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Add a Student to the MCIR Outbreak Roster
-Manual Add

The Outbreak Roster link in the Person section is only made available when an active outbreak is present and

the link is activated by the State of Michigan.

P ow N

From the MCIR home screen select Add/Find, (Figure 1).
Type in student’s last name, first name and birth date, (Figure 2).
From the Roster* dropdown select Outbreak Roster, (Figure 2).
Click Submit.
mDHHS enigar : Mmprove mern REJIS
School/Childcare
Add/Find Build Roster Site Preferences
Roster Ip Status User Preferences
Outbreak Roster Custom CA-60 Labels Edit My Site
View My Site List
Go to New Site
Site Users Create Reports Get News
Retrieve Results MCIR.org
VIS
Exit Application
Figure 1

Find Person

Print Help

Home Exit

Person | | Sch/CC || My Site || Adm ||

| oth

Add/Find Roster OB Roster

Before adding a person, please make several attempts to locate the person in the system.

PLEASE NOTE: At least one paerson name field and a birthdate are required to add a new record.
You may use any other field for identification purposes, but using these fields will not allow you to add a new record.

This information identifies the person presenting for medical treatment

MCIR ID | | Student ID I

Last Name® | Bert | First Name® |Bacnn
Birth Date™ 01/31/2010 Gender

District Code | | Building Code [

|_I Male [_|Female

This information will be set on a person when found and added to the roster
Roster* | Outbreak Roster v |
Set Period”

| Submit | | Clear | | Cancell

Figure 2
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Delete a Student from the MCIR Outbreak Roster

1. From the MCIR Outbreak Roster screen your Outbreak Roster will display.

2. To delete a student from the MCIR Outbreak Roster click the trash can

to the right of the student’s name, (Figure 3).
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Print Help
Outbreak Roster )
Home Exit
Person I Sch/cC I My Site || Adm I Rpts | Oth
Add/Find PRoster OB Roster
Generate Report Roster Size: 10
Name Birthdate S Gr MCIRID SL OPOX Last Eval
ZZ7Blue, Cloud 04/05/2017 F 01 17003061900 5] 04/26/2025 ll
zzzCane, Candy 10/12/2017 F 01 17480647342 %] 04/18/2025 a
ZZ77Day,_Sunni 05/10/2010 U 07 168980494312 C 5] 04/23/2025 ll
Figure 3
Person: ZZZBird, Snow — e
General Information Birth Date: D5/05(2015 Print Labe| w_ -
O R Provider: Home Exit
rovider: Wiew
Person | Sch/cC My Site l | Adm | | Rpts _I.I_m.h_
From a student's Add/Find Roster Add Imm Information Status History OB Roster
General Information screen,
. Person Information MCIR ID :
click the Take Off Outbreak Namae: ZZZBird, Snow  Birthdate:  05/05/2015 Gender: Female
Roster button below Age: & Years 9 Months
the record to remove el Primary Phone (Edit): T
the student from Eﬁ[ﬁ“ Secondary Phone (Edif):
the Outbreak Roster, Kalamazoo, Ml 49009 Address Status: Invalid
(Figu re 4). Country:  United States County: Kalamazoo Address Updated: 0B/02/2020
School/Childcare
Edit Inf N
Student ID: Grade: 15t Report Period:
Last Physical Date: Language: English
McKinney-Vento Act Birth Cenificate Vision Screened Roundup
FERPA No Consent
Take off Outbreak Rusier| | Unlock Parsan
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Upload students with a CSV file to the MCIR Outbreak
Roster using the Build Roster feature

1. Select Build Roster from the MCIR home screen, (Figure 5).
2. Select Outbreak Roster from the Roster dropdown, if it did not default to Outbreak Roster, (Figure 6).

3. Click the Load External Data Link, (Figure 6).

b a
“‘DHHS cnigar - mprovemeni xeqgist g\, ) '._, &‘ 3

School/Childcare My Site

Add/Find Build Roster Site Preferences
Roster Ip Status User Preferences
Qutbreak Roster Custom CA-60 Labels Edit My Site

View My Site List
Go to New Site

Adminstration Other

Site Users Create Reports Get News
Retrieve Results MCIR.org
VIS

Exit Application

Figure 5
Print Help
Batch Report ]
Home Exit
Person I Sch/cc I My Site | Adm I Rpts I Oth
Build Roster Ip Status CA-60
Load External Data External File Help List count: 0
DUl Uate Last Name First Name Student ID
| AddwlList | | ClearList |
Current List
Roster [ Outbreak Roster v |
oo ;'.Fl.;ull- i | Set Period
| Birth Date Last Name First Name Student ID Delete
| Submit | | Delete Checked [ |  Cancel Check All Clear Al
Figure 6
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6. Click Submit, (Figure 8).

Click the Choose File button and choose the .csv file from your computer, (Figure 7).

After the file uploads, you should see the name of the file immediately to the right of the
Choose File button, (Figure 8).
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- Print Help
Upload Data j
Home Exif
Person | senjcc ] MySite || Adm [ mpts | oth
Build Roster Ip Status CA-60
External File Help
‘ Select File for Upload
‘ | Choose File | No file chosen
Submit | | Cancel
Figure 7
- Print Help
Upload Data )
Home Exif
Person | Sch/cC i My Site I Adm I Rpts I Oth
Build Roster Ip Status CA-50
External File Help
Select File for Upload
| Choose File  Sample CS...r Schools csv
Submit | | Cancel
Figure 8 ot viel
Batch Report M?‘
. Home Exit
7. This Batch Report screen e | I I I |
. | person | - My Site Adm Rpts Oth
displays the Outbreak Roster Build Roster_Ip Status CA-60 |
and includes uploaded data, , )
. Load External Data External File Help List count: 41
(Flgu re 9) Birth Date Last Name First Name Student ID
| 5 | | | [ 1
. ] Add ta List Clear List
Click Submit at the bottom l obat | | Ceerte |
of this screen. ST
Roster
Description: | | Set Period
Birth Date Last Name First Name Student 1D Delete
Figure 9 01/0272016 Z77Michigander Infant 1 O
01/01/2001 Z77aaduck Donald 2 O




Copy the Current Site’s IP Roster to the MCIR
Outbreak Roster

1. From the MCIR home screen, click Roster under the Person section, (Figure 10).

2. Click the Modify Roster link, (Figure 11).

- a
M&DHHS ichigar 2 )Improve ment Regist @ chigan. o h g

Add/rind Build Roster Site Preferences
Roster Ip Status User Preferences
UULDIeaKk RosLer Custom CA-60 Labels Edit My Site

View My Site List
Go to New Site

Other
Site Users Create Reports Get News
Retrieve Results MCIR.org
VIS

Exit Application

Figure 10
Print Hel
Roster Hn e P
Home Exit
ST i Sch/cc | My Site i Adm i Rpts I oth |
Add/Find Roster OB Roster |
Last Name | | e —— | Roster Size: 35 Modify Roster

Current Period: November 2025

Figure 11
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3. Select students individually by clicking the box to the left of the student’s name to be included on
the Outbreak Roster, (Figure 12).

OR

4. Upload a csv file directly to the Outbreak Roster. Visit upload csv instructions, (Figure 8 — page 4).

Print Help
Roster P —
Person || schjcc ||  mysite || Adm || Rpts || oth
Add/Find Roster OB Roster
Last Name | | Search ‘ Roster Size: 35 CheckAll  Clear All
Current Period: MNovember 2025
Red grade background indicates a grade not valid for this site.
Namew Birth Date + s Grv MCIR ID Pdv IS ¥ Last Eval
O £77Blue, _Cloud 04/05/2017 F 01 17003061900 MNov2s C 04/29/2025
[ zzzCane Candy 101272017 F 01 17480647342 MNov2h 04/29/2025
£27Covid, 23-24 04/18/2018 M 01 17454272946 MNov25h 04/29/2025
L £Z7270ay, Sunni 05/10/2010 u o7 16980494312 MNov2h 04/29/2025
ZZ7Fleven, Covid 09/01/2012 M 06 17482417871 MNov2hs C 04/29/2025
[J ZZ7Four Eleven 11/05/2018 M 01 17469365059 MNov2h 04/29/2025
ZZ7ZInfant,_Imms 09/25/2013 M o7 16796783984 MNov2h W 04/29/2025
Figure 12

5. Click on Modify Checked at the bottom of roster, (Figure 13).

zzzWimpy, Sal 03242011 M 07 17452543532 Nov25 0412972025
22272024, AMAChid 061972020 M DK 17496603774 Nov25 0412972025
| Modify Checked | | Assess Checked | | Delete Checked | | Mark as Duplicate Cancel

Figure 13
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6. Select Outbreak Roster from the Add to Roster dropdown to add the checked students from your
IP Roster to the Outbreak Roster, (Figure 14).

7. Click Submit.

Modify Roster

* Houndup kids should have Roundup set to "Yes” and their grade and report period left alone.

Modify Roster
Grade |- Do Not Modify - v | Roundup |- Do Not Modify - v | Report Period |- Do Not Modify - v |
Vision Screened |— Do Not Modify - V| Add to Roster |— Do Mot Madify - »
- Do Mot Modify -

Move Roster Outbreak Roster
Site - Do Not Madify - v ™

| Submit | | Cancel |

Figure 14
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Use the MSL Sort Function for Measles Student

Status

1. From the Outbreak Roster screen, hover your cursor/mouse over the MSL Header, (Figure 15).

2. Other Sort functions on this screen are Name, Birthdate, Gr — Grade.

Print Help
Outbreak Roster .'
Home Exit
Person || Sch/CC I My Site || Adm | Rots ||  oth
Add/Find Roster QOB Roster
Generate Report Roster Size: 10
Name Birthdate 5 Gr MCIRID SL OPOX Last Eval
ZZ7Blue, Cloud 04/05/2017 F 01 17002061900 Measles l26/2025 W
Table Key ﬂ
zzzCane, Candy 10/12/2017 F 01 17480647342 . Complete 18/2025
ZZZDay, Sunni 05/10/2010 U 07 16980494312|; ncomplete [23/2025 ull
zzzDemonstration, Waiver 02/18/2008 M 08 17422660283 Overdue |22,-"2[}25 d
ZZZInfant, Imms 09/25/20132 M 07 16796783084 |U Up-To-Date [o5/2025 ff
zzzlunk, Jennifer 02/20/2013 E K 170498289142 N Evaluation} ...,
Figure 15
MSL (Measles) Table Key
C Complete All recommended doses in this series have been received.
| Incomplete Currently needs immunizations.
(o) Overdue Past recommended date for the dose of vaccine.
Additional doses recommended in this vaccine series, but it may not be
U Up -To -Date .
time for your next dose.
o No Evaluation Child may be too old or young for the site status.
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Generate a Measles Roster Report

1. From the Outbreak Roster screen, select Generate Report. To generate an Outbreak Roster report,
you must navigate to the Outbreak Roster screen first, (Figure 16).

Print Help
Home Exit

Person LI sch/cC 1] My Site 1 Adm ] Rpts 1 oth
Add/Find Roster OB Roster

Generate Report Roster Size: 10

Outbreak Roster

Name Birthdate S Gr MCIRID MSL OPOX Last Eval
Figure 16

2. Next, a Generate Report pop up box displays, (Figure 17).

3. Select the Grade, Imms Status and Rename the Report Description for easy retrieval.

4. Click Submit.
QOutbreak Roster ﬁ;‘i
Person sch/cC |  mysite |[ aam || mps  [[ o

Add/Find Roster OB Roster

Generate Report Roster Size: 10

Name Birthdate S &r MCIRID MSL OPOX Last Eval

Z2ZBlue, Cloud 04/05/2017 F 01 17003061900 © @ o04/26/2025 W
ZzzCane, Candy 10/12/2017 F 01 17480647342 0 5] 04/18/2025 i
Z2ZDay, Sunni 05/10/2010 U 07 15980494312 o o04/23/2025 W
zzzDemonstration, Waiver 02/18/2009 M 08 17422660283 @ 04/22/2025 W
ZZZInfant, Imms 09/25/2013 M 07 16796783984 O @ o04/25/2025 W
w'lll!ﬂt lannifer n2/2nf2n13 F K 17N40R7AG14 i ] naf1sf2n?s i
2Z | Generate Report | @
zz_ Grade: | All v Antigen: Measles w Imms Status: Al v :
i Description: :Measles | i

| submit | | Cancel |

—
Figure 17
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Retrieve a Measles Roster Report

5. Select the Rpts = Reports Tab from the top navigation, (Figure 18).

6. Click Retrieve Results, (Figure 18).

School Test Site's Scheduled Print Halp

Resmlis % Home Exit
Person o e I My Site 1 Adm | Rpts oth w

Create Report:  Retrieve Results

Refresh |

Dascription User Target Dt Status |

Figure 18

7. Scroll down to the bottom of the report list to retrieve the most recent report, (Figure 19).

041242025 Report has been

Measles nyew1 refrieved Eeport Delete
Figure 19
8. Click on the report, and it should display as a pdf pop up on the screen, (Figure 20).
User Il nyewl Building Code: 90629 Report Type: ORIS
Report Date:  04/30/2025 Description: Measles
Grade: All Antigen: Measles Imm Status: All
Outbreak Student Roster Summary
MCIR ID¥ Name Birth Date Sex Grade Measles
17003061900 ZZ7Blue, Cloud 04/05/.2017 Female Ist Overdue
17480647342 zzzCane, Candy 10122017 Female Ist Overdue
16980494312 ZZ7Day, Sunni 05102010 U Tth Complete
17422660283 zzzDemonstration, Waiver 02182009 Male &th Complete
16796783084 ZZZInfant, lmms 09252013 Male Tth Overdue
17049828914 zzzlunk, Jennifer 02/20/2013 Female Kindergaren Overdue
17479340918 ZZZLoveCovid, Testing 03/21/2019 Male fth Overdue
17475213807 zzzMichigander, Little 02/02/2021 Female 10th Incomplete
10218507326 ZZIMichigander, Little 01/01/2013 Female 1st Overdue
17466678954 LZIMMER, Oneyear 11/01/2022 Male Kindergarten Incomplete
Figure 20
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