
How to Correct a Vaccine Expiration Date in MCIR
To get started, log in to the MCIR via 
MiLogin for Business.

1. From the MCIR Home Screen, select 
Manage Inventory. 

2. Use the dropdown menu to select the 
inventory that needs to be corrected. 

3. Then click Get Inventory. 

4. Select the linked vaccine lot number 
to update its expiration date. 
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5. MCIR automatically directs to the Lot 
Transaction screen. Record the Lot 
Information:

o Mfr
o NDC Code from carton
o Lot #
o On Hand number of doses.

This information is needed to 
complete Step 9.

6. Click Add New Transaction.
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For assistance, contact the MCIR Help Desk:
 Phone: 888-243-6652
 Email: MDHHS-MCIRHelp@michigan.gov
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7. Remove the incorrect inventory doses from the MCIR.
A. Add the date of the transaction
B. Use the Action dropdown menu to select Adjustment.
C. Set Inventory Effect to Subtract.
D. Enter the On Hand number of doses.
E. Use the Reason dropdown menu to select Inv On Hand/Data Correction.
F. Leave LWB Effect as N/A.
G. Add comment: Correcting Expiration Date to __________(enter correct 

expiration date).
H. Click Submit.
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8. To add doses back into the MCIR 
Inventory, return to the Manage 
Inventory screen and click Add 

     New Lot.
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9. Complete the Lot Information with the vaccine information recorded in Step 5.

A. Use the dropdown menu to add the A) Vaccine Name, B) Mfr., and 
C) NDC Code from the carton.

B. Enter the Expiration Date.
C. Enter Lot #.
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10. Complete the Transaction Detail.
D. Enter the Date of entry.
E. Using the dropdown menu, set Action to Transferred In.
F. Input the number of Doses on Hand.
G. Using the dropdown menu set Reason to Add to Inventory.
H. The Inventory Effect will default to Add, and LWB will default to N/A.

11.Click Submit.
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For assistance, contact the MCIR Help Desk:
 Phone: 888-243-6652
 Email: MDHHS-MCIRHelp@michigan.gov
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