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The CLASS Assessments created in the MyTeachstone Data System are now flowing over in real-time into 
your Hubbe Data System.  This instruction sheet provides instructions for how to view these CLASS 
Assessments and process them within your Hubbe System.   

 

Accessing the MyTeachstone CLASS Assessments 
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From the Agency Menu, navigate to the Assessments, Referrals, and Inclusion menu item and click 
into the CLASS Assessments submenu item.  From this grid, click into the tab at the very end titled 
CLASS Pre-K (Teachstone): 
 

 
 

The CLASS Assessments stored on this grid in your Hubbe System were all created in the MyTeachstone 
data system. They have been populated onto this grid using an API or webservice we have created in 
collaboration with the MyTeachstone engineering team. The CLASS Assessments on this grid will 
remain here until you import them into the correct session. For now, this is a manual process that we 
hope is simple and easy to do using the grid features we have built. We made the decision not to import 
any CLASS Assessments automatically at this time. Using this grid to manually import the assessments 
will ensure initially that we are not duplicating any CLASS data that may have been entered into both 
systems this spring. It also gives us time to work on matching the data from MyTeachstone with the 
correct agency/site/session in your Hubbe System. Once we implement this initial process, the Hubbe 
Team will work with all stakeholders to begin implementing more automation for this data sharing when 
we are confident the data will automatically flow into the correct sessions/classrooms in your Hubbe 
system.   
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Matching the CLASS Assessments with the correct Site and Session in Hubbe:  There are (3) IDs 
that we are using to match the data coming from MyTeachstone into Hubbe as follows:  
 

Agency Vendor Number  
Site CDS Code 

Session CAPSDAC ID 
 

 If the CLASS Observer entered these (3) pieces of data into the MyTeachstone data system, the 
Hubbe System will automatically surface the correct “Agency” “Site” and “Session” on this grid in 
your Hubbe as in this example below:  
 

 
 

The Hubbe System will surface as much data as possible automatically for all matching Agency 
Vendor numbers, Site CDS codes and Session CAPSDAC IDs.  As an agency user, your grid will 
always display only those CLASS Assessments that already contain your Agency Vendor ID.  You will 
only need to match “Site” and “Session” if/when the CDS code and the CAPSDAC IDs are missing.  
When those IDs are not found in one or both systems, use the YELLOW “Assign” buttons to select 
the correct entities. YOu can see in the example below that the CDS codes were correctly matched 
for all 3 sites already.  All the user must do is match the specific “Session” for each CLASS 
Assessment coming over from the Myteachstone System.   
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 When you select the yellow “Assign Site” or “Assign Session” buttons, you will get a modal with a 
drop down list for selections as in the example below.  If you can determine the site first, then the 
“Assign Session” button will only contain sessions from that site.  
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Matching Staff:   The agency managers can also process the CLASS Observer and the staff in the 
classroom the day of the assessment to ensure the CLASS Assessments you import from 
MyTeachstone have the correct staff located on them using the staff records in your Hubbe System.  
We have developed code to automatically find matches in people involved in the assessments using 
FirstLast name and staff email addresses.  When the system can automatically find matches, you will 
see GREEN indicators that staff are already matched.  If the system could not identify 100% of the 
staff, you will see a number representing how many staff matches were found (i.e. ⅔) and the button 
will be YELLOW indicating that you can manually try to match the staff that are not yet matched.   
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Once you select the “Match Staff” button, you have (3) choices on the pop-up modal: 
 

1.​ Use Existing Staff:  This option surfaces a drop down field of all of the current staff for the 
“Observer” role and all the ECE staff records at the agency selected for the “Educator” roles.  
By selecting from the drop down fields in this option, you are identifying a match between the 
staff in the MyTeachstone System and the correct staff record in your Hubbe system.  If the 
First and last name of the staff and/or their email address are the same in both systems, the 
match will be made automatically.   

 
2.​ Create New Staff:  This option allows you to create a new staff record in your system by 

entering their First and Last name and email address.  If the email for the person was entered 
into MyTeachstone, we surface that data on the grid to help make this easy for you to do.  If 
an observer has more than (1) CLASS Assessment coming from MyTeachstone, once you 
match  the observer the first time, the data system will auto-fill all the other assessments with 
that observer match.   

 
3.​ Dismiss:  Use this option if you do not want to match staff to the imported CLASS 

Assessment.   
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Importing the CLASS Assessment 
 

1 
 

Once all staff have been matched or created in the Hubbe System and the Site and Session the 
CLASS Assessment should be imported into have been managed, the assessment is ready to be 
imported.  To import the data, first select the row for each CLASS that is ready for import.  Then 
select the BLUE  “Import Selected”action  button.   
 

 
 

You will receive a validation message if the import was successful. 
 

 
 

Once you have “Imported” the selected row(s), that row will no longer surface on the grid by default, 
and you can move onto the next CLASS to import.  You can also remove the filter that is 
automatically surfacing only assessments that need to be processed to view all IMPORTED and NOT 
YET IMPORTED CLASS Assessments:   
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It will be very clear which CLASS Assessments have been imported and which still need to be 
processed.  The imported assessments have a green band in the entire row:   
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Once you successfully import a CLASS Assessment, you can view it inside Hubbe on the Session 
Record by navigating to the Session Menu.  The newly imported CLASS Assessments will also be 
surfaced in the All CLASS Assessments in each of the other tabs based on assessment type:  
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