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RPBD Event Entry Instructions for RBPD 
Specialist 

INSTRUCTIONS 

1. Log into Develop.

2. Select RBPD Event Entry from the left-hand navigation menu.

3. Click New Event.

4. If one or more additional RBPD Specialist(s) worked on an Event, click +RBPD

Specialist. Enter the name(s) or ID(s) of the RBPD Specialist(s). Continue until all

RBPD Specialist(s) present are added, then click Continue.

5. Use the search filters to find the Organization(s) participated in this Event.

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%253DhC36xeaVwz5iE87PJb-qCAPLegq5by8R_VYm9waR7MWkJ33c5xnZHYtL9PdpDkStw7bfiacVcRwkwuTNA8K4dCxQP70mVeOBIyR-TwnGY0THRLt7mmsCD87Rh8PP71K7Jdff4_9mk3a6zSvjJvwKvFXLoeK-M2H1WcTYWbQW2XaINJu7E7qWLlXYbjxCHdZCO9X7IatOV_VgN1Qc-8D1MZyJX7RBqKXuTZrMKde9ehel52fHSTgv8E3ekv3lVoaH_xS0lGg1d4TvCSk3HWdQdRDJlylMYBpbMRhGbqlajxXIaX9knNVwCXwCKQndrbwTzV3_x4-OCZ27vnFi3iOxt6bS5E_GEo5LIJWnhLjTLDs%26nonce%3D637695647143933483.NjZmMTA1N2YtMDkzNC00MDYyLWI2Y2EtOTZkOTA2MTNjMmY4MmNmNjc4YjEtYWQ1My00NzVlLWFhMWYtM2U0NzFjM2E2NTNi%26ui_locales%3Deng
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NOTE: It is most accurate to search by Organization ID or License number. We 

recommend searching by those ID numbers whenever possible. 

a. Enter in the information in the search field and click on Search. 

 

b. When the correct Organization is found, click Select. 
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6. A pop-up window will display asking to add another Organization to the Event. Click 

No if only one Organization participated in the Event. Click Yes if more than one 

Organization participated in the Event.  

 

a. If Yes is selected, complete steps 5 and 6 until all Organizations have been 

entered. 

 

7. Confirm the correct program(s) have been selected. Click Continue. 

 

a. More than one option may display to choose whether the RBPD Event applies 

to the Whole Program or an Individual Program. This option appears only if 

the program has entered Classrooms in its Organization Profile.  

For example: Select Individual Classroom if the Organization receiving the 

RBPD was a child care center and only one classroom teacher was in 

attendance. Otherwise, select Whole Program. 
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NOTE: If there are no Classrooms listed in the Organization profile the only 

choice available will be Whole Program.  

 

If there should be classrooms and it has not yet been set up (new to Parent 

Aware or first time participating in Building Quality or Full-rating pathway, the 

program should work with their coach. This is to make sure that if an RBPD 

event is entered before classrooms are set up, the event could be applied to 

the whole program. 

See example screen shot below. 

 

8. Use the drop-down menus to select the correct options, based on the RBPD services 

provided.  

a. Endorsement: if an RBPD Specialist holds more than one Endorsement, 

multiple options will be displayed. Select the type of RBPD work conducted 

during the visit. 
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b. Event Type: the options populate in the drop-down list and will be based on 

the Endorsement selected. If there is more than one option, select the best 

option based on the Event that was conducted. 

c. Event Title: the options populate in the drop-down list and will be based on 

the Event Type selected. If there is more than one option, select the best 

option based on the Event that was conducted. 

 

d. Event Date: the date the Event occurred. 
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e. Service Delivery: how the visit was conducted.  

NOTE: Based on the type of Endorsement and Event Type the options in 

the drop-down list will vary. 

f. Duration: length of the visit. Must be between 15 minutes and 8 hours, in 15-

minute increments. 

 

g. Topics: the content that was discussed during the Event.  

NOTE: Based on the type of Endorsement and Event Type the options in 

the drop-down list may vary.  

 

h. Contact Info: this pre-populates with the information that was entered in the 

RBPD Specialist application. It will appear to those with access to the RBPD 

Event, including the programs that participated in the Event. Information 

changed here will apply to this Event only. To change the information that 

appears in all RBPD Events, update the RBPD Specialist profile. 
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i. Knowledge and Competency Framework Areas: the available Area(s) and 

Sub-Area(s) to select from are based on the Endorsement and Event Type 

selected. If there is more than one Area, the hours can be split between one 

or more Areas. The hours entered by KCF Area(s) must add up to the total 

number of Event hours. 

 

j. Click Save and Review. 

 

9. A summary page will display with the information entered. Click Manage to edit the 

information as needed for each section.  
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a. If the information is correct, click Submit Event. 

b. A pop-up box will display that the Event was Saved Successfully. Click Ok. 
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10. If required, enter the Event attendance, click Manage next to Event Roster. 

11. Click +Attendee. 

 

12. There are two methods to enter attendance: 

a. Method 1: Locate Attendee’s Account in Develop 

b. Method 2: Enter by Name.  

NOTE: It is most accurate to search by Individual ID. We recommend using 

Method 1 and search by those ID number whenever possible. Click Locate to 

search. 
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13. Confirm that the individual displayed is correct, then click Complete Registration. 

 

a. Complete steps 12 and 13 until all attendees have been entered.  

14. When all attendees have been entered, click Exit Roster. 

 

15. To exit the Event, click Close. 
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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. 

 Call 888-291-9611 or 651-655-0150 

 

mailto:support@develophelp.zendesk.com



