
 

 

How to Update your Director of Record 

You will need: 
•  Your online account 

• Web Access 

NOTE: Application works best using Google Chrome. Please install Google Chrome and make sure you 

have updated browser to the most current version of Google Chrome  

 

1.  Open your browser and log into your online account. 

 
2. Once you are logged into your account click the “Profile View” tab.  

 
 

3.  On the “Profile Information” page there is a “Director of Record” section. This section lists the 

previous and current facilities you where you have served as a director.   To add a new facility, 

click the  button.  

 

https://www.google.com/chrome/?brand=CHBD&gclid=CjwKCAiAt9z-BRBCEiwA_bWv-MnsSlJbwvvUDxiX88jwxb-qarXIWRYfsP_MDcXqqyE7v_FccdtqzhoCuK4QAvD_BwE&gclsrc=aw.ds


 

 

4. A window box called “Director of Record – { new}” will appear. Please fill out the information for 

your new facility into the window box. When you are finished click the “Ok” button. 

 
 

5.  To end your tenure at a facility you need to edit the Director of Record listing in your account. 

To do this simply click the  button next to the facility being departed.  A window box for that 

will appear 

 
 

6. In the “End Date” field enter the last day you will be serving/served at the facility utilizing the 

MM/DD/YYYY format.  Alternatively, you can click the     button and enter a date. When you are 

finished click the “Ok” button. Your record is now updated.  


