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1 Navigate to Deals > My deals

Verify that you are in the correct deal pipeline = MICE,
https://app.hubspot.com/contacts/2284186/objects/0-3/views/all/list

2 Click on highlighted area



3 Click on Create new

4 Click on Deal name

Here goes the name of the event (we cannot change the name of the field because is provided
by Hubspot)



5 Click on Type

You can choose from FIT,GROUPS or Weddings

6 Click on Arrival



7 Click on Departure

8 Click on Resorts



9 Click on Rooms

10 Click on Add file

Here you can add the RFP(PDF file) or you can add it later, this field is optional



11 Click on Create

12 View from the Deal

We create as an example: THE PALACE COMPANY ANNUAL CONVENTION


