Accessing Your Knowledge and Competency Framework (KCF) Learning Record
Licensing needs to verify the KCF codes for your trainings to ensure the completion of annual training requirements.
If you simply pull up your trainings from the tab marked as “Training”, this record will not identify your classes by the
KCF code.
In order for licensing to verify the content areas, providers will need to access their Knowledge and Competency
Framework (KCF) Learning Record in Develop.

Here is how you may pull up the KCF Learning Record:
1. Log in to your Develop account
2. Select the Knowledge and Competency Framework Learning Record (located below at the arrow)

3. At the bottom of your screen you will see the following pop-up window: Select Open, and print your Learning
Record. (Please note that this bottom screen may look different, depending on the browser you are using, and
whether you are using a Windows PC or Mac computer)
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How to send this KCF Learning Record electronically by e-mail:
You will need Adobe Reader installed on your computer for these instructions.
You may download a free copy at https://get.adobe.com/reader/

If you are using Internet Explorer as your web browser:
Follow steps 1-3 on page 1 to pull up your KCF Learning Record in Adobe Acrobat Reader, on the top you
will see a picture of an envelope (highlighted in this picture in yellow)
4. Click on the envelope.

5. If you are using Microsoft Outlook as your
default email program, click the Default
button, and then select Continue.
6. This will then open a Microsoft Outlook email
with your Learning Record as an attachment.
Type in your licensor’s email address and send.

7. If you are using Yahoo, Gmail, etc., or another
web-based email provider, click the
Use Webmail button.
8. Select your email provider from the list that
comes up, and then select Continue.
9. You may be asked to sign in using the password for your email provider.
10. This will then open an email with your Learning
Record as an attachment. Type in your licensor’s
email address and send.
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If you are using Google Chrome as your web browser:
Follow steps 1-3 on page 1 to pull up your KCF Learning Record.
11. Click the download arrow at the top of the screen

12. You will be asked to save the file. (This example is saving it to the Desktop; you may choose any folder you would
like.)

13. You will then see the file in the lower left of your screen.

14. Using the button on the right side of your mouse, click on the file name. Select “Always open in Adobe Reader .”
and the file will open in Adobe Acrobat.

15. Follow steps 4-10 to send the file in an email.
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If you are using Microsoft Edge as your web browser:
Follow steps 1-3 on page 1 to pull up your KCF Learning Record.
16. Click the circle at the top of the screen to start sending an email.

17. Click on the Mail button.

18. Click on Add Account.

19. Select your email provider.

20. Click on Go to Inbox.

21. This will then open an email with your Learning Record as an
attachment. Type in your licensor’s email address and send.
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