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Managing Clients in MIIC

MIIC USER GUIDANCE TRAINING RESOURCE

All authorized users can view client information in the Minnesota Immunization Information Connection (MIIC).
Some users can edit client information based on their user role and the type of organization they work on behalf
of. This guide will walk through the basic steps of editing a client in MIIC and will address some frequently asked
questions regarding a client’s record. If you need access to edit client information in MIIC based on your role in
your organization, contact your organization’s MIIC Administrator or the MIIC Help Desk at
health.miichelp@state.mn.us.
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Getting started

Before you begin, please review the Client Search and Printing Immunization Records
(www.health.state.mn.us/people/immunize/miic/train/clientsearch.pdf) user guidance to review how to
effectively search for a client. Use the manage client function in the left-hand navigation bar to search for and
view the client’s demographics. This function will also allow you to edit client information. If the manage client
function is not available for you, your user role does not allow you to edit client information.

Updating the “personal information” screen

When you find a client in MIIC, their name, address, phone number, and other information are sometimes
outdated. For example, a client’s last name may change due to marriage, divorce, adoption, etc. Organizations are
encouraged to verify at least three details about a client before editing the MIIC record. For example, does first
name, last name, and date of birth match? Can your client verify a previous name if the last name does not
match?

Once you have verified that the record is a match for your client, update the client’s record with any current or
up-to-date information you have. Do not edit MIIC records if you have not verified that they match your client's.
If your client has a common name, you may also need to verify the client’s previous/current address and/or
phone number.
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1. The following fields are available to be updated. Review your client’s record and update the fields you have
more current information for:

Last Name - Changing this field creates an alias, or AKA, for your client.
First Name - Changing this field creates an alias, or AKA, for your client.
Middle Name

Name Suffix

Mother’s Maiden Last

Mother's First Name

Gender

Birth Date - Changing this field creates an alias, or AKA, for your client.

= This field cannot be changed if MIIC has a birth certificate number on file from the Minnesota Office
of Vital Records. If you feel that the birth date is incorrect and the field is grayed out, contact the MIIC
Help Desk at health.miichelp@state.mn.us with the client’s MIIC ID.

Race
Ethnicity
Address (Street Address, City, State, Zip, County)

= If the address you have on file for a client is undeliverable, check the “Undeliverable Address” box. Do
not fill in this field with Needs Update, Bad Address, Undeliverable, etc. Leave the details of the
undeliverable address instead of deleting from MIIC. Keeping the historical address allows another
point to verify the client’s record before updating with the current address.

Phone

= If the phone number you have on file for a client is no longer valid, you can delete it from MIIC. Do
not input a fake phone number, such as all 9’s or all 0’s.

Email address

Note: Changing the client’s first name, last name, and/or date of birth in MIIC will create an alias, or an AKA
(also known as). You may still search for the client using the previous information, but users will be directed to
only one record.

2. Once you've updated the information, click the Save button at the top right of the screen. This will update
your client's record. Once the changes are saved successfully, the Client Updated text will appear next to the
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Personal Information header. Above this header, it will also tell you when the record was last updated and
which organization made the changes

Unceliverable Address (1 Acdness Last Updated Cate: 10152021

Updating the client information tabs

Additional client information is located within the three tabs below the client’s demographic information: Client
Information, Address(es)/Contact(s), and Client Comments(s). You can click on each tab to see what information
MIIC has and update information where applicable.

Client information

| Client Information | Address(es)iContact(s)  Client Comment(s)
Chart # Status
Allow Reminder and Recall Contact?
Allow Sharing of Immunization Data?

This tab is specific to the organization you are acting on behalf of. Learn more about determining this in the Using
the Switch Organizations Function in MIIC
(www.health.state.mn.us/people/immunize/miic/train/switchorgfunction.pdf) user guide.

1. Update the applicable fields below:
= Chart number: This is the chart number or Medical Record Number specific to your organization.
=  Status: Review options carefully before saving changes.

= Active: The person is considered an active client of your organization. The person’s vaccination status
will be considered when generating assessment reports
(www.health.state.mn.us/people/immunize/miic/train/assess.html) and client follow-up
(www.health.state.mn.us/people/immunize/miic/train/followup.html) cohorts.

= Inactive: The person is no longer considered a client of your organization.

= Deceased: The person is deceased. If you select this status, the record will be flagged as deceased,
and no organizations in MIIC will be able to view it

= Allow Reminder and Recall Contact?

= Yes: The person consents to receiving mail, phone, and/or text communication from provider
organizations, including public health agencies, when they are due or overdue for recommended
vaccinations.

= No: The person opts out of routine communization when they are due or overdue for recommended
vaccinations.
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=  Allow Sharing of immunization data?

= Yes: The person consents to other organizations participating in MIIC and can view their record when
the individual seeks services from another provider (for example, care at a local hospital, convenience
clinic, etc.).

= No: The person wants their MIIC record locked to your organization. No other organization
participating in MIIC can view the person’s record until the client requests it be unlocked.

Note: If a client’s record is locked to your organization and the client is now requesting their record be
unlocked, change the Allow Sharing of Immunization data? field from No to Yes. Select Save. The client’s
record is now unrestricted and accessible to other organizations participating in MIIC.

2. Click the Save button on the top right of the screen once you’ve updated the information, this will update
your client’s record. The Client Updated text will appear next to the Personal Information header once the
changes are saved successfully. Above this header, it will also tell you when the record was last updated, and
which organization made the changes.

Address(es)/Contact(s)

This tab contains relationship information for clients, such as former addresses, parent/guardian information, etc.,
and is viewable by all organizations with access to MIIC.

Contact Listing :

Select Last Name First Name Relationship ~ City  Notices Primary [
@ DUCK  DON seit SAINTPAUL Yes  Yes
O DUCK  HUEY  OtherRelaive

glolz

2

Address for Contact: DON DUCK Last Updated: 03/03/2023 10:10:28 AM)

Last Name UK teetAdcess 120 17 STSE

2|z

Other Adaress

PO. Box

City [SAINT PAUL

stte 1N < zef55112 | +d7581
comy[Favssy ]

Cllents Primary Address?
Undelverable Adress? ()

Editing contacts

1. Select the radio button to the left of the contact’s last name. The details for that contact will be displayed
below.

2. Update the contact’s name, relation, phone number, and address.

3. Select Next and then select the Save button on the top right of the screen. If you select Save before you select
Next, your changes will not be saved.

Adding contacts
1. Select New to the right of the contact listing.

2. Input the contact’s information in the fields that are displayed below. Note the following checkmark boxes at
the bottom right:

= Client’s Primary Address?: Check this box when the address for the contact is the client’s primary address.
Only one contact can be designated as the client’s primary address.

= Undeliverable Address?: Check this box when the address for the contact is undeliverable.
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3. Select Next and then select the Save button on the top right of the screen. If you select Save before you select
Next, your changes will not be saved.

Contact Listing

Select Last Name First Name Relationship ~ City  Notices Primary New
@® DUCK  DON selt SAINTPAUL Yes  Yes o
O DUCK  HUEY Other Relative No Dekels

Enter New Contact ...
Last Name [Duck | et Acates 120 157 ST SE

i Nome [oasy ] oterdaress|
de Name ] rosn|
Retation Spouse 7] oy [SANT PR
T sie [ v |zt o |
e I comy[RAISEY ]

Notices? ()
Clients Primary Address? )
Undeliverable Address? )

4. The contact will now be added to the Contact Listing section. Please note that only four contacts will be
displayed in MIIC.

Contact Listing
Select Last Name First Name Relationship  City  Notices Primary New

O DUk  DON Selt SAINTPAUL Yes  Yes Copy |
() DUCK _ HUEY __OtnerRelatve No Delete |
© DUCK  DASY  Spouss  SANTPAUL No

Address for Contact: DAISY DUCK Last Updated: 03/03/2023 12:04:53 PM)

Lot Name [DUGK St Adtess 123 15T STSE [wex
Cancel |
First Name [DAISY Otner Adcress | J
Middle Name 0. Box| |
Reston[Spowse v oty AT PAUL \
Teepnone [ I[N st )25z ||
Extension County [RAMSEY v

Notices? (J
Client's Primary Address? O
Undeliverable Address? [

Deleting contacts

1. Ifthereis a duplicate contact, or the contact information is no longer applicable, the contact can be deleted.
Select the radio button to the left of the contact’s last name.

2. Select “Delete” to the right of the “Contact Listing” section and then select the “Save” button on the top right
of the screen.

Client comment(s)

This tab lets you view and edit immunization-related comments, such as immunity by titer/history of disease,
medical exemptions, and/or refusals. Information on this tab is viewable to all organizations with access to MIIC
and will also display on the client’s immunization history screen.

Client I I
Client Comment Listing
15015
T T —
® 05232022 Immuniy, Titer Hepaiitis B
09282022 Refusal of Influenza
10212022 Refusal of Hep B
102412022 Immunity: TiterMD Dx Varicella or Zoster
111222022 Medical exemption: COVID-19
Details for Client Comment ...
Client Comment (Immunfy: Ter Hepaiis & ) Next
Applies-To Date | 0572312022 iz CeE= )

Adding a new comment
1. Click on the New button to the right of the Client Comment Listing section.

2. Choose the appropriate comment from the Client Comment dropdown menu and enter the applicable date,
such as the date the titer was drawn or the date the client refused an immunization.



Client ctls) | Client
Client Comment Listing
@ 052372022  Immuniy; Titer Hepatitis B -
O 09282022 Refusalof Influenza
) 101212022 RefusalofHepB
O 102412022 Immuniy: TiterMD Dx Varicella or Zoster
O 12212022 Medical exemption: COVID-13
Enter New Glient Comment ..
Client Comment ([mmuniy-THerD DX Hepatiis A < Next
Applies-To Date | 03/03/2023 ] [ Cancal |

3. If you want to add another client comment, select the Next button to the right of the Client Comment
dropdown and repeat the steps above.

4. Select the Save button on the top right of the screen when you are finished.

Client ct(s) | Client
Client Comment Listing
16016
Client Comment
@ 05232022  Immunity: Titer Hepatiis B
O 090282022  Refusalof Influenza
O 1022022 Refusalof Hep B
O 102412022  Immunity: TiterMD Dx Varicella or Zoster
11/22/2022__Medical exemption: COVID-19
[e] 03/03/2023 Immunity: Titer/MD Dx Hepatitis A
Details for Client Comment ..
Client Comment [ Immunity- Titer Hepalitis B v [ Nex |
Applies-To Date 051282022 iz CemEl

Deleting comments
1. Select the radio button to the left of the comment you’d like to delete.

2. Click Delete to the right of the comments and then select the Save button on the top right of the screen when
you are finished.

Client ntact(s)  Client C
Client Comment Listing
1-40f4

| MNew

(®) 04/01/2022  Refusal of Cholera | Delete

@) 11/04/2021  Refusal of Influenza

O 03/17/2022 Immunity: Titer/MD Dx Varicella or Zoster

01/01/2020 Immunity: Titer/MD Dx Mumps.

Viewing client comments on the immunization record

1. Select Immunize in the top right corner to view a client’s immunization history screen.

Immunize

Reports

wn

P T —

2. To browse the comments on this screen, click on the up/down toggles to the right of the comments.
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Client Information MIIC 1D: 14883406
Client Name (First - MI - Last) DoB Gender Mother's Maiden  Tracking Schedule  Chart Number
RAINBOW FANCYPANTS BRIGHT 02/14/2015 u UNICORN ACIP 12345678010
Address 1625 CLOUDNINE DRIVE, PEGASUS, MN 5000 (651) 201-4629
Comments {1 of 4} . 01/01/2020 ~ Immunity- Titer/MD Dx Mumps -‘;I-I

History | Addimmunization || Edit Client || Reports || Print Confidential |
ow i | 3etes | Vicee T ey [ovse ownes e e
NTDD NEMEFINAE 4 nfA NMTADDALA LA B (Dadiarie S0 LYEN Ve o

MIIC help

For assistance with managing clients, contact the MIIC Help Desk at health.miichelp@state.mn.us.

home |manage my acoomt | logout | help desk
organization MIC « wser MIC User « rolfe Typical User
announcements:
HEW n
=~ MG release 7 22 is lve
o7oarzoze = M =
Routine Functions 032300eg = COVID-19 beip desk phone suspention
manage client HEW e
manage immunizations w1200 " MIIC release 7.21 is live

Minnesota Department of Health

Minnesota Immunization Information Connection (MIIC)

PO Box 64975, St. Paul, MN 55164-0975

health.miichelp @state.mn.us | www.health.state.mn.us/miic

04/09/2025

To obtain this information in a different format, call: 651-201-5207.
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