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STEP 1

Create a new Activity using the Activity bar in the top left corner of the 
HubSpot record you are viewing.

STEP 2

Click on Create a task
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STEP 3

An Activity Creator Window will appear in the bottom right corner of the 
screen.

STEP 4

Give the Task a Title
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STEP 5

Set a date for the Task. You can select from a predefined window or select
 Custom Date to open the Date Picker function.

STEP 6

Assign a queue to the task. You can filter for Specialist Queues by typing
 "Specialist" and selecting from the filtered options.
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STEP 7

Tasks will be assigned to you by default since you are the creator. You can
 reassign the task to another user by selecting your name and opening the user
 dropdown menu.

STEP 8

Give the task a description. Use the rich text features to format the text if
 necessary.
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STEP 9

Once you create the task, it will appear in the Activity feed of the record(s) it 
is associated with.

STEP 10

To edit the task, click on the attribute you wish to change on the Task Card
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STEP 11

If you wish to establish a Repeating task, check "Set to Repeat" and select your
 repeating cadence

STEP 12

You can comment on your own or other's activities by selecting Add Comment
 in the bottom left corner of the Activity card.
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STEP 13

Leave your comment in the text box and select "Save"

STEP 14

You can tag users in your comments by using the @ function and selecting the
 user from the dropdown.

Created with 8 of 14

https://tango.ai?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links


STEP 15

To complete a task, simply mark the circle checkmark icon next to the Task
 Title.

STEP 16

To find your Tasks, you can use the Customer Success workspace "Actions" 
tab
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STEP 17

This page will provide several filtered views for viewing a list of tasks assigned
 to you, including those due today, tomorrow, overdue tasks, and those due
 this and next week.

STEP 18

You can also find custom task reporting by navigating to the Dashboard tab.
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STEP 19

Here you will find several reports that have custom task filters based on task
 queues, due dates, etc. If you have ideas for task views you'd like to see here,
 please share your suggestions with your Team Lead so that we can implement
 them.

STEP 20

Finally, you can view your Tasks from the Task tab in the CRM menu of HubSpot
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STEP 21

Here, you can find a list of all tasks assigned to you

STEP 22

Click on the Task title to navigate to the record the task is associated with
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STEP 23

On the record, HubSpot will provide a small interface towards the top of the 
page for you to reschedule, skip or mark the task as complete.
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