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How to manage tracking of CRM Emails,
conversations and extensions on HubSpot
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Step: 01

Welcomel!

Contacts v Conversations v Marketing~  Salesv  Service~  Autol Q - L ‘D ‘ Myguide v
Welcome! i

In this Guide, we will learn how to manage

Sa'es Dash board v giéﬂg%s;g:ﬂuirgig? converSabonsiid Create dashboard & ‘ ‘ Share ‘

3= Filter dashboard Visibility: Shared Actions ~
Team activities by activity date @ Contacts created and worked totals with deals creat... o
Date range: In the last 30 days Date range: In the last 30 days

ashvini rawal created = task for ashvini rawal
Last Tuesday at 11:25 AM CONTACTS CREATED

testa

2

ashvini rawal created a task for ashvini rawal No change
Last Monday at 7:10 PM

> CONTACTS ASSIGNED
Demo

0
No change

CONTACTS WORKED
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Step: 02

Click on "Myguide"

Contacts v Conversations Marketing ~ Sales v Service v Automation ~ Reports . Myguide

Sa|es DaSh board O Create dashboan Click on "Myguide”

@

3= Filter dashboard Visibility: Shared Actions ~

Team activities by activity date e Contacts created and worked totals with deals creat... o

e: In the last 30 days Date range: In the last 30 days

ashvini rawal created = task for ashvini rawal
Yesterday at 7:10 PM CONTACTS CREATED

Demo

2

Wedbree

CONTACTS ASSIGNED

0

No change

CONTACTS WORKED

@ Chat  Help
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Step: 03

Click on "Profile & Preferences"

Marketing ~ Sales v Service v Automation ~ Reports . Myguide

Contacts v Conversations

‘ Create dashboard ashvini rawal

Sales Dashboard ~

Click on "Profile & Preferences"

@

3= Filter dashboard
Myguide s

Profile & Preferences |

Contacts created and worked totals v

Team activities by activity date e
Set up your HubSpot account

Date ranges In the last 30 days Date range: In the last 30 days
- i Progress... 0%

ashvini rawal created = task for ashvini rawal
Yesterday at 7:10 PM CONTACTS CREATED

Demo
2 Account & Billing

HubSpot Academy
No change
Pricing & Features

CONTACTS ASSIGNED
Training & Services

O Sign out Privacy policy
No change
CONTACTS WORKED
@ Chat  Help
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Step: 04

Click on "Integrations"

Contacts ~ Conversations v Marketing ~ Sales v Service v Automation ~ Reports v . Myguide ~

Settings

Your preferences ashvini rawal #

Basic info Super Admin

Notifications

Security Language @

English v

Account Defaults
Date & number format @
Contacts & Companies
United States >

Conversations M
Format: February 6, 2020, 02/06/2020, and 1,234.56

Import & Export

‘ Click on "Integrations™

Integrations v e
Marketing v
Properties may use this phone number to cor about security events, sending
orkflow SMS, and for owner property values. Please refer to our privacy policy for

- ation {read more).

ales v
Tickets @ Chat  Help
Trarkine Cada CRM Communication -
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Step: 05

Click on "Email Integrations"

Contacts ~ Conversations v Marketing ~ Sales v Service v Automation ~ Reports v . Myguide ~

Settings

Your preferences = ashvini rawal #

Basic info Super Admin

Notifications

Security Language @

English v

Account Defaults

Date & number format @
Contacts & Companies
United States >

Conversations v
Format: February 6, 2020, 02/06/2020, and 1,234.56

Import & Export
Integrations v Phone number
APl key Ev |

Ry o We may use this phone number to contact you about security e

nts, sending

e e ", Please refer to our privacy policy for
Ecommerce . . .
| Click on "Email Integrations"
.
I @ Chat Hel
Marketing v L P
CRM Communication =
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Step: 06

Click on "Log and Track"

Contacts ~ Conversations v Marketing ~ Sales v Service v Automation ~ Reports v . Myguide ~

Settings

Your preferences = Email Integrations
Basic info Click on "Log and Track"
Connected Emails HubSpot Extensions g
Notifications e
Security
# Pro tip:  Install the extension for Google Chrome to use HubSpot in your Gmail. X
Account Defaults # Pro tip: Install the add-in for Outlook (Windows/PC) to use HubSpot in your Outlook. X

Contacts & Companies
Conversations v Shared Inbox

Filtering rules

Use shared inboxes to send email from HubSpot tools, as well as live chat with the Conversations tool.

Inboxes
My profile
Personal Inbox
Notifications
Import & Export
Integrations v If it happens in your email, you should know.

I/
APl key When you connect HubSpot to your Gmail, Outlook 365, or other ‘

inbox with IMAP, any emails you send or receive will be automatically 5

Connectad Anns
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Step: 07

You can enable/disable email tracking from here

Disable tracking, if you want to prevent all users from tracking emails sent from CRM,
conversation inbox and email extensions

Your preferences -

Basic info
Notifications

Security

Account Defaults
Contacts & Companies

Conversations v
Filtering rules
Inboxes
My profile

Notifications

Import & Export

You can enable/disable email
tracking from here

Disable tracking, if you want to prevent
all users from tracking emails sent from
CRM, conversation inbox and email
extensions

Page 08

never Loy

Emails sent to addresses you define will never be saved to your CRM, even if the log setting is enabled.

Enter one or more email addresses or domains Block for all users

DOMAINS AND EMAIL ADDRESSES

No Domains or Emails found.

All Never Log items will be shown here.

Block only for me

BLOCKED
FOR

[Track emails from CRM, Conversations, and Extensions

Enable email tracking for all users

See when recipients open and click on your emails. Disabling tracking will prevent all users from tracking emails sent from the CRM,

conversations inbox, and email extensions. Learn more (.

@ Chat Help
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Thank You!
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