Guide - How to create your sequence

The purpose of this guide is to give more clarity of the process of how to create a sequence
and how to use it in a workflow so the BDM's can send bulk emails to all of their travel agents
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Navigate to Global Home | HubSpot

Click on Sequences
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Click on highlighted area

For the moment we're going to select "Start form scratch” option

128 of 5,000 created ‘

Start from scra

Create a dynamic sequence

axrension for Gmail &, Qutiook &, or Office 365 .

MNew folder
TOTAL REPLY MEETING DATE
ENROLLED RATE RATE CWNER MODIFIED
127 5.51% 0.79% Moises Loria 21 days ago
886 1.13% 0% Vanessa Acosta 17 hours ago
949 0.42% 0.21% i a month ago
Gonzalez
1,053 0.47% 0% Julie Bennett a month ago

Name your sequence

I recommend you to name your sequence: The name of the email - Your Name

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

0 1 0% 2

Step 1
Choose the first action thar the sequence will perform

Automated email f \ Manual email task
Automatically send an email for me /  Get atask reminder to send an email



5 Click on highlighted area

Select Automated Email

U ik U% L

Step 1
Choose the first action that the sequence will perform

4 Automated I lm \ Ma nual email task
Automatically,__ad an email for me /  Get a task reminder to send an emc
Call task /= General task
(R

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

./ \\. InMail task .// \\. Connection request task
Get a task reminder to send an InMail \ I Get a task reminder to send a reque
\ // l \ // : q

6 Click on highlighted area

Select create template

ISR

Email template
Choose an existing template or create a new ¢

= 3

DAYS TO COMPLETE AUTOMATION UNENROLL CRITERIA All templates

1 0% 2

Search templates

ACD IN - Espariol - LOST - COUR1
Updated 17 minutes ago by Moises Loria

ACD IN - LOST DEAL ENGLISH

nce will perform Updated 20 minutes ago by Moises Loria
/ ™\ Manual 15 TARIFAS SEMANALES
| 2 | s _ e Updated 14 hours ago by Lizeth Arianna f
4 Hernandez
eneral 1« TARIFAS SEMANALES

Updated 15 hours ago by Marisol Terrazas



7 = Click on highlighted area

We have to set the subject for the email that we are creating

Name: Here goes the name of your email for your later search the final user didn't  Owner: Javier Mauricio Avifia |

Subject: | & Shared with everyone ~ @s Select a Folde

B I YU % Morevr § & Insert~ Personalize~ Generate witl

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

8 Click on highlighted area

Here goes the email body

Name: Here goes the name of your email for your later search the final user didn't  Owner: Javier Mauricil

Subject: Email Test & Shared with everyone ~ s Select

B I Y % Morer & & Insert~ Personalize~ Genel

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




9 = Click on highlighted area

If the Name, Subject and Email body its ok, now we can save our template

B I YU T Morevx @ ® 1Insertv Personalize~ Geng

A Your signature will be included when you use this template. Edit signature &
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10 Click on Save Sequence

Owner: Javier Mauricio Avifia Pech

ail - Your Name ¢

ieftfings Automate

AUTOMATION UMNENROLL CRITERIA

100% 2

Actions ~

email for your later search the final user didn't see this X

v See more



