Guide - How to createWorkflows
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1  Navigate to Workflows

2 Click on Create Workflows

o
& Review automation issues Edit Properties Create workflo

1d other automations that need review. Soon the "Needs review" view will no longer be available. *
e improvements, we recommend viewing the affected workflows. X
* Delered -+ Add view (4/50) All views i Folders
Teams ~ Folder ~ Created in ~ Action types ~ - More = Advanced filters ]
Actions -
OBJECT TYPE © ON OR OFF @ METRICS STATUS @

Contact ® On Off
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Click on From scratch

& Review automation issues Edit Properties

Frot tch

From template

vs and other automations that need review. Soon the "Needs review" view will no longer be available. X

»f the improvements, we recommend viewing the affected workflows. X
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Actions -
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Click on Unnamed workflow

> Trigger workflow
When this happens

Configuring...

Re-enroll off | Details



Type the Workflow name

I recommend you to use this structure: YOUR NAME | SEQUENCE

Back to workflows

Triggers

Choose a trigger to start this workflow @

Search
P s P
] % ©
Trigger manually Met filter criteria On o schedule

N Data values
When data s created, changed or meets conditions

Emails, calls, & communication
When information is sent or discussed

5 Websites & media
When websires and media are in

N Automations triggered
When aufomated sfeps sfarf or complete

s Custom events & external events
Requires custom configuration

skip trigger and choose eligible records

Click on Met filter criteria

1 trigger to start this workflow @

L] — L
i =X ©
anually Meugtilter criteria ©On a schedule

Data values
when data is created, changed or meets conditions

Emails, calls, & communication
When information is sent or discussed

Websites & media
when websites and media are interacted with

Automations triggered
When automuated steps starf or complete

Custom events & external events
Requires custom configuration

er and choose eligible records

YOUR NAME | SEQUENCE

> Trigger workflow
When this happens

Configuring...

P> End

Re-enrol| off

Details

™ Trigger wor
When this happens

Configuring...

|* End

okenEOT _

kflow

Re-enroll off



Click on Contact

jgers < Back

o—O

Start triggers Eligible records Settings

:hoose a type of record that can enroll

Search

Contact

Company

Deal

Ticket

Application Member
Appointment
Booking

Call

Cart

Conversation
Cotizaciones Asksuite
Course

Goal

Click on Contact properties

ords Settings

2t these conditions

Discard

&h

ppear here

Contact (Current Object) v

Step 1: Select a filter category

Search in filter categories Q

Object information

act properties >

HubSpot asset membership and enrollment

List membership
Workflow enrollment

Import membership

Marketing interactions

Ads interactions
Behavioral Events (Legacy)

Company Intent Signals

[ Trigger workflow
Only enroll unknowns that meet these conditions

No enrollment conditions

Re-enroll off | Details

|* End

r enroll contacts that meet these conditions

o enrollment conditions

Re-enroll off

|* End

Details



9 Search for "Contact Type”

pTep £ Select a Tirer To aad

Ml categories » Contact propertfies

typd o

Zontact information
type
Type of first engagement
ACD_TYPE Re-enroll off = Details
Ceremony Type
Contact Type i ]
Marketing contact status source t... e
Member Type
Message Received Type

Message Sent Type

partner_type

10 Click on highlighted area

type X
Discard Contact infermation

Type

ah

Type of first engogement

ACD_TYPE Re-enroll off Details

Ceremony Type
Contact 1 O
7 [* End
Marketing contact status source t...
Member Type
Message Received Type
Message Sent Type

partner_type

room_type



Choose "Travel Agent”

sSemings Is any of - =
o enroliment conditions
'se conditions Search -
- Search Q
Discard Member
0 Guesr
W O
Trave it
(] A< i
5, i .
Tour Operator Agent  Re-enroll off = Details
Contact
Coimmlime

|* End

Click on highlighted area

We are going tfo add another criteria

Back to workflows YOUR NA|




13 Click on highlighted area

We need to choose Contact properties again

Back to workflows YOUR NA|

14 Type State/Region

sTep £ Select a rirer ro aad VU 4

Ml categories » Contact properties .
Contact Type is any of Travel Agent

state X

Contact information
b State/Region [ ]

spe  State/Region Code

5 Re-enroll off | Details

Zonversion information

ape  IP state/region
s0e  IP state/region code
Neddings it
sbe  State / Region
Jpera_integration
abe  State_Opera
Neddings Request Form

abc  State Aaency



15 Click on the property

Back to workflows YOUR NA|

16 Click on Enter value

Here we need to add the States where we are in charge, we have to include the description and
the abbreviation e.g. ( Colorado, CO )

[SF Sy Ly ] TS ST

Trigger enrollment for contacts

. =
it oo = 1 enroll contacts that meet these conditions
Seftings is equal to any of
roup 1
hese conditions ladd + ; 2
\ Contact Type is any of Travel Agent
- L
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Click on Add criteria

& Test contact Discard
up 1 B @
ntact Type is any of Travel Agent (1]
1te/Region is equal to any of COLORADO

[}

co

F Add crit

OR

=+ Add criteria

Click on highlighted area

1

State/Region is equal fo any of
COLORADO or CO

Re-enroll of

|* End



19 Type contact owner

20 Click on the property



21 Click on highlighted area

22 Type your name



23 Click on highlighted area

24  Click on Next



25 Click on highlighted area

Here we can turn on the re-enrollment for further interactions

26 Click on Save and continue



27  Click on Communications

28 Click on Enroll in a sequence



29 Click on highlighted area

We need to choose the sequence

30 Click on highlighted area

Enable this option if you want that your email to be delivered on the contacts time zone



31 Click on highlighted area

32 Click on highlighted area

Select Specifi user and then you need to sear for your user name



33 Type your name

34 Click on highlighted area

you need to choose the one with the domain @thepalacecompany.com



35 Click on Save

36 Click on Review and publish



37 Wait until Hubspot finish to calculate

38 Click on highlighted area



39 Click on highlighted area

40 Click on highlighted area



41 Click on highlighted area

42 Click on Turn on workflow

Once we click on that button our workflow is now working and enrolling our agents into the
sequence



43 Turn Off Workflow

If we want to change the sequence, or modify the workflow we need turn it off

44 Click on Enroll in a sequence step



45 Click on highlighted area

We only need to change the name of the sequence

46  Click on Save



47 Click on Review and publish

And now we are ready to enroll our agents into another sequence



