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Email Admin Settings
● Within the email admin settings, you are able to 

configure:
○ The global email footer content, email 

branding, personalization tokens, and 
RSS date and times

○ Email subscription settings, such as 
preference pages, compliance settings, 
resubscription email settings, and more

○ Subscription types that you can allow 
contacts to subscribe to and associate 
specific emails with (i.e. “Marketing 
Information”, “Event Information”, etc.)

○ Tracking settings. where you can set 
where and how you’d like to track 
specific email activity

○ Send frequency settings, which allow 
you to set a cap of how many emails a 
contact should receive within a specific 
time period



Email Connection

● You also have the ability to connect your personal 
email to your HubSpot account to log, track, send, 
and receive emails in the HubSpot CRM

● You can also configure:
○ Your email alias
○ Your email signature
○ Inclusion of an “unsubscribe” link in your 

email
○ Never Log, which allows you to add a list of 

email domains that you would not like 
HubSpot to create a new contact record 
from when you email them

● You’ll also have the option to install HubSpot’s 
email extension tool to work alongside your email 
provider to track email activity between you and 
new/existing contacts



Calendar Connection
● You also have the option to connect your 

personal business calendar to your HubSpot 
account, which allows you to:
○ Sync meetings created in HubSpot to 

your calendar
○ Sync your calendar to allow contacts to 

schedule meetings on your calendar, 
while preventing them from booking 
meetings over existing calendar events

○ Sync and view HubSpot tasks within 
your calendar

○ Customize your meeting schedule page 
and URL

○ Include a meeting link to your live chat 
profile 



Custom Property Creation



HubSpot Contact 
Properties Overview
● You can access the contact properties by going to 

“Settings” > “Data Management” > “Properties”
○ Make sure that the “Select an object” dropdown 

is set to “Contact properties”
● From here you can see a full list of created properties, 

their access settings, the property group they are in, 
and more

● You can also search for specific properties or filter 
them based on the group, field type, by user, and by 
access

● You can also see the properties that are used for 
conditional property logic, the different types of 
property groups, and properties that have been 
archived via the tabs above the list of properties



How to Create a New 
Contact Property
● To create a new property, click the orange 

“Create property” button near the top right of 
the property list

● From the pop-up menu, choose the type of 
property you’d like to create (in this case, 
“Contact”) and the group you’d like to 
associate the property with (usually “Contact 
information”)

● Add a label to the new property, as well as a 
description that explains what the property is



Different Types of Properties
● There are a variety of field types you can choose from when 

creating your new property. These include:
○ Text input

■ Single-line text
■ Multi-line text
■ Phone number

○ Choosing options
■ Single checkbox
■ Multiple checkboxes
■ Dropdown select
■ Radio select
■ Date picker

○ Values
■ Number
■ Calculation
■ Score

○ Other
■ Property Sync
■ File
■ HubSpot user
■ Rich text

● Always think over and ensure you choose the correct field 
type for your property depending on its use case

● You can find more information on these different field types in this 
HubSpot Knowledge Base article

https://knowledge.hubspot.com/properties/property-field-types-in-hubspot


Adding Values to a Property
● Depending on the property type you’ve chosen (i.e. 

“Dropdown select”, “Radio select”, etc.), you may 
need to input values for your property

● You can add new values by clicking the “Add an 
option” button at the bottom left corner of the 
current values list

● You can delete a value by checking the box next to 
the value you’d like to delete, and then click 
“Delete” near the top of the list

● You can sort the list of values via the “Sort” 
dropdown select above the list of values

● You can quickly import a list of values by clicking 
“Load Options” > “Paste in your own options”
○ You can also copy options from other 

dropdown properties by clicking “Load 
Options” > “Copy from property”

● HubSpot also allows you to load a list of default 
options (such as “Country”, “Day of the week”, etc.) 
by clicking “Load Options” and then selecting one of 
the options from the “Load options” dropdown list



When to Create a New Property
● When the property does not already exist as part of 

HubSpot’s default properties

● When your company tracks specific data that is not always 
common with other types of companies

● If you’re planning on integrating this information with another 
system outside of HubSpot

● Remember: more is not better, only create properties you 
truly need and be conscious of what you make required. Too 
many required fields can cause friction and therefore make it 
tougher to get user adoption



How to Edit Property 
View in a Contact Record 
● First, navigate to a contact record you’d like to 

view
● Once in the contact record, in the “About this 

contact” section on the left navigation, click the 
“Actions” dropdown and then click “Customize 
Properties”

● From the menu that appears on the right side, 
you can:
○ Edit the placement of properties
○ Add new properties via the “Add 

properties” dropdown menu
○ Remove properties
○ Reset the list of properties to the system 

default



Edit the Middle and Right 
Sections of a Contact Record
● You can also customize the middle and 

right-hand sections of a contact record in 
terms of card placement and information 
associated with those cards

● To do this, navigate to the HubSpot settings 
and then on the left hand menu navigate to 
“Data Management” > “Objects” > “Contacts” 
> “Record Customization”

● You’ll then have the ability to customize the 
default view for a contact record, or create a 
new custom team view which can then be 
assigned to a HubSpot team

● Note that any updates made to the 
“Default view” will be applied to all 
HubSpot users



How to View/Manage All 
Properties for a Contact
● First, navigate to a contact record you’d like 

to view
● Once in the contact record, in the “About this 

contact” section on the left navigation, click 
the “Actions” dropdown and then click “View 
all properties”

● You will be taken to a new page where you 
can view all of the property information for 
that specific contact within the different 
property groups



How to View
Property History

● First, navigate to a contact record you’d like to 
view

● Once in the contact record, in the “About this 
contact” section on the left navigation, click the 
“Actions” dropdown and then click “View 
property history”

● From here, you will be able to see a full list of 
updates made to specific properties, including 
what the change was, when the change was 
made, and by who/what



Additional HubSpot Resources
● Manage your default marketing email 

settings and tracking preferences
● Connect your personal email
● Connect your calendar to HubSpot
● Property field types in HubSpot
● HubSpot's default contact properties
● Create and edit properties
● Create calculation properties
● Organize, delete, and export properties
● Customize records

https://knowledge.hubspot.com/marketing-email/manage-your-marketing-email-account-settings
https://knowledge.hubspot.com/marketing-email/manage-your-marketing-email-account-settings
https://knowledge.hubspot.com/connected-email/connect-your-inbox-to-hubspot
https://knowledge.hubspot.com/meetings-tool/use-meetings
https://knowledge.hubspot.com/properties/property-field-types-in-hubspot
https://knowledge.hubspot.com/properties/hubspots-default-contact-properties
https://knowledge.hubspot.com/properties/create-and-edit-properties?hubs_content=knowledge.hubspot.com%2Fproperties%2Fproperty-field-types-in-hubspot&hubs_content-cta=kb-breadcrumbs__item
https://knowledge.hubspot.com/properties/create-calculation-properties?hubs_content=knowledge.hubspot.com%2Fproperties%2Fproperty-field-types-in-hubspot&hubs_content-cta=kb-breadcrumbs__item
https://knowledge.hubspot.com/properties/organize-and-export-properties?hubs_content=knowledge.hubspot.com%2Fproperties%2Fproperty-field-types-in-hubspot&hubs_content-cta=kb-breadcrumbs__item
https://knowledge.hubspot.com/object-settings/customize-records


Thank you



Forms Admin Settings
● In the forms admin settings, you are able to 

configure:
○ The form styling of all forms, including

■ Font family
■ Label color/size
■ Button color/size

○ Submission settings, such as allowing 
submissions without email addresses to 
create contacts

○ Non-HubSpot form settings, allowing you 
to choose whether or not to collect 
contact information from non-HubSpot 
forms



Social Admin Settings
● In the social admin settings, you are able to 

configure:
○ Which social accounts are connected to the 

HubSpot portal, along with viewing 
connection errors

○ Publishing schedule by day and time, 
“Publish with custom short link” settings, 
and more

○ Email notifications that show a round up of 
new interactions, conversations, and X 
followers, as well as other social stats

○ The “Follow me” set of social icons that 
allow website visitors to quickly view and 
follow your social accounts


