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I. MCIR BASICS 

×  Purpose 
ü 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).   

ü 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. 

ü 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).   

ü Refer to Appendix B for detailed assessment criteria.  

× Waivers 
ü 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/wp-
content/uploads/2014/08/Schools-LHD-contacts.pdf  

ü 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. 

ü 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. 

ü Forms cannot be altered in any way (such as crossing information out). 

ü For further information see: MDHHS Immunization Waiver Information 

× Reporting to Health Department Overview 
ü 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.   

ü The Michigan Public Health Code mandates that all Childcare programs report the immunization status 
of:  

o All children registered in the program. 
ü 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. 

ü 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/wp-

content/uploads/2014/08/Schools-LHD-contacts.pdf  

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

V Students reported as DK or Young 5 in the previous reporting year do not need to be reported by that school as a 

kindergartener. 

V 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. 

https://www.mcir.org/wp-content/uploads/2014/08/Schools-LHD-contacts.pdf
https://www.mcir.org/wp-content/uploads/2014/08/Schools-LHD-contacts.pdf
http://www.michigan.gov/mdch/0,4612,7-132-2942_4911_4914_68361-344843--,00.html
https://www.mcir.org/wp-content/uploads/2014/08/Schools-LHD-contacts.pdf
https://www.mcir.org/wp-content/uploads/2014/08/Schools-LHD-contacts.pdf
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× Opt-Outs 
ü ²ƘŜƴ ŀ ŎƘƛƭŘΩǎ ǇŀǊŜƴǘ ƻǊ ƎǳŀǊŘƛŀƴ Ƙŀǎ ŘŜŎƛŘŜŘ ǘƻ ƴƻǘ ƘŀǾŜ ǘƘŜ ŎƘƛƭŘΩǎ ƛƳƳǳƴƛȊŀǘƛƻƴ ǊŜŎƻǊŘ ǎǘƻǊŜŘ ƛƴ 
a/LwΣ ǘƘƛǎ ƛǎ ƪƴƻǿƴ ŀǎ άƻǇǘƛƴƎ-ƻǳǘΦέ 

ü Opting-Out of MCIR does NOT waive the child for the required immunizations for school or childcare 
ǎŜǘǘƛƴƎǎΣ ƛǘ Ƨǳǎǘ ƳŜŀƴǎ ǘƘŀǘ a/Lw ŘƻŜǎ ƴƻǘ ŘƛǎǇƭŀȅ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ŀƴŘ ƛǘ ƛǎ ǘƘŜ ǇŀǊŜƴǘκƎǳŀǊŘƛŀƴΩǎ 
responsibility to provide it to the school or childcare in another format. 

ü To opt-out of MCIR a parent or guardian would submit this form: https://www.mcir.org/wp-
content/uploads/2014/09/OptOutForm.pdf  

ü 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_IP100-
101_Reporting_for_SS_CC.pdf  

× McKinney-Vento Act 
ü 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. 
ü Under the Act, homeless children are allowed to attend school while immunization and other health 

screenings are obtained.   
ü 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 
ü tǊŜǾƛƻǳǎ ǎŎƘƻƻƭ ȅŜŀǊΩǎ ǊƻǎǘŜǊ Ƴŀȅ ōŜ ŘŜƭŜǘŜŘ !ǳƎǳǎǘ мst. 
ü Waivers 

o ALL waivers entered by Schools/Childcares will be deleted on August 1st unless: 
Á ¢ƘŜ ǎǘǳŘŜƴǘΩǎ ǊŜǇƻǊǘ ǇŜǊƛƻŘ ƛǎ ǎŜǘ ǘƻ the upcoming period. 
Á The student is flagged for Kindergarten Roundup. 

ü McKinney-Vento 
o Any record marked McKinney-±Ŝƴǘƻ ǿƛƭƭ ōŜ ǳƴƳŀǊƪŜŘ ǳƴƭŜǎǎ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǊŜǇƻǊǘ ǇŜǊƛƻŘ ƛǎ 

set to the upcoming period. 
ü Automatic Grade Promotion 

o All students who have been assigned a grade between DK and 12 are promoted one grade: 
Á !ǎ ƭƻƴƎ ŀǎ ǘƘŜ ǎǘǳŘŜƴǘΩǎ wƻǳƴŘǳǇ ōƻȄ ƛǎ not checked.   
Á Students on migrant school rosters are excluded from the promotion process. 
Á DK will promote to K. 
Á Grade 12 will promote to NG (No Grade).  
Á Grades SE, Alt, AE, and CTE will remain the same.  

o Students whose Roundup box is checked will: 
Á Have their grade updated to K. 
Á All Roundup boxes will be unchecked. 

o After grade promotion is complete: 
Á 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 
ü Reporting & Training QuestionsτContact your Local Health Department: https://www.mcir.org/wp-

content/uploads/2014/08/Schools-LHD-contacts.pdf  
ü Registration & Technical Questions-- Contact the MCIR Helpdesk 1-888-243-6652 or 

mcirhelp@mphi.org  
ü Manuals, Forms, Tip Sheets, FAQs, etc.τAre located at MCIR.org under the School/Childcare section. 

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 
ΨwƻǳƴŘǳǇΩ ŀƴŘ ǘƘŜ ƎǊŀŘŜǎ ƻŦ ŜƛǘƘŜǊ bD όƴƻ ƎǊŀŘŜύ ƻǊ / όŎƘƛƭŘŎŀǊŜύ ǿƛƭƭ ƳŀƪŜ ǘƘŜƳ ōŜŎƻƳŜ ƎǊŀŘŜ Y ǘƘŜ ŦƛǊǎǘ ƻŦ !ǳƎǳǎǘ ǿƘŜƴ 

all students are promoted one grade (The Roundup option is only available January 1st through July 31st every year). 

https://www.mcir.org/wp-content/uploads/2014/09/OptOutForm.pdf
https://www.mcir.org/wp-content/uploads/2014/09/OptOutForm.pdf
https://www.mcir.org/wp-content/uploads/2014/12/LHD_IP100-101_Reporting_for_SS_CC.pdf
https://www.mcir.org/wp-content/uploads/2014/12/LHD_IP100-101_Reporting_for_SS_CC.pdf
https://www.mcir.org/wp-content/uploads/2014/08/Schools-LHD-contacts.pdf
https://www.mcir.org/wp-content/uploads/2014/08/Schools-LHD-contacts.pdf
mailto:mcirhelp@mphi.org
http://www.mcir.org/
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II. GETTING ACCESS TO MCIR 
× Adding a New Site (facility) to MCIR 

ü 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 
ƛƴ ŎƘŀǊƎŜ ƻŦ ȅƻǳǊ ŦŀŎƛƭƛǘȅΩǎ {ƛǘŜ ƛƴ a/LwΦ  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 

ü 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/wp-
content/uploads/2014/10/SCC_Request_to_Change_SA1.pdf   

o For Site Administrator specific instructions see Page 22. 

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

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

× Roster Basics 
ü Viewing your Roster: 
o       CǊƻƳ ȅƻǳǊ ƘƻƳŜ ǎŎǊŜŜƴ ŎƭƛŎƪ ƻƴ άwƻǎǘŜǊΦέ  

 

o       From any other Screen: 
Á /ƭƛŎƪ ƻƴ ǘƘŜ άtŜǊǎƻƴέ ǘŀōΣ and then ŎƭƛŎƪ άwƻǎǘŜǊΦέ 

 

 
 
 
 
ü Sort the Roster by Name, Birth Date, Grade, Report Period or Immunization Status by clicking on the 

triangular icon next to the corresponding text. 

άwƻǎǘŜǊέ 

¢ƘŜ ά¢ŀōǎέ ŀǘ ǘƘŜ ǘƻǇ ƻŦ ŜǾŜǊȅ ǎŎǊŜŜƴ 
allow you to move through the 
different functions of MCIR quickly. 

https://www.mcir.org/wp-content/uploads/2014/10/SCC_SA_Access_Appl1.pdf
https://www.mcir.org/wp-content/uploads/2014/10/SCC_Request_to_Change_SA1.pdf
https://www.mcir.org/wp-content/uploads/2014/10/SCC_Request_to_Change_SA1.pdf
https://www.mcir.org/wp-content/uploads/2014/10/Registration_4_Step_Process.pdf
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ü Immunization Status Key 

o Incomplete (I)τCurrently needs Immunizations. 

o Provisional (P)τCurrently needing vaccinations but 
cannot receive due to vaccine required spacing. 

o Waivered (W)τWaiver on file for Immunizations. 

o Complete (C)τUp-to-Date on Required 
Immunizations. 

o No Evaluation (ø)τChild may be too old or young for 

the Site status. 

 

 

 

× .ǳƛƭŘƛƴƎ ŀ wƻǎǘŜǊ ǳǎƛƴƎ ǘƘŜ ά.ǳƛƭŘ wƻǎǘŜǊέ ŦŜŀǘǳǊŜΥ 
ü CǊƻƳ ȅƻǳǊ {ƛǘŜΩǎ Home ScreenΣ ǳƴŘŜǊ ǘƘŜ ά{ŎƘƻƻƭκ/ƘƛƭŘŎŀǊŜέ ƳŜƴǳΣ ŎƭƛŎƪ ǘƘŜ ά.ǳƛƭŘ wƻǎǘŜǊέ link. 

 

 
 
ü Enter the Birth Date, Last Name and First Name to search for.   
ü Click the ά!ŘŘ ǘƻ [ƛǎǘέ button.  

 

 
 

ü /ƻƴǘƛƴǳŜ ŀŘŘƛƴƎ ǎǘǳŘŜƴǘǎ ƛƴ ǘƘƛǎ ǿŀȅ ǳƴǘƛƭ ŀƭƭ ǘƘŜ ǎǘǳŘŜƴǘǎ ƴŜŜŘŜŘ ƻƴ ȅƻǳǊ {ƛǘŜΩǎ wƻǎǘŜǊ ƘŀǾŜ ōŜŜƴ 
added. 

ü /ƘƻƻǎŜ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ wŜǇƻǊǘ tŜǊƛƻŘ ŦƻǊ ǘƘŜǎŜ ǎǘǳŘŜƴǘǎ όά{Ŝǘ tŜǊƛƻŘέ ŘǊƻǇŘƻǿƴύΦ 
ü /ƭƛŎƪ ά{ǳōƳƛǘέ ǘƻ ǎǘŀǊǘ ǘƘŜ ǎŜŀǊŎƘΦ 

 

ά.ǳƛƭŘ wƻǎǘŜǊέ 

1. Enter Birthdate, 
Last Name and 
First Name. 

2. /ƭƛŎƪ ά!ŘŘ ǘƻ [ƛǎǘΦέ 

Roster sorted 
by name. 

The same Roster sorted 
by Immunization Status. 
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ü 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. 

ü Dƻ ǘƻ άwŜǘǊƛŜǾŜ wŜǎǳƭǘǎέ ǳƴŘŜǊ ǘƘŜ wŜǇƻǊǘǎ ƳŜƴǳΦ 

 
 

 
ü /ƭƛŎƪ άwŜǇƻǊǘΦέ 

 

                           
 
ü 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 
ǎŜŀǊŎƘŜŘ ŦƻǊ ƛƴŘƛǾƛŘǳŀƭƭȅ ǘƘǊƻǳƎƘ ǘƘŜ ά!ŘŘκCƛƴŘέ feature to find the records or create a new record if 
needed.  

 

Note:  Do not let the 

system idle for 60 
minutes without 
submitting.  All entries 
on the list will be lost.  
/ƭƛŎƪ ά{ǳōƳƛǘέ ōŜŦƻǊŜ ŀ 
long break to ensure that 
the students will be 
added to your Roster. 

 
 

Choose 

Report 

Period. 

/ƭƛŎƪ ά{ǳōƳƛǘέ 
to begin 
searching. 

άwŜǘǊƛŜǾŜ wŜǎǳƭǘǎέ 

/ƭƛŎƪ ǘƘŜ ǿƻǊŘ άwŜǇƻǊǘΦέ 
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× Building a RostŜǊ ǳǎƛƴƎ ǘƘŜ ά!ŘŘκCƛƴŘέ ŦŜŀǘǳǊŜ 
ü From the Home ScreenΣ ŎƭƛŎƪ ά!ŘŘκCƛƴŘέ ǳƴŘŜǊ ǘƘŜ tŜǊǎƻƴ ǎŜŎǘƛƻƴ. 

 

 
 

ü Enter the Birth Date, Last Name, and First Name of the student you are searching for and set the 
Report Period. 

ü Click ά{ŜŀǊŎƘΦέ 
 

 
 
 

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

 
 

ü 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.) 

ü 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. 

ü /ƭƛŎƪ ά!ŘŘ tŜǊǎƻƴΦέ 

         

ά!ŘŘκCƛƴŘΦέ 

1. Enter Birthdate, 
Last Name and 
First Name. 

2. Set Report 
Period. 

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.  

 
 

3. ά{ŜŀǊŎƘΦέ 

ά!ŘŘ tŜǊǎƻƴΦέ 
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ü Enter the required data, indicated by asterisks, on the next screen. 

 

ü This person will then be added to your Roster as you add them to MCIR.  

ü ¢ƘŜƛǊ άDŜƴŜǊŀƭ LƴŦƻǊƳŀǘƛƻƴέ ǎŎǊŜŜƴ ǿƛƭƭ ŘƛǎǇƭŀȅ ŀƭlowing you to edit their record (sŜŜ ά9ŘƛǘƛƴƎ 5ŀǘa in 
LƴŘƛǾƛŘǳŀƭ wŜŎƻǊŘǎΣέ pg. 14). 

 
 

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

ü ¢ƘŜ ά[ƻŀŘ 9ȄǘŜǊƴŀƭ 5ŀǘŀέ 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, 

ü CǊƻƳ ȅƻǳǊ {ƛǘŜΩǎ IƻƳŜǇŀƎŜΣ ŎƭƛŎƪ ά.ǳƛƭŘ wƻǎǘŜǊΦέ 

 

ά.ǳƛƭŘ wƻǎǘŜǊΦέ 
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ü /ƭƛŎƪ ά[ƻŀŘ 9ȄǘŜǊƴŀƭ 5ŀǘŀΦέ 

 
 

 

 

 

 

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

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

 
 

ü LŦ ȅƻǳǊ ŦƛƭŜ ŘƻŜǎ Ŏƻƴǘŀƛƴ ǳƴǿŀƴǘŜŘ ŎƘŀǊŀŎǘŜǊǎΣ ȅƻǳ Ŏŀƴ ǊŜƳƻǾŜ ǘƘŜƳ ōȅ ŦƛǊǎǘ ŎƭƛŎƪƛƴƎ ά/ǘǊƭ Ҍ !έ ǘƻ 
highlight the entire document.  Then use ά/ǘǊƭ Cέ ǘƻ ǾƛŜǿ ǘƘŜ άCƛƴŘ ŀƴŘ wŜǇƭŀŎŜέ window to remove 
them. 

ü Lƴ ǘƘŜ άCƛƴŘ ²Ƙŀǘέ CƛŜƭŘΥ 9ƴǘŜǊ ǘƘŜ ŎƘŀǊŀŎǘŜǊ ǘƘŀǘ ǎƘƻǳƭŘ ƴƻǘ ōŜ ƛƴ ǘƘŜ ŦƛƭŜΦ  ό! ǎƭŀǎƘ ƛǎ ǎƘƻǿƴΦύ   

ü Lƴ ǘƘŜ άwŜǇƭŀŎŜ ǿƛǘƘέ ŦƛŜƭŘΥ  9ƴǘŜǊ ƴƻǘƘƛƴƎΦ 

ü /ƭƛŎƪ άwŜǇƭŀŎŜ !ƭƭέ ŀƴŘ ŀƭƭ ƛƴǎǘŀƴŎŜǎ ƻŦ ǘƘŜ ŎƘŀǊŀŎǘŜǊ ƛƴ ǘƘŜ ŘƻŎǳƳŜƴǘ ǿƛƭƭ ōŜ ǊŜǇƭŀŎŜŘ ǿƛǘƘ ƴƻǘƘƛƴƎΦ 

 

ü Resave the file, and then re-upload it. 

ά[ƻŀŘ 9ȄǘŜǊƴŀƭ 
5ŀǘŀέ 

/ƭƛŎƪ ά/ƘƻƻǎŜ CƛƭŜΣέ attach the 
Comma Delimited Text file you 
ŎǊŜŀǘŜŘ ǘƘŜƴ ŎƭƛŎƪ ά{ǳōƳƛǘΦέ 

 

This date is incorrectly 
formatted and will 

cause an error. 

Note:  If you receive an Illegal File Format Error, your data is not formatted correctly.  

(I.e. YYYYMMDD,LastName,FirstName,StudentID)  
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Formatting dates in Excel (Excel 2013 shown) 

ü This step is often the most confusing for Users.  Open your Excel File (before creating the CSV). 

ü Select the date column. 

 

ü Right-click on the ǎŜƭŜŎǘŜŘ ŎƻƭǳƳƴ ŀƴŘ ŎƘƻƻǎŜ άCƻǊƳŀǘ /Ŝƭƭǎ.έ 

 

 

ü hƴ ǘƘŜ άCƻǊƳŀǘ /Ŝƭƭǎέ ǇƻǇǳǇΣ Ǝƻ ǘƻ ǘƘŜ άbǳƳōŜǊέ ǘŀō ŀƴŘ ǎŜƭŜŎǘ ά/ǳǎǘƻƳΦέ Lƴ ǘƘŜ ά¢ȅǇŜέ ŦƛŜƭŘ ȅƻǳ 
can manually enter how you would like the date formatted.  In this case ƛǘ ƛǎ ά¸¸¸¸aa55Φέ 

 

 

On the 
άbǳƳōŜǊ ǘŀōΣ 

select 
ά/ǳǎǘƻƳΦέ  

 

Manually enter 
how you would like 

the numbers 
formatted. 

Select Date 
Column. 

Right-click 
and select 
άCƻǊƳŀǘ 
/ŜƭƭǎΦέ 
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When the data from your file is accepted by MCIR: 

ü MCIR creates a list of students to search for. Set the report period then click ά{ǳōƳƛǘέ ǘƻ ǎŜŀǊŎƘΦ 

 
 

ü 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. 

ü Dƻ ǘƻ άwŜǘǊƛŜǾŜ wŜǎǳƭǘǎέ ǳƴŘŜǊ ǘƘŜ wŜǇƻǊǘǎ ƳŜƴǳΦ 

 
 

 

ü Click ǘƘŜ ǿƻǊŘ άwŜǇƻǊǘέ 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. 

 

 
 

ü 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 ǘƘǊƻǳƎƘ ǘƘŜ ά!ŘŘκCƛƴŘέ ŦŜŀǘǳǊŜ ǘo find the records or create a new record if 
needed.  (See Page 8.)  

 

Retrieve Results. 

/ƭƛŎƪ άwŜǇƻǊǘΦέ 

ά{ǳōƳƛǘΦέ 

Set Report 
Period from 
dropdown 

menu. 
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× Modifying the Roster 

ü Using the Modify Roster link in MCIR is an easy way to modify multiple records simultaneously. 
ü Dƻ ǘƻ ȅƻǳǊ wƻǎǘŜǊΦ  όCǊƻƳ ȅƻǳǊ ƘƻƳŜǇŀƎŜ ƛƴ a/Lw ŎƭƛŎƪ άwƻǎǘŜǊέ ǳƴŘŜǊ the Person menu.) 
ü /ƭƛŎƪ άaƻŘƛŦȅ wƻǎǘŜǊΦέ 

 

ü Checkboxes will appear next to each name. 

 

ü Select the records to modify either by individually checking in the boxes next to the names or click 
ά/ƘŜŎƪ !ƭƭέ ǘƻ ǎŜƭŜŎǘ ŀƭƭ ǊŜŎƻǊŘǎ ƻƴ ǘƘŜ ǇŀƎŜΦ 

 

 
 

ü !ǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǎŎǊŜŜƴ ŎƭƛŎƪ άaƻŘƛŦȅ /ƘŜŎƪŜŘΦέ  

                            
 

ü A popup window will appear. 

 
ü {ŜƭŜŎǘ ǘƘŜ Řŀǘŀ ǘƻ ƳƻŘƛŦȅ ǳǎƛƴƎ ǘƘŜ ŘǊƻǇŘƻǿƴ ƳŜƴǳǎ ǘƘŜƴ ŎƭƛŎƪ ά{ǳōƳƛǘΦέ 

o If you wish to move selected students from one roster to another (Move Roster) you             
must have access to both Sites. 

ü ! ǇƻǇǳǇ ǿƛƭƭ ŀǎƪ ƛŦ ȅƻǳ ŀǊŜ ǎǳǊŜΦ  /ƭƛŎƪ άhYέ ǘƻ ǎǳōƳƛǘ Řŀǘŀ ƻǊ ά/ŀƴŎŜƭέ ǘƻ Ǝƻ ōŀŎƪΦ 

 

άaƻŘƛŦȅ 
wƻǎǘŜǊΦέ 

Note:  If your roster is multiple pages you will have to perform modifications on each page. 

 
 

άaƻŘƛŦȅ /ƘŜŎƪŜŘΦέ 

Click the box 
next to the 

name to select 
individual 
records to 
modify. 

/ƭƛŎƪ ά/ƘŜŎƪ !ƭƭέ 
to modify all 

records on the 
page. 
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× Assess, Delete and Mark as Duplicate Functions 
ü !ǎ ǿŜƭƭ ŀǎ ǘƘŜ άaƻŘƛŦȅέ ŦǳƴŎǘƛƻƴ ǘƘŜǊŜ ŀǊŜ ƻǘƘŜǊ ƻǇǘƛƻƴǎ ŀǾŀƛƭŀōƭŜ ǿƘŜƴ ȅƻǳ ŎƭƛŎƪ ƻƴ ǘƘŜ άaƻŘƛŦȅ           
wƻǎǘŜǊέ ƭƛƴƪ ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ wƻǎǘŜǊ ǇŀƎŜΦ                        

 

 
 

ü Assess Checked 

o Updates the selected record(s) to show current immunization status. 

o Records that have not been viewed or ŀǎǎŜǎǎŜŘ ǊŜŎŜƴǘƭȅ Ŏŀƴ ǎǘƛƭƭ ǎƘƻǿ ά/ƻƳǇƭŜǘŜέ ŜǾŜƴ ƛŦ ǘƘŜȅ 
are not. 

ü Delete Checked 

o     Deletes the selected record(s) from your roster. It does NOT delete the record from MCIR. 

ü Mark as Duplicate 

o If you find more than one record in MCIR for a student select bƻǘƘ ǊŜŎƻǊŘǎ ǘƘŜƴ ŎƭƛŎƪ άaŀǊƪ ŀǎ 
5ǳǇƭƛŎŀǘŜΦέ ¢ƘŜ ǊŜŎƻǊŘǎ ǿƛƭƭ ōŜ ŦƭŀƎƎŜŘ ŦƻǊ ǘŜŎƘƴƛŎŀƭ ǎǘŀŦŦ ǘƻ determine whether they are truly 
duplicates or not. 

IV. EDITING DATA IN INDIVIDUAL RECORDS 

V Not all fields are editable by School/Childcare Users (i.e. name, DOB, etc.) to edit this data 
see Appendix D. 

× Editing General Information 
ü CǊƻƳ ǘƘŜ wƻǎǘŜǊ ŎƭƛŎƪ ƻƴ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭΩǎ ƴŀƳŜ ȅƻǳ ǿƛǎƘ ǘƻ ŜŘƛǘΦ 

 

ü The PŜǊǎƻƴΩǎ DŜƴŜǊŀƭ LƴŦƻǊƳŀǘƛƻƴ ǎŎǊŜŜƴ ǇƻǇǎ ǳǇΦ  Address, phone numbers and school/childcare       
information can be edited from this page. 

 

Edit Address. 

Edit School or 
Childcare 

Information. 

Edit Phone. 

Note links. 

Click on the 
name to view 
ǘƘŜ ǇŜǊǎƻƴΩǎ 

record. 
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ü When editing the School/Childcare portion, you can change the SǘǳŘŜƴǘΩǎ L5Σ DǊŀŘŜΣ wŜǇƻǊǘ tŜǊƛƻŘΣ 
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. 

 

 

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

 

 

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

 

 

× Adding Immunizations/Waivers and Viewing Immunization Status/History 

ü On the {ǘǳŘŜƴǘΩǎ General  Information page are five links. 

 

o Add/FindτTakes you to the search page to find a person in MCIR. 

o RosterτTakes you back to your Roster. 

o Add ImmτTakes you to a screen where you can input immunizations or waivers into the 
active record. 

Note links. 


