Sola Salon Studios - Scheduling Tours
Directly in HubSpot

This step-by-step guide will walk you through the Easy Tour Scheduling in HubSpot. If you are
actively talking to a Pro, you can schedule a tour with them from the Deal they're connected
to.
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# Jump into HubSpot 19 Steps

STEP 1

If you aren't already in Deals, Navigate to Deals

Hover over the CRM section in the navigation to the left and Click on Deals
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STEP 2

You'll be taken to the Deals index page
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STEP 4

Hover over the Deal you need to schedule a tour for and Click in the open
space within the box

STEP 5
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STEP 6

Click on Schedule Now next to Tour Date in the Deal Summary
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STEP 7

Note: You will need to connect your calendar to schedule a tour. Click the
Connect your calendar button and follow the steps from HubSpot.

Log outgoing meetings automatically.

Sync your calendar so contacts can schedule time
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STEP 8

If your calendar is connected, you'll see your calendar to schedule the tour

Jan 13 - Jan 17, 2025

UTE -10:06 Honolulu, Johnston, Rorotonga, Tahiti

Scheduled reminder emails

+ Add reminder

STEP 9

Type in the Title of the Tour
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STEP 10
Update the Start date
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STEP 12

Select the Meeting type

The Meeting type options include: Tour, Virtual Tour, 15 Min Business Consult, and Discovery
Call.

=] 01/17/2025 © 200pPM 10:00 AM
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STEP 13

Make sure the Pro is added to the Tour by selecting them manually from the
Contact list

Note: If there are other attendees that you don't see on the initial screen, you can search for
them.

End time
11:00 AM
© 230PM
Meeting type Attendees 12:00 PM
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STEP 14

Select a Location

Note: Options for Location include: Phone call, In-person, and Custom
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STEP 15
Add in any additional information for the Location

In this case, add the Address for the In-Person tour.
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STEP 16

Add or delete Scheduled reminder emails

You can add reminder emails to go out for the tour to the Pro. You can also delete any
reminders you don't need.
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STEP 17

Include an Attendee description

This description will appear in the meeting invite to the Pro.

STEP 18

Scheduled reminder email

3 days before

+ Add reminder

Include the attendee description in the reminder email body

Attendee description

Send a description to the Pro...
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(Optional) Add an internal note to the meeting

This note will only be seen by you or others on the team who will be on the Tour.
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STEP 19
Click on Save

Note: Once you click Save, an invite will automatically be sent to the Pro. When you schedule
a Tour, the Deal will automatically update to the Stage: Tour Scheduled. The Tour information
from the meeting will automatically be updated on the Deal Section: Tour Info.

Team notes

Notes only you can see

B I U T More- & [F

# View the Tour in the Deal 4 Steps
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STEP 20

Click on View Record in the Deal preview

No activity for 6 days
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Demo Locations: Jane Brown
Location: Demo Locations
Primary Service: Permanent
Makeup

Stage/Deal Age: 6d/6d

Deal owner: Ashley Carvalho
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! N activitv scheduled
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STEP 21

Tour Date: B Schedule Now

Toured Sola? -

Deal Owner: Hannah Munoz

Powered by Sola Salon’s Deal Cards ©
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e ramages nw e

. Highlights

DEAL TAGS

On-Track

%" Details

Location @

Demo Locations

Deal Origin

Manual/Hubspot ~

LIFT =

Enablement

DEAL STATUS
Open

Deal name

Demo Locations: Laura Harris

Lead Chonnel Type

Outbound ~

DEAL ORIGIN
Manual/Hubspot

Phone Number

1-739-240-6917

Lecd Channel

Web Search ~

CREATE DATE
01/10/2025 12:04 PM HST (6 day...

Email Address

laura.harris@fakemail.com

Channel Group (B) @

15 of 17



STEP 22

Your Tour will show up in the Activities
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STEP 23
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If you click on the Tour name, you'll be able to see the information about the

upcoming Tour

January 2025

v Meeting - Tour with Laura hosred by Hannah Munoz

with Laura Harris

Organized by Hannah Munoz

Attendee description

Send a description to the Pro..

Meeting type Outcome Attendees

Tour Scheduled 2 attendees

Team notes
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> Note by Hannah Munoz

rype in information here
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