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Agency Admins can manage parent accounts using the “Account and PIN Management” grid. Using this grid, Admins can assist with 
quickly changing a parent’s email address, resetting a username and/or password, updating parent PINS, and immediately notifying the 
parents/guardians of the change. 
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Navigating to the Account and PIN Management Grid 

 

1 
 

From the Agency Menu, click on the Menu item for “Families and Parents” and then click on “Account 
and PIN Management.” 

 

 

 
 
 
 
 
 
 

 

 

 

 

 

2 
 

You will then be directed to the “Account and PIN Management” record. This record includes every 
account with a Family Application, whether the status of the application is Not Started, In Process, 
Submitted, Revisions Needed, or Approved - as well as all parent records that have a parent portal 
account created. Those parents with a parent portal account will be listed in the “Parents with 
Accounts” tab and those without a parent portal account will be listed in the “Parents without 
Accounts” tab. You can create new parent accounts right from this record, as well as many other 
features that will be covered in this instruction sheet.  
 

 
 

 

1|Back to top 



Verified Accounts 
 

 
 

The first tab displayed on the page titled, “Verified Accounts” includes a grid listing all parents at the 
agency that have a verified parent portal account. When a family has been invited to complete a family 
application via Hubbe, the application’s account will appear in this tab (with the email associated with 
the application). This section will review the actions and features available in this tab. 
 

 

 

Grid Tools 
 

1 
 

There are three (3) action buttons within the grid in the "Verified Accounts” tab: Copy, Excel, and Print. 
The “Copy” button will copy all the parent accounts listed in the grid to your computer’s clipboard. The 
“Excel” button will download an Excel copy of the parent accounts listed in the grid. The “Print” button 
will allow you to print the parent accounts listed in the grid. 
 

 
 

2 
 

The grid features search filters and a search field that both influence the “Copy,” “Excel,” and “Print” 
buttons in the grid. The criteria applied to the grid, whether by the filters or search field, will be the only 
parent accounts that show up in your copy, download (Excel), and print. 
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To use the search filters to sort through the grid, click on the blue “Edit Filters” text and select/enter 
your desired filters. 
 

 
 

Once you have selected your desired filters, click “Apply filters” to apply all selected filters. If you 
would like to clear all selected filters, click the “Reset” button. 

 

 
 

To use the search field, enter the applicable information into the text field, such as the parent name, 
family name, parent ID, parent PIN, household ID, students, or email. 
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Generate PINs 

 

1 
 

The parent PIN is used by the parent to sign into the eSignature portal to mark their child’s attendance 
when they are dropping their kid off/picking their kid up. You can generate the PIN right from the 
“Verified Accounts” tab, as described below. 
 
To generate a PIN, first click the checkbox next to all the parents you would like to generate a pin for. 
Then click the “Generate PINs” button above the grid.  
 
Please note that you will only notice a checkbox next to parents who have a parent record in 
Hubbe and have yet to get a PIN. The parents that do NOT have a checkbox meet one of the two 
following criteria: a PIN has already been generated for the parent, or the parent has not yet had 
a parent record created and will need to have a record created before they can get a PIN. 
 

 

 

2 
 

In the modal that appears, select whether you would like to send an email to the parent with their new 
PIN. We highly recommend that you send an email to easily provide the parent their new PIN. Then 
click “Save.” 
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The email sent will look like the one in the image below. 
 

 

 

Reset Email/Password/Parent Pin 

​  
For parents that already have accounts, there are several actions that can be taken to help resolve issues they 
may be experiencing. We can assist them directly from the grid. 

1 
 

Here you can reset either the email, password, or parent pin for any Parent Portal account. To do so, 
first locate the family account that you would like to modify. You can use the search bar to quickly look 
up the email, parent name, or student name. You can also sort each column in either ascending or 
descending order to easily organize the grid.  
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2 
 

Once you have located the family account, click the “Actions” button on the left-hand side of the grid. 
This will expand to show a list of several fields that can be reset.   
 

 
 

3 
 

Clicking on the “Reset Email” option will open up the modal shown below. In the text space provided, 
enter the new parent portal email for this user, and click on the blue “Save” button. This will also send 
a confirmation email to verify the change.  
 

Please note that the parent portal account’s email will not be changed until the parent clicks on the 
verification link in the email sent to them and logs in. 
 

 
 

4 
 

Clicking on the “Reset Password” option will open up the modal shown below. Click on the blue 
“Send” button to email a Reset Password link to the parent’s email. 
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5 
 

Clicking on the “Reset Parent Pin” option will open up the modal shown below. In the text space 
provided, enter the new parent pin for this parent, and click on the blue “Save” button. You may also 
check the box for “Send email to parent” to email these changes to the parent, if desired. This will 
update the Pin immediately, making the previous Pin no longer usable. 
 

 

 

6 
 

The email sent to the parent will be displayed in the email, as seen in the image below. 
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Disconnect Account 
 

1 
 

In addition to resetting the Parent’s email/password/parent pin, you also have the option to disconnect 
their parent portal account entirely. Doing so will block the respective parent from being able to login 
into the parent portal unless a new parent portal account is created for them. 
 

In order to disconnect a parent portal account, first locate the family account that you would like to 
modify. You can use the search bar to quickly look up the email, parent name, or student name. You 
can also sort each column in either ascending or descending order to easily organize the grid.  
 

 

 

2 
 

Once you have located the family account, click the “Actions” button on the left-hand side of the grid. 
This will expand to show a list of several fields, click on the one labeled “Disconnect Account”. 
 

 
 

3 
 

A modal will pop up, asking if you are sure you want to disconnect the parent from their portal 
account. If you are certain this is the action that you wish to take, click on the red “Delete” button. 
Otherwise, click on the “Cancel” button to go back to the grid. 
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Unverified Accounts 
 

 
 

The second tab displayed on the page titled, “Unverified Accounts” includes a grid listing all parents at 
the agency that need to verify their account’s email address. They can do this by clicking the 
verification link sent in an email upon creating their account or by accepting the agency under the 
agency dropdown at the top right of their parent portal homepage. This section will review the actions 
and features available in this tab. 
 

 

 

Re-send Verification Email 
 

1 
 

Parents who are housed within this tab shouldn’t be there for long. Oftentimes the reason they still 
have their account pending is because they never clicked on the verification link sent to their email 
originally. In order to make it as easy as possible, you have the option to re-send the verification to one 
or more parents from the grid. To do so, first check the boxes next to the parents that you want to 
re-send the verification email for, then click on the blue button labeled “Re-send Verification Email” 
 

 
 

 

2 
 

This will open up a modal confirming that you want to resend the verification link to the parent(s) that 
you selected in the grid. You can click on the blue “Save” button to finalize your decision, and send the 
reminder emails with the verification link included.  
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3 
 

The email sent to the parent will be displayed in the email, as seen in the image below. 
 

 

 
 

Disconnect Account 
 

1 
 

You also have the option to disconnect their parent portal account entirely. Doing so will block the 
respective parent from being able to login into the parent portal unless a new parent portal account is 
created for them. 
 

In order to disconnect a parent portal account, first locate the family account that you would like to 
modify. You can use the search bar to quickly look up the email, parent name, or student name. You 
can also sort each column in either ascending or descending order to easily organize the grid.  
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2 
 

Once you have located the family account, click the “Actions” button on the left-hand side of the grid. 
This will expand to show one option, click on the one labeled “Disconnect Account”. 
 

 
 

3 
 

A modal will pop up, asking if you are sure you want to disconnect the parent from their portal 
account. If you are certain this is the action that you wish to take, click on the red “Delete” button. 
Otherwise, click on the “Cancel” button to go back to the grid. 
 

 

 

Reset Email 
 

1 
 

You also have the option to reset the email that is associated with their Parent Portal account. 
Perhaps there was a typo, or the parent wishes to use a different email address altogether. In this 
case, we would want to reset their email. 
 

In order to reset the email associated with the parent portal account, first locate the family 
account that you would like to modify. You can use the search bar to quickly look up the email, 
parent name, or student name. You can also sort each column in either ascending or descending 
order to easily organize the grid.  
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2 
 

Once you have located the family account, click the “Actions” button on the left-hand side of the 
grid. This will expand to show one option, click on the one labeled “Reset Email”. 
 

 
 

3 
 
 

A modal will pop up, asking if you would like to update the email address for the parent. You can 
enter in the updated email address and click “Save” to send the parent a verification email to their 
new address. Otherwise, click on the “Cancel” button to go back to the grid. 
 

 

 

Manually Verify Account 
 

1 
 

Finally, You also have the option to manually verify the email that is associated with their Parent 
Portal account. If the parent is unable to verify their email address themselves, and have 
confirmed with you that it is the email they wish to use— you are able to verify it for them. 
However, this is something we recommend using as a last effort. 
 

In order to manually verify the email associated with the parent portal account, first locate the 
family account that you would like to modify. You can use the search bar to quickly look up the 
email, parent name, or student name. You can also sort each column in either ascending or 
descending order to easily organize the grid.  
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2 
 

Once you have located the family account, click the “Actions” button on the left-hand side of the 
grid. This will expand to show one option, click on the one labeled “Verify Account”. 
 

 
 

3 
 

A modal will pop up, asking if you are sure you want to manually verify the email address for the 
parent. If you are certain, you can click “Verify”, or if you change your mind you can click “Cancel” 
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Parents Without Accounts 
 

 
 

The third tab displayed on the Account and Pin Management record titled “Parents without Accounts” 
includes a grid listing all parents that have a parent record on your system but have yet to have a 
parent portal account created for them. In this tab, you can create a parent portal account, which will 
transfer that parent to the “Unverified Accounts” tab. 
 

 
 

Enter/Update Email Addresses 

 

1 
 

The parents listed in this grid have been entered into Hubbe without a parent portal account. To create 
a Parent Portal account for a parent here, you must first enter their email address if they do not already 
have one. 
 

To enter or edit an email address for a parent in the grid, click the pencil button next to the email (or 
lack of email) in the “Email” column. 
 

 
 

2 
 

In the modal that appears, enter the parent’s email address and then click “Save.” 
 

 

 

3 
 

You will notice the updated email address in the “Email” column. There will also now be a checkmark 
to the far left of the parent’s row, which can be selected to create a portal account for that parent. 
Please refer to the next section to learn how to create a parent portal account. 
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Generate PINs 

 

1 
 

The parent PIN is used by the parent to sign into the eSignature portal to mark their child’s attendance 
when they are dropping their kid off/picking their kid up. You can generate the PIN right from the 
“Parents without Accounts” tab, as well. 
 
To generate a PIN, first click the checkbox next to all the parents you would like to generate a PIN for. 
Then click the “Generate PINs” button above the grid.  
 

 

 

2 
 

In the modal that appears, select whether you would like to send an email to the parent with their new 
PIN. We highly recommend that you send an email to easily provide the parent their new PIN. Then 
click “Save.” 
 

 
 
 

The email sent will look like the one in the image below. 
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Create Parent Portal Accounts 

 

1 
 

To create a Parent Portal account for a parent listed in the grid, first select the parent by checking the 
box to the left of their “Household ID.” Please note that the parent must have an email address to 
create a portal account. The checkbox to select the parent will not display until an email is created, 
which you can find instructions for in the previous section. 
 

 
 

To use the search filters to sort through the grid, click on the blue “Edit Filters” text and select/enter 
your desired filters. 
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Once you have selected your desired filters, click “Apply filters” to apply all selected filters. If you 
would like to clear all selected filters, click the “Reset” button. 

 

 
 

To use the search bar, simply type information pertaining to the parent you’re looking for into the text 
field, which can be information from any of the columns listed on the grid such as the parent name.  

 

 

 

2 Once you have selected all the parents you would like to create a portal account for, click the blue 
“+Create Portal Accounts” button at the top of the page. 
 

 

 

3 
 

In the modal that appears, the number of parents you have selected to create a portal account for will 
be listed. An email will be automatically sent to each parent with information on how to login and the 
verification link to lead them to the login page. Click “Save.” 
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Contacts & Authorized Pickups 
 

 
 

The final 2 tabs displayed on the Account and PIN Management record titled, “Contacts” and 
“Authorized Pickups” respectively. From these two tabs, you can edit/manage information related to 
existing contacts or authorized pickups. You also have the ability to generate PINs for all of these 
Contacts & Authorized Pickups, or remove them all together. 
 

 
 

Editing Contacts & Authorized Pickups 

 

1 
 

From this grid you have the ability to edit the information related to each Contact And/or Authorized 
pickup. To edit these records, click on the pencil icon in the “Actions” Column of the grid: 
 
 

 

 

2 
 

This will open up the “Update Emergency Contact/Authorized Pickup” modal. From this page, you can 
edit the information related to the Emergency Contact/Authorized Pickup. Such as changing the 
designation of the contact, uploading a photo, or adding contact information. If you are happy with 
changes that you have made to the record, click the blue “Save” button. To cancel any changes made, 
click on the grey “Cancel” button instead. 
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Deleting Contacts & Authorized Pickups 

 

1 
 

From this grid you have the ability to Delete a Contact And/or Authorized pickup. To delete these 
records, click on the trash can icon in the “Actions” Column of the grid: 
 

 

 

2 
 

This will open up the “Remove Contact/Authorized Pickup” modal. From this page, you confirm that 
you want to Delete the Contact/Authorized Pickup. To cancel any changes made, click on the grey 
“Cancel” button instead. 
 

 
 

19|Back to top 



 

 

Generate Contacts & Authorized Pickups PINs 

 

1 
 

The PIN is used by the Authorized Pickup/Contact to sign into the eSignature portal to mark their 
child’s attendance when they are dropping their kid off/picking their kid up. You can generate the PIN 
right from the tab,, as described below. 
 
To generate a PIN, first click the checkbox next to all the Contact/Authorized Pickups you would like to 
generate a pin for. Then click the “Generate PINs” button above the grid.  
 
Please note that you will only notice a checkbox next to a Contact/Authorized Pickups who have 
a PIN. 

 

 

2 
 

In the modal that appears, confirm that you want to Generate a PIN for the selected 
Contact(s)/Authorized Pickups. Then click “Save.” 
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Parent App Invite 
 

 
 

In addition to managing parent portal account information, you also have the ability to easily share 
download information for the Hubbe Parent App. The Parent Hubbe App is available on the Apple App 
store or the Google Play store. From the App, parents can login to their parent portal accounts and 
view all relevant information from a convenient platform.  
 

In this section we will show you how to quickly and easily share steps on how to download the Hubbe 
Parent app with your parents. You can do this with an email invite directly from the grid, or through 
utilization of a PDF download. 

 

1 
 

In order to invite parents to the Parent Hubbe app, click on the blue button at the top of the page 
labeled “Parent App Invite”.  
 

 
 

2 
 

A modal will pop up, with fields for Recipients, Subject, Body, and Attachments. By default, there will 
be no recipients, so you can enter the parent emails in the text field provided. 
 

 
 

3 
 

You can also enter a subject line for the email as well. By default, the subject line will read “Download 
the Hubbe App”, but this can be edited to whatever you want it to read. 
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4 
 

To make things easy, there is also a body massage pre-created for you as well. The message will 
contain your agency logo, as well as a QR code for the parent to scan once the app has been 
downloaded. Just like for the subject line, this text can be customized before sending out the email. 
See below for a sample portion of an email inviting parents to the mobile app. 
 

 
 

 

5 
 

You even have the option to add attachments to the invite email before sending as well, just click on 
the “Choose Files” button at the bottom of the modal, and select the file that you wish to attach. 
 

 

 

22|Back to top 



6 
 

When you are happy with your recipient list, subject, body, and attachments provided, you are ready 
to send the email. Click on the blue “Send” button to send out an email to all your parents inviting 
them to download the Parent Hubbe app. 
 

 
 

 

Download Parent App Invite 
 

 
 

In addition to emailing users from the grid, you may wish to print out or share a PDF download with 
them instead. In order to download the PDF for the Parent App Invite, click on the blue button at the 
top of the page labeled “Download Parent App Invite”, and select your desired language. 

 
 

 
 

 
 
 

 Doing so will download a PDF of the instructions to download the Hubbe Parent app from the Apple 
App Store or Google Play Store. You can print out this download and share with them or email it to 
them. You can see an example of this PDF Download on the next page: 
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