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I. INTRODUCTION TO MCIR 

Purpose 
The Michigan Care Improvement Registry (MCIR) is a secure web application that has been utilized by Michigan 
immunization providers since 1997.  Physician offices and Local Health Departments have been reporting child (up 
to the 20th birthday) immunizations to MCIR.  As of April 2012, the MCIR contains over 4.1 million people and 
over 83 million provider-entered immunizations. 
 
In summer 2005, Michigan schools and childcare facilities began using the MCIR for their required Immunization 
Program (IP) reporting to their Local Health Departments.  The MCIR School/Childcare function is web-based, 
and allows for supplemental immunization data to be entered on all Michigan children enrolled in a school, 
preschool, or childcare.   
 
The Michigan Public Health Code mandates that all schools report the immunization status of newly enrolled students 
and all 6th grade students.  The Michigan Public Health Code also mandates that all child care programs of group residence, care, or 
camping report the immunization status of all children registered to the program.  Though this reporting process can be labor 
intensive, the mandated reporting has been successful in maintaining high levels of protection against formerly 
common vaccine-preventable diseases. 
 
The MCIR application is designed for school/childcare staff to report more accurately and efficiently to their 
Local Health Departments.  The program was developed with four goals in mind: 
 

1. Provide easier immunization reporting by school/group programs. 
2. Produce more accurate and reliable immunization reports. 
3. Produce individual letters to parents. 
4. Provide an automated assessment of immunization records. 

 
The MCIR stores immunizations on students throughout their lifetime. Most students receive their immunizations 
from birth to 2 years of age. Because Michigan schools require documentation of a student’s immunization status 
upon school entrance, the majority of students receive age-appropriate immunizations by age 5.  
 
The assessment of each child's immunization record 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.  
 
For more information on immunizations and vaccine-preventable diseases, please review the Centers for Disease 
Control and Prevention’s (CDC) publication:  Epidemiology and Prevention of Vaccine-Preventable Diseases (also known as 
the "Pink Book").  This publication is updated whenever new vaccines or changes in recommendations for 
immunizations occur. The CDC bookstore website is available online at:  
http://www.cdc.gov/vaccines/pubs/pinkbook/index.html  please view Appendix A. 
 
 
Reports to Health Department 

Schools must submit IP-100/101 Summary Reports or IP-100/101 Detail Reports to their Local Health 
Department November 1 and February 1 of each school year.  The reporting deadline for childcare, Head 
Start, preschool, nursery, and day care program submission is October 2 annually.  Both printed and 
electronic reports are acceptable to the Michigan Department of Community Health.  Reporting requests 
may differ by Local Health Department. 
 

 

 

 

 

http://www.cdc.gov/nip/publications/pink/
http://www.cdc.gov/vaccines/pubs/pinkbook/index.html


MCIR School/Childcare Manual -- updated by MPHI –September 2012               Page 4 

 

 

Michigan Care Improvement Registry (MCIR) 

Web Application System Requirements 

 

 

1. High-speed internet connection (DSL, cable modem, T1) 

 Dial-up internet is not recommended 

 

2. Web Browser 

 Internet Explorer version 9 is not recommended (due to issues identified at this time) 

 Internet Explorer versions 6 through 8 are recommended 

 Mozilla Firefox 

 

3. Web Browser Settings 

 Turn pop-up blockers OFF for this website: https://sso.state.mi.us 

 Disable “Display Mixed Content” (ToolsOptions, Security, Custom Level) 

 

4. Adobe Reader (minimum version 6.0) 

 Recommended version 8.2 or above 

 

 

 

 

 

 

 

 

 

 

 

 

This document is subject to revision or withdrawal at any time at the discretion of the Michigan Department of 

Community Health. 

 

 

https://sso.state.mi.us/
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II. SCHOOL/CHILDCARE SITE ADMINISTRATOR ACCESS APPLICATION & 
 REQUEST TO CHANGE SITE ADMINISTRATOR 

School buildings and childcare facilities will be referred to as “Site(s)” throughout this manual.  Initial Site 

registration requires the completion of the MCIR School/Childcare Site Access Application.  The MCIR 
Support Project at the Michigan Public Health Institute (MPHI) processes applications within two business days; 
however, during the busy fall registration period more processing time may be necessary.  

Each Site must have an assigned Site Administrator (SA). During the initial application process, MCIR will assign 
the Site Administrator role to the person’s name that appears on the application. Once the SA has completed the 
MCIR User Registration Steps in Chapter III, they will have the ability to add and delete other Users from MCIR. 
School and Childcare employees that are added to MCIR will be referred to as MCIR “User(s)” throughout 
this manual.    

If the Site Administrator leaves for any reason and a new person fills the position, a Request to Change 

School/Childcare Site Administrator form must be filled out and faxed to the MCIR Support Project at MPHI 
for processing. 

 

 

 

 

 

 

 
The MCIR.org Homepage 

  
                  Resource Library: List of Forms for Schools/Childcares 

Site Access Application 
 (Form to enable a site that is currently 

disabled or add a new site) 
 

Request to Change Site Administrator 
 (Form to Change the Site 

Administrator) 
 

The MCIR School/Childcare Site Access Application and the Request to Change School/Childcare 

Site Administrator forms are found online at www.MCIR.org; click on the Resource Library link  
then go to the Schools/Childcare section (see below).   

Fax completed forms to the MCIR Helpdesk at 517-324-6099.   
 

These documents will open with Adobe Reader. Updated versions of Adobe Reader are available at 
www.adobe.com/support/downloads/main.html. 

 

http://www.mcir.org/
http://www.adobe.com/support/downloads/main.html
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III. MCIR USER REGISTRATION- A One Time, Four Step Process 

 Once the Site Administrator (SA) completes this four step process, they will have the ability to add other MCIR 
Users to their Site.  

 The SA is added as a User by the MCIR Helpdesk.  Other staff are added as Users by their SA.   

 Please see the link:  http://mcir.org/forms/How_to_Add_a_New_Remove_User.pdf for directions on 
how a Site Administrator can add and or remove a user from their site.   

 Step 1 User Receives PIN E-Mail from mcir@michigan.gov  

Once a User is added to MCIR they will receive an email message from mcir@michigan.gov with the 
subject ―MCIR User Registration.‖ This email will contain a personalized MCIR PIN number that will 
be used only once during the final phase of the registration process (Step 4).  All registration steps in 
this quick tip sheet are also listed in the email.  

 
  

 
 
 

 
E-mail systems may classify anything coming from mcir@michigan.gov as “junk mail” or “spam.” If you have not 
received confirmation of the MCIR application within two business days, please check “junk,” “spam” or “bulk” folders 
before contacting the MCIR Helpdesk. 
 

 
 
 
 
 
 
 
 

 
Email with PIN number 

 

Step 2 Single Sign On (SSO) User ID Registration 

Go to the State of Michigan Single Sign On (SSO) page using one of the web addresses listed below: 

 www.MCIR.org  Click on the SSO Login Page link (yellow box on the left). 

 https://sso.state.mi.us (takes you directly to the State of Michigan Single Sign-On page) Click on the Register.   

 If you already have a User Id for any of the following: MAPS, MSDS, & CHAMPS—skip to Step 4 

 If you do not already have a User Id for this page click the Register button. 

  
 

 

 

 

 

 

 

 
 

The Single Sign On (SSO) Page 

 
 

Do not share your PIN number, User ID or Password with any other 
individual.  Transactions on the MCIR are logged and are subject to 

being audited. 

http://mcir.org/forms/How_to_Add_a_New_Remove_User.pdf
mailto:mcir@michigan.gov
mailto:mcir@michigan.gov
http://www.mcir.org/
https://sso.state.mi.us/
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Users are to fill in their name and email address on the next screen. 
Click the Continue button. 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

User Registration information 
 

The User ID will be the User’s last name & first initial plus the 4-digit number that is entered  
Enter the security number as indicated, and then click the Continue button. 

 

 

 

         

 

 

 

 

 

 

 

 

 

Enter 4-digit number & security number 
 

The ―User Registration Confirmation‖ screen will appear.  Confirm that the name and email address 
are correct.  Note: This E-mail address is where the User ID and Password will be sent. Users should 
make a note of their User ID and then click the Submit button. 

 

 

 

 

 

 

 

 
 

 

 

Registration Confirmation page 
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You will see a screen that says the request is being processed and you will receive an email within 24 
hours.  Click the Close button. 

 

 

 

 

 

 

 

 
 

  Registration final page 
 

The E-mail will arrive from SSO_Administrator@michigan.gov and be titled ―Account Information.‖  
Included is a temporary Password. Highlight it; copy it.  This temporary password will be used only one 
time at the SSO Login Page.  

 

 

 
 

 

 

 

 

 

 

 

 

 

 

Email notification page 

 
E-mail systems may classify anything coming from SSO_Administrator@michigan.gov as “junk mail” or “spam.” If you 
have not received the User ID and Password within 24 hours, contact the MCIR Helpdesk for assistance at 888-243-
6652. 

Step 3 Change Your Password and Answer Challenge/Response Questions 

Go to www.MCIR.org and click on the SSO Login Page link. Enter your User ID and paste in the 
temporary Password from your email.  Do not let the computer automatically store this password. Click 
the Login button. 

 

 

   

 

 

 

 
SSO Login page 
 

Next you will be required to change your password immediately (and every 120 days thereafter).  Paste 
in your temporary (current) Password (from the E-mail), type in a new Password, and then confirm the 
new Password.  The new password must be at least eight (8) characters long must contain at least one 
letter and one number and cannot begin with the first letter of your first or last name.  Passwords are 
case-sensitive. See next page, click on the Change Password button.  

mailto:SSO_Administrator@michigan.gov
mailto:SSO_Administrator@michigan.gov
http://www.mcir.org/
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Changing Your password 

 

Single Sign On will now require you to answer and confirm a set of Challenge/Response Questions.  
These questions must be completed in case you forget the password.  The answers and the confirmation 
of the answers are case-sensitive.  When done, click on the OK button. 

 

 

 

 

 

 

 

 

 

 

 

Challenge Response questions 

A notification saying your answers have been updated will appear. Click OK.  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Challenge/ Response confirmation 
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The Account Maintenance Screen appears. Click the Done button.  

 

 

 

 

 

 

 

 
 

 

Account Maintenance Page 
 

Step 4 Subscribing to MCIR with a PIN number 

Subscribing to MCIR is the final step of the User Registration process.  See the State of Michigan Single 
Sign On--Application Portal screen below. This is where you need to Subscribe to MCIR by clicking the 
Subscribe to Applications link. 

 

 

 

 

 

 

 

 
 

State of Michigan Application Portal 

On the Subscription page choose Dept of Community Health in the left drop down menu and 
―Michigan Care Improvement Registry” from the right hand drop down menu.  Click the Next 
button. 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

Subscription page 
 
Enter the 8 digit PIN number in the format shown. Click the Continue button when done. If you are 
unsuccessful in locating your PIN number, contact the MCIR Helpdesk for assistance at  
1-888-243-6652. 
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Entering your PIN number 
 

Please review the information for accuracy and click the Submit button. 

 

 

 

 

 

 

 
Enrollment confirmation page 

The message states that your subscription request has been submitted successfully. 
Click the Close button. 
 

 

 

 
Subscription request/close window 

You will receive an email verifying that the subscription request for access to MCIR has been approved. 

 

 

 

 
Automated Email message 

 

After logging into MCIR at the SSO Login Page, see that you are currently subscribed to the Michigan 
Care Improvement Registry application.  Click on this link.  The MCIR window will pop up over the 
SSO Application Portal window. 

 

 

 

 

 
 

State of Michigan SSO Application Portal after you successfully subscribed 
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Once a year, and the first time you log in, MCIR will present the User/Usage Agreement. If you agree 
to the terms, click the Accept button at the bottom of the screen.   
Every time you log on to MCIR you will be presented with MDCH Systems Use Notification.  You 
must click the Acknowledge/Agree to continue. 

 
MCIR Systems Use Notification 

If access has been granted to more than one Site, you will be presented with a Site Selection screen: 
select the Site in which to work, and click Submit.  

 

 

 

 

 
 
 
MCIR Site Selection Page 

 

At your site, the MCIR News screen will pop up over the MCIR Home screen. If you do NOT see 
the news screen pop up, this means that the computer has a pop up blocker on its internet browser.  In 
order to continue, disable the pop up blocker for the MCIR website *.state.mi.us.  Otherwise; you will 
be unable to add new students to MCIR. 

 

 

 

 

 

 

 

 

 

 

 
 
News Screen 
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IV. SITE ADMINISTRATOR REPSONSIBILITES AND ROLE 
 

Responsibilities of Site Administrators 

 In the MCIR, there should be only one Site Administrator responsible for adding or removing additional users 
authorized to use MCIR for each site.  

 This individual is also responsible for editing the site (which includes being sure there is a valid Primary 
Contact for the site) 

Adding a User 

1) Log in and go to the site.  Under the Administration menu click on the Site Users link. 

2) This will bring up a list of people that are approved users for this site. 

 
MCIR Users/Add New User screen 

3) Click the Add New User link. 

4) The Associate Users screen will appear.  
 

 

 

 

 

 
Associate Users screen 

5) Type the First and/or Last Name or the User Id of the person being added to the site.   

A. If the person is a registered user of MCIR their name will appear in the Search Results. 

 Click on the Associate link to add them to the site. 
 
 
 
 
 
 
 
 

Search Results screen 

 

 The Edit User Role screen will pop-up. 
 
 
 
 
 
 
 

 
Edit User Role screen 

“Not-

registered” 

refers to the 

person having 

not yet accepted 

the MCIR User 

Agreement. 
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 Choose a Role for the user.  Choices include: 

 Schools:  School User 

 Childcare:  Childcare User 

 Click the Ok button 

 

B. If the person does not already have their own MCIR user id their name will not appear in 
the Search Results. 

 Click on the Add New User link. 
 
 
 
 
 

 
 

Add User screen 

 The User Information screen will appear. 
 
 
 
 
 
 
 
 
 
 
 

User Information screen-Add a New User 

 Complete all required information  

 Click Submit. 

 A message from mcir@michigan.gov with the subject ―MCIR User Registration DO NOT 
DISCARD‖ will be sent to the email address provided.  The user will need to complete his/her 
registration by following the instructions in the email.  Only then will they be able to access this 
site in MCIR.   

 The new user’s name will display on the MCIR Users tab.  Their User id will read as ―not-
registered‖ until they complete their registration by following the directions in the email from 
mcir@michigan.gov. 

Removing a user 

1) Log in and go to the site.  Under the Administration menu/tab click on the Site Users link. 

2) To remove the user from the site:  

 Click on the trash can icon to the right of the person to be removed. 

   
Remove MCIR Users screen 

 Once the person is removed, their name will no longer show on the MCIR Users List. 

 This MCIR user can still be added to another site by following the directions in Section A (page 13). 
 

Please enter a valid 

email address. The 

user’s PIN will be 

sent to this address. 

mailto:mcir@michigan.gov
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V. PASSWORDS – Forgot, Change & 120 Day Reset   

I Forgot My Password 
If you are already registered in MCIR, and know your User Id*, you can receive a new, temporary, password.  

 
 
 

1) At the SSO Login Page:  Enter your User ID*. 

 

 

 

 

 

 

 

 
 
 

Remove MCIR Users screen 

 
3) Next is the Forgot Password Screen. 

 

 

 

 

 

 

 

Forgot Password Screen 
 

5) Click Ok. 

6) A new, temporary, password will be sent via email.   It will be sent to the email address* that is on file. 

7) Once received, you will be asked to change this temporary password as soon as you re-login to the SSO Login 
Page. (Follow the instructions on next page.) 

 
*If you have forgotten your User ID, or your email address has changed, you will need to contact the MCIR 
Helpdesk for assistance (888-243-6652). 

 

2. Click on the "I 
forgot my 
Password" link. 

4. Fill in the answers to the 
Challenge/Response 
questions exactly the 
same as you did when you 
initially registered for 
MCIR.  The answers are 
case-sensitive. 

Password Changes Are Required Every 90 Days 
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Change My Password 

MCIR Passwords are valid for 120 days. A User can change their password anytime during that 120 day 
period by clicking on the Account Maintenance link at the State of Michigan Single Sign On Application 

Portal screen and then clicking on the Change My Password link. There are also links for the User to 
Change Personal Information & Change Challenge/Response Answers.  

1) Log in as usual through the SSO page.  When you reach the DCH Application Portal. 

 
 DCH Application Portal Screen 
 

  
    Application Maintenance 

 
 
 
 
 

4) You will be brought to the Change Password screen. Input your current password, then input and 
confirm your new password.  Click the Change Password button. 

 
Change Password Screen 

 
 

2. Click the Account 
Maintenance link 

3. At the Account 
Maintenance Screen, 
Click the Change My 
Password link. 

Click Change My Challenge/ Response 
Answers if you do not remember what you 
initially entered. 

Also, check that All 
Personal Information is 
correct (Name, Email 
Address) by clicking the 
link Change My 
Personal Information. 

Please note there are 

new password rules 

beginning  

August 1, 2011 
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VI. THE MCIR HOME PAGE 
 

Once you have signed on to MCIR, you will see the School/Childcare Site Home Page.  Apart from the 
Home page, all screens contain a menu bar to help navigate you through the MCIR system. 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 

               School/Childcare Site Home Page 

 

PERSON: Add/Find  
Click on the Add/Find link under the Person Section. You must fill in the First Name, Last Name, the Birthdate 
and the Set Report Period to Add/Find a Person.  Once you’ve entered your criteria, click on the Search 
button.  Note: any Person that you find in MCIR will automatically be added to your site Roster.  You 
can either type in the birthdate or click on the button next to the birthdate field and a calendar will pop up for 
you to choose a date. Choose the Report Period you want set for the student on your roster. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

                             Add/Find Person Screen  
 

Incorrect information (such as using ―Bill‖ versus ―William‖ for the first name) is the primary reason why a 
student is not found during a search. If the wrong student is found, click on the Take Off Roster button to 
return to the Find Person screen and verify that the search information is correct.  
 

Only Site 
Administrators 

see the 
Administration 

Box/Tab 

Only Sites 
approved for 

Transfer will see 
this Box/Tab 
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If there is incorrect information in the person’s record (incorrect birthdate or legal name change) this information 
must be modified by MDCH.  To have the Person’s information corrected in the registry, please fax the 
School/Childcare Petition to Modify MCIR Data form along with required documentation to MDCH. This form is 
available online at the www.MCIR.org Resource library, or, in Appendix D of this manual. 
 
If the Person is not found, MCIR will present a message with the option to “Refine your search and try 
again.” 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.  

 
A copy of the Wildcard (*) Search Quick Tip Sheet can be found in Appendix A. 

 

************************************************** 

Be aware that any pop-up blocker installed on your computer can interfere with searching for/adding children to MCIR.  You can 

temporarily disable some pop-up blockers by holding down the Control “Ctrl” key as you click the Search button. Attention!  

POP-UP BLOCKERS.  If your search for a Person continuously states that the Person is “not found” and requires you to 
search again, be sure to disable any pop-up blockers installed on your computer operating system.  Contact your local technical 
support to locate pop-up blockers and modify your computer settings to always allow pop-ups from „*.state.mi.us‟ web pages.   cate 
several common pop-up blockers, this website may be of help: https://host.softworks.ca/Agate3/blocker/disable-blockers.htm. 

*************************************************** 
To obtain a specific and appropriate match when you search for a person, use information from the student's 
birth certificate.  MDCH’s Division for Vital Records & Health Statistics updates the MCIR for anyone born in 
Michigan on or after January 1, 1994.  Many of these updates are completed via an Electronic Birth Certificate 
(EBC). Ninety-seven percent of all children born in Michigan are entered into the MCIR within two weeks. 
However, a newborn's record may not be in the MCIR due to a Person not being born in a Michigan hospital or 
due to a processing delay. If a Person has been recorded into the MCIR using data obtained from the EBC, the 
Person’s legal name and birthdate are good search criteria.  
 
When is it OK to add a New Person record to MCIR?  

 After multiple wildcard (*) searches. 

 If a Person was born outside the State of Michigan. 

 If a Person was born on or before January 1, 1994.  
 

If the person you are searching for is not in MCIR, and you want to add the person, you have to search 
twice in a row using the exact same criteria each time.  A pop up will come up with the option to add a 
new person.  Click on the Add Person button.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

                               Find Person Screen 
 

http://www.mcir.org/
https://host.softworks.ca/Agate3/blocker/disable-blockers.htm
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Complete all the required information (Gender, Street, City, Postal Code, & Phone) on the Add New Person 
screen and click on the Submit button. 
 

 
Add New Person Screen 

 

Once a student has been found or added to MCIR the General Information screen is shown.  Under the 
Person tab you will see additional links to Add Immunizations, to view the immunization Status and History 
screens.  If you edit any section be sure to click Submit before leaving the Edit Screen.  Be sure to 
select the Unlock Person when you leave a student’s record.  This will leave the record available to others. 
Note:  the option to print/view a letter with the immunization dates on file, and immunizations next due is 
at the top right of this screen.  
 

 
General Information Screen 

 

Note: All records that are viewed will be automatically added to your roster. 
 
From the Person tab on the General Information page you can click on the Status, History & Add Imm 
links.  
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PERSON: Roster 
Anyone you look up in MCIR will be automatically added to your site’s Roster. You can remove the 
Person from your Roster by clicking on Take off Roster. 

The Roster is a listing of all reportable students at a site.  There are four methods to build your Roster. 

 Build Roster (see School/Childcare section, page 21). 

 Look up children individually (automatically added to roster) using the Add/Find link. 

 Transfer process from an approved School Master System (see pages 24-28, Import/Export). 

 Load External Data (Build a Roster using comma Delimited Text File, see Appendix E). 

The Roster screen shows students associated with your site. The Roster is specific to each school or 
childcare building. You can also retrieve the student’s record from the Roster by clicking on their 
name. 

You may also sort the Name, Birth Date, Grade (Gr), Reporting Period (Pd), and Immunization Status 
(IS) columns in the roster by clicking on the radio button to the left of those columns.  From the Roster 
screen you may also click the Modify Roster link to change the information for a group of students. 

 

 

  

 

 

 

 
  
 
          Modify Roster Screen 

When you click on the Modify Roster link, boxes show up in front of all the students’ names.   Check 
those you wish to modify or click the Check All link to select all the persons on the Roster.  At the 
bottom of the screen you will see these buttons: 

Modify Checked:  Button will allow you to change the Grade, Report Period, Vision Screened, Hearing 
Screened (Childcare sites only) Roundup, and Site (if associated with multiple sites).  

Assess Checked:  Button will refresh the Immunization Status 

Delete Checked: Button will delete the selected children from your Roster.  Deleting children from 
your Roster will not delete them from the MCIR. 

Mark as Duplicate: Will flag two Person records as duplicates.  The Regional MCIR office/MDCH will 
review these duplicates and merge them together, if appropriate. 

Cancel: Button will bring you back to the Roster page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

   Modify the Roster Screen  
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After clicking the Modify Checked button you will see this pop up screen that allows you to modify the following: 

 Grade 

 Roundup 

 Report Period 

 Vision Screened 

 Hearing Screened (Childcares only) 

 Move Roster (to view this option you must have access to more than one site)    
Each area has a drop down box with a selection to choose from. In the Move Roster (Site) area, students can be 
moved from one site to another IF you have access to those sites.  For example you can move the 5th graders up to 
the 6th grade building at the end of the year.  This saves time in building rosters. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

           Modify Checked Information Screen 

Other information that can be viewed on the Roster is the person’s MCIR ID, the Last Eval (indicates when 
the student’s immunizations were last assessed), & Student ID (Your school district student ID number if 
entered into MCIR).  Students that are highlighted in red will be rounded up to kindergarten on the first Friday 
of August.  Grades highlighted in red are an invalid grade for your building (this includes NG [No 
Grade]). All students you are reporting must have an appropriate grade to be included in your IP 
percentage.  

 

SCHOOL/CHILDCARE (Sch/CC): Build Roster/Batch Report 

Click on the Build Roster link under the School/Childcare menu to run a Batch Report, where you will enter 
your student list, create a report that will add your students to the Roster and generate letters of those students 
found that are incomplete.  The Batch Report screen allows you to search quickly for a group of students to 
add to your Roster.  It contains two major areas: 
 

 Load External Data- refer to Appendix E of this manual for instructions to upload a comma separated 
value (*.CSV) file of Person birth dates and names. 

 Add to List button - this will add the birthdates and names to a list for a group search.  

  

As you enter birthdates and names, and click the Add to List button, you will see the information under 
Current List.  When you are done creating your list click on Submit.  This brings you back to the Home Page. 

 

PLEASE NOTE: YOU MUST HIT SUBMIT BEFORE LEAVING THIS SCREEN OR THE 
INFORMATION YOU ENTERED WILL BE LOST.  
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    Batch Report Screen 

 
At the Home Page (see cover to this manual) click on the Retrieve Results link under the Reports menu to view 
and print the Batch Report. Click on the Refresh button if you do not see the Report link. Click on the Report 
link under the Status column (will show when report is ready). 
 

 

 

 

 

 

     Retrieve Results Screen 

 

 

 

 

 

 

 

 

 

  Batch Report  

To Print a Batch Report, once the report is open, click the PRINT button at the top of the screen to open the Print 
Dialog box.  On the Print Dialog box, the user can choose a specific printer, select what pages to print and change the 
page size and orientation. Once you have chosen the correct printer, click the OK button.  
 

SCHOOL/CHILDCARE: IP Status 
Immunization Program (IP) status is shown.  It is updated on a nightly basis.  See Summary as of for the 

exact time of the last IP Status update.  Compliance for schools is based on the students on your Roster with 

the current Report Period, currently based on the K + O calculation.  If your status is above the required 

compliancy threshold (above 90% for November 1, and above 95% for February 1 for schools; above 90% for 
October 1 for Childcare) and it is on or after the reporting date (November 1, or February 1 for schools, October 
2nd for childcares) you will see a Close Period button. 
 
 
 

Matched People 

are added to the 

roster 

 

Non-matched 

People must be 

searched for 

through 

Add/Find 

Person. 
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If you have questions about how to submit your report and/or close your report period, contact your Local 
Health Department. 
 
 
 
 
 
 
 
 
 
 
 
 
 
   School IP Status Screen 

 

This Button only appears when you have reached your compliance percentage, and when MCIR turns on the 
button for the reporting period. 

PLEASE NOTE:  IP STATUS IS BASED ON INFORMATION FROM THE PREVIOUS DAY.  
THEREFORE CORRECTIONS OR ADDITIONS TO YOUR ROSTER TODAY WILL NOT BE 
REFLECTED IN THE IP STATUS UNTIL TOMORROW.   

 

 

 

 

 

 

 

 

 

 

 

 

 
 School IP Status Screen 

Note that when the November Period is closed for Schools ONLY, all students’ Report Period is advanced to the 
February Reporting Period.  Note:  when the February Reporting Period is closed, students will NOT advance to 
the next Reporting Period.   

 Schools closing period dates, November 1st and February 1st. 

 Childcare closing period date (if a second report is not required by LHD) is October 2nd. 

o Close Period button active as early as October 2nd.  

 Please note the Close Period button is not turned on until these dates, even if you are at the required 
compliance percentage.  

 

NOTE TO CHILDCARES:  
SOME LOCAL HEALTH DEPARTMENTS MAY REQUIRE A SECOND REPORT IN 

JANUARY.  IF THIS IS THE CASE, DO NOT CLOSE YOUR OCTOBER REPORT UNTIL 
THEY NOTIFY YOU.  YOU MAY CREATE THE IP100/101 REPORT THROUGH CREATE 

REPORTS TO SEND TO THEM. 

Compliancy 

percentages are 

based on K 

(Kindergarten) 

+ O (Other) 

only 

PLEASE NOTE:  
ONLY WHEN YOU 

ARE READY TO 
SUBMIT A FINAL IP 
REPORT TO YOUR 

LOCAL HEALTH 
DEPARTMENT 
SHOULD YOU 

CLICK ON THE 
CLOSE PERIOD 

BUTTON. 
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SCHOOL/CHILDCARE: Custom CA 60 Labels:   
 
This is a custom report to print out individual labels for a select group of students off your roster.  See Reports, 
Create Reports to get an entire roster of CA 60 Labels. 
 

 

 

 

 

 

 

 

 

 

 

 
 CA 60 Custom Labels 

 You can choose the individual student from your roster to print a label. 

 Click the Add button on the right.   

 Then click Submit after you have chosen those students from your Roster, you will be taken back to the 
Home Page.  Click Retrieve Results to view and Print. 

 Use Avery 5163 2‖ x 4‖ labels. 
 

IMPORT/EXPORT (this option only viewable when enabled) 

Transferring immunization data from an approved School Master System is available. To add students and their 
immunizations to your Roster via a transfer from an approved School Master System, permission must first 
be granted. For more information, contact your local health department or call the MCIR Helpdesk at MPHI at 
888-243-6652 or MCIRHelp@mphi.org. 
 

  
 Import/Export Menu 

To use this function, a School District must build a fixed format text (SRXF format) file from their school master 
system and have it approved by MPHI.  The specifications for this file can be found at: 
http://www.mcir.org/SCCMasterTransfer.html.  School building personnel are encouraged to consult with their 
school district IT staff before uploading a file for their school building.  Some school districts do a district-wide 
upload, while others upload on the building-by-building level.   

Follow these instructions to upload your approved School Master System file into the MCIR. 
 
From the MCIR Home Page, click on Submit File under the Import/ Export heading.  

1. Press the Browse button on the File Upload page and navigate to the file that you have exported from your 
School Master System. 

2.  Choose your building name from the drop down list. 
3.  Click Submit. 

http://www.mcir.org/SCCMasterTransfer.html
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If you have any other buildings, please repeat this process.  Utilize the Go to New Site link to navigate to each of 
your other buildings in MCIR. 
 
Click on the Retrieve Results link to get a summary report of the transfer, as well as a list of Non-matched Persons. 
Persons not matched in MCIR will need to be added manually to the Site Roster (See Add/Find under the Person 
section). 

 
MY SITE 
Under the My Site menu on the MCIR Home page, all Users have Site Preferences and User Preferences, while the 
Site Administrator will notice that they have access to two additional links: Edit My Site and View My Site List.  
Those users associated to more than one site will have the Go to New Site link. 

 

 

 

 

 

 

 

 

 

 

             My Site and View My Site List 

 

MY SITE: Site Preferences  (only seen by Site Administrators) 
Site Administrators will want to set Site Preferences to personalize their school or childcare site.  Enter the 
Signature Name, Signature Title, and Record Due Date (mm/dd/yyyy format) to appear on default 
Warning/Exclusion letters and letters produced for Incompletes through Build a Roster.  This will 
automatically fill in these fields for future Letters to Parents.  You may decide to leave this blank if you use 
many different signatures and titles. 
 
 
 
 
 
 
 
 
 
 
 Site Preferences 
 

MY SITE: User Preferences  
You may also want to fill in your User Preferences.  Enter default City, ZIP code, and County for adding New 
Persons to MCIR. 
 
 
 
 
 
 
 
 
 
         User Preferences 
 

This 

information/date 

will default on 

all letters to 

parents. 

Please Note: 

Only Site 

Administrators 

see the 

Administration 

& Edit My Site 

options. 

This option will 

automatically fill 

in this 

information on a 

new person’s 

records when you 

add one to MCIR. 
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MY SITE: Edit My Site (only seen by Site Administrators) 

This is where Site Administrators may edit information about their site (address, phone number). Make sure 
that all the information is correct. 
 
 

 
 
 

 
 Edit My Site and View My Site List 

 

It is important to keep the Edit My Site page up-to-date with the most current information.  The person assigned 

the role of Site Administrator has the ability to edit information on this page. 

  
 Home screen 

  

 

 

 

 

  
 Edit My Site 
 

Click on the Edit My Site link in the My Site section of the Home Page as shown. 

To edit a section, click on the blue tab (see below). 

After updating information click on the Submit button to save changes. 
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ADMINISTRATION (is only seen by Site Administrators) 

For all information about Adding a User and Removing a User see pages 13-15 of this Manual. 

 
REPORTS: Create Reports - When you click the Create Reports link you will see the School/Childcare 

Building Reporting screen.  All reports available are listed in the drop down window. 

 
Create Reports 

 

The MCIR system generates reports by combining and organizing individual immunization information according to 
the parameters you choose.  Since a report is created from information from your Roster, it is important that 
students’ information is accurate and current on your Roster before creating a report. 

The following are the report types are available:   
Alpha List of Students:   
 Creates a list of students that are on your Roster, sorted by grade, then alphabetically.  Student’s addresses 

can be added to this report. 

IP 100/101:  
 Generates the IP Summary totals for the building broken down by dose number.  Details  include the 

immunization histories per student. 

Letters to Parents:  
 Generates a mailable letter addressed to parents of all children who are Incomplete.  Three options are 

available: Warning, Exclusion or Custom. 

Incompletes:   
Generates a listing of all students who are Incomplete.   You may select either a summary or detail option.  
Detail include the immunizations needed. 

Provisionals:   
 Generates a listing of all students who are Provisional (will become due for an immunization by the next 

reporting period.) 

Waivers:   
Generates a listing of all students who have a series or overall Waiver status. This is generally the report that 
your Local Health Department wishes you to turn in for your Waivers Report. 

Future Vaccine Need: 
 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. 

See 
Appendix 

F for 
report 

examples. 
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10-yr Td Booster:   
 Generates a listing of students who are overdue for their Td Booster as of the date specified. 

Birth Certificates:   
 Generates a listing of students with their birthdate and indicates if they have a birth certificate on file. 

Last Physical:   
 Generates a listing of students with their birthdate and date of last physical. 

Vision Screenings:   
 Generates a listing of students with their birthdate and if they have been vision screened. 

Hearing Screenings: 
 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: 
Generates a listing of people and their immunization history for printing on a CA-60 label.  Please use Laser 
2‖ x 4‖ labels, 10 on a sheet. For example Avery 5163. 

To Create a Report select Incompletes (for example) from the Report drop down selection box.   

a. Grades can be selected individually or, to select all grades, ―Choose All‖ from the Grade dropdown list. 

b. Roundup children can be included, excluded, or singled-out (only) [See note below]. 

 

Choosing Summary on the Create Reports screen will give you a list of the children that have an incomplete 
immunization record.  Choosing Detail will give you a report that has the student’s name with details of the 
immunization record and what dose is needed. 

 

Give the report a name in the Description box (to do this, you may delete the computer assigned title beginning 
with SIRS and replace it with a description such as Incompletes). Click the Submit button.  
 

A pop-up window will appear verifying the criteria you have selected.  After you click OK, MCIR will return to the 
Home Page.  Click on the Retrieve Results link to view your Report.   
 

    
Create Reports 

 

PLEASE NOTE: Roundup students are those children that are currently either in childcare or 

preschool that you plan on adding as kindergarten (K or DK) in the fall.  Marking them as 

‘Roundup’ and the grades or 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 1
st
 through July 31

st
 every year). 
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Create Reports Pop-up 

Select the Letter to Parents report.  Select the Grade, specify Roundup option, and select Report Period.  Give the 
report a name in the Description box.  Choose a letter type (Warning, Exclusion or Custom); enter Signature Name 
& Title, and Record Due Date (mm/dd/yyyy format).  This is the date you want the immunization 
record/documentation to be returned to you.  Click the Submit button.   
 

 
Reports and Letter to Parents   

 
A pop-up window will appear and ask if the criteria requested are correct. If this is correct, click OK.  You will be 
taken back to the Home Page.  Click on the Retrieve Results link to view the Report. 
 

The Letter to Parents report will contain: 

 Letter to Parents for the students in MCIR that matched your report criteria that are Incomplete for their 
immunizations. 

 A listing of the students in MCIR that matched the report search criteria  
 

 PLEASE NOTE:  SUMMARY REPORTS WILL ONLY REFLECT INFORMATION CHANGED IN 
YOUR STUDENT ROSTER FROM THE PREVIOUS DAY, NOT THE CURRENT DAY. 

NOTE: 
A “Letter to 
Parents” printout 
is NOT an official 
Immunization 
record.   
 
Contact the 
student’s provider 
or local health 
department for an 
official record. 
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Letter to Parent Report  

 

REPORTS: Retrieve Results  
The screen includes: 

 Refresh – Button that refreshes the screen. Click the Refresh button after retrieving a report to update the 
status.  

 Description – Column that displays the report name. The report name is a link that opens the Report 
Details screen when clicked. 

 User – Column that displays the User ID of the person who submitted the report. 

 Target Date – Column that displays the date the report requested should be completed. 

 Status – Column that displays the status of the report (Waiting to be processed, Retrieved, or Ready). 

 Delete – Link that deletes the report (appears after a report has been viewed) 

When your report is ready it will show a Report link. Click on this link. Your report will open in Adobe Reader.  

If you need to download Adobe Reader, click the Print Help link at the top right of the screen or visit 

http://www.adobe.com/products/acrobat/readstep2.html 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

Retrieve Scheduled Results Screen 

 

http://www.adobe.com/products/acrobat/readstep2.html
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OTHER – Get News 
 
Clicking on the Get News link opens up the MCIR News screen in a new popup window.  The MCIR News screen 
is updated by your Local Health Department with important information.  You can view or print this screen. 
 

  
Getting the MCIR News Screen 

 

Clicking on the MCIR.org link opens up the www.MCIR.org website where you can find more information, 
forms, and tip sheets about MCIR.  Click on the picture of the yellow school bus for school and childcare 
information.  

 

 

 
 Getting the MCIR News Screen 
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OTHER: Exit Application 
Clicking on the Exit Application link will properly end your session on the MCIR system. You will be taken back to 
the State of Michigan Application Portal and the SSO section of MCIR.  When you click on Sign Off link a pop-up 
window will appear that asks you ―Do you want to close this window?‖ Click Yes.  

 
 
 
 
 
 
 
 
 
 
 

State of Michigan Single Sign On/Off Screen 

 
 

 
 
 

 
 
VII. PERSON RECORD 
 

PERSON RECORD: General Information 
After a search, the General Information screen is displayed.  Information on this screen needs to be verified to 
make sure that the correct student has been found. Although some information is read-only, most of it can be 
modified by clicking one of the two Edit links. This screen shows the child’s Person Information, School/Childcare 
Information and two important Buttons (Unlock Person, and Take Off Roster). 

 
General Information Screen 

 

Due to the protected health information  in MCIR it is very important  

that you also Sign OFF on the SSO Application Portal page. 
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The Person Information area shows the parent/guardian address.  This is where Letters to Parents will be 
addressed.  Click the Address Edit link to update this information.  The Edit Address Popup window will 
appear (see below).  Update the address in the popup window. Make sure to click on the Submit button to save 
your changes. 

 
Edit Address Screen 

 
If the new address is not valid according to U.S. Postal Service rules, you will see this message at the top 
of the General Information Screen: 

 
 
To update the phone number, click the Phone Edit link.  The Edit Phone popup will appear.  After 
updating the phone number, click the Submit button to save changes. 
 

 
Edit Phone Screen 

 

The School/Childcare area allows you to view the following information about a student: 

 

YOU CANNOT EDIT: Name, Birthdate, Gender, and Mom’s Maiden Name 

Click on the Address Edit link to update the Address 

 Updating an Address will cause the child’s immunization status to be reassessed 

 

Click on the Phone Edit link to update the Phone 

 

Click on the School/Childcare Edit link to update: Student ID, Grade, Report 

Period, Last Physical Date, Language, McKinney-Vento Act, Birth Certificate, 

Vision Screened, Hearing Screened (Childcare sites only), or Roundup (available 

for Schools only from January 1
st
 through July 31

st
)  
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1. Student ID - Text or numerical-based number given to the student by their school or childcare center. Using 
student IDs is highly recommended and helps you uniquely identify the student you are looking for.  

2. Grade – The grade in which the Person is currently enrolled.   (C for Childcare/Preschools, DK-12 for 
Schools, Alternative Education, Special Education, Adult Education, Career and Technical Preparation 
and State Agency). 

3. Reporting Period – This is where the current Report Period is entered. 

4. Last Physical Date – Date of last physical exam within the last 12 months. This is required for Childcare 
and Head Start programs. 

5. Language – Choose English (defaulted) or Spanish. 

6. McKinney-Vento Act – this box may be checked for children who are homeless.  Please verify this 
information with your local Health Department before checking this box. 

7. Birth Certificate – Required at time of school enrollment. 

8. Vision Screened – All Kindergarteners need to be vision screened.   

9. Hearing Screened – Only Childcare sites will see this option.  

10. Roundup - Only School sites will see this option. These are children that will be attending Kindergarten the 
following fall.  Children marked with the Roundup flag will automatically be promoted to Kindergarten on 
the first Friday of August. The Roundup checkbox is turned off July 31st every year.  

 

NEW in Fall 2011: to update any of these items, you must click on the School/Childcare Edit link.  
The Edit School/Childcare Info Popup will appear. 

 

 
Edit School/Childcare Information Screen 

 
If you make any changes to this popup, you must click on the Submit button for them to save.  
 
Be sure to click on the Unlock Person button when you leave a student’s record, which will make sure the 
record is available to others. From this screen you can also remove the Person from your Roster by clicking 
on the Take off Roster button.  
 

 
 
 
 
 
From the Person tab on the General Information page you can click on the Status, History & Add Imm 
links.  

Note: All person’s records that are viewed will be automatically added to your roster. 
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PERSON RECORD: Immunization Status 

The Immunization Status screen shows the person’s current immunization profile, based on immunizations already 
entered into MCIR. The Immunization Status is based on the State of Michigan’s Immunization Rules as defined in 
the Public Health Code by Public Act 368 of 1978, as amended, Part 92 (see Appendix B). 

The information displayed on the Immunization Status screen is divided into three areas:  Personal Information, 
Status Message, and Administered Vaccines. 

 

 
Immunization Status Screen 

 

The Immunization Status Message will show a person's immunizations as Incomplete, Complete, Waiver or 

Provisional.  Color-coded assessment boxes display a status message as shown below. 
 

 
 

The Administered Vaccine area displays the dose number that is to be given next, along with the overdue date. 
 

PERSON RECORD: Immunization History 

 
The Immunization History screen allows you to view, edit, delete, or print a student’s immunization history.  This 
screen needs to be reviewed prior to entering immunization information to avoid duplication.  This screen 
displays a list of vaccines that have been administered to the student.  For each vaccination recorded in the system, 
the following information is displayed: Vaccine Series, Dose number, and dose dates. Reported vaccine non-
administrations will appear under the Waivers/Titers section of this screen.  This area displays the date the 
information was entered, and the reason for non-administration. 
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Immunization History Screen 

 
 

PERSON RECORD: Add Immunizations and Add a Waiver 

 
Click on the Add Imm link to add immunizations and enter waivers. It is important that historical immunization 
information is added to a student’s record.  MCIR uses the immunization history to determine if a student is current 
on their vaccinations. Examples of historical information include the first dose of Hepatitis B vaccine given at the 
hospital, or if Varicella immunity (chickenpox disease) has been documented on a record. 
 

 
Add Immunization and Add Waiver Screen 

 
MCIR displays and stores dates in MM/DD/YYYY format.  You may enter immunization dates in any order and 
MCIR will sort them chronologically after you click Submit. 
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The Had Disease/Titer section allows you to document immunity to the disease the Person had or titers the 
Person had drawn and confirmed as positive by a laboratory.  To document Had Disease/Titer, check the correct 
box for the disease or titer you are recording.   
 
To document a waiver, select the reason for waiver listed next to the vaccination series.   The choices are Religious, 
Medical & Other. 

 Medical waiver should only be recorded if a current Medical Contradiction Form (see 
School/Childcare packet found in the www.MCIR.org/School/Childcare top download) is on file. 

A parent or guardian wishing to exempt his or her child from a particular vaccination must provide a written 
statement indicating the religious or philosophical objections to the vaccination(s).  A child who has been exempted 
from a vaccination is considered susceptible to the disease or diseases for which the vaccination offers protection.  
The child may be subject to exclusion from the school or program, if the local and/or state public health authority 
advises exclusion as a disease control measure. 
 
Once you click the Submit button the immunization record becomes part of the immunization history and can 
only be edited or deleted on the Immunization History screen.  
 

PERSON RECORD: Edit Immunizations 
 
The MCIR system allows for the editing and deleting of immunization history records. You may only edit and 
delete records that your school/childcare staff has entered into the MCIR.  These editable vaccine records 
are identified in red and they are underlined.   
 

If you cannot edit or delete an immunization, you must submit the School/Childcare Petition to Modify 

MCIR Data form to the MDCH Immunization Division if corrections must be made.  See Appendix D of 
this manual for the most current form. 
 
Steps to Edit or Delete an Immunization or Waiver/Titer  

1) Go to the Person’s Immunization History screen.  Click on the date that you want to edit.  
2) The Edit Immunization screen will pop up. On this screen, you are able to modify: 

 Date Administered 

 Non-administration  

3) After editing the date, click OK to save your changes. 
4) If you wish to delete the date, click the Delete button.  A pop-up box will open asking, "Are you sure you 

want to delete the shot?" Click the YES button, and the record will be deleted.  
 
Note: Any shot deleted from the MCIR cannot be recovered. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Edit Immunization Screen 

 

http://www.mcir.org/School/Childcare
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VIII.   OTHER INFORMATION  

 

OTHER INFORMATION: Print, Print Help, View, Home & Exit Links 

Apart from the Home Page, the Print Help, Home & Exit links will be on the top right corner of every screen.  The 
Print Help opens a page explaining how to download a free updated version of the Adobe Reader program that is 
required to print any type of report from MCIR. The Home link returns you to the Home page. The Exit link will 
properly end your session on the MCIR system. Clicking on the Print link will reveal a pop up box stating that 
printing is in progress. An individual CA60 label can be obtained by clicking on the Print Label link. The View link 
reveals a print preview of a letter to parents of the selected child. 
 
 

         
 
 

Print Menu 

 
 
OTHER INFORMATION: Automatic Grade Promotion 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

 Automatic Grade Promotion On the First Friday of August: Rules 

1) Students on migrant school rosters are excluded from the automatic promotion process. 

2) All non-migrant school and childcare waivers will be removed from the MCIR, unless: 
a) The student is marked for the current school (next one will be November 2012) or childcare (October 

2011) report period, and/or 
b) The student is marked K for Roundup (with a NG or C for grade and roundup box checked.) 

3) Students who have been assigned a grade between DK and 12 will be promoted to the next grade, as long as 

the student’s Roundup box is not checked.  DK will promote to K, and 12 will promote to NG (No 
Grade). Grades SE, Alt, AE, and CTE will remain the same.  

4) Students whose Roundup box is checked will: 
a) Have their grade updated to 'K', if their grade is not already K or DK, and 
b) Be removed from any Childcare site roster. 

5) After grade promotion is complete: 
a) Any student with a grade of DK, K or 6 will have their report period automatically set to November of 

this year, and 
b) All Roundup boxes will be automatically unchecked. 

Waivers:  
All School & childcare-entered waivers will be deleted, unless the student is marked for the current school or 
childcare report period (November or October), and/or the student is marked for K Roundup.  Waivers 
should not affect any migrant schools or child cares. 

McKinney Vento 
All school & childcare students who are checked for McKinney Vento will be have the McKinney Vento box 
unchecked, unless the student is marked for the current school (November) or childcare (October) report 
period. 
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OTHER INFORMATION: MCIR Resources 

 
 
Reporting & Training Questions - School and childcare users of the MCIR system are encouraged to contact 
their Local Health Department with questions they have regarding reporting and training. 
 

 
Registration & Technical Questions - Contact the MCIR Helpdesk for assistance with technical issues 
related to:  computer configuration, Single Sign-On (SSO) & MCIR registration problems, system 
enhancement requests, & resetting passwords.  

 

Training materials, Quick Tip Sheets, and other MCIR information is available at www.MCIR.org.  Look 
in the School/Childcare section of the Resource Library. 

 

 

 
 
 
 

 
 
 
 

MCIR Helpdesk, 1-888-243-6652, MCIRHELP@mphi.org, 8:30 to 4:30 p.m., 
Monday through Friday. 

http://www.mcir.org/
mailto:mcirhelp@mphi.org
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IX. APPENDICES 
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Appendix A 
 

How to Use the * for Wildcard Searches 
 
Using the wildcard (asterisk, *) can expand your search when you’re not sure of a name spelling, or if the name may contain a 
hyphenated or multi-part name.  Also, you will want to search this way to avoid duplicating existing MCIR records. Using the 
* will bring these records up; not doing so means you may miss the very record you’re looking for.  Here are some name 
examples and searching tips: 

 Jacquelyn could also be spelled as Jacqueline (search as Jacquel*) 

 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: 

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

  *Juan* or *Castro* in the First name 

Often, searching using only the first name (or part of the first name with a wildcard *) with the birth date is the 

most efficient search.   

 Using the FEWEST 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.   
 

To obtain a specific and appropriate match, use information from the student's birth certificate. MDCH’s Division for Vital 
Records & Health Statistics updates the MCIR for anyone born in Michigan on or after January 1, 1994. Many of these 
updates are completed via an Electronic Birth Certificate (EBC). Ninety-seven percent of all children born in Michigan are 
entered into the MCIR within two weeks. However, a newborn's record may not be in the MCIR due to a child not being 
born in a Michigan hospital or due to a processing delay. If a child has been recorded into the MCIR using data obtained 
from the EBC, the child’s legal name and date of birth are good search criteria. 
 
Note: you will not be able to add new child records to MCIR using a * search. 
 
 
When is it OK to add a new child record to MCIR?   1. After multiple wildcard (*) searches 

2. If child was born outside of Michigan 
 3. If child was born on or before January 1, 1994 
 

To add a child, you will need to search twice in a row using the exact same criteria each time. Then you will get the option to 
add a child.  
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Appendix B 
MDCH DIVISION OF IMMUNIZATION SCHOOL/CHILDCARE RULES 

 

DEPARTMENT OF COMMUNITY HEALTH 

 

BUREAU OF EPIDEMIOLOGY 

 

COMMUNICABLE AND RELATED DISEASES 
 

(By authority conferred on the department of  community  health  by  sections  

2226(d),  2233,  5111,  5125  and  9227  of  1978  PA   368   and   Executive  

Reorganization  Order  Nos.1996-1  and  1997-4,  MCL  333.2226(d),  333.2233,  

333.5111, 333.5125, 333.9227, 330.3101, 333.26324, 333.5114, and MCL 16.109)  

 

Below is an excerpt from the MDCH Department of Community Health Bureau of Epidemiology 

Communicable and Related Disease, the entire document can be viewed at: 

http://www.state.mi.us/orr/emi/admincode.asp?AdminCode=Single&Admin_Num=32500171&Dpt=CH&R

ngHigh. 

**** 

R 325.176  Immunizations required of children  attending  group  programs  or  

entering school. 

  Rule 6.  

  (1) As used in this rule: 

(a) "Certificate of immunization" means a medical, health department, school, or 

personal record which indicates the dates when each dose of a vaccine was 

given to an individual and which is certified by a health professional or 

local health department. 

(b) "Exemption" means a temporary or permanent waiver of 1 or more of the specific 

immunization requirements for medical, religious, or other reasons.  

(c) "Medical exemption" means a written statement from a physician that a 

vaccination is medically contraindicated for a particular child for a 

specified period of time. 

(d) "Religious or other exemption" means a written statement which is signed by the 

parent, guardian, or person in loco parentis of a child, which certifies 

that immunization is in conflict with religious  or  other convictions of 

the signer, and which includes the name and date of birth of the child. 

(e) "Vaccine" means an agent for immunization against an infection or disease 

caused by an infectious agent. 

 

(2) A child who is 2 months through 3 months of age and who is registered in a program 

of group residence or care shall have received at least all of the following 

vaccines:  

(a) One dose of any appropriate diphtheria vaccine. 

(b) One dose of any appropriate tetanus vaccine. 

(c) One dose of any appropriate pertussis vaccine. 

(d) One dose of any appropriate poliovirus vaccine. 

(e) One dose of any appropriate Haemophilus influenzae type B vaccine. 

(f) One dose of any appropriate hepatitis B vaccine or a laboratory finding of 

hepatitis B immunity or disease satisfies this requirement. 

 (g) One dose of any appropriate pneumococcal conjugate vaccine.   

 

(3) A child who is 4 months through 5 months of age and who is registered in a program 

of group residence or care shall have received at least all of the following 

vaccines: 

(a) Two doses of any appropriate diphtheria vaccine. 

(b) Two doses of any appropriate tetanus vaccine. 

(c) Two doses of any appropriate pertussis vaccine. 

(d) Two doses of any appropriate poliovirus vaccine. 

(e) Two doses of any appropriate Haemophilus influenzae type B vaccine. 

(f) Two doses of any appropriate hepatitis B vaccine or a laboratory finding of 

hepatitis B immunity or disease satisfies this requirement.  

http://www.state.mi.us/orr/emi/admincode.asp?AdminCode=Single&Admin_Num=32500171&Dpt=CH&RngHigh
http://www.state.mi.us/orr/emi/admincode.asp?AdminCode=Single&Admin_Num=32500171&Dpt=CH&RngHigh
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(g) Two doses of any appropriate pneumococcal conjugate vaccine. 

(4) A child who is 6 months through 15 months of age and who is registered in a 

program of group residence or care shall have received at least all of the 

following vaccines: 

(a) Three doses of any appropriate diphtheria vaccine. 

(b) Three doses of any appropriate tetanus vaccine. 

(c) Three doses of any appropriate pertussis vaccine. 

(d) Two doses of any appropriate poliovirus vaccine. 

(e) Two doses of any appropriate Haemophilus influenzae type B vaccine.(f) Two 

doses of any appropriate hepatitis B vaccine or a laboratory finding of 

hepatitis B immunity or disease satisfies this requirement. 

(g) Pneumococcal conjugate vaccine as shown by either of the following: 

(i) Three doses of any appropriate pneumococcal conjugate vaccine. 

(ii) Receipt of an age appropriate complete series of any appropriate 

pneumococcal conjugate vaccine. 

(5) A child who is 16 months through 18 months of age and who is registered in a 

program of group residence, care, or camping shall have received at least all 

of the following vaccines: 

(a) Three doses of any appropriate diphtheria vaccine. 

(b) Three doses of any appropriate tetanus vaccine. 

(c) Three doses of any appropriate pertussis vaccine. 

(d) Two doses of any appropriate poliovirus vaccine. 

(e) Haemophilus Influenzae type B vaccine age as shown by either of the 

following: 

(i) Receipt of 1 dose of any appropriate haemophilus influenzae type B vaccine 

at or after 15 months of age. 

(ii) Receipt of a complete series of any appropriate haemophilus influenzae 

type B vaccine. 

f) One dose of any appropriate live measles vaccine at or after 12 months of 

age. A laboratory finding of measles immunity satisfies this requirement. 

(g) One dose of any appropriate live mumps vaccine at or after 12 months of age. 

A laboratory finding of mumps immunity satisfies this requirement. 

(h) One dose of any appropriate live rubella vaccine at or after 12 months of 

age. A laboratory finding of rubella immunity satisfies this requirement. 

(i) Two doses of any appropriate hepatitis B vaccine or a laboratory finding of 

hepatitis B immunity or disease satisfies this requirement.  

(j) Pneumococcal conjugate vaccine as shown by either of the following: 

(i) Four doses of any appropriate pneumococcal conjugate vaccine. 

(ii) Receipt of an age appropriate complete series of any appropriate 

pneumococcal conjugate vaccine.  

(6) A child who is 19 months through 4 years of age and who is registered in a program 

of group residence, care, or camping shall have received at least all of the 

following vaccines: 

(a) Four doses of any appropriate diphtheria vaccine. 

(b) Four doses of any appropriate tetanus vaccine. 

(c) Four doses of any appropriate pertussis vaccine. 

(d) Three doses of any appropriate poliovirus vaccine. 

(e) Haemophilus influenzae type B vaccine as shown by either of the  

following: 

 (i) Receipt of 1 dose of any appropriate Haemophilus influenzae type B  

vaccine at or after 15 months of age. 

 (ii) Receipt of a complete series of any appropriate Haemophilus influenzae  

type B vaccine. 

 (f) One dose of any appropriate live measles vaccine at or after 12 months  

of age. A laboratory finding of measles immunity satisfies this requirement. 

 (g) One dose of any appropriate live mumps vaccine at or after 12 months of  

age. A laboratory finding of mumps immunity satisfies this requirement. 

 (h) One dose of any appropriate live rubella vaccine at or after 12 months  

of age. A laboratory finding of rubella immunity satisfies this requirement. 

 (i) Three doses of any appropriate hepatitis B vaccine or a laboratory  

finding of hepatitis B immunity or disease satisfies this requirement. 

 (j) Have evidence of varicella immunity as shown by any of the following: 

 (i) One dose of any appropriate varicella vaccine at or after 12 months of  

age. 

 (ii) Laboratory evidence of varicella immunity. 

 (iii) A parent, guardian, person in loco parentis, or physician statement  

that the child has had varicella disease. 

 (k) Effective January 1, 2007, pneumococcal conjugate vaccine as shown by  

either of the following: 
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  (i) Four doses of any appropriate pneumococcal conjugate vaccine. 

  (ii) Receipt of an age appropriate complete series of any appropriate  

pneumococcal conjugate vaccine. 

 (iii) Receipt of 1 dose of any appropriate pneumococcal conjugate vaccine  

at or after 24 months of age. 

 (7) A child who is 5 years of age and who is registered in a program of  

group residence, care, or camping shall have received at least all of the  

following vaccines: 

 (a) Four doses of any appropriate diphtheria vaccine. 

 (b) Four doses of any appropriate tetanus vaccine. 

 (c) Four doses of any appropriate pertussis vaccine. 

 (d) Three doses of any appropriate poliovirus vaccine. 

 (e) One dose of any appropriate live measles vaccine at or after 12 months  

of age. A laboratory finding of measles immunity satisfies this requirement. 

 (f) One dose of any appropriate live mumps vaccine at or after 12 months of  

age. A laboratory finding of mumps immunity satisfies this requirement. 

 (g) One dose of any appropriate live rubella vaccine at or after 12 months  

of age. A laboratory finding of rubella immunity satisfies this requirement. 

 (h) Three doses of any appropriate hepatitis B vaccine or a laboratory  

finding of hepatitis B immunity or disease satisfies this requirement. 

 (i) Have evidence of varicella immunity as shown by any of the following: 

 (i) One dose of any appropriate varicella vaccine at or after 12 months of  

age. 

 (ii) Laboratory evidence of varicella immunity. 

 (iii) A parent, guardian, person in loco parentis, or physician statement  

that the child has had varicella disease. 

 (8) A child who is 4 years through 6 years of age and who is entering  

school shall be in compliance with all of the following immunization  

requirements: 

 (a) Have received 4 doses of any appropriate diphtheria vaccine and, if a  

dose was not received on or after the fourth birthday, a booster dose at  

school entry. 

 (b) Have received 4 doses of any appropriate tetanus vaccine and, if a dose  

was not received on or after the fourth birthday, a booster dose at school  

entry. 

 (c) Have received 4 doses of any appropriate pertussis vaccine and, if a  

dose was not received on or after the fourth birthday, a booster dose at  

school entry. 

 (d) Have received 4 doses of any appropriate polio vaccine. If dose 3 was  

administered after the fourth birthday only 3 doses are required. 

 (e) Have evidence of measles immunity as shown by either of the following: 

 (i) Two doses of any appropriate live measles vaccine received after the  

first birthday, not less than 28 days apart. 

 (ii) Laboratory evidence of measles immunity. 

 (f) Have evidence of mumps immunity as shown by either of the following: 

 (i) Two doses of any appropriate live mumps vaccine received after the  

first birthday, not less than 28 days apart. 

 (ii) Laboratory evidence of mumps immunity. 

 (g) Have evidence of rubella immunity as shown by either of the following: 

 (i) Two doses of any appropriate live rubella vaccine received after the  

first birthday, at least 28 days apart. 

 (ii) Laboratory evidence of rubella immunity. 

 (h) Three doses of any appropriate hepatitis B vaccine or a laboratory  

finding of hepatitis B immunity or disease satisfies this requirement. 

 (I) Have evidence of varicella immunity as shown by any of the following: 

 (i) Beginning January 1, 2010, two doses of any appropriate live varicella  

vaccine at or after 12 months of age. 

 (ii) Laboratory evidence of varicella immunity. 

 (iii) A parent, guardian, person in loco parentis, or physician statement  

that the child has had varicella disease. 

 (9) A child who is 7 through 18 years of age and who is entering school or  

enrolled in grade 6, shall be in compliance with all of the following  

immunization requirements: 

 (a) Have received 4 doses of any appropriate diphtheria vaccine - 3 doses  

if the first dose was received on or after the seventh birthday. 

 (b) Have received 4 doses of any appropriate tetanus vaccine - 3 doses if  

the first dose was received on or after the seventh birthday.  

 (c) Beginning January 1, 2010, have received a dose of Tdap vaccine on or  

after the 11th birthday if 5 years have lapsed since the last dose of tetanus  
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or diphtheria containing vaccine. 

 (d) Have received 3 doses of any appropriate poliovirus vaccine. 

 (e) Have evidence of measles immunity as shown by either of the following: 

 (i) Two doses of any appropriate live measles vaccine received after the  

first birthday, not less than 28 days apart. 

 (ii) Laboratory evidence of measles immunity. 

 (f) Have evidence of mumps immunity as shown by either of the following: 

 (i) Two doses of any appropriate live mumps vaccine received after the  

first birthday, not less than 28 days apart. 

 (ii) Laboratory evidence of mumps immunity. 

 (g) Have evidence of rubella immunity as shown by either of the following: 

 (i) Two doses of any appropriate live rubella vaccine received after the  

first birthday, not less than 28 days apart. 

 (ii) Laboratory evidence of rubella immunity. 

 (h) Receipt of a complete series of any appropriate hepatitis B vaccine or  

a laboratory finding of hepatitis b immunity or disease satisfies this  

requirement. 

 (i) Have evidence of varicella immunity as shown by any of the following: 

 (i) Beginning January 1, 2010, two doses of any appropriate live varicella  

vaccine at or after 12 months of age. 

 (ii) Laboratory evidence of varicella immunity. 

 (iii) A parent, guardian, person in loco parentis, or physician statement  

that the child has had varicella disease. 

 (j) Beginning January 1, 2010, individual 11 years of age or older have  

received 1 dose of meningococcal conjugate vaccine upon entry into 6th grade.  

 (10) To satisfy the requirements in subrules (2) to (9) of this rule, each  

vaccine shall have been administered in accordance with the manufacturer's  

instructions. A 4-day grace leniency is allowed on the minimum ages and  

intervals for each vaccine. 

 (11) If the requirements for immunization cannot be completed due to  

medical reasons within 4 months of admittance, a child shall be permitted to  

remain enrolled in a school or group program for a reasonable length of time  

that is consistent with good medical practice. A statement requesting the  

enrollment of the child beyond the exclusion date shall be signed by a  

physician or local health officer and shall certify that the child is in the  

process of complying with all immunization requirements. This medical  

exemption shall be filed with the child's school or  group  program  

immunization records until it can be replaced with proof that the vaccines  

for which an exemption was granted have been received. Upon completion of the  

required immunizations, a parent shall present the school or group program  

with a certificate of immunization. 

 (12) When presented with a medical exemption, religious or other exemption,  

the administrator of a child's school or operator of a child's group program  

shall recognize the exemption status of the child. 

 (13) A standard record of the immunizations required by this rule and  

exemptions shall be maintained by every school for every pupil on forms  

supplied by the department. When a pupil transfers to another school or  

school district, the record of immunization, or a true copy of the record,  

shall be sent to the new school by the original school. 

 (14) All of the following information shall be provided to fulfill the  

requirements of section 9209(1) of the code: 

 (a) A listing, by child, of the number of doses of each vaccine received. 

 (b) The date of each immunization for each vaccine received in the series. 

 (c) A listing, by type of exemption granted, of the children who have  

exemptions. 

 (15) Not less than 95% of entering students in a school -- less the  

entering students who have medical, religious, or other exemptions -- shall  

have received vaccinations as outlined in subrules (8) and (9) of this rule. 

 (16) A principal of a school or operator of a group program shall make  

immunization records available for inspection by authorized representatives  

of the department or the appropriate local health department. The local  

health officer shall also make public clinic immunization records available  

to local schools or group programs for the purpose of verifying pupil  

immunizations. 

 (17) A requirement for immunization with a specific vaccine may be  

suspended temporarily at the request of the department director for reasons  

of inadequate vaccine supply. 

 

History: 1993 AACS; 1994 AACS; 1995 AACS; 1999 AACS; 2006 AACS; 2009 MR 19, 
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Oct. 2, 2009. 

 

 

The full version of the Michigan Communicable Disease Rules is available online at:  
http://www.michigan.gov/documents/mdch/2007-027_CH__Communicable_and_Related_Diseases_8-
10-09__nonstrike_bold__298507_7.pdf 
 

http://www.michigan.gov/documents/mdch/2007-027_CH__Communicable_and_Related_Diseases_8-10-09__nonstrike_bold__298507_7.pdf
http://www.michigan.gov/documents/mdch/2007-027_CH__Communicable_and_Related_Diseases_8-10-09__nonstrike_bold__298507_7.pdf


MCIR School/Childcare Manual -- updated by MPHI –September 2012               Page 47 

Appendix C 
 
PROCEDURE FOR CHANGING SCHOOL/CHILDCARE BUILDING NAMES IN MCIR 
 
All school building names, addresses, and telephone numbers are loaded into MCIR automatically from the Michigan 
Department of Education’s school code master. If you require that information about your school be changed, please 
follow the appropriate procedure below.  

 

 PUBLIC SCHOOL BUILDINGS 
The following steps to change a school name: 

1. Each school district has an authorized user for the Educational Entity Master (EEM). This person needs to log 
into the system and make the necessary changes. 

OR 
2. If the school district does not know their authorized user, they can e-mail the State of Michigan Department of 

Education’s (MDE) Information Technology Client Service Center at: Help-Desk@michigan.gov, or call 517-
335-0505. 

 Please Provide 

 Your name 

 District code 

 District name 

 EEM application name (in this case, it would be School Code Master) 

 Your telephone number (including area code and extension) 

 Your e-mail address 

 Describe the changes that are being made 
 

Note: Your Regional MCIR Help Desk and the Michigan Department of Community Health (MDCH) 
cannot request this information for you. This information will only be given to the school district. 

Questions? 
If you have any questions regarding this procedure, please contact the MDE’s Client Service Center at the e-mail 
address or phone number provided above. 

 

 NON-PUBLIC/PRIVATE SCHOOL BUILDINGS 
How To Report a Change in Your School’s Name 
1.  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 

2. The non-public or private school may mail a letter on their school letterhead with the building change to School 
Finance & School Law, Michigan Department of Education,  P.O. Box 30008, Lansing, Michigan 48909. 

 

 Please provide: 

 Your name 

 Your school license number 

 Building name 

 Address 

 Your telephone number (including area code and extension) 

 Describe the changes that are being made. 
 

Note: Your Regional MCIR Help Desk and the Michigan Department of Community Health (MDCH) 
cannot request this information for you.  

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. 

mailto:Help-Desk@michigan.gov
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Appendix D 
 Michigan Care Improvement Registry (MCIR) 

School/Childcare Petition to Modify MCIR Data 
 

INSTRUCTIONS 
See page 2 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. 
 
To Change Immunization (Shot) Dates 
Schools and child cares may request modification to immunization data (under History) for ONLY those shots that 
are highlighted in red. If the data is underlined, you have the ability to edit the immunization data. (Please see the 
MCIR School/Childcare Manual located at www.mcir.org for instructions.)  All other immunization data in the 
“History” screen that is not in red may not be modified by schools or childcares. These shots were entered by health 
care providers and can only be modified at the child’s health care provider’s request through their Regional MCIR 
office. (Please see the exception to this process noted below.) 
 
If the data is highlighted in red but not underlined, a Petition to Modify MCIR Data form (hereafter called the 
Petition) 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 
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. 
 
To Change Child’s Date of Birth or Legal Name: 
1) Verify the correct date of birth and/or legal name for the child with the documentation presented to your 

school/childcare by the parent/guardian. 
2) Print or type the correct date of birth and/or legal name on the Petition form in the box (es) provided. 
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  
 
All Petitions should be faxed to:  517-335-9855 
OR 
Mailed to:   Division of Immunization 
     Michigan Dept. of Community Health 
     PO Box 30195 
     Lansing MI 48909 
 
If you have any questions regarding this form, please call 517-335-8159 and ask for the MCIR Program. 
. 2-2010 

http://www.mcir.org/
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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 

  

Name of Person Completing This Form 
County This Site is 

Located In 
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.  

Vaccine Name 
MCIR Date Correct Date           Choose One 

(mm/dd/yyyy) (mm/dd/yyyy) Modify Delete 

     

     

      

     
Requested documentation is required to make any changes in MCIR 

 

To change Date of Birth -or- To change a Child’s Name               Please Print or Type 

Correct Last Name  

Correct First Name  

Correct Middle Name  Sex:    F    M 

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

 Correct Birth Date 
mm dd yyyy 

   

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 Community Health             2-2010 
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Appendix E 
 

Schools and Childcare: How to Build a Roster with an External CSV 
Datafile 

 

Roster 

A Roster is a listing of students that have been associated with your School or Childcare site in the 
MCIR (Michigan Care Improvement Registry). 

These directions cover how to add children to a school or childcare roster by uploading a csv file of 
names of students and their date of birth to build the roster. Loading external data as a .csv file will 
build a roster quickly. A report is listed when finished that will show both Matched and Non-matched 
children (children not found in MCIR) 

Roster Requirements  
Only children who are required to be reported should be on the Roster, unless special arrangements 
have been made with the local health department to include any additional children.  

For Childcare sites:  
 All students (exception: school-age children, who will be reported by their school) 

For School sites: 
 Kindergarteners 
 New enterers (new to your school district) 
 6th Graders 

How to Build a Roster  

1. From the Home Screen, on the Sch/CC box/tab, then the Build Roster link . 

  

 

2. At this link you will see the link to Load External Data.  

 
 

External File Help 

Link:  This link will 

take you to a help 

window describing 

the process for 

loading the external 

data.  See next page 

for specifics 
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3. Click the Load External Data button.  

 

4. Click Browse for your file.   

 
 

 

 
 
 
 
 

5. Click on the Submit button to start the search.  

 

6. MCIR will create the batch report request. Once the list has been created be very sure that 
you click the Submit Button Again.  

 
 

7. MCIR will add any students whose records already exist in MCIR to the Roster.  

 

8. Next Go to the Reports link 
 

 

   

Please Note:  Do not let the system idle for 60 minutes without submitting.  
This will cause you to be “timed out.”  All entries on the list will be lost.  Click 
the Submit button before a long break to ensure that the students will be added 
to your Roster. 

 

 

 

 

NOTE: The specifications for this file follows: 
The file must be a comma delimited text file. The extension is irrelevant, but often 

times is '.CSV'. 
 

Data should be in the order of date of birth, last name, first name, student id. For 

example:  YYYYMMDD,LastName,FirstName,StudentID 

 
If a MCIR record does not already have a student id, there still needs to be a comma to 

hold the place of the field. 

For example: 20051001,Doe,John, 
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9. Go to Retrieve Results link  
 

 
 

10. Click on the word Report  
 

11. This report will show a list of students who were Matched (added) and/or Non-Matched 
(not added). All matched students will be added directly to the roster. Students who are 
listed as Non-Matched will need to be searched for individually in the MCIR through the 
Add/Find link.  

 

 
 

If you have questions about building a Roster, call the MCIR Helpdesk at 1-888-243-6652.  
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Appendix F 
 

Report Examples 
Alphabetical List of Students with address 

 
 

IP 100/101 Report Summary-This reports run overnight 
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IP 100/101 Report Detail 
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Letter to Parents (Runs for Incomplete children with a valid current reporting period) 
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Alphabetical List of Incomplete (Summary) 

 
 
Alphabetical List of Incomplete (Detail) 

 
 
Alphabetical List of Waivers 

 Note that the waivers list includes number of the total number of waivers and the number of children that have waivers. 

 
 
List of Waivers-second page of report 

 

Note that this report is 

generally required to 

accompany any of your waivers 

to your local health department. 
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Future Vaccine Need Letters, the Alphabetical List of students that will be overdue for vaccines now 
through the end of the year and a list of those with no letters due to an invalid address.  
 
Below is the letter. 

 
 

Report information is continued on next page 
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This is the list of the children that follows the letters for the Future Needs Report, it lists everyone that 

received a letter 

 
 
This is a list of the children that will not receive a letter because they have an invalid address. 

 
 
Alphabetic List of Students without Birth Certificates 
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Alphabetical List of Last Physical  

 
 
Vision Screening 

 
 
CA 60 Labels - Print on Avery 5163 labels  

 
 

NOTE: If the child has too many vaccines you will see this message 


