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• The information given last week around the data needed for reporting is the 
same

• The reporting can still be done weekly, monthly or one time as long as your 
reports are submitted by May 15, 2023

• Highly encourage you to report your influenza numbers at least on a monthly 
basis for easier tracking

• Data is cumulative and any new data entered will replace any old data

• Data should include all HCP that worked in the facility for 1 workday (regardless 
of number of hours) during the influenza season

The Good



▪ The place for reporting is different within NHSN

▪ There is no influenza tab any longer under the vaccination summary tab

▪ The process is somewhat cumbersome – but doable

The Ugly



• We are going to walk you through the process step by step.
• NHSN slide deck and resources are available as handouts for your review if 

needed.

The Good



Process for Reporting 
Influenza Data

• Each facility MUST activate the 
Healthcare Personnel Safety 
Component in NHSN

• Only the NHSN Facility Administrator 
listed in NHSN has the ability to add 
this component

• To see who your facilities NHSN 
Facility Administrator is you must log 
into NHSN –

• Go to Facility Tab
• Facility Info – scroll to bottom 

and under contact information 
look and see who is listed as 
the Facility Administrator 



• OPTION 1 (preferred option)-The preference is for the outgoing NHSN facility 
administrator to re-assign the role to a current or new NHSN user in the NHSN 
application before he/she is deactivated as a facility user (or is no longer working 

• OPTION 2: If the role of NHSN facility administrator cannot be re-assigned by the 
outgoing NHSN facility administrator, the facility must request NHSN to manually re-
assign the role. This request can be made by completing the

NHSN Facility Administrator Change Request Form (CDC 57.104)
NOTE: 

The person signing the written request cannot be the same person being named as the 
new NHSN facility administrator

This request could take up to 5 days to process and complete

Reassigning The Facility Administrator

https://www.cdc.gov/nhsn/facadmin/index.html


• The NHSN facility administrator can add/edit components within NHSN

• Each facility must add the Healthcare Personnel Component  by 

• Clicking Facility Tab

• Select Add/Edit Components

▪ Check the Healthcare Personnel Safety Component box and Update on 
bottom of screen – it will prompt you to assign a Healthcare Personnel 
Primary Contact – I suggest you make sure it is someone within your facility 
that has NHSN access already to avoid delays  

Adding Components



Adding Components (cont.)

• Once Healthcare Personnel Primary Contact is added you must again go to the 
Components Followed section and again click the Healthcare Personnel Safety 

Component box and make sure to click Update on the bottom of the screen



Consent

• The NHSN Facility 
Administrator or the 
Healthcare Personnel Primary 
Contact must then log back 
into NHSN and follow these 
steps –

• On the landing page 
select Healthcare 
Personnel Safety

• Then click Submit
• When you log in for the 

first time after 
activating this 
component it will 
require you to sign the 
consent.

• Once consent is signed 
you will have access to 
the necessary tabs to 
submit data



Submitting Influenza Data



• All fields with a red * are required fields

• You will pick the flu season

• Enter all data

• You may put any comments in the comment section if needed

• Click the save button at the bottom of the screen to save data submission.

Entering Data 





• Any new data submitted will replace all older data

• If you want to save each submission for your records make copies

• Recommended to submit data monthly – DATA IS CUMULATIVE! But must have a 
submission reflective of the entire influenza season (October 1, 2022, to March 31, 
2023) by May 15, 2023

• If you need help to navigate through this process, please reach out to us

• DO NOT WAIT TO START THIS PROCESS  - DO IT NOW.

Reminders



Questions?

Thank You
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