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The Minnesota Quality Improvement & Registry Tool

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.
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3. Selectthe organization fromthe drop down menu options.
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https://identity.newworldnow.com/account/login?returnUrl=%2Fconnect%2Fauthorize%2Fcallback%3Fclient_id%3DSW5zaWdodCBSZWdpc3RyeSBNTiBWNiAoUHJvZCk%253D%26redirect_uri%3Dhttps%253A%252F%252Fwww.developtoolmn.org%252Fapp%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%253DXhNWqFcJ-13YBR96bmyhX3Y4z5QDkSJ5gTjk_b81ljky87_BbYxIcLHu9z1eh0bNPB8dTJWRnpXe3Ch9piOJ3J1AFw-z-HUQXV70jV05Yd8t0UTXwo91sCKzpF1t9HQSHKosUWQp7DxuWElldChbMBFsC2kiizVHYEt2lVj3yOxIxUsbIMdiytjM9sakXbzPSEy2KXEpkvYxju7ogodmMfsBIuzgEeFBQhjDwYdIRrzz8l9Hc78VU3QDT9q0yI1R6yWz70NJyuhYr-eUxypWHj9wtJkcVzZbn-XQSZm8buR0Gn5Aonipmk1oj9PPBV1LBXEvK09geoevHluhSRt1pv3EFlEddx2w57cXz_miAec2YAbg6AN7g30c06nEB4uuFowK4gObG6kTSERZqHWM-5m8HPJaZoJ5cFHN0XO_3JM%26nonce%3D637649762706743605.ZDRjNjY0MDAtYjRiMC00YmRmLWIxNDEtMjg5NGRlYTZlZGUxNjJjNDllMzYtYzFiYy00ZjRmLWJhNDAtZDI0MzFmNGFlNTY0%26ui_locales%3Deng

Managing Organization Profiles

4. The Organization Profile page will display.

@nization P@

All Develop Membership applications are processed by Achieve in date order. Visit www.mncpd.org to
view the processing date for each application type and for other helpful application resources

5. Selectthe Manage organization profile users button on the Contact
Information page.

@act InformaticD

Emod Address®

Lisa Kasa@email.com

First Name* Last Name*
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Managing Organization Profiles

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 ownerand a user.

e 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.

e 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 owneris 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.

Aamot Kelsey N

DHS License : 1080262
Active

Status Program Info Classrooms Quality Employees REPL
@nization Profile Users

Individual - Laura Rustvangtest (7097

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

Mary's Little Lambs

DHS License : 1043283
Active

Status QEICEEEILE Program Info | Classrooms | Quality | Employees | RBPD | Reports

Organization Profile Users

The following users have access to this organization profile
Individual - Mary Contrary (131542) - Profile Owner

Individual - Twanna Olthofftest (1969)
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Managing Organization Profiles

8. Deleting users

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

confirmation screen will display asking to confirmdeletion of the selected individual
from the organization’s profile. Select OKto delete the individual from the
organization profile.

mnuat.newwoarldnow.com says

Are wou sure vou want to remove administrative access of Many's Little

Lambs for:

Individual = Twanna Olthofftest?

9. Add a profile owner

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

Organization Profile Users

he f wing users have acce
Individual - Mary Contrary (131542) - Profile Owne

n individual - Twanna Olthofftest (1969
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Managing Organization Profiles

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

and allow the individual to be the Profile Owner.

mnuat.newworldnow.com says

Are you sure you want to give ownership of Mary's Little Lambs to:

Individual - Twanna Olthofftest?

Cancel

11. Add profile users

12.

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
theirindividual Develop profile.

Add User

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

theirindividual 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.

access and change information on the organization account, so it she

M be limited to authorized personnel only, NOTE
staff must add employment by logging into thelr individual accounts and adding a position on the employment tab.
+ Jessica Abutest Coach
+ Ashley Andersontest her
+ Ross Bakertest Other
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Managing Organization Profiles

13. A pop up screen will be displayed to confirm the decision to add this individual as an
organization profile user. Select OKto approve this request.

mnuat.newworldnow.com says

Are you sure you want to give administrative access of Think Small

T - At
e of MN-Metro Distnct

Cancel

14. The individual’'s name will be removed from the Add User list and will appearin the
Organization Profile Users list. Locate the individual’s name to confirm.

& Organization Profile Users)

individual - Kelly Ahmedtest (78621

individual - Kaithn Benwaytest (127575)

ndividual - Tony Bpugantest (§2527)

individual - jessica Diatebevitest (130%03)

ndividual - Mary Ferrarotest (634%0)

Organization - Angela Gibsontest

ndividual - il Guggenbergertest (41734)

individual - Karin Hoffmantest (7T8803)

ndividual - Judy Johnsontest (70375

Individual - Adelaide Lenztest (%112
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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.

Organization Profile Users m/
The foRoWING USers Rave ALCeSS 10 VS OfEanization peofile

Individual . Kelly Ahmedtest (74621)
Individual - Kaltlin Beevwaytest (127575)
s Individuel . Tony Blugantest (62527)
Individual - jesica Diatelevitest (13050
Individual - Mary Ferrarotest (63490)
Organization - Angela Gibsontest

a Individual - Jill Guggenbergertest (417248)
Individual . Karin Molfmantest (75803)

- Indviduat - judy johnsontest (70375)

- Individoad - Adelaide Lenztest (96112)

16. A pop-up screen will display to confirmthe decision to make this individual an
Organization Profile Owner. Select OKto confirm. The individual will be added as an

Organization Profile User.

mnuat.newworldnow.com says

Are you sure you want to give ownership of Mary’s Little Lambs to:

Individual - Twanna Olthofftest?

Cancel
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Managing Organization Profiles

The Develop help desk s available by phone Monday through Friday.
¢ Monday, Wednesday and Friday hours are from 8:00 a.m. to 5:00 p.m.
e Tuesdayand Thursday hours are from 8:00 a.m. to 7:00 p.m.
e Call 844-605-6938 oremail support@develophelp.zendesk.com

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

e 888-291-96110r651-655-0150
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