Guide - How to connect your personal inbox
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1  Navigate to Global Home | HubSpot

2  Click on Your Preferences

Q Profile Email Calling Calendar Tasks Security

Settings

These preferences only apply To you.

Your Preferences

¢ Al Global

This applies across any HubSpot accounts you have.,
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3 Click on Page Section

General
Q Profile X Calling Calendar Tasks Security Automation

These preferences only apply To you.

Global

This applies across any HubSpot accounts you have.
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4 Click on Page Section

Cannect your personal email accounts fo HubSpot ta log, frack, send, and receive emails in the HubSpot CRM. To manage any team
emails, go 1o inbox settings.

~ Send and schedule emails from HubSpot o -
—

v Log email replies to HubSpot automatically rl

~ Suggest follow-up tasks and capture contact details from your email ‘r
t Requires inbox automation

Configure

Add email alias
An email alias allows emails sent outside of HubSpot to be associated with your user. Learn more.

Manage email signatures
*Your signature will be used in one-on-one emails through the HubSpot CRM and as a personalization
token for marketing emails.

Include unsubscribe link FEEETEETE

Include a link at the bottom of your emails allowing recipients to unsubscribe. It will help you stay
compliant with local spam laws and improve deliverability.




Check option
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Suggest follow-up tasks and capture contact details from your email
Requires inbox automation

+ Turn on inbox automation

Learn more

Click on highlighted area

Log email replies to HubSpot automatically W

Suggest follow-up tasks and capture contact details from your email
Requires inbox automation

(w] Turn on inbox automation

Learn more &




7 Click on Email address

Set up your email account

Email address *

}s/ours@exclm ple.com

8 = Type javina@thepalacecompany.com




9 = Click on highlighted area

Set up your email account

Email address *

javina@thepalacecompany.com

10 Click on Next

Set up your email account

Email address *

javina@thepalacecompany.com




11 = Click on highlighted area
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Microsoft Outlook

javina@thepalacecompany.com
Connect a different account

Here's what to expect when you connect to HubSpot:

First, by granting HubSpot access to your inbox, your HubSpot will be able to locate
relevant email conversations and leg them in your CRM so you and your team can work
on them together. Emails that you send from HubSpaot will also appear in your Outlook
sent folder, so there'll be no confusion about which emails live where.

This means that your HubSpot will have access 1o some information about your emails,
like the email address you're sending them from, the email addresses of your recipients,
what's in the subjecr line, and what's in the body of the email. we’'ll only use that access
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12 Click on highlighted area
13 Navigate to Sign in to your account

. Click on Sign in with javina@thepalacecompany.com work or school
4

account.

B® Microsoft

Pick an account

flamay@thepalacecompany.com

|’§| Francisco Javier Tamay Canul
Signed in

bookingsmvg@palaceresorts.com

+ =

Use another account



15 Navigate to User Preferences | Email

16  Click on highlighted area

javina@thepalacecompany.com
is now connected to HubSpot

Did you know?
HubSpot has extensions for Gmail and Outlook & that let

you quickly access your CRM and sales fools from within your

own inbox. Stop switching tabs, and get your work done faster.




