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Managing Assigned Staff in a Stipend Track

Roles that Have Access: Funder Admin, Stipend Manager, Stipend Approver with certain restrictions

The Stipend Track page features many functionalities to streamline the stipend workflow. This
instruction sheet will show you how to update a staff’s status of a stipend, create staff accounts/reset
passwords, email staff right from the grid, download staff mailing labels, download staff progress, and
remove staff from the stipend.
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Navigating to Assigned Staff

Once you have assigned staff to a stipend track, there are many features included in the “Assigned
Staff Stipends” grid that allows you to manage a staff’s stipend and communicate with the staff
member.

Within a stipend track, you will notice many buttons at the top of the “Assigned Staff Stipends” tab.
Each of these functions will be reviewed in this instruction sheet, as well as how to remove a staff
member from a stipend track.

Note: The first two buttons in the grid (“Assign Staff to Stipend Track” and “Assign Stipend Approver”)
have to do with setting up a stipend track and are accordingly explained in the instruction sheet titled,
“Setting Up a Stipend Track.”
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Updating the Status of a Stipend

The “Status” column shows the current status for those involved in the program. There are eight staff
status types: “Available,” “Applied,” “Application Pending,” “Denied,” “Waitlisted,” “Accepted,”
“Approved,” and “Paid.” The default status that appears next to assigned staff is “Available''; however,
this can be toggled between “Available”, and “Applied” through the edit feature of the stipend track
described below.

The Funder Admin, Stipend Manager, and Stipend Approver roles can all update the status of a
stipend for the participating staff.

1 From the “Assigned Staff Stipends” grid, the Funder Admin, Stipend Manager, and Stipend Approver
roles can toggle the status of each staff member’s stipend participation. To do so, select all the staff
members whose status you’d like to update, and then click the blue “Update Status” button at the top
of the grid.
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2 A modal will appear. Choose the status of the staff member’s participation and the applicable date.
Click “Save.”

3 The status of the stipend will be updated for each staff member you selected, which you can see in
the “Status” column in the grid.
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Creating Staff Accounts & Resetting Staff Passwords

The Stipend Management feature within iPinwheel is designed to allow county administrators to easily
manage staff participation and progress in a stipend program. In order to do so, the staff member
must have an iPinwheel account. We have included the ability to create staff accounts and update
log-in information right from the “Assigned Staff Stipends” grid. Funder Admins, Stipend Managers,
and Stipend Approvers can all create staff accounts and reset passwords. Please follow the directions
below to create and/or update staff account details.

1 You will notice if a staff member assigned to a stipend does not have an iPinwheel account if their
“Account” field is empty in the grid. For example, in the grid below Natalie Fields does not have a staff
account yet.

2 To create an account for the staff member, select their row in the grid in the leftmost column.
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3 Then, click the blue “Create Accounts” button.

4 A modal will appear that shows the staff member(s) for which you are creating an account. Click
“Send” and they will be sent an email with log-in information and a link to the log-in page. The
username and password will be automatically generated by iPinwheel. Once they sign in, they will
have access to their staff account.

The email sent will look like the image below.
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5 In the grid, you will then see account details in the “Account” column for that staff member.

6 If you would like to reset a staff member’s password to their account, click “Reset Password” in the
“Account” column.

7 Enter the new password and then again in the “Confirm Password” field. iPinwheel will automatically
generate a random password which you will see in the password fields. You can choose to keep or
override this password. We recommend you keep the “Email changes to staff” checked so the staff
member will be sent an email with their new password to their staff account. Then click “Save.”
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Emailing Staff from the Stipend Grid

The “Email Staff” feature allows you to communicate with the stipend participants right from the
stipend track. You may want to email participants to welcome them to the stipend track, remind a
participant to complete requirements by a certain date, or bring any issues about submitted material to
a participant’s attention. Funder Admins, Stipend Managers, and Stipend Approvers can all email staff
from the “Assigned Staff Stipends” grid. Please follow the directions below to send an email.

1 The “Assigned Staff Stipends” tab features an “Email Staff” functionality that allows you to send a
personal email or email blast to assigned staff regarding the stipend program. To do so, first select all
the staff members to whom you wish to send an email in the leftmost column. Then click the blue
“Email Staff” button.

2 In the modal that appears, you will notice the email addresses of the selected staff populated in the
“Recipients” field. You have the option of adding more email addresses here, or clicking the “Copy
Emails” button to copy the emails and send the message in your own email account as another option.
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3 Then enter the subject and body of the email. If applicable, add attachments at the bottom. When you
are done, click “Send.”
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Downloading Filtered Staff Mailing Labels

The Staff Mailing Labels feature allows you to download and access the mailing labels for any staff in a
stipend, which can be useful for sending stipend compensation. Any filters that you apply to the grid
will influence the download to only include the staff displayed in the grid, such as all staff that work at
Applebank USD agency as seen in the example below. The Funder Admin, Stipend Manager, and
Stipend Approver roles can all download staff mailing labels.

1 To download a list of the staff mailing addresses, you can first use the filters to display only certain
staff in the grid. For example, we filtered for only staff from the Applebank USD agency.

2 Then click the “Download Filtered Staff Mailing Labels” button at the top of the tab. Your download will
include only the mailing addresses for the staff members who are from the Applebank USD agency in
this example. Apply all the filters you desire to display certain staff participants and then click to
download.
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Downloading Staff Progress

The “Stipend Progress” tab allows you to track each staff’s progress on the various requirements they
are pursuing, as reviewed in the instruction sheet above. Additionally, you can download the grid in
this tab at any point during the stipend. The download will reflect the staff member’s current status on
the overall stipend, as well as for each requirement in the stipend that they are pursuing. The
download will also include staff information, such as their staff ID, name, agency, and sites.

To download staff progress, click on the “Download Staff Progress” button at the top of the “Stipend
Progress” tab.

The download will display staff information in the first columns, and then the staff’s progress on each
requirement in the following columns.
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Removing Staff from the Stipend

In the event that you invited a staff member to a stipend track that you would like to remove/disinvite,
you can do so from the staff’s stipend record. The Funder Admin and Stipend Manager roles are the
only roles that can remove a staff member from a stipend track.

1 To remove a staff member’s access to a stipend, first click on “View Stipend” next to the “Staff ID”
from whom you want to remove the availability of the stipend. This button is located in the “Assigned
Staff Stipends” tab.

2 You will be redirected to that staff member’s Stipend Track page. At the top of the page, under the
staff member’s profile picture, there is a red “Delete” button. Click this button to remove that staff
member’s access to the stipend. They will be removed from the grid within the “Assigned Staff
Stipends” tab back on your main Stipend Track page.
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