
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

STEP 3

To find the Deal you're looking for, you can Search for the Deal
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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

A Preview of the Deal will appear
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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.
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STEP 8

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

STEP 9

Type in the Title of the Tour
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STEP 10

Update the Start date

STEP 11

Update the Start time 

8 of 17



STEP 12

Select the Meeting type

The Meeting type options include: Tour, Virtual Tour, 15 Min Business Consult, and Discovery 
Call.
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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.
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STEP 14

Select a Location

Note: Options for Location include: Phone call, In-person, and Custom

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

(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.

# View the Tour in the Deal 4 Steps
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STEP 20

Click on View Record in the Deal preview

STEP 21

Click on the Activities tab in the center of the Deal Record
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STEP 22

Your Tour will show up in the Activities

STEP 23

If you click on the Tour name, you'll be able to see the information about the
 upcoming Tour
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