A MCIR Quick Tip Sheet

How to Reassess the Roster Quickly.

¢ Using the Modify Roster link in MCIR is an easy way to modify persons on the roster as a

1)

2)

group or to reassess persons on the roster quickly.

Go to the Person tab, click on the Roster link. To change information for a group or an
entire roster click on this link (for example, changing all persons on your roster to the
correct reporting period, or an entire group that received vision screening), click on
the Modify Roster link.
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Modify Roster
Next see that there is a Check Box in front of all the names.
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Roster Check Boxes and Check All
» You may either use the Check All link if all persons on the roster are to be changed OR

» Select an individual name by clicking on the check box. (a green check will appear)

Once the selection is made, scroll to the bottom of the page. At the bottom of the page are
5 blue buttons. For Assessment Click Assess Checked.

Modify Checked | Aszess Checked | Delete Checked | Mark as Duplic:ate| Cancel |

Assess checked

All Children marked with a November 2010 or October 2010 will be reassessed according
to the new School/Childcare rules.

This process must be done for every page if you have a roster that is more than one page.

If you have questions, please call the MCIR Helpdesk at 1-888-243-6652.
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