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Last Update June 26, 2006 

Batch Reporting allows you to access more than one client’s 
immunization record at a time in MCIR.  This is an offline reporting 
feature and results will be returned within one day of the request. 



 
Batch Reporting Requirements 

 
You will need the latest version of Adobe Acrobat Reader or Writer.   
 

 
 
 

Accessing Batch Reporting 
 
 

1. Log into MCIR Web 
2. Click on the Batch link, under the Reports menu on the home page. 

 
 
 

 

 
 
 
 
 



 
Record Selection 

 
 
 
 
 
 
 
 

 
 

 
 

Search Criteria Grid Selection 
 

1. Enter the client’s birth date, last name and first name in the Search Criteria 
Grid. 

2. Click the Add to List button. 
3. Name the report by completing the Description on the MCIR-Batch Report 

screen. 
4. Check the Add to Roster box to add the records on the list to your Patient 

Roster for future Batch reports. 
5. Click the Submit button when the list is complete. 

NOTE:  There are two options available to select a record for Batch 
Reporting, the Batch Report Roster and the Search Criteria Grid. 

 



 
Batch Report Roster Selection 

 
1. Click on the Batch Report Roster link. 
2. Select the records for the report by clicking on the Add link for each client. 
3. Click on the Done button 
4. Name the report by completing the Description on the MCIR-Batch Report 

screen. 
5. Click on the Submit button, under Current List on the MCIR-Batch Report 

screen. 
 
 
 
 

 
 
 

 
 
 
 
 
 
 
 
 



Print Format Selection 
 
 

Be sure to choose one of the three printing formats for printing each client’s 
record in the batch report.  

 

 
 
 
 
 

Scheduling Considerations 
 

1. Reports must be submitted by midnight the night before the target date. 
2. Reports should be available by 8:00 am on the target date.  However, this 

time is not guaranteed.  The availability of the reports is dependent on the 
load on the MCIR servers, the target date and the order in which they were 
scheduled. 

3. Reports will be automatically deleted, whether retrieved or not, after 10 
business days. 

 
 

 
 



 
Retrieving Scheduled Results 

 
 

 
 

 
1. Click on the Retrieve Scheduled Results link, under the Report menu on the 

home page. 
2. Locate the name of the report in the Description column on the Scheduled 

Results screen. 
3. Click on the Report link next to the Status column. 
4. Print the report. 
5. The final pages of the report will list the Matched People’s Summary and the 

Non Matched People’s Summary. 
 
 

 
 
 
 

Please contact the Region Six MCIR office at 1-888-217-3905 for assistance. 


