
Instructions for updating family information including contact 
information, approved pick-up information and medical 
information. 

 

1. Login to your headmaster online account. 
 

2. Click on My Profile on the top of the menu  

 
3. Anywhere on the page that you see the pencil icon is a 
place where you can edit the information

 

https://secure.headmasteronline.com/default.aspx?sitenumber=141925


4. You can click on each family member and update their 
information individually

 
 

5. Note that when you click on the child’s name you will get 2 
options of windows to change information

 
 

 



6.  You can stay on the profile window to change personal 
information.  Then click on contact information.  There you 
can make changes to the pick up list and medical 
information.

 
 

7. After making changes, this notice will stay at the top of the 
table until information has been approved by our office. 

 
 


