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 INSTRUCTIONS FOR UPDATING INSTITUTION PROFILE 
AND BRANCH OFFICE DIRECTORY 

 

 The FCA maintains an Institution Profile on all FCS institutions.  FCA institutions can update 
their Institution Profile and Branch Office Directory on an ongoing basis through the FCA 
website at www.fca.gov.  The expectation is that institutions will update their profile as needed 
to ensure the accuracy of the data because it is used in the FCS Institution section of the 
website.  Nonetheless, institutions are required to review and update as necessary their profile 
at least once every quarter.   

Instructions 

* 1. Access the FCA website, www.fca.gov, and select the “FCS Institutions” category.   
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* 2. Select the “Submit CRS Data” option.   

 

 

 
* 3. After selecting the "Submit CRS Data" option, select Data Submission Portal. 
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* 4. The next window will ask you to enter your username and password. Your password will 
be encrypted as you enter it, so ensure that you enter the password in the same 
format as we communicated it to you. After you input your password, click on “Sign In”. 

 

* 5. A welcome window that displays the UNINUM and allows you to “View files submitted”, 
“Submit data”, “Update Institution Profiles” or “Update Branch Office Directory” will 
pop up. If the Institution Profile has not been reviewed and updated, a message in red will 
appear on the bottom of the screen, “Your institution profile has not been reviewed and 
verified recently.  Please update your institution profile now!”, Institutions are required 
to review and update as necessary their Institution Profile once every quarter.  Select the 
“Update Institution Profile” option to update your institution profile. 
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* 6. The diagram below shows the Institution Profile fields available for updating on the website.  
As noted under the Charter Address, Changes to Charter City and State must be made 
with a Charter application; in other words, institutions must receive prior approval from 
FCA to move to a different City.  Once the Institution Profile has been updated, click 
“Submit to FCA”.  NOTE: Institution Profile changes can be made at any time, but must be 
reviewed at least once a quarter.  Institutions are required to “Submit to FCA” even if no 
changes are necessary.   

 

 

 

. (CFO/Controller email address included) 
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* 7. To update the Branch Office Directory select “Update Branch Office Directory”. 

 

* 8. The institution’s Branch Office Directory will appear. To add a branch office, select “Create 
New Branch Office”.   
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* 9. A Branch Profile will appear on the right side of the screen.  Enter the required information in 
the Branch Profile area and select “Submit to FCA” to save the new branch profile 
information.   

 

 

* 10. The new branch office will appear under the institution’s directory. 
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 11. To review the profile of an existing branch office click on the branch name under the 
institution's directory.  The Branch Profile will appear on the right side of the screen where 
the information can be edited or, if necessary, the branch can be marked for deletion.  To 
delete a Branch Profile, place a check in the box after “Delete Branch?.”  To save any 
changes, select “Submit to FCA”.   

 

* 13. If a Branch Profile is marked for deletion an “x” will precede the Branch Name.  The profile 
will be deleted when the file information is transferred to our internal database.  After 
completing the review of Branch Office Directory, select “Return to Submission Menu” or 
exit the FCA website. 
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