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

 

There must be a column for each field 
◦

 
Required fields


 

Must have data in them
AND

◦

 
Optional fields


 

Optional fields can be left blank –
 

but the column that 
would be used must be included in the database.



 

The columns must be in the order listed in 
the NHSN document 

“Importing Patient Safety Procedure Data”

http://www.cdc.gov/nhsn/training.html





 

Each day OR staff enter the required data in 
the database.



 

Data can also be downloaded to the correct 
columns.



 

Regularly or at the end of the month the 
database must be checked for accuracy.





 

Give the file a name you will recognize
◦

 
“NHSNimport_12_10”



 

Save the data as a .csv
 

file



 

Delete the header row (red row at the top)



Delete this row

.csv file















 

May be caused by cells that are not formatted 
properly
◦

 
Dates –

 
make sure to format the cell in Excel before 

the import.
◦

 
Extra symbols or words may cause the spreadsheet 
to fail to upload
◦

 
Make sure it is saved as a .csv

◦

 
Contact NHSN by email if help is needed.



Janet Glowicz
 

is a practicing Infection 
Preventionist

 
at Denton Regional Medical 

Center in Denton, TX. She is currently serving 
as APIC Texas NHSN faculty.
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