
Add a Person to 
the MCIR



1. If the person’s 
MCIR record is 
not found, you 
will see this 
Pop Up screen.

2. Click OK.

3. Click Submit

If a Person is Not Found



4. If the record is 
still not found, an
Add Person pop 
up will display on 
your screen.

5. Click Add Person

Add Person Pop Up



Retrieve the 
Physical 
Inventory 
Report

Add New Person

6. Add the person’s 
information
to MCIR

7. All fields marked with 
an (*) are mandatory

8. Click Submit to save



A Person’s MCIR 
General Information 
Record

9. The new person’s 
completed MCIR 
General Information 
record displays.



The End.




