
hubbeinc.com
Help System

How to Create Families, Parents, and
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Roles that Have Access: Home Visit Manager, Home Visit Supervisor, Home Visitor

Essential information for all families participating in your Home Visiting initiative can all be tracked
inside of the Hubbe system. Within the system, there are individual records for a family, a parent, and
children (students). In this instruction sheet, we will cover how to create a family record, as well as how
to create parent and child (student) records.
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Creating a Family Record

In order to create a new family inside of the system, you must have one of the following three roles: Home Visit
Manager, Home Visit Supervisor, or Home Visitor. If you have one of these three roles, then proceed. If you do not
have one of these roles and think you should, contact your supervisor for support.

1 In order to create a new family record, navigate to the “Families” grid from the Home Visit Manager
menu. Click on “Families and Parents” and then select “Families.”

2 The “All Families” grid is a helpful place to review all of the families inside of your agency from a single
place. This grid has many powerful functions, and becoming familiar with this grid is essential for
overseeing and managing family data.

In order to create a family, click the blue “+ Create New Family” button at the top of the record.
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3 This will open a modal titled “Create New Family.” Here you can enter in some initial information about
a family to create their record in Hubbe. Please note that a lot of these fields are not relevant to Home
Visiting programs and can be ignored for now. The only required fields are the “Household ID” and
“Household Name” fields. After entering information into these fields, click the blue “Save” button to
finalize the creation of the new family.

4 Clicking the blue “Save” button will automatically redirect you to the new family record you just
created. The family record is home to information about a family and if you would like to make any
changes to the family’s general information, click the blue “Edit” button at the top of the family record.
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This will prompt an “Update Smith Family” modal to pop up, which should appear like this:

If you are a CalWORKS funded program, you will want to make sure that you enter the CalWORKS
Case Number for the family. This field has important implications for reporting at the end of the year.

5 Once you are satisfied with the nformation that has been entered for the family record, you can
proceed with the creation of a parent/guardian record in the following section.
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Creating a Parent/Guardian Record

1 In order to create a record for a parent or guardian, you must start from a family record. In the previous
section, we created a new Family record for the “Smith Family”. From the Smith Family record,
navigate to the “Parents” tab and click the blue “Add Parent” button.

2 This will open an “Add New Parent” modal, where you can enter some initial information about the
parent in order to create their record in Hubbe. Please note that some of these fields are not relevant
to Home Visiting programs and can be ignored for now.
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Some fields that do have a significant impact on reporting and are recommended to complete include
the “First Name,” “Last Name,” “Parent ID,” “Primary Language,” “Ethnicity,” and “Race” fields. After
completing these fields, click the blue “Save” button to finalize the creation of the new parent.
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3 After clicking the blue “Save” button, the newly created parent will appear in the “Parents” tab. Click
the blue “View” button to view the parent record.

Once you’ve been redirected to the parent record, you can click the blue “Edit” button to make
changes to the parent’s information.
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4 If you are a CalWORKS funded program, there are additional fields on this record that have
implications on the HVP 19 report and should be filled out. If you know the current state of the
Welfare-to-Work status, scroll down to the “Welfare-to-Work” card and click on the blue “Edit” button
to open up the modal.

You can enter the current state of the Welfare-to-Work status here. If this is unknown at this time, you
can ignore it for now and return to it later.

If you do enter this information, finalize your data entry by clicking on the blue “Save” button at the
bottom of the page:

5 You can repeat this process again if you have another parent/guardian that will be participating. Once
all of the parents have been created, you are ready to add in a child (student) to this family. We can
navigate back to the Smith Family record to begin creating a child (student) Record.
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Creating a Child (Student) Record

1 You have to start from a family record in order to create a record for a child. In the previous section, we
created a new Family record for the Smith family. In order to create a new child record, navigate to the
“Children Enrolled” tab and then click the blue “Add Child” button.

2 This will prompt a “Create Student” modal to open. Here we can enter some initial information about
the child in order to create their record in Hubbe. Please note that a lot of these fields are not relevant
to Home Visiting programs and can be ignored for now.
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Some fields that do have a significant impact on reporting and are recommended to complete include
the “First Name,” “Last Name,” “Student ID,” and “Date of Birth” fields. After completing these fields,
click the blue “Save” button to finalize the creation of the new parent. Please note that there are other
fields that will have to be completed once the record is created.
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3 After clicking the blue “Save” button, the newly created student will appear in the “Children Enrolled”
tab. Click the blue “View” button to view the parent record.

Once you’ve been redirected to the student record, you can click the blue “Edit” button to make
changes to the student’s information.
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4 If you have a CalWORKS funded program, there are additional fields on this record that have
implications on the HVP 19 report and should be completed. On the student record, click on the pencil
icon next to “Demographic Information” to begin entering additional information about the child.

If you know information about the “Child’s Language,” “Ethnicity,” and “State Race,” enter the
information in the fields below. If you do enter this information, finalize your data entry by clicking on
the blue “Save” button at the bottom of the modal.

5 Repeat this process if you have another child/student that will be participating. Once all of the children
have been created, the initial family information input is complete!
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