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Introducing the NHSN LTCF Team

Long-term Care  Facility (LTCF) subject matter expert
Nimalie Stone

NHSN LTCF protocol, surveillance, reporting, clinical support
Angela Anttila

NHSN LTCF analysis support
Elisabeth Mungai

NHSN group function support
Lea Bargen

NHSN general support for non-clinical and non-protocol questions
Theresa Marrow and NHSN user support team

All e-mail Inquiries should be sent to nhsn@cdc.gov for triage and delegation



Learning Objectives

 Discuss the first three steps in the National Healthcare
Safety Network (NHSN) enrollment process.

 Review the required NHSN enrollment training documents,
and how to access the documents.

 List the acceptable identity verification documents.
 State the process and time-frame for receiving a Secure

Access Management Services (SAMS) grid card.
 Summarize common errors and solutions during NHSN and

SAMS registration.



REMEMBER….
 You are NOT alone in this process!! CDC-NHSN is here to

support you in this journey. There will be additional
opportunities to review and discuss your questions as you
become more familiar with the enrollment process and the
Long-term Care Facility Component.
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Facilities Eligible for Enrolling in NHSN  LTCF 
Component

 Certified skilled nursing facilities (SNF) and nursing homes 
(NH)

 Intermediate/chronic care facilities for the developmentally 
disabled

 Assisted living facilities and residential care facilities
 Currently limited to Prevention Process Measures



Who Can Enroll A Facility Into NHSN?

 The person assigned to enroll the LTCF into NHSN is called the 
“NHSN Facility Administrator” 

 Facility can select the NHSN Facility Administrator 

 Only one NHSN Facility Administrator per facility

Train a second person on the NHSN 
enrollment/data submission process 

to have an extra set of hands



What is the Role of the NHSN Facility 
Administrator?

 NHSN enrollment

 Add or remove NHSN users for a facility

 Manage each users’ activities (e.g., reporting data, editing data, or 
analyzing data) within NHSN

 Add, edit & delete facility data

 Nominate (or join) groups for sharing data 

If the NHSN Facility Administrator has to change 
his/her position or leave a facility, he or she should 

reassign the role of “NHSN Facility Administrator” to 
another user in the facility



Suggested NHSN Enrollment Timeline

Step 1.
Complete 
enrollment 

training and 
preparation

Step 2. 
Electronically 
register with 
NHSN and 

SAMS 

Step 3. 
Submit 
identity 
proofing 

documents, 
wait for SAMS 

grid card

Step 4. 
Use SAMS 
grid and  
complete  
required 

enrollment 
forms 
online

Step 5. 
Complete 

Agreement to 
Participate, 

wait for NHSN 
activation 

(e-mail 
notification)

Set-up 
NHSN & 

begin 
reporting 

data

Wait on SAMS 
approval

1st week 2nd - 3rd week *4-7th week 8th week  9th week

Work on LTCF Component  Annual 
Facility Survey and NHSN set-up while 

you are waiting

* Turn around time on receiving access to
SAMS will vary depending on the volume
of applications



NHSN Enrollment Checklist
http://www.cdc.gov/nhsn/PDFs/LTC/LTC-Enrollment-Checklist.pdf

Select link to access document



Step 1: Complete Required Training

1. http://www.cdc.gov/nhsn/pdfs/training/ltc/overview-of-ltcf-component-
training.pdf

2. http://www.cdc.gov/nhsn/PDFs/LTC/slides/LTCF-Enrollment-training.pdf

Select each link to open and complete training

http://www.cdc.gov/nhsn/pdfs/training/ltc/overview-of-ltcf-component-training.pdf
http://www.cdc.gov/nhsn/PDFs/LTC/slides/LTCF-Enrollment-training.pdf


Step 1: Preparation

Two documents may be used to 
gather information that will be 
required later in the enrollment 
process
• Facility Contact Information
• LTCF Component- Annual

Facility Survey



Step1: Prepare Your Computer to Interact with 
NHSN

 You may need to change your email and internet security settings to 
receive communications from NHSN during the enrollment process

 Change spam-blocker settings to allow all email from:

 nhsn@cdc.gov and SAMS-NO-REPLY@cdc.gov

 Add https://*.cdc.gov to trusted sites list and allow pop-ups

 In Internet Explorer, open “Tools” menu, select “Internet Options”

 Add trusted sites on the “Security” tab

 Allow pop-ups on the “Privacy” tab

 These changes may require assistance from your IT manager or 
department

mailto:nhsn@cdc.gov
mailto:SAMS-NO-REPLY@cdc.gov


Step 2: Let’s Get Started! 
Log-in and Accept NHSN Rules of Behavior 

http://nhsn.cdc.gov/RegistrationForm/index

Select Link to Agree to the 
Rules of Behavior

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


After Accepting Rules of Behavior, 
Register with NHSN

• Enter first and last name 
exactly as it appears in 
your identification 
documents (e.g., driver 
license)

• You must use the same e-
mail address throughout 
the NHSN enrollment 
process



About the Identifier

• Most nursing homes will select CMS ID, also referred to as the 
CMS certification number (CCN), federal identification number, 
Medicare number, or billing number.

• A *temporary CDC Registration ID may be requested from 
nhsn@cdc.gov if the facility does not have the listed identifiers or 
if NHSN will not accept the number entered. 

• Enter only numbers – no dashes or spaces

123456

• *The temporary ID number will expire in 30 days
• You will need this identifier ID again

mailto:nhsn@cdc.gov


After Facility Registration, You Will 
Immediately Receive Two E-mails

1. Welcome to NHSN
2. SAMS-no-reply

“Invitation to Register”

Create an NHSN folder in your 
Outlook to save all e-mails from 

NHSN and SAMS-No-Reply so they 
are easily accessible



Welcome to NHSN

 No action needed



SAMS Invitation to Register

 Action Required

Using the link at the bottom 
of the SAMS-No-Reply E-mail, 

begin SAMS Registration

Registrat ion link 
expires in 30 days



Step 3: Register with SAMS
After Clicking on SAMS Link in the E-mail, 

Enter Your User Name and Temporary 
Password 

Enter the user name and temporary 
password  provided in the SAMS-no-

reply e-mail



Once Logged into SAMS………. 
Accept SAMS Rules of Behavior…



Complete Online SAMS Registration…

• The name and address
entered must match
the information on
the identity
documents you will
provide to SAMS.

• During registration
you will create your
own password.

You WILL need this 
password again, so 
write it down!



Within 24-Hours of Completing 
Registration, Receive SAMS 

Confirmation Email With 
Instructions



SAMS Confirmation Email With Instructions, continued

Print and Complete the 
application and find the 
appropriate photo ID and 
secondary ID

**Confirm that the photo ID 
contains your current home 
address

Take the completed application 
and identity documentation to a 
notary public 

**Notary should endorse the 
application using his/her 
commission/stamp

NOTE: You have 60-days from receiving  the email to complete and submit the ID verification 
application to the CDC proofing authority. 



Digitally Upload, Fax, or Mail Endorsed 
Identify Verification Form and a Copy of Two 

Forms of Identification to CDC Proofing 
Authority

 Fax:  Toll Free Number: 877-681-2899
 Mail: Centers for Disease Control, Attn: Proofing Authority

1600 Clifton Road N.E. Mailstop K-94
Atlanta, GA 30333

IMPORTANT: Two forms of ID must be submitted with the endorsed 
identify verification form. 

• one unexpired document from List A and
• one additional unexpired document from List B



Acceptable Identification Documents

Must have one unexpired document from List A and 
one additional unexpired document from List B



After Submitting Proofing Documents, You Will 
be Notified Electronically by E-mail and by 

Mail When Approved

Identify Verification may take 
up to 4 weeks



Step 4: While You Wait on SAMS Approval… 
Complete the Long Term Care Facility 
Component Annual Facility Survey on Paper 

http://www.cdc.gov/nhsn/forms/instr/57.137-toi-annual-facility-survey.pdf

Follow this link for step-by-step instruct ions for complet ing this form 



After Submitting Proofing Documents, You Will 
Notified by E-mail When Approved

1. Welcome to SAMS portal
2. Welcome to NHSN



Approximately 1-2 weeks After 
Receiving Approval E-mail, You Will 
Receive Confirmation and Grid Card 
Via US Postal Service (To Your Home 

Address)

Note: If you do not receive your SAMS grid card within two weeks after 
receiving your SAMS email approval, contact samshelp@cdc.gov or toll-
free at 877-681-2901 for assistance.



Summary

 Each facility should designate one person to serve in the role of
NHSN Facility Administrator.

 NHSN Facility Administrator is responsible for NHSN
enrollment for the LTCF and coordination of NHSN tasks and
users.

 Use NHSN Facility Enrollment Checklist as a guide through the
enrollment process.

 To ensure that information sent by email is not blocked by your
organization’s anti-spam program, set-up your computer to allow
sams-no-reply@cdc.gov and nhsn@cdc.gov to get through.

 NHSN Facility Administrator should add users once the facility is
activated to ensure that other persons within the facility have access to
NHSN.



Summary, continued

 The same e-mail address must be used throughout the SAMS and 
NHSN enrollment process.

 Remember the password you set-up during SAMS registration (Step 3), 
as you will need it to access NHSN after you receive your SAMS Grid 
card (Step 4).

 To save time during the electronic NHSN enrollment process, which 
begins in Step 4 after receiving SAMS grid card, collect the required 
information using the available paper forms (Facility Contact 
Information and Annual Facility Survey) and have the completed forms 
available when beginning online enrollment.

 Enter first and last name exactly as it appears on your unexpired
identification documents (e.g., driver license).



Tips

 Do not use the browser’s Back button. Always use the buttons 
provided on a page or use the navigation bar on the left to move 
around within the NHSN web pages.

When you arrive at the SAMS website, you may want to bookmark 
the page, either individually or in a special NHSN bookmark folder. 

 As you go through the enrollment process, set-up task reminders in 
Outlook to stay on track. Use the NHSN Facility Enrollment and Set-Up 
for Long-term Care Facilities Weekly Tasks document as a guide.

 Store e-mails from NHSN in a folder in Outlook or your computer for 
easy access.



Where can I find more information about 
NHSN Enrollment and Tracking Infections in 

Long-term Care Facilities?

 Email questions to the NHSN
Helpdesk: nhsn@cdc.gov

 Tracking Infections in LTCFs:
http://www.cdc.gov/nhsn/ltc/index.html

 LTCF enrollment
http://www.cdc.gov/nhsn/ltc/enroll.html

 LTCF Training Resources
http://www.cdc.gov/nhsn/training/ltc/in
dex.html

mailto:nhsn@cdc.gov
http://www.cdc.gov/nhsn/ltc/index.html
http://www.cdc.gov/nhsn/ltc/enroll.html
http://www.cdc.gov/nhsn/training/ltc/index.html
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