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Managing Organization Profile Owners and 
Users 

1. Log into Develop with user name and password. 

2. Navigate to the name displayed in the right hand corner of the My Personal Profile. 

 

3. Select the organization from the drop down menu options. 
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4. The Organization Profile page will display. 

 

5. Select the Manage organization profile users button on the Contact 

Information page. 
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6. The Organization Profile Users page displays all of the organization’s users. In 

this example, there is only one organization profile owner, but there can be multiple 

organization profile users. For example, Laura Rustvangtest is the profile owner and 

is labeled as the Profile Owner. 

An organization profile has an owner and a user. 

⬢ Profile Owner: An owner has administrative access to the profile. They can 

grant or deny access to the organization Profile. There can only be one profile 

owner. 

⬢ Profile User: A user has access to the profile to verify employment, print 

learning records, and register employees for trainings. There can be multiple 

profile users. 

NOTE: A profile owner is the only one that can transfer ownership to another user 

and has access to the “manage profile users”. An organization profile user will not 

have access to transfer ownership or manage profile users. 

 

7. Approved profile users will be listed and labeled as displayed. 
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8. Deleting users 

To delete an individual from the organization’s profile, select the    button. A 

confirmation screen will display asking to confirm deletion of the selected individual 

from the organization’s profile. Select OK to delete the individual from the 

organization profile. 

 

9. Add a profile owner 

There is also an option to make an individual the Profile Owner. To change the 

organization’s owner, the current Profile Owner will need to highlight the name of the 

individual they want to make the Owner, then select the Make Owner button. 

 

  

mailto:support@develophelp.zendesk.com


Managing Organization Profiles 

5  

10. A display box will appear asking confirmation of the change. Select OK to confirm 

and allow the individual to be the Profile Owner. 

 

11. Add profile users 

Organization Profile Users can also be added to the organization’s profile. The 

individual must have the organization listed as their current place of employment on 

their individual Develop profile. 

 

12. Once the individual has added the organization as a current place of employment on 

their individual profile, the organization’s profile owner can add that individual as a 

profile user. 

The Profile Owner selects the  icon, to add that individual as an organization 

profile user. 

 



Managing Organization Profiles 

Develop Help Desk      11/1/2021 

844-605-6938 or support@develophelp.zendesk.com 6 

13. A pop up screen will be displayed to confirm the decision to add this individual as an 

organization profile user. Select OK to approve this request. 

 

14. The individual’s name will be removed from the Add User list and will appear in the 

Organization Profile Users list. Locate the individual’s name to confirm. 
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15. The new individual that was added can also be made a profile owner. To do this, 

select the Make Owner tab next to their name. 

 

16. A pop-up screen will display to confirm the decision to make this individual an 

Organization Profile Owner. Select OK to confirm. The individual will be added as an 

Organization Profile User. 
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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. 

⬢ 888-291-9611 or 651-655-0150 
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