Sola Salon Studios - Setting Up Your
Account in HubSpot (Microsoft Version)

In this guide we'll walk through setting up your HubSpot account. We'll walk you through:
- Accepting the Join HubSpot invitation
- Setting up your profile in settings
- Connecting your calendar
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# Accept Your Invite to HubSpot 1Step

STEP 1

Email Invitation

You'll receive an invitation to join your team in HubSpot. Click "Join the team" and follow the
prompts to setup your login information.
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# Set up Your Account in HubSpot 9 Steps
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STEP 2

Setup Your Account

Once you have setup your login information, you'll need to configure your account defaults.
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STEP 3
Click on Settings

In the top right corner, click on the gear icon.
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STEP 4

Click on General
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STEP 5
Click on Profile

Configure your name if needed.
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STEP 6

Scroll down to set your default homepage
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STEP 7

Select the home page you would wish to see

Ex. If you frequently work out of deals, you can set that as the default screen you will see when
logging in.
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STEP 8

Make your selection
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STEP 9

Click on Save

STEP 10
Scroll back up to the top
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# Connecting Your Calendar 10 Steps

STEP

Click on Calendar

1

Scroll up to connect your calendar.
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These preferences only apply to you. For account level calling defaults go to account

call settings.
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https://app.hubspot.com/settings/2659837/user-preferences/calling

STEP 12

Click on Connect your calendar

Your calendar may have automatically connected when you verified your email. If it did, you
would see that connection here. If not, connect your calendar.
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+/ Send meetings directly from HubSpot
+/ Log outgoing meetings automatically

" Sync your calendar so contacts can schedule fime with
you

Requires Calendar Sync
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ks in your calendar
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https://app.hubspot.com/settings/2659837/user-preferences/calendar

STEP 13

Select your provider

Connect your calendar

e —

M o Bo

Google / Gmail Microsoft Outlook Microsoft
Exchange

Connect your calendar

STEP 14

Click on Connect your calendar

Connect your calendar

M o B

Google / Gmail Microsoft Outlook Microsoft
Exchange

| Connect your calendar
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STEP 15

Click on Accept and connect to Outlook 365

STEP 16

Connect Your Outlook 365 Inbox

We get it. So we w y clear about how this'll work.
by granting HubSpo ox, your HubSpot will be

able to locate relevant email conversations and log them in your CRM
team can work on them together. Emails that you send

also appear in your Outlook sent folder, so there'll be no

fusion about which emails live where.

This means thot your HubSpot will have access to some information
about your emails, like The email address you're sending them from, the
email addresses of your r , what's in t ¢ nd what's in
the body of the email. We'll anly use that access fo power your HubSpat
OQutlook integration and make life easier for you, never for any nefarious
purposes of our own. It's your data. We just want to help you use it better
You'l always be oble to delete specific email records from your CRM with
jusT @ couple of clicks. HubSpor will also have access 1o view and create

ar events so we con ensure your CRM and calendor are perf

() -

Click on the account you want to connect

Enablement

m Microsoft

Sign in

€, or Skype n

No account? Create one!

Email, pl

Can't access your account?

O§ Sign-in options

We found an account you can use here:

Hannah Munoz
hannah lift@outlock.com
Signed in

Terms of use

Privacy & cookies
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STEP 17

Scroll down and Click on Accept

HubSpot Sales will be able to send mail as
you.

Read and write access to your mail
HubSpot Sales will be able to read, update,
create and delete email in your mailbox.
Does not include permission to send mail.

[

BE Maintain access to data you have given
= HubSpot Sales access to
Allows HubSpot Sales to see and update
the data you gave it access to, even when
you are not currently using the app. This
does not give HubSpot Sales any additional
permissions.

[ Sign you in

m HubSpot Sales will be able to sign you in,
and assign a unique and anonymous ID to
your account.

B view your email address
= HubSpot Sales will be able to read your

mrimanngs Aananil adAdrac~

STEP 18

You should now see your account

@ Search HubSpot Ctr| (K] @ upgrade =] 7 @& 0 ™ hubspot-demo-account
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stomations
Account Setup ACCOUNT
il Reporti & Dat
D B Account Defaults
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0 Library Users & Teams . i
Integrations ~
Marketplace Downloads R
Account Settings
Tracking & Analytics v Manage your calendar accounts
Privacy & Consent Calendar Sync
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Security Tasks Calendar Sync
ect 1 olendor. L

Business Units Connect y

Approvals =

Meeting Scheduling Pages

heduling poge thot llows contacts 1o book avallable times directly 10y

Data Management

Properties Availability Calendars

Select which calendars you want fo use fo defermine your availability for bookings
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https://app.hubspot.com/settings/2659837/user-preferences/calendar

STEP 19

Click on Library

This is in the navigation bar on the left side of your screen.
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STEP 20

Reporting & Data

Library

earch HubSpot

< Back

Settings Q

Your Preferences
General

Netifications

Account Setup
Account Defaults

Users & Teams
Integrations v
Marketplace Downloads
Tracking & Analytics v
Privacy & Consent
Sandboxes

Security

& Upgrade & ) 0 * hubspof-demo-accoun
General
Profile Email Calling Calendar More ~

These preferences only apply to you.

Calendar

Connect your calendar to use HubSpot Meetings and calendar sync.
ACCOUNT

#~  hannah@imaginellc.com
® Connect

Account Settings

Manage your calendar accounts

Calendar Sync

Calendar sync logs new meetings from your primary calendar to existing contacts in HubSpor

Tasks Calendar Sync

d connect a new calendar to see HubSpot tasks on your calendar. Learn more.

Congratulations! Basic account setup is complete.
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