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DETACHMENT LEVEL
SYSTEM USER

THIS INFORMATION IS ALSO CONTAINED IN A VIDEO ON THE MCL NATIONAL WEBSITE. 
MEMBER LIBRARY / VIDEO DATABASE 101 MEMBER PORTAL. PLEASE VIEW THE VIDEO FIRST

MCL DATABASE DETACHMENT LEVEL USER MARINE CORPS LEAGUE INFORMATION SYSTEM

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

1 VIEW ALL DETACHMENT MEMBER PROFILES

UPDATE MEMBER ADDRESS, CITY, STATE, ZIP

UPDATE MEMBER PHONE NUMBER(S)

UPDATE MEMBER eMAIL ADDRESS
Note, changing eMail address at this level DOES NOT change LOGIN  USERNAME.

MCL DATABASE DETACHMENT LEVEL USER
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THIS PROCESS REPLACES SUBMITTING A TRANSMITTAL WITH THE CODES:  COAO  & COAN

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 CAN BE REQUESTED FROM THE DEPARTMENT COMMANDANT AT ANYTIME
At this time, you cannot print a Detachment Roster from the Member Portal

ONCE YOU HAVE COMPLETED THIS TRANSACTION REMEMBER TO UPDATE YOUR EXCEL ROSTER SO YOU HAVE A BACKUP

MARINE CORPS LEAGUE INFORMATION SYSTEM
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DETACHMENT COMMANDANT REGISTRATION PROCEDURES
CURRENT DETACHMENT COMMANDANT ON CURRENT ROSTER OF INSTALLATION (ROI) IN NATIONAL SUBMITS THE REQUEST FOR 
DETACHMENT SYSTEM USERS TO DEPARTMENT PAYMASTER. 

DETACHMENT COMMANDANT SELECTS ONE OTHER DETACHMENT OFFICER ON CURRENT ROSTER OF INSTALLATION (ROI) IN NATIONAL 
FOR SYSTEM REGISTRATION.
Note, usually Adjutant, Paymaster or Adjutant/ Paymaster. Person must be computer literate with some basic database update knowledge.

DETACHMENT COMMANDANT VERFIES USERS SELECTED HAVE CURRENT EMAIL ADDRESS IN DATABASE AS THIS IS USED TO VALIDATE 
USER REGISTRATION IN THE DATABASE. 

DETACHMENT COMMANDANT SENDS EMAIL TO DEPARTMENT COMMANDANT  TO VERIFY THE NAMES SUBMITTED ARE IN GOOD 
STANDING AND ARE ON CURRENT ROSTER OF INSTALLATION (ROI) on FILE AT DEPARTMENT LEVEL.

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

DEPARTMENT VERIFIES REQUEST (CHECKS CURRENT DATABASE ROSTER) AND FORWARDS TO DIVISION NVC FOR SUBMISSION TO 
NATIONAL  /  J D FOSTER     JFoster@MCLeague.org

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

IF THERE IS A PROBLEM WITH THIS PROCESS CALL J D FOSTER  703.207.9588

MCL DATABASE DETACHMENT LEVEL USER
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MARINE CORPS LEAGUE INFORMATION SYSTEM

mailto:JFoster@MCLeague.org


MCL DATABASE DETACHMENT LEVEL USER

MCL NATIONAL WEBSITE / www.mclnational.org

SCROLL DOWN / CLICK ON VISIT NOW

HOME PAGE
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MARINE CORPS LEAGUE INFORMATION SYSTEM



MCL DATABASE DETACHMENT LEVEL USER
MCL NATIONAL WEBSITE / www.mclnational.org

CLICK ON MEMBER LIBRARY

HOME PAGE
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CLICK 101 MEMBER PORTAL VIDEO
After watching video move to next page

STEP #1
WATCH TRAINING VIDEO

MARINE CORPS LEAGUE INFORMATION SYSTEM



MCL DATABASE DETACHMENT LEVEL USER
MCL NATIONAL WEBSITE / www.mclnational.org

CLICK ON MEMBER PORTAL

HOME PAGE
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STEP #2  IMPORTANT
LOG  OFF OF MEMBER LIBRARY BEFORE 

CLICKING ON MEMBER PORTAL

MARINE CORPS LEAGUE INFORMATION SYSTEM

LOG OFF LIBRARY



MCL DATABASE DETACHMENT LEVEL USER

MEMBER PORTAL - EDIT / VIEW PROFILE

HOME PAGE

ENTER YOUR EMAIL ADDRESS

ENTER YOUR PASSWORD

Click to change PASSWORD

CLICK TO LOGIN
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MARINE CORPS LEAGUE INFORMATION SYSTEM



MCL DATABASE DETACHMENT LEVEL USER

MEMBER PORTAL  - EDIT / VIEW PROFILE

HOME PAGE

CLICK ON PROFILE UPDATE

DO NOT CLICK ON OR ADD A COUPON
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MARINE CORPS LEAGUE INFORMATION SYSTEM



MCL DATABASE DETACHMENT LEVEL USER

MEMBER PORTAL  - EDIT / VIEW PROFILE

SELECT “Me” TO EDIT / VIEW YOUR PROFILE

HOME PAGE

SELECT “DETACHMENT” TO EDIT / VIEW ALL PROFILES

ONLY USE ONE OF THESE TWO ENTRY POINTS
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Click on “Me” to also see your Detachment

MARINE CORPS LEAGUE INFORMATION SYSTEM



MCL DATABASE DETACHMENT LEVEL USER

MEMBER PORTAL  - FIND A MEMBER IN LIST

HOME PAGE

DO NOT CLICK / ENTER / CHANGE 
INFORMATION THESE AREAS

Once list appears suggest you change to 50 members per page first 
for a faster lookup. Note names not listed in any specific order.

Scroll to bottom of list to change the number per page. 
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MCL DATABASE DETACHMENT LEVEL USER

MEMBER PORTAL - FIND A MEMBER IN LIST

HOME PAGE

CLICK
PROFILE UPDATE

PRESS CTRL KEY + F BUTTON / BOX APPEARS AT TOP OF 
PAGE / TYPE NAME TO SEARCH FOR / PRESS ENTER

Note, only searches on page you are on. See bottom of member list 
to change pages. Suggest you change to 50 members per page for a 
faster lookup.

DO NOT CLICK ON OR CHANGE ANYTHING IN THIS AREA
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SEARCH BOX

MARINE CORPS LEAGUE INFORMATION SYSTEM

NEVER CHANGE A MEMBERS PROPER NAME / USE TRANSMITTAL + PAPERWORK
NEVER CHANGE THE DETACHMENT NAME / NAME IS A LEGAL REGISTERED IDENTITY



MCL DATABASE DETACHMENT LEVEL USER

MEMBER PORTAL

MAKE YOUR CHANGES IN ALL CAPS SO PRINTOUTS ARE UNIFORM, 
CONSISTANT AND EASY TO READ

IF YOU HAVE MADE ANY CHANGES TO A PROFILE SELECT SAVE AND 
SUBMIT AT BOTTOM OF WINDOW
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A CURRENT DETACHMENT ROSTER CAN BE REQUESTED FROM THE DEPARTMENT 
COMMANDANT AT ANYTIME UPON REQUEST YOU DEPARTMENT WILL SED YOU 
ONE QUARTERLY
At this time, you cannot print a Detachment Roster from the Member Portal

YOU SHOULD ALSO UPDATE YOUR LOCAL EXCEL ROSTER FOR BACKUP

YOU WILL RECEIVE AN EMAIL VERIFICATION FROM NATIONAL OF YOUR TRANSACTION

IF A MEMBER'S PROPER NAME NEEDS TO BE CHANGED
SUBMIT VIA TRANSMITTAL + PROPER PAPERWORK

DO NOT ADD OR CHANGE NAMES TO NICK NAMES, ex Doc

MARINE CORPS LEAGUE INFORMATION SYSTEM



MCL DATABASE DETACHMENT LEVEL USER

MEMBER PORTAL  - EMAIL VERIFICATION OF DATA CHANGED
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MARINE CORPS LEAGUE INFORMATION SYSTEM



MCL DATABASE DETACHMENT LEVEL USER

MEMBER PORTAL  - VIEW PROFILE FOR DETACHMENT

HOME PAGE
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ONLY VIEW THE INFORMATION IN THIS AREA
IF CHANGES NEED TO BE MADE SUBMIT THEM 
TO YOUR DEPARTMENT PAYMASTER

MCL MEMBER LEVEL
MEMBER WITH A PASSWORD CAN 
VIEW ONLY THEIR DATA

MARINE CORPS LEAGUE INFORMATION SYSTEM



MCL DATABASE DETACHMENT LEVEL USER
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ROSTER AVAILABLE FROM YOUR DEPARTMENT UPON REQUEST
The Detachment Roster still be sent quarterly by Department plus upon request.

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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