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 INSTRUCTIONS FOR UPDATING INSTITUTION PROFILE 
AND BRANCH OFFICE DIRECTORY 

 

 The FCA maintains an Institution Profile and a Branch Office Directory for the FCS institutions.  The FCS 
institutions can update their Institution Profile and Branch Office Directory on an ongoing basis on the 
FCS Data Portal on the FCA website.  FCS institutions should update their profile whenever information 
in their profile or branch office directory changes to ensure the accuracy of the data because it is used in 
several FCA applications.  Institutions are required to review and update their profile at least once every 
quarter.   

Instructions 

 1. Access the FCA website, www.fca.gov, and select the “FCS Information” category.   

 

 2. Select the “Submit Data to FCA” option.   

 

https://ww4.fca.gov/sites/fcsdataportal
http://www.fca.gov/
http://www.fca.gov/
http://www.fca.gov/
https://sso.fca.gov/adfs/ls/?wa=wsignin1.0&wtrealm=urn%3awebsp%3asharepoint&wctx=https%3a%2f%2fww4.fca.gov%2fsites%2ffcsdataportal%2f_layouts%2fAuthenticate.aspx%3fSource%3d%252Fsites%252Ffcsdataportal
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* 3. Select “FCS Data Portal”. 
 

  
* 4. Farm Credit institutions will sign in as a Farm Credit System Institution then click Continue to Sign In. 
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  Sign in with your username and password.  You may change the password FCA assigned you on 
FCA’s Self-Service Password Management Portal.  If you don’t have an account, you will need to 
submit an Account Request form to the FCA Helpline.   

 

* 5. After logging on click “Update Institution Profile”. 

 

 

https://ss.fca.gov/
http://www.fca.gov/Download/FCADataPortalNewAcctRequestForm.pdf
mailto:helpline@fca.gov
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* 6. The three images below shows the Institution Profile fields available for updating on the website.  As 
noted under the Charter Address field, 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 the “Submit to FCA” button.  
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.   

  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 their 
Institution Profile at least once every quarter. 
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* 7. To update the Branch Office Directory click “Branch Office”.   

 

 

  To add a new branch, enter the Branch Name, Street, City, and then select the State, and Zip Code. 
Click Save New Branch to same Branch information.  After saving the branch information, please 
input counties the branch services and click Submit Data to FCA. 

  Select Cancel Insert to correct any mistakes. 
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