Portal Cheat Sheet

How to Familiarize Yourself with an Existing HubSpot Portal
By: Seslie Smith
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Settings: Part 1

Integrations

Navigation: l
Settings > Integrations > Connected Apps
Settings > Integrations > Private Apps

&
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Settings

< Back Current view:

GOO I . Settings Q
B ic‘-Yl:‘Q\‘,; Connect and conquer
- Review Connected Apps Your prtrences o a S it o v it

General

-  Review Private Apps

opps from our App Marketplace.

Connected apps

Consider: B
e  What are the apps being used for? e || [T a
e Are there any Apps you did not expect to see?

Email Service Provider
Marketploce Downloads

Tracking & Analytics

Back to Top



Settings: Part 1

Domains —

Settings

Navigation: ~l«
Settings > Content > Domains

Goal:
-  Review Domain(s) o — Domains & URLs

Objects Domains URL Redirects Language Settings sitemap Custom SSL.

Import & Export

Consider: .
e Are there any primary domains connected?

e Are they hosting conftent in HubSpot or e Nexdas i e s st S do
externally? 3y

e Are there any email sending domains ;
connected?

e  Are the domains configured correctly and

Current view: | All business units =

uy @ dof

Inbox & Help Desk v

Brand domains

¢ " > .
authenticated? . o .
Blog
Fodensts. Primary domains
B
oo

Payments Landing pages




Settings: Part 1

Tracking "

Settings

Navigation: l
Settings > Tracking & Analytics > Tracking Code P,

Q Search HubSpot

Goal: | -
= Tracking Code Installation - P
-  Advanced Tracking Tackngcode | Advonced Tackng | Analytcs views

Your Preferences

Reports & Analytics Tracking

Tracking code installation
Copy and paste this tracking code into every page of your site, just before the </body> tag.

General

Consider: N .
e Is the tracking code installed? Current view @ Test-BusinessNome  +

[} Account Setup

e Are they tracking externally hosted content in Accound s
the Advanced Tracking tab? s o e ot et o cose

il i
o Integrations b <script type="text/javascript" id="hs-script-loader" async defer src="//js.hs-scripts.com/|

<i-- -—>
St End of HubSpot Embed Code

Tracking & Analytics v
Tracking Code

Tracking URLS

Need help?




Settings: Part 1

o
o2

Custom Objects & —

Settings

Navigation: l
Settings > Objects > Custom Objects

Goal: T

T Select an object: Demo Shipments -

-> Review Custom Objects e [ e e

-> Associations
Combanies Choose what information you collect about Demo Shipments and how you keep records updated. You can also update this description by edifing the Demo §
Leads
Consider: .
. Tickets. Manage Demo Shipment properties

° Are They usi ng Ony CusTom ObjeCTs? [} — Manage the information you collect about your Demo Shipments.

Payment Links Creating Demo Shipments

o If so, what are the associations to the - .-
standard objects? N

Forecast

n 1:1
] 1:Many

e What data is being stored in the Custom
M 9 Workflows
Objects e—

‘Create Demo Shipment’ form
e, or edif fields on the Create Demo Shipment form




Settings: Part 1

Settings

Properties &

Navigation: ~l«
Settings > Properties

Properties Data Quality  Export all properties.

Goal:

- collect and store For exampe,

Contact properties e
Company properties

Deal properties e €
Ticket Properties oo B S @ Moo Mk e M oce-

Groups

Vi vy

.......... . . ,
Consider: B
e What are the most ‘Used In’ properties for each A -
object? I .
e Where are those properties being used (list, ‘
reports, views, automation, etc.)? e ‘ ‘

(Continued)

Back to Top



Settings: Part 1

Properties

Specific properties to review:
e Lifecycle Stage
o  Any custom stages?
o  Any automation?
e lead Status
o  Any custom lead statuses?
o  Any automation?
e  Marketing Contact Status
o  Are they using Marketing Contacts?
o  Are they setting this status using forms
or workflows?
e  Score properties
o  Filter by ‘Field Type’ > select ‘Score’
m  HubSpot Score
m  Custom ‘Score’ properties
m  Are they using custom score
properties?

& 0

Settings

Properties
For example
ol om b

securty
Business Units Groups
spproa (o ]
Routing @ Searchproperties Q. Allgroups - Allfiekdtypes = Allusers - Allbusines units - All a
Data Management

ssssssssssssssssssssss aroup
Objcts v Every and edit
Import & Export
P Ever nd adit
Tools Everyons d ed
Meetings
Caling Every and et ot for
Inboc HepDesk v
Nasiatg V Everyone d ed Contac informat
Conent v
o Everyons d e
Atsssistonts

Ever nd edit

Hubspor

Hubspor

Hubspor

Hubspor

Hubspor

Hubspor

Hubspor

Data Quaiity

Export ol properties




Settings: Part 2

Subscription
Types

Navigation:
Settings > Marketing > Email

Goal:
-  Review Subscription Types
-  Assess clarity and naming conventions

Consider:
e What types are being used?
e How many are being used?
e Are they being used for internal, external or
both?

2y
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Settings

Business Units
Approvals

=3
Routing [(oema |

Data Management
Properties

Objects b
Import & Export

Audit Log

Tools
Meetings
Calling

Inbox & Help Desk ~

Marketing ~

Email
Cor pt iption Types Tracking SMTP Send Frequency
Current View: &
Filter by status: Active ~ Filter by language: All ~
NAME DESCRIPTION

{ Marketing Information

; Customer Service Communication
¥ Hubspot default subscription fype

& One fo One
# Hubspot defaulf subscription fype

Marketing offers and updates.

Receive feedback requests and customer service information.

©One to One emails




Settings: Part 2

Inbox & Help
Desk

Navigation:
Settings > Inbox & Help Desk > Inboxes
Settings > Inbox & Help Desk > Help Desk

Goal:
->  Review connected channels in Inboxes
-  Review connected channels in Help Desk

Consider:
e What channels are connected?
o Forms
o  Email
o Chat
e Are SLA’s configured?
e Is access configured to specific teams or users?

2%
o

Settings

q security

Business Units

Approvals [ |
Routing [ =ena

Data Management
Properties
Objects v
G Import & Export

Audit Log

ool
Meetings

Calling

Inbox&HelpDesk v

Inboxes

Help Desk

Availabilty Management

Allow & Deny List

Inboxes

Current view: Inbox - Youre only modifyin
Channels SLAs Access

Channels

NAME

i Chat

Live chat & chatbots

HubSpot fallback email

“This fallback HubSpot address was automatically created for you when you first set up your account,
making it easier to configure workflows and automation.

Back to Top



Settings: Part 2

Deal Pipeline g o

Settings

Navigation:
Settings > Objects > Deals > Pipelines

Goal: - Deals

Review Pipeline(s) Y g —
Review Deal Stages = kot wmisisasmasioe

Review Deal Probability e

Review Pipeline Rules
Review Automation

Review Deal Tags

Select a pipeline: Sales Dashboard Pi.. v </>

Board customizati

Yid el

Consider: moces
e Are there multiple pipelines? If so, how many? | o
e How many stages are in each pipeline? s _
o Are there conditional stage properties being m—m—
u Ti | i Zed ? M"'“’Q"‘i“*“'s #  Appointment Scheduled 20% -
o Do the deal stage probabilities make sense?
o  Are there pipeline rules?

e Is there any automation for the deal stages? B psenoton schdied -
e Are deal tags being utilized? Any redundancy?

Back to Top

£ Qualified To Buy 40% -




Settings: Part 2

Ticket Pipeline g o

Settings

Navigation:
Settings > Objects > Tickets > Pipelines

GOO I : 0 Data Management Tiekehs

Properties

> Review Pipeline(s) i - e s
=  Review Open or Closed ) = L]
-  Review Conditional Status Properties S

-> ReV!eW AuTomOTion v” - Select a pipeline: Support Pipeline  ~ | </>
-  Review Ticket Tags - | E—

Products

Use ticket pipelines 1o manage the way you frack customer interactions as they progress over fime.

i see when viewing the pipeline board.

Consider: . o
e Are there multiple pipelines? If so, how many? o
e How many statuses are in each pipeline? o

ipeline board view.

qoriz

o Are there conditional status properties being o
u T I | I Zed ? tER STATUS NAME OPEN OR CLOSED (CONDITIONAL STATUS PROPERTIES
o Do the open or closed outcomes make :

Workflows

Se n Se? . . Custom Objects.
e Is there any automation for the ticket statuses?  watingenconct open -

Import & Export

e Are ticket tags being utilized? Any redundancy? "

Back to Top
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Users & Teams g

Settings

Navigation:
Settings > Users & Teams
Q Search HubSpor
Goal:
-> ReVieW ‘LOST ACTive’ < Back Users Seats Teams Permission Sets Presets
> Review Seats _ . o
- Review Teams ] 9 Crecte new Users, customize user pefmissions, cind TemGve Users fror YouF aceount, Lear more about User permissions &1

> Review Permission Sets @
-> Review Presets

Your Preferences

General ACTIVE USERS © INACTIVE USERS © DEACTIVATED USERS © PENDING INVITE & INV
. Notifications 1 28 O O
Consider: B it it
e How many inactive or deactivated users? i
[ H OW mG ny pend I ng I nVITe userS? Account Defaults Invite Status ~ Last Active ~ % Advanced filters (0) & Expel

e How many paid seats does the account have?

O Which u.sers hovepoid seGTS? - p— " Search name or email address Q
e Are users being organized into teams? B
e Are users granted permission sets? N
. oy Tracking & Analytics v . Selos Emerpride Super Admin
e Are presets being utilized? Serv Eteprie

Privacy & Consent




Reporting

Traffic Analytics

D] Q Search HubSpot (. P W GOG |:
R Bookmarks e b | Q searc Hubspor %K « R © @ & -> Gain audience insig hts
 — Reports - (- -  Identify trends

Forecast
Z] CRM 8 My reports
Goals ror
Traffic H .
4 ereting ® Consider:
Integrations Favorfies

@ content = T—— s Sources Pages UTM Parameters Device types Countries Browsers Topic clusters S eT Th e D O T e R G n g e T O < A | | D G T G ’:

Custom Events

O Commace s 8 J ' Date range: In the last 30 days Daily~ Analytics view: Al analytics activities ~ Include offline sources PY H ow fG r bGC k does Th e d GTG

G
& Automations Datasets gO?

& Sessions ~ Compare 10
T oota o e Does the volume match
[ Library

your expectations?

° How does this traffic look if
you exclude direct traffic?

e  What are the primary
channels?

e  Any frends (upward vs
downward)?

e Is any channel higher or
lower compared to others?

Back to Top



Reporting

Marketing Email Health

S (. > W Goal:
R sookmars - v [ "= o v o =  Review current and

S Emil El  cketing Emai historical email sending
e - . g = o reputation
Ads .
e = @ Monitor your Email Health -> Review key performG nce
:
= 2 Why does Email Health matter? A better Email Hec uals ¢ er wil n | n d iCOTOrS
[ER T CTAs Compare with: @® Hubspot benchmark
=]
& Commerce =S ® _ .
= Your Email Health Consider:
£ Automations 2 EFiterby - All campaigns ~

° What is the overall health
OPENS. CLICK-THROUGHS HARD BOUNCES UNSUBSCRIBES SPAM REPORTS. EMAILS SENT SCO re?

9 Library o 32.7% 2% 0.04% 0.19% 21 1.534M

ol Reporting & Data ol

YOUR SCORE ©

e  What is the aggregate
email engagement metric

Score over fime for each key performance

. indicator?

[ooten ] | o Are any of the key

}j . performance

e R e e T E = indicators needing

improvement or poor?

Back to Top



‘ Reporting

Contacts

Use pre-built reports (Free & Starter): Consider:
e Contact created totals by day e How many contacts were created each month?
e Contact totals by source with lifecycle stage e How many contact were created from each
breakdown source?
e Contact lifecycle stage funnel with contact totals e How are conversion rates between lifecycle
and conversion rates stages?
(/)4

Use custom reports (Professional & Enterprise):
e Add the following properties:

Create Date

Original Source

Lifecycle Stage

Any custom properties identified in

‘Settings: Part 1’ to further explore.

o O O O




Reporting

Deals

Use pre-built reports (Free & Starter): Consider:
e  Closed revenue by month with deal total and closed e How much revenue and how many deals were
revenue breakdown closed won each month?
e  Closed revenue by source e Which sources are leading to closed deals?
o DEAl AmEi eVEIEEE By [ER . e Which reps have the highest average deal
e Deal stage funnel with deal totals and conversion rates ——
e Deals open by current stage e How are conversion rates between deal stages?
OR o Any stages unused?
Use custom reports (Professional & Enterprise): e How many deals are in each pipeline?
e  Add the following properties: o  Which pipeline has the highest volume of
o  Create Date deals?
o Amount o  Which pipeline holds the most revenue?
o Amount in Company Currency
o  Close Date
o  Deal Owner
o  Pipeline




Automation

Workflows

< Back to workflows Demo Workflow ¢ Workflow is OFF Review

File v Edit v Settings View v Help v Enroliment history Test

Can
an,
Are the = il @ Contact enrollment trigger Wo’kﬁy of the
kﬂows s Enroll contacts when th t these filters: Y ows be
W°|' vant ' : "proveq fy,
elé efhns
! No triggers set. Contacts can still be ﬁﬁC/e”cy ?
enrolled manually once the workflow
is published.
A hy wor, /(ﬁ o Contactswill re-enroll o thisworkfow. |
ot pey’s pere oY
. heeq the s
,eV/eW or ha 0 ® Show details ® Afe ed workﬂow
e
€rrors » («j’t) "mu:hat con 23
de\eted )

@ 1. Rotate record to owner

Rotate contact between 3 owners.

Bh0T © Show details

Back to Top



Automation

Sequences

Q Search HubSpot

Sequences 8 of 5,000 created ‘ Actions ‘

are Manage Analyze Scheduled what I's o e
How . meetiy, ,. 2t
uenc ¢,
Seeffor miwg ! 0 Company ~ Sequence ~ Status ~ Folder ~ Enrolled by ~ Enrollment date: 8 MM/DD/YYYY | fo | 8 MM/DD/YYYY rf:: ra 53 cll‘c’k
P " Bounce
rate ?
. TOTAL ENROLLMENTS MEETING RATE 6 REPLY RATE & OPEN RATE & CLICK RATE & BOUNCE RATE 6 UNSUBSCRIBE RATE 6
4o 1y, 713 028%  084%  2384%  0.14% 1.26% 0% 1ot
en 7, &) 462 Contacts 2 Meetings Booked 6 Replies 170 Opens 1Click 9 Bounced 0 Unsubscribes ) t . the
o//me”t what s Jeols n
ave & nue fo age thﬂt
o v re\le ns
Ccyr, req ? : seeal close ~0 du ewced ]
ol
ere w uemces?
& Sequence performance Rates  Counts eq

Back to Top



Automation

Chatflows

Whicy, /'nboxes
have
chatﬁo Ws
C %hnee teq ?

(=]

Chatflows

Chat Facebook Messenger

To customize your chat widget's appearance and availability, go to your inbox settings 7.

PR’°:"Y NAME INBOX 6 TYPE
1 New chatflow (January 8, 2024 3. Inbox Live Chat
2 Test Inbox Bot

Cnlac
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