
Texas Ally: Agent's Guide to Hubspot CRM 
 

This document is intended to aid agents in the use and navigation of the Hubspot CRM. 
The CRM will be an incredibly useful tool in managing and tracking leads as they travel down 
the “Deal Pipeline”.  The Hubspot CRM interface is fairly straightforward, mostly comprising of a 
number of empty fields for you or Texas Ally management to fill in.  However, we want to make 
sure you are taking advantage of some of the main features Hubspot offers.  That being said, it 
is ultimately up to you to explore what the CRM has to offer and how it can work for you and 
your needs.  
 
The Deal Pipeline 

This feature is the quickest and easiest way to ensure that you and management are on 
the same page.  Once you’ve been assigned the lead, we’ve entered the first “stage” of the deal 
and you will see that the first green bar is highlighted and says “Lead Forwarded to Agent”.  This 
means we’ve officially handed the lead off to you and it is up to you to follow up and continue 
through the various stages of the deal.  The stages are pretty self-explanatory and are as 
follows:  
 
Lead Forwarded to Agent  >>> Agent Called Lead >>> Met/Showed >>>  
Submitted Offer >>> In Option >>> Out of Option >>> Closed >>> Dead 
 

To mark that you’ve completed or entered a stage in the deal, simply click on the 
appropriate pip on the Deal Pipeline track located at the top of the Deal’s page.   Be sure to 
update this as frequently as possible!  
 
 
The “Deal Record” Page

 
 

You should be able to see a “Deals” button located in the top menu on the Hubspot 
website.  This will direct you to a page displaying all the deals you currently have access to. 
Newly assigned leads will appear in the far left column, under “Lead forwarded to Agent”.  Once 
you’ve moved them along the Deal Pipeline track, the deals will make their way towards the 
right under whichever stage you have left them off at.  
 



Once you’ve clicked on a particular Deal, you will be taken to the “Deal Record” page 
where you will see an overview of all the information we have on that deal: 

 
You will also be able to contribute any information you have on the deal here as well.  To 

update a particular field, simply click on the appropriate “property” and type it in.  If the property 
you want to update is not visible on the Deal Record, click on the “View all properties” and look 
for it there.  If you decide that you want this (or any other) Property to be displayed directly on 
the Deal Record page, or that you’d prefer a property not be displayed, click on the “View all 
properties”, then “Set default properties” buttons.  
  

On the right half of the Deal Record you can see a sort of timeline of what has happened 
with this deal thus far.  Here, you can also add notes, log conversations with clients,  assign 
tasks, or set schedules, all of which will be added to the timeline.  

 
Lastly, under the properties section, you can see the Contacts that are associated with 

deal.   If this is a newly assigned deal, there should be at least one contact located here with a 
phone number or email.  
 



Be sure to update these pages with as much information as possible - this will help you 
as much as it will help management.  We will be communicating to agents primarily through 
Hubspot and having shared and organized access to the same information will make things 
much easier.  

 
NEED TO ADD: 
Any activity regarding the Deal should be noted in the “Notes” Section.   How often we 

pass you leads is going to depend on well you maintain and update Deals pages 
 
 


