1. HubSpot Introduction
Why HubSpot?
HubSpot is an all-in-one inbound marketing, sales, and service platform. It helps ProFresh manage contacts, track daily outreach and campaigns, automate repetitive tasks, and measure performance—all in one integrated system.
How ProFresh Uses HubSpot
· Field Marketing Reps (FMRs) rely on HubSpot to log new contacts, record outreach activities, and meet weekly networking and “people reached” targets.
· Sales & Marketing Teams create and track deals, run email campaigns, and monitor monthly metrics for continuous improvement.
· Leadership uses HubSpot’s dashboards and reporting tools to gauge performance, set goals, and ensure accountability.

2. Navigation Overview
Across the top of HubSpot (or in the left-hand menu, depending on your version), you’ll see the main navigation tabs:
1. Workspaces
2. CRM
3. Marketing
4. Content
5. Commerce
6. Automations
7. Reporting
8. Data Management
9. Library
Each section contains specific tools or views. Below is a breakdown of these sections—and how ProFresh uses them daily.

3. Workspaces
HubSpot Workspaces are specialized areas to keep you focused on particular tasks or processes. At ProFresh, we primarily use:
A. Prospecting Workspace
Purpose: Streamline lead generation and follow-up activities.
· To-Dos, Emails, Calls: Displays tasks to be completed, emails to send, and calls to make—all in one spot.
· Summary View: A snapshot of your daily activities, including upcoming tasks, calls, meetings, and any no-shows that need rescheduling. Also shows sequences (automated email series) and tasks.
· Leads View
· Turn More Leads into Deals: Keep all potential leads organized.
· Easily View & Engage All Leads: Quickly sort or filter to prioritize outreach.
· Automatically Progress Leads Through Stages: As leads respond or show interest, move them through your pipeline.
· Track Lead Performance & Results: See who’s getting calls and emails, and whether they’re converting.
· Schedule View
· Connect Your Calendar: Sync with Google or Outlook to see tasks and meetings directly in HubSpot.
· Plan Your Day: Know exactly when to make calls, send emails, or prep for next appointments.
· Feed View
· Real-Time Notifications: Instantly see opens, clicks, or website visits.
· Chrome Extension: Stay updated even when not in HubSpot, so you can follow up quickly.
B. Helpdesk Workspace
Purpose: Manage customer service tickets and post-sale inquiries.
· Ticket Management: Track open, pending, or resolved customer issues.
· Escalations: Automatically route complex issues to the right team member.
· Customer Satisfaction: Keep a record of every service interaction, ensuring a consistent experience.
While the Helpdesk is important, much of ProFresh’s day-to-day focus is on sales, marketing, and networking. However, the Helpdesk workspace ensures seamless customer service when needed.

4. CRM (Customer Relationship Management)
HubSpot’s CRM is the heart of the platform—storing all relevant data about contacts, companies, deals, and tickets. FMRs and sales reps rely heavily on these tools to organize daily outreach and measure progress.
4.1 Contacts
Definition: Individual people in your database—prospects, customers, or other stakeholders.
· Creating/Importing Contacts:
1. Manual Create: Click “Create contact” and fill out basic info (name, email, phone).
2. CSV Import: Upload lists of leads or event attendees.
3. Form Submissions: When someone fills out a HubSpot form, a contact is automatically created or updated.
· Usage at ProFresh:
. FMRs Log New Contacts: After visiting a business, FMRs add the new contact to the CRM, capturing relevant details (feeds 50+ people, industry type, location).
. Email/Call Tracking: Every email sent or call made is automatically logged under the contact’s record.
· Views & Filters:
. Save commonly used filters (e.g., city = “Tampa,” last contacted > 7 days, etc.).
. Create dynamic views like “Leads Created This Week” or “Potential 50+ People Feeds.”
· Best Practices: Keep contact records as complete as possible, including name, email, phone, notes, and any custom fields relevant to networking targets.
4.2 Companies
Definition: Organizations or businesses linked to one or more contacts.
· Linking to Contacts: HubSpot can automatically associate contacts to a company when the email domain matches or you can manually link them.
· Creating/Importing: Similar process to contacts (manual entry, CSV import, or automated from domain data).
· Usage at ProFresh:
· Track important info about potential or existing corporate catering clients (size, location, industry).
· Monitor all deals, tickets, and activities associated with that company.
4.3 Deals
Definition: Potential revenue opportunities in your pipeline.
· Creating a Deal:
1. Click “Create deal.”
2. Enter details (Deal Name, Amount, Close Date, Pipeline Stage).
3. Associate relevant contacts/companies.
· Pipeline Management: Drag-and-drop deals across stages (e.g., “Prospecting,” “Negotiation,” “Closed Won”).
· Usage at ProFresh: FMRs or sales reps create deals for large catering requests or potential partnership opportunities, helping forecast revenue and measure pipeline health.
4.4 Tickets
Definition: Tracks customer service or support inquiries.
· Purpose: Ensure timely follow-ups and resolution for any operational or quality issues.
· Ticket Statuses: “New,” “In Progress,” “Waiting on Customer,” “Closed,” etc.
· Usage at ProFresh: Manage issues like order mishaps or delivery concerns to maintain high service quality.
4.5 Lists
Definition: Segmented groups of contacts or companies for targeted outreach.
· Static vs. Active:
· Static: A one-time snapshot (e.g., “Event Attendees 2025 Kickoff”).
· Active (Dynamic): Automatically updates when a contact meets certain criteria (e.g., location = “Tampa” AND “Has Opted In”).
· Usage at ProFresh:
· Email Outreach: Lists for promotional blasts or follow-up campaigns.
· Weekly Check-Ins: A dynamic list of “New contacts created this week” to track FMR progress.
· Creating a List:
3. Go to Contacts → Lists.
3. Select “Create List.”
3. Define filter criteria (lifecycle stage, city, last contacted date, etc.).
3. Save and name your list.
4.6 Inbox
· Definition: Central location for shared email conversations (sales@, support@, etc.).
· Team Visibility: Anyone with permissions can see inbound messages, respond, or assign to a rep.
· Benefit: Ensures no lead or customer inquiry falls through the cracks, especially useful for smaller teams.
4.7 Calls
· Definition: Logs or live calls from within HubSpot.
· Tracking Outcomes: Mark calls as “Connected,” “Left Voicemail,” etc., and add notes.
· Benefit: Allows managers to see call volume, call durations, and measure how calls translate into deals or new contacts.
4.8 Tasks
· Definition: Action items or reminders.
· Examples: “Follow up with Company X tomorrow,” “Send proposal to lead,” or “Review new contact data.”
· Benefit: Keep daily to-dos organized; mark tasks complete when done to maintain accountability.

5. Marketing
While ProFresh is heavily focused on direct networking, the Marketing tools in HubSpot also help broaden brand reach and nurture leads:
1. Campaigns: Group marketing assets (emails, landing pages, social posts) under one umbrella to measure overall effectiveness.
2. Email: Send one-off or automated marketing emails; track opens, clicks, and replies to refine messaging.
3. Social: Schedule posts on Twitter, LinkedIn, or Facebook; see engagement in your HubSpot dashboard.
4. Ads: Create, manage, and analyze ads on platforms like Google, Facebook, or LinkedIn.
5. Events: Track upcoming webinars, store events, or community gatherings; tie them to leads generated.
6. Forms: Capture leads on your website or landing pages; direct new form submissions into the CRM.
7. Buyer Intent: Gather insights on which contacts are actively researching your products or services; helps target the right people.
ProFresh Example: Use Email or Social to promote a new catering menu or highlight success stories. Use Forms to capture inbound interest from corporate clients.

6. Content
HubSpot’s Content tools centralize all your web content, from landing pages to blogs:
1. Website Pages & Landing Pages: Build or edit pages without coding; easily track page views and form submissions.
2. Blog: Publish articles to engage prospects and improve SEO.
3. Podcast, Case Studies, Embeds: Additional content channels to showcase thought leadership, success stories, or integrate third-party tools.
4. Knowledge Base & Customer Portal: Provide self-service resources to customers for common questions or issues.
5. Remix & SEO: Optimize and repurpose content across campaigns; use built-in SEO suggestions to rank better on search engines.
6. Memberships, Design Manager: Manage gated content or customize HubSpot templates and modules.
ProFresh Example: Create a Landing Page for “Request a Catering Quote” and link it in your outreach emails or social posts. Track how many visitors fill out the form to measure marketing ROI.

7. Commerce
HubSpot’s Commerce tools (available in certain editions) help manage sales transactions directly in the platform:
1. Overview: Snapshot of commerce activities like revenue, payment statuses, and upcoming invoices.
2. Payments & Invoice: Collect payments online, generate invoices for clients.
3. Payment Links: Share a direct payment link with a customer for easy checkout.
4. Quotes: Create and send quotes to prospects; track acceptance.
5. Products & Subscriptions: Manage a product catalog or recurring billing (if relevant).
ProFresh Example: If offering recurring catering services to corporate clients, you can manage subscriptions and track monthly revenue in HubSpot Commerce.

8. Automations
Automations in HubSpot save time by automating repetitive tasks:
1. Workflows: Automate email sends, update properties, assign leads, or create tasks when specific conditions are met (e.g., “New contact from a form submission triggers a follow-up email”).
2. Sequences: Automated email steps for 1:1 sales outreach. Great for FMRs to ensure systematic follow-ups.
3. Chat Flows: Set up website chatbots or live chats; direct inquiries to the right rep.
4. Surveys: Collect customer or prospect feedback at scale.
ProFresh Example: Use a Workflow to automatically create a deal when a new contact meets a certain threshold (e.g., “feeds 50+” or “requested a quote”). Or a Sequence to send a 3-step email series to new leads.

9. Reporting
One of the most critical areas for ProFresh is Reporting, where we monitor:
1. Dashboards:
· Sales Dashboard: Track deal creation, closed-won amounts, and rep activities.
· FMR Dashboards: Monitor daily/weekly contact creation, calls made, and “people reached” to ensure reps meet networking and people potential goals.
2. Reports:
· Custom Visualizations: Filter data (e.g., by rep, date range, deal stage).
· Email/Sequence Performance: Open rates, click rates, and replies.
3. Sales Analytics:
· Pipeline Performance & Deal Revenue Trends: Understand which stages are moving and where bottlenecks exist.
· Sales Leaderboard & Win Rates: Identify top performers and refine sales tactics.
4. Forecasts:
· Predict Future Revenue: Based on deal amounts and stages, see how close you are to weekly or monthly targets.
5. Goals:
· Individual & Team Targets: Set goals for new leads, deals, revenue, or calls and track progress in real time.

10. Data Management
Here, you connect and maintain data integrity across your systems:
1. Integrations: Link third-party tools (e.g., Google Calendar, Slack, Gmail) for smoother workflows.
2. Custom Events: Log unique interactions (e.g., a form submission, coupon redemption) to measure specialized KPIs.
3. Data Quality: Identify duplicate or incomplete records.
4. Datasets & Data Model: Create aggregated data sets for advanced reporting; define how objects (contacts, companies, deals) relate.
5. Data Enrichment: Automatically enrich contact or company data (e.g., industry, employee count) from external sources.
ProFresh Example: Ensure your Slack integration is on to receive immediate notifications when a new contact is created or a high-value deal moves stage.

11. Library
The Library functions like a repository of templates, files, and other reusable assets:
1. Templates: Pre-built email templates for outreach or follow-up.
2. Meeting Scheduler: Share your calendar availability, allowing leads or contacts to book directly.
3. Files & Documents: Keep marketing collateral or sales decks for easy sharing/tracking.
4. Playbooks: Sales scripts or talk tracks for new reps.
5. Snippets: Quick text blocks to insert in emails (e.g., standard disclaimers, pricing info).
6. Coaching Playlists: Training materials or call recordings curated to help new hires ramp up quickly.
ProFresh Example: FMRs can quickly insert a snippet with the catering menu or business introduction in an email, saving time and ensuring consistent messaging.

12. Putting It All Together
1. Workspaces: Start your day in Prospecting to see tasks, calls, and the leads you need to follow up with.
2. CRM: Keep your Contacts, Companies, Deals, and Tickets updated. Log every new lead, track your pipeline, and ensure no opportunity is missed.
3. Marketing & Content: Extend your outreach beyond direct calls—use email campaigns, forms, landing pages, and blog posts to drive inbound interest.
4. Commerce: Manage quotes, invoices, and subscriptions for streamlined sales and easy tracking of catering revenue.
5. Automations: Workflows and sequences free you from repetitive tasks—focus your energy on high-value interactions.
6. Reporting: Measure your efforts with dashboards, custom reports, and analytics. Stay on top of weekly goals (30 new businesses, 3,000 people reached).
7. Data Management: Integrations, data quality checks, and enrichment keep your CRM running smoothly.
8. Library: Centralize resources like email templates, playbooks, and shared files for quick, consistent communication.

Final Thoughts & Next Steps
· Daily Usage: Log into HubSpot every morning, check your Prospecting Summary, and review tasks in the CRM (contacts to call, deals to update).
· Weekly Check-Ins: Use dashboards to confirm you’re hitting Networking Goals (30 new businesses, 15 of which feed 50+ people) and People Potential Goals (3,000 individuals reached).
· Ongoing Learning: Familiarize yourself with the advanced features (e.g., sequences, advanced reporting, automation) to continuously improve your efficiency and results.
By following this comprehensive guide, new and seasoned ProFresh team members can maximize HubSpot’s capabilities—keeping all marketing, sales, and service activities in sync with ProFresh’s strategic objectives.

