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MCIR 
(Michigan Care Improvement Registry) 

Updated September 24, 2009

(Michigan Care Improvement Registry) 

Site Administrator Training

MCIR Site Administrator 
Responsibilities
 Keeping updated records on staff with MCIR access 

privileges (your “MCIR Users”)
 Remove staff that have left your organization
 Add new staff that will need access to MCIR

It is against MCIR law for Users to share any 
User IDs or Passwords
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Maintaining your Site’s MCIR User List

Removing a User
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Adding a User

Associate Users screen
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User is already in MCIR

Assign a Role
 Different roles available in the Edit User Role dropdown 

depending on your site’s facility type
 Limited access role = View-only
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User has never used MCIR before

User Information screen
 Click Submit when all information is entered and accurate

 Double-check the email address.  This is where the MCIR 
PIN number and registration instructions will be sent.
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New MCIR Users Must Complete their 
Registration
 Their User ID will display as “not-registered” on your Site 

Information screen/MCIR Users tab until they follow the 
directions in the “MCIR User Registration” email from 
mcir@michigan.gov

 If they have not received this email have them check any 
“spam” or “junk mail” folders  

Edit My Site
 You may update many items on your Site Information screen
 Click the Edit My Site link on the home screeny
 Make desired changes (Address, Phone, Fax, Email address, etc)
 Click the Submit button when finished
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Resources at MCIR.org
 Site Administrator Training page
 www.mcir.org/SiteAdministratorTraining.htmlg g

 All forms, manuals, and quick tip sheets are available in the 
Resource Library
 www.mcir.org/res_library.html

 For technical assistance please visit www.mcir.org
 Click on your facility type (Health Plans, Providers, 

S h l /Ch ld )Schools/Childcares)
 Contact information is listed under the YELLOWTechnical 

Assistance heading
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MCIR User Registration Training is 
Also Available Online
 http://www.mcir.org/UserRegistrationTraining.html


