A MCIR Quick Tip Sheet

How to Upload Data from a School Master System

This function used to import student immunization data into the MCIR (Michigan Care Improvement
Registry), using information that already exists in a school’s master system. It is available from the

Import/Export = Submit File link.

To use this function, a School District must build a fixed format text file from their school master system and

have it approved by MPHI. The specifications for this file can be found at:
http://www.mcir.org/SCCMasterTransfer.html.

School building personnel are encouraged to consult with their school district I'T staff before uploading a file
for their school building. Some school districts do a district-wide upload, while others upload on the

building-by-building level.

To upload the file:

e Click the Submit File link (found under the Import/Export menu).

e Click Browse to locate the file you wish to import and click the Submit Button.
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e Data will be imported and distributed to the buildings specified in the transfer file.
Once you have completed these steps, the MCIR will add any students whose records already existed in

MCIR to your Roster. You will need to check the Batch Report that automatically generates
(Reports menu-->Retrieve Results link), to view a list of students who were Matched (added) and/or Non-

Matched (not added) to your Roster. Students who are listed as Non-Matched will need to be searched for

individually in MCIR.

If you do not see the Import/Export menu on the MCIR Home page, contact the MCIR Helpdesk at 1-888-
243-6652 option 2.
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