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Accessing & Using Index Views 13 Steps (7

STEP 1

To access an Index view, select CRM > [Object Namel

Q. Search HubSpot

| Bookmarks
: Customer Success Aus

stomers

2] CRM Contacts

% Marketing Companies omers

- Leads
= Confent

& Sales

2 Commerce

Overdue tas

2 Service

& Data Management
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STEP 2

The index view is the table (or Kanban) report that appears when the object

first loads. This view is specific to the records within this object.

STEP 3

Poidt Media 7=*  Owner~  AccountManager~  ProductType * %  Pipeline Stage - More - Clear all = Advanced fiters - | H
Searck Q. Export columns
NAME n s MEXT ACTIVITY DATE (M_. 1. LAST ACTIVITY DATE (M_ 1L PIPELINE STAGE n 1 OWNER
Optimization - Get Down Pressure Washing LLC Tomorrow at 6:00 PM MST - Daily Optimiza A ryar
Optimization - SPOG Trailers LLC Tomorrow at 6:00 PM MST Taday at 9:14 AM MST Daily Optimization (Paid Me pw
Optimizotion - Carr Enterprises Today at £:00 PM MST - Daily Optimization (Paid Me Dan
Optimization - Indiana Trailer Sales Today at 3:21 AM MST Bi-Daily Optimization (Paid cs Gro
Optimization - Duffy Crane and Hauling, Inc. Tomorrow at 6:00 PM MST - Daily Optimization (Paid Me... L Luis
Optimization - Western River Anglers, LLC (A) - PPC Mor 2, 2026 £:00 PM MST Yesterday at 6:00 PM MST Bi-weekly Optimization (Pai.. 8 Ben
Optimization - Toys Trains and Other Old Stuff - Today at £:00 AM MST Daily Optimization (Paid Me 15 Tom
Optimization - Construction Safety Experts Inc. (D) - PPC Today at £:00 PM MST Daily Optimization (Paid Me Jarr
Optimization - Tarnished Ones Tattoo Feb 19, 2026 6:00 PM MST Yesterday a1 6:00 PM MST gi-Daily Optimization (Paid . NM Mok
Optimization - Delco Elevator Products Lid. Tomorraw at 6:00 PM MST Yesterday at 600 PM MST Bi-Daily Optimization (Paid NM Mok
Optimization - Elated Canine, LLC Febs 20, 2026 4200 PM MST Fel 13, 2026 £:00 PM MST Wweekly Opfimization (Poid M. o don
Optimization - R&D Laboratory Equipment Today at £:00 PM MST Feb 13, 2026 £:00 PM MST ity Optimization (Paid Ma ®mJam
Optimization - Built With Foam, Inc. - Feb 13, 2026 £:00 PM MST Daily Optimization (Paid Me... m 20c
Optimization - Good Tymes Inflatables LLC Feb 20, 2026 6:00 PM MST Feb 13, 2026 £:00 PM MST Weekly Optimization (Paid M... st San
Optimization - Cease Fire, LLC Today af 6:00 PM MST Febs 12, 2026 £:00 PM MST Daily Optimization (Paid Me Dalt
Optimization - ChillOut Trailers Tomorrow at 6:00 PM MST Yesterday at 6:00 PM MST Bi-Daily Optimization (Paid m Joe
Optimization - Mars Suspenders, LLC (A) - PPC Feb 23, 2026 &:00 PM MST Yesterday a1 6:00 PM MST Wweekly Optimization (Poid M... & =
Optimization - Blue Ribbon Painting & Home Services LLC Today at £:00 PM MST Feb 13, 2026 10:50 AM MST Bi-Daily Optimization (Paid AL A
Optimization - KLM Immigratian Inc. Feb 19, 2026 6:00 PM MST Today at 8:26 AM MST Bi-Daily Optimization (Paid KM Katl'®

Next >

100 per page =

You can navigate to different reports within the index views using the tabs at

the top of the view.

Q. Search HubSpot

Projects ~
5,973 records.

All Retail ©. AM - My O,

AM - My O,

(m PPC

Specialist -

All projects All Inactive.

All On-Boa

All Comple.

All Optimization Projects In Intoke
s

timizations =

Owner ~

Account Manager -

Search
NAME

Optimization - Get Down Pressure Washing LLE

Created with /a7

Product Type =

n 8 NEXT ACTIVITY DATE (M.

Pipeline Stage -

More -

(!

Tomorrow at 6:00 PM MST

LAST ACTIVITY DATE (M- T4

All Opti Enterprise + Add view (12/50) Al Views
Clear all = & H
PIPELINE STAGE n (4 OWNER
Daily Optimization (Paid Me... R ryar
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STEP 4

To add a report to your selection of tabs, select "+Add View (#/50)" on the

right side of the screen.

Logical Position «

All Comple...

More ~

Clear all

All Opti.. X

= Advanced filters

PIPELINE STAGE T | ¢ OWNER
Intake (Paid Media Operatio... AL
Intake (Paid Media Operatio... AA

STEP 5

Create project

Enterprise ...

Add view (12/50)

All Views

Amy Leung (amy.leung...

Adom Anderson (adam...

CRS

Edit columns
d
ACCOUNT

cs Cor

“ We:

Select the view you would like to see in the dropdown menu. We can add new
views to the Admin Promoted section based on your feedback.

atail O AM - My O, Specialist AM - My O. Specialist - Al projects All Inactive All On-Boa. All Compie. All Opt Enterprise + Add view (12/50) Al Views
owif S
[search Q ]
- columns
) HubSpot Provided (2) < Admin Promoted (5) < Created by me (11) < Created by others (27) ==
CCOUNT x
All projects AM - My On-Boarding Projects All Completed On-Boarding Project. All RM Opfimizatians
J - Black Swamp Equipment LLI| [«

- Peach Creek Ranch (A) - PP(

- Escapology Braintree - Fran|

- Evendo LLC (A) - PPC

- Adam J Tanner Photographi

= Best Bubble Mailers (A) = PP

- Container Security Solutiong

- North West Pianos LLC (N) -

My projects

Create new view

- Test Company (A) - PPC

AM - My Optimization Projects

All projects

Specialist - My On-Boarding Projects

Specialist - My Optimization Projects.

All Inactive Optimization Prajects

All On-Boarding Projects

All Optimization Projects In Infoke ..

All PPC Optimization Projects

All Retail Optimization Projects clone

Load more

AM - My On-Boarding Projects clone]

Build Reviews
Build Reviews
Build Reviews
Build Reviews - Team Regulus

Load mare

- Escapology Marina del Rey -

HQ (N)-

Created with W

Feb 5, 2026 9:00 AM MST

Feb 2, 2026 9:.00 AM MST

Intake {Paid Media Operatic.

Intoke (Paid Media Operario

on  Daniel Huber (daniel.hu

T testuser@logicalpositi
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® I
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STEP 6

To remove a tab from the list, you can hit the "X" button on the tab. The tab
will be selectable again in the "Add View" dropdown once removed.

4 Assistant {4 Logical Position *

All Optimi..  Enterpris..  :AIRMJ x| + Addview (13/50)  All Views

dvanced filters X m

m
o)
m
a
o
=
3

[

| OWNER | TARGET DUE DATE (MST) Tl

a Rosie Palazzolo (rosie.p...

STEP 7

To get a list of all available views, select 'All Views' on the right side of the
screen.

s

4 Assistant i** Logical Position

All Comple... All Optimiz... Enterpr.. X 4+ Add view (12/50) All Views

+ More Clear all = Advanced filters < ®
Export Edit umn
TL | ¢ RELATED QUICKBASE O.. TL | ¢ PROJECT — TASKS
40439 Test Company (A) - PPC Opt
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STEP 8

When looking at a view, you can add additional filters to the report by using

the Quick Filter options above the columns.

Projects =
538 records

Optimization - TEST ACCOUNT

Optimization

- Element Research Group, Inc. {A) - PPC

ization - Juniper Tours LLC (A) - PPC

ion - TEST ACCOUNT

ization - TEST ACCOUNT

STEP 9

+ Add view (12/50)  All Views
Last activity dote Product Type ~ ] 4 More Clear all = Advanced filters L ]
RECORD 1D n PRODUCT PACKAGE RELATED QUICKBASEO.. T} PROJECT — TASKS

Ecommerce Te omp: O

merce USD & 2 record:

3 L, d

3 records

5 Ecor 2 records

928519 T

Cascode Health Care Inc (nc

If the filter option you're looking for is not available as a Quick Filter, use the
"Advanced Filters" option to add more complex additional logic.

4 Assistant

1. All Comple...

- pre + More

AGE TL

nmerce USD ...

Created with W

All Optimiz...

Clear all

Actions =

Enterpr_. X

{¥% Logical Position *

N core o

Advanced filters

RELATED QUICKBASE O.. Tl

40439

16479

+ Add view (12/50) All Views
A m L
Export Edit columns

PROJECT — TASKS
Test Company (A) - PPC Opt

2 records
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STEP 10

In Advanced filters, you can and "And" and "Or" conditions using any available
property in the object.

Advanced Filters

-Bea... All Comple... All Opfir
Group 1 (]
pe ~ + More Clear a L L .
Specialist Division is equal to any of enterprise 3
and
\CKAGE L RELATED
40439 or + Add filter group
commerce USD .. 16479
46143
40439

STEP 11

You can filter the Pipeline of the record using the dropdown above the Search
bar (i.e. Optimization Projects vs. On-Boarding Projects)

Q. Search HubSpot K +
Projects ~
538 records
All PPC Op... All Retail O... AM - My O. Specialist -... AM - My O.. Speciali:
= i [ Paid Media Operations - Optimizations ~ ] Owner ~ Status - Target due ¢
Search
NAME | R
Optimization - TEST ACCOUNT g

Optimization - Element Research Group, Inc. (A) - PPC
Optimization - Juniper Tours LLC (A) - PPC

o Management Optimization - TEST ACCOUNT

Ontimizatinn - TFST ACCOIINT &
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STEP 12

In addition to the traditional "Table Report" style that is the default for most

index views, you can switch any report to be seen in a "Kanban" or "Board"
view.

Q. Search HubSpot

[ Bookmarks Projects

538 records

. Retail O.. AM-MyO.. Sp
CRM

= Marketing

=| Content

& Sales

Paid Media On-Boarding

(2 Commerce Enterprise On-Boarding
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STEP 13

This view shows you filtered records in a card/column view. Records can

be dragged between columns when necessary. This type of view is best for

records that are undergoing a linear process and are filtered to a small subset

(i.e. On-Boarding Projects or Change Request Tickets)

Owner~  Status~

Target due date ~

Last activity date =

Product Type = %  + More

Clear all = Advanced filters

Daily Optimization 7

Optimization - TEST
ACCOUNT

Owrer. test userlogicalpasition com

Note 8 days

Optimization - TEST
ACCOUNT

Owmer test userd@iagicalpasition com

Bdaysago

[: B3

Opfimizations - Trinity
Road DBA The Catholic

Owner: theo dopp@

Tosk7daysago  Task dug in @ hou

Optimizations - Lummosx
Inc. dba Hive (A) - PPC

Owmer: theo clopp@logicalposition...

Nte & minutes o Tosk due in a day
a e+ e

Optimizations - World of

Jeans & Tops dba Tilly's

Owmer. thea clopp@iogicalpositione

Nefeodoyoge  Tosk due in 9 hou.

o+ =2

Owner. theo.clapp

Bi-Daily Optimization 3

Optimizations - trueCable (A)
-PPC

Ouwrer theo clappFlagicaipastion com

Tosk 15 hours oge  Tesk due in a day

o+ =

Weekly Optimization 355

Optimization - Juniper
Tours LLC (&) - PPC

Owmer sam howeliFlogiciposition <

Toskadayoge  Teskdue inaday

o+ o

(4) - PPC
Ouner: Doriel Huber
K 15 hours ago

o+

Optimizations - Azure
Standard (A) - PPC

o+ o

k4doysogo  Toskdue in3doys

ptimizations - The
Nursery at Ty Ty LLC (A
Owmer: Jock Howel

k 2 yeors.aga

o+ D

Optimizations - Zahn
Dental (A) - PPC

Gwner: mich

grandinetti

o+ o

Optimizations - GMES, LLC
(A) - PPC

Owner: thea cloppéiogicalpasition.c

a s+ o

Optimizations - M&R
Technology (A) - PPC

hours ogo Task due in & days

josk 7 days ogo Task due in & hou

Bi-Weekly Optimization 169

Optimization - TEST
ACCOUNT

togicolposities
ToskBdaysego  Task due in & days
a4+ o
Optimizations - Cascade
Health Care Inc (no mgm.

Owmer: ashten fanica

Task due in 9 hy

Optimizations - Door
Clearance Center (A) - PPC

Owner: Jored Davis

Task due in 10 days
o+ 0w

Optimizations -

Dreamtime Creations (A)

Owne

den barmows @logicolpasi..
Note 18 haurs ago Task due in 13 da.

a s+ e

Optimizations - MAC
Faucets, LLC (A) - PPC

Owmer. Jored Davis

Tosk due in @ days

Monthiy Optimization 4

Optimization - Element
Research Group, Inc. () -

Owner. Henry Mitchel

Note 4

due in 24 days

o+ o
Optimizations - The KIV &
Store (A) - PPC

Ownar Henry Freedman

Optimizations - Wurth Louis
and Company (A) - PPC

Owner. as

on.dobso

Task 7 says ogo

Optimizations - US Auto
Supply dba Sole Source (A) -

Owner: theo.clappiogicalpasition.

fask 7doysogo  Task due in 24 days

a+ e

=)

+~ Creating New Views

Created with /a7



https://app.hubspot.com/contacts/2686234/objects/0-970/views/59797209/board
https://tango.ai?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links

STEP 14

To create a new view, select the "Add View" dropdown

* Logical Position *

All Comple... All Optimiz... Enferpr... X

+ Add view (12/50)

All Views

e + More Clear all = Advanced filters

mization 169 { Monthly Optimization sort
- Export view
n-TEST Optimization - Ele xp '
Research Group, I
Edit stages &

STEP 15

Board options ~

Select "Create New View" in the bottom left of the dropdown

WY UIPUSTTRA LU UWIRL. 11y

b Task 15 hou

| - TEST Optimiza’
(A) - PPC

‘@logicalposition.com Owner: Dan

b Task 15 hou
o + o 2

Is - Trinity
1e Catholic_.

Optimizations - Azure
Standard (A) - PPC

ap@logicalposition.c.. Owner: theo.clopp@fogicalposition.com

Task due in 9 hou_. Task 4 days ago Task due in 3 days

a + o 2 O « D

Created with W

Specialist - My O

Specialist - My O

Optimizations - Zahn
Dental (A) - PPC

Owner: michaela.grandinetti@logical

Task 15 hours ago Task due in 6 day

a + O e
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STEP 16

You will be prompted to name your view and to determine the access level.
You can make the view public to everyone, private to you, or only accessible
to certain teams.

Create a saved view

Name *

[ Test View|

jiews created: 44 of 5,000

Access

Decide who has occess 1o This view. G Tristan Storr
stanston@logical

| AllLogical Position users
1,081 users

STEP 17

Click Confirm to create your view

Only you and members of the chosen team can occess this view.

(® Everyone

Everyone on your HubSpot account can access this view.
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STEP 18

The next step is to setup the filters for your view. It is advised you do this
through the "Advanced Filters" where you have access to more powerful
filtering tools.

s All Inactiv... All On-Bo... All Compl... All Optimi... Enterpris... TestV.. X + A
Last activity date ~ + More Advanced filters

| RELATED QUICKBASEO.. fTL PROJECT — TASKS H CREATE

cdate 55179 Toys Trains and other Old St... Feb 13,

ace 2026 U... 55044 2 records Feb 12,

STEP 19

Click on 'Edit columns' in the top right to organize the data you see in the

report.

All Optimi... Enterpris... TestV.. X + Add view (13/50) All Views

ivanced filters w | @

) | ¢ PROJECT — TASKS : CREATE DATE (MST) Tl
Toys Trains and other Old St.. Feb 13, 2026 3:55 PM MST
2 records Feb 12, 2026 12:25 PM MST
Built With Foam, Inc. (Can) - ... Feb 12, 2026 7:42 AM MST
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STEP 20

You can remove default columns using the "X" button

Next Activity Date

Pipeline

i

£ Pipeline Stoge

Status Move To Top D

Owner

1

STEP 21

You can add new columns by selecting the property from the checklist on the
left side of the menu.

Choose which columns you see
SELECTED COLUMNS (14)

Submit Optimization

SERVICE INFORMATION

Microsoft Ads CID

Microsoft Deep Link

Microsoft ID
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STEP 22

The column you just selected will slot into the bottom of the list. You can drag
and drop this column anywhere in the list or select "Move to Top".

£ Pipeline

E Pipeline Stage

E Owner

g Quickbase Order 1D

g PPC Package

[ é Ad Spend Move To Top

STEP 23

You can freeze columns in the report using the Frozen Columns dropdown

Frozen columns| O -
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STEP 24

The top columns will become frozen, allowing them to always be visible as you
scroll horizontally across the report.

STEP 25

{CTED COLUMNS (14) Frozen columns | 1

Jame

[Abovc column(s) are frozen]

record ID

’roduct Package

telated Quickbase Order ID

roiect — Tosks

Click on Apply to finish your column customization

Primary Goal Type
Primary Goal Value

Product Specialist Team Lead

Don't see the property you're looking for? Create a property &

‘ Cancel Remove All Columns

Created with W
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STEP 26

IMPORTANT: When adding filters or columns, it is very important to always
save your edits using the "Save" icon in the top right. Any unsaved changes

will revert when you leave the page.

4 Assistant {*% Logical Position *

Save now to keep your edits.

pl... All Optimi... Enterpris... Test V.. + Ad
Advanced filters AR |
Export Edit columns
Tl : PROJECT — TASKS : CREATE DATE (MST) TL
Toys Trains and other Old St.. Feb 13, 2026 3:55 PM MST
2 rarnrdc Fah 127 20124 12258 PM MQT

Created with W
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STEP 27

To access other objects, you can go back to "CRM > [Object Name]" or you can
select the Object Name just below the search bar. This dropdown will show
you other object options you can navigate to.

Q, Search HubSpot

[\ Bookmarks Projects v
4,575 records

All PPC O... All Retail .. AM - My . Specialist..
& CRM B
= i Paid Media Operations - Optimizations « Owne
= Marketing ; :
=l Content Search
& Sales NAME | i RECORD ID
Optimization - Toys Trains... 5311919648
(2 Commerce
Optimization - Genco Pur... 530711660(

Created with W 17 of 18


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

W

Never miss a step again. Visit Tango.ai
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