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How To Guides

Managing Users

• Add a user

• Remove a user

• Assign user rights

• Reassign users

• NHSN enrollment

• SAMS registration 
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Activating Components

• Add a component

• Assign a POC

• NHSN Agreement to 

Participate & Consent

• Remove a component

Creating Groups

• Nominate a group

• Assign Group Admin.

• Add group users

• Assign user rights

• Password to join group

• Set up group rights 

• Track membership

Joining Groups

• Invite member facilities

• Join a group

• Confer rights

• Accept rights

• Review rights



Activating 
Components
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Add a component
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1.    On the left-hand navigation panel of the NHSN homepage, select Facility Info. 
       When the Facility screen appears, scroll down to the bottom of the page to the 
       Components Followed section.

2.    Select the check boxes of the desired components.

3.    A confirmation notice will appear to indicate that a Primary Contact for the 
       component is needed, and that submission of a facility survey will be requested.

Only a NHSN Facility Administrator can add their facility to a component. 
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Assign a Person of Contact (POC)
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Each component needs a designated person of contact for component correspondence.

1.   After selecting Yes to indicate a Primary Contact for a component, the 
      Users screen will appear. Search for the desired person based on their
      identifiers (name, user ID, email, etc.). Select the check box next to the 
      user’s name.

2.   Click Select User and Save.

1
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Test Person TEST TEST@CDC.GOV



NHSN Agreement to Participate & Consent
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After assigning a Primary Contact, the NHSN 
Facility Administrator and primary contact 
will receive an email to review and accept an 
NHSN Agreement to Participate and Consent 
form.

An alert message with access to the 
Agreement and Consent form will also be 
visible in NHSN on the homepage. 

The NHSN Facility Administrator OR 
Primary Contact will need to sign this form 
to participate in the component.



NHSN Agreement to Participate & Consent
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1.    Within the Consent form, the NHSN Facility
        Administrator OR Primary Contact will be able 
        to select the check box next to the component 
        that they are currently logged into. 

2.  If the NHSN Facility Administrator or Primary 
 Contact serve in their role for multiple facilities, 
 they can select the check box(es) next to those 
 additional facilities. 

3.    Then select Submit.

Facilities will need a signed consent form for each enrolled component.

2

3

1
Audrey Smith

Ludwik Hirszfeld

Winifred Ashby

AUSM@CDC.GOV

LUHI@CDC.GOV

WIAS@CDC.GOV

770-100-1950

770-100-1919

770-100-1910



NHSN Agreement to Participate & Consent
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Facilities will need a signed consent form for each enrolled component.

Once the NHSN Facility Administrator OR 
Primary Contact selects Submit, an alert 
message will appear indicating that the 

Consent form was successfully accepted.

In addition to an alert, NHSN will also send 
an email to the NHSN Facility Administrator 

AND Primary Contact confirming that the 
Consent form was accepted.



NHSN Agreement to Participate & Consent
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1.   To view a signed and dated copy of the NHSN Agreement to Participate 
      & Consent form, select Facility Info on the left-hand navigation panel of 
      the NHSN homepage. 

2.   When the Facility screen appears, scroll down to the bottom of the page 
       to the Components Followed section. Select View Agreement.

Newly enrolling NHSN users have 60 days from enrollment to accept the Agreement to Participate & Consent.
.

1
2

Tip: If a newly enrolled facility fails to 
accept the agreement within 60 days, 
access to NHSN will be suspended until 
the Facility Administrator or Primary 
Contact accepts the Consent form.



Remove a component
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1.   On the left-hand navigation panel of the NHSN homepage, select 
      Facility Info. 

2.   When the Facility screen appears, scroll down to the bottom of 
       the page to Components Followed section. To remove a 
       component, deselect the check boxes of the desired components.

3.   A confirmation notice will appear to indicate the chosen action. To 
      deactivate the component, select Yes.

Only a NHSN Facility Administrator can remove their facility from a component . 

1

2

3



R ESO U RC ES
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• Secure Access Management Service (SAMS)
• NHSN Websites

o NHSN | CDC
o Newsletters | NHSN | CDC
o FAQs About Agreement to Participate and Consent | NHSN | CDC   

• NHSN Hemovigilance Websites
o Hemovigilance Module| BV | NHSN | CDC
o BV Roadmap | NHSN Roadmap | NHSN | CDC
o Biovigilance Component (BV) Training | NHSN | CDC 

The following resources are available to provide additional guidance, support, and 
assistance related to the Hemovigilance Module. These services are designed to 
help users access reliable information, professional advice, and ongoing support 
when needed. 

https://sams.cdc.gov/samsportal/default.aspx
https://sams.cdc.gov/samsportal/default.aspx
https://www.cdc.gov/nhsn/index.html
https://www.cdc.gov/nhsn/index.html
https://www.cdc.gov/nhsn/newsletters/index.html
https://www.cdc.gov/nhsn/newsletters/index.html
https://www.cdc.gov/nhsn/about-nhsn/faq-agreement-to-participate.html#q1
https://www.cdc.gov/nhsn/about-nhsn/faq-agreement-to-participate.html#q1
https://www.cdc.gov/nhsn/biovigilance/blood-safety/index.html?CDC_AA_refVal=https%3A%2F%2Fwww.cdc.gov%2Fnhsn%2Facute-care-hospital%2Fbio-hemo%2Findex.html
https://www.cdc.gov/nhsn/biovigilance/blood-safety/index.html?CDC_AA_refVal=https%3A%2F%2Fwww.cdc.gov%2Fnhsn%2Facute-care-hospital%2Fbio-hemo%2Findex.html
https://www.cdc.gov/nhsn/training/roadmap/bv-roadmap.html
https://www.cdc.gov/nhsn/training/roadmap/bv-roadmap.html
https://www.cdc.gov/nhsn/training/biovigilance/index.html
https://www.cdc.gov/nhsn/training/biovigilance/index.html


https://www.cdc.gov/

For more information, contact CDC
1-800-CDC-INFO (232-4636)
TTY:  1-888-232-6348  https://www.cdc.gov/
Follow us on social @CDCgov

The findings and conclusions in this report are those of the authors and 
do not necessarily represent the official position of the U. S. Centers for 
Disease Control and Prevention.

Want more information?

Email our team directly at Hemovigilance@cdc.gov.  

https://www.cdc.gov/
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