
Request Merging of Duplicate Records

When searching for a person in MCIR, if two records appear identical with 
matching information, further investigation may be necessary to determine if the 
patient has duplicate records that need to be merged. 

NOTE: Disable pop-up blockers in the browser settings to ensure functionality. 

1. If two records appear after conducting an Add/Find search, review all 
viewable fields in both records.

2. If there are similarities, click on the person’s name to open the General 
Information Screen.

3. Compare the name, date of birth, sex, address, contact information, 
responsible party, etc. 
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For assistance, contact the MCIR Help Desk:
 Phone: 888-243-6652
 Email: MDHHS-MCIRHelp@michigan.gov

4. If the investigation confirms that the records belong to the same 
individual, check both records.

5. Click Mark as Duplicate.
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6. A popup window appears.
7. Click OK to confirm that these 

people are a duplicate pair.
8. Record is sent to MCIR 

Deduplication Queue.
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9. Complete the Petition for 
Modification form available on 
MCIR.org. 

10. Email form to the MCIR Help 
desk for further investigation 
and processing.
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