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Step-by-Step Guide:  Updating Your Unit Profile 

 

Helpful Hints: 

 Unit Activities should be added every 3 months at a minimum 

 The entire profile needs to be updated, not just the top part 

 All unanswered questions should be answered 

To update your unit profile, you must first log into the Medical Reserve Corps website:  

www.medicalreservecorps.gov.  You must also be listed as either the MRC Director or MRC Unit 

Coordinator for that unit.  If you are not, you will not be allowed to edit the profile. 

Logging-in & Accessing Your Profile:  (to Edit Your Unit Profile, see page 4) 

1. Once at the MRC website (www.medicalreservecorps.gov), select the “Logon” button in the 

upper, right-hand corner of the screen. 

 

2. You will then be asked to enter your Username and Password.  Then hit “Log In.” 

 

http://www.medicalreservecorps.gov/
http://www.medicalreservecorps.gov/
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3. You will then be given access to the MRC User Panel.  Your role should be listed as “MRC 

Director” or “MRC Coordinator” instead of as a “Regional Coordinator.”  If your role is listed as 

something else, send an email to the MRC Webmaster at mrcwebmaster@icfi.com.   

To access your unit’s profile, click on the light blue tab along the top that says “Unit.”  (Please 

note that you may not have access to all the tabs listed across the top of the User Panel.) 

 

 

4. Once you are on the “Unit” tab, you will click on the link that says “Edit Unit.” 

 

5. You will then select your unit, by clicking on the unit name. 

 

Click Here on Unit Name 

mailto:mrcwebmaster@icfi.com
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6. Once you click on your unit’s name, your Unit’s Profile will open in a new window.  To edit the 

basic information, click on the button that says “Edit Basic Info.” 

 

 

Complete the necessary information, and then click on the “Change” button. 
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Editing Your Unit Profile: 

1. Each section of the Unit Profile is presented as its own section in a drop down menu.   

 

To edit each of the sections, click on the section title and then click the “Edit Unit Information” 

button the top-right of each section.  For example: 

 

2. Unit Information:  To edit information such as your Unit Description, Mission Statement, and 

Goals/Objectives section, scroll down to the Unit Information section, select the section title, 

and then hit the button that says “Edit Unit Information.”  

You will be shown the following screen.  You will then be able to update information and save by 

hitting the “Update” button.  Notice that the page will expire after 20 minutes. 
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3. Jurisdiction:  To change the jurisdiction your unit serves, click on the Unit Jurisdiction section 

and then click on the “Edit Jurisdiction” button.  

Make the necessary changes to your jurisdiction coverage and hit the “Save” button: 

 

 

4. Point of Contact:  To change the Points of Contact you must contact the MRC Webmaster at 

mrcwebmaster@icfi.com.   

 

 

Contact information is displayed here 

mailto:mrcwebmaster@icfi.com
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5. Emergency Contact Information:  You can update the emergency contact information for your 

unit by selecting the “Edit Emergency Contact Information” button under the Emergency 

Contact Information section. 

 

Make the necessary changes to the Emergency Contact Information section and then select 

“Update.” 

6. Unit Volunteers:  It is very important to regularly update the Unit Volunteers section, so that the 

number is current and accurate.  To do this, select the “Edit” button under the Unit Volunteers 

section.  The section name shows the unit’s current number of volunteers in parentheses.   

 

Update your volunteer numbers appropriately and then hit “Save.” 
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7. Unit Activities:  It is encouraged to update the Unit Activities section once every 3 months.  To 

do this, click on the Unit Activities section.  This section shows your unit’s last 3 unit activities in 

a drop down menu.  To add or edit an activity, click on the “Add/Edit Activity” button. 

 

From here, you can either “Add” a new activity, “Edit” an existing activity, or “Delete” the 

activity all together. 

Edit:  Click on the activity name to edit it.   

Delete:  Click on the red symbol to the right of the activity. 

 

 

 

Delete 

Edit 

Add 
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Add:  Click on the “Add Activity” button, which will open the following screen.  Fill in the 

required fields and then select “Add.” 

 

8. Additional Unit Information:  It is important that all unanswered questions are answered and 

that all answers are kept updated.  This information is private to your unit and the MRC national 

office.  To update information, select the Additional Information section and you will be shown 

the following screen: 

 



9 Guide to Updating Your Unit Profile 

 

Click the “Edit Additional Information” button, which will open a new screen and allow you to 

update the information throughout the profile.  Go through each of the sections until all are 

complete and updated.  When finished, click “Submit.” 

 

 

Congratulations!  Your Unit Profile is now officially updated! 

Remember:  if you have any questions, feel free to contact your MRC Regional Coordinator. 

 


