


  

  

N ti Aft h i d f ilit s llocations and th d the CDCNarrative: After you have reviewed your facility’’ ti CDC 

locations, it’s time to add locations. To do this, go to the Navigation bar and 

click “Facility” and then “Locations.” You will be taken to the Locations 

screen. 
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NNarrati tive: The fi first sttep iin settitting up llocati tions is tto assiign your ffacility’’sTh t i ilit 

location code and label. Your facility’s location code and label will appear in 

the location drop-down menu throughout NHSN. The code and label can be 

the same,,  but should be somethingg that yyou will recoggnize. In this exampple,, I 

am setting up a Pediatric ICU and in my facility, we refer to this location as 

61 East. 
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NNarrati tive: NNextt, you will need t d to map your locati tion codde and l d labbel t l to theill l th 

appropriate CDC Location. Because defining locations will direct CDC to put 

your data into a specific “bucket” for aggregate analyses and location 

mappinggs cannot be edited once data are entered,, p please be sure to choose pp 

the correct CDC Location description. In this example I have mapped my 

location to the CDC location “Pediatric Medical Critical Care.” The default 

status is set to “Active.” 
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    Once you have you entered the required information, click “Add.” You will 
see a message at the top of the screen confirming the location was 
successfully added. 
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NNarrati tive: The nextt piiece of th f the Health lthcare PPersonnel S l Safetty Componentt settTh H f C 

up is adding devices. Devices are used in NHSN when reporting 

percutaneous injuries in the Blood & Body Fluid exposure module. Devices 

can be set upp pprior to or duringg the repportingg  of a Blood/Bodyy Fluid 

percutaneous exposure. 
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 Devices can be set up using two different methods. The first is to use the 
“Device Manager” in NHSN, which can be accessed by clicking “Facility” and 
then “Devices.” 
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You will be brought to the Device Manager screen. The fields marked with a 
red asterisk are required in order to save a device. 
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N ti Y ’ll ti th t ddi d i i i il t ddi l ti iNarrative: You’ll notice that adding devices is similar to adding locations in 

that you must specify the code and label used by your facility and then map 

to a standard CDC description. In addition, you are asked to provide details 

on whether the device has a safetyy feature,, scoppe of use of the pproduct,, and 

implementation month and year. Please note that including information about 

scope of use and implementation is optional in the Device Manager. 
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Once all required data are entered, click “Add.” Again, a message will appear 
at the top confirming that the device was successfully added. 
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Devices can also be added while entering a Blood/Body Fluid exposure 
record. We refer to this as adding a device on the fly. 
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When adding a device from the Exposure screen, click “Add Device” and the 
device manager screen will be displayed. Once all of the required 
information has been entered, click “Add” to return to the Exposure screen. 
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Another step in the set up process is to add occupations. This allows for 
analysis by type of occupation. To add occupations, click on “Facility” on the 
navigation bar, then select “Occupations.” 
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NNarrati tive: On ththe occupatitions screen, entter the ffacilitility’’s codde anddO th 

description for an occupation. This, of course, will be mapped to a standard 

CDC occupation code. All of the occupation codes are included in the NHSN 

Manual: Healthcare Personnel Safetyy Compponent Protocol. 
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 When you have entered all of the required information, click “Add.” A 
message will appear at the top of the screen confirming the occupation was 
successfully added. 
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Department and Supervisor are optional healthcare worker demographic 
data fields that can be useful for analysis. These must be set up prior to 
entering or importing healthcare worker demographic data. These codes can 
be added by clicking Facility, and then Departments or Supervisors. Please 
note that these items are not mapped to standard CDC codes. 
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When adding a department, enter your facility’s department code and 
description. Similarly, when adding a supervisor, enter the supervisor code 
and the supervisor name. Notice that supervisor name is an optional field. 
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The next item to discuss is the importation of healthcare worker 
demographic data. If healthcare worker demographic data are not imported, 
they can be entered on the fly when creating an exposure or vaccination 
record. The import file must be an ASCII comma delimited text file format. 
The required file format is available in the document library on the NHSN 
website. 
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If you are going to import healthcare worker demographic data, there are a 
few pieces of information to keep in mind. First, you must delete the header 
line from the CSV file prior to importing. Second, you must have set up 
location and occupation codes prior to importing. Third, if you’ll be importing 
the department and supervisor, those codes must also be set up prior to 
importing. And finally, all facility specific codes in the import file must match 
the facility specific codes in NHSN. 
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 When you are ready to import healthcare worker demographic data, click 
HCW, then Import. 
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 On the “Import” screen, click “Browse” to find the appropriate import file. 
Once found, click “Submit.” 
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   The next screen that appears will contain a list of data that will be imported. 
From this screen, you can choose to import the data, make edits to the data, 
or delete records. 
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 When you have confirmed the data are ready to be imported, click “Update.” 
A message will pop up confirming that you wish to import the data. Click “Ok” 
to continue the import, or “Cancel” to cancel the import. When the data are 
imported, the confirmation message will appear, as shown. 
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In summary, this training session reviewed each piece of the facility set up 
process for the Healthcare Personnel Safety Component. This included how 
to add users, how to add locations and how locations are used in NHSN, 
how to add devices, occupations, departments, and supervisors. And finally, 
we discussed how a facility can import healthcare worker demographic data. 
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If you have questions, please contact us at nhsn@cdc.gov Additionally, we 
have provided a few web addresses with additional resources and 
documentation. Thank you! 
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