Guide to Submitting a

Marketing Request Ticket in
HubSpot



When you need literature or marketing materials, please fill out the
“Marketing Literature Creation Request Form" and then submit a
ticket (with the form attached) through the “Marketing Requests”
ticket pipeline in HubSpot. Following this process helps us stay
organized and ensures you receive the materials you need as quickly
as possible.

The following slides will provide step-by-step instructions on how to
properly submit a marketing request in HubSpot.



How to submit a marketing request ticket

i A B [ D
[ Requestor | | Date requested
. « . . 2
First, fill out the “Marketing Literature . | 1 Foculmd
. » eliveral erequeste comp etion date
Creation Request Form” and 4
. Specificvertical - if
save/download it as an PDF attachment. 5 |applicable | ‘
6 ertical specific
Please fill out all of the fields to the best of e s
your ability. Spechicprooucy ronelude
7
. 8
You can access the request form here. This
is a link an article in the Knowledge Base e e s e
where you can download the form. B
1
Key points toinclude Preferred imagery
inthe copy toinclude
12



https://knowledge.townsteel.com/knowledge/how-do-i-get-a-new-piece-of-marketing-literature-made
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On the right side of the screen, click
“Create Ticket” and a “Create Ticket”
form will pop up on the right side. Please
fill out all of the required fields on this
form. ;
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Create ticket X

-

Edit this form (2

Ticket name: Type in a title for what you are requesting P )
Pipeline: Make sure “Marketing Requests” is selected [ — : <
Ticket Status: New \ .
Create date: Type the date you are creating the ticket e J
Ticket description: Type in a brief description of what you are (s \
requesting (ex. Requesting a sell sheet for the Aegis ....) L )

Ticket owner: Make sure to select your own name

Priority: Be realistic in your dates and give us as much time as you [ ] ]
can. If every request is marked “high” we will do FIFO

Close date
® MM/DD/YYYY
-

Close date: Type in the due date for the request



How to submit a marketing request ticket

Associate ticket with

After you fill out the required fields, there ]
will be a section at the bottom of that Ao e
“Create Ticket” form. You do not need to Search
worry about associations for this specific Association label

No label

scenario. You will be able to hit the orange
“Create” button after filling out all of the
required fields.

v Companies

Associate records

Search

Association label * @

Primary




How to submit a marketing request ticket

¢ Tickets Actions ~

Testing Marketing Request
Open 10 minutes
Status: New ~

Pipeline: Marketing Requests

Z = L% a8 7]

Note Email Call fask Meeting More

v About this ticket Actions ~

Katie Ma ~

© 02/28/2025

® Low ~

Customize record
° v Companies (0) + Add

Overview Activities

Q Collapse all ~

Activity Notes Emails Calls Tasks Meetings

Filter by: Filter activity (12/18) ~  All users ~ All teams ~

February 2025

Ticket activity

Katie Ma moved ticket to New. View detail

This ticket was created by Katie Ma

Once you create the ticket, this is what
the ticket page will look like.

See the businesses or organizations associated with this record.

v~ Deals (0) + Add

Track the revenue opportunities associated with this record.

v Attachments Add ~
See the files attached to your activities or uploaded to this
record,

v Conversations (0)

See the conversations associated with this record

v Playbooks Manage

Build a library of sales resources for your team. These could

include call scripts or positioning guides.

e

v Past Feedback (0)

There's no feedback associated with this record

v Tickets (0) + Add

Track the customer requests associated with this record.



How to submit a marketing request ticket

*THIS IS CRUCIAL!

After you create the
ticket, navigate to
“Activities” and then
“Notes”.

Click “Create Note” and
then remember to @
Brad Parks, Natalie
Lipski, and Katie Main
order for us to get
notified about this ticket
and respond to you
ASAP. Please do this
every time you submit a
ticket.

# Customize record ¥ Contacts (0) +Add

Overview See the people associated with this record.

Search activities Q Collapse all ~ v Companies (0) SAdd
Acnvimuils Calls Tasks Meetings See the businesses or organizations associated with this record.
—
< oean@

Track the revenue opportunities associated with this record.

Take notes about this record to keep track of important info. You can even @mention a teammate if you need to. Learn more

v Attachments Add ~

Seathe-fil % ? 2aded to this

¢« ———————

For | Testing Marketing Request

@Brad Parks @Natalie Lipski @Katie Ma Just submitted a request for a sell sheet

for .| Manage

Id
o ese ¢oul

B I UT Morer % @ = B &

Associated with 1 record ~

Create a To-do ~ task to follow up In 3 business days (Thursday) ~

3
v Tickets (0) + Add
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*ONE LAST CRUCIAL THING!
On the right side of the ticket page, you will see this column.

Navigate to “Attachments”. Click “Add” and then “Your
computer”.

Upload the PDF attachment of the “Marketing Literature
Creation Request Form” that you previously filled out. This
ensures that we will be able to access the official form and get
in contact with you/get started on the request.

v~ Contacts (0) + Add

See the people associated with this record.

v Companies (0) + Add

See the businesses or organizations associated with this record.

~ Deals (0) + Add

Track the revenue opportunities associated with this record

See the files aftached fo your ac#it
Your computer
record.

Existing file in HubSpot
~ Conversations (0)

See the conversations associated with this record.

v Playbooks Manage

Build a library of sales resources for your team. These could

include call scripts or positioning guides.

Add playbooks @

v Past Feedback (0)

There's no feedback associated with this record

~ Tickets (0) + Add



