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Washtenaw County
MCIR/SIRS Quick Instructions:
How to report Immunizations via the MCIR system
More detailed directions can be found at www.mcir MCIR School/ Childcare Manual 2/ 2010

1. Register: Each site must register a Site Administrator. Obtain and sign a MCIR School/Childcare Site Access Application from www.mcir.org Resource Library; Schools/Childcares: Forms. Fax it to the Help Desk at 517-324-6099. Refer to the MCIR School/Childcare Manual pages 5-12 for further instruction.
 
2. A Request to Change Site Administrator agreement is needed if there is a new 
      Site Administrator at your site. Find form on www.mcir.org , (see above)

      3.  Once a Site Administrator is registered, they will have the ability to add and
     delete other Users from MCIR. Both the Site Administrator and the Site User 
     can do the MCIR reporting.

4. When you have your User Id and Password go to www.mcir.org  SSO Login- 
    Enter user id and password and click on LOGIN. Remember these numbers. 
    Write them down!

      5. If your password has expired or you have misplaced it, call the Help Desk at
          1-888-243-6652.

      6. Build your roster of students. (Go to MCIR Resource Library-School/Childcares-
          Quick Tip Sheet-How to Build a Roster)
· Schools
          -Print a copy of last year’s roster to keep on file. (To print-click on Ctrl P).
  - Delete last year’s students from your roster.             
            -To delete all students from roster…click on Modify Roster (top right of
             screen), put a check in the box next to the students name by using Check 
            All function; go to bottom of screen, and select Delete Checked,Submit,OK.         
       Public schools- Enter all new entrants to the district, kindergarteners and
                sixth graders.
                   Private schools-Enter all new entrants to your school, kindergarteners and 
                sixth graders
      -If you built a roster of Kindergarteners during round-up in March and checked
     “Round-up”, by August 2 they will automatically be on your roster for the  
                  current reporting period. If they are not attending your school, delete them from
       your roster.






·      Preschool/Childcares:										2.
               -Delete students no longer in your center.
                   - To delete some students from roster…Click on Modify Roster. Put a check in 
                      box next to student name, Click on Delete Checked, Submit,OK.

                   -CHANGE THE REPORTING PERIOD TO THE CURRENT YEAR for the 
                     children that remain on your  roster. It should say OCT 11.
                        - To change the Reporting Period…Click on Modify Roster, Check 
                     All, Go to Modify Checked (bottom left of screen), Select Reporting Period for 
                     current year, Submit, OK. 

  7.  Non-Matched Students: Check Report after you roster is built to find a list of students
      who were not matched to the Michigan Care Improvement Registry data base. 
                  -Go to Reports, Retrieve Results. A list of matched and non-matched students
                    will be found there. The non-matched students need to be searched for 
                     individually in MCIR.
                  - If they were born in Michigan and you cannot find them, please call WCHD 
                     to request a thorough search before you create a new record.
                   -If they were born in another state or another country, you must create their record 
                     yourself. Ask the child’s parents if you can enter their immunization information 
                     into MCIR.
             -To create a child’s record: After several unsuccessful searches, MCIR will allow 
               you to add a child to the registry by a pop up window “Add New Person”.  
 
   8. Grade: Enter the correct grade for each student. (If the grade shows up in red, it is not 
     the correct grade for that student). 
              - If you have a list of Kindergarteners and Sixth Graders and want to add their 
                 grade all at one time: Click on Modify Roster, check the box next to each   
                 Kindergarteners’ name, click on Modify Checked, select Grade, Submit, OK. 
                 Repeat for Sixth Graders.
              -For other new entrants, Click on Modify Roster, check box next to that 
                students name, click on Modify Checked, click on correct grade in drop down 
                box, Submit,OK.

9. MCIR automatically assesses the students’ record and will determine if they are Complete, 
    Incomplete, Waived or Provisional. (Provisional-need more immunizations but it is not
   appropriate to give them at this time because of the interval needed between immunizations)

10. Determining the status of groups of students: Click on the circle before the IS on the
      blue shaded line of your roster. This will prioritize the student list for Incomplete, 
     Provisional, Waiver, and Complete or by Grade 

11. Incomplete Records: If the student’s record is incomplete you will need to check the
      copy of the student’s immunization record that the parent supplied at registration. Enter
      immunization data not previously entered.
         -To Add Immunization Data: (See MCIR School/Childcare Manuel 2010 pages 36-37)
              -Click on History to view the student’s immunizations. Note which immunizations
                have not been entered into MCIR
              -To add additional immunization dates click on Add Imms 
              - Enter missing immunization information in Administered Dates area, Submit,
               OK. What you enter will show up highlighted in red.     
               -If the student is still Incomplete you will need to send the parent a letter that you
                can generate in Reports. 

														3.
12. To generate letters for those students who are Incomplete: (See MCIR School/          
              Childcare Manual 2010, page 30)
                  - Go to Create Reports. On report drop down, click Letters to Parents, Add in 
                     signature name, signature title, and record due date. Submit, OK.
                  - Go to Retrieve Results, look under description, once it says it is ready, and click 
                    on Report, Print letters. 

13. If the parent wants to waive immunizations, the parent needs to sign a June 1,2011
       Immunization Waiver Form. (See Immunization Waiver and Medical Contraindication  
       Form Directions—included in this packet)

14. Waivers: To add waiver information:
             -Click on student name
	 -Click on Status 
             -Look at Administered Vaccines. Any vaccine that does not say Complete should be 
              checked on the waiver.
             - To add waived immunizations; 
      Click on Add Imm at top left of screen, Go to waivers on the right of
                   screen, click on drop down box by the immunization that is being waived
                   select “Other or Religious”, Submit,OK.	  
              -ONLY if a student has a Medical Contraindication Form signed by a doctor, 
                  select “Medical”.
               -If a student is still listed as Incomplete, parent needs to check the additional 
                 vaccine(s) on the waiver and they need to be entered.
              -Unlock Person (bottom of page)           
   
15. Generate an Alphabetical List of Waivers: When all waivers have been collected and 
       put into MCIR, run an Alphabetical List of Waivers Report.
     (See Changes in Immunization Reporting 2011-2012–Waivers document)
            - Go to Reports, select Waiver, and Submit. Go to Retrieve Results, click on 
               Report. Print. 
            - Check that you have a waiver for each child on the list
             -Check that all of the vaccines waived on the Alphabetical List of Waivers are
              checked on the waiver that the parent signed. NOTE: Sometimes a parent will check 
               all of the boxes on the waiver-Only enter a waiver for the vaccine for which the child
              is Incomplete. Use your copies of the Incomplete letter to verify which vaccines need 
               to be waived or look at Administered Vaccines and any vaccine that does not say Complete 
              should be checked on the waiver.              
            -AFTER YOU HAVE VARIFIED EACH WAIVER FOR ACCURACY FAX the Waivers and
              the Alphabetical list of Waivers to 1-734-544-6706 Attn: Karen Manni.
                                      THIS IS A CHANGE FROM PREVIOUS YEARS

17. Opt-Out: If a parent has opted out the MCIR system a pop-up box will appear when you 
       search for the child. Call WCHD for a copy of the Opt-Out form, fill it out, and FAX it 
       back to us. It will be assessed and that student’s total number of immunizations will be
       entered into MCIR by WCHD after the reporting period has been closed.  

18. Do not close the reporting period yourself when given the option. Your waivers have to be
      confirmed by WCHD before your compliancy percentage is accurate. We will close the 
      reporting period for you.
19. “Unlock Person” after each time you view a child’s information. If you fail to unlock, another person cannot view that child’s record.               				Rev4/11								                                                                                                                                                                                                                                                          
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