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Manually Add Employees to the MCIR Organizational Roster

Once a user has the Site Administrator role, with employee consent, employees can be added to the roster in

the MCIR. To add employees manually on an individual basis start from the MCIR Home Screen.

1. From the MCIR Home
Screen, select Add/Find.

2. Search for the person
by legal name and date
of birth.

3. Be sure Organizational
Roster is selected for Site
Period

4. The person’s MCIR
record will display. If a list
of results appear,
click on the name of the
correct person, (Figure 1).

5. When a person’s record
is accessed, Click the

Add to Organizational Roster

button located at the
bottom of the screen,
(Figure 2).

6. To verify employee
roster additions select
the My Site tab,
and select

Org Roster.

7. Added employees
display, (Figure 3).

8. Create an Organizational

Roster report
instructions here.

Person Information MCIR ID : 16646002748
Name: ZZ77aaduck, Donald Birthdate:  01/01/2001 Gender: Male
Age: 21 Years 7 Months

Mom's . .
Maiden Nm: Primary Phone (Edit):
A[E ‘Lditr]‘f""" 828 Bates St, Secondary Phone (Edit):

Lansing, M| 45906 Address Status: Valid
Country: United States County: Ingham Address Updated: 021372017
School/Childcare
Edit Information
Student 1D: Grade: 1st Report Period: November 2022
Last Physical Date: Language: English

McKinney-Vento Act Birth Certificate Vision Screened Roundup
FERPA No Consent
Add to Organizational Roster I I Unlock Person
Figure 1
|| Add to Organizational Roster Unlock Person
Figure 2
PR Print Help
Organizational Roster e
Person |l Sch/cC | My Site | Adm |l Rpts |l Oth

Site Pref User Pref Edit My Site View My Site List Go to New Site Org_Roster Org Results

Build Roster External File Help Roster Size:4
MCIR ID Name Birth Date IS CS Last Eval
271719933206 TEST, TEST 01/01/2001
C  08/21/2022 il
Address: 151 CLOVER ST, NEED, MI 49080 Phone: (999) 999-9999
16646002748 ZZZaaduck, Donald 01/01/2001
08/22/2022 ol
Address: 8423 Holly Rd , Grand Blanc, MI 48439 Phone: (810) 579-0471
17181035277 Zzzlittle, Doll 12/27/2003
) - v 127/ 08/21/2022 il
Address: 123 Main Street, City, MI 48135 Phone: () -
16980668841 zzz, Ello 01/01/2001
e . 08/21/2022 o
Address: 6036 16th Ave, Hudsonville, TX Phone: () -
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Upload Employees using a CSV file to the MCIR Roster using the
Build Roster Function

1. From the My Site tab, Select Org Roster.

2. Select Build Roster, from the left side of the screen, (Figure 4).

. . Print Help
Organizational Roster i
Home Exit

Person I Sch/CC I My Site || Adm | Rpts | oth

Site Pref User Pref Edit My Site View My Site List Go to New Site Org Roster Org Results

Build Roster External File Help Generate Report Roster Size:4

Figure 4

3. A pop-up box will display regarding options for uploading a roster file, (Figure 5).

4. Select the Choose File button, then navigate to the file you wish to upload, (Figure, 9).

A . Print Help
Organizational Roster ome Exit
Person |l Sch/cC | My Site | Adm || Rpts || oth
Site Pref User Pref Edit My Site View My Site List Go to New Site Org Roster Org Results
Build Roster External File Help Generate Report Roster Size:4
MCIR ID Eval
STATIEEENE —= | Choose File | Mo file chosen /2022 W
Address: 151 CLOVER ST, NEE e
16646002748 77733 Description: | EHVM_220822142431925 | ﬁ
Address: 8423 Holly Rd , Grand| ~ Please refer to External File Help for file format and upload help vz
17181035277 Zzzlittl [Submit |[ Ciose |
2022
Address: 123 Main Street, City, - - / w
16980668841 zzz, Ell TFOLr 200 -
S C 08/21/2022 W
Address: 6036 16th Ave, Hudsonville, TX Phone: () -
Figure 5

5. Select file and click OPEN.

6. Enter and change the Description, then click Submit, (Figure 5).

*Assistance with file help, click External File Help link at the top of your MCIR screen. MC?R
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Create an Organizational Roster Report

1. From the My Site tab, Select Org Roster to navigate to the Organizational Roster screen.

2. Select Generate Report, (Figure 6).

Organizational Roster

Print Help
Home Exit
Person I Sch/cCC | | My Site | | Adm | Rpts | Oth
Site Pref User Pref Edit My Site View My Site List Go to New Site Org Roster Org Results
Build Roster

External File Help Roster Size:4
Figure 6

3. A pop up box will display. Optional: Change the description to a custom name that describe
your report to recognize for quick access later. regarding options for uploading a roster file,
(Figure 7).

Generate Report

Description:

|EHRR_163881(}149092

D Exclude Up-To-Date People

| Submit | | Cancel |

_—_—
Figure 7

The “Exclude Up-To-Date People” checkbox:

M If checked, the report will display all records of employees on the Organizational
Roster that are not up to date on their immunizations.

If unchecked, the report will display all records of employees on the Organizational roster.
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Retrieve an Organizational Roster Report

1. From the MCIR Home Screen, under the My Site section, click on the
Org Results link.

2. Report(s) is displayed on the Organizational Roster Results screen, (Figure 8).

3. Click on Report to view records, (Figure 8).

. . Print Help
Organizational Roster Results i
Home Exit
Person | Sch/CcC | | My Site | | Adm || Rpts I Oth

Site Pref User Pref Edit My Site View My Site List Go to New Site Org Roster Crg Results

Note: Please press the Refresh button after refieving a report to update the status. | Refresh |

Description User Target Date Status Message

EHRR_1661193973062 lobbinsd 0812212022 Report Ready Report

|
Figure 8 _
Organizational Roster Results :JI:EH;E
[ Person I Sch/cC I My Site [l Adm I Rpts I

Site Pref User Pref Edit My Site View My Site List Go to New Site Org Roster Org Results

Oth
4. Reports typically display as a L
&)  https://miloginworker.michigan.gov/dch-apps/mcir/wicket/wicket/bookmarkable/gov.mimdch... &
pOp up on your screen, _
(Figure 9).
5. Once report results have been
viewed, Click the Refresh button
and a delete option will appear,
(Figure 10).
= T R,
Figure 9
. \ Print Help
Organizational Roster Results ]
Home Exit
Person || Sch/cc I My Site || Adm | Rpts | oth
Site Pref User Pref Edit My Site View My Site List Go to New Site Org Roster Org Results
Note: Flease press the Refresh butfon after refrieving a report to update the status. | Refrash |
Description User Target Date Status Message
EHRR 1661193973062 lobbinsd NB/22/2022 Report has bean retrieved Report Delete
Figure 10
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