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HubSpot 41 Steps

STEP 1

Product Specialists, once assigned to a Service, will have an On-Boarding 
Project created for them. On-Boarding Projects will begin in the "Intake" 
stage.
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STEP 2

3 Tasks will be generated for the Product Specialist. Two will be Pre-Intake
 tasks that are optional based on bandwidth and Intake timeline. The other
 is a task due in a few days time for reviewing Post-Intake notes and Support
 Tickets.

STEP 3

The Product Specialist will be listed as the Owner of the Project.
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STEP 4

The new Service will be associated with the Project.

STEP 5

Specialists can mark Tasks as complete by selecting the "Checkmark" icon on
 the Task card.
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STEP 6

When all Pre-Intake work is complete, the Specialist will await the completion
 of the Intake and Review the Notes & Support Tickets.

STEP 7

Once the "Review Post-Intake Notes & Support Tickets" task is completed, the
 Project will move forward to Build In Progress.
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STEP 8

Pipeline Stage will happen automatically.

STEP 9

On the Record, new Tasks will be generated and assigned to the Product
 Specialist.
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STEP 10

Tasks will relate to general build milestones.

STEP 11

The Specialist has the option to mark each task as complete as they work
 through each milestone of the build OR mark all tasks as complete once the
 entirety of the build is complete and ready for review.
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STEP 12

Product Specialists can add comments to Task activities to explain decisions
 or add context to different aspects of the build.

STEP 13

Product Specialist can create new tasks for themselves during the build pro-
cess using the Task button in the Activity bar. 
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STEP 14

Once Build Tasks are completed, a new one will be generated for Completing
 & Submitting Build Notes Playbook.

STEP 15

To log Build Notes, the Product Specialist should click over to the Submit Build
 Notes tab.
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STEP 16

Click on Open Playbook

STEP 17

A new Playbook window will open with the page. This window can be resized
 by dragging the bottom right corner.
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STEP 18

The Product Specialist will fill out the form, using each text field to describe
 the topic relevant to Build Strategy & the account as a whole.

STEP 19

When complete, select Log Note to complete the Playbook.
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STEP 20

The Note will be recorded in the Activity feed of the Project record

STEP 21

To submit the notes and build for review, the Product Specialist will modify
 the Build Review Status dropdown.
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STEP 22

Select BUILD SUBMITTED FOR REVIEW

STEP 23

The Pipeline Stage will change itself automatically to Build Review
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STEP 24

A new task will be created automatically and assign itself to the user listed in
 the Build Reviewer field.

STEP 25

When the Team Lead or Reviewer is ready to complete the Build Review,
 navigate to the On-Boarding Project and select Submit Build Review Notes to
 access the Build Review Playbook.
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STEP 26

Click on Open Playbook

STEP 27

Fill out each field with "No Changes", "Change Needed", or "Change
 Suggested". Add context in the text fields if needed.
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STEP 28

When the Reviewer has completed the Build Review, they will hit "Log Note"
 to save the review as an activity on the On-Boarding project.

STEP 29

Note is visible in the On-Boarding Activity Feed
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STEP 30

Finally, the Reviewer will make a decision on Build Approval by using the Build
 Review Status field. IF Changes are Required, move Status to Build Changes
 Needed (Not Approved). IF Build is approved, select the appropriate Approved
 status

STEP 31

IF not approved, a new task will be automatically created for the Product
 Specialist to implement requested changes and re-submit for review.
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STEP 32

The Product Specialist can find the Build Review notes on the Activity feed of
 the Project. Use the Notes filter to find the activity more easil

STEP 33

Product Specialists can update the text of their original Build Review activity
 with the updates OR add a comment to the original Build Review activity,
 notating the updates.
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STEP 34

Once updates are completed, re-submit for review using the Build Review
 Status field.

STEP 35

A new task will be generated for the Reviewer again for completing the review.
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STEP 36

Similar to the Product Specialist updating their Build Notes, the Reviewer
 can update their Build Review note or add a comment to add additional
 information.

STEP 37

Reviewer makes Approval determination.
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STEP 38

IF Build is moved to an Approved status, the Pipeline Stage will move to Build
 Completed automatically. At this stage, new tasks will be generated for the
 AM to schedule launch call. No action is needed from the Specialist until the
 Campaigns are launched.

STEP 39

Account Manager, upon launching Campaigns, will move status to
 "On-Boarding Completed". This will serve as a signal to the Specialist that the
 Service is now Active.
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STEP 40

The completion of an On-Boarding Project will also trigger the creation of a 
new Optimization Project associated with the Service.

STEP 41

Within the Optimization Project, the first Optimization Task will automatically 
be created and assigned to the Product Specialist.
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Never miss a step again. Visit Tango.ai
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