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HubSpot 23 Steps

STEP 1

You can see the title of the record you are viewing in HubSpot in the top left. 
The standard activity bar will appear across all HubSpot records to provide a 
standard User Interface.
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STEP 2

The left column of the record will contain properties relevant to the record.
 These vary based on if you are viewing a Project, Company, Service or Ticket.
 Properties are divided into individual sections.
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STEP 3

The central column of the page is where most of your action will be taken.
 You have several tabs available to you depending on the record type. Start out
 on the Overview tab. Here you'll find several different cards showing stages,
 tasks, and playbooks.

STEP 4

Further down the Overview tab, on the Project and Service record, you'll find
 links back to legacy Quickbase data.
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STEP 5

Click on Activities tab to see the Activity feed related to the record.

STEP 6

Here, all activity cards including tasks, notes, and communications will show
 that are associated to the record, in chronological order. Activities can also
 be pinned to the top of the activity feed for visibility purposes.
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STEP 7

You can filter activities in the feed using the "Filter Activity" dropdown or
 quick select one of the activity types above.

STEP 8

On the right side of a HubSpot record, you will find Record associations. These
 show any record that is associated or tied to the record you are viewing.
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STEP 9

Click on the record title to access it directly

STEP 10

Hover your mouse over the right corner of the card and select the "Eye" icon 
to preview a record.
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STEP 11

From the record preview window, you can see properties and other record
 associations of the record you are previewing.

STEP 12

You can open record previews of other records from preview menu. This
 allows you to navigate to tangentially associated records without leaving your
 original record.

Created with 8 of 15

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


STEP 13

Company record previews, for example, allow you to see recent activities
 associated with the Company. This is useful for viewing Client Interactions
 from the 

STEP 14

Many record previews also feature a "Breeze Summary" card which provides
 an AI overview of the activities related to the record you're previewing.
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STEP 15

To add new records, for example a ticket, select the "+Add" button from the
 record you wish to have associated with the Ticket. In this case, it should be
 the Service record.

STEP 16

Fill out the record creation form.
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STEP 17

You can perform a global search within HubSpot using the Search bar in the
 top left of the interface.

STEP 18

You can filter within your global search for more refined results
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STEP 19

Access your settings by selecting the gear icon in the top right of the interface.

STEP 20

Your General settings will contain many of the relevant, day-to-day settings 
you may want to configure.
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STEP 21

From the General settings, you can set and modify your default homepage. 
This should be either Dashboards or Customer Success.

STEP 22

You can customize your notifications in Notification settings, under Your
 Preferences.
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STEP 23

You can select the category of notifications you'd like to modify and use the 
check icons to indicate what types of notifications you wish to recieve.
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