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The first step in this process is to create your promo code that you want to apply to all HBA Academy Products

1. CLICK ON PROMOTIONS

https://app.tango.us/app/workflow/581071f4-6973-4b79-a16d-1d76667e5149?utm_source=magicCopy&utm_medium=magicCopy&utm_campaign=workflow%20export%20links


2. CLICK ON NEW

3. IN THE NAME FIELD, TYPE THE NAME OF YOUR CODE. IN THIS
EXAMPLE WE ARE USING "AC25ACADEMY - 25% OFF"



4. IN THE START DATE FIELD, ENTER THE START DATE FOR THE PROMO
CODE TO BE USED. IN THIS EXAMPLE WE ARE USING SEPTEMBER 29,
2025

5. IN THE DISCOUNT TYPE FIELD, SELECT IF IT IS A PERCENT OFF OR
FLAT PRICE OFF. IN THIS EXAMPLE WE ARE USING A 25% DISCOUNT SO
WE WILL SELECT PERCENT



6. IN THE HBA TOTAL CODES AVAILABLE FIELD TYPE "9999"

7. IN THE HBA TOTAL CODES USED TYPE "0"



8. IN THE HBA CODE USES LEFT FIELD TYPE "9999"

9. IN THE PROMOTION CODE FIELD TYPE THE NAME OF THE CODE YOU
WANT TO USE. IN THIS EXAMPLE WE ARE USING "AC25ACADEMY"



10. IN THE END DATE FIELD, ENTER THE DAY AFTER YOU WANT THE
CODE TO EXPIRE ON. IN THIS EXAMPLE THE CODE WILL EXPIRE ON
OCTOBER 15, 2025, SO WE SELECT OCTOBER 16, 2025 AS THE END
DATE.

11. IN THE AMOUNT FIELD TYPE THE PERCENTAGE OFF THAT THE
PROMO CODE IS FOR. IN THIS EXAMPLE THE CODE IS FOR 25% OFF SO
WE WILL TYPE "25.00"



12. CHECK THE BOX THAT SAYS "SPECIFIC TYPE"

13. IF AN SCRIPT ERROR BOX APPEARS JUST CLICK OK



14. CLICK ON SAVE & CLOSE

The Second Step is to update the workflow with the promo code you just created.

15. OPEN A NEW INTERNET BROWSER AND GO TO: HTTPS://HBA-
UXPROD.CRM.DYNAMICS.COM/MAIN.ASPX?
SETTINGSONLY=TRUE#133512455

16. CLICK ON SETTINGS…



17. CLICK ON PROCESSES

18. IN THE SEARCH BAR TYPE "HBA ACADEMY"



19. DOUBLE CLICK ON THE "HBA ACADEMY - CREATE PROMO TYPE
RECORDS FOR ACADEMY PRODUCTS" NOTE: MAKE SURE YOU ARE
SELECTING THE ONE THAT SAYS ACTIVATED UNDER THE STATUS
COLUMN.

20. CLICK ON DEACTIVATE



21. CLICK ON DEACTIVATE

22. CLICK ON VIEW PROPERTIES



23. IN THE PROMOTION FIELD, CLICK ON THE SEARCH ICON

24. CLICK ON LOOK UP MORE RECORDS



25. IN THE SEARCH FIELD TYPE THE PROMO CODE YOU WANT TO ADD.
IN THIS EXAMPLE WE ARE USING "AC25ACADEMY"

26. SELECT THE PROMO CODE AND CLICK ADD



27. CLICK ON SAVE AND CLOSE

28. CLICK ON SAVE



29. CLICK ON ACTIVATE

30. CLICK ON ACTIVATE



31. CLICK ON CLOSE

The Last step is to run the workflow and attach it to all the Academy Products

32. CLICK ON MY WORK



33. CLICK ON PRODUCT SALES

34. CLICK ON PRODUCTS



35. CLICK ON ACTIVE PRODUCTS

36. CLICK ON HBA ACADEMY PRODUCTS - FOR BRIDGET



37. CLICK ON THE CHECK BOX TO SELECT ALL THE ACADEMY
PRODUCTS

38. CLICK ON FLOW



39. CLICK ON HBA ACADEMY - CREATE PROMO TYPE RECORDS FOR
ACADEMY PRODUCTS

40. CLICK ON OK




