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Family Application Messaging Tool

Roles that Have Access: Agency Admin, Intake & Eligibility Coordinator

The Family Application Messaging Tool allows enrollment specialists to communicate with families in a
more streamlined way that is more direct and faster than the notes feature in the Applications and
Waitlist grid.
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Enabling Hubbe Application Messaging

1 The Family Application Messaging Tool must be enabled in your agency’s preferences in order to
have access to this feature. If you would like to enable this setting, first click on the “Agency
Settings” menu item from the Agency Menu and then click on “Preferences.”

2 In your agency’s preferences, look for the “Enable Hubbe Application Messaging” setting. In order to
enable this setting (if it hasn’t been already), click the blue “Edit Preferences button.
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3 Click the dial button next to “Yes” beneath the “Hubbe Application Messaging Enabled” setting. Then
click the blue “Save” button.
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Navigating to the Family Application Messaging Tool

1 On the Agency Menu, select “Intake and Eligibility” and then “Applications and Waitlist.”

2 If you have the “Hubbe Application Messaging” setting enabled in your agency’s preferences (see the
previous section for instructions, you will be able to see a “Messages” column in each tab of the
Applications and Waitlist grid. For the purpose of this instruction sheet, we will just show the
“Messages” column as it appears in the “Waitlist” tab.
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Assigning a Case Manager

Assigning case managers prevents multiple staff members from sending the same message or
responding twice to parents. There are two ways to assign a case manager, which we will review in
the following subsections.

Assigning a Case Manager on the Waitlist Grid

1 As an Agency Admin or Intake & Eligibility Coordinator you will be able to view and read these
messages but you will not receive notifications or be able to respond unless you are the Case
Manager for that particular family application. If there is no Case Manager, you can assign one by
clicking the red “[Assign]” text in the “Case Manager” column.

2 In the “Assign a Case Manager” modal that pops up, you can type or select the name of the Case
Manager from the dropdown menu.
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3 Next you can choose to send an email notification to the selected case manager by clicking the
checkbox next to “Send Email Notification.” If you select this checkbox, the default email will appear.
You can make changes to the fields of the email and/or include attachments here if desired. Finally,
click the blue “Save” button to proceed.

4 If you are assigned as a Case Manager, you will be notified of new messages not only on the
Applications and Waitlist grid but also on the grey toolbar at the top of the page. The latter will
follow you throughout the system, so you can access your messages from anywhere in Hubbe.
Clicking on the envelope icon in either location will allow you to view your messages.
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5 Clicking on the envelope icon in the “Messages” column of the Applications and Waitlist grid will
result in a pop-up modal appearing. Here, staff can view messages between parents and the case
manager. If you are the case manager, you can respond to parent messages in this modal.
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Assigning a Case Manager Within the Messaging Thread Modal

1 Instead of assigning a case manager directly on the Applications and Waitlist grid, you can also
assign one within the messaging thread modal. Once inside the thread, click on the blue “Click Here”
text to assign a case manager.

2 This will prompt an “Assign a Case Manager” modal to appear, where you can type in or select a
case manager from the dropdown menu.
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3 Next you can choose to send an email notification to the selected case manager by clicking the
checkbox next to “Send Email Notification.” If you select this checkbox, the default email will appear.
You can make changes to the fields of the email and/or include attachments here if desired. Finally,
click the blue “Save” button to proceed.

4 After clicking the blue “Save” button, you can respond to messages or start a conversation.
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