
YOUR NEW GREEN CIRCLE SOLUTION:
THE HAIRMAIL HUB 

STEP BY STEP GUIDE

Your Green Circle Solution is finally here - The Hairmail Hub! 
Follow the steps below to learn how to order supplies, schedule pick ups, view your billing history and much much more!



Step 1: Go to hairmailhub.greencirclesalons.com

Step 2: Enter the username and password that were emailed to you on by info@greencirclesalons.com.

Step 4: When you login for the first time you will be able to update your password to something easy for you and your team to 
remember. 

Logging in
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Step 1: On the dashboard or the ‘Order and Pickup’ section click ‘Get New Boxes’

Ordering More Boxes 
and Supplies
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Step 2: Your mailing address and default box order will be pre-populated! If you see that your mailing address is incorrect 
please contact our Customer Care team at info@greencirclesalons.com

Ordering More Boxes 
and Supplies
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Your shipping Address

Your default box order



Step 3: To order all you need to do is click ‘Order boxes’

Ordering More Boxes 
and Supplies
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Your shipping Address

Your default box order



Step 4: That’s it! You can find your GCS confirmation number and date of order in the ‘Order and Pickup’ section 

Ordering More Boxes 
and Supplies
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Step 1: Scheduling a pickup on the Hairmail Hub is easy! On the dashboard or the ‘Order and Pickup’ section click ‘Schedule 
a Pickup & Print Labels’

Scheduling a Pickup and 
Printing Your Labels
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Step 2: Your salon address will be pre-populated to make this as easy as possible! If you see that your address is incorrect 
please contact our Customer Care team at info@greencirclesalons.com

Scheduling a Pickup and 
Printing Your Labels
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Your Contact Name

Your Phone Number



Step 3: Let us know how many boxes you have ready to ship so we know how many labels to create for you

Scheduling a Pickup and 
Printing Your Labels
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Your Contact Name

Your Phone Number



Step 4: If you have already scheduled a pickup, or have a regular UPS driver who comes to your salon, click the checkbox 
beside ‘I already have a regular UPS pickup/driver scheduled. I do not need to schedule a new pickup’

Scheduling a Pickup and 
Printing Your Labels
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Your Contact Name

Your Phone Number



Step 5: Then select your desired pickup date and your preferred pick-up window

Scheduling a Pickup and 
Printing Your Labels

Step by Step Guide I Green Circle Salons I 11

Your Contact Name

Your Phone Number



Step 6: Click ‘Continue to terms and conditions’ 

Scheduling a Pickup and 
Printing Your Labels
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Your Contact Name

Your Phone Number



Step 7: Read and accept the terms and conditions, and then click the button ‘Continue’

Scheduling a Pickup and 
Printing Your Labels
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Step 8: A window will appear with your UPS confirmation code, and a button to print your labels.
You can find the labels for your most recent order, on the ‘Order and Pickup’ page.

Scheduling a Pickup and 
Printing Your Labels
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Your UPS confirmation number



Resetting Your Password
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If you have lost or forgot your password:
Step 1: Before logging in, click ‘Lost your password?’



Resetting Your Password
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Step 2: Choose if you want to reset your password by email or by phone 

Step 3: Follow the instructions that come in your email or phone call

If you have any questions, please contact our customer care team by phone at 1-877-424-3327, or by email at info@
greencirclesalons.com.


