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The Roster allows you to quickly access the same client’s record time 
after time, without having to search for the client each time and without 
the concern of a duplicating a MCIR record.  The Roster function also 

aids in MCIR Batch Reporting. 
 

 



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

 

 
Creating a Roster 

 
 
 
 
 
 
 
 
 

Manually adding Clients to your Roster 
 

 

 
 

 
1. Click on the Add to Roster button to add a client to your roster. 
2. To remove a patient from your roster, click the Take off Roster button. 

*The Take off Roster button will only appear if the record is currently on your Patient 
Roster. 
 
 

NOTE:  There are two options for creating a Roster: You may add clients to your roster as 

you view their MCIR records or you may set your default to automatically include all 

records viewed to your Roster. 



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

 

Setting your Default to add Records to your Roster 
 

 

 
 

 
 

1. Click on the Site Preference link from the MCIR home screen. 
2. Flag the option to Add Person to Roster. 

*With this default set, all viewed MCIR records will become part of your Roster. 



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

 

 
Using Your Roster 

 
 

Click on Roster from the Person column of the home page. 
 

 

 
 
 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 



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

 

 
Retrieving a MCIR Record from your Roster 

 
 

Click on client’s name/hyperlink to open and view their MCIR record. 
 

 

  
 
 

 
 

 
 
 

 
 

 
 
 

 
 



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

 

 
Modifying your Roster 

 
To modify the roster, click on the Modify Roster link in the upper right corner of 
the Roster screen. 
 

 
 
Check the box in front of the record(s) you wish to alter and then choose the 
appropriate option from the bottom of the screen. 
 

.  
 

For Mark as Duplicate option see regional worksheet entitled “Reporting Duplicate 
MCIR records.” 

 



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

 

Assessing Clients from your Roster Screen 
 

It is possible to quickly assess a patient from the Roster screen by looking at the 
“IS” Immunization Status column.  It is important that you review the actual 
MCIR record for any client who is “O” Overdue for specific immunization 
administration information. 
 
*Immunization Status “IS” Codes: 
O - Overdue 
E - Eligible 
U – Up to date 
 
 

 
 
 
 

 
 

 
 
 


