Sola Salon Studios - Overview of Utilizing
Sequences

Sequences are a powerful way to automate personalized outreach, ensuring no lead slips
through the cracks. They help you stay consistent, save time, and keep follow-ups on track,
freeing you up to focus on building relationships and moving deals forward.

This guide will walk you through:
- How to Create a Sequence
- How to Enroll Contacts into a Sequence
- How to Check on Sequence performance

63 Steps  View most recent version (4
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# Accessing the Sequences Page

4 Steps

STEP 1

Go to the Sales section of the Navigation and Click on Sequences

Sequences 538 of 5,000 created - | Create sequence
Manage Analyze Autfomate Scheduled
——
Send sequences without leaving your inbox.
t Sales extension for Gmail &, Outlook &, or Office 365 .
Sales
Sales Workspace Q Owner: Any ~ New fo
Target Accounts TOTAL REPLY MEETING - DATE
9 . ENROLLED RATE RATE OYRIER MODIFIED
Documents
Move In 134 0.75% 0% Riham Ramlawi 4 days ago
Meetings Scheduler
weeks special 520 2.69% 0% Megan Evans 2 years ago
Activity Feed
reach w/ survey 27 37% 0% Karl Baumert 3 years ago
Forecast
N 3 0% 0% Ji ifer Kitch 3
COQChlﬂg PIUV‘ISTS enniter Kirchen years ago
Sales Analytics J
What is Sola HIGH 88 227% 1.14% ermac 5 months ago
McGlumphy

LIFT =

Enablement

2 of 48


https://app.hubspot.com/sequences/4809868

STEP 2

You'll be taken into the Sequences page

Q, search HubSpot o &« @ + Copilot % Sola Salon Studios ~

Sequences 538 of 5,000 created | A - Creafesequence ¥
Manage Analyze Automate Scheduled
=] Send sequences without leaving your inbox. X
Download the HubSpot Sales extension for Gmail 2, Outlook , or Office 365 . Learn more &
]
5] Search sequences Q Owner: Any ~ New folder
) . TOTAL REPLY MEETING R DATE
Lo ENROLLED RATE RATE oLl MODIFIED
= $1000 New Move In 134 0.75% 0% Riham Ramlawi 4 days ago
8
$99 first 4 weeks special 520 269% 0% Megan Evans 2 years ago
ol *Short Outreach w/ survey 27 37% 0% Karl Baumert 3 years ago
R *Training 3 0% 0% Jennifer Kitchen 3 years ago
(T
0Sola WV - What is Sola HIGH 88 227% 114% Jermac 5 months ago
o McGlumphy

STEP 3

To easily find the Sequences you've built, Click on the Owner dropdown

without leaving your inbox.

pot Sales extension for Gmail &, Outlook &, or Office 36

ces Q. Owner: Any ~

TOTAL REPLY
ENROLLED RATE

ew Move In 134 0.75%
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STEP 4
Click on (Me)

:aving your inbox.

¢tension for Gmail &, Outlook &, or Office 365 .

Q Owner: Any ~

New
Seorch owner Q E’C‘,TDEIFIED
n (Me) 4 days ago
My teams
recial Any 2 years ago
Teams
! surve 3 years ago
v David Sessa ¥ g
. [ 3 years ago
(]
# Creating a Sequence 31 Steps
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STEP 5

Click on Create sequence

- <4 Copilot (™ Sola Salon Studios

barn more &
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STEP 6

Click on Start from scrath

Note: There are other options you can choose from. Starting from scratch give you the
flexilibity to add the steps you want rather than having to delete steps you don't need.

Create a dynamic sequence

HubSpot's recommended
outreach strategy.

Start from scratch

Start with a blank sequence
and add your own emails and
tasks.

Start with a pre-made sequence

Recent Conversion

A nracnoart hre Aawinlaadad ~rantant fram unnr

LIFT =
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NUrTUre your ieads witn personaiz
manual tasks when a lead shows ir

working your warm leads while lett

° Improve efficiency by autor
on cold leads and more time

e Never miss engaged leads "
the best next steps.

e Book more meetings with tc
multiple channels.

Leads will receive auto

steps until they engag

N i
\y Automated Email

TN
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STEP 7

Click on Create sequence

DAYS TO AUTOMATION UNENROLL
COMPLETE CRITERIA
0%

0

1 g ]
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STEP 8
Give your Sequence a name

Note: Naming conventions are important to have so you can easily find your Sequence and
know off the bat what that Sequence is about.

Test Sequence{

Steps Settings Automate
O
H DAYS TO COMPLETE AUTOMATION

2 50%
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STEP 9

Now you can start to edit your Sequence

There are a few different steps you can utilize. Note that you will not need to worry about the
InMail task or Connection request task. Focus on the top 4 options.

< Back New Sequence 4 Owner: Hannah Munoz

Steps Settings Automate

Step 1

Choose the first action that the sequence will perform

Automated email ™\ Manual email task

4
o Automatically send an email for me . /  Get atask reminder to send an email
Call task i - "\ General task
Get a task reminder to make a call N = / Setageneral task reminder
Ir/m ‘\.‘ InMail task ‘/' P \\.‘ Connection request task
\.\ / Get atask reminder to send an InMail \. /  Getatask reminder to send a request
~
Completed

LIFT =4 9 of 48
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STEP 10

To show a few examples, Click on Automated email

Step 1

Choose the first action that the sequence will perform

4 \ ) Automated email
/ Automatically send an email for me

Call task
Get a task reminder to make a call

InMail task
Get a task reminder to send an InMail

LIFT =
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Manual ema
Get a task re

General tas}k
Set a genera

Connection |
Get a task re
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STEP 11

You will need to use an email template for this step. You can either search for
an email template already created or create a new one.

LIFT
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~

Step 1
Choose the first action that the sequence will perform

\4 4\

S/

New sequence 4 Add automated email

Steps
— Email template

Choose an existing template or create a new one

Create template

All templates

Search templates

GBI X Tl Next Steps to Secure Tenant Studio
Automatically send an email for me \ Upxiated an hour ago by Gwen Simmans

V S N - . Py
Call task / \ Falls of Neuse - Raleigh Pricing

~ a ) Updated 6 hours ago by Sola Salons | RDU & GSO
Get a task reminder to make a call /

Re-Engagement Contact

InMail task Updated 6 hours ago by Sola Salons | RDU & GSO
Get a task reminder to send an InMai

Opening this month- reengagement
Updated a day ago by Gwen Simmons

ammlabad Fancal
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STEP 12

Click on Create template

equence 4 Add automated email

ettings Au

Email template

Choose an existing template or create a new one

Create template

All templates

Search templates
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STEP 13
Give your email template a Name

Note: This is an internal name. You will want a naming convention for any of your email
templates.

Create new template

Name |Infernal Name - Test Owner: Hannah Munoz

Subject: & Shared with everyone ~ @m Select a Folder ~

B I Y % Morev § & 1Insert~ Personalize~ Generate with AT

LIFT -
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STEP 14

Include a Subject line

Create new template

Name: Internal Name - Test

Subject: | Subject Ling & Shared with everyc

STEP 15
Include the body text of the email

Create new template

Name: Internal Name - Test Owner: Hannah Munoz
Subject: Subject Line & Shared with everyone ~ @ Select a Folder ~
B I Y T Morev 8 & Insertr Personalize~ Generate with AI

A= Your signature will be included when you use this template. Edit signature @

Save template Cancel

LIFT =4 14 of 48

Enablement



STEP 16

To personalize the email, you can use personalization tokens

Create new template

Name: Internal Name - Test Owner: Hannah Munoz
Subject: Subject Line & Shared with everyone ~ @ Select a Folder ~

Body of email

Hi| L4
B I U % Morev § & Insertv Personalize~ Generate with AI

M- Your signature will be included when you use this template. Edit signature @

STEP 17

Click on Personalize

orev § & Insert~ |Personalize ~

Il be included when you use this template. Edit signature &

I‘ Cancel |

LIFT = 15 of 48
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STEP 18

Search for the token you want to insert

Insert personalization token

Type

Contact

I a Folder ~

°®

first namel

Contact information

First Name

& Insert~ Personalize ~

STEP 19

Click on First Name

Type

Contact

first name

Contact information

First Name

& 1Insert~ Personalize~

uded when you use this template. Edit signature @

“rnral

LIFT =
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Generate with AI

Generate with AI
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STEP 20

This token will be included in the email. Continue on and finish the body of

the email

Note: Tokens will pull in information from the Contact record. Tokens are great to help

personalize the email more rather than the email being standard across the board.

LIFT
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Create new template

Name: Internal Name - Test

Subject: Subject Line & Shared with everyone ~

Owner: Hannah Munoz

= Select a Folder ~

Body of email
Hi Contact: First Name ,

Body of email information that you want to send

B I Y % Morev~ & @ Insert~ Personalize~

Generate with AL

M- Your signature will be included when you use this template. Edit signature @
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STEP 21

Make sure you have updated your email signature. This will be included at the

end of the email

Note: Your email signature should include the following: NameTitlePhone NumberAnything
else you want to include you can!

LIFT
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~

Subject: Subject Line & Shared with everyone~ @ Selec
Body of email
Hi Contact: First Name ,
Body of email information that you want to send
B I U % Morev § & Insert~ Personalize~ Gene¢

A | Your signature will be included when you use this femplate. Edit signature &

Save template Cancel ‘ o Content suggestions
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STEP 22

Click on Save template

B I U T, Morex 8§ & 1Insert~ Pers

A Your signature will be included when you use this

Save template € conr

STEP 23

The email has been added to your Sequence

Steps Settings Automate
—
TOTAL STEPS DAYS TO COMPLETE AUTOMATION UNENROLL CRITERIA

1 1 100% 2

Actions ~

/7 ™\ 1 Automated Email - Day 1
ersion A - Internal Name - Test
Subject Line
Body of email Hi Contact: First Name , Body of email information that you want to send

v See more

+ Add A/B test

LIFT =
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STEP 24
To add another step, Click on Add

+ Add

Completed

STEP 25

Select another step

Steps Settings Automate
Body of email Hi Contfact: First Name , Eody of email information that you want to send

v See more

+ Add A/B test

Step 2 Remove step
Choose the next action that the sequence will perform

4 4 " Automated email ‘»/\, Manual email task
Automatically send an email for me \_ | Get a task reminder to send an email
Call task T General task
(3 )

Get a task reminder fo make a call Set a general task reminder

@ InMail task fin) Connection request task
u Get a task reminder to send an InMail Get a task reminder fo send a request

LIFT o 20 of 48
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STEP 26

Click on the next action item

Step 2

Choose the next action that the sequence will perform

,/ \\ Automated email

\\,,_,,/J Automatically send an email for me

Call task

|
Get a task reminder to make a call G

InMail task

Get a task reminder to send an InMail

STEP 27

Fill out the details necessary

New Sequence 4

Steps

Body of email Hi Contact: First Name R Eody of email information

v See more
Step 2
Choose the next action that the sequence will perform
/ "\ Automated email
[ 4 ) {
\ y, Automatically send an email for me
Call task 4 =)
Get a task reminder to make a call ‘\ /“

InMail task
Get a task reminder to send an InMai

LIFT =
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Add call task

Task details

Pause sequence until task is completed @

Task Title *
Call contact to follow up
Priority * Queue
None ~ None

Notes

Manual ema
Get a task re

General task
Set a genera

Connection |
Get a task re

Personalize ~

B I Y % Morer § @ I Personalize~
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STEP 28
Click on Add

@
B I U T, Morev T &
=

STEP 29

Once your steps are in place, Click on Settings

Test Sequence{

Steps Settings Automate
.
DAYS TO COMPLETE AUTOMATION

2 50%
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STEP 30

Here you can choose when emails can go out and if you want email reminders
for your tasks

Follow-up emails

Execute steps on business days only m

If enabled, emails will be sent and tasks will be created on business days only.

Automated email send window

When enrolling a contact, you can customize the specific send time & time zone.

Send window

‘@ 8:00 AM - @ 6:00PM

¥ HubSpot will choose times with the highest open rate during this range. Learn more &

Tasks

Email reminders OFF

Receive an email reminder at the time you choose.

Campaigns

LIFT <4 23 of 48
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STEP 31

Once your Settings are good, Click on Automate

Test Sequence ¢

Steps Settings Automate

will be created on business days only.
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STEP 32

Here you can choose when to unenroll contacts

Note: The first two options are already checked on and are grayed out. This is needed to be
CAN-SPAM compliant with sales emails. You cannot change these. If a contact responds to
an email or books a meeting with you, they will be unenrolled from the sequence so you can
continue the conversation with them.

£ Back Test Sequence s Owner: Hannah Munoz Save

Steps Settings Automate

Automate your sequence

The following automations are created by HubSpot and some may not be turned off

‘When a contact replies to any email — Unenroll the contact from this sequence v
‘When a contact books a meeting — Unenroll the contact from this sequence v

When a contact replies fo any email or books a meeting — Unenroll all contacts at the same company from any sequence

Custom automations

Create an automation
Automatically start or end this sequence when your lead visits your website or submits a form

LIFT <4 25 of 48
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STEP 33

Click on Save

Owner: Hannah Munoz

STEP 34
Make sure your Sequence has a name and choose who can see the Sequence

Save and manage sharing X

Sequence name *

Test Sequence]

Who can see this sequence?
(® Private ®
Everyone

Specific users or teams

LIFT = 26 of 48
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STEP 35

Click on Save

# Enrolling Contacts into a Sequence 20 Steps

There are two ways we'll look at adding Contacts to Sequences: On the SequenceThrough
Contacts

LIFT =4 27 of 48



STEP 36
On the Enrollments tab of your Sequence, Click on Enroll contacts

LIFT

Enablement

~

PUT TNIS SEqUENCE TO WOrK DYy
first contact.

Add contacts manually or create a workflow
contacts based on a form submission or pag

Enroll contacts ‘ Create workflow
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STEP 37

Here you will need to search for the Contact and follow the steps to add them
to the Sequence

Note: This is not practical for adding a lot of Contacts. If you have one or two you need to add,
this can be an easy way.

Select contacts X

Pro tip:
You can also enroll contacts from the CRM or from Lists.

Search contacts Q ‘

CONTACT

Rochelle HeymAn (info@cdahaircom)

Rohini S (singh.rohinil4@gmail.com)

Shyla cooper (shy8jayllking2@gmail.com)

Jagoia Barnett (jagoia58@gmail.com)

Lucine Richards (michellestylist620@gmail.com)

LIFT = 29 of 48
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STEP 38

Click on Close

s from the CRM or from Lists.

|

LIFT = 30 of 48
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STEP 39

The other option is to go through Contacts. Go to your Bookmarks and Click

on Contacts

Bookmarks

Tasks

Enrollments

Deals Steps Settir

l

e Tollowing automaftions are created by HubSpot and some ma

When a contact replies fo any email — Unenroll the contact fr

Vallhmim i mmmdmnt bhanlin Amasadina B e Il #lh s mAamtmndt Frmn
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STEP 40

Choose

a tab of Contacts you want to choose from

Note: This could be a tab that is already filtered down or a tab like My Contacts where you can
choose the filters before adding the Contacts to the Sequence.

LIFT

Enablement

+ C B o0 @ Ltlb 4 Copilot M S

\ctions ~ I t
Hannah's Edgewater Contacts Tale ‘ mpor I
v

Hannah's Edgewater Cont... X + Add view (3/50)

s
ate ~ Last activity date ~ More ¥ = Advanced filters
Export
tMAIL v |} PHONE NUMBER v | CONTAC
+1(208) 797-4342 D¢

info@cdahair.com

~
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https://app.hubspot.com/contacts/4809868/objects/0-1/views/all/list

STEP 41

Check the individual Contacts you want to enroll

1 contact selected

NAME

wrs  Hannah M... Preview

STEP 42

OR Check the box at the top to select everyone in the list to enroll

= :: M (1) Contact owner ¥ X

1 contact selected <4 Enrich records
NAME

w1 Hannah Munoz Demo ...
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STEP 43

Depending on your screen size, you'll see Enroll in Sequence at the top of the

spreadsheet. If not, Click on More

innah's Edgewater Cont.. X + Add view (3/50)

Clear all = Advanced filters X

2 Edit @ Delete More ~
PHONE NUMBER Al CONTACT OW

+1 (410) 989-5684 w Hannc
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STEP 44

Click on Enroll in sequence

Data Quality Actions + Import

My contacts Hannah's Edgewater Cont... X + Add view (3
ntact owner ¥ X Create date ~ More ¥ Clear all = Advanced filters X
Enrich records More ~
+ + Create tasks
- E' % Enrollin sequence R v cC
1 Munoz Demo ... hi 4+ Create leads 5684 '

4 Check enrichment coverage
*= Add to stafic list
& Enroll in workflow

Add legal basis for processing contact data

STEP 45

Click on the Owner dropdown

ces Q. Owner: Any ~

CRI

[n Rit

LIFT =
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https://app.hubspot.com/contacts/4809868/objects/0-1/views/50636112/list

STEP 46
Click on (Me)

:aving your inbox.

¢tension for Gmail 2, Outlook &, or Office 365 .

Q Owner: Any ~ New
DATE
Search owner Q MODIFIED

n (Me) 4 days ago
My teams

recial Any 2 years ago
Teams

! survey 3 years ago

David Sessa

P e Pl

I 3 years ago

STEP 47

Click on the Sequence you want to enroll the Contacts into

Search sequences Q. Owner: [Me) ~

NAME *

Test Sequence

LIFT = 36 of 48
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https://app.hubspot.com/sequences/4809868
https://app.hubspot.com/contacts/4809868/objects/0-1/views/50636112/list

STEP 48

Make any tweaks to your Sequence

Select sequence

< Back  Startat: 1. Automated email ~ Time zone: UTC -06:00 Mountain Time ~ Settings ¥

1. AUTOMATED EMAIL

Send now * TN
| 4 ) 1. Automated Email - Day 1
SN
2.CALL
Tue Aug 12 Send now v o

NEW THREAD  Subject Ling|

Body of email
Hi Hannah,

Body of email information that you want to send

Hannah Munoz
L&D Specialist
123-123-1234

B I U T More~ & Insert =~

To: hannah@liftenablemen.. From: hannah@imaginell.. ~ Daily email limit: 0 of 1,000 Start sequence Cancel

STEP 49

Click on Start sequence

imit: 0 of 1,000 Start sequence Cancel
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STEP 50

Navigate back to Sequences. Go to the Sales section of the Navigation and

Click on Sequences

LIFT

Enablement

~

Sales

Sales Workspace

Target Accounts

Documents

Meetings Scheduler

Activity Feed

4 Enrich records

unoz Demo ...

EP

hi

+ Create fc
§ Enrollin:
=+ Create le
4 Check er
‘= Add to si
& Enrolliny
Add lega
+ Edit com

Update dou
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https://app.hubspot.com/contacts/4809868/objects/0-1/views/all/list

STEP 51

Search for and Click on the Sequence

NAME 5

STEP 52

Click on Enroliments

Q_ Search HubSpot

Search sequences Q.  Owner: [Me) ~

T(C
El

< Back to all sequences

Test Sequence ¢

Performance Enrollments Steps
Company v Status ~ (1) Enrolled by ~
Insights

LIFT =
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https://app.hubspot.com/sequences/4809868

STEP 53

Here you'll see the enrolled Contacts and insights into where they are at and
how they are performing in the Sequence

LIFT =

Enablement

Q_ search HubSpot

Back to all sequences

Test Sequence ¢

{?} ;\1&

4 Copilot

Owner: Hannah Munoz

Performance Enroliments Steps Settings Automate
—
All enrollments 1 Search contacts Q Company ~ (1) Enrolled by ~ X
Scheduled 0 Create list
® Inprogress 1
CONTACT COMPANY ENROLLED +
Paused Qv ,
Hannah Munoz .. @ Lift Enablement & Aug 11, 2025
® Finished Qv Community Manager by Hannah
® Error 0 v

25 per page ~

(' Sola Salon Studios ¥

- Enroll contacts ~

Enroliment date ~

ENGAGEMENT -

0 Opens /
0 Clicks
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STEP 54

Click on the name of the Contact

1 Search contacts Q Compan
0 Create list
1 Hannah Munoz Demo Test &
COMP
0 v
Actions ¥ Lift E
0 v Commun...
0 wv
{ Prev |1
LIFT -y
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https://app.hubspot.com/sequences/4809868/sequence/284132888/enrollments?view=ownedByMe&page=1

STEP 55

In the Contact record on the Activity timeline, you'll be able to see more

details on the Sequence activity

The details here will show you what has been completed in the sequence and when the next
action is.Note: If you have tasks in your sequence, they will populate in your Task Management
tool where you can segment them into a Queue.

thanks for ft
Activity ~+  Activity assigned to ~ More ¥ Collapse all ~ Sent to: +1

Search activities Q Create activities ~

August 2025

51- Status: E
inager at > Sequence activity Aug 13, 2025 at 8:04 PM HST Message:
+ 123 Rainb:
ablem Hannah Munoz Demo Test was delivered Email #1 - HI 96786
"Subject Line" from Test Sequence Sent fo: +1:
3]
oti. More = > Hannah .. sent an email to Hannah Mun..  Aug 1], I
Subject Line « |~
ons~ &
Powered by
® Sent '
- 9 & Calling
o
# Other Tabs in a Sequence 8 Steps
LIFT =4 42 of 48
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https://app.hubspot.com/contacts/4809868/record/0-1/91375725363

STEP 56

Click on Performance

Q search HubSpot

< Back to all sequences

Test Sequence ¢

Performance Enrollments Steps

Put this sequence to wol
firet rantact

STEP 57

You'll see insights into how your sequence is performing

TeST Sequoree . o TR T T D

Performance Enrollments Steps Settings Automate

Company ~ Status ~ (1) Enrolled by ~ X Enrollment date ~ Create list

Insights

TOTAL ENROLLMENTS

0 0%

0 Contacts

MEETING RATE © REPLY RATE ©

0%

0 Replies

NO RESPONSE @
0%

0 No Response

DEAL OUTCOMES &
Track deals created and fotal
0 Meetings Booked . .
revenue associated with your

sequences

Email engagement Company insights

OPEN RATE & CLICK RATE ©®  BOUNCE RATE @  UNSUBSCRIBE COMPANIES ENROLLED & ENGAGED RATE &
RATE @
0, 0, 0, [+
0% 0% 0% 0% 0 0%
0 Opens 0 Clicks 0 Bounced ° Avg 0 Contacts per 0 Companies Engaged

0 Unsubscribes Company

LIFT =
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STEP 58

Click on Steps

lences

ance ¢
e Enrollments Steps
]

Status ~ (1) Enrolled by ~

X

Settings Autor

Enrollment date
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STEP 59

You can update any steps if needed and see stats on how each individual step

is performing

Q, search HubSpot d 2 i & <+ Copilot (% Sola Salon Studios =

Actions

1. Automated Email - Day 1

4
Version A - Internal Name - Test
. R 9 , o,
Subject Line o 0% 0% 0% 0%
Sends Opens Clicks Replies Meetings
Body of email Hi Contact: Firsi Name , Body of email information that you want to send
v See more
+ Add A/B test
+
Delay: 1 business day Actions ~
2. Call Task - Day 2 PAUSES SEQUENCE
Call contact to follow up
0 0% 0%
Created Completed Meetings
"

LIFT =
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STEP 60
Click on Settings

Owner: Hc

dliments Steps Settings Automate

FrEPS DAYS TO COMPLETE AUTOMATION

STEP 61

You can update any settings if needed

Back to all sequences

Test Sequence ¢ Owner: Hannah Munoz .

Performance Enrollments Steps Settings Automate
——

Follow-up emails
Execute steps on business days only m
If enabled, emails will be sent and tasks will be created on business days only.

Automated email send window

When enrolling a contact, you can customize the specific send time & time zone.

Send window

® 8:00 AM - @ &00PM

¥ Hubspot will choose times with the highest open rate during this range. Learn more &

Tasks

Email reminders OFF

Receive an email reminder at the time you choose.

LIFT =
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STEP 62

Click on Automate

Owner: Hannah Munoz

Steps Settings Automate

STEP 63

You can make any adjustments to the automate options for the Sequence

Back to all sequences
Test Sequence ¢ Owner: Hannah Munoz -

Performance Enrollments Steps Settings Automate

—
Automate your sequence

The following automations are created by HubSpot and some may not be turned off

When a contact replies to any email — Unenroll the contact from this sequence v
when a contact books a meeting — Unenroll the contact from this sequence v

When a contact replies to any email or books a meeting — Unenrall all contacts at the same company from any sequence

Custom automations
Create an automation
Automatically start or end this sequence when your lead visits your website or submits a form
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