
1  

 

Setting Up and Managing Lists 
M I I C  U S E R  G U I D A N C E  T R A I N I N G  R E S O U R C E  

The following guide describes instructions on setting up and managing lists in MIIC. Organizations use 
the MIIC list feature to track immunization histories and immunizations due for selected groups of 
individuals.  

If you are interested in using our “Client Query” function, please refer to the Minnesota Immunization 
Information Connection (MIIC) Submit Client Query User Guide 
(www.health.state.mn.us/people/immunize/miic/data/clientquery.pdf). 
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Getting started 
1. Log into MIIC using your organization code, username, and password.  

2. Depending on your role in MIIC, the left side menu bar may look different. Find and select the 
“manage list” button.  

▪ Typical user 

https://www.health.state.mn.us/people/immunize/miic/data/clientquery.pdf
https://www.health.state.mn.us/people/immunize/miic/data/clientquery.pdf
https://www.health.state.mn.us/people/immunize/miic/data/clientquery.pdf
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▪ Read only user 

 

Setting up a new list 
1. There are three options for setting up a new list: 

▪ Create a new list manually (one client at a time) 

▪ Create or update by uploading a file (CSV Template) 

▪ Using the “save as” function to create a new copy of an existing list. 

Note: This option is only available if your organization has created existing lists. 

Create a new list manually (one client at a time) 
1. To create a new list manually, choose “Create a New List Manually.” Enter a name for the new list, 

and click “Save.” 

 

Note: Be specific in naming so you can know who is included in that particular list. Examples include: 
“Class of 2016,” “Kindergarten 2013-2014” or “Two Year Olds.” Also, every list must have a unique 
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name. Organizations are not allowed to have two lists with the same exact case-sensitive name (e.g., 
MIIC List” and “miic list” would be considered different). 

2. To add individuals to the new list, please refer to the Managing Lists section in this user guide.  

Create or update by uploading a file (CSV template) 
The CSV template provides an easy and efficient way to create lists of individuals in MIIC. Instead of 
manually searching for individual clients and adding them to a list, an entire group can be added to a 
MIIC list at once. 

1. To create or update by uploading a list, choose “Create or Update by Uploading a File.” If you have 
already created your CSV template, go to Step 6.  

 
2. On the “Upload List” page, click on the “Upload CSV Template” download link. This will open a .zip 

file which you can open to find a Microsoft Excel comma-separated value (CSV) file titled 
“uploadlist”. Open the .csv file. 

Note: If you are interested in using our “Client Query” function, please refer to Minnesota 
Immunization Information Connection (MIIC) Submit Client Query User Guide 
(www.health.state.mn.us/people/immunize/miic/data/clientquery.pdf).  

 
3. Fill in the template rows for each individual to be included on the list. Do not re-arrange, add, or 

delete any columns. 

 

https://www.health.state.mn.us/people/immunize/miic/data/clientquery.pdf
https://www.health.state.mn.us/people/immunize/miic/data/clientquery.pdf
https://www.health.state.mn.us/people/immunize/miic/data/clientquery.pdf
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▪ Required fields: 

▪ LAST NAME 

▪ FIRST NAME 

▪ BIRTH DATE: Use the MM/DD/YYYY format  

▪ Strongly encouraged fields (these aid in client matching in MIIC): 

▪ Middle name 

▪ Mother’s maiden name  

▪ Optional fields: 

▪ Name suffix: JR, III, etc., for example 

▪ Mother’s first name 

▪ Unique record identifier: The number that your internal system uses to uniquely identify a 
person. It may be a member ID, chart number, medical record number, or student ID. During the 
matching process, MIIC will store this unique identifier for your organization, which will make 
subsequent matching more accurate. However, if you think your unique number for a person 
will change, then we encourage you to NOT use this field, as MIIC will try to match on the old 
unique number. Do not include other fields that are not listed above. 

4. Once the template is completed, save the file to your desktop or network where it can be easily 
accessed. In order to upload to MIIC, the file must be formatted as a .csv file. To save the Excel file as 
a .csv file, choose “File,” “Save As.” In the “Save As” type drop-down, choose CSV (comma delimited). 
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5. You may receive a message asking if you want to keep the workbook in the .csv format; click “Yes.” 
The CSV file is now ready for uploading into MIIC. 

 
6. On the “Upload List” page, enter a name for the new list, if desired. Click “Browse” to find the saved 

.csv file on your computer, and then click “Upload.” 

 
7. After uploading, the file will begin processing. Click on the “Check Status” button. 

 
8. You can click on the “Refresh” button to check if the status is complete. However, the upload 

processing time may vary depending on the size of the list.  

Note: You may work in other areas of MIIC while the list is processing. 

 
9. Once the status is complete, you can click on the job name link to get access to “Members Not 

Found” where you can see if any members of your list were not found in MIIC. 
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▪ If a submitted individual is not found it is likely because a direct match could not be made based 
on the demographic information provided.  

▪ Sample text from “Members Not Found”: “Submitted member LASTNAME, FIRSTNAME, 
12/27/1985, was not found in MIIC or the demographics submitted were not complete 
enough to make a match. You can search MIIC manually and associate the right member to 
the list.” 

10. If there are members that weren’t found, you can add individuals to the list. Please refer to the 
Managing Lists section in this user guide for more information. 

Create a copy of an existing list 
1. The “Save As” function allows users to easily create a copy of another list that was previously created 

in MIIC. This function could be helpful in tracking immunizations for a group of people over time.  

▪ For example, employers tracking influenza vaccination rates in their employees could copy a list 
they created last flu season and adjust it for the current flu season. Users can then add and 
delete employees from that list as needed. 

2. From the “Manage List” screen, find the name of the list that you would like to copy or save as a new 
list. Click the appropriate “Save As” button. 

 
3. In the box that appears, type in a “New List Name” and then click “Save.” Your new list will then 

appear below in the “Existing Lists” section. 

 

Managing lists 
There are three actions for managing a list in MIIC: 

▪ Adding individuals to a list manually. 
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▪ Deleting individuals from a list. 

▪ Deleting entire lists. 

Adding individuals to a list manually 
1. Choose “add client to list” from the “Lists” menu. This brings up the “Client Search Criteria” screen. 

 
2. Search for a client in the Client Search Criteria. Please refer to Client Search and Printing 

Immunization Records: MIIC User Guidance and Training Resources 
(www.health.state.mn.us/people/immunize/miic/train/clientsearch.html) for more information on 
searching for clients in MIIC. 

3. Once an individual is selected, MIIC will display their immunization history, what vaccines are 
recommended, and any contraindications to vaccination. Verify that the individual selected is whom 
you were searching for. Add the individual to a list by choosing a list in the drop-down menu labeled 
“Please Pick a Report List.” Once the list is selected, click the “Add” button.  

 

Note: If the list is missing from the drop-down, the client has already been added to the list. Go back 
to “manage list” and check your list for the client you were trying to add. 

4. You will receive a message that says, “Client has been added to the selected list.” To add another 
individual, go back to Step 1 and continue until all the individuals of interest are added. 

Removing individuals from a list 
1. To delete specific individuals from a list, select the view icon for the specific list (it looks like two 

people). This will take you to a screen with a list of all of the members. 

https://www.health.state.mn.us/people/immunize/miic/train/clientsearch.html
https://www.health.state.mn.us/people/immunize/miic/train/clientsearch.html
https://www.health.state.mn.us/people/immunize/miic/train/clientsearch.html
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2. If you have a large list and would like to easily find individuals, you can sort the list by clicking on the 

headings (last name, first name, birth date, etc.). 

 
3. Put a check in the box in front of the individual’s(s’) name(s) to be deleted. Click the “Remove From 

List” button at the bottom of the page to remove the selected individual(s). 

 

Deleting lists 
1. To delete an entire list, click the delete icon on the line of the list you want deleted. This icon is the 

red “X.” 
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MIIC help 
For assistance with using lists in MIIC, send an email to the MIIC Help Desk using the “Help Desk” button 
on MIIC for any additional questions or use the light bulb icon to access additional user guidance 
resources. 

 
 

Minnesota Department of Health 
Minnesota Immunization Information Connection (MIIC) 
PO Box 64975 
St. Paul, MN 55164-0975 
651-201-5207  
health.miichelp@state.mn.us 
www.health.state.mn.us/people/immunize/miic  

12/21/2023 

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

mailto:health.miichelp@state.mn.us
http://www.health.state.mn.us/people/immunize/miic
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