
Search for a Person 
in the MCIR



1. Your MCIR home 
screen will display

2. Go to the Person 
section box

3. Click Add/Find

MCIR Home
Screen



4. Enter legal 
Last Name.

5. Enter legal 
First Name.

Find Person Screen



6. Enter manually 
using 

or 

click the mini 
calendar

Date of Birth Required

2-digit month
2-digit day
4-digit year



7. After all 
information is 
complete, click 
submit.

Click Submit



A Person’s MCIR 
General Information 
Record

8. A successful search 
displays the person’s 
MCIR General 
Information record.



If Multiple Persons are Listed

The person browse 
roster screen displays a 
list of multiple people 
born on the entered 

birth date after 
searching.

If the person you are 
searching is identified, 

then
click that 

hyperlinked name.



Access the 
Wildcard Search 

video

Use an * asterisk in 
place of any 

character 
in the person’s name

that is unknown.

Having Trouble Finding a Person?

*est*

http://r2mcir.org/videos/MCIRBasicsWildcard.html


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

Click OK.

Click Submit.

Person Not Found Pop Up Screen



If person is not found, then select 
Add Person.

Person Not Found Pop Up Screen



A Person’s MCIR 
General Information 
Record

9. The new person’s
completed MCIR
General Information
record displays after a
successful search.



The End.




