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1 Navigate to Workflows

2 Click on Create Workflows



3 Click on From scratch

4 Click on Unnamed workflow



5 Type the Workflow name

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

6 Click on Met filter criteria



7 Click on Contact

8 Click on Contact properties



9 Search for "Contact Type"

10 Click on highlighted area



11 Choose "Travel Agent"

12 Click on highlighted area

We are going to add another criteria



13 Click on highlighted area

We need to choose Contact properties again

14 Type State/Region



15 Click on the property

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 )



17 Click on Add criteria

18 Click on highlighted area



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


