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Family Child Care Licensor access to Develop 
Develop allows individuals to report where they work in their Individual Profile. 

Family Child Care Licensors are manually assigned a user-role in Develop to see the 
Learning Records of individuals who have reported that they work at licensed family 
childcare programs. 

Your account is linked to your work email and serves as the login. If you change your work 
email, your login will also change. Having a user-role is assigned is different than having an 
account. 

Develop is a State-owned system. To receive and maintain access you will need to complete 
the items below.  

You are required to: 

1. Use work email only. 

2. Create a Develop account with the work email. Follow instructions on page 2. 

3. Set up your Individual Profile, which will assign you a Develop ID number 

a. To set up Individual profile follow the instructions on page 5. 

b. If you have a Develop Individual Profile set up with your work email, your 
Family Child Care Licensor access will need to be assigned. 

NOTE: Provide the Develop ID number to the Office of Inspector General (OIG) 
Family Child Care (FCC) Licensing Outreach Coordinator to get your user-role. 

4. Sign into the system at least every 30 days to maintain their user-role access. 
Accounts that have not been logged into for 60 days are considered inactive and the 
user-role will be disabled immediately.  
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HOW TO CREATE A NEW DEVELOP ACCOUNT AND 
INDIVIDUAL PROFILE 
The directions below are for new users who do not have a Develop account. 

If you have a Develop account, but have not yet set up your Individual Profile set up, go 
to the section How to set up an Individual Profile for an existing Develop account. 

1. Go to Develop. 

2. Click on the Create Profile icon. 

 

  

https://identity.newworldnow.com/account/login?returnUrl=%2Fconnect%2Fauthorize%2Fcallback%3Fclient_id%3DSW5zaWdodCBSZWdpc3RyeSBNTiBWNiAoUHJvZCk%253D%26redirect_uri%3Dhttps%253A%252F%252Fapp.developtoolmn.org%252Fsignin-oidc%26response_mode%3Dform_post%26response_type%3Dcode%2520id_token%2520token%26scope%3Dopenid%2520role%2520email%2520profile%2520nwn.insight.elearning.webapi%2520nwn.insight.webapi%2520nwn.insight.identity.webapi%2520offline_access%26state%3DOpenIdConnect.AuthenticationProperties%253DrigcMIl71Z8ut_ziL_0xbSmIfNp4LIVLti7TG7JZECsDhcJcJFpjvd7PLgTFt4QHYJAG2KOpJWLVu_mjytFLBfhDQAoE6UK7igVsqEnyhUFhfxKckPc8dJZ_rtpnbONBZflJSB53gMa7IaUeg9yYatSrUHOTkPMUa_Jk3Z2HuR6g8A6bmLnTim6ruvPangEPnp3x8MqlNfKnKgjYf5uFG_OYMjzqLr4hT3X5c1zOQ2vdSxaxkLW-ot1w-FiO0wGSYhVGxPbwHsfDOPtIBf9wzRVKRCUvD0lhltRX74LNqdbh-9UFtevncCHsR0WuN0i7t80PS0CNtqYHm7HMkRH8QSOrkHJ6SU-zQhKtiIB_b0AWjYffYAe3B55NGV8RN6fqbrfVVk7liMz_hBOhnYlHVg%26nonce%3D638847390764058102.ZmM0Y2Y0ZDAtZTE3ZC00NTEyLWI2MGEtZDQ5OTAzOThhNTVmYjA0YWYyYTItYzcxMi00MDFhLWFiNDgtNzI3YjM1ZTNiN2Uw%26ui_locales%3Deng
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3. Enter your first and last name, and your work email address. Click Create Profile. 

 

4. A confirmation message will display that an email has been sent to the email address 
provided. Click OK. 
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5. When the email is received, click the Verify Profile button. A new browser tab will 
open. 

 

6. Select a password that meets the requirements (see below) and enter it twice. Click 
Save Password. 

Valid passwords must consist of the following: 

 Minimum of 8 characters 
 At least three of the following: uppercase letter, lowercase letter, number, or 

symbol 
 Passwords cannot contain your first name, middle name, last name, or email 

address. 
 Passwords cannot contain more than three (3) repeat or sequential letters or 

numbers. 
 Special characters such as '&' or '!' are encouraged but not required. 
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7. Log back into Develop using your email address and password. 

8. A Develop profile will need to be set up so that a Develop ID can be assigned. Enter 
the requested information to create an Individual Profile or locate an existing profile 
and click on Next. 

NOTE: Please remember and write down the five digit PIN as will be associated with 
your Develop account. 
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9. If you do not have a profile, you can continue with the application. The page will 
display the Individual Profile Setup. A message will display that an online 
application was not found using the information provided and you can continue the 
process. 

If the system finds an existing profile, you will need to contact the Develop Help 
Desk at support@develophelp.zendesk.com for help. 

mailto:support@develophelp.zendesk.com
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10. When complete, notify the Office of Inspector General (OIG) Family Child Care (FCC) 
Licensing Outreach Coordinator. Give them your name and Develop ID. The FCC 
licensing Coordinator will reach out to the Develop help desk to request this access 
on your behalf. 

HOW TO SET UP AN INDIVIDUAL PROFILE FOR AN 
EXISTING DEVELOP ACCOUNT 
The directions in this section are for users who already have a Develop account, but have 
not yet created an Individual Profile to receive a Develop ID. 

1. Log into Develop. 

2. Go to the context menu and select the +My Professional Profile 

https://identity.newworldnow.com/account/login?returnUrl=%2Fconnect%2Fauthorize%2Fcallback%3Fclient_id%3DSW5zaWdodCBSZWdpc3RyeSBNTiBWNiAoUHJvZCk%253D%26redirect_uri%3Dhttps%253A%252F%252Fapp.developtoolmn.org%252Fsignin-oidc%26response_mode%3Dform_post%26response_type%3Dcode%2520id_token%2520token%26scope%3Dopenid%2520role%2520email%2520profile%2520nwn.insight.elearning.webapi%2520nwn.insight.webapi%2520nwn.insight.identity.webapi%2520offline_access%26state%3DOpenIdConnect.AuthenticationProperties%253DrigcMIl71Z8ut_ziL_0xbSmIfNp4LIVLti7TG7JZECsDhcJcJFpjvd7PLgTFt4QHYJAG2KOpJWLVu_mjytFLBfhDQAoE6UK7igVsqEnyhUFhfxKckPc8dJZ_rtpnbONBZflJSB53gMa7IaUeg9yYatSrUHOTkPMUa_Jk3Z2HuR6g8A6bmLnTim6ruvPangEPnp3x8MqlNfKnKgjYf5uFG_OYMjzqLr4hT3X5c1zOQ2vdSxaxkLW-ot1w-FiO0wGSYhVGxPbwHsfDOPtIBf9wzRVKRCUvD0lhltRX74LNqdbh-9UFtevncCHsR0WuN0i7t80PS0CNtqYHm7HMkRH8QSOrkHJ6SU-zQhKtiIB_b0AWjYffYAe3B55NGV8RN6fqbrfVVk7liMz_hBOhnYlHVg%26nonce%3D638847390764058102.ZmM0Y2Y0ZDAtZTE3ZC00NTEyLWI2MGEtZDQ5OTAzOThhNTVmYjA0YWYyYTItYzcxMi00MDFhLWFiNDgtNzI3YjM1ZTNiN2Uw%26ui_locales%3Deng
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3. Follow the steps on the page and fill out the necessary information to complete your 
Individual Profile. 

 

4. Once completed, the My Personal Profile page will display. 
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5. When complete, notify the Office of Inspector General (OIG) Family Child Care (FCC) 
Licensing Outreach Coordinator. Give them your name and Develop ID. The FCC 
licensing Coordinator will reach out to the Develop help desk to request this access 
on your behalf. 
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HOW TO VIEW THE LEARNING RECORD 
The DCYF Licensing Learning Record will show: 

 Achieve MNCPD approved training Events that the person has completed and their 
attendance has been verified, and 

 Higher Ed coursework, if the person has applied for Individual Membership and sent 
official transcripts to Achieve MNCPD, and 

 Most Relationship-Based Professional Development (RBPD) Events that the person 
has completed and their attendance has been verified. 

It will not show: 

 Future training Events, or 
 RBPD Events that do not count towards the Career Lattice (Technical Assistance-Not 

for Career Lattice, Parent Aware, Quality Improvement and Professional 
Development Advisor). 

Anyone with a Develop Individual Profile can report their employment by logging in, 
navigating to the Employment tab, and editing their employment history. However, a person 
must have accurately reported where they work for a family child care licensor to see the 
person in the facility report and view their Learning Record. 

For questions, please email support@develophelp.zendesk.com and copy 
DCYF.FCClicensing@state.mn.us. 

INSTRUCTIONS 
1. Log into Develop to access your Individual Profile. 

2. Once logged in, navigate to left side of the screen. A navigation menu will pop out. 
Select Registry Reports from the menu. 

 

mailto:support@develophelp.zendesk.com
mailto:dhs.fcclicensing@state.mn.us
https://identity.newworldnow.com/account/login?returnUrl=%2Fconnect%2Fauthorize%2Fcallback%3Fclient_id%3DSW5zaWdodCBSZWdpc3RyeSBNTiBWNiAoUHJvZCk%253D%26redirect_uri%3Dhttps%253A%252F%252Fapp.developtoolmn.org%252Fsignin-oidc%26response_mode%3Dform_post%26response_type%3Dcode%2520id_token%2520token%26scope%3Dopenid%2520role%2520email%2520profile%2520nwn.insight.elearning.webapi%2520nwn.insight.webapi%2520nwn.insight.identity.webapi%2520offline_access%26state%3DOpenIdConnect.AuthenticationProperties%253DrigcMIl71Z8ut_ziL_0xbSmIfNp4LIVLti7TG7JZECsDhcJcJFpjvd7PLgTFt4QHYJAG2KOpJWLVu_mjytFLBfhDQAoE6UK7igVsqEnyhUFhfxKckPc8dJZ_rtpnbONBZflJSB53gMa7IaUeg9yYatSrUHOTkPMUa_Jk3Z2HuR6g8A6bmLnTim6ruvPangEPnp3x8MqlNfKnKgjYf5uFG_OYMjzqLr4hT3X5c1zOQ2vdSxaxkLW-ot1w-FiO0wGSYhVGxPbwHsfDOPtIBf9wzRVKRCUvD0lhltRX74LNqdbh-9UFtevncCHsR0WuN0i7t80PS0CNtqYHm7HMkRH8QSOrkHJ6SU-zQhKtiIB_b0AWjYffYAe3B55NGV8RN6fqbrfVVk7liMz_hBOhnYlHVg%26nonce%3D638847390764058102.ZmM0Y2Y0ZDAtZTE3ZC00NTEyLWI2MGEtZDQ5OTAzOThhNTVmYjA0YWYyYTItYzcxMi00MDFhLWFiNDgtNzI3YjM1ZTNiN2Uw%26ui_locales%3Deng
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3. The data terms of agreement will display. Read the terms and click Agree at the 
bottom of the page. 

 

 

4. Click the link Child Care Facility Staff Report. A new browser tab will open. 
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5. Enter the license number of the program into the search field. Press enter or click 
View Report. 

 

 

6. A list of people who have reported employment at the Organization will appear. Click 
on a name (appear as a link) to view the individual’s Learning Record. 

 

 

7. The individual’s DCYF Licensing Learning Record will open. Use it to view training 
history for the past two years. 

a. The first page displayed is information about the Learning Record, contact 
information for help and glossary of terms. 
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b. Click on the arrow to navigate to the next page. 

 

c. Displayed is the individual’s Learning Record. To view more pages continue to 
click on the arrow to navigate through the record. 
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8. When done viewing the individual’s Learning Record, click the blue back button. This 
will go back to the Staff Report and another individual can be selected to be viewed. 

 

9. Continue steps 5-7 until all Learning Records are viewed for the program. 

10. To look up a different license number, enter the number into the search field. Press 
enter or click View Report. 

DEVELOP HELP DESK 
The Develop help desk is available by phone Monday through Friday.  

 Monday, Wednesday and Friday hours are from 8:00 a.m. to 5:00 p.m.  

 Tuesday and Thursday hours are from 8:00 a.m. to 7:00 p.m. 

 Call 844-605-6938 or email support@develophelp.zendesk.com 

For assistance in Hmong, Somali or Spanish, contact the Language Access Line provided 
through Child Care Aware of Minnesota. 

 Call 888-291-9611 or 651-655-0150 

 

mailto:support@develophelp.zendesk.com
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