Demo Locatio
Primary Service: Lashet
Stage/Deal Age: 7d/7d
Deal owner: | auira Gahl

Total: $0

On-Track J | Microblading Edit De:

No activity for 7 days

Contacted Call outcome Type Direction @
Laura Harris -~ Connected - Discovery Call - Outbound ~
Date Time

B 01/17/2025 © 6:53AM -

Log information about what was discussed on the cnll]

B I UT More- § @ = [(E &

Associated with 2 records - _hllp? Click her

Create a Te-do ~ task to follow up In 3 business days (Wednesday) ~

Draft saved @

Log call

Total: $0
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STEP 38

Create a Follow-Up Task if needed

e NO acTiviTy Tor / aays |
ys
uled Mo activity for 7 days

# No activity scheduled Contacted Call outcome Type Direction @
: Sarah . .

Demo Locationz: Robl Laura Harris - Connected - Discovery Call - Outbound -
_ocation2 Hurris. Date Time
Brows Location: Demo Locatio & W 553 AM
7d/7d Primary Service: Perma 01/17/2025 A N
‘a Gable Makeup

Stage/Deal Age: 7d/7d  Log information about what was discussed on the call.
Deal owner: Laura Gabh

-

B I UT More~- § @ = 3B &
uled
No ucw'_h'f for 7 days Associated with 2 records ~

: James ! No activity scheduled

ocations Demo Locations: John [+ create a To-do - task to follow up In 3 business days (Wednesday) ~
Microblading Location: Demo Locatio

7d/7d Primary Service: Lashet
nah Munoz Stage/Deal Age: 7d/7d Log call

T Deal owner: | aiira Gabh

I: $0 Total: $0 Total: $0

STEP 39

Click Log call

help? Click here.

Draft saved §

View re

—— e U Gy B s uuys L
lays
rduled No activity for 7 days

! No activity scheduled Contacted Call outcome Type Direction @
12: Sarah . .

Demo Locationz Robll Laura Harris -~ Connected - Discovery Call - Outbound -
» Location2 Harris Date Time
e: Brows Location: Demo Locatia & ™ 653 AM
e: 7d/7d Primary Service: Perma 01/17/2025 T N
Jra Gable Makeup

Stage/Deal Age: 7d/7d  Log information about what was discussed on the call.
Deal owner: Laura Gabk

-

B I U T More- & @ = B &

Ihelp? Click here

Draft saved @

rduled
Ne uc"v'_“f for 7 days Associated with 2 records -

1s: James ! No activity scheduled
) Locations Demo Locations: John [+ create a To-do - task to follow up In 3 business days (Wednesday) ~
e: Microblading Location: Demo Locatia
e:7d/7d Primary Service: Lashet
nnah Munoz Stage/Deal Age: 7d/7d Log call

T Deal owner: | aiira Gabh
al: $0 Total: $0 Total: $0

LIFT =

Enablement

View r
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# View Your Notes, Tasks, Meetings, and More in the... 4steps

STEP 40

Click on View record at the bottom of the Deal Card Preview
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Enablement

CRM Demo: Emily Harris
Location: CRM Demo
Primary Service: Other
Stage/Deal Age: 3d/6d
Deal owner: Hannah Munoz

On-Track

Task 3 hours ago
Meeting in 8 days

CRM Demo: David Doe
Location: CRM Demo
Primary Service: Skincare
Stage/Deal Age: 6d/6d

Deal owner: Ashley Carvalho

On-Track

No activity for 6 days
! No activity scheduled

TOUR SCHEDULED

CRM Demo: David Moore
Location: CRM Demo
Primary Service: Barber
Stage/Deal Age: &d/6d
Deal owner: Dylan Taylor

On-Track

No activity for 6 days
* No activity scheduled

Demo Location2: Sarah
Moore

Location: Demo Location2
Primary Service: Brows
Stage/Deal Age: 6d/6d
Deal owner: Laura Gable

On-Track

No activity for 6 days

TOUR COMPLETED

Demo Locations: James
Brown
Location: Demo Locations

Primary Service: Botox/Fillers

Stage/Deal Age: 6d/6d

Deal owner: Ashley Carvalho

On-Track

No activity for 6 days
! No activity scheduled

Demo Location2: Robert
Harris

Location: Demo Location2
Primary Service: Permanent
Makeup

Stage/Deal Age: 6d/6d
Deal owner: Laura Gable

On-Track

WAITLIST

CRM Demo: Anna Johnsi
Location: CRM Demo
Primary Service: Microbl
Stage/Deal Age: 6d/6d
Deal owner: Laura Gable

No activity for &6 days
' No activity scheduled

Demo Locations: James
Johnson

Location: Demo Location
Primary Service: Botox/F
Stage/Deal Age: 6d/6d
Deal owner: Laura Gable

No activity for &6 days

! No activity scheduled

Deme Locations: Jane B
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STEP 41

Click on Activities in the center of the record

Note: To the left-hand side, the activity buttons are located towards the top of the record. You
can create notes, tasks and meetings from here, too.

A e
. Highlights e
DEAL TAGS DEAL STATUS DEAL ORIGIN CREATE DATE
On-Track Open Manual/Hubspot 01/10/2025 12:04 PM HST (6 doy...
o Details L]
Location @ Deal name Email Address
Demo Locations Demo Locations: Laura Harris 1-739-240-6917 laura.harris@fakemail.com
Deal Origin Lead Chonnel Type ead Channe Channel Group (B) 8
Manual/Hubspot ~ Qutbound ~ Web Search ~

STEP 42

On the Activity tab you will see the activities you created

Q. seoreh Hubspor

® e @ v Q Collapse oll -

2 @ (&) (@ (@ Al reams
Det ac J sk s
" ved Locat
Ontrack
—_— .. » - . ~  Salesmsg SMS (0)
fask o: L
+ FTD) sy Sodesma S48 Texring & Caling | Settings

v 4 Contocts Recent Deals

No recent deals for contact
> Logged call - Connected by

Deal activity

Hannah Munoz moved deal from ¢ Ting e New, View detoils &

LIFT <4 28 of 30
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STEP 43

To see all the information on an activity, click the arrow next to the activity
and it will open up

January 2025

bl

LIFT

Enablement

Note by Hannah Munoz

type in information here

Logged call - Connected by Hannch Munoz
with Loura Harris

Log information about what was discussed on the call.

Contacted QOutcome Type Direction @

Laura Harris - Connected -  Discovery Call - Outbound -

¥ Add comment

Deal activity

Hannah Munoz moved deal from Connecting to New. View details £

~

Date

B 01/17/2025

Jan 17,2025 at 7:01 AM HST

Actions - Jan 17, 2025 at 7:01 AM HST

@ 7:01 AM -

2 associations ~

Jan 16, 2025 at 1:01 PM HST
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