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VFC Provider Online Enrollment Instructions 
 
Re-enrollment for an Established Provider 
An established VFC provider needing to re-enroll into the VFC Program should select Online Renewal 
under VFC Program from their MCIR home page. 
 

 
 
New VFC Provider Enrollment 
A new provider enrolling in the VFC Program for the first time should select Enroll in the VFC Program 
under My Site from their MCIR home page. 
 

 



2 
 

The VFC Online Enrollment screen appears. Please note: The online enrollment process may be stopped 
at any point and continued later by clicking on the Save Changes button at the bottom of the page.  
Across the top of the screen you will see the Enrollment Status, Last Action Date and Action Performed 
By. This information is helpful if you do have to save the enrollment and come back and finish at a later 
time (highlighted below): 
 
Under Facility Information everything will be grayed out except the VFC Name. Update your VFC Name 
if necessary. Verify your Facility Type. The Facility Type governs the Provider Population screens you 
will be required to fill out. If you are unsure of your Facility Type, check with your local health 
department. 
 

 
 
THREE tabs must be completed before your enrollment form can be submitted: Contacts and Vaccines 
Offered, Storage Capacity, and Provider Population. Please click the Save Changes button before 
moivng from one tab to the next. 
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CONTACTS AND VACCINE OFFERED TAB 
 

 
 
The Enroll Date and Renewal Date will be grayed out. Check the Specialty Provider box if you are 
considered a Specialty Provider or are not offering all vaccines checked at the bottom of the screen (for 
example – you are a birthing hospital offering only Hepatitis B vaccine or an adolescent clinic seeing only 
teens and don’t offer certain vaccines). 
 
Under Contact Information, update/enter information for the VFC Medical Director who is taking 
responsibility for ensuring all staff follow the VFC Program guidelines. Enter information for both the 
VFC Primary Contact and the VFC Backup Contact. The Primary and Backup VFC Contacts MUST be 
registered MCIR users. 
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This is what the VFC Primary Contact and VFC Backup Contact information gathering screen looks like: 
 

 
 
Under Providers, all providers currently in the MCIR Site Contacts will be pre-populated on the screen. 
Review the providers listed, update information if necessary, and/or add new prescribing personnel. 
Verify that these providers participate in the VFC Program and remove medical personnel no longer 
within the practice, by clicking the  icon to delete the provider’s information.  Add all providers within 
the practice who will be prescribing vaccines (MD, DO, Pharmacist, NP or PA).  
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This is what the VFC Medical Director and Providers information gathering screens look like: 

 
 
If the Specialty Provider box was checked, check all vaccines that will be offered. 
If the Specialty Provider box is not checked, all the vaccine selections will be checked and grayed out. 

 
 
The Vaccine Delivery Address is pre-filled.  Edit if needed. 
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STORAGE CAPACITY TAB 
 

 
 
For EACH storage unit used to hold VFC vaccine, click on Add Storage Device and complete the 
information required. If you can’t identify the Model, just enter the Make in the Model* section or some 
other identifying information.  
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PROVIDER POPULATION TAB(S) 
 
The provider population contains data that is pre-filled from the provider’s profile data from the 
previous calendar year, i.e. January 1, 2015-December 31, 2015.  NEW PROVIDERS must check the box 
next to the type of data used to determine provider population and enter estimated numbers for each 
eligibility category. 
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High Risk Profile 
*Only for participating clinics that are not eligible for the MI-VRP program (e.g. Teen Health Center) 
 
Run the Doses Administered report for the previous calendar year. Populate the profile with the number 
of Hep A and Hep B doses by age group from the report.  

 
 
MI-VRP Profile 
Only available to LHDs, FQHCs, Migrant Health Centers and Tribal Health Centers  
 
Run the Doses Administered report for the previous calendar year. Populate the profile with the number 
of Hep A, Hep B, MMR, Td and Tdap doses for >19 years of age from the report.  
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Universal Hep B Profile 
Only available to Universal Hep B sites. 
 
Enter the number of births in each category for the previous calendar year.  

 
 
 
Click on Save and Continue. The VFC Provider Agreement will display and enable entry of the electronic 
signature.   
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To review the enrollment, click Review Enrollment. 
 
To complete the electronic signature, enter the Medical Director’s name previously entered on the 
enrollment form under the Contact Information section and check the “I Agree” checkbox. (Be sure 
that you enter the Medical Director’s name, NOT the name of the person filling out the form.) This 
enables the Submit Completed Enrollment button. Once this button has been clicked, no further 
changes may be made to the enrollment application.  
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A .pdf version of the Provider Agreement will display that may be printed or saved.   
 

 
 
 
Click the Done button to send the enrollment information to your local health department for approval. 
You will then be returned to your home page in MCIR. 
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To view VFC Enrollment(s) at any time: 
From the main menu in MCIR under My Site, click on Edit My Site. 
 

 
 
Click on the VFC tab (1) 
Click on the Enrollment tab (2) 

 
 
At the bottom of the page under Enrollment Application, all VFC enrollments submitted online will be 
visible. Click on the enrollment and the .pdf version will populate. 
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The Status will be “Awaiting Approval” if it has not been approved by MDHHS: 
 

 
 
 
 
The Status will be “Completed” if the enrollment has been approved by MDHHS: 
 

 
 


