% H U B B E Hubbeinc.com

Help System

How to Manage Parent Accounts

Roles that Have Access: Agency Admin, Agency Data Reporting Contact

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

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

Applebank USD Families and Parents v
Agency Programs * Families
Head Start > = Account and PIN
Management
Agency Settings ? * Document Management
Finance > . » NOA Notes
Staff > * Material Grants
Sites (9) » All Subsidized Certifications

Sessions/Classrooms (36) + Family Contract Management

o + PLIS Repart
Families and Parents b

+ CAPSDAC Report

Students »

Providers »

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.

Account and PIN Management

Home / Applebank USD / Account and PIN Management

Parent App Invite &, Download Parent App Invite ~

Verified Accounts Unverified Accounts Parents without Accounts Contacts Authorized Pickups

Y Filters

Generate PINs

Search:[Family ] Show [25 V]Entries | B Copy | ‘ B Excel | ‘ & Print ‘ Showing 1 to 25 of 309 entries (filtered from 316
Record y  Household Family
O Actions Email Type ID Name Parent ID Parent PIN
andrew+Rena@hubbeinc.com Family HHO01151 Rowlands  PA001143 RR6852
Family
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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.

Account and PIN Management

Home / Applebank USD / Account and PIN Management

Parent App Invite & Download Parent App Invite ~

Verified Accounts I Unverified Accounts Parents without Accounts

Grid Tools

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.

| B Copy ’ ‘ B Excel ’ ‘ = Print ’

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.

F“’“—‘“' Y Edit Filters \‘m
Generate PINs Search Field

Search: Show |25 vV |entries
[scarcn o (25~
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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.

Filters

Student Age You can select a date
Age by clicking on the
calendar icon

On or after

[ dd/yyyy

February 2022 v N

mm/dd/yyyy

and

mm/dd/yyyy

Su Mo Tu We Th Fr

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.

Click to clear all Click to apply all
selected filters selected filters

Q Apply filters

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.

Generate PINs

. o] Entering the family name, for
earch: |Flint S example, will display only the Showing 1to 1 of 1 entries (filtered from 316 total ent]

parents in this family in the grid

: d amily
O Actions Email Type D Name Parent ID Parent PIN Parent Name
hY
austinaflint@gmail.com.BAD  Family HH16292357  Flint PA16292357B  AF1474 Austin Flint
Family
Previous 1 ‘ Next
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Generate PINs

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.

Generate PINs

First select the parent(s)
in the grid, and then y | | WCSV | | 8 Print Showing 1 to 25 of 76 entries XL T D
click "Generate PINs"

- Family - Students
(] Email Name Parent ID Parent PIN Parent Name (DOB)

SC101651013 Dwyer $C101651013B , Miller Dwyer Elaina Dwyer

millerd@noemail.com
. Famil 09/09/16,
Actions ¥ amily (09/09/16)

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.”

Generate PINs

Email each parent with their newly generated PIN?

Cancel

'
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The email sent will look like the one in the image below.

Applebank USD Parent Portal PIN changed. inbox x &

noreply@hubbeinc.com 5:41 PM (1 minute ago) Yy €
to ericdono ~

Sender:
Ivory Montgomery at Applebank USD (ivory@noemail.com)

Hi Franny,
Your eSignature portal PIN at Applebank USD has been updated to the following:

FG3060

This will be the PIN cot®

e to sign your child in and out of preschool. Please contact your child's teacher for further questions/concerns.

The PIN will be
listed in the email

Remitente:
Ivory Montgomery de Applebank USD (ivory@noemail.com)

Hola Franny,
Su PIN del portal de firmag

FG3060

Este sera el codigo PIN que usara para registrar la entrada y salida de su hijo en el preescolar. Comuniquese con el remitente mencionado anteriormente si tiene
mas preguntas o inquietudes.

onica en Applebank USD se ha actualizado a lo siguiente:

$BHUBBE

Powered by Hubbe ©2022

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.

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.

G te PIN
el AN Type the name of the parent
[Search:{ I3 into the search field to quickly |SSE=YNA" Showing 1 to 23 of 23 entries
find an account
. Click the arrows to sort the
- Household Family . column in ascending or
O Actions Email ID Name Parent ID Parent PIN descending order

palomamcpherson@noemail.com  SC101621006 ~ McPherson  SC101621006A  PM5662 Paloma McPherson  Kallie
Family McPherson
(12/09/17)

michaeljameson@noemail.com HH14183070  Jameson PA14183082 MJ5822 Michael Jameson Chloe
Jameson
(09/25/16)
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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.

v Household Family
O Actions Email ID Name Parent ID
| her. Click on the respective 06 McPh o Y G T
Family

£ Reset Email

‘ & Reset Password noemail.com HH14183070 Jameson PA14183082
& Reset Parent Pin
£ Disconnect Account

nheel com HH12324710 Nolan PA12324712

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.

Update Portal Email oox

The email will not be updated until the account user verifies
the change. An email will be sent to the user to verify the
change.

palomamcpherson@noemail.com

Parent Portal Email G

palomamcpherson@gmail.com

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.

Reset Password rnox

Do you want to send the "Reset Password" link to

palomamcpherson@noemail.com?
Cancel Send
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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.

Edit Parent Portal Pin

ra
LaJ
X

Edit Portal Pin for Paloma McPherson 0

PM | 5662

() send email to parent

Check here to send email G )
to parent (if desired)

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

to ericdono «

Sender:
Ivory Montgomery at Applebank USD (ivory@noemail.com)

Hi Franny,
Your eSignature portal PIN at Applebank USD has been updated to the following:

FG3060

This will be the PIN cot®

e to sign your child in and out of preschool. Please contact your child's teacher for further questions/concerns.

The PIN will be

Applebank USD Parent Portal PIN changed. inbox &

noreply@hubbeinc.com 5:41 PM (1 minute ago) ¢ €

Remitente: listed in the email
Ivory Montgomery de Applebank USD (ivory@noemail.com)

Hola Franny,

Su PIN del portal de firma,g

FG3060

Onica en Applebank USD se ha actualizado a lo siguiente:

més preguntas o inquietudes.

$BHUBBE

Powered by Hubbe ©2022

Este sera el codigo PIN que usara para registrar la entrada y salida de su hijo en el preescolar. Comuniquese con el remitente mencionado anteriormente si tiene
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Disconnect Account

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.

Ge”e""“e s Type the name of the parent
ISearch: I into the search field to quickly [RSIIEEF= YN Showing 1 to 23 of 23 entries
- - find an account

Click the arrows to sort the

v Household Family . column in ascending or
] Actions Email ID Name Parent ID Parent PIN descending order
palomamcpherson@noemail.com  SC101621006 ~ McPherson  SC101621006A  PM5662 Paloma McPherson  Kallie
Family McPherson
(12/09/17)
michaeljameson@noemail.com HH14183070  Jameson PA14183082 MJ5822 Michael Jameson Chloe
Jameson

(09/25/16)

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”.

- Household
O Actions Email ID

palomamcpherson@noemail.com  SC101621006
2 Reset Email

‘ 2 Reset Password Inoemg#com HH14183070
2 Reset Parent Pin
& Disconnect Account

E— —— nheel.com HH12324710

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.

Disconnect from Portal Account rnox

Are you sure you want to disconnect Paloma McPherson from

their portal account?

8|Back to top



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.

Account and PIN Management

Home / Applebank USD / Account and PIN Management

Parent App Invite & Download Parent App Invite ~

Verified Accounts Unverified Accounts Parents with

Re-send Verification Email

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”

= Re-send Verification Email e
Search:{ ]Showentries ’ @ Copy ‘ ’ B Excel ‘ \ & Print } Shd
“*  Household Family Parent
= g Actions Email ID Name ID
—
e RosalynG@gmail.com 99684CC Gomez  PA99684CC
Family
7 brentnolan@gmail.com HH12324710  Nolan PA12324713
Family

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.

9|Back to top



Send Reminder Email H

Are you sure you want to resend the verification link to the 2 selected parents?

Cancel Save

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

From: <noreply@hubbeinc.com>

Date: Wed, Feb 23, 2022 at 3:06 PM

Subject: Verification Needed to Create Hubbe Parent Portal Account
To: <cierra+88@ipinwheel.com>

Applebank USD Application

A Hubbe parent portal account has been created using this email address. You must first verify your account’s email address by clicking (or copy-pasting into the browser) the one-
time link below.

Set your password
https://demo2.sishubbe.com/Parents/Applebank/Login/VerifyWithPassword?a=fd94e231-cbd4-4e96-86db-901ae 1507 ab1&e=cierra%2b88%40ipinwheel.com&v=
F2B59303A2DB46E5996CDAG2BID2919B

$BHUBBE

Disconnect Account

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.

+ Re-send Verification Email
Type the name of the parent
Search: ¥ into the search field to quickly [NSSEEEF=TAM, Showing 1 to 23 of 23 entries
find an account
Click the arrows to sort the
v Household Family . column in ascending or
O Actions Email D Name Parent ID Parent PIN descending order
palomamcpherson@noemail.com SC101621006 McPherson SC101621006A PM5662 Paloma McPherson  Kallie
Family McPherson
(12/09/17)
michaeljameson@noemail.com HH14183070  Jameson PA14183082 MJ5822 Michael Jameson Chloe
Jameson
(09/25/16)

10[Back to to



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”.

O Actions Email

Actions ~ Anna.lopez@me.cor

& Verify Account

O ‘ 0
&3 Reset Email
O ‘ X Disconnect Account r

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.

r=A
LJd
X

Disconnect from Portal Account

Are you sure you want to disconnect Paloma McPherson from

their portal account?

Reset Email

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.

=+ Re-send Verification Email
Type the name of the parent
Search: 3y into the §earch field to quickly |FeSEEE-Ym Showing 1 to 23 of 23 entries
find an account
Click the arrows to sort the
v Household Family . column in ascending or
(] Actions Email ID Name Parent ID Parent PIN descending order
palomamcpherson@noemail.com  SC101621006 ~ McPherson  SC101621006A  PM5662 Paloma McPherson  Kallie
Family McPherson
(12/09/17)
michaeljameson@noemail.com HH14183070 Jameson PA14183082 MJ5822 Michael Jameson Chloe
Jameson
(09/25/16)
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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”.

O Actions Email

Actions ~ Anna.lopez@me.com.

@ Verify Account

£ Reset Email

U | X Disconnect Account  3-c

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.

rA
Ld
X

Update Portal Email

The email will not be updated until the account user verifies
the change. An email will be sent to the user to verify the

Old Email
Address

change.

Anna.lopez@me.com.BAD

NEW Email
Parent Portal Email Address

Anna.lopez@gmail.com

Cancel Save

Manually Verify Account

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.

12|Back to top



+ Re-send Verification Email
Type the name of the parent
Search: into the §earch field to quickly [RSIREEF= YN Showing 1 to 23 of 23 entries
find an account
Click the arrows to sort the
v Household Family . column in ascending or
O Actions Email D Name Parent ID Parent PIN descending order
palomamcpherson@noemail.com  SC101621006  McPherson  SC101621006A  PM5662 Paloma McPherson  Kallie
Family McPherson
(12/09/17)
michaeljameson@noemail.com HH14183070  Jameson PA14183082 MJ5822 Michael Jameson Chloe
Jameson
(09/25/16)

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”.

O Actions Email

@ Verify Account

&4 Reset Email

O ‘ X Disconnect Account <

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”

ra
Ld
X

Manually Verify Account

Are you sure you would like to mark the
Anna.lopez@me.com.BAD portal account as verified? Please make
sure this is the correct email address for the parent before doing
so to prevent messages being sent to the wrong email address.
The parent will receive an email to set or reset their password.

13|Back to to



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.

Account and PIN Management

Home / Applebank USD / Account and PIN Management

Parent App Invite & Download Parent App Invite ~

Verified Accounts

Unverified Accounts

Parents without Accounts

Enter/Update Email Addresses

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.

Search: |

|Show 25 ~|entries

Household , Parent

Parent

Click the pencil icon

to enter an email

O

1D Name Email

Family
Size

300616CC

PA12542615 Kenneth

[Mo email entered] Mraz 5
Mraz Family
300616CC PA3D0616CC  Jalon Thao  [Mo email entered] p’ Mraz 5

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

Update Parent Email HIHR S

Email

[ kennethm@noemail.com ]

Cancel Save

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.

14|Back to top



Search:l |5how 25 ~|entries

Household , Parent Parent Family
O D D Name Email Name
@ 300616CC PA12542615 Kenneth [ kennethm@ngemail_com]f Mraz
Mraz Family

Generate PINs

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.

Verified Accounts Unverified Accounts Parents without Accounts Contacts Authorized Pickups

o Parents must have an email to create an account.

=+ Create Portal Accounts | Generate PINs

First select the parent(s)

Y Filters in the grid, then click
"Generate PINs"
Search:[ owing 1 to 25 of 559 entries
Parent , Family Family
=] Parent ID Name Email Name Size Income
SC101621001 SC101621001B Alijah [No email entered] #* Craig 5 $1,205.00
Craig Family
o 319759CC PA319759CC Allan [No email entered] #° Reynolds 4 $694.00
Stanikzai Family

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.”

Generate PINs

i
X

Email each parent with their newly generated PIN?

The email sent will look like the one in the image below.

15|Back to to



Applebank USD Parent Portal PIN changed. inbox x

noreply@hubbeinc.com
to ericdono v

Sender:
Ivory Montgomery at Applebank USD (ivory@noemail.com)

Hi Franny,

Your eSignature portal PIN at Applebank USD has been updated to the following:

FG3060 |

This will be the PIN cot®

The PIN will be
listed in the email

Remitente:
Ivory Montgomery de Applebank USD (ivory@noemail.com)

Hola Franny,

Su PIN del portal de firma s

FG3060

Onica en Applebank USD se ha actualizado a lo siguiente:

mas preguntas o inquietudes.

$BHUBBE

Powered by Hubbe ©2022

5:41 PM (1 minute ago)

e to sign your child in and out of preschool. Please contact your child's teacher for further questions/concerns.

Este sera el cddigo PIN que usara para registrar la entrada y salida de su hijo en el preescolar. Comuniquese con el remitente mencionado anteriormente si tiene

Create Parent Portal Accounts

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.

Search:
A checkbox appears
when the email is entered Family Family
B - - - Email Name Size Income
E 300616CC PA12542615 Kenneth kennethm @noemail.com , Mraz 5 $1.387.00
Mraz Family
30 PA300616CC  Jalon Thac  [No email entered] &° Mraz 5 $1.387.00
Family
301218CC i ed] & Osinski 5 $2,987.00
No email, so no checkbox Family

To use the search filters to sort through the grid, click on the blue “Edit Filters” text and select/enter

your desired filters.

Filters

You can select a date T
by clicking on the
calendar icon

Student Age
Age 5

On or after

BV dd/ryyyy mm/dd/yyyy
d
February 2022 + N an
mm/dd/yyyy
Su Mo Tu We Th Fr
30 31 1 2 3 4 5
6 7 8 9 10 1 12

13 14 15 16 17 18 19
20 21 22 [ekM 24 25 26
1.2 3

6 7 8 9 10

Clear
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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.

Click to clear all
selected filters

Click to apply all
selected filters

D Reset Q Apply filters

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.

Search: [Kenneth

Househeld 4 Parent Parent Family Family
[l ID ID Name Email Name Size Inco|
D 300616CC PA12542615 Kenneth kennethm@noemail.com y’ Mraz Family 5 $1,387
Mraz
Showing 1 to 1 of 1 entries (filtered from 674 total entries)  Previous ‘ 1 ‘ Next

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.

Parents with Accounts Parents with Pending Accounts Parents without Accounts

o Parents must have an email to create an account.

I =+ Create Portal Accounts I—_

Filters: ¥ cqit Filters

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.”

Create parent accounts

Clicking save will create an account for the 1 family selected

Each parent will receive an email to set up their account information.

‘ Cancel ‘
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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.

Account and PIN Management

Home / Applebank USD / Account and PIN Management

Parent App Invite & Download Parent App Invite ~

Verified Accounts Unverified Accounts Parents without Accounts Contacts Authorized Pickups J

Editing Contacts & Authorized Pickups

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:

Contact First Last
O Actions ID Name ° Name PIN
@y  EC18476625 Whitney  Torp WT1234

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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Update Emergency Contact/Authorized Pickup HIHD

Select the type of contact: Designate if they are an
Emergency Contact Or
Authorized Pickup Only

I' Emergency Contact @ Authorized Pickup Only

Photo

Upload or
Upload | Remove Remove a Photo

Edit General Information
and/or their PIN

Authorized Pickup ID First Name Last Name
AK001340 Whitney Torp
|Relationship To Child Phone Number 1 Phone Number 2
Aunt (555) 538-279%
Portal Pin
WT1234

Example: AA1234 or 1234 .

Cancel Save

Deleting Contacts & Authorized Pickups

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:

Contact First Last
O Actions ID Name * Name PIN
P4 R EC18476625 Whitney Torp WT1234

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.

ra
X

Remove Emergency Contact

Are you sure you want to delete the Emergency Contact Whitney
Torp?
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Generate Contacts & Authorized Pickups PINs

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.

I Generate Authorized Pickup PINs

Y Filters First select the Contact

(s)/Authorized Pickup(s) in the grid,
and then click "Generate PINs"

Search: | Lucas

Auttiorized Relationship to
Pickup ID Name Name PIN Child

AK001337 Lucas Ramirez Uncle

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

Please Confirm D <

Generate PINs for the 1 selected contact(s)?

Cancel Yes
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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.

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”.

Account and PIN Management

Home / Applebank USD / Account and PIN Management

Parent App Invite & Download Parent App Invite ~

Verified Accounts Unverified Accounts Parents witho|

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.

Invite Parents to the Mobile App 1x

Sender

Mark Edward Click and type to enter
email addresses of parents.
Recipients

ICIick here to enter email addresses I

Recipients are emailed individually and do not see each other's addresses
Subject

Download The Hubbe App

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.

Invite Parents to the Mobile App X
Sender
Mark Edward
Recipients
Click here to enter email addresses \
REEFENSEIEENEIEE  Click and type to customize the &5

subject line if desired
Subject
l Download The Hubbe App ]
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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.

Invite Parents to the Mobile App I
Body -
€ (7 System Font v 12pt v B I U Avaeyv = = = =

oo

Your Agency Logo
will appear here.

Applebank Unified School District

Dear Parent/Guardian

You have been invited to use our Hubbe Parent app. Once you have downloaded our app on your
phone either scan the code below from another device or click the link below using your device.

Eul" .'E QR Code for parent to scan
M once app has been downloaded.

https://demo?2.sishubbe.com/Home/OpenApp?AgencyKey=fd94e231-cbd4-4e96-86db-
901ae1507ab1

AN

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.

@ Attachments [Nzl

e No attachments selected
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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.

Cancel

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.

Account and PIN Management

Home / Applebank USD / Account and PIN Management

B Parent App Invite J & Download Parent App Invite ~

& Download Invite PDF - English

Verified Accounts coun

& Download Invite PDF - Spanish

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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125% +

Parent Hubbe Invite

Applebank USD

Instructions on how to get the Parent Hubbe mobile app:
1. Open your mobile device's app store
2. Search for "Parent Hubbe"
3. Click "Get" or "Install"

Once you've downloaded the Parent Hubbe mobile app on your device, scan this QR code
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