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This instruction sheet serves as an overall guide to HUBBE's Stipend Management feature to
manage all county ECE Workforce stipends, combining the stipend preparation work and all
steps of the stipend management process in one resource. We will explain how to prepare for
stipend management, including an overview of the record and the roles that need to be
assigned to manage the stipend tracks, and then how to set up a new stipend track and
manage staff progress. The Stipend Management feature can only be accessed by the roles

“Funder Admin,

Stipend Manager,” and “Stipend Approver."
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Navigating to Stipend Management

The Stipend Management Feature can be accessed within the “County Menu” on the left-hand

side of your screen.

Maple County

Maple County

Quality Matters

Supporting Children and Their Parsnts Home / Maple County

County Menu
Maple County | County Profile

Dashboard (Beta)

Program Name Tagline @ 2nd Tagline @
Agency Management >

Maple County Quality Matters A Strong Start for Kids!
Staff >
Coaching 3
Training >
Rating & Assessments > Agencies: Agencies: Agencies: Agencies: Agencies.
Reporting 42) FCCH (113) FFN (12) Alternative (4) Unknown (|

[Stipend Management
= Create Agency

Finance >

Search all center-based agencies = Agency name or ID...
Settings >

Applebank USD Bear River Band Tribal Canterville
AG101 Preschool AG249

Two roles were specially created for this feature, “Stipend Manager” and “Stipend Approver.”

You would assign the “Stipend Manager” role to the person in your organization who is
responsible for managing the stipends for your county/consortia. The “Stipend Manager”
role will have access to stipend budgets and marking stipends as paid. This role grants
high level permission and access to the assigned staff. Responsibilities in HUBBE include
creating a stipend track, assigning staff to stipend tracks, and caseloading staff
participants to Stipend Approvers.

The “Stipend Approver” role does not have as much access as a “Stipend Manager”
role. The “Stipend Approver” role cannot mark things paid nor can this role establish
stipend budgets, having no influence over the monetary part of stipends. Additionally, a
“Stipend Approver” cannot edit parts of the stipend, such as the instructions, details, and
requirements. However, this role revolves around managing participating ECE workforce
members in their stipend tracks. Responsibilities in HUBBE include assigning their
caseloaded staff to stipend tracks and monitoring the staff's progress, including
approving completed stipend requirements.

Note: The reason we gave the “Stipend Approver” the ability to assign staff to a stipend
track is because they can deal closely with ECE staff in deciding the best stipends for
them and managing their progress within those stipends.
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Assigning Stipend Management Roles

The stipend process starts with assigning the “Stipend Manager” and “Stipend Approver” roles.
The role “Funder Admin” has complete access to the stipend features, so there is no need for
Funder Admins to additionally assign themselves the Stipend Manager role to manage and
view data.

Similar to assigning any other role inside of HUBBE, you must first create a QRIS staff record.
There are two ways to create a county staff record: First, you can click on the “Staff” drop-down
menu on the left-hand “County Menu”, and click on “County Staff”; second, you can click on the
“County Staff” tab located on the county record. If you need help creating a QRIS staff record,
please reference Instruction Sheet 103 “How to Create a County (QRIS) Staff Record, L og-In
Credential, and Assign a County (QRIS) Role”. You can find this instruction sheet and other
tutorials by clicking on the “Instructions and Training Videos” link located under the “Help” drop-

down menu at the top right corner of your screen.

County Menu

Maple County

Dashboard (Beta)

County Menu

Maple County

Dashboard (Beta)

Agency Management » Agency Management )
Staff |
[ — Staff =~
Coachin
4 ’ [ = County Staff ]
Training » e ECEStaff
Rating & Assessments > « Program Admin Caseload
Reportin :
P 9 Coaching >
Stipend Management .
P 9 Training »
Finance > .
Rating & Assessments >
Settings »
Maple County
: Maple County
Quality Matters
F S — Home / Maple County
County Menu
County Profile m
Maple County y
Dashboard (Beta)
Program Name Tagline @ 2nd Tagline HQ Address Phone
Agency Management >
Maple County Quality Matters A Strong Start for Kids? 436 Maple Street (555) 436-3389
Staff > ple Valley, CA, 90456
Coaching >
Training >
Rating & Assessments > Agencies: Agencies: Agencies: Agencies: Agencies: 3 Card c Statf CcoviD-19
Reporting Center-Based (42) FCCH (113) FEN (12) Alternative (4) Unknown (5) core tar ounty Sta Closure Status
Stipend Management
=+ Create/Assign Staff & Roles
Finance >
Settings > Assessment Manager (5) Assessment Supervisor (11) Assessor (16) Coach (35)

Note: Both of the options described above allow you to create a staff record. To assign a role to
the new or existing staff record, such as the role of “Stipend Manager” or “Stipend Approver,”
you must navigate to the “County Staff” tab on the county home page, i.e., the second option
pictured above.
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Click on the blue “Create/Assign Staff & Roles” button in the “Count Staff” tab on the county
record.

Agencies: Agencies: Agencies: Agencies: Agencies: : o 5 = COVID-19
core Can oun
Center-Based (42) FCCH (113) FFN (12) Alternative (4) Unknown (5) y Closure Status
=+ Create/Assign Staff & Roles k‘
Assessment Manager (5) Assessment Supervisor (11) Assessor (15) Coach (35)
Emma Doon ~ Edward Crocker = Ally Abdul = - Paulina Ann Adana ~ -
Bob Helga ~ Brooke Dell « Tyler Allman ~ Venla Allen ~
Eddie Manager ~ Emma Doon = Angelica Archer = Tyler Allman =
Kennedy Palmer ~ Steven Gully ~ Michael Baum ~ Amina Anderson ¥
Lily Resves « Bob Helga ~ Brianna Bishop ~ Max Andrew Anderson =
Katie O'Laughlin = Elena Costa ~ Michael Baum =
Bryanna Preston ~ Brooke Dell ~ Mike Baum ~
Micholas Rack = Edwin Erickson = Julie Bautista =
Sally Segul « Ruby Garcia ¥ Beatty Brady ¥

Click on the “Role” drop-down menu and select “Stipend Manager” or “Stipend Approver” (The
process for assigning both roles is identical, so the screenshots will only feature the assignment
of the “Stipend Manager” role).

Create/Assign Staff & Roles X
Role Stipend Manager v
ERS and CLASS Selector *
Staff Funder Admin

Funder Agency Admin
Funder Fiscal Admin
Funder Viewer

Health and Safety Reviewer
Licensing

Licensing and Matrix Rater

Professional Development Approver Cancel
Professional Growth Adviser
Professional Growth Manager
Program Admin

Rating Manager
Reimbursement Agent
Research Analyst
Stipend Approver
Stipend Manager
Virtual Coaching
Web Data
Workshop Admin

Note: The roles are listed in alphabetical order. You must scroll down the drop-down list of roles
to locate “Stipend Manager.”
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Click on the “Staff” drop-down menu and select the staff member that you would like to assign
the role to.

Create/Assign Staff & Roles X
Role Stipend Manager v
Staff - SELECT - .

Search in this menu...

ERSCLASSSelector, Eric
Estrada, Alexis t

Fiscal, Frieda

Cancel ’ Save

Foley, Clifford

Fondera, Leah

Fonta, Elvis

Note: The staff are listed in alphabetical order by last name. Similar to roles, you can scroll, or
simply type the name of the staff member that you want to assign the role to in the search field.

Once you've selected the appropriate role and staff member, click “Save.” The role, along with
its associated data access, will now be assigned to that staff member.

Create/Assign Staff & Roles X
Role Stipend Manager v
Staff Foley, Clifford x v

* Assigning inactive staff will re-activate them automatically

=+ Add a new staff member who isn't listed above

Cancel Save

To assign a staff member to the “Stipend Approver” role, repeat steps 1-4 above, but select
“Stipend Approver” as the role in Step 2, rather than “Stipend Manager.”
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Overview of the Stipend Management Record

To begin the Stipend Management process, click on the “Stipend Management” menu item in
the “County Menu” on the left-hand side of your screen.

Maple County
Supparting Childran and Their Parents
[<]

County Menu
Maple County
Dashboard (Beta)
Agency Management >
Staff >
Coaching >
Training S
Rating & Assessments >
Reporting

[ Stipend Management
Finance >
Settings >

You will land on the "Stipend Tracks" record. This page is the landing page for the role "Stipend
Manager." In other words, you as a “Funder Admin” will be viewing the same page as the
"Stipend Manager" for your county/consortia. As mentioned, the role "Stipend Manager" has the
same access and permission for managing stipends as does the role "Funder Admin."

Stipend Tracks

Home / Maple County / Stipend Management

Create Stipend Track LI CELNSEERTFESIIEL SE R (Download could take up to several minutes to complete)

Assign Staff 8

C t Sti d Tracks
urrent Stipend frac Caseload Approvers

Completed Stipend Tracks

Total Allocation: $38,150.00 Total Approved: $11,300.00 Total Paid: $7,350.00

Amount Budget

Title 4 Budget er Category/Cost Total Total Total Total
9 P N gory) Allocation Approved Paid Balance
Stipend Code
BA Track 100.00 - 1100-
rae $568,000.00 § $4,200.00 $5,400.00 $2,350.00  $556,050.00
(2020-2021) $1,400.00 Pathways2021
CA
Workforce $2,075.00 1100-
Pathways $533,000.00 - $33,300.00 $5,000.00 $5,000.00  $489,700.00
) Pathways2021
Stipend Track $2,500.00
2020-21
Child
Devel t
Teviopmen $2,500,000.00 EOED = 1100- $150.00 $900.00 $0.00 $2,498,950.00
peac _ter T $300.00 Pathways2021 i ! ’ e
ermi
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At the top of the record, you will notice a blue “Create Stipend Track” button. This is where you
can create a new stipend track, as explained later in this instruction sheet. The “Download Excel
of Assigned Staff” button displays a drop-down menu when clicked, allowing you to download
an Excel list of all the staff members assigned a current or completed stipend track.

load could take up

to several minutes to complete)

Download Current Stipend Tracks Click to dOWﬂ'O&d a list of
all staff assigned a current
or completed stipend track

Total Allocation: $38,150.00 Total Approved: $11,300.00 otal Paid: 57,

Current Stipend Trac

Download Completed Stipend Tracks

The Stipend Tracks record is organized to bring you all the stipend information for your
county/consortia. This record will display three tabs: “Current Stipend Tracks,” “Assign Staff &
Caseload Approvers,” and “Completed Stipend Tracks.”

Stipend Tracks

Home / Maple County / Stipend Management

Create Stipend Track DL RELE ST R EERIEC ESEIR (Download could take up to several minutes to complete)

Assign Staff &

Current Stipend Tracks Caseload Approvers Completed Stipend Tracks \

Total Allocation: $38,150.00 Total Approved: $11,300.00 Total Paid: $7,350.00

Search: |Show 10~ entries

Amount Budget

Titl +  Budget Cat /Cost Total Total Total Total
e udge pe:r ategory/tos Allocation Approved Paid Balance
Stipend Code
BA Track 100.00 - 1100-
e . $568,000.00 y $4,200.00 $5,400.00 $2,350.00  $556,050.00
(2020-2021) £1,400.00 Pathways2021
CA
Workforce §€2,075.00 1100
Pathways $533,000.00 - £33,300.00 $5,000.00 $5,000.00  $489,700.00
) Pathways2021
Stipend Track £2,500.00
2020-21
Child
Devel t
TEWElI L $2,500,000.00 $110.00- 1100+ £150.00 $900.00 $0.00 $2,498,950.00
cacn AU $300.00 Pathways2021 ' ' ' SR

Permit
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Current Stipend Tracks

The “Current Stipend Tracks” grid provides you with high level information about each of the
stipend tracks that are currently in progress, meaning it is within the dates of the stipend. The
blue ribbon on the top of the tab displays total amounts for all the stipend tracks setup in your
county/consortia. HUBBE will calculate the math for you and will automatically update the dollar
amounts as you, and your staff create new stipend tracks and approve stipend requirements.
This feature is designed to help your stipend team manage the stipend tracks and budget
efficiently.

Stipend Tracks

Home / Maple County / Stipend Management

Create Stipend Track LT BEGESTE R PRI ESBSENRA (Download could take up to seyeral minutes to complete)

Assign Staff &

C t Stipend Track
urrent Stipend fracks Caseload Approvers

Completed Stipend Tracks

Total Allocation: $38,150.00 Total Approved: $11,300.00 Total Paid: $7,350.00

You can sort the grid in ascending and descending order by clicking on the column headers.
The grid also has a “Search” feature that allows you to search by title.

Assign Staff &
Caseload Approvers

Current Stipend Tracks Completed Stipend Tracks

To =l E MU EREE S NG L EERE (S proved: $11,300.00 Total Paid: $7,350.00

Click on the title to sort the columns in

Search: | |Show 10 v |entries

ascending or descending order

Amount Budget

Titl B Budaet D D Cat /C Total Total D Total Total D
e ucae pe‘r ategory/tos AIIocatiorD Approve Paid Balance
Stipend Code

BA Track $100.00 - 1100-

. £568,000.00 $4,200.00 $5,400.00 $2,350.00 $556,050.00
(2020-2021) $1,400.00 Pathways2021
CA
Vorkforce $2,075.00 1100-
Pathways £533,000.00 - $33,300.00 $5,000.00 $5,000.00  $489,700.00
i Pathways2021
Stipend Track $2,500.00
2020-21
Child
?evilopment £2,500,000.00 $110.00 - 1100~ $150.00 $900.00 $0.00 £2,498,950.00
cacnet SEUEIEEE T $300.00 Pathways2021 ' ' ' A

Permit
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To view a stipend track, click on the “Title.” You will be led to the Stipend Track’s record where
you can manage the stipend.

Total Allocation: $38,150.00 Total Approved: $11,300.00 Total Paid: $7,350.00
Search: | Show |10 ¥ |entries
Amount Budget
N N Total Total Total To
Title Budget per Category/Cost . .
R Allocation Approved Paid Ba
Stipend Code
BA Track (2020- _ $100.00 - 1100- _ _ _
$568,000.00 $4,200.00 $5,400.00 $2,350.00 $55
2021) $1,400.00 Pathways2021

$2,075.00 -

33,300.00 5,000.00 500000 $48
$2,500.00 533 5 $ 5

$533,000.00

Child Development

) $110.00 - 1100-
Teacher Permit

$300.00 Pathways2021

$150.00 $900.00 $0.00 524

Stipend Track

Pathway to Higher -
- = ' alalalal 110010

As your stipend management team creates stipends, they will display in the “Current Stipend
Tracks” grid. We will provide you with a description of each column in the grid below.

Search: | |Show 10 v |entries
Amount Budget
. N Total Total Total Total
Title Budget per Category/Cost . .
) Allocation Approved Paid Balance
Stipend Code

e Title — The name of the stipend track will be displayed in this column. Click the title to
navigate into the stipend track.

e Budget — The “Budget” column displays the budget established for each stipend
created.

e Amount per Stipend — The “Amount per Stipend” allows anyone who participates in a
specific stipend to see their eligibility amount.

e Budget Category/Cost Code — This column serves to help you organize stipends so
you can search/filter easily for certain budget categories or cost codes.

e Total Allocation — As you work inside of HUBBE and mark stipends available to staff
inside of the system, the data system is going to keep track of the total allocation amount
in the “Total Allocation” column. This column keeps track of the amount you are
committing or potentially committing to avoid the possibility of overextending any of the
tracks. The dollar amount displayed in this column is based on the staff that have been
accepted to participate in the stipend and who are enrolled in the program, as well as the
requirements within the stipend that the staff member will be pursuing.

e Total Approved — The “Total Approved” column displays the people who met the
requirements and are ready to get paid.

e Total Paid — The “Total Paid” column shows the amount paid to the participants who met
the stipend requirements.

e Total Balance — This column displays the remaining stipend budget for each stipend
track. The amount displayed is the “Budget” minus the collective amount in the “Total
Allocation,” “Total Approved,” and “Total Paid” columns.



Assign Staff & Caseload Approvers

The “Assign Staff & Caseload Approvers” tab is intended to provide you with an easily
accessible place to do just that: assign ECE staff to stipends and caseload Stipend Approvers
with ECE staff.

Funder Admins and Stipend Managers can perform both of these tasks in this tab. Stipend
Approvers also have the ability to assign staff to stipend tracks, so as the Funder Admin or
Stipend Manager, you may want to use this tab to caseload the Stipend Approvers their ECE
staff caseload. By organizing the stipend record like this, we have given you the option of
caseloading Stipend Approvers to their ECE staff before the staff is placed in a stipend track,
giving the Stipend Approver the flexibility to work with their caseloaded staff to determine which
stipends are right for them before they are assigned stipend tracks.

Stipend Tracks

Home / Maple County / Stipend Management

Create Stipend Track Download Excel o” Assigned Staff ~ E(BI)WslleETeNeelillc R

Assign Staff &

(@ leted Stipend Track
Caseload Approvers CUTEEED e (e

Current Stipend Tracks

There are three actions that you can make within the grid. Each of these actions can be made
by clicking the cell within the staff member’s row in the grid on an individual-basis, OR for
multiple staff at one time by selecting the staff in the grid and then clicking the desired action
button near the top of the tab.

e “Assign Stipend Approver” - Assign Stipend Approvers their ECE staff caseload
(explained later).

e “Assign Stipend Track” - Assign ECE staff to stipend tracks (explained later).

e “Edit Stipend Program Participant” - Indicate whether the staff member is a stipend
program participant, which will make it easier to manage the workforce participating in
county stipend programs. Any changes made here will be automatically updated in the
staff’'s record.

Assign Staff &

C t Stipend Track:
urrent Stipend Tracks Caseload Approvers

Completed Stipend Tracks

Assign Stipend Approver || Assign Stipend Track || Edit Stpend Program Participant

T Filters

entries gl to 10 of 1,163 entries

Stipend Highe}
Program Apprd
Participant Permi

WFR
1D

.+ Stipend

Track Staff Account

Assistal

HR2036201841157  Isabella Lenore Acosta Isabellafcosta 100025463

Teache
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To edit the “Stipend Program Participant” field, simply click on the “Yes” or “No” displayed in that
staff member's cell. In the pop-up modal that appears, select “Yes” if the staff member is a
participant of “No” if they are not. Then click “Save.”

k: Assign Staff & (c leted S5t d Track:
8 Caseload Approvers ompiete Ipend fracks
rove: Assign Stipend Track d ogram
| Show| 10 ~ |entrles Y Filters Showing 1 to 10 of 1,163 entries
Stipend Highest
Staff ID Staff N s Stipend Staff A t WER P oo Alg - d
al a ame Track al ccoun D2 rog.r-am PPH-)VE
Participant Permit
..... = - Assistant
HR20356201841157  Isabella Lenore Acosta [Assign] = Isabellafcosta 100025468
Teacher
I
Edit Stipend Program Participant Info D
Are the selected staff Stipend Program Participants?
W

Yes

Cancel Save

If you would like to edit this field for multiple staff members at one time, select the staff
members in the grid and then click the blue “Edit Stipend Program Participant” button. The
same pop-up Mmodal will appear and upon clicking “Save,” all selected staff members will display

the updated information.

Current Stipend Track Assign Staff & Completed Stipend Track
urrent Stipend Tracks Caseload Approvers ompleted Stipend Tracks
Assign Stipend Approver | Assign Stipend Track Edit Stipend Program Participant
Search: | | Show| 10 v |entrie5 Y Filters Showing 1 to 10 of 1,163 entries m
Stipend . Stipend
Staff ID Staff Name Staff Account
Approver Track
4
Kelly Tatari * HR2036201841157  Isabella Lenore Acosta [Assign] = IsabellaAcosta
O
[Assign] = HR18331 Rivka Adair Assign] = Rivka Adair
o
Kelly Tatari * HR13077205 Abby Adams [Assign] = AbbyAgencyFiscalAdmin
&
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Completed Stipend Tracks

The “Completed Stipend Tracks” grid displays stipend tracks that have ended, which means the
date range that the stipend was available has ended.

Assign Staff &
Current Stipend Tracks 2

C leted Stipend Track
Caseload Approvers Smpieies SHpend frade \
Search: |Sh0w 10 ~|entries

Amount Budget

Titl 4 Budget Cat /Cost Total Total Total Total
me ucoe pe-r tegory/tos Allocation Approved Paid Balance
Stipend Code
AB212 Mapl
apie $10000-  1100-20-
County Stipend $568,000.00 $4,050.00 $4,050.00 $2,700.00  §557,200.00

£1.35000 21rollover

You can view information on a stipend track by clicking on a title (reference the image below).
You will be able to view information, requirements, and staff that completed the stipend track.
You also have the ability to copy a stipend track from previous years, making it easier to roll
over recurring stipends year-to-year. The copied stipend track will then appear in the “Current
Stipend Tracks” grid.

Amount Budget
- Total Total T
Title *  Budget per Category/Cost .
., Allocation Approved P
Stipend Code
AB212 Maple
) $100.00 - 1100-20-
County Stipend $568,000.00 $4,050.00 $4,050.00 $2
1 $1,350.00 21rallowv
rac

AB212 Stipend 1100-20-

$25,000.00 $0.00 $500.00 $1

Track 21rollover
Assistant Teacher 1100-20-
. $300.00 $0.00 $300.00 36
ECE Permit 21rollover
Assistant Teacher
1100-19-

'

Assistant Teacher ECE Permit

Home / Maple County / Assistant Teacher ECE Permit

€ Back to Stipend Track Grid

Edit Stipend Track || Copy Stipend Track Delete Stipend Track

Stipend Amount: $300.00
Start Date: 7/7/2017
Budget Category/Cost

Click here to copy the same details from a
completed stipend track - just alter the start
and end dates to those of the current fiscal
el year and the copy will then appear in the
"Current Stipend Tracks" grid

Stipend Requirements
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Creating a Stipend Track

When you are ready to create a stipend program for your county/consortia, click on the “Create
Stipend Track” button.

Stipend Tracks

Home / Maple County / Stipend

Create Stipend Track di Download Excel of Assigned Staff ~ [(BeVilleETe

The image below shows the modal that will appear when you're creating a new stipend

program. This modal and the information fields are used for the initial set-up of the stipend
track.

Create Stipend Track 10X
Title
Stipend Track Description and Instructions for Applying
“ # Fomas- B I E E EE £ E 8 E &
Stipend Amount (in dollars) Stipend Budget (in dollars) Budget Category / Cost Code
0.00
Mark Stipends Assigned to Stipend Start Date Stipend End Date
Staff As
mm/dd/yyyy ) mm/dd/yyyy m
Available v .
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The "Title" text field is where you write the name of the stipend program.

Title

Child Development Teacher Permit Stipend Track

The “Stipend Track Description and Instructions for Applying” text box is where you put the
description of the stipend track and instructions for applying. This text box is meant to replace a
flyer advertising the stipend program, which is why the space is so large. In this field, you should
describe the stipend program and give detailed information on how to apply for the track. There
is a separate place in this feature where you input the stipend track requirements. This will be
discussed later in the instruction sheet. However, you can describe the requirements here, as
well as a general overview.

Stipend Track Description and Instructions for Applying

— 1=
= =
= =

« Formats~+ B J = =

&

The goal of this stipend track is to promote the Maple County ECE Workforce members
to work towards attainment of a first-time ECE Teacher Permit. This stipend is only
available for Lead Teachers who currently work in an infant, toddler, or preschool
classroom and who already have a a valid and current ECE Associate Teacher Permit.
Follow the directions below to apply for this stipend track. We will mark the status of
your stipend as "Approved” if you meet the participation requirements and complete
the application. Once approved, all requirements for the stipend track will be visible
inside of this record in jPinwheel.

Please follow these steps to apply for this stipend track:

1. Download and complete the stipend application |0ocated online at this
link: www.mapleworkforcestipend.org

2. Upload the completed stipend application to this stipend feature inside
iPinwheel.

item and a copy of your permit was attached as evidence to that
education record.

Please note that all stipend requirements must be met/completed by March 1, 2021 to
receive the stipend amount.

Note: The “Stipend Track Description and Instructions for Applying” text box offers a toolbar
feature that allows you to design the format of your narrative. The image below shows some of
the options you have to customize the appearance of your description and instructions.

L) Bomais=d| B J & = = E = & € & | &
The goal| Headings * | is to nramote the Maple County ECE Workfo
to work f B Bold Teacher Permit. This stipe

- n an infant, toddler, or prg
Blocks || £ et Jrrent ECE Associate Teac
Follow th| Alignment v || U underline and track. We will mark th
your stip — cipation requirements and
the application. Once approv ; for the stipend track will
inside of this record in iPinw/ | x* superscript

G Strikethroush

X, Subscript

Code
Please follow these steps A tipend track:




The roles “Stipend Manager” and “FunderAdmin” can establish the stipend amount in dollars.
Write the stipend amount that will be awarded to those who meet the stipend requirements in
this field.

Stipend Amount (in dollars)

300.00 =

The roles “Stipend Manager” and “FunderAdmin” can also establish the stipend budget in
dollars. In this field, you record the budget for the stipend program you are creating.

Stipend Budget (in dollars)

2500000.00 S

The “Budget Category/Cost Code” field can be used to label that stipend according to the
budget category or cost code that can be used to search for stipends in the grid.

Budget Category / Cost Code

1245

The “Mark Stipends Assigned to Staff As” field enables you to mark the stipend track as
“Available” or “Applied.” If you already know the ECE workforce members who are participating
in the stipend track, mark it as “Applied.” This saves you from going through the application
process. If you are starting a new stipend, mark this field as “Available.” This means that you
would want the ECE workforce members to go through the application process before they are
approved to participate. This status impacts what the workforce sees when they log-in to
HUBBE.

Mark Stipends Assigned to
Staff As

Available v
Available
Applied

Enter the “Stipend Start Date” and the “Stipend End Date.” Once staff members are assigned to
the stipend, it will be available to them from their HUBBE accounts during the span of time
reflected in the dates entered here.

Stipend Start Date Stipend End Date

07/01/2020 B 06/30/2021 (|




Click the “Save” button when you are done.

Create Stipend Track {IoX

Title

Child Development Teacher Permit Stipend Track

Stipend Track Description and Instructions for Applying

« Formats~ B J E=E =
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i
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.
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The goal of this stipend track is to promote the Maple County ECE Workforce members
to work towards attainment of a first-time ECE Teacher Permit. This stipend is only
available for Lead Teachers who currently work in an infant, toddler, or preschool
classroom and who already have a a valid and current ECE Associate Teacher Permit.
Follow the directions below to apply for this stipend track. We will mark the status of
your stipend as "Approved" if you meet the participation requirements and complete
the application. Once approved, all requirements for the stipend track will be visible
inside of this record in jPinwheel.

Please follow these steps to apply for this stipend track:

1. Download and complete the stipend application located online at this link:
www.mapleworkforcestipend.org

M

Upload the completed stipend application to this stipend feature inside
iPinwheel.

w

. Make sure the information for your Associate Teacher Permit has been
inputted into iPinwheel in your "Staff Profile” in the "Education™ menu

item and a copy of your permit was attached as evidence to that
education record.

After clicking “Save,” you will then see this new stipend track listed in the “Current Stipend
Tracks” grid at the top of the page.

Assign Staff &
Current Stipend Tracks FRSE Completed Stipend Tracks
Caseload Approvers
Total Allocation: $38,150.00 Total Approved: $11,300.00 Total Paid: $7,350.00
Search: |Show 10 v |entries
Titl +  Budget Amount Eufget /Cost Total Total Total Total
e ucge pelr ategory/Los Allocation Approved Paid Balance
Stipend Code

BA Track (2020- $568,000.00 DD Ry $4,200.00 $5,400.00 $2,350.00 $556,050.00
2021) $1,400.00 Pathways2021
CA Workf
Path e 2000 400
Sj “":f_  $53300000 - .. §3330000  §500000  $5000.00  $489,700.00

ipend Trac $2.500.00 athways.
2020-21
Child
Development o, oy 00000 211000~ 1100- $0.00 $0.00 $0.00 $2,500,000.00
Teacher Permit $300.00 Pathways2021
Stipend Track
Pathway to
Higher $500.00 - 1100-19-

aner $100,000.00 $500.00 $0.00 $0.00 $99,500.00
Education $4,000.00 20rollover

15| Back to top



To manage this stipend, click on the title. You will be led to the “Stipend Track” page.

A t Budget
moun udge Total Total

- *  Budget Category/Cost
itle udge per ategory/Cos Allocation Approy

Stipend Code

1,350.00
CA Workforce Pathways $33.00000 $ — —
Stipend Track 2020-21 e ,000. ,500.
$2,500.00
_f / way
(s-tA . Odr gorclf;gzt; Az?s $33,000.00 $750.00- $0.00 $0.00
S T $2,500.00 : :

FCCH Only

Click on the title to

Child Development . .
Teacher Permit Stipend 1 navigate to that stipend $0.00 $0.00

Track

Map\e’pounty St\‘pend BA $568.000.00 $100.00 -
Track (2020-2021) $1,400.00

v

Child Development Teacher Permit Stipend Track

$4,200.00 $5,400.0

Home / Maple County / Child Development Teacher Permit Stipend Track

€ Back to Stipend Track Grid

Edit Stipend Track [§ Copy Stipend Track Delete Stipend Track

Stipend Amount: $300.00 Budget: $2,500,000.00
Start Date: 7/1/2020 End Date: 6/30/2021
Budget Category/Cost Code: Child Development

> Stipend Instructions

Stipend Requirements

Assigned Staff

Stipend Progress
Stipends = 2

The first card on the stipend page displays high-level details about the stipend, including the
stipend amount, budget, start and end dates, and the budget category/cost code. Within this
card, Funder Admins and Stipend Managers can edit, copy, or delete the stipend. To edit the
stipend, click the “Edit Stipend Track” button and in the modal that appears, update the
information and then click “Save.”

Child Development Teacher Permit Stipend Track

Home / Maple County / Child Develg

Click here to go back to the
stipend management page

4 Back to Stipend Track Grid

Edit Stipend Track Delete Stipend Track

Stipend Amount: $300.00 Budget: $2,500,000.00 Start Date: 7/1/2020 End Date: 6/30/2021
Budget Category/Cost Code:
Child Development

«opy Stipend Track

'
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||Update Stipend Track| oX
Title
Child Development Teacher Permit Stipend Track
Stipend Track Description and Instructions for Applying
Fomats~ B J E E E E £ £ E = &
IThe goal of this stipend track is to promote the Maple County ECE Workforce members
to work towards attainment of a first-time ECE Teacher Permit. This stipend is only
available for Lead Teachers who currently work in an infant, toddler, or preschool
classroom and who already have a a valid and current ECE Associate Teacher Permit.
Follow the directions below to apply for this stipend track. We will mark the status of
your stipend as "Approved" if you meet the participation requirements and complete
the application. Once approved, all requirements for the stipend track will be visible
inside of this record in iPinwheel.
Please follow these steps to apply for this stipend track:
Download and complete the stipend application located online at this link:
www.mapleworkforcestipend.org
linlnad the romnleted stinend annlicatinn tn this stinend feature inside iPinwhesl v
Stipend Amount (in dollars) Stipend Budget (in dollars) Budget Category / Cost Code
300.00 2500000.00 Child Development
Mark Stipends Assigned to Stipend Start Date Stipend End Date
Staff As
07/01/2020 | 06/30/2021 ]
Available v

To make a copy of the stipend, which will then exist as its own stipend in the “Stipend
Management” grid, click the “Copy Stipend Track” button. In the modal that appears, edit any
information you would like to change, such as the title, and then click “Save.” We recommend
you enter/change the year of the stipend in the title to differentiate it easily in the grid. You can
then find this stipend in the “Current Stipend Tracks” grid.

This feature assists users with managing stipend programs that occur on a regular basis (i.e,,
annually).

Home / Maple County / Child Development Teacher Permit Stipend Track

€ Back to Stipend Track Grid

elete Stipend Track

Edit Stipend Track || Copy Stipend Track

Stipend Amount: $300.00 Budget: $2,500,000.00 Start Date: 7/1,/2020 End Date: 6/30/2021
Budget Category/Cost Code:
Child Development

'
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[Copy Stipend Track]

Title

Child Development Teacher Permit Stipend Track 21-22

Stipend Track Description and Instructions for Applying

4 o+ Formats~ FontSizes ~ B [J E = == &

The goal of this stipend track is to promote the Maple County ECE Workforce members
to work towards attainment of a first-time ECE Teacher Permit. This stipend is only
available for Lead Teachers who currently work in an infant, toddler, or preschool
classroom and who already have a a valid and current ECE Associate Teacher Permit.
Follow the directions below to apply for this stipend track. We will mark the status of
your stipend as "Approved" if you meet the participation requirements and complete

the application. Once approved, all requirements for the stipend track will be visible
inside of this record in iPinwheel.

Please follow these steps to apply for this stipend track:

Stipend Amount (in dollars) Stipend Budget (in dollars) Budget Category / Cost Code

300.00 2500000.00 1100-Pathways2021

Mark Stipends Assigned to Stipend Start Date Stipend End Date
Staff As
07/01/2020

Avemilalla

To delete the stipend, click the “Delete Stipend Track” button. A confirmation modal will appear,

click “Delete.” By deleting a stipend track, you will be deleting every stipend within it, so use
caution when choosing to delete a stipend track.

Home / Maple County / Child Development Teacher Permit Stipend Track

€ Back to Stipend Track Grid

Edit Stipend Track Copy Stipend Track Delete Stipend Track I

Stipend Amount: $300.00 Budget: $2,500.000.00 Start Date: 7/1/2020
Budget Category/Cost Code:
Child Development

End Date: 6/30/2021

Delete Stipend Track

Deleting this stipend track will also delete every stipend.

Are you sure you want to delete this stipend track?

—30
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The next card on the stipend track page is “Stipend Instruction.” The instructions will be hidden
from view until you click the words “Stipend Instructions.”

Child Development Teacher Permit Stipend Track

Home / Maple County / Child Development Teacher Permit Stipend Track

€ Back to Stipend Track Grid

Edit Stipend Track Copy Stipend Track Delete Stipend Track

Stipend Amount: $300.00 Budget: $2,500,000.00 Start Date: 7/1/2020 End Date: 6/30/2021
Buglas e

Click here to expand the instructions

> Stipend Instructions

~ Stipend Instructions

The goal of this stipend track is to promote the Maple County ECE Werkforce members to work towards attainment of a first-time ECE Teacher Permit. This
stipend is only available for Lead Teachers who currently work in an infant, toddler, or preschool classroom and who already have a a valid and current ECE
Associate Teacher Permit. Follow the directions below to apply for this stipend track. We will mark the status of your stipend as "Approved” if you meet the
participation requirements and complete the application. Once approved, all requirements for the stipend track will be visible inside of this record in
iPinwheel.

Please follow these steps to apply for this stipend track:
Download and complete the stipend application located online at this link: www.mapleworkforcestipend.org
Upload the completed stipend application to this stipend feature inside iPinwheel.

Make sure the information for your Associate Teacher Permit has been inputted into iPinwheel in your "Staff Profile” in the "Education” menu item and a copy
of your permit was attached as evidence to that education record.

Please note that all stipend requirements must be met/completed by March 1, 2021 to receive the stipend amount.

Below the instructions, you will see the “Stipend Requirements” section. This card will remain
empty until you add a requirement. Please refer to the next section to learn how to add a
requirement.

Stipend Requirements
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At the bottom of the stipend track page, you will see two tabs: “Assigned Staff Stipends” and
“Stipend Progress.” The “Assigned Staff Stipends” section features many buttons and filters that
will be outlined in this instruction sheet.

Assil d Staff

Assign Staff to Stipend Track JEECETeHEVER Rl e R =V ET IS VL EIEES el &, Download Filtered Staff Mailing Labels
Status Agency Site Highest Degree
® v - select - x - - Select xw - Select -
Highest Approved Permit Role Stipend Approver
x v Any x v v

(S|

Search: Show |10 | entries T Filters (1 applied) B Excel Showing 1to 7 of 7 entries

Highest
Stipend Stipend [« leted Total
fhend 4 Staff ID Name Agency Sites ‘pen Status omr..n © i Notes Account Approve]
Track Approver Requirements Earned Permit
Tmi

Both the grids will be empty since the stipend track was just created. As soon as you create
requirements and assign staff to the stipend program the grids will display data. The instruction
sheet will walk you through the requirements and assigning process.
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Creating Stipend Requirements

The next step is to set-up the stipend requirements.

Stipend tracks can be set-up with different types of requirements. This space is where you will
establish the various requirements for your track. There are several different options here.

When you set-up requirements you will go to the “Stipend Requirements” section on the
“Stipend Track” page. This section has a grid that displays the requirement(s) for the stipend.
Since requirements have not yet been established for this stipend track, nothing displays in the
grid. Click “Add/Modify” to create a new stipend requirement.

Stipend Requirements —

Stipend Tracks

View Stipend Track Add Rule

Stipend Requirements:

Once you click “Create” the “Type of Requirement” drop-down menu will appear. There are four
types to choose from: “Education,” “Professional Development,” “Customized,” and
“Professional Growth Plan.” Each requirement type has different field options. This instruction
sheet will walk you through the process of setting-up all four requirements types.

Education
tequirer| Professional Development
| customized

Professional Growth Plan
—————====
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Education Requirement

To create an educational requirement, select “Education” from the drop-down menu.

Education

rer  Professional Development
Customized

Professional Growth Plan

A modal titled “Add Stipend Requirement” will appear.

Add Stipend Requirement

Education Type

To Be Completed After To Be Completed Before
mmy/dd/yyyy [} mm/dd/yyyy o

Description

Is this requirement mandatory for all participants in this stipend
track?

Payment Options

Amount earned for completing this requirement

$ 0.00

Cancel Save

Choose the “Education Type” from the list that the drop-down menu provides. This will be the
type of education that a staff member must obtain in order to fulfill the stipend requirement.
Your selection in this field will populate your options in the following field.

Education Type

Any -

Degree

Permit

Credential

Coursework

T CnPUUT
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If you selected “Any” in the previous field, this field will be titled, “Title” in which you enter the
name of the education type. This allows for greater freedom in your educational requirements
outside of what is pre-populated in the system.

Title

ECE Teacher Permit

If you selected “Degree” in the previous field, this field will be titled, “Education” and you can
select one of the degrees populated in the drop-down menu.

Education

Associates hd

Any

High School Diploma
Bachelors
Masters

Doctorate

o

If you selected “Permit” in the previous field, this field will be titled, “Education” and you can
select one of the permits populated in the drop-down menu.

Education

Associate Teacher h

Any

Assistant Teacher
Teacher

Master Teacher

Site Supervisor

Program Director

Regular Childrens Center Instruction
Childrens Center Supervisor

Special Center

3 (WA[V]
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If you selected “Credential” in the previous field, this field will be titled, “Education” and you can
select one of the credentials populated in the drop-down menu.

Education

Child Development Associate v

Any

Child Development Associate

Elementary Teaching (Multiple Subjects)
Administrative Services

Pupil Personnel Services

Secondary Teaching (Single Subject)
Special Education

Speech {Language Pathology Services)
Teacher Librarian Services

Education Specialist Instruction

Special Education Specialist Instruction

Restricted Severely Handicapped

If you selected “Coursework” in the previous field, this field will be titled, “Title” in which you
enter the name of the coursework. You will also notice four (4) additional fields appear in this
modal upon selecting “Coursework” in the first field: Number of Units, Type of Units, Minimum
Grade, and Kind of Units.

Add Stipend Requirement 0oox

Education Type

[ Coursework b ]

Title I

[ General ECE Development ]

To Be Completed After To Be Completed Before

mm/dd/yyyy B mm/dd/yyyy B

Description

A

Is this requirement mandatol r all participants in this stipend

track?
Number of Units Type of Units
5.0 Quarter hd
Minimum Grade Kind of Units
C v ECE v

Payment Options

Amount earned for completing this requirement

g 0.00 Total Payment ~
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Use the next two fields to establish a time box for the stipend track. These dates will be used to
automate credit for educational milestones achieved. In the example below, if a teacher permit
was achieved in 2018 it would not earn credit for this stipend track.

To Be Completed After To Be Completed Before

07/01/2020 ] 06/30/2021 B

Write the stipend requirement description in the “Description” field.

Description

Obtain an Associates Degree. In your coursework, you must
obtain 20 Early Childhood Education (ECE) or Child
Development (CD) units. You must pass each ECE or CD
course with a grade of "C" or better.

Note: The core ECE courses include Child/Human Growth &
Development; Child/Family/Community and Family Relationsl

Note: You can expand the text box by dragging the expanding tool located on the bottom right
corner.

Select the checkbox below the description field if you would like to make this requirement
mandatory for all participants in the stipend track. If not, un-check the box.

Is this requirement mandatory for all participants in this stipend
track?

Enter the dollar amount earned for completing this requirement.

Payment Options

Amount earned for completing this requirement

$ 50.00

Click “Save.”

Cancel Save




Professional Development Requirement

“Professional Development” is another type of stipend requirement. The set-up page is similar to the
“Education” requirement; however, some of the fields differ.

Click the “Create” button and select “Professional Development” from the drop-down menu.

Education

til Professional Development

r Customized

Professional Growth Plan

Choose the “Professional Development Type” from the list that the drop-down menu
provides. There are three different kinds of professional development activities inside of
HUBBE, each having identical fields. Selecting “Any” means that any of the three types of
Professional Development will count for the Professional Development requirement.

Professional Development Type

Any v

Workshop

Professional Learning Community
Web-Based Learning

If you selected “Any” in the previous field, this field will be titled, “Title” in which you enter the
name of the professional development type. You will also notice two (2) additional fields
appear in this modal upon selecting “Any” in the first field: Hours and Minutes.

Professional Development Type

Any hd

Title

PD Event Example

Hours Minutes

2 15
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If you selected “Workshop” in the previous field, this field will be titled, “Workshop” and you
can select one of the workshops populated in the drop-down menu.

Professional Development Type

Workshop A

Workshop

All About ECERS

All About ECERS

ASQ: 5E

ASQ-3

CA CSEFEL Teaching Pyramid

CA CSEFEL Teaching Pyramid QOverview
CLASS Instructional Support

CLASS Overview

Community of Practice; Effective Learning Environments

If you selected “Professional Learning Community” (PLC) in the previous field, this field will
be titled, “PLC Name” and you can select one of the PLCs populated in the drop-down
menu.

Professional Development Type

Professional Learning Community v
PLC Name
Teaching Pyramid b

Teaching Pyramid

Family Engagement and Community Partnership
Maple ECE Strong
Integrating Teaching Pyramid Practices and Curriculum

Cultural Competency
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If you selected “Web-Based | earning” (PLC) in the previous field, this field will be titled,
“Course Name” and you can select one of the web-based courses populated in the drop-
down menu.

Professional Development Type

Web-Based Learning v

Course Name

CECO:

. CSEFEL Overview (3 hrs)

CECO: CSEFEL Overview (3 hrs)

CECO: DRDP 2015- Preschool Module 1: Introduction to the DRDP (2015)

CECO: DRDP 2015- Preschool Module 2: Using Observation to Assess with the DRDP (2015)
CECO: DRDP 2015- Preschool Medule 3: How to Rate

CECO: DRDP 2015- Preschool Module 4: Connecting the Foundations

CECO: DRDP 2015- Preschool Module 5: Using DRDP Data to Plan

CECO: DRDP 2015 Infant/Toddler Module 1: Introduction to the DRDP (2015)

CECO: DRDP 2015- Infant/Toddler Module 2: Using Observation to Assess with the DRDP (2015)

CECO: DRDP 2015- Infant/Toddler Module 4: Connecting the Foundations

Note: The drop-down lists displayed for Workshops, Professional Learning Communities
(PLC), and Web-Based Learning are completely customizable by your county/consortia.
Click into “Customize Training” on the county menu under “Training” to navigate to the
record where you can add or delete titles for your workshops, PLCs, or web-based courses.
Please reference Instruction Sheet 114, “How to Customize Training” to access details and
instructions.

Use the two fields to establish a time box for the stipend track. Credit will be given only for
workshops that were attended and approved within the time box. Using the dates below, as
an example, the staff would only get credit for workshops they attend after July 1st and
before June 30th.

To Be Completed After To Be Completed Before

07/01/2020 m| 06/30/2021 B3]

Write in the description of the Professional Development event or series of events/activities
that people of the track need to complete.

Description

Complete the workshop on Instructional Leadership to
complete this Professional Development requirement.
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Select the checkbox below the description field if you would like to make this requirement
mandatory for all participants in the stipend track. If not, un-check the box.

Is this requirement mandatory for all participants in this stipend
track?

Enter the dollar amount earned for completing this requirement, and select whether this
amount will be the total payment, or the payment “Per hour completed.”

Payment Options

Amount earned for completing this requirement

% 10.00+ Total Payment v

Total Payment

Amount not to exceed
Per hour completed

The “Amount not to exceed” condition below only applies if you chose the “Per hour
completed” payment option. Enter the dollar amount here, to limit the payment to a certain
dollar amount.

Amount not to exceed $ 50.00

Click “Save.”

Cancel Save
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Professional Growth Plan Requirement

Click the “Create” button and select “Professional Growth Plan” from the drop-down
menu.

Education
t: Professional Development

K Customized

Professional Growth Plan

The “Professional Growth Plan Requirement” modal looks a little different than the other
professional development requirements. A “Professional Growth Plan” is typically a part of
California’s AB212 Staff Retention Program. “Professional Growth Plans” are the
documentation that is due to the state of California when staff either earn their ECE permit
for the first time or if they want to renew it.

Choose the “Professional Growth Type” from the list that the drop-down menu provides.
The “Create Professional Growth Plan” option will give the staff the opportunity to complete
any Professional Growth Plan in the stipend time period. The “Create Professional Growth
Plan Activity” option allows you to select the specific action that the staff must complete (or
have already completed), such as meeting the professional growth plan advisor.

Steps 3-8 will show you how to complete the requirement when you have selected the
“Create Professional Growth Plan” option. Steps 9-15 will show you how to complete the
requirement when you have selected the “Create Professional Growth Plan Activity”
option.

Professional Growth Type

Create Professional Growth Plan v

Create Professional Growth Plan

Create Professional Growth Plan Activity

The dates to complete the Professional Growth Plan requirement will be
automatically populated with the period of time that the stipend is available. These
cannot be changed, unless you change the dates for the whole stipend track.

This Professional Growth Plan Requirement must be started by
7/1/2020 and completed by 6/30/2021.

30|Back to top



Enter the title of the professional growth plan requirement.

Title

Commit to a Professional Growth Plan

In the “Description” box, write a description of the professional growth plan requirement,
how to complete it, etc. The description you write in this field should be detailed and lists the
step(s) necessary for completing the requirement.

Description

Meet with your Professional Growth Advisor (PGA) to
complete your professional growth plan. Your PGA will be
assigned upon your acceptance to the stipend track.

Select the checkbox below the description field if you would like to make this requirement
mandatory for all participants in the stipend track. If not, un-check the box.

Is this requirement mandatory for all participants in this stipend
track?

Enter the dollar amount earned for completing this requirement

Payment Options

Amount earned for completing this { $ 50.00
requirement

Click “Save.”

Cancel

As soon as you have a “Professional Growth Plan” as part of your requirements, HUBBE wiill
look for a completed “Professional Growth Plan” in order to give credit for that particular

one. We will revisit this later in the instruction sheet.



If you would like to select “Create Professional Growth Plan Activity” as the
Professional Growth Type, this allows you to select the specific action that the staff
must complete (or have already completed) from a list of activities that are created in
the “Customized Coaching” page of HUBBE. To learn how to manage the
Professional Growth Plan Activities, please refer to the instruction sheet titled, “How

to Customize Coaching.”

Professional Growth Type

Create Professional Growth Plan Activity v

Select the Professional Growth Activity from the drop-down menu.

Professional Growth Activity

Initial Stipend Program Meeting with Your Professional Gro

Initial Stipend Program Meeting with Your Professional Growth Advisor

Mid-Year Stipend Program Meeting with Your Professional Growth Advisor
Final Stipend Program Meeting with Your Professional Growth Advisor
Obtain Assistant Teacher Permit

Obtain Teacher Permit

In the “Description” box, write a description of the professional growth plan activity
requirement, how to complete it, etc. The description you write in this field should be
detailed and lists the step(s) necessary for completing the requirement.

Description

Meet with your Professional Growth Advisor (PGA) to
complete your professional growth plan. Your PGA will be
assigned upon your acceptance to the stipend track.

Use the two fields to establish a time box for the stipend track. Credit will be given only for
activities that were completed within the time box. Using the dates below, as an example,
the staff would only get credit for activities they complete after July 1st and before June

30th.

To Be Completed After To Be Completed Before

07/01/2020 B 06/30/2021 -
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Select the checkbox below the description field if you would like to make this requirement
mandatory for all participants in the stipend track. If not, un-check the box.

Is this requirement mandatory for all participants in this stipend
track?

Enter the dollar amount earned for completing this requirement.

Payment Options

Amount earned for completing this $ 50.00
requirement

Click “Save.”

Cancel Save

Customized Requirement

A “Customized” requirement would be anything that isn't data driven or a requirement that
doesn't live inside of HUBBE. For example, turning in an application would be considered a
“Customized” requirement.

Click the “Create” button and select “Customized” from the drop-down menu.

Education

i Professional Development

jf Customized

Professional Growth Plan
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This type of requirement only has a “Title” and “Description” field. In the “Description” box, write
a detailed description of the requirement and list the step(s) necessary for completing the

requirement.

Title

ECE Teacher Permit Stipend Application Forms

Description

Review, complete, and sign the ECE Teacher Permit Stipend

Application forms. Upload the completed document directly
into this stipend record. When in edit-mode, you will see the
document attachment feature at the bottom of your screen.

Select the checkbox below the description field if you would like to make this requirement
mandatory for all participants in the stipend track. If not, un-check the box.

Is this requirement mandatory for all participants in this stipend
track?

Enter the dollar amount earned for completing this requirement

Payment Options

Amount earned for completing this $ 50.00
requirement

Click “Save.”

Cancel Save
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Adding Rules to Stipend Requirements

Once you've created your “Stipend Requirements” you can edit, delete, and reorder them.

Stipend Tracks

View Stipend Track Add Rule

Stipend Amount: $770.00 - $300.00
Stipend Requirements:

A. ECE Teacher Permit Stipend Application Forms | $50.00
B. All About ECERS | $10.00 per hour completed not to exceed $50.00

C. Associates | $50.00
Delete
) , Reorder

[ ] ECE Teacher Permit Stipend Application im] I s~ .

Forms

[] Al About ECERS E]
e DE]

To add a rule, you must select the requirements that you wish to add the rule(s) to.

Stipend Tracks

Click here to add a rule to
your selected requirement(s)

Stipend Amount: $770.00 - $300.00
Stipend Requirements:

A. ECE Teacher Permit Stipend Application Forms | $50.00
B. All About ECERS | $10.00 per hour completed not to exceed $50.00
C. Associates | $50.00

F_CE Teacher Permit 5tipend Application EI
Forms

(] All About ECERS EI
e AEI
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A modal will appear. Enter any applicable information for the rule you want to create
regarding the stipend requirement.

Add Rule X

o Count: Only the number chosen of the selected
requirements need to be completed.

Rule Type

Count hd

Rule Explanation

Number of Requirements @

1w

Payment Options

Amount earned for each completed $ 0.00
requirement @

Amount earned for completing this rule @ $ 0.00
Amount not to exceed @ $ 0.00

[_| Amount is highest amount from completed requirements @

Canf%l

The first field indicates the rule type. Choose what type of rule you want to apply to the
stipend requirement. The blue information field at the top of the modal explains the
meaning of each rule type. We will also provide a brief explanation of each rule type below.

@ Count: Only the number chosen of the selected
requirements need to be completed.

Rule Type

Count v

Or

And
Optional
Not

Note: When you choose a different rule type, the blue information field will update to the
corresponding explanation.

@ Or: Only one of the selected requirements need to be
completed.

Rule[Type

:
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For the purposes of this instruction sheet, we will select the three workshops that we have
added as requirements for the stipend track. We will then apply each rule type to explain

the various rules you can choose to apply to your requirements.

Stipend Tracks

View Stipend Track Add Rule e

Stipend Amount: $270.00 - $300.00

Stipend Requirements:

A. Initial Stipend Program Meeting with Your Professional Growth Advisor

B. CLASS Overview | $50.00

C. ASQ: SE | $50.00

D. All About ECERS | $10.00 per hour completed not to exceed $50.00

E. Associates | $50.00

F. Optional requirements: - Upload permit to the stipend if applicable ($50.00)
o ECE Teacher Permit Stipend Application Farms | $50.00

‘ [] Initial Stipend Program Meeting with Your Professional Growth ‘ & | ‘ i H s -
Advisor o -

I CLASS Overview. ‘7| ‘EH -
We selected the three workshops ———

I S added as requirements ] lo]ls-

I All About ECERS 7] ‘HH 9=

I ] Associates ‘7| ‘EH o=

Count: If you would like to apply the “Count” rule type, this means that you will require the
participants to complete a certain minimum number of the three workshops selected
based on the number you select in the “Number of Requirements” field. You can choose to
require a minimum completion of only one of the three workshops by selecting “1,” or
maybe you'd like to require a minimum completion of any two of the three workshops by

selecting “2.

Rule Type

[ Count v

Rule Explanation

Number of Requirements @

ptions

ned for each completed $ 0.00

v

[ ] Complete at least 1 of the E]

following

[ CLASS Overview E]

s ZEE]

(] All About ECERS E]
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Or: If you would like to apply the “Or” rule type, this means that you will require the
participants to complete only one of three workshops (i.e., this one, this one, OR this one).

o Or: Only one of the selected requirements need to be
completed.

Rule Type

Or v

[ ] Complete one of the EI

following

[ ] CLASS Overview EI
] Asa:SE EI
|:| All About ECERS EI

And: If you would like to apply the “And” rule type, this means that you will require the
participants to complete all three of the workshops (i.e., this one, this one, AND this one).

o And: All of the selected requirements need to be
completed.

Rule Type

And L

[ ] Complete all of the EI

following

] CLASS Overview El
Bye DR
(] All About ECERS EI
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Optional: If you would like to apply the “Optional” rule type, this means that you will not
require the participants to complete any of the three workshops if desired, as they are only

optional. The participants will have the choice to complete any of the three workshops or
not.

o Optional: The selected requirements are optional.

Rule Type

Optional v

[] Optional requirements El
[] CLASS Overview El
(L] AsQ:SE El
[ All About ECERS El

Not: The “Not” rule essentially works to prevent participants with certain criteria from
completing the stipend. For example, if you don’t want staff members who have received a
Master’'s degree to participate in the stipend, you can add a “Master's Degree” education
requirement and then apply a “Not” rule to that degree requirement. This translates to
express: If you have completed a Master’'s degree, you cannot participate in this stipend; in
other words: you cannot have completed a Master’'s degree to complete this stipend.
Alternatively, you cannot invite staff with a Master’s to the stipend.

o MNot: This requirement must not be completed.

Rule Type

Not v

Stipend Amount: $770.00 - $300.00

This is how
participants will view
the requirements

Stipend Requirements:

A. Must not have completed:
o Masters

B. Initial Stipend Program Meeting with Your Professional Growth Advisor

C. Complete at least 1 of the following: ($70.00 - $150.00)
o CLASS Overview | $50.00 or
o ASQ:SE|$50.00 or
o All About ECERS | $10.00 per hour completed not to exceed $50.00

D. Associates | $50.00

E. Optional requirements: - Upload permit to the stipend if applicable ($50.00)
o ECE Teacher Permit Stipend Application Forms | $50.00

[ [ ] Must not have completed |E‘ ]

{ WECEEER "Masters” degree requirement (][s-] ]
{ [} Initial Stipend Program Meeting with m W| s ‘ l
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In the “Rule Explanation” text-box, enter a description of the rule to help staff members
better understand the rule. This text will appear next to the rule title.

Rule Explanation

Upload permit to the stipend if applicable

to the stipend if applicable

‘ | | ECE Teacher Permit Stipend EI

Application Forms

‘ [ ]|Opticnal requirements - Upload permit EI

Enter the payment options for completing the stipend requirement. The payment options
listed on your screen may differ from the image below depending on the “Rule Type” you
selected in step #2.

Payment Options

Amount earned for each completed § 0.00
requirement @

Amount earned for completing this rule @ g

Amount not to exceed @ g 0.00

If there are multiple requirements, you may check the box at the bottom of the modal to
make the payment amount equal to the highest amount from completed requirements, if
applicable.

@ Amount is highest amount from completed requirements

Click “Save.”

Cancel Save
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Once you click save, your rule will be applied to the list of Stipend Requirements.

Stipend Amount: $700.00 - $300.00

Stipend Requirements:

A. ECE Teacher Permit Stipend Application Forms | $50.00

B. Complete [one]of the following: ($50.00 - $300.00)
o Commit to a Professional Growth Plan | $50.00
o Instructional Leadership - PAS | $10.00 per hour completed not to exceed $50.00
o Associates | $50.00

‘ ECE Teacher Permit Stipend Application Forms B
‘ [ Complete one of the following B
Commit to a Professional Growth Plan B
Instructional Leadership - PAS |ZI
Associates |ZI

After you set-up the requirements for your stipend track, all that is left to do is:

1. Assign Stipend Approvers their ECE staff caseload. The Stipend Approver can
assign their caseloaded staff to the stipends they determine to join and then manage
the staff's progress within those stipend tracks.

2. (Optional) Assign ECE staff to the stipend track. Funder Admins, Stipend
Managers, and Stipend Approvers all have permission to assign staff to stipends.
Funder Admins and Stipend Managers can choose to delegate this responsibility to
the Stipend Approver or choose to assign staff to stipends themselves. Please note,
however, that all roles can assign staff to stipends and this is simply a preference of
position responsibilities at your county.

The following sections will show you how to assign Stipend Approvers and assign ECE staff
to stipend tracks.



Assighing Stipend Approvers

A Stipend Approver will be assigned a caseload of ECE staff. The role will act as a case
manager for their caseload staff, assigning staff to stipend tracks and then reviewing and
approving the stipend requirements that a staff member completes. The Stipend Approver role
does not have the ability to edit the details of the stipend track, such as budgeting, but does
have functionality within the “Assigned Staff Stipends” and “Stipend Progress” grids, such as

creating staff accounts, emailing participating staff, updating the status of the stipend for each

participating staff, and approving completed requirements for each staff caseloaded to them.

The Funder Admin and Stipend Manager roles can assign Stipend Approvers from the “Assign
Staff & Caseload Approvers” tab on the Stipend Tracks landing page.

Stipend Tracks

Create Stipend Track X

Home / Maple County / Stipend Management =

Current Stipend Tracks

der Ad 8 penda
ddje d dselOal e
pend Approve ab
Do oad
Assign Staff &

Caseload Approvers

Completed Stipend Tracks

Assign Stipend Approver

Assign Stipend Track

Edit Stipend Program Participant

p to several minutes to complete)

Stipend Approvers can also be assigned from the “Assigned Staff Stipends” grid within a
stipend track. This way to caseload Stipend Approvers will be reviewed after the first method

mentioned above.

Assigned Staff
Stipends

Assign Staff to Stipend Track

4 Back to Stipend Track Grid

> Stipend Instructions

Child Development Teacher Permit Stipend Track

Home / Maple County / Child Development Teacher Permit Stipend Track

Edit Stipend Track Copy Stipend Track Delete Stipend Track

Stipend Amount: $770.00 - $300.00
Start Date: 7/1/2020
Budget Category/Cost Code: 1100-Pathways2021

Budget: $2.500,000.00
End Date: 6/30/2021

Stipend Requirements

A, Initial Stipend Program Meeting with Your Professional Growth Advisor
B. Optional requirements: ($10.00 - $§150.00)
© CLASS Overview | $50.00
© ASQ:SE| $50.00
© All About ECERS | $10.00 g
C. Associates | $50.00
D. Optional requirements: - Uplod
©  ECE Teacher Permit Stipe

You can also assign

Stipend Approvers in the

"Assigned Staff Stipends"
tab within a stipend track

Stipend Progress

Assign Stipend Approver | Create Accounts

Update Status Eﬂ
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Within the “Assign Staff & Caseload Approvers” tab, you have the ability to assign a Stipend
Approver to one staff member at a time or to multiple staff members at one time. The “[Assign]”
in red font is used to indicate that a Stipend Approver has not yet been assigned to the staff
member.

Individually - To assign a Stipend Approver to one staff member, click on “[Assign]” in the
“Stipend Approver” column for that staff member.

Assign Staff &

Current Stipend Tracks
Caseload Approvers

Completed Stipend Tracks

Assign Stipend Approver | Assign Stipend Track  Edit Stipend Program Participant
Search: | Show |10 v |entries Y Filters Showing 1to 10 of 1,163 entries
Stipend Stipend
‘pen Staff ID Staff Name ‘pen Staff Account
Approver ) ) ) Track
Click to assign a Stipend
Approver to this staff member
[Assign] = HR2036201841157  Isabella Lenore Acosta [Assign] = IsabellaAcosta

Multiple at one time - You can also assign the same Stipend Approver to many staff members
at one time. First select all the staff members in the grid and then click the blue “Edit Stipend
Program Participant” button at the top of the tab. Note: The Stipend Approver selected will be
the one assigned to every staff member selected.

. Assign Staff & .
Current Sti Tracks Completed Stipend Tracks
Caseload Approvers
Assign Stipend Approver || Assign Stipend Track | Edit Stipend Program Participant
Search: | | Show |10 v | entries Y Filters Showing 1 to 10 of 1,163 entries
Stipend Staff Staff WH
P Staff ID Stipend Track
Approver Name Account 1D4
|
: Zach BA Track (2020-2021) ~
[Assign] = HR10233991 . zteacher
Tenna CA Workforce Pathways Stipend Track 2020-21 ~
|
. i Ana . .
[Assign] = HR8517182 . [Assign] = Wizard
- Smith -
o . Wilburn . . .
[Assign] HR1372214445 i [Assign] ¥ WilburnO'Reilly
O'Reilly
o
e —
. Wendy .
[Assign] » HR1438150802 - CA Workforce Pathways Stipend Track 2020-21 ¥ WendyFarmer
armer
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In the pop-up Modal that appears, select “Assign Stipend Approver” at the top. Then select one
of the Stipend Approvers listed. This modal will include all staff that have been assigned the
Stipend Approver role at your county. Lastly, click “Save.”

Select Stipend Approver o IoX

| want to: [o Assign Stipend Approver ] Unassign Stipend Approver

Search:l |Show 10 ~ |entries

Select Name - Title Role Employer

Emily Gonzales Professional Growth Advisor Stipend Maple County Office of
Approver Education

Rico Martinez QCC Coordinator Stipend Maple County Office of
Approver Education

Jeffrey Rodriguez Professional Growth Advisor and QCC Stipend Maple County Office of
Coordinator Approver Education

Sarah Professional Growth Advisor Stipend Maple County Office of
SarahStipendApprover Approver Education

Kelly Tatari Professional Growth Coordinator Stipend Maple County Office of
Approver Education

Carly Wheaton Professional Growth Adviser and QCC Stipend Maple County Office of
Coordinator Approver Education

Jared Wolf Professional Growth Adviser Stipend Maple County Office of
Approver Education

Showing 1to 7 of 7 entries  Previous ‘ 1 ‘ Next o

‘ Cancel

You can assign more than one Stipend Approver to an ECE staff member. You will simply follow
the same steps as before either individually or multiple at one time.

Individually - Rather than on clicking “[Assign]” you will be clicking on any Stipend Approver’s

name in that staff member’s cell. In the drop-down menu that appears, click “+Assign another
stipend approver.” The same pop-up modal will appear where you select an additional stipend
approver and then click “Save.”

Assign Staff &

Completed Stipend Tracks
Caseload Approvers

Current Stipend Tracks

Assign Stipend Approver  Assign Stipend Track | Edit Stipend Program Participant

Search: | Show |10 ¥ |entries Y Filters Showing 1 to 10 of 1,163 entries
Stipend Stipend
P Staff ID Staff Name . P Staff Account
Approver Track
™
O
R2036201841157  Isabella Lenore Acosta [Assign] = IsabellaAcosta
[ <+ Assign another stipend approver ]
O

'
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Stipend Stipend
P Staff ID Staff Name “ P Staff Account
Approver Track
/
Kelly Tatari ~ / L
HR2036201841157  Isabella Lenore Acosta [Assign] = Isabellafcosta
Jared Wolf ~ -
O
[Assign] = HR18331 Rivka Adair [Assign] =

Multiple at one time - Select all staff members you'd like to assign the same approver to in the
grid, then click the blue “Assign Stipend Approver” button. The same pop-up modal will appear
where you select an additional stipend approver and then click “Save.”

Assign Staff &
Current Sjgend Tracks sslgn =k Completed Stipend Tracks

Caseload Approvers

2
Assign Stipend Approver || Assign Stipend Track § Edit Stipend Program Participant
Search: | | Show |10 ~ |entries | Y Filters | Showing 1 to 10 of 1,163 entries
Sti d Sti d WFR
\pen Staff ID Staff Name “ \pen Staff Account
o Approver Track 1D#
M

f:r'fffjjlrf': Will add a 3rd approver to this staff IS D—

M

Kelly Tatari ~ Will add a 2nd approver to this staff B 10285938)
4 - .
e [Assign] Will add the 1st approver to this staff CEZCEEGEEZELERTE 1238

'

Stipend Stipend
P Staff ID Staff Name . P St
Approver Track
Kelly Tatari ~
Carly Wheaton ~ 2036201841157  Isabella Lenore Acosta [Assign] > | Isab
Jared Wolf ~
= Kelly Tatari
elly Tatari ~
Y HR18331 Rivka Adair [Assign] « Rivk]
Carly Wheaton ~ -
0 :
Carly Wheaton ¥ | HR13077205 Abby Adams [Assign] >  Abb
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If you would like to remove a Stipend Approver, click on any individual Stipend Approver’s
name in a staff member’s row or select multiple staff members in the grid (which are the same

starting points described above to assign a Stipend Approver individually or multiple staff

members at one time).

. Assign Staff & i
Current Sti Tracks Completed Stipend Tracks
Caseload Approvers

[ Assign Stipend Approver ] Assign Stipend Track | Edit Stipend Program Participant
Search: | |Show 10 v |entries | Y Filters | Showing 1 to 10 of 1,163 entries

Stipend WFR
Staff Account
Track ID#

Individually: Click on any Stipend
Approver's name in a staff member's row
HR2036201841157  Isabella Lenore Acosta [Assign] =

Stipend
Approver

Staff ID Staff Name -

Kelly Tatari ~
Jared Wolf ~

IsabellaAcosta 10002

| + Assign another stipend approver

Kelly Tatari ¥ HR18331 Rivka Adair [Assign] *  RivkaAdair 10285

[Assign] = HR13077205 Abby Adams [Assign] *  AbbyAgencyFiscalAdmin 1238
]

Jared Wolf ¥ HR1230124736 Barton Adams [Assign] «

In the pop-up modal, if you select “Unassign Stipend Approver,” any Stipend Approved
assigned to the staff member will be removed. This means that if two Stipend Approvers are
assigned to a staff member, both will be removed upon clicking “Save.”

Select Stipend Approver

| want to: Assign Stipend Approver | @ Unassign Stipend Approver

‘ Cancel |
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Assigning Stipend Approvers Within a Stipend Track

First navigate to the “Assigned Staff Stipends” tab within a stipend track. The grid containing all
invited/participating staff will display a column titled “Stipend Approver.” The “[Assign]” in red
font in this column is used to indicate that a Stipend Approver has not yet been assigned to the
staff member.

Assigned Staff
Stipends

Stipend Progress

LT i Rt be TN Bl Assign Stipend Approver | Create Accounts

=l X Download Filtered Staff Mailing Labels

Status Agency Site
Highest Approved Permit Role Stipend Approver
- Select - x ¥ Any xw - Select -

Search: Show |10 |entries Y Filters (1 ap8g) | | W Exce Showing 1 to 7 of 7 entries

Stipend Stipend C leted Total
PENS L Staff ID Name Agency Sites . Status om|:.| © “
Track Approver Requirements Earned
Central
Selina Applebank | o2
HRO035341 _ i Preschool, | [Assign]» | Available | 0outof5 $0.00 )
Martinez usD .
Riverbank
CDC
o Allen
View Applebank :
o HR1227014503 MittieLin PP ooan State (ssign] = | Available 0 outof5 $0.00
Stipend uUsD
Preschool
[m]
. Velon Allred Child
:Im 98 sane Development [Assign] = Available  Doutofd $0.00 o
Stipend Preszo
Center

As described previously, there are two ways you can assign a Stipend Approver: individually or
multiple staff at a time.

Individually - To assign a specific staff member a Stipend Approver, click the red “[Assign]”
button in the “Stipend Approver” column in that staff member’s row.

Search: | Show |10 v | entries Y Filters (1 applied) | Eice Showing 1to 7 of 7 entries
Stipend Stipend C leted Total
pend . Staff ID Name Lt Status om|:.| ® ° Notes
Track Approver Requirements Earned
Sta
Seli Applebank :
HRO055341 =ina ppiesan Preschool | [Assign]» | Available D outof5 $0.00 O ©
nd Martinez usb )
Riverbank
coC
D Allen
View Applebank .
o HR1327014503 Mittie Lin | PPE2ET State lassign] > Available  Ooutof3 $0.00 M
Stipend UsD
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Multiple at one time - If you would like to assign multiple participating staff the same Stipend
Approver, first select the staff in the grid. You can also click the checkbox next to the column

titles to select all staff displayed in the grid.

Click this checkbox to select/unselect
all staff displayed in the grid

applied) I Excel Showing 1 to 7 of 7 entries

) Stipend Completed Total
Staff ID Sites Status i} N
Approver Requirements Earned
@ Central
Stat
View Selina Applebank < )
HRSO 4 UsD Preschool, [Assign] ~ Approved 0Qoutof5 $0.00 [
Riverbank
Or select each row coc
individually in the grid
All
e HR1327014503 MittieLn  APPebank o0 Assi Accepted 2 out of 5 $0.00
Stipend R132701450 ittie Lin usD e [Assign] ccep out o .
Preschool
O
) ) Allred Child
View _ i _ Melanie o
. HR1974133618598 Development [Assign] Approved 0Qoutof5 $0.00 O
Stipend Preszo
Center
& . Allen
e HR20425778 Kendra — Applebank o {Assign] Approved 0 out of 5 $0.00 O
Stipend Santos usD = SR [ oute :
Preschool
|
View R ERCEEE Monica Applebank Riverbank [Assign] p— T $0.00 ol
-
Stipend Rodriguez  USD coc =S ElEEE e :
O Forrest
| View AnaMaria  Applebank Avenue
o HR18487741 [Assign] = Available 1outofs 540.00 3
Stipend Lopez usD Head

Click the blue “Assign Stipend Approver” button at the top of the tab.

Assigned Staff

Stipend P
Stipends ipend Progress

Status

- Select - x v

Highest Approved Permit

- Select - = Any

Assign Staff to Stipend Track | AT eIyls Walelsl{elV=Tg Email Staff | Update Status | & Download Fi

Please follow the same steps as described previously to then assign or unassign the Stipend

Approver.
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Assigning Staff to the Stipend Track

Once you have created your stipend track, you will need to assign ECE staff to the stipend.
Funder Admins, Stipend Managers, and Stipend Approvers can all assign staff to stipend
tracks.

You can assign staff from the “Assign Staff & Caseload Approvers” tab on the Stipend Tracks
landing page.

Stipend Tracks

Home / Maple County / Stipend Management

ignec YOU can assign staff to [

stipends in this tab

Assign Staff &
Caseload Approvers

Current Stipend Tracks Completed Stipend Tracks

Assign Stipend Approver = Assign Stipend Track  Edit Stipend Program Participant

Staff can also be assigned from the “Assigned Staff Stipends” grid within a stipend track. This
way to assign staff will be reviewed after the first method mentioned above.

Child Development Teacher Permit Stipend Track

Home / Maple County / Child Development Teacher Permit Stipend Track

€ Back to Stipend Track Grid

Edit Stipend Track | Copy Stipend Track Delete Stipend Track

Stipend Amount: $71710.00 - $300.00 Budget: $2,500,000.00
Start Date: 7/1/2020 End Date: £/30/2021
Budget Category/Cost Code: 1100-Pathways2021

> Stipend Instructions

Stipend Requirements

A Initial Stipend Program Meeting with Your Professional Growth Advisor
E. Optional requirements: ($70.00 - $150.00)

© (CLASS Cverview | $50.00

o ASC: SE| $50.00

o All About ECERS | 10 Saaaa

C. Associates | $30.00 You can also assign staff to

D. Optional requirements:

S eEl a stipend from the "Assigned
Staff Stipends" tab within a

stipend track

Assigned Staff
Stipends

[ LIRS ELR IS (WL RIEIV @) Assign Stipend Approver  Create Accounts | Email Staff | Update Status m
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Within the “Assign Staff & Caseload Approvers” tab, you have the ability to assign one staff
member to a stipend individually or multiple staff members at one time. The “[Assign]” in red
font is used to indicate that a staff member has not been assigned to any stipend tracks yet.

Individually - To assign a stipend to one staff member, click on “[Assign]” in the “Stipend Track”
column for that staff member.

Assign Staff &

Current Stipend Tracks
Caseload Approvers

Completed Stipend Tracks

Assign Stipend Approver = Assign Stipend Track dit Stipend Program Participant
Search: | Show |10 v |entries Y Filters Showing 1 to 10 of 1,163 entries
Stipend Stipend
‘pen Staff ID Staff Name “ Lo Staff Account
Approver - : - Track
Click to assign this staff
member to a stipend track
Kelly Tatari ~ HR2036201841157  Isabella Lenore Acosta [Assign] ¥ | lsabellaAcosta

Multiple at one time - You can also assign the same stipend track to many staff members at
one time. First select all the staff members in the grid and then click the blue “Assign Stipend
Track” button at the top of the tab. Note: The stipend track selected will be the one assigned to
every staff member selected.

Assign Staff &
Caseload Approvers

Assign Stipend Appr 2 | Assign Stipend Track || Edit Stipend Program Participant

Current Stipend Tracks Completed Stipend Tracks

Search: | | Show [10 ¥ |entries Y Filters Showing 1 to 10 of 1,163 entries (XL laray
Stipend Stipend
P Staff ID Staff Name “ P Staff Account
Approver Track
¥4
Kelly Tatari ~ HR2036201841157  Isabella Lenore Acosta [Assign] ¥  IsabellaAcosta
o :
Kelly Tatari ~ . . . P .
B HR18331 Rivka Adair [Assign] = RivkaAdair
Carly Wheaton ~ -
Carly Wheaton ¥ HR13077205 Abby Adams [Assign] *  AbbyAgencyFiscalAdmin
¥4
Jared Wolf = HR1230124736 Barton Adams [Assign] =
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In the pop-up Modal that appears, select the stipend track from the drop-down menu. This list
will include every current stipend track at the county. Then click “Save.”

Select Stipend Track

Stipend Track

Child Development Teacher Permit Stipend Track

‘ Cancel | Save

Repeat this process for every stipend track you wish to assign to the staff.

Once a stipend track has been assigned to a staff member, they will be listed in that column on
the grid. Click on any stipend track to view a drop-down menu that gives you access to navigate
to that stipend record or to assign another stipend track to that staff member.

Staff Name *  Stipend Track Staff Account

SN

1157  Isabella Lenore b{chi[d Development Teacher Permit Stipend Track '] IsabellaAcosta

< Go to this stipend track

4 Assign another stipend track

Rivka Adair [Assign] = RivkaAdair

Assigning Staff Within a Stipend Track

To assign staff to the stipend track, click on the “Assign Staff to Stipend Track” button on the
Stipend Track view-page.

Assigned Staff
Stipends

Assign Staff to Stipend Track

Stipend Progress

Assign Stipend Approver = Create Accounts

Status
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A modal will appear in which you can assign and manage participating staff in the stipend
program. This modal can be made smaller by clicking the minimize icon in the upper right-hand
corner of the modal. To make the modal large again, click the expansion icon in the same spot.

Assign Staff to Stipend Track
Click to make the
modal smaller

Total Applied: $0.00 Total Allocated: $0.00
Total Application Pending: $0.00 Total Approved: $0.00
Total Waitlisted: $0.00 Total Paid: $0.00

Unassigned Agency Staff

QRIS Program Agency Site

- Select - x v - Select - x v - Select - x v
Highest Degree Highest Approved Permit Role

- Select - x v - Select - X w Any x v

Q Apply filters

Assign Selected Staff
Search: | | Show |10 +|entries Y Filters (1 applied) Showing 1 to 10 of 1,153 entries
. . . Highest Highest
Displ First Middl Last
Agency * Staff ID ‘splay s lecle as Account Approved Approved Roles
Name Name Name Name )
O Permit Degree -

Close

'

Assign Staff to Stipend T X
0 expand
a moda ~
Total Applied: $0.00 o0
Total Application Total Approved: $0.00
Pending: $0.00 Total Paid: $0.00

Total Waitlisted: $0.00

Unassigned Agency Staff

QRIS Program Agency

L1

elect - x ¥ - Select -
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To assign staff members, you must select them in the grid in the left-most column next to the
“Agency” column. If you know the name of the staff member you'd like to assign, you can type
their name into the search field. Then click the blue “Assign Selected Staff” button. That staff
member will be removed from this grid and added to the “Assigned Staff Stipends” tab outside
of this modal and the stipend will be available to them through their HUBBE staff account.

Highest Degree Highest Approved Permit Role

Q, Apply filters

| Assign Selected Staff |°
Search: |Melanie | w entries T Filters (1 applied)

Showing 1 to 6 of & entries (filtered from 1,153 total entries)

Highest Highest
. Display  First Middle  Last ighes ‘ghes
Agency Staff ID Account Approved Approved Roles
Name Name Name Name )
= Permit Degree
Agency
Allred Child ) ASQ
Melanie )
Development HR1974133618593 Preezo Melanie Preezo and
Center Referral
Contact
O Session
Holy Family HR2036201841125  MENIE ) anie Nunez Admin,
Preschool Nunez Lead

Teacher

There are also six (6) search filters that you can use to filter the staff members in the grid: QRIS
Program, Agency, Site, Highest Degree, Highest Approved Permit, and Role. Select as many
items as you'd like in all the categories you'd like to filter for, and then click “Apply Filters.” The
grid will then only display the staff members with the filtered criteria.

Unassigned Agency Staff
QRIS Program Agency Site
IMPACT x v 4 of 176 selectg Allen State Preschool (S1101.1), Riverbx =
_Use the search Rveroah !
field to search for Jum
_ _ an item in the list [ESEEEEY
Highest Degree Highest Apprd

Riverbank CDC (SI1101.2)

x ¥ Teacher, Site Supervisor, Program Dir..x ¥

[ Riverbank Preschool (S1101.7)

Q, Apply filters @

Assign Selected Staff
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If you would like to assign everyone on the grid with your filtered criteria, as seen above, then
click the checkbox above the grid in the leftmost column. This will select everyone currently
displayed in the grid (excluding staff outside of these filter parameters).

After you have selected your staff members, click the “Assign Selected Staff” button. These
staff members will disappear from this grid and be added to the grid in the “Assigned Staff
Stipends” tab behind this modal and the stipend will be available to them through their HUBBE
staff account.

" First Middle Last Highest Approved Highes
4 Staff ID D N Account
1 isplay Name Name Name Name cou Permit Degree

Previous 2 Mext

To clear all your search filters in all filter categories, click the “Reset” button.
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Once you have finished assigning staff to the stipend program, click the “Close” button in the
modal. You will then see all the staff in the “Assigned Staff Stipends” tab. The grid displays the
staff assigned to the stipend program. The grid presents useful information on staff participants
and those who may potentially participate in the stipend track.

Search: Show| 10 |entries Y Fitters {1 applied) [ Exce Showing 1
Highest Highest
Stipend Stipend G leted Total
PENS L staffID Name Agency Sites pen Status umr.-r 5 ° Notes Account Approved Approved Roles
Track Approver Requirements Earned .
Permit Degree
Central
State LeadTeacher
View Sel Applebank
,I HR9055341 e A= Preschool, | [Assign] = Available 0 outof5 $0.00 3@ ) Teacher Bachelors Lead
Stipend Martinez usD o ’
Riverbank Teache
coc Teache
= Allen
View Applebank ) - te Lea
Mittie Lin oo State [Assign] > | Available | 0 outcof5 $0.00 m i Bachelors -
usD - ’ Supervisor Teacher
Preschool
[m} Agency
Melani Allred Child ASQ
Melans [Assign] = Ayailable 0 out of 5 $0.00 0o and
Preezo o
Referral
Contact
O Allen Session
View K Applebank . , o
o HR20425778 =nere i State ssign] * | Available | 0 outof 5 50,00 oo Teacher Associates | Admin,
Stipend Santos usD _ ’
Preschoo Teacher
- Maoni Applebank Ri Sessicn
onica eban Riverbank
= e Assign] = Available 0 outof3 $0.00 3@ () Teacher Aszociates Admin,
Rodriguez = USD cbc ’
Teacher
O Forrest
View Anal Applebank A Site
Stl Cend HR18487741 _::E;”E LEE & _|:a|;ue Assign] » Available | Ooutof5 $0.00 (PR ()] Bachelors Aldm "
Start
[m]
Allen
Emi Applebank
o i State lssign] = Available 0 out of 5 50.00 0 © Teacher Bachelors
\Wang usD - ’
Preschoo
Previous | 1 | Mex
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Managing Staff in the Stipend

The Stipend Track page features many functionalities to streamline the stipend workflow. This
section 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.

Updating the Status of the 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,” “Walitlisted,”
“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.

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.

SENRCIELNIEEN Assign Stipend Approver | Create Accounts | Email 2 Update Status | &, Download Filtered Staff Mailing Labels

Status Agency Site Highest

Highest Approved Permit Stipend Approver

First select the staff members, then
click the "Update Status" button

Q Apply filters ‘ D Reset |

entries Y Filters (1 applied) B Excel

Showing 1 to 7 of 7 entries gl a7

Stipend 5 N A Sit Stipend Stat Completed Total Not A "
Track ame gency ttes Approver atus Requirements Earned otes ceoun
() / Central
LeadTeacher
Stats
s HR9055341 — janEnalk P Eh I, Jared Wolf Approved 0 outof 5 $0.00 [R(0)] ¥ Reset
- .
Stipend Martinez USD Tesc ool, ared Wol ppro out of =~ Resel
Riverbank Password
CcDC
O Allen MittieLin
View I T Applebank - 5 4]
B HR1327014503 Mittie Lin UsD State Jared Wolf + Accepted 2 outof5 50.00 (IPNQ)] 2 Reset
. Preschool Password
[Evi)
: ) Allred Child MelaniePreezo
View Melanie )
: HR1974133618598 Development Jeffrey Rodriguez ¥ Approved Qoutof5 $0.00 [N £ Reset
tipend Preszo
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A modal will appear. Choose the status of the staff member’s participation and the applicable
date. Click “Save.”

Update Stipend Status

Status Applied On

Approved 01/25/2021

Available

Application Pending

Denied
Waitlisted
Accepted
Dropped

Approved

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.

Search: | 5how| 10w |enlr\e5 | Y Filters (1 applied) ‘ | B Excel | Showing 1 to § of & entries
Hi
Stipend , Staff ID N A Site. o Completed Total Note A " Alg
Track = ame gency ftes s Requirements Earned otes ceoun PH
Pen
LeadTeacher
Vie Sel Applebank Riverbank
e HR9055341 eina ppleban verbank I approved | 0outof 2 $0.00 0 © DlReset  Teac
Stipend Martinez usp cDC
Password
O ) Allen MittieLin )
View ) Applebank ~ Site
) HR1327014503 Mittie Lin State Applied 0 outof 2 $0.00 (IFR() £ Reset
Stipend usp Supe
Preschool Password
O
: ) Allred Child
View Melanie
HR1974133618598 Development Approved | 0 outof 2 £0.00 @ (0
Stipend Preezo
Center
O ) Allen KendraSantos
View HR20425778 Kendra Applebank State 0 out of 2 $0.00 [ (0) Z Reset Teac
Stipend o Santos UsD PP ) e
Preschool Password
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Creating Staff Accounts and Resetting Staff Passwords

The Stipend Management feature within HUBBE 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 HUBBE 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.

You will notice if a staff member assigned to a stipend does not have an HUBBE 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.

Assigned Staff | .
Stipends Stipend Progress
Assign Stzff to Stipend Track [EE= pend Approver  Creats Accounts  Email Staff | Update Status [ et sEs Lo RS e NET I BT
Status Agency Site Highest Degree
- Select - * - - Select - v - Select - x - - Select - * v
Highest Approved Permit Role Stipend Approver
- Select - =¥ Any =¥ - Select - =
Tala M " & e
Q Apply fiters Natalie's "Account" field is empty,
indicating that she does not have
s [ |Shouli0 w Jenties | Y Frasi spotes | | Wz Shawing 110 & of & enries an iPinwheel staff account
i i Highest Highest
stipend o D Name Agency Sites Stipend Status  Completed Total Notes Account *  Approved ©  Approved - Roles
Track Approver Requirements Earned .
Permit Degree
View ST Natalie Applebank Riverbank e . . Instructional
—— HR15258650 o oD o Assign] Available  Ooutof5 $0.00 0o Assistant
o Forest Aralopez2
e HR12487741 AnaMaria  Applebank | Avenue Assign] - Available  1outof5 $40.00 0o Bachelors Site Admin
Stipend Lopez usb Head !
Start
[m] Session
View Emil Applebank | A= Admin, Lead
e HR10704071 PP State Assign] Available 0 outof 5 $0.00 @ o Teacher Bachelors =
Stipend Wong usD Teacher, Site
Preschool Viewar

To create an account for the staff member, select their row in the grid in the leftmost column.

Search: Show|10 * | entries Y Filters (1 applied) | | W Excel Showing 1 to 8 of B entries
Stipend . Stipend Completed Total
Staff ID Site Stat Not A t 4
Track Agency fres Approver ue Reguirements Earned o ceoun
Natalie Applebank Riverbank . .
HR15258650 Assign] ¥ Availabl Oout of 5 .00 0]
Stipend Fields UsD coC BESEL B = Do
o Forrest Analopez2
View o AnaMaria Applebank Avenue .
HR18457741 Assign] * Availabl Toutof 5 540.00 0)
Stipend Lopez usD Head Assign] vartable oute Do
Start
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Then, click the blue “Create Accounts” button.

Assigned Staff
Stipends

Stipend Progress

Assign Staff to Stipend Track

Create Accounts

Email Staff

Update Status X Download Filtered ¢

Assign Stipend Approver

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 HUBBE. Once they sign in, they will
have access to their staff account.

Create Staff Accounts

Selected staff who do not have a login account will be

sent an email with an auto-generated username and
o temporary password for their new account. Selected

staff who already have a login account will not receive
an email.

Selected staff who will receive an acccount

Natalie Fields

The email sent will look like the image below.

New Login Details for Maple County inbox x & 2

noreply@ipinwheel.com via amazonses.com 3:39 PM (0 minutes ago) ¢ € :

.

to mpreezo -

Sent From
kennedy@noemail.com

An account at Maple County has been created for you. If this is correct,
please click the Login Link below and use the temporary password provided to sign in.

Login Link..........: https://demo.ipinwheel.org/Home/Login Link to site
Login with username.: MelaniePreezo

Temporary Password..: beed6g94 Log_in details
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In the grid, you will then see account details in the “Account” column for that staff member.

Search: Show |10~ |entries Y Fitters (1 applied) | | [N Excel Showing 1to 8 of & entries
Highest Highest
Stipend Stipend
pen Staff ID Name Agency Sites pen Account ©  Approved Approved
Track Approver )
Permit Degree
NatalieFields
View P Natalie Applebank Riverbank . . _
HR15258650 Assign] = Availabl Doutofs 0.00 { e}
Stipend Fields UsD coc [Assign] vallable | Doutd § oo i
o Forrest Analopez
View P AnaMaria Applebank Avenue —
Stoend HR18487741 Lopez vsD Head [Assign] = Available Toutofd $40.00 (PR()] Bachelors
Start

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

the “Account” column.

Highest
Total Not A t A d
otes ccoun rove
bs Earned PP .
Permit
MelaniePreezo

$0.00 O £ Reset
Password

Enter the new password and then again in the “Confirm Password” field. HUBBE 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.”

Reset Password
mpreezo@noemail.com

The changes made below will be sent to the staff's
personal email address. If they do not have a personal
o email address, it will be sent to their work email

address.

New Password

[ bird50660

Confirm Password

[ bird50660

mail changes to staff
We recommend you I
keep this selected ‘ Cancel ‘

60 |Back to top



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 emaiil 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.

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.

Assigned 5taff

Stipend Pro 3
Stipends [EE e

LR Ch RIS Ascign Stipend Approver | Create Accounts Update Status

& Download Filtered Staff Mailing Labe

Search: | Show |10 % | entries Y Filters {1 applied) B Euce Showing 1 to & of 8 entries (LN e |
Stipend Stipend C leted Totd
‘pen Staff ID Name Agency Sites ‘pen Status om|:-| © o
Track Approver Requirements Eam
v
View Natalie Applebank Riverbank .
HR15258650 Jared Wolf » Aailabl 0 outofs 0.00|
Stipend Fields UsD e EE e :
o Forrest
Vi Anahdari Applebank A :
= HR18487741 nalania  Appleoan VEMHE  [Assign] Gzisie | e $40.0}
Stipend Lopez usD Head
Start
= All
en
View Emili Applebank .
o HR10104071 i A State [Assign] ~ Available | 0 out of 5 $0.00
Stipend Wong usp
Preschool

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.

Send Email

Click to copy all email
sender addresses to your clipboard

Kennedy Palme

Recipients Copy Emails

| = ewong@me.com || x kendrasantos@me.com

| ® mittie.lin@gmail.com

Recipients are emailed individually and do not see each other's addresses
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Then enter the subject and body of the email. If applicable, add attachments at the bottom.
When you are done, click “Send.”

Send Email

Sender
Kennedy Palmer

Recipients Copy Emails

| * ewong@me.com | | % kendrasantos@me.com | x

|_ x mittielin@gmail.com |

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

Subject

Pathways to Quality Stipend

Body

Hello Staff!

We are excited to have you on board the Pathway to
—Ouali Stipend Dleace feol froe to roach outuiih a0y

@ Attachments el ©

s Mo attachments selected
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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.

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.

Assi d Staff
s|g.ne = Stipend Progress
Stipends
AT WESEHR GRS LRGN  Assign Stipend Approve Create Accounts  Email Staff  Update Status | [ Mu e E Rol i ES EHg L ET TG R T
Status Agency Site Highest Degree
*x v Applebank USD (AG1071) X v - Select - *x v - Select -
Highest Approved Permit Stipend Approver
S X w X w S X w
Q apply filters IS
Search: Show |10 |entries ilters (2 applied) B Excel Showing 1 to 7 of 7 entries
) ) Highest Highest
St od St d C leted Total
‘pen Staff ID Name Agency Sites 'pen v Status umr:u © = Motes Account Approved Approve:
Track Approver Requirements Earned N
Permit Degree
Allen KendraSantos
View Kend Applebank
HR20425778 =N ppieban State Jared Wolf = Approved  Ooutof5 $0.00 (N0} & Reset Teacher Associates
Stipend Santos usD
Preschool Password
(] Central
State LeadTeacher
View Seli Applebank
HR9055341 eina ppieban Preschool, | Jared Wolf = Approved  Ooutof 5 $0.00 [N i Reset Teacher Bachelors
Stipend Martinez usD . R
Riverbank o
CcDC

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.

Assigned Staff
Stipends

e ISR GRS ol W Tl Assign Stipend Approver  Create Ac

Stipend Progress

& Download Filtered Staff Mailing Labels
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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.

Assigned Staff

Stipend Progress

Stipends

* Download Staff Progress

Search:

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

A B C E

1 staffID Staff Name Agency Sites Stipend Status
2 |HR15258650 MNatalie Fields Applebank USD Riverbank CDC Available

3 |HR1327014503 Mittie Lin Applebank USD Allen State Preschool Accepted

4 |HR9055341 Selina Martinez Applebank USD Central State Preschool, Riverbank CDC Approved

5 |HR1974133618398 Melanie Preezo Allred Child Development Center Allen State Preschool Approved

6 |HR20425778 Kendra Santos Applebank USD Allen State Preschool Approved

7 |HR18487741 AnaMaria Lopez Applebank USD Forrest Avenue Head Start Available

& |HR10104071 Emili Ally Wong Applebank USD Allen State Preschool Available

9 |HR13245306 Monica Rodriguez  Applebank USD Riverbank CDC Available

F G H | J K

1 |Initial Stipend Program Meeting with Your Professional Growth Advisor CLASS Overview ASQ:SE All About ECERS  Associates ECE Teacher Permit Stipend Appl
2 |In Progress In Progress In Progress In Progress In Progress In Progress

3 |Completed In Progress In Progress Completed In Progress In Progress
4 |In Progress In Progress In Progress In Progress In Progress In Progress

5 |In Progress In Progress In Progress In Progress In Progress In Progress

6 |In Progress In Progress In Progress In Progress In Progress In Progress

7 |In Progress In Progress In Progress Completed In Progress In Progress
& |In Progress In Progress In Progress In Progress In Progress In Progress

9 |In Progress In Progress In Progress In Progress In Progress In Progress
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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.

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 within a stipend track record.

€ Back to Stipend Track Grid
C. Associates | $50.00
D. Optional requirements: - Upload permit to the stipend if applicable ($50.00)
o ECE Teacher Permit Stipend Application Forms | $50.00
Assigned Staff )
. Stipend Progress
Stipends
Lt IS ENR GRS Rl Assign Stipend Approve Create Accounts | Email Staff |~ Update Status [ BpRUIREL R SR E
Search: | | Show |10+ |entries Y Filters | [l Excel Showing 1 to 10 of 11 entries
Stipend Stipend Completed
PENCs  StaffiD Name Agency Sites il Status p
Track Approver Requiremen
Central
State
View gl Selina Applebank
) 341 . Preschool,  Jared Wolf ~ Approved 0 outof 2
Stipend Martinez usD .
Riverbank
CcDC
o View L L e . Applebank Allen State L N .

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.

Child Development Teacher Permit Stipend Track

Zach Tenna

The Status of your Stipend Track is

> Stipend Description and Instructions for Applying

Child Development Teacher Permit Stipend Track

Stipend Amount: $770.00 - $300.00
Completion Status: In Progress
Completed Requirements: 0 out of 2
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Updating Staff Stipend Progress

Within the “Stipend Progress” tab, each requirement included in the stipend program will exist
as a column in the grid.

Assigned Staff

Stipends Stipend Progress

Each requirement will display its

Update Selected Staff @ own CO|umn |n th|5 g“d
Search: I:l Show entries

Initial Complete
Stipend the W- (o let
ipen M omplete Higher Higher Higher Higher
Program Complete a 9/590 the o . o . . . P
Staff Total Meeti Path t F I i
= 4 Agency Sites ot seting athway te orms nvoice Pathway Pathway Pathway Pathway
Name Earned ‘with Your Quality using with your . . . .
Professional Application our legal Stipend - Stipend - Stipend - Stipend -
PP ¥ 9 12 Units 9 Units 6 Units 3 Units
Growth legal name
Advisor name
Forrest h b h
AnaMaria  Applebank
Avenue 50.00 In Progress In Progress In Progress In Progress

Lopez usD
Head Start

) A | A | h
O B i Applebank
snjzmin PRisban 50.00 In Progress In Progress In Progress In Progress
Nickels usp
b A | A | h
O  Brad Applebank
By R 50.00 In Progress In Progress In Progress In Progress
James UsD

Each column displaying a requirement will display the progress that staff member has made on
that requirement. In the example below, Claire is still in the process of completing the “Spring
Higher Education Pathway Stipend-7 Units” requirement, while Mittie has completed her “Meet
with Your Professional Growth Advisor” requirement.

Complete
Spri Spri Fall Fall the W-
Higher e High High Mest with Complet 9/:90 Complet Higher
igher igher igher igher Your omplete omplete a Education
Staff Total Education Education Education Education R the Invoice Forms Pathway To
N B E o Path Path Path Path P ssional ith i Qualit; Pathway
ame arne: 'a wa)y .. w.-:y 'a waJy 'a wa)y P :m Iyour using AuaI! yr Stipend -
pe! ; i ! Advisor egal name your pplication 3 Units
3 Units 7 Units 3 Units 7 Units legal

Still in

p rog ress gress In Progress

N |
@ Completed @ Completed

In Progress

O Mittie
Lin

Showing 1to 2 of 2 entries  Previous \j Next

50.00 In Progress In Progress

The greyed-out fields indicate that the staff member is not pursuing that requirement. This helps
to accurately allocate the stipend’s budget by selecting which requirements the staff member is
pursuing and will be paid for. To learn how to do this, please refer to the “Indicating
Requirements Pursued” section below.

Complete
Spril Spri Fall Fall the W-
;.zrmg F.urmg a. a. Meet with < Higl
Higher Higher Higher Higher Your Complete 9/590 Complete a Edu
Staff ,  Total Education Education Education Education ) the Invoice Forms Pathway To
Name Earned Pathwa Pathwa Pathwa Pathwa Professional with your usin, Qualit: Path
s Jy s Jy s Jy s Jy Growth | Iy 9 Appli yt' Stips
p - P - P - P - Advisor egal name your pplication 3 ud
3 Units 7 Units 3 Units 7 Units legal
name
Pursuing this | | |
Cl 3
c a\r: I $0.00 In Progress requ”‘en‘lent Progress In Progress In Progress In Progress
randa
O Mittie w N N A N ~
U NOT pursuing In Progress @ Completed @ Completed  In Progress @ Completed
this requirement
Showing 1to 2
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For “Education,” “Professional Development” (PD), and “Professional Growth Plan” (PGP)
requirements, the status will be automatically updated as “Completed” when the appropriate
data has been entered into HUBBE in the participating staff's record, such as a workshop in
their PD record.

Stipend Tracks

View Stipend Track Add Rule

Education

Stipend Amount; | Professional Development

Stipend Requirer  Customized

Professional Growth Plan ]

A. Complete at lezg ———— — 0.00 - $6,0

=

For example, if there is a “Professional Development” stipend requirement, once one of the
workshops listed in the stipend program has been added and approved in the staff member’s
“Professional Development” (PD) record, the data will populate the field within that staff
member’s row on the Stipend Track page within the “Stipend Progress” tab at the bottom of the
page. Please refer to the section titled, “Automating Requirement Completion” for instructions
on how to enter a workshop to automatically satisfy a stipend requirement.

Notice that Mittie Lin has the “All About the ECERS” workshop in her “Professional
Development” record, which is listed as a stipend requirement. The number of hours she spent
at the workshop and the total amount of money that Mittie has earned for the workshop has
populated within her “Stipend Progress” field in the workshop's column.

Stipend Requirements

A. Complete one of the following: ($0.00 - $50.00) A "Professional
o CLASS Overview | $50.00 Development"
o ASQ:SE|$50.00 requirement, requiring
o All About the ECERS | $10.00 per hour completed not to exceed $50.00
B. Associates | $50.00

completion of one of

C. Optional requirements: - Upload permit to the stipend if applicable ($50.00) the WOFkShOpS listed
© ECE Teacher Permit Stipend Application Forms | $50.00

'

Professional Development

Maple County

Mittie Lin
Supparting Home / Applebank USD / Staff / MittieLin / Professional Development
< Downll ! .
Staff Menu The workshop listed as a
requirement in the stipend

Mittie Lin Overview | Workshops program has been added and [RECGI EEENVATSYRIEEIENS

Education approved to this staff's record

Professional Development Create Workshop

Professional Growth Plan

Coach Logs Workshop Workshop Workshop)

ERS

CLASS 1D: PD12217350 Status: Approved ID: PD12577733 Status: Approved ID: PD13542

Stipends Workshop Name: All About the ECERS Workshop Name: Preventative Health Practices Workshop N

Instructional Coaching Cycles Date Completed: 11/17/2020 Date Completed: 7/8/2020 Date Compld

Fhoto Hours: 2 Minutes: 0 Hours: 3 Minutes: 0 Hours: 3

Added to Professional Growth Plan: No Added to Professional Growth Plan: No Adcled to P

Updated by FunderAdmin on 11/18/2020 Updated by CookieWookie on 7/8/2020 Update

'
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Assigned Staff

Stipends Stipend Progress

Update Selected Staff @

Search: |mittie |Sh0w 25 ~|entries

ECE Teacher Permit
Staff Total CLASS ASQ: All About
O Name Earned Overview SE the ECERS i The Workshop in Mittie's PD
= record has populated this
O  Mittie In ® $20.00 requirement as completed
. $50.00 In Progress
Lin Progress | EXIIETD

Showing 1 to 1 of 1 entries (filtered from 7 total entries)  Previous 1 Next

Marking Customized Requirements as Completed

A “Customized” stipend requirement will not be connected to any data entered into the HUBBE
data system, since it is used when the requirement does not fall under one of HUBBE’s
requirement categories (Education, Professional Development, and Professional Growth Plan).
As such, these requirements must be marked “Completed” manually.

In the example below, the “Complete a Pathway to Quality Application” requirement is a
“Customized” requirement, so it needs to be marked “Completed” manually. To do so, click on
the field in that column in the staff member’s row for which you want to mark the requirement
as completed.

Assigned Staff Sti 4P
Stipends ipend Progress
& Download Staff Progress Update Selected Staff @
Search: | | Show|25 ~ |entries
Initial Complete
Stipend the W- c let
P ear Complet 9;':90 1:mp T Highe
Staff Total Mr°g:_am I'-‘l:'tmhﬁ:l i Eta F | ; i Educat
a 4 Agency Sites ota .ee ing a \..uay o o.rrns n.\rolce Pathwl
Name Earned with Your Quality using with your Sti
ipen
Professional Application your legal 12:"‘
Growth legal name
Advisor name
Forrest N
AnaMaria Applebank A $0.00 In P In P In P In P
Lopez USD venue X n Progress n Progress n Progress n Progress
Head Start
A | A
O  Benjami Applebank
gnjamm ppieban $0.00 In Progress In Progress In Progress In Progress
Mickels UsD
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In the modal that appears, select the “Mark requirement as completed” checkbox, enter the
date of completion, and then click “Save.” The requirement will then be displayed as
“Completed” with a green checkmark for that staff member.

Update Stipend for AnaMaria Lopez

Complete a Pathway to Quality Application

Mark requirement as completed

Date completed

01/25/2021 0

Cancel Save

'

Initial Complete
Stipend the W-
Program Complete a 9/590
Meeting Pathway to Forms
with Your Quality using
Professional Application your
Growth legal
Advisor name
A
In Progress @ Completed | In Progress
- N |
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Overriding Requirements

The Requirements of a stipend program are set up to be integrated with the data within the

HUBBE system. For example, if a requirement is to attend and complete a workshop, once that
workshop is entered and accepted in a staff member’s “Professional Development” record, it

will be automatically marked as “Complete” in the stipend for that staff member.

However, if this data is not entered into HUBBE, then the Funder Admin, Stipend Manager, or

Stipend Approver needs to “override the requirement” and manually mark it as complete.

Please follow the steps below to override a requirement.

First, enter the “Stipend Progress” tab.

Assigned Staff sti dp
Stipends ipend Progress
X Download Staff Progress Update Selected Staff
Search: | |Sh:>'.'.=|25 v |en'.r\es
Initial Complete
Stipend the W- Complete
Program Complete a 9/590 the
Staff Agency Sites Total M.eeting Pathvj\ray to Fo-rms In.vni:e
Name Earned with Your Quality using with your
Professional Application your legal
Growth legal name
Advisor name
Forrest h b N
AnaMaria Applebank A $0.00 In P InP InP InP
lap usD venue . n Progress n Progress n Progress n Progress
Head Start
.| . | b |

Option A- One Staff Member at a Time: To override a requirement and mark it as completed,
click on the requirement field for the staff member you'd like to update. In the example below,

Higher
Education

Pathway
Stipend -
12 Units

Hig
Edu
Path
Stip!
9 Uy

we want to override Ana’s “Initial Stipend Program Meeting with Your Professional Growth
Advisor” requirement, so we will click the field for that requirement in Ana’s row.

Initial Complete
Stipend the W-
Program Complete a 9/590
Staff Agency Sites Total M.eeting Path\-.vay to Fo.rms
Name Earned with Your Quality using
Professional Application your
Growth legal
Advisor name
Forrest N ]
AnaMaria  Applebank
Lopez UsD Avenue $0.00 In Progress In Progress In Progress
Head Start
- b A
. Bc?njamln Applebank $0.00 In Progress In Progress In Progress
Mickels usD
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Option B- Multiple Staff Members: You can also override a requirement for multiple staff
members at one time by selecting the staff members within the grid and then clicking the blue
“Update Selected Staff” button at the top of the tab.

Assigned Staff Sti 4P
Stipends ipend Progress E
* Download Staff Progress | Update Selected Staff I (2]
Search: | | Show| 25 v |entries
Initial Complete
Stipend the W-
Program Complete a 9/590
Staff Agency Sites Total M.eeting Path\:lvay to Fo.rrns
Name Earned with Your Quality using
Professional Application your
Growth legal
o Advisor name
@ Forrest N N |
AnaMaria Applebank A $0.00 InP InP In P
Lopez USD venue | n Progress n Progress n Progress
Head Start
N b N
Benjami Applebank
I?I'IJEIITIII'I PRiEBan $0.00 In Progress In Progress In Progress
Mickels usp
A | | b
[]  Brady Applebank _ o o

Option A- One Staff Member: In the modal that appears, select the “Override requirement as
completed” checkbox, enter the date you are overriding it, and then provide a reason (optional).
Then click “Save.”

Update Stipend for AnaMaria Lopez

Initial Stipend Program Meeting with Your
Professional Growth Advisor

[ Override requirement as completed ]

Date overridden

01/25/2021

Reason for override

Completed but does not have a PGP with this activity in
iPinwheel.

Cancel Save
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Option B- Multiple Staff Members: In the modal that appears, select the requirement you’'d like
to update from the list of requirements for this stipend program. Then select the “Override
requirement as completed” field, enter the date, and click “Save.”

Update Stipends HI

Update stipend records for 3 staff:

Select a stipend requirement to update

[ Initial Stipend Program Meeting with Your Professional Gro V]

This only applies to requirements that have not been

i)

marked as mandatory

Mark selected staff as pursuing this requirement

[ Override requirement as completed ]

Date overridden

[ 01/25/2021 (| ]

Reason for override

These staff members do not have a PGP in iPinwheel with this
activity completed, though they have all met with their

advisors.

Note: The “Mark Selected staff as pursuing this requirement” field will be automatically selected
since marking the requirement as “Completed” implies the staff member has pursued that
requirement.

The requirement field for the staff member you have updated will then display a green
checkmark and a tag that reads “override” to indicate that this requirement has been marked
completed in an override action. If there is monetary compensation associated with completing
the requirement, it will be displayed beside the green checkmark.

Initial Stipend
A Complete a
Program Meeting
Staff . Total . Pathway to
N *  Agency Sites E d with Your Qualit
ame arne Professional Growth Aualf yt'
Advisor ppiication
Forrest
AnaMaria  Applebank )
Avenue 50.00 @ Completed - Qverride | In Progress
Lopez usb
Head Start
h| b

To learn how to override requirements from within a staff record, please refer to the instruction
sheet titled, “Managing Stipends in the Staff Record.”
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Indicating Requirements Pursued

Often in stipend programs, you will see requirements that only require one of its following
actions, such as one of the many courses listed with varying unit totals. In these cases, you can
indicate which requirements each staff member is pursuing and which ones they are not
pursuing, such as a specific course from the list. This helps to more accurately allocate the
stipend’s budget by indicating which requirements the staff member is pursuing and will be
paid for and inversely, indicating which requirements a staff member is NOT pursuing and thus
will NOT be paid for.

When you first enter the “Stipend Progress” tab, all required requirements will be defaulted to
“pursuing” for each staff member, displaying an “In Progress” status in each staff’s field for that
requirement. All requirements that are part of a rule that doesn’t require completion, such as a
“complete one of the following” or “optional” rules, will be defaulted to “not pursuing” indicated
by a grey box in the field. You will have to mark each requirement that a staff member is
pursuing in the stipend track to accurately reflect the stipend’s allocated budget.

A d Staff
Sf‘uﬁgzndsa Stipend Progress
& Download staft Progress JINNCCEEERECSEC AR o} Required to complete Not required to complete
Initial Complete
Stipend the W- Complete . . . .
Highe: Highe Highet Highe:
Program Complete a 9/590 the ,_I,g r. e r. ..I.g r. 9 r.
g g
Staff Total Meeti Path ! Fe Invoi
*  Agency Sites = .e g \.May o u-r me “_v olee Pathway Pathway Pathway Pathway
Name Earned with Your Quality using with your R N R N
Professional Application ur legal Stipend - Stipend - Stipend - Stipend -
i yo 9 12 Units 9 Units & Units 3 Units
Growth legal name
Advisor name
— R b b
-Orres|
REENEE || Ay Avenue S000 In Progress In Progress In Progress In Profgress.
Lopez usD
Head Start
A A A A
D Benjamin Applebank i ') In Progress In Progress In Progress In Prodgess
Nickels ~ USD J K 9
b b b N
8| =y Applebank 50.00 InP InP InP In P
e 15D . n Progress n Progress n Progress n Progres:
b b b
(] Emily P Applebank Riverbank 5000 InP In P In P In P
mi ine & n Frogress n Frogress n Frogress n Frogress
4 usD (ar's g ¢ 9 ¢
b b b N
O Jose Applebank Washington
$0.00 In Progress In Progress In Progress In Progress
Redriguez _USD Head Start

In the stipend track example here, participants have the choice of completing a 3 Unit, 6 Unit, 9
Unit, or 12 Unit course — of which they are only required to complete one to complete the
stipend. We will want to un-block/indicate which course each participant is pursuing to
accurately allocate the stipend’s budget, such as Ana Maria only pursuing a 12-unit course. In
your case, click on the box for whichever requirement your staff member will be pursuing.

Initial Complete
Stipend the W- C let:
fpen p omplete Higher Higher Higher Higher
Program Complete a 9/590 the . . . .
R . Education Education Education Education
Staff N Total Meeting Pathway to Forms Invoice
Agency Sites . N . N Pathway Pathway Pathway Pathway
Mame Earned with Your Quality using with your B . R R
Stipend - Stipend - Stipend - Stipend -
1 1 12 Units 9 Units 6 Units 3 Units
Click on the requirement
they will be pursuing
Forrest
AnaMari Applebank
neians e Avenue $0.00 In Progress In Progress In Progress In Progress
Lopez usD
Head Start
A A A A
O Benjemin Applebank $0.00 In Progress In Progress In Progress In Progress
Nickel: | USD ' o < J o
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In the modal that appears, select “Yes” under “Is [Staff Name] pursuing this requirement?” Then

click “Save.”

Update Stipend for AnaMaria Lopez X

Higher Education Pathway Stipend - 12 Units

Is AnaMaria Lopez pursuing this requirement?

[ overridére gment as completed
Date overridden
mm/dd/yyyy

Reason for override

The requirement will then display an “In Progress” status, indicating that they will be pursuing
the requirement. Repeat steps 1-2 for each requirement you would like to “un-block” for each
staff member. Note that a “blocked” requirement does not inhibit the staff member from
completing the requirement, but only serves to provide a more accurate portrayal of budget
allocations and can be changed at any time.

Initial Complete
Stipend the W- Complete Higher Higher Higher Higher
Program Complete a 9/590 the . . . .
R . Education Education Education Education
Staff Agenc Sites Total Meeting Pathway to Forms Invoice Pathwa
Name gency Earned with Your Quality using with your 'm_ o '“_ : 'n_ : ca Jy
Professional Application your legal 12 Units 9 Units & Units 3 Units
Growth legal name
Advisor name
A N N N
orres
AnaMari Applebank
naiana L Avenue $0.00 In Progress In Progress In Progress In Progress In Progress
Lopez usD
Head Start
A ~ ~ ~
D Benjamin Applebznk $0.00 In Progress In Progress In Progress In Progress
Nickels  USD : ? 9 o ¢
. | . | . |
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This information will be used to estimate the budget allocation on the “Stipend Management”
page. The dollar amount displayed in that grid will represent all of the requirements that you
have indicated the staff members are pursuing, and excluding the requirements that you have
indicated the staff members will NOT be pursuing.

Stipend Tracks

Home / Maple County / Stipend Management

Create Stipend Track s B e Rt ki lig (Download could take up to several minutes to complete)

i Assign Staff & .
Current Stipend Tracks Completed Stipend Tracks
Caseload Approvers

Total Allocation: $38,150.00 Total Approved: $11,300.00 Total Paid: $7,.350.00

Search: | Showl 10 w |entries

Amount Budget

Tits 4 Budget Cat /Cost Total Total Total Total
Itie u {3 er ategor (=1

9 p_ gory Allocation Approved Paid Balance

Stipend Code
BA Track (2020- 510000 -  1100-
rack ( $568,000.00 $4,200.00 $5,400.00 $2,350.00  $556,050.00

2021) $1,400.00  Pathways2021
CA Workfg :
s This number represents all $3330000 | $500000  $500000  $489.700.00
R  the requirements that staff
SR members are pursuing and
Teacher Pe will be pald for $150.00 $900.00 $0.00 $2,498,950.00
Stipend Tra
Pathway to High
=a wt'}a O<t'lg edr $10000000  o-0000- 1100-19- $500.00 $0.00 $0.00 $99,500.00
Foucston SHpen e $4,00000  20rollover ' ' ' B
(20-21)
Pathway to High
E: wta'y Dsrlg edr $50000000  oo0000- 1100-20- 50.00 $0.00 $0.00 $500,000.00
(21“?2;0” s e $2,000.00  21rollover ' ' ' e
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Automating Requirement Completion

Workshops Requirements

If there is a workshop listed as a stipend requirement in a stipend track, that requirement wiill
automatically be marked as “Completed” in the “Stipend Progress” tab upon entering that
workshop in the staff member’'s record. There are two ways in which you can enter a workshop
for a staff member that will share data with the stipend requirement, both described below.

The first way that you can automatically satisfy a workshop requirement using data from other
parts of the HUBBE platform is by creating a Professional Development workshop event in the
staff member’s record.

First, click on “View Stipend” next to the staff member for whom you’d like to enter a workshop
event in the “Assigned Staff Stipends” tab on the Stipend Track page.

Assigned Staff
Stipends

L RS R GRS (R  Assign Stipend Approver | Create Accounts  Email Staff | Update Status | [ 000 WEYs R aiit=tets Bt il W BT

Stipend Progress

Status Agency Site
- Select - ® v - Select - X v - Select -

Highest Approved Permit Role Stipend Approver
- Select - X v Any X w - Select -

M Arenhe filEnee

Click here to navigate to the staff

" - - -
member's stipend record ers (1 appliec) | | WExcel | Showing 1 to 8 of 8 entries
Stipend D N A Site Stipend L gat Completed
Track ame gency ftes Approver atus Requirements
/ Forrest
Vie AnaMari Applebank A
e HR18487741 JELAEIE) | AAREsEn. VEMUE  assign] v Available | 1outof3
Stipend Lopez usp Head
Start
O
Vi Emili Applebank Allen
e HR10104071 i ppieban State [Assign] = Available | 0 outof 3
Stipend Wong UsD
Preschool
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You will be led to the staff member’s record on the view page of their assigned stipend. Click
“Professional Development” in the Staff Menu.

Maple County

Child Development Teacher Permit Stipend Track

a =
llf,'] ol AnaMaria Lopez
;«pm..gma,......::.n..m. Home / ApplebankUSD / Staff / AnaMariaLopez / Child Development Teacher Permit Stipend Track
<
Edit Delete & Download PDF
Staff Menu - | Delete |
AnaMaria Lopez
Education e Status of your Stipend Track is

Professional Development

Professional Growth Plan . .. . .
> Stipend Description and Instructions for Applying

Coach Logs
ERS

CLASS Child Development Teacher Permit Stipend Track

Stipends

Stipend Amount: $700.00 - $300.00
Completion Status: In Progress
Photo Completed Requirements: 0 out of 2

Instructional Coaching Cycles

On the “Professional Development” page, havigate to the “Workshops” tab.

Professional Development
AnaMaria Lopez

Home / Applebank USD / Staff / AnaMaria Lopez / Professional Development

Download as MS-Word

Overview Workshops Professional Learning Community Web-Based Learning Units / Coursework

Create Workshop

Click “Create Workshop” to enter a new workshop record for the staff member that matches
the one listed in the stipend requirement. Please note that you must enter the same workshop
listed as a stipend requirement, meaning the title must be exactly the same.

Overview Workshops Professional Learning Community Web-Based Learning

[ Create Workshop

ID: PD2346845 Status: Approved
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In the modal that appears, we recommend you leave the ID as is, select the workshop name,
select the date completed, and enter the number of hours spent in the workshop. Then click

“Save.” Please note that the workshop title must match the one listed in the stipend exactly.
The “Date Completed” must allow fall within the dates the stipend is available.

Create Workshop

* Professional Development ID Professional Development Type

Workshop

Must be the same workshop
listed in the stipend

PD12418682

* Workshop Name

All About ECERS

Date Completed Minutes

12/07/2020 0

Must have been completed

within the dates listed in
the stipend requirement

You will then notice the workshop even listed in the “Workshops” tab.

Overview Workshops Professional Learning Community Web-Ba

Create Workshop

Workshop Actions ~ Worksh

ID: PD12418682 Status:  Pending ID: FD334

Workshop Name: All About ECERS Woarkshoy

Date Completed: 12/7/2020 Date Coml

Hours: 2 Minutes: 0 Hours: &

Added to Professional Growth Plan: No Added to
Updated by FunderAdmin on 12/7/2020
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In order for the workshop to be marked “Completed” within the stipend track, it must be
Approved. Click the “Actions” button within the workshop tile and then click “Approve” in the
drop-down menu.

0=

@ View

ID: PD12418682 L
[@ Edit

Workshop Name: All About
é[ e Approve ]

Date Completed: 12/7/2020
'@ Deny

Hours: 2

I Manage Notes
Added to Professional Growth

@ Manage Attachments

M Delete
Updated by

You will then notice the workshop tile turn to green and the status will be “Approved.”

ID: PD12418682 Status: Approved

Workshop Name: All About ECERS
Date Completed: 12/7/2020

Hours: 2 Minutes: 0

Added to Professional Growth Plan: No

Updated by FunderAdmin on 12/7/2020

Back in the stipend track, you will then notice the workshop requirement will be marked as
“Completed” for the staff member, displaying the total number of hours spent in the workshop
and the total earned.

Assigned Staff

Stipend P
Stipends ipend Progress

The data has automatically
populated here, displaying

Update Selected Staff
Rkl © the number of hours spent

Search: | show[25 ] entries and a green checkmark to
indicate completion

O Staff Name 4 Total Earned CLASS Overview ASQ: SE All About ECERS eacher Permit
N
© $20.00
AnaMaria Lopez $50.00 In Progress In Progress
2,00 hours
" b A
O Emili Wong $0.00 In Progress In Progress In Progress
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The other way that you can enter a workshop for a staff member that will automatically data
share with the stipend and mark the requirement as completed is by marking the staff member
as an attendee in the “Workshop” record.

First navigate to the Workshops record by clicking “Training” in the County Menu, and then
selecting “Workshops” in the drop-down menu.

County Menu

Maple County

Dashhoard (Beta)

Agency Management >
Staf ) Training v
Coaching > — * Workshops
Training >]
Rating & Assessments > * Parent Education
Reportin . .
porine » Customize Training
Stipend Management

Finance >

Settings >

Select the workshop in the grid. Please note that you must select the same workshop listed
as a stipend requirement, meaning the title must be exactly the same.

Workshops

Home / Maple County / Workshops

Bi Download Trainings Bi Download Trainings with Attendees

Show entries Search:

Start
ID Date M Event/Workshop Name Location Facilitators
WS8458193 1/9/2021 CA CSEFEL Teaching Pyramid Tribal Childcare Family Venla Allen
Center Cole Cosseter
W58473441 12/12/20. Uiz (5 bt (o6 = L i Tribal Child Famil Tyler All
WS8473 /127202 same exact one as the eaming ribal Childcare Family yler Allman
. . Center
workshop listed in the
WS8513674 12/7/202( stipend Tribal Childcare Family Venla Allen
Center
WS14132914  8/19/2020 All About ECERS MCOE Training Facility Cole Cosseter
Showing 1 to 4 of 4 entries Previous ‘ 1 ‘ Next

80|Back to top



Within the workshop page, click the blue “Staff” button in the “Workshop Attendees” card.

All About ECERS

Home / Maple County / All About ECERS

m Download Excel Update Professional Growth Plan Copy as New Workshop

pnoricad: (TR

Workshop Meetings

Take Attendance

Show entries Search:
Meeti Start End Total Break P
eeting “ .ar n o-a rea Total Minutes -rep Notes
Date Time Time Minutes Time
150 h 15 285 h 45
8/19/2020 ~  3:00 PM 8:00 PM e I e
minutes) minutes)

240 (4 hours 0

8/26/2020 = 12:00 PM 4:00 PM 0 (0 hours 0 minutes) i
minutes)

Showing 1 to 2 of 2 entries Previous ‘ 1 ‘ Next

Workshop Attendees

Show entries Search: |

In the “Staff not Registered” grid, use the search field to easily locate the staff member. Then
click “Register” next to the staff member's name. This will then remove the staff member from
this grid and add them to the “Registered Staff” grid.

Staff Not Registered

Search: |\opez |m10—v/ entries

Showing 1 to 10 of 28 entries {filtered from 1,135 total entries)

Staff First . Phone . Registry
‘ Middl Last Email A
j Name ladle as Number mar ID gency
| Register AnaMaria Lopez ana@meme.com Applebank UsSd

Register Victona Lopez 1-517-327-9055 VictoriaLopez@noemail.com Applebank USD

Yiantello Family

Register Luz Lopez Luz@me.com DT
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At the top of the page, click the blue “Back to Workshop” button.

Attendees - Staff

Back to Workshop

Registered Staff

Search: Show entries

Then click the blue “Take Attendance” button in the “Workshop Meetings” card.

All About ECERS

Home / Maple County / All About ECERS

m Download Excel Update Professional Growth Plan Copy as New Workshop

Workshop Meetings

Take Attendance

Create Meeting

Show entries Search:
Meeti Start End Total Break P
ecting - ) otal brea Total Minutes rep Notes

Date Time Time Minutes Time
15(0h 15 285 (4 h 45

8/19/2020 ~  3:00 PM 8:00 PM (0 hours > (4 hours
minutes) minutes)
0 {0 hours 0 240 (4 hours 0

*  1200PM  4:00PM
8/26/2020 minutes) minutes)

Showing 1 to 2 of 2 entries Previous | 1 ‘ Mext
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Click the checkbox next to the name of the staff member you have just added. Make sure that
the date of attendance falls within the dates that the stipend is available for.

Workshop Attendance

Back to Workshop Mark All Present

< Previous

Present Full Name (Last, First M.)

August 26, 2020 - Wednesday v | Next >

Make sure this
attendance date

Acosta, Isabella Lenore

e falls within the
stipend dates

AgencyExecutiveDirector, Alfred

Anders, Bella

Apple, Joe

Bailey, Tara

Carrillo, Anthony

Clairson, Bridgette

Davies, Coraline

Farmer, Wendy

Flanagan, Gianni

Garcia, Mia

Garcia, Rufilio

Glass, Annie

Hernandeg

Liliana

ghes, Luciana

Lopez, AnaMaria ]

4]

Lubowitz, Anita

Holister, Liliana
Hughes, Luciana
Lopez, AnaMaria
Lubowitz, Anita
MacPherson, Alijah
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Once you have selected the staff member to mark them as present at the workshop, click
“Back to Workshop” at the top of the page.

Workshop Attendance

Back to Workshop Mark All Present

Back on the main view page of the workshop, click the blue “Update PD” button at the top of the
page. This will add the Professional Development (PD) event to the staff member’s record.

All About ECERS
Home / Maple County / All About ECERS

m Download Excel Update PD Update Professional Growth Plan Copy as New Workshop

For our purposes here, this will then automatically populate the stipend requirement as
“Completed” in the “Stipend Progress” tab within the stipend track for that staff member.

Assigned Staff

Stipends Stipend Progress

The data has automatically
populated here, displayng

Update Selected Staff @

Search: |Show 25 w |entries the number of hours Spent
and the total amount earned

Zacner rermit
Staff . Total CLASS ASQ: . . ..
. All About ECERS Associates Stipend Application
Name Earned Overview SE
Forms
N N
AnaMaria @ $40.00
$50.00 In Progress In Progress
Lopez 4.00 hours
b

N
In Progress In Progress

| N b b
n
In Progress In Progress
Progress

.| | b | b |

O  Emiliwong  $0.00 In Progress

0 Kendra

$0.00
Santos
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Professional Growth Activity Requirements

If there is a Professional Growth Activity listed as a stipend requirement in a stipend track, that
requirement will automatically be marked as “Completed” in the “Stipend Progress” tab upon
entering that Professional Growth Activity in the staff member’s record, as described below. For
details and instructions on how to create Professional Growth Activity titles, please refer to the
instruction sheet titled, “How to Customize Coaching.”

First click the “View Stipend” button next to the staff member for whom you'd like to add the
professional growth activity in the “Assigned Staff Stipends” tab.

Assigned Staff .
Stipend Progress

Stipends
Assign Staff to Stipend Track [JEtls i RSleEl T WetelolfellE] Create Accounts  Email Staff | Update Status | [ 0o eE R a1ttt RS £Y A W BT
Status Agency Site
Sele % w Sele % v ele
Highest Approved Permit Role Stipend Approver
- Select - ¥ Any X v - Select -

Search: Sh 10 * | entries Y Filters (1 applied) K Exccel Showing 1 to 8 of § entries
Stipend . Stipend 4+ Completed
Staff Name Agency Sites Status .
Track Approver Requirements
View . o Applebank . . .
- HR1327014503 Mittie Lin State Jared Wolf = Accepted 2 outof 3
Stipend usD
Preschool

You will be led to the staff member’s record on the view page of their assigned stipend. Click
“Professional Growth Plan” in the Staff Menu.

Maple County

Child Development Teacher Permit Stipend Track
Mittie Lin
Home / Applebank USD / Staff / MittieLin / Child Development Teacher Permit Stipend Track

Staff Menu
Mittie Lin
Education s of your Stipend Track is

Professional Development

Professional Growth Plan

> Stipend Description and Instructions for Applying

Coach Logs
ERS

CLASS Child Development Teacher Permit Stipend Track

Stipends

Stipend Amount: $700.00 - $750.00

Instructional Coaching Cycles
Completion Status: In Progress
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Within the staff member’s “Professional Growth Plan” record, select the goal to which you would
like to add the activity. You will be led to the view page of the PGP goal.

Professional Growth Plan

Mittie Lin

Home / ApplebankUSD / Staff / Mittie Lin / Professional Growth Plan

Create Goal

Current Professional Archived Professional
Growth Goals Growth Goals

Download Current Professional Growth Plan | & Download Staff Qips ~
Click the goal description

Professional to enter the goal page
QIP Focus Create Due
Growth Goal P Created By
Area(s) Date Date
Goal Area(s)
Developmental The Central Site Lead Teachers will
and Health implement the ASQ-3 and ASQ:SE-2
Screenings screening system for all/100% of the children
(Element 2) * served in their preschool during the first 90 . .
~ . In Progress 1/21/2019 SageSiteSupervisor = 3/23/2019
days of enrollment. Children who score low
Child will be referred to the Riverbank Assessment
Development Team for futher evaluation and possible
and Learning referrals.

v

Professional Growth Goal
Mittie Lin
Home / Applebank USD / Staff / MittieLin / Professional Growth Goal

Professional Growth ID Goal (from QIP) Professional Growth Adviser
PG12095804 The Central Site Lead Teachers will implement Carly Wheaton

the ASQ-3 and ASQ:SE-2 screening system for

all/100% of the children served in their

preschool during the first 80 days of

enrollment. Children who score low will be

referred to the Riverbank Assessment Team

for futher evaluation and possible referrals.

Progress (from QIP) Due Date (from QIP) Date Approved

In Progress 3/23/2019

Include in Professional Growth Plan Created On (from QIP) Created By (from QIP)
No 1/21/2019 SageSiteSupervisor

Click the blue “Create Activity” button in the “Professional Growth Activities” card.

Professional Growth Activities
Search: |
Date Date Date Time
Categori 0 Tith Descripti Stat
ategories ftle escription atus Approved Started Completed Spent
i All Central .Lead
) teachers will
First 5 §
Maple attend the First 5 3 hours
View Maple ASQ-3 and
e ASQ-3 aple ASQ-3and oo lete | 2/20/2019 2/20/2019  2/20/2019 0
Activity ASQ:SE-2 Training .
and held an minutes
?fﬁ:?:i December 1st,
9 oms
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In the modal that appears, click the checkbox to enable the “Use pre-defined activity titles”

preference. This will populate a list of your pre-defined activities, which you can select from in

the drop-down menu. Select the activity that is listed as a stipend requirement. Please note that
ou must select the same activity with the same title as listed in the stipend.

Create Professional Growth Activity loX

Professional Growt ivity ID Title

GA15445814 Initial Stipend Program Meeting with Your Professional Growth £~

Use pre-defined activity titles]

v

Title

Initial Stipend Program Meeting with Your Professional Growth £+

Initial Stipend Program Meeting with Your Professional Growth Advisor

Mid-Year Stipend Program Meeting with Your Professional Growth Advisor
Final Stipend Program Meeting with Your Professional Growth Advisor
Obtain Assistant Teacher Permit

Obtain Teacher Permit

Dota Staprtarl

Complete the description, the date approved, the date started & completed, and the time spent
on the activity. We recommend keeping the randomly generated ID as is.

Description

Meet your Professional Growth Advisor to learn about the stipend program. These meetings can occur
virtually to allow for contactless activities. Please contact your advisor to set up a meeting.

Date Approved Date Started
12/07/2020 (] 12/07/2020 (]
Date Completed Hours Minutes
12/07/2020 (| 1 0

In order for the stipend requirement to be marked as completed in the stipend, you must select
“Complete” as the “Progress” in the modal.

Progress

Complete v
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Once you are done, click “Save.” You will then notice the activity listed in the “Professional
Growth Activities” card.

Date Approved Date Started

12/07/2020 (m 12/07/2020 (m

Date Completed Hours Minutes

12/07/2020 (| 1 0

Progress

Complete v

R

Professional Growth Activities

Search:

Date Date Date Time

Cat i L Titl Descripti Stat
ategaries e escription atus Approved Started Completed Spent

Meet your Professional
Growth Advisor to learn

Initial Stipend about the stipend
Program program. These
View Meetil ith il Th 0
e SR el IS (Eh Gt Complete  12/7/2020 12/7/2020  12/7/2020 hour
Activity Your virtually to allow for minutes
Professional contactless activities.

Growth Advisor Please contact your
advisor to setup a
meeting.

Back in the stipend track, you will then notice the Professional Growth Activity requirement will
be marked as “Completed” for the staff member.

Assigned Staff

Stipends Stipend Progress

Update Selected Staff @

Search: |5how 25 ~ |entries The data has aUtomatlca”y
populated here, displaying her
completion of this requirement ECE
Initial Stipend Teacher
Staff Total Program Meeting with ,  CLASS ASQ: . Permit
. All About ECERS Associates .
Name Earned Your Professional 2 SE Stipend
Growth Advisor Application
Forms

A N
Mittie Lin ~ $50.00 [ @ Completed - @ Completed - Override  In Progress In Progress

) N ) | |

Selina In

. $0.00 In Progress In Progress In Progress
Martinez Progress

) b N | |

O  Monica

. $0.00 In Progress In Progress In Progress In Progress

Rodriguez
E———————————————
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Assignhed Staff Perspective

When the assigned staff log-in to HUBBE, they will see a new item appear on their left-hand staff
menu titled “Stipends” upon being assigned to the stipend. If the staff has already been
assigned to stipends in the past, this menu item will already exist for them.

Maple County

Supporting Children ard Theis Parents

Staff Menu

Mittie Lin

Education

Professional Development

Professional Growth Plan

Mittie Lin

Home / Mittie Lin

. X Download Profile

Staff IDs

Pinwheel ID: HR1327014503

Workforce Registry ID: 567854

Link to Workforce Registry: https://www.caregistry.org/
Workforce Pathways Participant: No

Coach Logs
trs Work Contact
CLASS Employer:
-517-327-9255
Stipends Email: MittieLin@applebankusd.edu

Instructional Coaching Cycles

Photo

Address:
5986 River Valley
Mapleton, CA, 20000

Staff
Information

Immunization
and Health

Resume
Builder

Employment
Information

Employment

Title: Lead Teacher
Current Staff Roles:
Lead Teacher for Hedgehogs AM

Home Contact

Home Phone: 555-515-268%
Cell Phone: 555-913-9471
Email: mittie.lin@gmail.com
Address:

738 Via Montero

Maple, CA, 91827

Custom

Attachments X
Fields

In this case, when Mittie Lin clicks into the menu item, the “Stipends” page will display the
stipends available for her to apply to, her active stipends, and her completed stipends listed in
their respective cards. Notice the stipend we just created and assigned to her is displayed in the
“Stipends Available to Apply For” card.

I3 stipends
= Mittie Lin
3 ) Home / MittieLin / Stipends

Stipends Available to Apply For

Action Title

Your Active Stipends

Earned  Amount
To Date  Available

Amount
Avaiable

Dates
Available

Date

Title Status Applied

Permit Stipend Track

Child Development Teacher

$100.00 -
$1,400.00

7/1/2020 -
6/30/2021

Maple 11/18/2020 $0.00

County

Applied $110.00 -

$150.00

Stipend
BA Track
(2020-21)

Pathway $0.00
to Quality

Stipend

20721

Higher

Education

Accepted $1,000.00

$2,000.00

CA
Workforce

Approved 8/31/2020 $2,500.00 $1,350.00
Pathways $2,500.00
Stipend

Track

2020-21

Your Completed Stipends

Dates

Available Title

7/1/2020 Assaciate Degree to
Transfer Track 2019-2020

6/30/2021

/301 BA Degree Track 2019-2020

Assistant Teacher ECE

11/1/2020 Permit 2019-2020

- Quality Counts BA Degree

6/1/2021 Track

7/1/2020

7/1/2021

Status

Available

Available
Available

Available

Total Date
End Date Earned Applied

6/30/2020 $0.00

6/30/2020 $0.00
6/30/2020 $0.00

6/30/2019 $0.00

89 |Back to top




Before Mittie Lin decides to apply for the stipend, she may want to review the requirements,
which she can do by clicking the title of the stipend. This will lead her to the stipend track page.

Stipends
Mittie Lin
Home / Mittie Lin / Stipends

Stipends Available to Apply For Your Active Stipend

Amount Dates
Action Title Avaiable  Available Title Status

Child Development Teacher |$100.00 -  7/1/2020 - Maple Applied
Permit Stipend Track $1,400.00 6/30/2021 County
Stipend
BA Track
(2020-21)

Pathway  Acceptd
to Quality
Stipend
20/21
Higher
Education

CA Approv
Workforce

Pathways

Stipend

Track

2020-21

v

Child Development Teacher Permit Stipend Track

Mittie Lin

Home / MittieLin / Child Development Teacher Permit Stipend Track

Add Attachments/Notes

The status of the
stipend program will

The Status of your Stipend Track is|FNEEL]
y B be displayed here

> Stipend Description and Instructions for Applying

Child Development Teacher Permit Stipend Track

Stipend Amount: $700.00 - $750.00
Completion Status: /n Progress
Completed Requi ts: 1 out of 2
Applied On: 11/18/2020

Total Earned: $50.00

Stipend Requirements
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A staff member can then apply for the stipend within the stipend track page by clicking “Apply
for Stipend” at the top of the page. The staff member can also apply for the stipend on their
“Stipends” page by clicking the blue “Apply” button next to the appropriate stipend in the
“Stipends Available to Apply for” card.

Child Development Teacher Permit Stipend Track
Mittie Lin
Home / Mittie Lin / Child Development Teacher Permit Stipend Track

Add Attachments/Notes Apply for Stipend

The Status of your Stipend Track is

> Stipend Description and Instructions for Applying

Child Development Teacher Permit Stipend Track

~OR~

Stipends
Mittie Lin
Home / Mittie Lin / Stipends

Your Active Stipends

Amount Dates

Avaiable  Available Title Status
Child Development Teacher  $100.00 - 7/1/2020 - Maple Applied
Permit Stipend Track $1,400.00 6/30/2021 County
Stipend
BA Track
(2020-21)

Pathway  Accepted
to Quality
Stipend

When a staff member completes a requirement, a green icon containing the dollar value
awarded will appear under the “Completed” column in the “Stipend Requirements” grid.

Stipend Requirements

Completed Total Earned
Complete one of the following: ($0.00 - $50.00) [ $50.00 ]
CLASS Overview | $50.00 or
ASQ: SE | $50.00 or
All About the ECERS | $10.00 per hour completed [ 520.00 I 2.00 hours |
not to exceed $50.00
Associates | $50.00
Optional requirements: - Upload permit to the stipend if applicable ($50.00)
ECE Teacher Permit Stipend Application Forms |
$50.00

1 0 410 ¢

Total $50.00

91 |Back to top



The ECE Staff member can add attachments and notes for their stipends by clicking on the blue
“Add Attachments/Notes” at the top of their page. This will allow the ECE workforce and those
managing the stipend track to easily communicate with one another.

Child Development Teacher Permit Stipend Track

Mittie Lin

Home / MittieLin / Child Development Teacher Permit Stipend Track

Add Attachments/Notes \

The Status of your Stipend Track is

'

Notes

Add Note

Once the note is saved it will appear below the “Add Note” field. The “By” column will display the
workforce member’s account name.

Notes
Add Note
~
Note By Date
I dropped my class at Grossmont College and enrolled in Southwestern. MittieLin  11/19/2020

The “Stipend Approver” will be able to see the note and can respond.

Note(s)
Note By Date
I That is fine as long as you complete the requirement before the deadline. StipendApprover 9/9/2019
I dropped my class at Grossmont College and enrolled in Southwestern. DonnaBaser 9/9/2019

This feature allows the communication between the workforce, “Stipend Approver” and
“Stipend Manager” to be documented in one convenient location inside of HUBBE. If there is
ever a situation that requires you to reference correspondence and directions given to the
workforce member, you can look here.

The workforce member does not have the ability to delete notes, only the roles “Stipend
Manager” and “FunderAdmin” can delete notes.



There is also the ability to add attachments. This is where applications, forms, and other
documents would be uploaded and saved. Any kind of documents that are required should be
attached here. Both the participating staff and stipend manager can add attachments making
this feature a convenient way to manage documents for stipends.

To add attachments, first click the “Choose Files” button, then select the correct file, and then
click “Open.” Your attachment will then appear under the “Existing Attachments” title.

Add Note € Open x
«— v 1 |‘j » This PC > Documents v [&] 2 Search Documents
Organize ¥ New folder @ - @ @
A A
3 Quick access
I Desktop o
¥ Downloads
Note -~ —
|= Documents e
I dropped — 20
=| Pictures E—
- Google Drive
J" Music
Add Attachments Screenpresso
. Course Units Overview
Videos
Add Attachment: = " v
Choose Files Iochosen
File name: |Course Units Overview ~ | All Files v
Existing Attachments ‘M‘ Cancel
Add Attachments
Add Attachment:
Choose Files | No file chosen
Existing Attachments
Delete File Name File Extension Type Size Date
. Course Units o . X
] ) docx | application/vnd.openxmiformats-officedocument.wordprocessingml.document  11.58 KB 11/19/2020
Overview.docx
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Reports

In “Reports,” under the “Data Tools” drop-down at the top left of your screen, there are two
stipend reports. These two reports are located under the “Staff” tab on the reports page.

ﬁ Home L pata Tools - Q

Maple County

Maple County

Quality Matters

Supparting Children and Thair Parents gme / Maple County

County Menu -
| © COVID-19 Closure Status

Maple County

Dashboard (Beta)
COVID-19 Agency Status

Agency Management >
o > No Data Encered | 141
Coaching > No Closure Planned . 14

Slocod 0

v

ﬁ Home L#l Data Tools ~ Q

o

Supporting -ﬁ Import Data

E-o Export Data

County lvvurw |

@ Reports

|2*  Statistical Analysis

e / Maple County

Reports
Agency Site Session Staff ild/Family CDF CsPP DRDP Attendance
Agency Calendars Agency Calendar Start & End D{

Report

A visual report with ECE Agency calendars including: First Day
of School, Last Day of School, None-School Days, Teacher-Only

An agency-level report that contains the first and last dg
Days, Special Event Days and Total School Days

school and the total number of school days for each acti
agency calendars. Supports county planning for ERS/CL,
All Agencies M and coaching activities

‘ All Agencies
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There are two stipend report options: “Stipends Reports - By ECE Staff” and “Stipends Report -
By Stipend Track.” When you view the reports, you will get information on all the staff
participating in the stipend programs for your county/consortia. You will be able to see the

status for each person in one place.

Reports
Agency Site Session Staff Child/Family CDF CSPP DRDP
ECE Agency Staff Contact List Coaching

An alphabatized staff contact repert organized by agency and site

All Agencies
All Agencies

Percent of Education Type by Lead Teacher
Chart

A chart that visualizes the college education data for each agency’s staff
members. The education data is disaggregated by “ECE” and "Non-ECE™ degrees

and coursework. This chart is dynamic. When an agency is selected from the drop
down menu, the chart will display staff education data for that agency

Allred Child Development Cenig

"View" allows you to
view all staff stipend
data within iPinwheel

Attendance

A report of completed coaching hours organized by each ECE staff member
involved in coaching activities

Lead Teacher Ethnicity Chart

A chart that visualizes the ethnicity data for each agency’s staff members. This
chart is dynamic. When an agency is selected from the drop down menu, the
chart will display staff ethnicity data for that agency

Allred Child Development Center (AG330) M

Meal & Snack Head Start ERS/CLASS/Health & Safety Checks

Hours by Staff Coaching Hours by Coach

A report of unduplicated coaching hours compieted by each o
All Agencies

Export

Staff With Pending or Denied Educ.

A report of all ECE Staff who have education milestones that arf
“"Denied” status due to lack of documentation

All Agencies

Stipends Report - By ECE Staff

A staff-level report with detailed stipend information for staff who participate in
the county stipend program, organized by Agency

All Agencies

Stipends Report - By Stipend Track

A staff-level report with detailed stipend information for staff who participate in
the county stipend program, organized by Stipend Track

All Stipend Tracks

Staff Professional Development

A staff-level report of all PD records entered - cumrent fiscal ye

"Export" downloads all
staff stipend data to your
computer as an Excel file

If you wish to only see data on one stipend track, or one agency, you can sort the data using the

drop-down list with each report tile.

Stipends Report - By ECE Staff

A staff-level report with detailed stipend information for staff who
participate in the county stipend program, organized by Agency

All Agencies

|ﬁearch in this menu...

All Agencies

A Sunshine Blooms FCCH (AG165)

Allred Child Development Center (AG330)
Applebank USD (AG101)

Balboa Family Services (AG103)

Belinda Gomez FFN (AG301)

Blue Lake Play Group (AG107)

Stipends Report - By Stipend Track

A staff-level report with detailed stipend information for staff who
participate in the county stipend program, organized by Stipend Track

All Stipend Tracks

Search in this menu...

All Stipend Tracks

Child Development Teacher Permit Stipend Track
AB212 Maple County Stipend Track (2019-2020)
Associate Degree to Transfer Track 2019-2020
Assistant Teacher ECE Permit 2019-2020

BA Degree Track 2019-2020

Note: You can scroll or search to find the specific agency/stipend track that you need.
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