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I. MCIR BASICS
 Purpose
 The MCIR School/Childcare function is web-based, and allows for immunization data to be entered on
all Michigan children enrolled in Schools, Preschools or Childcares and enables these facilities to easily
and securely report their immunization data to their Local Health Departments (LHDs).
 The MCIR program was developed with four goals in mind:
1. Provide easier immunization reporting by school/childcare programs.
2. Produce accurate and reliable immunization reports.
3. Produce individual letters to parents.
4. Provide an automated assessment of immunization records.
 The assessment of each child's immunization record for compliance is based on the minimum
requirements of the Michigan Public Health Code (Public Act 368 of 1978, as amended).
 Refer to Appendix B for detailed assessment criteria.

 Waivers
 ALL non-medical waivers (religious or philosophical) must be issued from the Local Health
Department. Find contact information for your LHD here: https://www.mcir.org/wpcontent/uploads/2014/08/Schools-LHD-contacts.pdf
 Based on the Public Health Code when a child enters a school, childcare, preschool or head start the
child must be either fully immunized or have a certified waiver on file.
 If a child continues to be enrolled at the same childcare, preschool, or head start program for
consecutive years, waivers do not need to be signed annually, unless the child becomes eligible for
immunizations not previously waived, then a new waiver education session will need to occur.
 Forms cannot be altered in any way (such as crossing information out).
 For further information see: MDHHS Immunization Waiver Information

 Reporting to Health Department Overview
 All Schools, Childcares, Preschools, Head Starts, etc. must submit their Immunization Program (IP)
100/101 Summary or Detail Report to their Local Health Department. (See pg. 19)
o Schools need an IP Status of 90% to submit their report November 1st.
o Schools need an IP Status of 95% to submit their report on February 1st.
o Childcares need an IP Status of 90% to submit their report October 2nd.
 The Michigan Public Health Code mandates that all Childcare programs report the immunization status
of:
o All children registered in the program.
 The Michigan Public Health Code mandates that all Schools report the immunization status of:
o All Kindergarten students.
o Newly enrolled students (during the current calendar year).
o All 7th grade students.
 Reporting guidelines differ by LHD. Contact your LHD to obtain specific reporting requirements for
your county.
o For detailed instructions on how to submit your report to your LHD see page 19.
o Find contact information for your LHD here: https://www.mcir.org/wpcontent/uploads/2014/08/Schools-LHD-contacts.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 year do not need to be reported by that school as a
kindergartener.
This is also true for waivers: If a waiver was submitted to the school when the student was in their DK or a Young 5 program,
the waiver does not need to be resubmitted when the student is entering kindergarten.
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NOTE: The Roundup feature is only available for School Sites, not Childcares. Roundup students are those children that are
currently either in childcare or preschool that you plan on adding as kindergarteners (K or DK) in the fall. Marking them as
‘Roundup’ and the grades of either NG (no grade) or C (childcare) will make them become grade K the first of August when
all students are promoted one grade (The Roundup option is only available January 1st through July 31st every year).

 Opt-Outs
 When a child’s parent or guardian has decided to not have the child’s immunization record stored in
MCIR, this is known as “opting-out.”
 Opting-Out of MCIR does NOT waive the child for the required immunizations for school or childcare
settings, it just means that MCIR does not display the information and it is the parent/guardian’s
responsibility to provide it to the school or childcare in another format.
 To opt-out of MCIR a parent or guardian would submit this form: https://www.mcir.org/wpcontent/uploads/2014/09/OptOutForm.pdf
 To report the immunization status of a student who has been opted-out of MCIR, submit this form to
the Local Health Department: https://www.mcir.org/wp-content/uploads/2014/12/LHD_IP100101_Reporting_for_SS_CC.pdf

 McKinney-Vento Act
 The McKinney-Vento Act, or Homeless Education Assistance Act, is the primary federal law dealing
with the education of children and youth in homeless situations.
 Under the Act, homeless children are allowed to attend school while immunization and other health
screenings are obtained.
 Children flagged as McKinney-Vento in MCIR do NOT effect Immunization Program (IP) status. For
instructions on how to mark them as McKinney-Vento, see page 14, Editing General Information.

 Automatic Changes to Records on August 1st
 Previous school year’s roster may be deleted August 1st.
 Waivers
o ALL waivers entered by Schools/Childcares will be deleted on August 1st unless:
 The student’s report period is set to the upcoming period.
 The student is flagged for Kindergarten Roundup.
 McKinney-Vento
o Any record marked McKinney-Vento will be unmarked unless the student’s report period is
set to the upcoming period.
 Automatic Grade Promotion
o All students who have been assigned a grade between DK and 12 are promoted one grade:
 As long as the student’s Roundup box is not checked.
 Students on migrant school rosters are excluded from the promotion process.
 DK will promote to K.
 Grade 12 will promote to NG (No Grade).
 Grades SE, Alt, AE, and CTE will remain the same.
o Students whose Roundup box is checked will:
 Have their grade updated to K.
 All Roundup boxes will be unchecked.
o After grade promotion is complete:
 Any student with a grade of DK, K or 7 will need to have their report period manually
set to the upcoming November period.

 MCIR Training and Assistance Resources
 Reporting & Training Questions—Contact your Local Health Department: https://www.mcir.org/wpcontent/uploads/2014/08/Schools-LHD-contacts.pdf
 Registration & Technical Questions-- Contact the MCIR Helpdesk 1-888-243-6652 or
mcirhelp@mphi.org
 Manuals, Forms, Tip Sheets, FAQs, etc.—Are located at MCIR.org under the School/Childcare section.
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II. GETTING ACCESS TO MCIR
 Adding a New Site (facility) to MCIR
 Fill out the MCIR School/Childcare New Site Access Application and fax it to (517) 324-6099:
https://www.mcir.org/wp-content/uploads/2014/10/SCC_SA_Access_Appl1.pdf
o On the form you will indicate who is to be the Site Administrator. This is the person who will be
in charge of your facility’s Site in MCIR. Only the Site Administrator can add or delete users
from the Site.
o There can only be one Site Administrator per Site.

 Changing Site Administrator
 If the current Site Administrator leaves their position for any reason a new Site Administrator must be
assigned to the role.
o Fill out the MCIR Request to Change School/Childcare Site Administrator Form and fax it to
(517) 324-6099: https://www.mcir.org/wpcontent/uploads/2014/10/SCC_Request_to_Change_SA1.pdf
o For Site Administrator specific instructions see Page 22.

 Registration Instructions
 https://www.mcir.org/wp-content/uploads/2014/10/Registration_4_Step_Process.pdf

III. UTILIZING THE ROSTER
 A Roster is a list 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.

 Roster Requirements
 School Sites: Kindergarteners, Students who are new to your School District and 7th Graders.
 Childcare Sites: All students (except school-age children, who will be reported by their school).

 Roster Basics
 Viewing your Roster:
o
From your home screen click on “Roster.”

“Roster”

o

From any other Screen:
 Click on the “Person” tab, and then click “Roster.”

The “Tabs” at the top of every screen
allow you to move through the
different functions of MCIR quickly.
 Sort the Roster by Name, Birth Date, Grade, Report Period or Immunization Status by clicking on the
triangular icon next to the corresponding text.
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Roster sorted
by name.
The same Roster sorted
by Immunization Status.

 Immunization Status Key
o
Incomplete (I)—Currently needs Immunizations.
o
Provisional (P)—Currently needing vaccinations but
cannot receive due to vaccine required spacing.
o
Waivered (W)—Waiver on file for Immunizations.
o
Complete (C)—Up-to-Date on Required
Immunizations.
o
No Evaluation (ø)—Child may be too old or young for
the Site status.

 Building a Roster using the “Build Roster” feature:
 From your Site’s Home Screen, under the “School/Childcare” menu, click the “Build Roster” link.

“Build Roster”

 Enter the Birth Date, Last Name and First Name to search for.
 Click the “Add to List” button.

1. Enter Birthdate,
Last Name and
First Name.
2. Click “Add to List.”

 Continue adding students in this way until all the students needed on your Site’s Roster have been
added.
 Choose the appropriate Report Period for these students (“Set Period” dropdown).
 Click “Submit” to start the search.
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Note: Do not let the
Choose
Report
Period.

Click “Submit”
to begin
searching.

system idle for 60
minutes without
submitting. All entries
on the list will be lost.
Click “Submit” before a
long break to ensure that
the students will be
added to your Roster.

 Upon submitting your search you will be returned to your Home Screen. Any students whose record
already exists in MCIR will be added to the Roster.
 Go to “Retrieve Results” under the Reports menu.

“Retrieve Results”
 Click “Report.”

Click the word “Report.”
 This report will show a list of students who were Matched and/or Non-Matched. All Matched students
will automatically be added to the roster. Students who are listed as Non-Matched will need to be
searched for individually through the “Add/Find” feature to find the records or create a new record if
needed.
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 Building a Roster using the “Add/Find” feature
 From the Home Screen, click “Add/Find” under the Person section.

“Add/Find.”

 Enter the Birth Date, Last Name, and First Name of the student you are searching for and set the
Report Period.
 Click “Search.”

1. Enter Birthdate,
Last Name and
First Name.

2. Set Report
Period.

3. “Search.”

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

 You can help avoid duplicating existing MCIR records by using the wildcard (*) in your name search. If
you used the wildcard search and did not find the person, the * has to be taken out of the name field
to add a person. (See Appendix A.)
 Running the exact same 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.
 Click “Add Person.”

Note: If you do not get the popup allowing you
to add a new person to MCIR after two identical
searches, you need to set your browser to allow
popups from MCIR.

“Add Person.”
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 Enter the required data, indicated by asterisks, on the next screen.

 This person will then be added to your Roster as you add them to MCIR.
 Their “General Information” screen will display allowing you to edit their record (see “Editing Data in
Individual Records,” pg. 14).

 Building a Roster using the "Load External Data" function
 The “Load External Data” function has been provided so that users with external systems can export a
comma delimited text file from their information system for the purpose of rapidly building their
school roster within MCIR. The specifications for this file are:
o The file must be a comma delimited text file. The extension is irrelevant, but usually is
'.CSV'.
o Data should be in the order of Date of Birth, Last Name, First Name, Student ID. The
format of the data is YYYYMMDD,LastName,FirstName,StudentID.
o If a record does not have a student ID a comma must be inserted as a placeholder for the
field.
o For example: 20051001,Doe,John,
 From your Site’s Homepage, click “Build Roster.”

“Build Roster.”
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 Click “Load External Data.”

“Load External
Data”

Click “Choose File,” attach the
Comma Delimited Text file you
created then click “Submit.”

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

 To verify that your file follows the specified formatting you need to open the file in either Notepad or
WordPad.
 If the file contains any empty lines, spaces, quote marks, slashes or any characters other than commas
MCIR will reject the file.

This date is incorrectly
formatted and will
cause an error.
 If your file does contain unwanted characters, you can remove them by first clicking “Ctrl + A” to
highlight the entire document. Then use “Ctrl F” to view the “Find and Replace” window to remove
them.
 In the “Find What” Field: Enter the character that should not be in the file. (A slash is shown.)
 In the “Replace with” field: Enter nothing.
 Click “Replace All” and all instances of the character in the document will be replaced with nothing.

 Resave the file, and then re-upload it.
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Formatting dates in Excel (Excel 2013 shown)
 This step is often the most confusing for Users. Open your Excel File (before creating the CSV).
 Select the date column.

Select Date
Column.

 Right-click on the selected column and choose “Format Cells.”

Right-click
and select
“Format
Cells.”

 On the “Format Cells” popup, go to the “Number” tab and select “Custom.” In the “Type” field you
can manually enter how you would like the date formatted. In this case it is “YYYYMMDD.”

On the
“Number tab,
select
“Custom.”
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When the data from your file is accepted by MCIR:
 MCIR creates a list of students to search for. Set the report period then click “Submit” to search.

Set Report
Period from
dropdown
menu.

“Submit.”

 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 Roster. Those not found will be listed on your
Report under the Non-Matched People Summary.
 Go to “Retrieve Results” under the Reports menu.

Retrieve Results.
 Click the word “Report” to view the report. If there are multiple reports on the results page, use the
Description, Target Date and Username to help identify the correct report.

Click “Report.”
 This report will show a list of students who were Matched and/or Non-Matched. All Matched students
will automatically be added to the roster. Students who are listed as Non-Matched will need to be
searched for individually through the “Add/Find” feature to find the records or create a new record if
needed. (See Page 8.)
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 Modifying the Roster
 Using the Modify Roster link in MCIR is an easy way to modify multiple records simultaneously.
 Go to your Roster. (From your homepage in MCIR click “Roster” under the Person menu.)
 Click “Modify Roster.”

“Modify
Roster.”
 Checkboxes will appear next to each name.

Click the box
next to the
name to select
individual
records to
modify.

Click “Check All”
to modify all
records on the
page.

 Select the records to modify either by individually checking in the boxes next to the names or click
“Check All” to select all records on the page.

Note: If your roster is multiple pages you will have to perform modifications on each page.
 At the bottom of the screen click “Modify Checked.”

“Modify Checked.”
 A popup window will appear.

 Select the data to modify using the dropdown menus then click “Submit.”
o If you wish to move selected students from one roster to another (Move Roster) you
must have access to both Sites.
 A popup will ask if you are sure. Click “OK” to submit data or “Cancel” to go back.
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 Assess, Delete and Mark as Duplicate Functions
 As well as the “Modify” function there are other options available when you click on the “Modify
Roster” link at the top of the Roster page.



Assess Checked
o Updates the selected record(s) to show current immunization status.
o Records that have not been viewed or assessed recently can still show “Complete” even if they
are not.
 Delete Checked
o Deletes the selected record(s) from your roster. It does NOT delete the record from MCIR.
 Mark as Duplicate
o If you find more than one record in MCIR for a student select both records then click “Mark as
Duplicate.” The records will be flagged for technical staff to determine whether they are truly
duplicates or not.

IV. EDITING DATA IN INDIVIDUAL RECORDS
 Not all fields are editable by School/Childcare Users (i.e. name, DOB, etc.) to edit this data
see Appendix D.

 Editing General Information
 From the Roster click on the individual’s name you wish to edit.

Click on the
name to view
the person’s
record.
 The Person’s General Information screen pops up. Address, phone numbers and school/childcare
information can be edited from this page.

Note links.

Edit Address.

Edit Phone.

Edit School or
Childcare
Information.
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 When editing the School/Childcare portion, you can change the Student’s ID, Grade, Report Period,
Date of Last Physical, if they are covered under the McKinney-Vento Act (homeless), whether they
have a Birth Certificate on file, if their vision has been screened and if they are a Kindergarten Roundup
student, and FERPA No Consent.

 Consent to share data = an unchecked/blank FERPA checkbox

 No Consent to share data = a checked FERPA checkbox, data not visible to LHD

 Adding Immunizations/Waivers and Viewing Immunization Status/History
 On the Student’s General Information page are five links.

Note links.
o
o
o

Add/Find—Takes you to the search page to find a person in MCIR.
Roster—Takes you back to your Roster.
Add Imm—Takes you to a screen where you can input immunizations or waivers into the
active record.
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Information added by a
school/childcare and not
verified by a healthcare
professional displays in red.

Enter
Documented
Immunizations
Administered by
Date.

Enter Waivers
using
dropdown
menu.

Enter immunities
to a specific
disease here.

o

Status—Displays Vaccine series status as complete and, if applicable, overdue dates.

Immunization
Status displays
Vaccine series as
a row and
indicates the next
dose due and the
date it is due or
overdue.
o

History—Shows all Immunizations administered, Waivers and/or Immunities/Titers for specific
diseases.

Immunization
History displays
red highlighted
dates that
indicate
school/childcare
entries which are
not verified by a
healthcare
professional.
 Schools and Childcares can only delete or modify those immunizations, waivers and titers entered by
their School or Childcare.
 To delete or modify, go to the “History” page and click on the red, underlined data you wish to edit. A
popup box will appear. You can either correct the date and click OK, delete it altogether, or click
“Cancel” to go back and leave the data as entered.
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Enter a new date and
click “OK” to edit the
date, click “delete” to
remove it completely
and “Cancel” to go back.

V. REPORTS
 Reports are created using the information entered on the Roster. It is important to
ensure that all information is accurate on the Roster for accurate report generation.
 Creating Reports
 From your Site’s Home Screen, under the “Reports” menu, click the “Create Reports” link.

“Create Reports”
 Select the Report Parameters from the drop-down menus. Then click “Submit.”

Select Report
options.

Click “Submit” to create Report.


Dropdown Choices
o
o
o
o



Report—Types of reports available to be created.
Grade—Select a specific grade, or “All.”
Roundup—Include, Exclude or Only show Kindergarten Roundup students.
Report Period—Only students marked with the selected report period will appear on the chosen
report.
o Description—User-driven field, it helps when retrieving reports if they have been described by
the end user.
A popup window will ask you to verify the report criteria selected. Click “OK” to create the report or
“Cancel” to go back.
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 Report Types (for report examples see Appendix E)
 Alpha List of Students:
o Creates a list of students that are on your Roster sorted alphabetically by grade.
 IP 100/101:
o Generates either a Summary report which shows totals for the building broken down by number
of doses missing or a Detail Report with a full Immunization History for every student.
 Letters to Parents:
o Generates a mailable letter addressed to parents of all children whose Immunization Status is
Incomplete.
o Three options are available:
1. Warning—States that the law requires students to be immunized to attend school.
Lists needed immunizations and shows full vaccine history.
2. Exclusion—Names an actual date that the student will be excluded from
attending school. Lists needed immunizations and shows full vaccine history.
3. Custom—Same as Warning Letter, but allows the User to enter a customized
paragraph into the generated document.
 Incompletes:
o Generates a listing of all students who are Incomplete. You may select either a summary or
detail option. Detail includes the immunizations needed.
 Provisionals:
o Generates a listing of all students who are Provisional (will become due for an immunization by
the next reporting period).
 Waivers:
o Generates a listing of all students who have a series or overall Waiver status.
 Future Vaccine Need:
o Generates letters and a listing of students that match the Report Period and who will be overdue
for a vaccination by the end of the current calendar year. It will also give you a list of children
with invalid addresses.
 Birth Certificates:
o Generates a listing of students with their birthdate and indicates if they have a birth certificate on
file.
 Last Physical:
o Generates a listing of students with their birthdate and date of last physical.
 Vision Screenings:
o Generates a listing of students with their birthdate and if they have been vision screened. This is
only valid for DK and K students.
 Hearing Screenings:
o Generates a listing of students with their birthdate and if they have been hearing screened. This
report is only available for Childcare sites.
 CA-60 Labels:
o Generates a listing of people and their immunization history for printing on a CA-60 label. Please
use 2” x 4” labels, 10 on a sheet, such as Avery 5163.
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 Viewing Reports
 From your Site’s Home Screen, under the “Reports” menu, click the “Retrieve Results” link.

“Retrieve Results”
 A list of available reports will display. You will need Adobe Reader installed to view.

Click “Refresh”
after submitting
the report to
update the status.

Naming Reports
helps in retrieval.

Click “Report” to view.

VI. IMMUNIZATION PROGRAM (IP) STATUS
 IP Status shows a School or Childcare’s percentage of compliance with required
Immunizations as defined by the Michigan Department of Health and Human Services
(MDHHS). (See Appendix B)

 IP Status is updated overnight in MCIR. For example: students added to the roster on
October 1 will not be included on the IP status until October 2.
o
o
o

Schools need an IP Status of 90% to submit their first report November 1st.
Schools need an IP Status of 95% to submit their second report on February 1st.
Childcares need an IP Status of 90% to submit their only report October 2nd.

 Viewing IP Status
 From your Site’s Home Screen, under the “School/Childcare” Menu click “IP Status.”
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“Ip Status”

 The IP Status will display.

The “Close Period” button is activated
only after your Site has reached the
required percentage for the Period.

VII. REPORTING TO THE HEALTH DEPARTMENT
 Childcares:
 All Childcares in Michigan are required by law to report immunization data yearly by October 2nd.
 All students, except school-age children who will be reported by their schools, must be included in the
report.

 Schools:
 Schools in Michigan are required by law to report immunization data every year on November 1st and
February 1st.
 All Kindergarteners, all 7th Graders and students who are new to the School District must be reported.
 February reports should include all students reported on the November report and any students new
to the District from September 30th through December 31st of the previous calendar year.

 Submitting Your Report
 Check your roster to verify that all:
o
Required students are listed?
o
Grades (Gr) are correct?
o
Report period (Pd) on all records are correct?
 Waiver Report, run the report before closing the Period.
 View IP status when the roster is complete from the homepage, click on “IP Status” under the
School/Childcare menu.

Note: IP status takes overnight to update. Finish work on the roster the day before you plan to close.
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“Close Period”
 On the IP Status Screen, if everything looks correct, click on the “Close Period” button to submit your
information to the Health Department.
f

Note: The Close Period Button will only appear for schools that are above 90% complete for
November and 95% for February, and only for childcares that are above 90% for October.
 Clicking the “Close Period” button automatically creates an end of period report (under
Reports/Retrieve Results). Print a hard copy for yourself and send one to the Local Health Department
if required.
 Do not delete children from your roster until August 1st. You may delete children who have left your
facility or who do not need to be included in your report. Schools: Keep your November report
children on your roster as they will need to be reported again in February.
If you need further assistance please contact your Local Health Department or the MCIR Helpdesk at 888-243-6652.
Find your Local Health Department contact here: https://www.mcir.org/wp-content/uploads/2014/08/Schools-LHD-contacts.pdf

VIII. SITE OPTIONS
ALL USERS
 Site Preferences
 From your Site’s Homepage click on “Site Preferences.”

“Site Preferences”

 The “Site Preferences” screen comes up.

 Populating the preference screen saves time. Site Preferences are automatically added to reports.
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 Leave it blank if you plan to use multiple Names, Titles or Due Dates on reports, this information can be
hand-entered when creating a Letter to Parents or Future Vaccine Need notice.

 User Preferences
 From your Site’s Homepage click on “User Preferences.”

“User Preferences”

 The “User Preferences” screen comes up.

 Chose which View of the State of Michigan Immunization Record you would like to default to.
 Filling out the “Default Demographics” section automatically inputs the information into any new
Student Record created by the User.

 Go to New Site
 This option is only available for Users who are Associated with more than one Site in MCIR.
 Click “Go to New Site.”

“Go to New Site”

 All of the Sites you are associated with will come up.

1. Select
the Site
you
wish to
work in.
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SITE ADMINISTRATOR ONLY OPTIONS
 Edit My Site
 Click “Edit My Site.”

“Edit My Site”




The Site Information screen displays.
Under “MCIR Options” there are four tabs.
o Contact Information—Edit the Shipping or Mailing address, change main phone, fax and email
information.

Your Site’s Details
cannot be edited.
Contact the MCIR
Helpdesk to make
changes.
Edit mailing address.
Note tabs.
Edit physical address,
phone/fax and email
information.

Click “Submit” to save changes.
o

MCIR Users—Lists the people who can currently access your Site and their Roles.

For detailed instructions on adding or deleting users see Pages 23-25.
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o

Site Contacts—Shows contact information for individual contacts at your facility.
 To edit a contact’s information click on their name.
 To add a new contact click “Add new Contact.”

“Add New Contact”
o

The Add Contact screen comes up
 Enter the name and contact information of the new contact.
 Within the “Type” drop-down field, contacts listed as “Other” cannot be created as a
Primary Contact.
 If the new contact is to be the Primary Contact click “Make Primary Contact” to
designate such. On other types of contacts click “Submit” to save changes.

o

Business Hours—Shows normal hours of Business.
 To change hours click “Edit Hours.” A page allowing you to edit your business hours
will come up.

To change Business
Hours click “Edit
Hours.”

 Adding Site Users
 From your Site’s Homepage, under the “Administration” menu, click “Site Users.”

“Site Users”
 The Site Information page comes up with the “MCIR Users” tab active.
 Click “Add New User.”
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“Add New
User”
 The “Associate Users” page comes up.
 Search for your user by first and last name for the best results.

Click “Submit” to begin
search.
 If the User is found their name displays in the Search Results.
 Click “Associate” to add them to your Site.

“Associate”
 The “Edit User Role” page comes up.
 Select the type of User and click “OK.” (Schools and Childcares only have one option.)

 The User is now Associated to the Site.
 If the User is not found after searching, “No results found” will display in the Search Results.
 Click “Add New User.”
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“Add New
User”
 The User Information page displays.
 Enter First and Last Names and an email address for the User. Double-check spelling of all entries and
use correct capitalization; the name will display in the system as entered. After clicking “Submit” the
User’s Pin Number and instructions for registration will be emailed to the address entered.

Click “Submit” to save changes.
 The User is now Associated to your Site. The User will display with the words “not-registered” as their
User ID until they complete the Registration Process.

 Deleting Site Users
 To remove a User from your Site click “Site Users” on your Homepage.

“Site Users”
 Click the trashcan icon to the right of the User’s information.

Click to
remove User.

 The popup below will display, click “OK” to un-associate the User from your Site or click “Cancel” to go
return to the previous screen.
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IX. MISCELLANEOUS
 Print Label & View Links
“Print Label” & “View”

 Print Label—quickly print an individual CA-60 Label. (See example, pg. 36)
 View—immediately creates a mailable Letter to Parents. (See example, pg. 33)

 “Other” Menu on Homepage:

“Other”


Get News
o
o



MCIR.org
o



The MCIR News screen is updated by your Local Health Department with important
information.
The News screen is a pop up window that displays at the initial MCIR login. It can be
displayed and printed any time by clicking the “Get News” link.
The “MCIR.org” link opens another browser window which takes you directly to the MCIR
website.

Exit Application
o
o

Clicking on the “Exit Application” link will properly end your session on the MCIR system and
return you to the MILogin homepage
To completely logout of MIlogin system click “Logout.”

“Logout”
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 Head Start Users
Head Start users are able to view hearing and lead results in the MCIR record if the student has the results
available an additional tab will display as illustrated below.

EHDI (Hearing) Tab

Figure 1: EHDI Screen

LEAD Tab

Figure 2: Lead Tab Screen

Please refer to the table below if there are specific questions regarding the data.
Data Type

Description

Departmental Contact for Questions

Hearing (EHDI)

Early Hearing
Detection &
Intervention

MDHHS EHDI Program
517-335-8878

Blood Lead
Screening

MDHHS Lead Program
517-335-8350

(Figure 1)

Lead
(Figure 2)
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X. APPENDICES
APPENDIX A
Using an Asterisk (*) for Wildcard Searches
 Inserting an asterisk (*) in search parameters helps avoid creating duplicate records in MCIR.
 A wildcard character is a special character that represents one or more other characters.
Examples:


Jacquelyn could be spelled Jacqueline, Jaclyn, Jacklyn, etc. (search as J*)



Devonte vs Devontae or Davonta (search as Dev* or *vont*)



Morrison could be Morisson (search as Mo*i*son*)



McLaughlin vs McClaughlin (search as *Laughlin)



William vs Williams (search as William*)



Smith vs Smyth (search as Sm*th)



Robert vs Robertson (search as Robert*)



If the name is listed as Juan-Castro Amaro-Alvarez III try a wildcard search of:
o

*Amaro* or *Alvarez* in the Last Name, or

o

*Juan* or *Castro* in the First name

Note: Using less search criteria will give you the greatest chance of finding the record.
Do not fill in every field on the Add/Find screen: this kind of search is too specific. Doing
this will not likely yield a found record.

 You can help avoid duplicating existing MCIR records by using the wildcard (*) in your name
search. If you used the wildcard search and did not locate the desired record, the * has to be
taken out of the search to add a person.

 Running the exact same 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.
Note: If you do not get the popup allowing
you to add a new person to MCIR after two
identical searches, you need to set your
browser to allow popups from MCIR.
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APPENDIX B
MDHHS Division of Immunization School/Childcare Rules


For the entire rule relating to School/Childcare Immunization requirements see:




Michigan School Immunization Requirements:




http://dmbinternet.state.mi.us/DMB/ORRDocs/AdminCode/1472_2014-073CH_AdminCode.pdf
From MDHHS: http://www.michigan.gov/documents/mdhhs/School_Req_for_Schools_553548_7.pdf

Michigan Childcare Immunization Requirements:
 From MDHHS: http://www.michigan.gov/documents/mdhhs/Child_Care_Reqs_ChildCares_553541_7.pdf
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APPENDIX C
School/Childcare Building Name Changes
 All school building names, addresses, and telephone numbers are loaded into MCIR automatically from
the Michigan Department of Education’s Entity Master (EEM) System. To edit existing information
follow the procedures below.
Public Schools
 Each school district has an authorized user assigned to the Educational Entity Master (EEM). This person
needs to log into the system and make the necessary changes.
OR:
 If the school district does not know their authorized user they can email the State of Michigan Department
of Education’s (MDE) Information Technology Client Service Center at: Help-Desk@michigan.gov or call 517335-0505.
 You will need to provide:
o Your name
o District code
o District name
o EEM application name (in this case, it would be School Code Master)
o Your telephone number (including area code and extension)
o Your e-mail address
o Description of changes that are being made
Note: Neither the MCIR Help Desk nor the Michigan Department of Health and Human Services (MDHHS)
can request this information for you. This information will only be given to the school district.
When the EEM has been updated contact the MCIR helpdesk at 1-888-243-6652 or mcirhelp@mphi.org to
request an update to the information in MCIR. This is not done automatically, it is only done by request
directly to MCIR.







Questions?
If you have any questions regarding this procedure, please contact the MDE’s Client Service Center at:
Help-Desk@michigan.gov or call 517-335-0505.
Non-Public/Private School
 Fill out the Non-Public School Membership Report (form FM-4325) that is sent out prior to August 1 each
year from the Michigan Department of Education’s (MDE) Non-Public School Office.
OR:
 The non-public or private school may mail a letter on their school letterhead listing the changes needed to:
School Finance & School Law, Michigan Department of Education, P.O. Box 30008, Lansing, Michigan 48909.
 You will need to provide:
o Your name
o School license number
o Building name
o Address
o Telephone number (including area code and extension)
o Description of changes being made
Note: Neither the MCIR Help Desk nor MDHHS can request this information for you.
When the EEM has been updated contact the MCIR helpdesk at 1-888-243-6652 or mcirhelp@mphi.org to
request an update to the information in MCIR. This is not done automatically; it is only done by request
directly to MCIR.
Questions?
If you have any questions regarding this procedure, please write to MDE at the address provided above.
Childcare Centers
 The Local Health Department has the capability of changing the name of a childcare center. After notifying
your Local Health Department, the childcare center needs to notify their local licensing office of the pending
name change.
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APPENDIX D
School/Childcare Petition to Modify MCIR Data
INSTRUCTIONS
See next page for the Petition form.
All boxes in both the “Requestor’s Information” and the “Child’s Information” sections MUST be completed. Failure to do so
will automatically void the request.
Legal Name Change (Adoption):
Only the parent/legal guardian may request a legal name change. They can do so using this form:
https://www.mcir.org/wp-content/uploads/2014/09/SS_Public_Name_Change.pdf
To modify date of birth or eradicate errors in a name:
1) Verify the correct date of birth and/or child name with the documentation presented to your school/childcare by a
parent/legal guardian.
2)Print or type the corrected information on the Petition form in the box(es) provided.
3)Fax or mail only the Petition. Do not send documentation of changes.
Duplicate Records
If you find that the child has more than one MCIR record in the system, submit the information as follows:
1) Complete the “Child’s Information” section as required except the MCIR ID number.
2) In the MCIR ID number box, write the word “Duplicates.”
3) In the “Vaccine Name” boxes, list each MCIR ID number associated to the child.
4) If the child’s legal name has changed, be sure to include that information in the area provided on the Petition. All of
the records will then be changed to reflect the correct name before being marked for merging.
The records will automatically be merged under the MCIR ID number that was populated by the state Vital Records office (birth
certificate) if available. If the vital records info is not available, the records will be merged under the MCIR ID number that has
the latest health care provider shot entry.
To Change Immunization (Shot) Dates:
Schools and Childcares have the ability to delete or modify any shots entered by their facility. If the shot date is red
and underlined, click it for modification.
Any “white data” shots cannot be modified by schools/childcares. This data is entered by a healthcare professional.
Have the parent/guardian contact the child’s physician or local health department to fix any errors.
If the data is highlighted in red but not underlined, a Petition to Modify MCIR Data form is required along with a copy
of the immunization record provided by the parent/guardian. On the Petition, please provide:
1) Vaccine name (e.g., DTP, Polio, etc.)
2) MCIR shot date
3) Documentation’s shot date, a Doctor’s record, NOT a MCIR printout
4) Check either “Modify” or “Delete”
5) NOTE: Putting the phrase “See Attached” is not acceptable. Each shot modification MUST BE spelled out on
the Petition.
6) EXCEPTION: If you find duplicate shot data under the same vaccine, highlighted in red or not, you may request
that the duplicate dates be deleted. Simply put “Duplicate Dates” in the “vaccine name” box. You do not have
to submit a copy of the parent/guardian’s documentation to make this particular request.
Attach additional sheets if needed. Documentation is required to make any changes to MCIR shot dates.

All Petitions should be Faxed OR Mailed to: Division of Immunization, Michigan Department of Health and Human Services
PO Box 30195
Lansing MI 48909
517-335-9855
If you have any questions regarding this form, please call 517-335-8159 and ask for the MCIR Program.
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Michigan Care Improvement Registry (MCIR)
School/Childcare Petition to Modify MCIR Data
Requestor’s Information

Please Print or Type

Name of School/Childcare (Site Name)

Phone Number include Area Code

County This Site is
Located In

Name of Person Completing This Form

Fax Number include Area Code

Child’s Information as it currently appears in MCIR
Current MCIR Name (Last, First, Middle)

MCIR ID Number

Parent/Guardian’s Name

Child’s Date of Birth (mm/dd/yyyy)

/
To change Immunization date(s)

/

Attach additional sheet if needed

Fax a copy of the Immunization Data provided by the parent/guardian.
MCIR Date
(mm/dd/yyyy)

Vaccine Name

Correct Date
(mm/dd/yyyy)

Choose One
Modify
Delete











Requested documentation is required to make any changes in MCIR
To change Date of Birth -or- To Correct Child’s Name

Please Print or Type

Correct Last Name
Correct First Name
Correct Middle Name

Sex:
mm

Correct Suffix

F M

dd

yyyy

Correct Birth Date

(ie - Jr, Sr, I, II, III)

Do not send documentation – Please see instructions.
Fax this sheet and requested documentation to: 517-335-9855
If you have any questions regarding this form, please call 517-335-8159 and ask for the MCIR Program.
FOR MCIR USE ONLY
Date

Initials

This document is subject to revision or withdrawal at the discretion of the Michigan Department of Health and Human Services
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3-15-17

APPENDIX F
Report Examples
 Alpha List of Students:


Can also be run to include student’s address.

 IP 100/101 Summary:


Can also be run to show full immunizations for each student individually.
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 Letters to Parents:
 Warning Letter shown, can also be run to state a date when the student will be excluded from attending
school. Will automatically come up in Spanish if the Student’s Language preference is set to Spanish.

 Incompletes:


Detail report shown. Summary does not list which vaccinations are needed.
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 Provisional:

 Waivers:

 Future Vaccine Need:
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 Birth Certificates:

 Last Physical:

 Vision Screening:
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 Hearing Screenings (Childcares only):

 CA-60 Labels (Print on 2” x 4” labels, i.e. Avery 5163):

If the student
has had too
many vaccines
you will see this
message.

MCIR School/Childcare Manual -- updated by MPHI – July 2018

Page 39

