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. MCIR BASICS
x Purpose

Ui TheMCIR School/Childcare function is wedsed, and allows for immunization data to be enteced
all Michigan childrerenrolled in Schools,r®schoolsor Childcares andenablesthese facilities to easily
andsecurely report their immunization data to their Local Health Departm@rits)

i The MCIRrogram was developed with four goals in mind:

1. Provide easier immunization reporting by schabildcareprograms.
2. Produceaccurate and reliable immunization reports.
3. Produce individual letters to parents.
4. Provide an automated assessment of immunization records.
U The assessment of each child's immunization redorccompliances based on the minimum

requirementsof the Michigan Public Health Code (Public Act 368 of 1978, as amended)
U0 Refer toAppendixBfor detailed assessment criteria.

x Waivers

U ALLnon-medical waivergreligious or philosophicalust be issued from the Local Health
Department. Find contacinformation for your LHD herehttps://www.mcir.org/wp-
content/uploads/2014/08/Schoots HDcontacts. pdf

U Based on the Public Health Code when a child ermteachoolchildcare, preschool or head stdhe
child must be either fully immunized or have a certified waiver on file

U If a child continues to be enrolled at the same childcare, preschool, or head start program for
consecutive years, waivers do not need todigned annuallyunlesghe child becomes eligible for
immunizations not previously waived, thennew waiver education session will need to occur.
Forms cannot be altered in any way (such as crossing information out).
For further information seeMDHHS Immunization Waiver Information

x Reporting to Health Department Overview
U All Schools, Childcares, Preschools, Head Starts, etc. must submiirntmeinization Progam (P)
100/101 Summary or Detail Report to their Local Health Departn{&et pgl19
0 Schoolseed an IP Status of 90% to submit their report NovemBer 1
0 Schools needn IP Status d¥5% to submit theireport onFebruaryl*.
0 Childcaresieed an IP Status 80%to submit their reportOctober 29,
U The Michigan Public Health Codeandates that alChildare programsreport the immunization status
of:

o0 All children registereéh the program
i The Michigan Public Health Codeandates that alSchoolgeport the immunization status of:
o All Kindergarten students
0 Newly enrolled students (during the current calendar year).
0 All 7th grade students.
U Reporting guidelines differ dyHD Contact your LHD to obtain specifieportingrequirements for

your county.

0 For detailed instructions on how to submit your report to your 44D pagel 9.
0 Find contact information for your LHD herkttps://www.mcir.org/wp-
content/uploads/2014/08/Schoold. HDcontacts. pdf

Kindergarten reporting includes Students in Kindergarten, Developmental Kindergarten (DK), and Young 5 programs

<<

Students reported as DK or Young 5 in the previous reporting yemt deed to be reported by that school as a
kindergartener.

V' This is alstrue for waivers: If a waiver was submitted to the school when the student was in their DK or a Young 5 pr
the waiver doesot need to be resubmitted when the student is entering kindergarten.
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NOTEThe Roundugeature is only available for &ool Sites, not Childcares. Roundup students are those children that
currently either in childcare or preschool that you plan on adding as kindergarteners [BKjrin the fall. Marking them as

Yw2dzy RdzZLJQ YR GKS 3INIRS& 2F SAGUKSNI bD 6y2 3INFRSO 2NJ
all students are promoted one grade (The Roundup option is only available Jangailyréugh July 3 every year).

x Opt-Outs

U 2KSYy | OKAfRQ&a LI NBy(d 2N 3dz2 NRAIFIY KIFI&d RSOARSR
al Lwx GKAA Aa2dy®ésy | a a2LIGAy3

U  OptingOut of MCIR does NOT waive the child for the required immunizations for schauldware
aStidAy3daszs AG 2dzald YSrya (GKFG a/Lw R2Sa y2i RA
responsibility to provide it to the school or childcare in another format.

U To optout of MCIR a parent or guardian would submit this folhttps://www.mcir.org/wp-
content/uploads/2014/09/OptOutForm.pdf

U To reportthe immunization status of a student who has been optad of MCIR, submit this form to
the Local Health Departmertittps://www.mcir.org/wp-content/upload$2014/12/LHD_IP100
101 _Reporting_for SS_CC.pdf

x McKinneyVento Act

U The McKinneywento Act, or Homeless Education Assistance Act, is the primary federal law dealing
with the education of children and youth in homeless situations.
U Under the Act, homeless dtiren are allowed to attend school while immunization and other health
screenings are obtained.
i Children flagged as McKinn®gnto in MCIR do NOT effect ImmunizatRRnogram(IP) status. For
instructions on how to mark them as McKinrggnto,see pagel4, Editing General Information.
x Automatic Changes to Records on Augast
i t NEOA2dza aOK22ft &SINRALNRAGSNI YFe 0SS R
0 Waivers
o ALLwaivers entered by Schools/Childcares will be deletedogust ' unless
A ¢KS aidzRRSy(iQa NdupchdingpdSddh 2 R Aa asSd G2
A The student is flagged for Kindergarten Roundup.
U McKinneyVento
0 Anyrecordnarked McKinneyt Sy i2 gAfft 0S dzyYIFN]J SR dzyf Saa
set to the upcoming period.
U Automatic Grade Promotion
0 All students who have beersalgned a grade between DK and 12 are promoted one grade
A1a f2y3 a4 (KS & hdzehéced.Qad w2dzy RdzLJ 62 E A

A Students on migrant school rosters are excluded from the promotion process.
A DK will promote to K.

A Grade 12 will promote to NG (No Grade).
A Grades SE, Alt, AE, and CTE will remain the same.
0 Students whose Roundup box is chedhwill:
A Have their grade updated to K.
A All Roundup boxes will be unchecked
0 After grade promotion is complete:
A Any student with a grade of DK, K or 7 wéled to have theireport periodmanually
set to theupcoming November period.
x MCIRTraining and Assistand@esources
i Reporting& Training Questiors Contact your Local Health Departmehttps://www.mcir.org/wp-
content/uploads/2014/08/Schools HDcontacts. pdf
i Registration& Technical QuestiorsContact the MCIR Helpde$i888-243-6652 or
mcirhelp@mphi.org
0 Manuals, Forms, Tip Sheets, FAQsefge located aMCIR.orguinder the SchodChildcare section.

t SESR

(s}
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Il. GETTING ACCESS TO MCIR

x Adding a New Site (facility) to MCIR

U Fill outthe MCIR School/Childcare New Site Access Applicatidrfax it to (517) 326099:
https://www.mcir.org/wp-content/uploads/2014/10/SCC_SA_Access_Ajmolfl

0 On the form you will indicate who is to be tis#te Administrator. This is the person who will be

Ay OKIFI NHS 27 @& 2 dziNdhiyfithe SiteAdmidistr@dt caf ddd & defetfiseis /| L w ®
from the Site.

0 There can only be one Site Administrapar Site.
x Changing Site Administrator

U If the current Site Administrator leaves their position for any reason a new Site Attatimisnust be
assigned to the role.

o Fill out the MCIRequest to Change School/Childcare Site Administrator Bochfax it to
(517) 3246099:https://www.mcir.org/wp-

content/uploads/2014/10/SCC_Request_to_Change_SA1.pdf
o For Site Administratospecificinstructions sed’age 22
x Reqistration Instructions

U https://lwww.mcir.org/wp-content/uploads/2014/10/Registration_4 Step_Process.pdf

III.UTILIZING THE ROSTER

V A Roster islist of students that have been associated with your School or Childcare Site in

MCIR. Only children who are required to be reported to the Health Department should be on
the Roster.

x Roster Requirements

U School SitesKindergarteners, Students who are new to y&aehool District and7Graders.
U Childcare Sites: All students (except sckam# children, who will be reported by their school).

x Roster Basics
i Viewing your Roster:
0 CNRBY &2dz2NJ K2YS aONBSy OftAaAdl 2y awz2ailSNwe
o B

School Chiceare

Add/Find Build Roster Site Preferences
Roster Ip Status User Preferences
r v Custom CA-60 Labels Edit My Site
awzadl i it it
0 ew Site

Add/Find User Create Reports Get New:

Site Users Retrieve Results MCIR.org

) From any otheScreen:
Al tAO1 2y (i KaddtiienCH NEBER]Y £4 wizl 50058 NIb ¢

¢ K S d ¢l 0a é Person Sch/cc I My site || Adm I Rpts I Oth \
allow you to move through the i ‘
different functions of MCIR quickly.

U Sot the Roster by Name, Birth Date, Grade, Report Period or Immunization Status by olickieg
triangular icomext to the corresponding text.
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Name ¥ Birth Date v MCIR ID G Grv Pdv IS+ LastEval StudentID
Roster Sorted aaduck. donald 01/01/2001 16646002748 M 09 Novi6 P 05/06/2016 nfa
Michigander, Little 01/01/2008 10218507326 F 04 Novi6 C 05/06/2016 nfa
by name. Michigander, Little 11/21/2003 30260005794 M o7 Nov16 05/06/2016 nfa
Michigander, Little 01/01/2000 16646747063 F 10 Nov16 C 05/06/2016 nfa
Number, Nine 10/10/2010 20256685100 M K Novi6 W 05/06/2016 nfa
Number, One 04/30/2003 20256686122 M 09 Novi6 C 05/06/201
Number, Seven 04/30/2004 20256686049 M 03 Novi6 C 05/06/201
Number. Six 11102009 20256686542 M 04 Novie ¢ osweroid | he same Roster sorte
by Immunization Status
Name v Birth Date ©+  MCIR ID G Grv Pdv ISw Eval
Michigander, Little 11/21/2003 30260005794 M 07 Novi6 05/06/2016 n/a
aaduck. donald 01/01/2001 166460027458 M 09 Novig P 05/06/2016 nfa
Number, Mine 10/10/2010 20256685100 M K NoviG W 05/06/2016 n/a
Michigander, Little 01/01/2008 10218507326 F 04 Novié C 05/06/2016 n/a
NMumber, Six 1110/2009 20256686542 M 04 Novig C 05/06/2016 n/a
Mumber, Three 1212242006 16684635827 M 04 Novié C 05/06/2016 n/a
Number, Seven 04/30/2004 20256686045 M 03 Novig C 05/06/2016 n/a
Number, Ten 04/04/2002 20222464792 F 03 Novié C 05/06/2016 n/a
U Immunization Status Key
0 Incomplete (§ Currently need$mmunizations
o Provisional (R) Currently needing vaccinations but L
. H . H Incomplete
cannot receive due to vaccine required spacing. . mesinal
0  Waivered (W) Waiver on file for Immunizations. W Waivered
0  Complete Ot Upto-Date on Required C Complete
Immunizations Person set to the current
. . period has no evaluation
0 No Evaluatiori@)t Child may be too old or young fo

the Site status

x . dZAft RAYI | w2aid SN dza A y' 3 0KS a. dAf R w23
i CNBY & 2lideNik ScreehS @z RSNJ (K S {OKZZfKIKVﬁ\ﬁ‘é?L'EPﬁ(I‘N}B Y$
WécH @ I."
L peson |
Add/Find Build Roster - Site Preferences
Administration
Aéd[Find User Crea‘te Reports Get News
U Enter the Birth Datel, ast Mime andHrst Name to search for.
U Clickthed ! RR (bettor|. A & G ¢
Batch Report ﬁ
1. Enter Birthdate, e L et L s L A L we N[ ot
Last Name and Load External Data External File Help List count: 0
First Name. Bl e
Addto List | ClearList |
I2 /A0 ! IV?( Current List
. ion: BAT_1419380637089 Set Period: v
‘Birlh Date Last Name First Name Student ID Delete
Submit | Delete Checked | Cancel | Check All Clear All
0 /2yiAydsS FRRAYI aiGdRSyGa Ay GKA& 6l & dzydAf It
added.
U / K2238S8S GKS FLILINPLINAFGS wSLE2NI tSNA2R F2N 0KSa&a.
0 /A0l G{dOYAGE G2 AdENI GKS aSF NDK®
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Print Help

Batch Report Home Exit
S | 7 | TR T —) - | Note: Do not let the
Load External Data External File Help List count: 3 system idle for 60
Birth Date EI Last Name First Name Student 1D h minutes WI'[hOU'[
T | = Choose submitting. All entries
Current List Report on the list will be lost.
Description: BAT_1419350697089 Set Period: g Period. /| t A O‘I d { dzo Y
= , UB::;[;:E m.ﬂn:e fi‘rsiume Student ID ;itr:ranrg;oz‘u% 3 IOng break to ensure tha
/ t 7\ O 1. a DB Michiggjander Little Jr the Students will be
1 03/03/2003 Test Tommy
to begl_n Submit Delete Checked Cancel Check All Clear All added to your Roster.
searching.

U Upon submitting your search you will be returned to your Home Screen. Any students whose record

alreadyexists in MCIR will be added to the Roster.
U D2 (G2 GwSGUNRSOS wSadz Gace
HncH

dzy RSNJ 6 KS wS LI NI a

Y S

School/Childcars
Add/Find Build Roster

Roster
Add Immunizations

Ip Status
Custom CA-60 Labels
Information

Immunization Status
Immunization History

Admirisrtion
Add/Find User Create Reports
Site Users Retrieve Results

G wS i NR S@S(

i /tA0] awSLR NI 0é

Site Preferences
User Preferences
Edit My Site
View My Site List
Go to New Site

Get News
MCIR.org

Exit Application

Your School/Childcare's Print Helg_
Scheduled Results Home Exit
Person Il Sch/cc Il My Site [ Adm 1] Rpts

Create Reports Retrieve Results

-

Refresh

Description
BAT 1419350697089

User Target Dt Status
sunshinem2014 12/23/2014 Report Ready

o Q/f)\m iKS ¢

U This report will show a list of students who were Matclzadi/or NonMatched. All Mitched students
will automatically be added to the roster. Students who are listed asMiatiched will need to be
ASI NOKSR F2NJ AYyRA DA Riztdreftodindihi @ miztoK creat& SnevirrecBr&kik C A

needed
User ID sunshinem2014 Site ID 123456789532  Request Status ID 11266904
Target Date 20141223 Description BAT_1419355437843
Matched People Summary
MCIR ID# Name Birth Date
16671984671 Michigander, Lil' 04/23/2010
66272870748 Test, Tommy 03/03/2003

Non-Matched People Summary

are needed.

Non-matched entries may be caused by children being born out of state, incorrect birthdates, incorrect names (e.g. nicknames or names
different than those found on the birth certificate). Please check the information on the child's birth certificate and resubmit if changes

Student ID Name

DOB

Michigander, Little Ir

Ftul'us Msg: Record not found

02/16/2001
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x BuildihgaRoss NJ dza Ayd UKS d! RRKCAYRE TSI UdzNB
U FromtheHome Screeh Of A O] d&d! RRKCAYRE dzy RSNJ 6KS t SNER2Y
— i
oon -
Add/Find Build Roster Site Preferences
Q! RRkC = —
View My Site List
Go to New Site
Add/Find User Create Reports Get News
Site Users Retrieve Results MCIR.org

Exit Application

U Enter the Bth Date, LastName, andrrst Name of the student you are searching ford set the

ReportPeriod.
i Clicka { $I NOK d¢
Find Person Z:;;H:,:;t
Person 1] Sch/cc || My Site i Adm || Rpts I Oth |

Add/Find Roster

Before adding a person, please make several attempts to locate the person in the system.

PLEASE NOTE: At least one person name field and a birthdate are required to add a new record.
You may use any other field for identification purposes, but using these fields will not allow you to add a new record.

1. Enter B| rthdate, This information identifies the person presenting for medical treatment
Last Name and MCIR ID Student ID
First Name. ‘Last Name* Duck First Name* Donald
Birthdate* gl Gender Male || Female
District Code Building Code
This information will be set on a person when found and added to the roster

Set Period* February 2015 v

earchl
3. a{ S NIF

0 If the person is found the record will come up and they will automatically be added to your roster.
U If the Person is not found an error message willopp

2. Set Report
Period.

Clear Cancel

]

Message from webpage

I . Person not found. Please refine your search and try again.

U You can help avoid duplicating existing MCIR records by using the wi{ticergour name search. If
youused the wildcard search and did not find the person, the * has to be takeof the name field
to add aperson (SeeAppendixA.)

U Running theexactsame search twice (without the wildcard [*] symbol) will allow you to add a new
record in MCIR. After the second unsuccessful search a popup will appear.

u /fAO01 G!RR t SNARA2Y ®¢

| @ https://sso.state.mi.us/dch-apps/mcir/customConfirm.html

a 2|
Note: If you do not get the popup allowing you
Person not found. Click Add Person to add this person to the system. tO add a new person tO MCIR a.r.ter tWO |dent|cal
searches, you need to set your browser to allow
& popups from MCIR.
G! RR t §
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U Enter the required dataindicated by asterisken the next screen.

Print Help
Add New Person .
Home Exit

person  |[ schjcc || mysite ][ Adm ][ Rmpts ][ oth |
Add/Find_Roster ]

Personal Information:

Legal Last' | jijle Legal First \ichigander Middle Urlsri..
Birthdate®  n7/02/2002 @8 | Gender M Multiple Birth

Address Information (for Letters to Parents)

Country* | United States v

Street”

City* State® | v Postal Code®
Phone ( ) -

Options

Report Period” | November 2015 v Language  English v

All fields marked with * are

SR Submit | Cancel |

U This person wilhen be added to your éster as you add them to MCIR.
U ¢KSANI aDSYSNI f Ly T2 NMingkod t6 &dit thelr KBo&W& So K9 IR AR & 1Tt |
LYRADARdzZp BWwSO2NRAZE

Persan: Little, Michigander

Print Hel|
General Information Birth Date: 0210212002 Print Label M
, Home Exit
School: View
Person [ Sch/cc il My Site [ Adm [ Rpts 11 Oth
Add/Find Roster AddImm Information Status History
Person Information MCIR ID : 16852629338
Name: Little, Michigander Birthdate: 02/02/2002 Gender: Female
Age: 13 Years
Mom's 3 i)
Maidan Nm: Primary Phone (Edit):
Address iy
Edit): 123 Any Street Secondary Phone (Edit):
Anytown, MI 49339
Country: United States County: Ingham Address Updated: 02/17/2015
School /Childcare
Edit Information
Student ID: Grade: No Grade Report Period: November 2015
Last Physical Date: Language: English
McKinney Vento Act Birth Certificate Vision Screened Roundup
Take off Roster | Unlock Person |

x Building a Roster using the "Load External Data" function

U ¢KS a[ 21 R 9updtiéhNag bebn povidéd sé that users with external systems can export a
comma delimited text file from their information system for the purpose of rapidly builthieg
school roster withifMCIR. The specifications for tliile are:
0 The file must be a comma delimited text file. The extension is irrelevant)doatly is
"CSV"
o Data should be in the order of Date of Birth, Last Name, First Name, Studdiite D
format of the data is YYYYMMDD,LastName,FirstName,StudentID.
o0 If arecord does not have a studdiita commamust be insertedas a placeholder for the
field.

0 For example: 20051001,Doe, Johm—"_
0 CNBY @82dNJ {AGSQ& 12YSLI 38 OtA0] &.dAfR w2ads

_— |
T School Chldcare My Sie

Add/Find Build Roster Site Preferences
Roster Ip Status User Preferences
Custom CA-60 Labels Edit My Site
d . dZ?\ f R View My Site List
Go to New Site

Add/Find User Create Reports Get News
Site Users Retrieve Results MCIR.org

Exit Application
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i /tAO1 G[2FR QEGSNYLt 511G ¢

§ Print Help
Batch Report pr——
Person sch/cc ] My Site ] Adm | Rpts 1] oth |
Build Roster Ip Status (CA-50 |
I8 ~ Load External Data External File Help List count: 0
a [ 2 I R 9 Birth Date Last Name First Name Student ID
5F a0l ¢ =
Add to List Clear List |
T Print Help
Upload Data pr——
[ Person [ schjcc | My Site \ Adm I Rpts I oth \
/ f 7\ C) 1 d / Fétme,] ahé | Site Preferences User Preferences Edit My Site View My Site List Go to New Site ‘
. . . External File Help
Comma Delimited Text file you SeloctFile for Upload
O N\B I u S R U K S y O Choose File | example.csv

Submit | Cancel |

Note: If you receive an lllegal File Format Error, your data is not formatted corre
(I.e. YYYYMMDD,LastName,FirstName,StudentID)

U To verify that your file follows the specified formatting you need to open the file in either Notepad or
WordPad.

U If the file contains any empty lines, spaces, quote marks, slashes or any characters other than comma:
MCIR will reject the file.

20030604,Doe,Jane, 123456
~11/18/2002,Test, Tommy,987654
20021121,Doe, John, 456654

Thisdate is incorrectly
formatted and will
cause an error.

G LT &2d2N) FAE S R2S& O2yilAy dzyél R OKIF NI OG0 SN&:
highlight the entire document. Thenuge/ G NI C¢ (2 @5 836 wikd&&o réemovey R |y
them.

U Ly GKS GCAYR 2KIF{ié¢ CAStRY 9yiSNI GKS OKI NIF OO0 SNJ
U LY GKS awSLX I OS gAiGKeé FASERY OYGISNI y20KAY 3D
i /tA01 awSLXIOS 1tté FyR it AyaidlyOd0Sa 2F (KS

Replace B

Find | Replace |Find in Files | Mark

Find what: [ hd Find Mext
Replace with b Replace
In selection Replace al

Replace Allin All Opened

Documents

Match whole word only
Match case Close
Wrap around

Search Mode Direction Transparency

@ Mormal Up @ On losing focus
Extended (\n, ¥, ¥, 'O, W...) @ Down Always
Regular expression . matches newline

i Resave the fileand thenre-upload it.
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Formatting dates in Excel (Excel 2013 shown)
0 This step is often the most confusing for Users. Open your Excel File (before creating the CSV).

U Select the date column.

A B c D E
Select Date 1 [o1/01/08 Michigander Little 12345
2 |11/21/03 Michigander Little 23456
Column. 3 |o1/02/00 Michigander Little 34567
4 |04/20/03 Number QOne 45678
5 |10/10/10 Number Nine 56789
6 |04/30/04 Number Seven 67390
7 |11/10/09 Number Six 78901
8 |04/04/02 Number Ten 89012
o |12/22/06 Number Three 90123
10 |04/25/91 Number Two 87654
11
U Rightclickonthed St SOG SR O2f dzYy | R OK22&S aC2NXI G [/ Sf
a B
L :01{01{08 a6 Cut ander
2 [11/21/03 E® Copy ander
B |01/01/00 ‘& Paste Options: ander
A |0a/30/03 -y ar
5 |10/10/10 0 ar
5 04]30[04 Paste Special... ar
7 |11/10/09 Insert 2r
] ] B |04/04/02 Delete ar
nght-C“Ck Doi.’;g: Clear Contents i:
and Se|eCt 1: E Format Cells...
d C 2 NN 2 Colurmn Width...
2, . .’_ Hide
/ Sf f 5-— Unhide
U hy GKS G@C2NXIFG /Sffaég LRLMZIIE T2 (2 GKS dabdzyo S
can manually enter how you would like the date formatted. Inthisédage Aa &, , ,, aab5
Format Cells " ' (L |m——
MNumber I Alignment | Font | Border I Fill I Protection |
Category:
General - | Sample
Number 20080101
Currency
Accounting Type:
Date
. VYYYMMD |
Time ol Manually enter
Percentage @ i
Fraction [hl:mm:ss how you would like
Scientific _[5*F &, &80 );_(S* (&#20)_[5* ") (@)
, on the_ . Text I # R0 (52505 (@) the numbers
abdzyYo S Spacial _(5* # #2000 );_(5* (##20.00);_(5* "7 ),_(@]) formatted
_iF = #==0.00);_(* (= #=20.00)_ - (@) '
select [5-409]h:mm:ss AM/PM
4 x 4 or [5-4091dddd, mmmm dd, yyyy
a/ dza U Y- H
mm/dd/yyyy
mm/dd/yy; @ 7
-
Type the number format code, using one of the existing codes as a starting point.

[ oK ] [ Cancel
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Whenthe data from your file is accepted by MCIR:

U MCIR creates a list of students to search for. Set the report period theréic{ickizd Y A G ¢

Current List

Description: BAT_1420482913147 Set Period: v
Set Report
Birth Date Last Name First Name Student ID Delete H
Period from
11/21/2003 Michigander Little
01/01/2000 Michigander Little dropdown
04/30/2003 Number One
4 P 02/16/2001 Michigander Little Jr m e n u -
af{ dzo Y
Submit Delete Checked Cancel Check All Clear All

i Upon submitting your search you will be returned to your Home Screen. Any students whose records
already exist in MCIR will be automatically added to the Ro§teyse not found will béstedon your
Report undetthe Non-Matched People Summary.

i D2 G2

e

AwSUONRSOS wSadA Ga¢

dzy RSNJ i KS wSL} NI &

Y S

T School Chldcare My site
Add/Find Build Roster Site Preferences

Roster

Add Immunizations

Ip Status
Custom CA-60 Labels

User Preferences

Edit My Site

MCIR School/ChildcaManual-- updated by MPH¢ July2018

Information View My Site List

Go to New Site

Immunization Status
Immunization History

Administation

Add/Find User Create Reports Get News
Site Users Retrieve Results MCIR.org

Exit Application

Retrieve Results

Clicki KS ¢ 2 NRto view &heJepedilf there are multiple reports on the results page, use the
Description,Target Date and Username to help identify the correct report.

Your School/Childcare's Print Hel
Scheduled Results Home Exit
Person i Sch/cC i My Site I Adm | Rpts [ om |
Create Reports Retrieve Results
Refresh

Description
BAT 1419350697089

User Target Dt Status
sunshinem2014 12/23/2014 Report Ready

MA;/fACV)“] a

This report will show a list of students who were Matched and/or Ntaiched. All Matched students
will automatically be added to the roster. Students who are listed asMatched will need to be
searched for individuallii K N2 dzZ3 K G KS & !oRiitlth€reopritstor ce&id aindeN&Ecord if
needed. (See Page3.)

User ID sunshinem2014 Site ID 1234567890 Request Status ID 11410456
Target Date 20150108 Description BAT 1420738888379
Matched People Summary
MCIR ID# Name Birth Date
10218507326 Michigander, Little 01/01/2008
16646747063 Michigander. Little 01/01/2000
30260005794 Michigander. Little 11/21/2003

20256686122 Number. One 04/30/2003

Non-Matched People Summary

Non-matched entries may be caused by children being born out of state. incorrect birthdates. incorrect names (e.g. nicknames or names
different than those found on the birth certificate). Please check the information on the child's birth certificate and resubmit if changes
are needed

Student ID Name DOB

Michigander. Little Jr 02/16/2001

[Status Msg: Record not found
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x Modifying the Roster

0 Using the Modify Roster link in MCIR is an easy way to madilyple records simultaneously
0 D2 02 e2dzNJ wz2aiuSN OCNRY & 2 dzaNé PerBovi ®edi.) IS Ay al/ |
0 / tAO0]l daz2RATEe w2z2aiuSNDe
Roster &H:_lﬂ
L person  |[[sehjcc [ mysite ][ Adm | Rets _|[ ot |
Add/Find Roster |
Last Name Search Roster Size: 9 Modify Roste
i Checkboxes will appear next to each name.
Roster EH;R
. Person || Sch/CC 1] My Site il Adm il Rpts If Oth |
C“Ck the box ‘Adleind Roster |
nEXt to the Last Name ‘ | Search | Roster Size: 10 Check All  Clear All
name to select / £t AO1 al
individual Current Period:  November 2016 N to m0d|fy all
Red grade background indicates a grade not valid for this site. Entire line denotes roundup person.
records to Name v Birth Datev  MCIR ID G Grr Pdv ISv LastEval StudentID records on the
mOdlfy [ Michigander, Litile 1172172003 30260005794 M 07  Novie 05/06/2016 n/a page
’ [ aaduck._donald 01/01/2001 16646002748 M 03  Novi6 P 05062016 nia ’
[] Number, Nine 10/10/2010 20256685100 M K Novie W 050612016 nia
[ Michigander. Little 01/01/2008 10218507326 F D4 Novi6 C 05062016 nia
[] Number, Six 1171012009 20256686542 M 04 Novie C 050612016 nia

0 Select the record® modify either by individually checking in the boxes next to the names or click

G/ KSO1 'tté G2 aStSOG Ittt NBO2NR&a 2y (0KS LI 3IS
m Note: If your roster is multiple pages you wilave to perform modifications on each page. ]
i 'd dKS o020dG2Y 2F GKS aONBSy OftAO|1 daaz2RATE [/ KS

(’] a 2 ﬁ 7\ _'F é / i ModifyChecked| AssessChecked| DeIeteChecked| MarkasDupIicate| Cancel ‘

i A popup window will appear.

* Roundup kids should have Roundup set to "Yes" and their grade and report period left alone.

Modify Roster

Grade -Donotmodify- * Roundup

Vision Screened - Do not modify - «

-Do not modify - ~ Report Period

- Do not modify - =

Move Roster
Site - Do not modify - -
Submit | Cancel |
U {StSO0G GKS RF{GlF (2 Y2RATE dzaAy3d GKS RNRBLIR2gY

o If you wish to move selected students from amster to another (Move Rostes)ou

must have access to both Sites.

g ! L2LzZLld gAtt Fal AT

e 2dz

I NB &dzNBo  /tAO1 ahvYé

:| Are you sure you want to modify all the selected people?

oK

| |

Cancel
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x Assess, Delete and Mark as Duplicate Functions
U 1a&a 6Stf a4 (GKS GaZRKBNI 2LInAG M2 Y G KRENID (ISNB KSy

w2aGSNE tAy]l Fd GKS (2L 2F GKS w2aidSNJ LJ3ISO

Modify Checked | Assess Checked| Delete Checked | Mark as Duplicate| Cancel |

U  Assess Checked
0 Updates the selected record(s) to show current immunization status.
0o Records that have not been viewedlodi 8 Sa 4 SR NXOSyidte OFy aidAaf
are not.
U Delete Checked
0 Deletes the selected record(s) from your rostédoes NOT delete the record from MCIR.
U Mark as Duplicate
o Ifyou find more than one record in MCIR for a student selectik NB O2 NRa (KSy
5dzLJ A0l 0S¢ ¢ KS NBO2NRA dddmniine aHethef they &&tRiIR T 2
duplicates or not.

V. EDITING DATA IN INDIVIDUAL RECORDS

V Not all fields are editable by School/Childcare Users (i.e. mai@OB, etc.) to edit thidata
seeAppendixD.

x Editing General Information
i CNRY (GKS w2aidGdSNI Ot A0l 2y (KS AYRAQGARdZ ft Q& VyI Y.

Rost Print Help
oster o B
Person SchjcC [ My Site____ || Adm I Rpts I oth
Add/Find Roster
Last Name ‘ ‘ Search | Roster Size: 10 Check All  Clear All
. Current Period:  November 2016
n am e to V | eW Red grade background indicates a grade not valid for this site. Entire line denotes roundup person.
1 2 2 Name v Birth Date v MCIR ID G Grv Pdv ISw LastEval StudentID
u K S LJS [[] Michigander, Little 11/21/2003 30260005734 M 07 Novi6 05/06/2016 nia
[[] aaduck. donald 01/01/2001 16646002748 M 09 Novi6 P 05/06/2016 nia
reCO rd . [] Number, Nine 10/10/2010 20256685100 M K Novigé W 05/06/2016 nia
[] Michigander. Little 01/01/2008 10218507326 F 04 Novié C 05/06/2016 nia
[[] Number, Six 11/10/2009 20256666542 M 04 Novig C 05/06/2016 nia

U The BNBR 2y Qa DSYSNI f Ly TAdNSEY, phdne nimbe® ahB Shool/chfdcdde dzLJD
information can be edited from this page.

Person: Little, Michigander .
Print Help

General Information Birth Dats: 0210212002 Print Label .
|. k School: Incomplete i Home Exit
Note links. person || schjec || mysite ][ Aam ][ wmets__ ][ _om |

Add/Find Roster Add Imm Information Status History ‘

Person Information MCIR ID : 16852629338
Name: Little, Michigander Birthdate: 02/02/2002 Gender: Female
Age: 13 Years

Mom's Primary Phone (Edit):

Maiden Nm: H
I Edit Address. ! f&?{;“ 123 Any Street Secondary Phone (Edit): Edit Phone. I

Anytown, MI 49839
Country: United States County: Ingham Address Updated: 02/17/2015

School/Childcare

Edit Information
Ed It SC h OOl Or Student ID: Grade: No Grade Report Period: November 2015
) Last Physical Date: Language: English
C h I | d Care McKinney-Vento Act Birth Certificate Vision Screened Roundup
Information.
Take off Roster Unlock Person

MCIR School/ChildcaManual-- updated by MPH¢ July2018 Pagel4



U When editing the School/Child@portion, youcanchangethe § dzZRSy 1 Qa L5 DNJ RSZ
Date of Last Physical, if they are covered under the McKikeeyo Act (homeless), whether they

have a Birth Certificate on fild,their vision has been screened and if they are a Kindergarten Roundup
student and FERPA No Consent.

Edit School/cChildcare Info

Edit School/Childcare Info

Student Info
Student ID: [ ] Grades Report Period: [November 2016 v
Last Physical Date: l:lﬂ Language: |English v

[IMcKinney-Vento Act [IBirth Certificate [¥Ivision Screened JRoundup
Submit Cancel

i Consent to share data = an unchecked/blank FERPA checkbox

t  No Consent to share data = a checked FERPA checldtaxiad visible to LHD

x Adding Immunization8Naivers andViewinglmmunization Status/History
U Onthe{ (i dzR &ghéra dformationpageare five links

Note Iinks.!:

Add/Find Takes you to the search page to find a person in MCIR.
0 Roster Takes you back to your Roster.

Add Imnt Takes you to a screen where you can inpunumizations or waivers into the
activerecord.
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