
1

DEPARTMENT LEVEL
RUN ROSTER REPORT

THIS INFORMATION IS ALSO CONTAINED IN A VIDEO ON THE MCL NATIONAL WEBSITE. 
MEMBER LIBRARY / VIDEO DATABASE 102 MEMBER PORTAL. PLEASE VIEW THE VIDEO FIRST

MCL DATABASE DEPARTMENT LEVEL USER MARINE CORPS LEAGUE INFORMATION SYSTEM

PROCEDURES
MARINE CORPS LEAGUE INFORMATION SYSTEM
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DEPARTMENT LEVEL SYSTEM USER AUTHORITY / PERMISSIONS

1 VIEW ALL DETACHMENT MEMBER PROFILES IN DEPARTMENT

UPDATE DETACHMENT PROFILE INFORMATION FOR DETACHMENTS AS NEDED

UPDATE MEMBER ADDRESS, CITY, STATE, ZIP,  PHONE NUMBER(S), eMAIL ADDRESS
Note, changing eMail address at this level DOES NOT change LOGIN  USERNAME.

MEMBER PROPER NAMES & DETACHMENT NAMES CAN NOT BE CHANGED AS THEY ARE 
LEGAL ENTITES AND CAN ONLY BE UPDATED AT MCL NATIONAL OFFICE

MCL DATABASE DEPARTMENT LEVEL USER
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MAKE YOUR CHANGE ENTRIES IN ALL CAPS SO PRINTOUTS ARE UNIFORM AND EASY TO READ

ONCE YOU HAVE COMPLETED THIS TRANSACTION YOU WILL RECEIVE AN EMAIL VERIFICATION FROM NATIONAL

A CURRENT DETACHMENT ROSTER WILL BE PRINTED QUARTERLY FOR EACH DETACHMENT IN THE DEPARTMENT

A CURRENT DETACHMENT ROSTER WILL BE PRINTED UPON A DETACHMENTS REQUEST.

MARINE CORPS LEAGUE INFORMATION SYSTEM
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DETACHMENT COMMANDANT REGISTRATION PROCEDURES
CURRENT DEPARTMENT COMMANDANT & CURRENT DEPARTMENT PAYMASTER WHO ARE ON THE CURRENT ROSTER OF 
INSTALLATION (ROI) IN NATIONAL HEADQUARTERS CAN REQUEST A LOGIN AT THE DEPARTMENT LEVEL

SEND DEPARTMENT REQUEST TO THE DIVISION NVC FOR VERIFICATION OF MEMBERS & DETACHMENT GOOD STANDING STATUS. 
ONCE VERTIFIED THE DIVISION NVC  SENDS THE REQUEST TO NATIONAL HEADQUARTERS.

DIVISION COMMANDANT ALSO IDENTIFIES AT THIS TIME ANY CURRENT ACTIVE DEPARTMENT USES TO BE INACTIVATED ON THE SYSTEM 
AS A DEPARTMENT CAN ONLY HAVE TWO VALID USERS

DIVISION NVC FORWARDS TO NATIONAL HEADQUARTERS: J D FOSTER     JFoster@MCLeague.org

THE NEW REGISTERED USER WILL RECEIVE AN EMAIL (EMAIL ADDRESS ON FILE) WITH THEIR LOGIN PROCEDURES

MCL DATABASE DEPARTMENT LEVEL USER
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MARINE CORPS LEAGUE INFORMATION SYSTEM

mailto:JFoster@MCLeague.org


MCL DATABASE DEPARTMENT LEVEL USER

LOGIN 

NOTE, THE LOGIN WEBSITE IS NOT THE MEMBER PORTAL ON THE MCL WEBSITE
RATHER ACCESS VIA A WEB APPLICATION
USE THE INFORMATION YOU RECEIVED FROM NATIONAL HEADQUARTERS TO LOGIN
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MARINE CORPS LEAGUE INFORMATION SYSTEM

ATLAS



MCL DATABASE DEPARTMENT LEVEL USER
PRINTING A DEPARTMENT OR DETACHMENT ROSTER
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CLICK REPORTS / CLICK RUN A REPORT

MARINE CORPS LEAGUE INFORMATION SYSTEM
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PRINTING A DEPARTMENT OR DETACHMENT ROSTER
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CLICK CUSTOM REPORTS

CLICK ON REPORT TO RUN

NOTE ONLY REPORTS ACTIVATED TO DATE FOR MCL

MARINE CORPS LEAGUE INFORMATION SYSTEM
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MCL DATABASE DEPARTMENT LEVEL USER

PRINTING A DEPARTMENT OR DETACHMENT ROSTER
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ENTER DETACHMENT PROFILE ID PRESS OK

MARINE CORPS LEAGUE INFORMATION SYSTEM

ENTER DEPARTMENT PROFILE ID PRESS OK

MIDWEST DIVISION (19751) – Missouri (19755), Iowa (19752), Kansas (19753), Minnesota (19754), 

Nebraska (19757), North Dakota (19756), South Dakota (19758)



MCL DATABASE DEPARTMENT LEVEL USER

PRINTING A DEPARTMENT OR DETACHMENT ROSTER
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MARINE CORPS LEAGUE INFORMATION SYSTEM

CLICK ON PRINTER ICON

SELECT PDF FORMAT

1

2 CLICK EXPORT3



MCL DATABASE DEPARTMENT LEVEL USER

PRINTING A DEPARTMENT OR DETACHMENT ROSTER
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MARINE CORPS LEAGUE INFORMATION SYSTEM

PDF FILE HAS BEEN EXPORTED / DOWNLOADED TO YOUR COMPUTER SYSTEMS 
DOWNLOAD FILE FOLDER
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ROSTER AVAILABLE FROM YOUR DEPARTMENT UPON REQUEST
The Detachment Roster still will be sent quarterly by Department to Detachments plus upon request by Detachment

NEW- EACH MEMBER / DETACHMENT / DEPARTMENT / DIVISION HAS A PROFILE ID IN THE NEW SYSTEM

A PROFILE ID IS A UNIQUE IDENTIFIER CODE IN THE MCL INFORMATION SYSTEM DATABASE + CURRENT MCL NUMBER AND LIFE MEMBER NUMBER

THE PROFILE ID WILL NOW APPEAR ON ALL REPORTS GENERATED FROM THE MCL INFORMATION SYSTEM & USED ON ROIs AND TRANSMITTALS

MARINE CORPS LEAGUE INFORMATION SYSTEM
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