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Audience

 Those who may be assigned as the NHSN Facility 
Administrator for a facility interested in enrolling in 
NHSN.

 NHSN group users who want to understand the 
facility enrollment process
 Note: Groups enroll in NHSN differently than facilities, please 

see Guides for the Group Function: 
http://www.cdc.gov/nhsn/group-users/index.html

http://www.cdc.gov/nhsn/group-users/index.html


Learning Objectives

 Where to find resources for NHSN enrollment

 Define NHSN users roles

 Explain NHSN Enrollment Steps  1 – 5



NHSN Enrollment Resources
NHSN Helpdesk email: 

nhsn@cdc.gov

General enrollment resources
http://www.cdc.gov/nhsn/enrollment/index.html

mailto:nhsn@cdc.gov


Enrolling Multiple Facilities/Clinics

 Each facility should enroll separately
*Note*  This only applies for Acute Care Hospitals; all other facility types should 

consult with CMS or other governing body that may be requiring that you report to 
NHSN

 If you have multiple facilities to enroll (for example, 
satellite clinics) start by enrolling one facility first

 After the first facility is enrolled, you will begin at 
Step 4 of the enrollment process for each additional 
facility.



Key Personnel Roles
 The person the should be enrolling the facility in 

NHSN is called the Facility Administrator 
*The NHSN Facility Administrator may not be the Administrator at your 
facility

The Facility Administrator: 
 Manages users and user rights
 Manages locations and patients 
 Can add, edit & delete facility data
 Authority to nominate groups (data sharing arrangements)
 An NHSN Facility Administrator will have this role for every 

component

 Only the Facility Administrator can reassign their role 
to another user 



Key Personnel Roles (cont.)

 NHSN Patient Safety Primary Contact Person
 Interacts most closely with CDC for Patient Safety Component

 NHSN User
 Rights are determined by Facility Administrator

• View data
• Data entry
• Data analysis

 May be given administrative rights
• This gives the new user the right to view, enter, and analyze data, 

but also to add locations, surgeons, and other users. This person 
would essentially be a back up for the Facility Administrator. 

 One person may hold multiple roles



NHSN 
Enrollment
Steps 1-5 

5.   Sign and Send Consent
Receive ‘NHSN Enrollment Approved’ email

4.   Submit Forms Electronically
Receive ‘NHSN Facility Enrollment Submitted’ email

3b.   Provide Identity Proofing Documentation
Receive ‘SAMS Access Approved’ email

3a. Secure Access Management Registration
Receive  ‘Invitation to SAMS’ email

2.   Complete NHSN Registration
Receive ‘Welcome to NHSN’ email

1.   Enrollment Preparation

12



Training and Preparation
(Before Step 1 of the Enrollment Process)

 Review all training materials before beginning 
enrollment

 Training requirements are listed on the NHSN 
Training Website:  http://www.cdc.gov/nhsn/training/

http://www.cdc.gov/nhsn/training/
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To Begin Enrollment Process
http://www.cdc.gov/nhsn/startEnroll.html



Agree to Rules of Behavior 
(Step 1)

 Read and Agree to the Rules of Behavior
 Go to http://nhsn.cdc.gov/RegistrationForm/index.jsp

http://www.cdc.gov/
http://www.cdc.gov/
http://www.cdc.gov/ncidod/dhqp/pdf/nhsn/NHSNFacAdminROB.pdf
http://www.cdc.gov/ncidod/dhqp/pdf/nhsn/NHSNFacAdminROB.pdf
http://nhsn.cdc.gov/RegistrationForm/controller.do?dispatch=regAgree
http://nhsn.cdc.gov/RegistrationForm/controller.do?dispatch=regAgree
http://nhsn.cdc.gov/RegistrationForm/controller.do?dispatch=regDoNotAgree
http://nhsn.cdc.gov/RegistrationForm/controller.do?dispatch=regDoNotAgree


Register (Step 2)
 Facility Administrator 

completes this form:
• You must use the same 

email address for all 
enrollment steps

• Please ensure that you 
enter your email address 
correctly, as all subsequent 
emails will come to this 
address

• If your Facility Identifier 
does not validate, you can 
request a CDC Registration 
ID by emailing 
nhsn@cdc.gov

You are required to indicate 
the date you completed 
training.  CLICK SAVE



Step 2: Register

 Following 
successful 
registration, you 
will immediately 
receive a welcome 
to NHSN email and 
an Invitation to 
register with SAMS 
(step 3a)
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Secure Access Management (SAMS)
 SAMS provides secure online access to and exchange of 

information between CDC and public health partners
 Users receive an invitation to register with SAMS which 

provides instructions for registration and identify 
proofing in order to obtain access to CDC applications, 
including NHSN

 During registration the user sets a password which 
expires every 60 days.

 The user is also issued an electronic grid card which 
adds an additional level of security when logging in to 
the system.



Step 3a: SAMS Registration
 The Invitation to Register contains your Username and 

Password for SAMS registration



 After accepting the Rules of Behavior, enter the 
required registration information and click Submit.

Step 3a: SAMS Registration
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Step 3b: Identity Proofing
 Carefully follow the instructions in the email to insure 

the enrollment process is not delayed 



Step 3b: Registration Approval

 Once your identity documentation has been 
processed you will receive confirmation of approval 
for SAMS access

 You will also be issued an electronic grid card which 
is used when logging into the system along with 
your username and password.  

Note: The option to log in using only your username 
and password only provides Level 2 security access. In 
order to gain Level 3 access, which is necessary for 
NHSN use, you must use your grid card
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Access/Complete Enrollment Forms
(Step 4)

 First, click ‘Access and Print required enrollment 
forms’

http://www.cdc.gov/
http://www.cdc.gov/
http://www.cdc.gov/
http://www.cdc.gov/


Access/Complete Enrollment Forms
(Step 4)

 Print required forms listed under the component you 
are enrolling in which will be submitted 
electronically in the next step



Access/Complete Enrollment Forms
(Step 4)

 Note: While completing facility enrollment forms please keep in mind 
that:  The person that you list as the NHSN Facility Administrator 
should be the same individual who has completed the previous 
enrollment steps (which includes SAMS registration).

 The NHSN Facility Administrator is not to be confused with the 
facility’s administrator, CEO, COO, etc.  This should be the person who 
will be mainly responsible for managing the NHSN facility.

 The Patient Safety Primary Contact is:
 Person who will be most involved with Patient Safety surveillance
 Can be the same person as the Facility Administrator



Access/Complete Enrollment Forms
(Step 4)

 After accessing, printing and completing required 
enrollment forms, select “Enroll a facility”

 From here, complete Enrollment Step 4 in one 
session!
 You cannot save work in progress

http://www.cdc.gov/
http://www.cdc.gov/
http://www.cdc.gov/
http://www.cdc.gov/


Access/Complete Enrollment Forms
(Step 4)

 Submit required form information
*Required fields are marked with an asterisk



Access/Complete Enrollment Forms
(Step 4)

 Survey cannot be saved in progress, complete paper 
form first to be able to submit all survey information 
in one session



Access/Complete Enrollment Forms
(Step 4)

 Once survey information has been entered, a green 
checkmark displays next to it
 Can print a completed survey for your records

 Once all required information is entered click “Save 
and Submit’

* If you print a copy of your survey 
don’t forget to select save and submit



Access/Complete Enrollment Forms
(Step 4)

 Once required forms are submitted, confirmation 
message displays

 Immediately receive an “NHSN Facility Enrollment 
Submitted” email with a link to your consent form
 If you do not receive this email, contact the NHSN Helpdesk

• nhsn@cdc.gov



NHSN Enrollment 
Steps 1 – 5

5.   Sign and Send Consent

Receive ‘NHSN Enrollment Approved’ email

4.   Submit Forms Electronically

Receive ‘NHSN Facility Enrollment Submitted’ email

3b.   Provide Identity Proofing Documentation
Receive ‘SAMS Access Approved’ email

3a. Secure Access Management Registration

Receive  ‘Invitation to SAMS’ email

2.   Complete NHSN Registration

Receive ‘Welcome to NHSN’ email

1.   Enrollment Preparation



Sign and Send Consent
(Step 5)

 NHSN email, subject line “NHSN Facility enrollment 
submitted” links to your consent form
 Consent forms are facility-specific, you must print the consent 

form provided in the email link

 You have 30 days to open the link and print form



Sign and Send Consent
(Step 5)

 Agreement to 
Participate and 
Consent includes:
 NHSN Purposes
 Eligibility
 Data collection and 

reporting requirements
 Assurance of 

Confidentiality



Sign and Send Consent
(Step 5)

 Must be signed by
 Contact person for each 

component
 Facility Leadership

 Requires signature from a C-
level hospital executive (CEO, 
COO, CFO, CNO, etc.)

 Signature page of the form 
(Page 3) must be faxed to   
404-929-0131 

 Please do not mail the forms



Sign and Send Consent
(Step 5)

 2-3 business days after NHSN receives signed 
consent form, NHSN will activate your facility

 NHSN email notification of facility activation



NHSN Enrollment 
Steps 1 – 5

5.   Sign and Send Consent
Receive ‘NHSN Enrollment Approved’ email

4.  Access/Complete Enrollment Forms
Receive ‘NHSN Facility Enrollment Submitted’ email

3.   Apply for/Install Digital Certificate
Receive application confirmation and installation emails

2.  Register
Receive ‘NHSN Registration’ email

1.  Accept the Rules of Behavior
Takes you directly to the registration page

Training and Preparation



Enrollment is complete: Next is NHSN Set-Up

 Set-up training is available on the NHSN Training 
Website:  

 Set-up NHSN for your facility
 Add users & assign user rights (optional but recommended)
 Add Locations (required)
 Create Monthly Reporting Plans (required)
 Add Surgeons (optional)

*Set-up is required before you can begin reporting your data.



For more information please contact Centers for Disease Control and 
Prevention
1600 Clifton Road NE, Atlanta, GA 30333
Telephone, 1-800-CDC-INFO (232-4636)/TTY: 1-888-232-6348
E-mail: cdcinfo@cdc.gov Web: www.cdc.gov

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

Contact the NHSN Helpdesk at 
nhsn@cdc.gov

Questions? Problems?

mailto:nhsn@cdc.gov?subject=dialysis%20facility%20enrollment
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