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What is a List
● How you do your segmentation 

in HubSpot
● A list can be used for a variety 

of reasons and ways to 
segment data for emailing or 
other purposes

● CRM > Lists
● Views & Filters for finding my 

list
● Folders available for organizing
● Actions like cloning, random 

sample, split lists, export, 
import
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Create & Use Lists
● Create a new list using the orange button 

in the upper right hand corner.
● First you will need to create a name and 

pick the record type, if for an email send 
you will pick contacts, if you are using the 
lists for other reasons you could do any 
other record type like registrations.

● Active lists are dynamic, static lists are a 
snapshot in time, depending what your list 
purpose is both may be handy, you’ll need 
to know the type before creating.
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List Criteria
● Next you’ll set up the list filters, which is 

the criteria for which makes your list or 
segmentation. You can use any property 
related to a contact, so contacts who have 
registered for a specific event last year 
but not yet this year for example.

● You can use And/Or for your filters and 
you can create groups, so these filters 
grouped together or these grouped 
together.

● You will see a preview of records, but 
won’t see full # of list or view until saved.
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Managing Lists
● Once you save your list you can see the 

full size of list and a who fits into it
● From here you can edit the list if you need 

to adjust your filters or check a couple of 
your added contacts to validate the 
criteria is sound, testing is always a best 
practice.
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List Activity
● Version history for list
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List Settings
● List is edited or deleted
● Size of the list changes irregularly
● When list reaches a specific size
● Select user or team who receives 

notifications about a particular list
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Analyze List Performance
● Performance tab will show some list 

specific analytics that you can filter your 
timespan on

● You can also look at by chart or table
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Automation Home 
Page Overview

● Automation home page allows you to see 
a full list of all created automations

● Can use a variety of views and filters to 
find specific automations based on certain 
criteria

● Able to see quick stats of workflows such 
as current number of enrollments, 
activation status, etc.
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Creating An Automation
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● Two ways to create a new automation: from scratch or 
from a template

● From scratch allows you to build and fully customize 
your workflow from beginning to end, while templates 
allow you to have a starting point quickly created 
depending on the type of automation you need

● Automations are built around different objects within 
your HubSpot account, as well as around specific tools 
such as Commerce Hub

● To create a new automation
○ On the automations homepage, click the 

orange “Create Workflow” button near the top 
right corner

○ Select whether you want to create a workflow 
from scratch, or from a template

○ Choose the object/template you’d like to use



Adding Enrollment 
Criteria and Steps

1. Add enrollment criteria that will have the 
workflow automatically enroll records into 
it once they meet said criteria

2. Add un-enrollment criteria to prevent 
certain records from being enrolled, or to 
remove records who meet a certain 
criteria

3. Choose whether to give records the 
chance to re-enroll after completing the 
workflow

4. Use one of the many steps available to 
build out your automation. Some of these 
steps include:

a. Send marketing email
b. Update specific properties
c. Adding delays
d. Create a task for an employee
e. Trigger a webhook

5. If applicable, you may also set up a 
workflow goal that will automatically 
unenroll the contact from the workflow 
once they’ve met said goal (i.e. signed up 
for an event)
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Automation Tools
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● There are a variety of automation tools to help make 
reviewing, editing, sharing, and testing your workflows 
much easier

● Some of these tools include:
○ Mini-Map
○ Download as .png
○ Organization Settings
○ Edit with AI
○ Comments
○ Zoom In/Out
○ Testing Workflow
○ Connections List
○ Revision History
○ Performance
○ Enrollment History
○ Action Logs
○ Knowledge Base
○ Troubleshoot Issues/Enrollment
○ Keyboard Shortcuts



Automation Settings
● There are also a variety of automation 

settings that will need to be adjusted 
before activating the workflow

● Some of these settings include:
○ Workflow run time settings
○ Notification settings for 

errors/changes in number of 
enrollments

○ Unenroll contact from other 
workflows when active in this 
workflow (either all or specific)
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Review and Publish
Your Automation
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● Once all previous steps are complete, it’s time to 
review all parts of the workflow and publish it.

● Review Process includes 4 steps:
○ Enrollment/Unenrollment/Re-enrollment 

settings review
○ Timing and Notifications settings review
○ Connections review
○ Workflow Details review

● Once all sections have been fully reviewed, you can 
then publish your workflow



Additional HubSpot Resources
● Create and use lists
● Determine your list criteria
● View and filter lists
● Organize lists
● Analyze your list performance
● Create workflows
● Choose your workflow actions
● Manage workflow settings
● Organize your workflows
● Understand your workflow details page
● Automate your processes
● Use automation with emails
● HubSpot Academy: Workflows Deep Dive
● HubSpot Academy: Creating a Lead Nurturing 

Workflow
● HubSpot Academy: HubSpot Marketing 
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https://knowledge.hubspot.com/lists/create-active-or-static-lists
https://knowledge.hubspot.com/lists/determine-your-list-criteria
https://knowledge.hubspot.com/lists/view-and-filter-lists
https://knowledge.hubspot.com/lists/how-do-i-create-a-folder-for-my-lists
https://knowledge.hubspot.com/lists/analyze-your-list-performance
https://knowledge.hubspot.com/workflows/create-workflows
https://knowledge.hubspot.com/workflows/choose-your-workflow-actions
https://knowledge.hubspot.com/workflows/manage-your-workflow-settings
https://knowledge.hubspot.com/workflows/organize-your-workflows
https://knowledge.hubspot.com/workflows/understand-your-workflow-details-page
https://knowledge.hubspot.com/get-started/automate-your-processes
https://knowledge.hubspot.com/marketing-email/use-automation-with-marketing-emails
https://academy.hubspot.com/lessons/workflows-deep-dive
https://academy.hubspot.com/lessons/creating-a-lead-nurturing-workflow
https://academy.hubspot.com/lessons/creating-a-lead-nurturing-workflow
https://academy.hubspot.com/courses/automation-strategy
https://academy.hubspot.com/courses/automation-strategy
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