
Sola Salon Studios - A Day in the Life of
 Utilizing HubSpot's Mobile App
HubSpot's mobile app is great for when you are on the go and aren't going to be around your 
computer. This guide walks through a day in the lift of using the mobile app. You'll see how 
you can navigate to Deals, add and update your Deals, and how to access other pipelines and 
dashboards.
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# Open up the HubSpot Mobile App and Navigate to… 7 Steps

Note: Make sure you have downloaded the HubSpot app to your phone.

STEP 1

Welcome to the Home Screen! Let's navigate to Deals

Note: On the Home Screen, you can click the Deals button. Everywhere else in the app you 
will want to use the hamburger menu at the top left-hand corner of the screen.
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STEP 2

You'll be taken to the Deal Overview

Deal Names have been blurred for confidentiality reasons.
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STEP 3

It can be challenging to find your specific Deals. Let's filter by your Deals. Click
 Add Views
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STEP 4

Check My deals

STEP 5

Click Done
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STEP 6

Now you'll see only Deals owned by you. This will make locating a specific deal
 easier
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STEP 7

Note: On the kanban view, you can see Deals in other stages of the pipeline
 by swiping on the screen. 

# Adding Deals 8 Steps
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STEP 8

If you are on the go and need to add a new Deal to HubSpot, Click +Deal
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STEP 9

A form will pop up. Include all information that you have available about the
 Deal. Any fields listed as Required need to be filled out to create a Deal.
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STEP 10

To associate a location with the deal, make sure you Click on the Location
 dropdown and choose the proper Location Name.

Note: There may be locations with the same name. If that is the case, there will be parentheses 
with the state mentioned so you pick the correct Location.
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STEP 11

When you are choosing a Lead Type and Lead Channel, the options will not
 sort like they do on the desktop. If you choose Lead Type as Inbound, the first
 3 options in Lead Channel are the Inbound options you can choose from. The
 rest are Outbound options.
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STEP 12

Scroll down and include all information. When you are done Click Save
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STEP 13

A new Deal will be Created

Note: It may take a second for the Deal to register within HubSpot. Refreshing the screen will 
help the new Deal appear on your screen.
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STEP 14

Click the New Deal

STEP 15

You can now update the Deal and work from within the Deal
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# Updating Deals 26 Steps

As you're working on Deals it's important to make sure the information about a deal, including 
pipeline stage, is up to date. Let's walk through how to keep your Deals fresh on the go including 
logging notes, creating tasks, and even scheduling tours.

STEP 16

Click on the Deal you want to work on
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STEP 17

If someone calls you while you are out and about and you need to log that call,
 Click on the Log Activity button
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STEP 18

Click Call
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STEP 19

Update the Call Log 

Include:
•  What the call was about
•  Call Type
•  Call Outcome
•  Date/Time
•  (Optional) Include a Follow up task
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STEP 20

Click Save

STEP 21

You'll be notified that a Call was logged and a Follow-up task was created
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STEP 22

This Deal now needs to be moved out of the New Stage. At the top of the
 record, Click the Stage drop down
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STEP 23

Select the updated stage
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STEP 24

The Deal will automatically move into the updated stage
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STEP 25

Note: If you move a Deal into a stage that needs more information, you will be
 prompted with the information that needs updated.

For example: If you move a Deal into Tour Scheduled, HubSpot will prompt you to update 
information about when the tour is scheduled for.
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STEP 26

To see specific updates to the Deal, Click on the Activity tab

Here you will see the Deal updates as well as the Task created from the Logged call.
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STEP 27

Scroll down to see more updates on the Deal

In this case we can scroll to see the Logged call.
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STEP 28

Click on Associations

Here you will see the Pro connected to the Deal under the Contacts section. If there is any 
other information that needs to be added about the Deal, add that here.

26 of 64



STEP 29

To add an Association - in this case a Location - Click the plus button next to
 Add locations
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STEP 30

Search for a Location and check off the Location for the Deal

STEP 31

Click Done
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STEP 32

The Location will be added

Note: It can take a second for the Deal to update. Pull down on the screen to refresh it.
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STEP 33

Access all information about the Deal on the About tab

Here you will see information on:
•  Deal Details
•  Tour Info
•  Deal Discovery
•  Lead Source
•  Campaign Info
•  Closing Details

Utilize this tab to update information as you're talking to a Pro.
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STEP 34

If you need to add missing information or update existing information, Click
 into the field that needs to be updated
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STEP 35

Update the field

Note: Some fields you will need to Click on, Update and then Click Save.
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STEP 36

The field will automatically save

Note: Some fields you will need to Click on, Update and then Click Save.
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STEP 37

If you need to leave a note about the Deal, Click the Add Note button at the
 top of the Deal
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STEP 38

Include any relevant information you need recorded to the Deal. 

Notes are a great way to log information that you can refer back to on the Activity timeline.
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STEP 39

Click Save
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STEP 40

The app will let you know the Note was logged. Click View on the notification
 to see the Note in the Activity timeline
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STEP 41

You'll be taken to the Note in the Activity timeline

# Scheduling a Tour 15 Steps
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STEP 42

Click into a Deal 

STEP 43

At the top, Click the More button
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STEP 44

Click Create Meeting
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STEP 45

Update the Tour information

This includes:
•  Meeting title
•  Meeting description
•  Start date and time
•  End date and time
•  Meeting Type
•  Location
•  Internal notes (optional) - these are notes only you can see
•  Attendees
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STEP 46

You will need to manually add the Pro to the meeting by searching for them.
 Click the Plus on the Attendees section
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STEP 47

Click Contact

STEP 48

Search and choose the Pro
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STEP 49

Click Done
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STEP 50

Once the meeting is set, Click Save
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STEP 51

Click Continue and send

By clicking this you'll send an email invite to the Pro.
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STEP 52

The Deal will automatically update to the Stage: Tour Scheduled
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STEP 53

In the Kanban view, the Deal will move into the Tour Scheduled column of the
 Leasing Pipeline
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STEP 54

The Tour Info on the About tab will automatically be updated to show the
 Tour Status of Scheduled with the Tour Date/Time for when the Tour was
 scheduled
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STEP 55

In the Activity tab, you'll see the Tour

STEP 56

If you Click on the Tour Activity, you will see all the details of the Tour
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# Scheduling a Tour Without Sending an Invite 9 Steps

If you have already scheduled a Tour or do not want to send an invite to the Pro, there is a way 
for you to keep your Deal updated without being on the desktop.

STEP 57

On the About tab of the Deal, Click Edit Deal
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STEP 58

Scroll to Tour Info

Note: If the section is not already open, click on the arrow next to the section and it will open.
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STEP 59

Update Tour Status
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STEP 60

Update Date/Time

Note: The time will automatically default to the current time. Ignore this.
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STEP 61

Click Save

STEP 62

You will need to update the Deal Stage. Click the Stage dropdown
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STEP 63

Click Tour Scheduled

STEP 64

Make sure the Tour Date/Time is correct and filled in and Click Save
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STEP 65

Your Deal will be updated

# Switching Pipelines 3 Steps

If you need to switch back and forth from the Leasing Pipeline to the Nurture Pipeline, follow 
these steps.
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STEP 66

In the Deal Overview, Click Pipeline in the top right-hand corner
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STEP 67

Click Nurture Pipeline

Note: There will be a check mark next to the pipeline you are currently viewing.
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STEP 68

The Pipeline will be switched

The Deal Names have been blurred for confidentiality reasons.

# Accessing Dashboards 4 Steps

If you need to review any data or dashboards while you're on the go, follow these steps.
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STEP 69

On any screen in the App, Click the Dashboards button
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STEP 70

You'll be taken to the Dashboards. To change the Dashboard, Click the
 dropdown at the top of the screen
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STEP 71

Select the Dashboard you want to view

STEP 72

The Dashboard will switch
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