
HUBSPOT PROFILE GENERAL SETTINGS 
 
STEP 1: Use Google Chrome when logging in to HubSpot 

- Before moving on to the following steps, open a new HubSpot window and create a Meeting Link in 

HubSpot. Please watch this VIDEO for a detailed step-by-step guide. 

STEP 2: On the upper right corner, click your PROFILE and click on Profile and preferences 

 

 

STEP 3: Click on General and fill out ALL the necessary information circled below 

 

 B1: PROFILE 

- Add a profile picture 

- Fill in your First Name, Last Name, Language (English), Date and Time (United States), Phone 

Number (Your Phone Number), Defaults (Contacts) 

B2: EMAIL 

- Make sure “INBOX AUTOMATION” is toggled ON and “Install add-in” 

A 

B 

https://youtu.be/Cz5eSe0A4hs


 

 A Pop-out will look like this. Make sure to click on “OFFICE 365 EXTENSION” and click Download 

  

 Click on “Get it Now” 
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Sign in with your COMPANY EMAIL account. Sometimes it will skip this step 

  

  

 

 

Pop Out Confirmation and click “Get it Now” 

 

Click “Continue” 

 

 

 

 

 

 



It’s set once you will see this  

 

 

Go back to HubSpot and Click “Done” 

 

- Add your Email Signature. But before adding an email signature, you must create one. 

o Open this Email Generator 

o Use Template 1 and Toggle this Off 

 
 

 

 

 

 

 

https://www.hubspot.com/email-signature-generator


o Fill Out the following information accordingly 

 
o You can copy the following Information below: 

▪ Website URL: www.taglendinggroup.com 

▪ Email Address: Your company email address 

▪ Address: 335 S Biscayne Blvd 2809 Miami, Fl 33131 

▪ Add ALL applicable Social Links 

▪ Custom Field: Let’s Tag Team This Deal™ 

 

o Stylize your Signature TAB 

▪ Theme, Text, and Link colors are all black “000000” 

▪ Font: Georgia 

▪ Font Size: Medium 

 

o Image TAB. Copy and paste the following links below 

▪ Profile Picture: Get the link from your Marketing Assistant 

▪ Company Logo: https://www.taglendinggroup.com/hubfs/SA%20EMAIL-

SIGNATURE%20PIC/Company%20Logo.png 

▪ Custom CTA Copy: Book a time to speak:      Questions on Pre-approvals* 

▪ Custom CTA URL: Insert the Consultation Meeting Link you created in HubSpot. 

Hover your mouse and copy the link as shown below.  

http://www.taglendinggroup.com/
https://www.taglendinggroup.com/hubfs/SA%20EMAIL-SIGNATURE%20PIC/Company%20Logo.png
https://www.taglendinggroup.com/hubfs/SA%20EMAIL-SIGNATURE%20PIC/Company%20Logo.png


  
▪ Select CTA Color: Type in CACAC to make the color gray 

▪ Select CTA Text Color: 000000 to make it Black 

 

o Create Signature 

 
o A pop out question will ask How many are you in the company? Just type in 50. Then Copy 

Signature  

 
- Go to your Outlook Settings and type Email Signature in your search bar then select Email Signature.  

  

o  Create signature. (1)Press enter Once and then (2)arrow up from your Keyboard. Then 

(3)Paste the signature you copied from the Email Generator. Then (4)press your arrow 

down   from your keyboard 

Put your mouse in here 
and press enter 

This is “Sales Staff” on your end 



o Edit this part 

 
 

o Download this IMAGE, and from your Outlook, Insert the picture inline(as shown below) and 

insert the image you just downloaded. 

 
o Click the image you just inserted and insert link 

 
o Click SAVE 

 

- Go back to the Email Generator and edit this part.  

o Delete the information and links under Custom CTA Copy and Custom CTA URL 

Arive link. Get from Marketing 

https://taglendinggroup.com/hubfs/SA%20EMAIL-SIGNATURE%20PIC/Email%20Signature%20Footer-1.png


  
 

o Add Custom CTA Image and Custom CTA URL using the links below 

▪ Custom CTA Image: https://www.taglendinggroup.com/hubfs/SA%20EMAIL-

SIGNATURE%20PIC/Email%20Signature%20Footer-1.png 

▪ Custom CTA URL: Arive link, get from Marketing Team 

 

o Create Email Signature and Copy the Email Signature Source Code 

 
 

DELETE 

Insert links here 

https://www.taglendinggroup.com/hubfs/SA%20EMAIL-SIGNATURE%20PIC/Email%20Signature%20Footer-1.png
https://www.taglendinggroup.com/hubfs/SA%20EMAIL-SIGNATURE%20PIC/Email%20Signature%20Footer-1.png


- Go back to HubSpot and add your Signature here 

 
o Make sure that when you paste your signature in HTML Tab and click Save 

 
- Make sure these 4 Notifications are checked 

 



 

 B3: CALLING 

- Add the Company Phone number (as seen below) AND your phone number. Add your working 

hours. Ensure that Ring Preference is  “Forward to Phone Number,” and add your phone number 

under “Missing forwarding Number.” Code will be sent to you(SMS or Call). 

 
 

B4: CALENDAR 

- Go to your Outlook and create a Calendar. Name it “HS Tasks.” Add it to your Calendar 

  
- Go back to HubSpot Settings. Make sure your Outlook Calendar is sync. Sync the calendar you just 

created under Tasks Calendar Sync. Also, make sure to add ALL your calendars under Availability 

Calendar. 

 

A 

B 

D 

C 



 

 

 

- Then Go back to HubSpot Settings under the Meetings Tab 

o Meetings URL will be just your First-Lastname 

o Meeting Domain is taglendinggroup.com 

o Default Meeting Link: this would look like “Consultation with Firstname Lastname.” Shown 

below 

o Turn On Scheduling Pages, Include a link and add Chant meeting Link 

 
 

B5: TASKS 

- Check Default below and use it on your end as well. You can add your reminders as well. 

 
 

 



 

 

 

B5: SECURITY 

- Check the Default below and use it on your end as well.  

o Add a Trusted Phone Number. You can use your Phone number or the Company Phone 

Number 

o Make sure to add Two factor Authentication 

 
 

 

*If you are still confused about the Step-by-Step guide above, watch this Video. 

CONGRATULATIONS!  

YOU ARe ONe STep AheAd 

https://www.youtube.com/watch?v=V_f4AciP7js&ab_channel=THETAGTEAM

