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National Healthcare Safety Network (NHSN) COVID-19  
Data Reporting for Long-Term Care Facilities 

My Facility Information 

Nursing Home Name  

CMS Certification Number (CCN) #   CCN Effective Date  

NHSN Facility Administrator    Facility Admin   
 NHSN User ID  

 
NHSN Facility Admin Email  
NHSN Org. ID #  

Additional NHSN User   Additional NHSN   
 User ID  

 
Additional NHSN User Email  

My reporting period is from _______________ to ______________ and I enter data on _______________ 

(Example: My reporting period is from Monday to Sunday, and I enter data on Mondays) 

(Complete and keep for future reference in the event the role/responsibility is transferred to another person) 

Reporting Period 

• CMS requires data submission at least once 
every seven days  

• You must submit data back to May 1 (data prior 
to May 1, 2020 not required)  

• Submit on the same day each week (click on the 
last calendar day of each reporting period) – you 
can submit your data the day after the reporting 
period ends to ensure complete data. 

• You can submit more frequently but should 
submit consistent time periods (e.g. do not report 
daily some weeks and weekly other weeks) 

• Data should represent the new counts for the 
time period you are reporting for (not cumulative). 

Figure 1. Example of May 2020 Reporting 

Sun. Mon. Tue. Wed. Thur. Fri. Sat. 

 1 2 

3 4 5 6 7 8 9 

10 11 12 13 14 15 16 

17 18 19 20 21 22 23 

24 25 26 27 28 29 30 

31 1 
(Jun) 

2 3 4 5 6 

Figure 1. Example of a Monday-Sunday reporting 
period. Note: your first reporting period may be 
shorter than seven days. 

Example: My reporting period is Monday-Sunday and I submit data on Monday each week. On Monday, May 
25, I will go into the system and click on Sunday, May 24. I will enter data from Monday May 18-Sunday May 
24. At the end of May, my calendar will show data submissions on May 4, 11, 18, and 25. (Refer to Figure 1.)  

Data Submission 

• Detailed instructions: https://www.cdc.gov/nhsn/pdfs/covid19/ltcf/ltcf-covid19-module-508.pdf.  

• Manual data submission is completed by selecting the correct date in the calendar in the NHSN 
Reporting COVID-19 Module, entering data for the four pathways, and saving.  

• Complete records are shaded dark green in the NHSN calendar.  

• Data collection instructions, including definitions of all data points, are available at the link located at 
the bottom of this page; there is a table of instructions for each pathway. The four pathways are  

o Resident impact and facility capacity 

o Staff and personnel impact 

o Supplies and personal protective equipment 

o Ventilator capacity and supplies. 

• You can upload CSV files instead of doing manual data entry (you cannot do both); instructions here: 

https://www.cdc.gov/nhsn/pdfs/covid19/ltcf/fac-import-csv-508.pdf  

https://www.cdc.gov/nhsn/pdfs/covid19/ltcf/ltcf-covid19-module-508.pdf
https://www.cdc.gov/nhsn/pdfs/covid19/ltcf/fac-import-csv-508.pdf
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Adding Additional Users 

At least two people at your facility should be able to access and use NHSN to ensure you meet the weekly 
reporting requirement. To add users, log into NHSN and select the Reporting option. From the left hand 
menu, select “Users” then “Add”  

• For users with existing NHSN accounts, enter the information exactly as they did when they enrolled 
• For new NHSN users, enter the requested information (note: you will create their “User ID” for them); 

they will receive an email from SAMS in 4-5 days with information on registering with SAMS 

Frequently Asked Questions 

Q: I have not been able to complete enrollment because I am waiting on a response from NHSN  
     and/or SAMS – will I still be fined if I miss the CMS reporting deadline? 

A: Keep all of your communication to and from the NHSN and SAMS help desks. Take screen shots of 
any error messages/ glitches – attach to communications with NHSN/SAMS & save. Begin collecting 
data using the forms and instructions provided on the CDC website 
(https://www.cdc.gov/nhsn/ltc/covid19/index.html).  

Q: When I click on NHSN LTC Reporting, why does it tell me that I do not have any facilities? 

A: Make sure you completed step 3 of the CDC enrollment guidance. If you have completed step 3, your 
enrollment may still be in process on the “backend” of the system. Take a screen shot of the error 
message and attach to your email to the NHSN and SAMS help desk.  

Q: Can I edit data once it has been saved? 

A: Yes, click on the calendar date that holds the data you need to edit. Make your changes and hit save. 

Q: Will I get a confirmation from NHSN that I have submitted my data? 

A: At this time NHSN does not send a confirmation. Make sure you have four green bars on each date 
that you enter data. Tan or missing bars mean incomplete or missing data. 

Q: The CCN I entered during enrollment is incorrect. Do I need to change it? 

A: Yes. If you CCN is entered incorrectly you will not get credit for data submission. Follow the 
instructions here to change: https://www.cdc.gov/nhsn/pdfs/ltc/ccn-guidance-508.pdf.  

Q: How do I make sure my CCN was entered correctly? 

A: You can check to make sure your CCN was entered correctly by logging into NHSN LTC Reporting 
and selecting Facility, then Facility Info from the left-hand menu. 

Q: I did not write down my NHSN User ID, where can I find that?  

A: Log into SAMS, select NHSN LTC Reporting, then select your facility and hit submit – your NHSN 
User ID will be in the green box at the top right-hand corner of the screen. 

Q: I did not write down my NHSN Org ID, where can I find that? 

A: Log into SAMS and select NHSN LTC Reporting in the drop down of facility/facilities you have access 
to, the NHSN Org ID for your facility/facilities are listed after the name of the facility. 

Still unable to enroll in NHSN?  Please review this step by step guide:  
https://www.cdc.gov/nhsn/pdfs/covid19/ltcf/covid19-enrollment-508.pdf 

Additional information and resources are available at: 
https://www.cdc.gov/nhsn/ltc/covid19/index.html 
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