
   

 

 

 

 

 

 

 

 

 

Central Line-Associated Blood 
Stream Infection – NHSN 
Enrollment User Guide  
This training module is a resource to direct hospitals on how to register with 
NHSN, obtain and install Digital Certificates and complete enrollment of the 
hospital. The scope of this document does not address adding users or 
reporting data.   

[11.09.2010] 



   

  

 

Announcement – Program Name Change 

The Reporting Hospital Quality Data for Annual Payment Update (RHQDAPU) program 
has been renamed to the Hospital Inpatient Quality Reporting Program (Hospital IQR).   
This name change is effective as of September 2010. 

This is a name change only and reflects the hospital reporting of quality data activities 
of the program defined in the Deficit Reduction Act of 2005 and required in the FY 2011 
Inpatient Prospective Payment System (IPPS) Final Rule.    

The Hospital Inpatient Quality Reporting Program requirements continue as written in 
the FY 2011 IPPS Final Rule (under program requirements specified for the formerly 
named RHQDAPU program). 

Please note that documents, correspondence, regulation and any other systems that 
currently have the RHQDAPU name listed will be changed over time.   In some 
instances the name change will be immediate and in others it will occur as documents, 
correspondence, regulation and systems are updated. 
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Central Line-Associated Bloodstream Infection (CLABSI) 

NHSN Enrollment User Guide 

Section 1: Overview   

Healthcare Associated Infections (HAI) Reporting Requirements  

Hospitals participating in the Centers for Medicare & Medicaid Services (CMS) Hospital 
Inpatient Quality Reporting Program (Hospital IQR), formerly known as the Reporting 
Hospital Quality Data for Annual Payment Update (RHQDAPU) program, will be 
required to submit HAI data:  

 

What? Central line-associated bloodstream infection (CLABSI) events that occur 
on or after January 1, 2011 for Fiscal Year (FY) 2013 payment 

Where? Via Centers for Disease Control’s (CDC) National Healthcare Safety 
Network (NHSN) 

Who? For ALL adult, pediatric intensive care units (ICU) and neonatal intensive 
care units (NICU)* 

How? In accordance with NHSN Patient Safety Component protocols provided 
on the NHSN website at, http://www.cdc.gov/nhsn/psc.html 

*Restricted to Level II/III and Level III NICU 

http://www.cdc.gov/nhsn/psc.html
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CLABSI Reporting 

 

 

 

 

 

 

Hospitals with ICU beds must be enrolled in NHSN and use the CLABSI protocol to submit data 
elements needed to calculate the CLABSI measure.   

 Hospitals with a signed the IQR Notice of Participation indicating they participate 
in Hospital IQR do not need to sign a IQR Notice of Participation.   

 All hospitals participating in Hospital IQR are required to:  

Á Submit quarterly data if a hospital has an ICU, in which there 
were central line days.   

OR 

Á Submit quarterly data if a hospital has an ICU, in which there 
were zero central line days. 

OR 

Á Submit the required notice if a hospital does not have ICU 
beds.  NHSN enrollment is not required for hospitals that 
do not have ICU beds.  The required notification form, 
timing and where to submit will be announced as decisions 
are finalized.   

Each hospital with ICU beds must identify an NHSN Facility Administrator, who will 
enroll the hospital and complete the NHSN Enrollment.  The NHSN Facility 
Administrator will also add users and assign user rights for the hospital.  

 

CLABSI Timing Considerations 

 Data collection begins with January 1, 2011 events 

 First reporting quarter: January 1 to March 31, 2011 

NOTE:  NHSN Registration and Enrollment process 
takes 2-4 weeks to complete so start early! 
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Section 2: NHSN Registration and Enrollment   

Enrollment Guide 

Access the NHSN website at, http://www.cdc.gov/nhsn/cms-welcome.html.  

Select the NHSN Enrollment Requirements link from the “Access NHSN Enrollment 
Requirements for CMS Hospital Inpatient Quality Reporting Program Here” box. 

 
 

Download the NHSN Facility Administrator Enrollment Guide found on the NHSN 
website at, http://www.cdc.gov/nhsn/cms-ipps-rule_training.html.   

 
 

http://www.cdc.gov/nhsn/cms-welcome.html
http://www.cdc.gov/nhsn/cms-ipps-rule_training.html
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Five Steps to Get Started 

Step 1.  Complete the Required Training 

 
 

Select the appropriate link to open a training document. 

Note:  Hospital staff, including the NHSN Facility Administrator and any potential user of 
NHSN, are required to complete all of NHSN trainings listed below:  

(1) Overview of NHSN  

(2) CLABSI Protocol 

(3) Enrollment 

(4) Facility Start-up 

 
 

NOTE: It is recommended that the trainings are completed in the order listed above.   

Step 2.  Review and Accept Rules of Behavior & Register Your Facility 

 
 

Select the “Rules of Behavior” link under Step 2. 
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Read the rules of behavior.  Select the [Agree] button if you agree to the rules of 
behavior.  Selection of the [Do Not Agree] button ends the enrollment process. 

 
 

The Facility Administrator registers the hospital by entering pertinent information 
including the CMS Certification Number (CCN) in the Registration Form.   

 
 

 

 

 

 

NOTE: The same email address MUST be used throughout the NHSN 
enrollment process including the Digital Certificate application. 



 

Section 2: NHSN Registration and Enrollment Page 9  

After the registration is submitted, NHSN will send an email containing the website link 
and password to apply for a digital certificate.  Please make sure that the hospital email 
system does not block emails from nhsn@cdc.gov and PHINTech@cdc.gov.   

 
 

Following the receipt and review of the confirmation email, access, https://ca.cdc.gov, 
and enter the enrollment password provided in the email.   

 

 

 

 

TIP: Save the confirmation email in case the enrollment password needs 
to be retrieved. 

 

mailto:nhsn@cdc.gov
mailto:PHINTech@cdc.gov
https://ca.cdc.gov/
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Step 3.  Obtain Your Digital Certificate & Complete Forms 

 
 

Review the system requirements for installing the digital certificate and select the 
[Enroll] button. 
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Enter personal information and select [Next]. 

 
 

Select “National Healthcare Safety Network (NHSN)” from the “Select a Program” drop-
down list. 
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Select “NHSN Enrollment” from the “Select Activities” drop-down list and select [Next]. 

 
 

 

 

 

 

 
 

Read and follow the directions to create a “Challenge Phrase”.  After entering the same 
challenge phrase in both the “Challenge Phrase” and “Confirm” boxes, select [Next]. 

 
 

BEST PRACTICE: Read the directions for creating the challenge phrase carefully. 
Memorize the challenge phrase. The challenge phrase must 
be entered every time a user logs in to, https://sdn.cdc.gov, to 
report hospital data. 

https://sdn.cdc.gov/
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Following the successful request of a digital certificate, the hospital will receive a 
confirmation email. 

 
 

It is estimated that it will take the CDC approximately 3-4 days to process the digital 
certificate request once the application is received.  If you have not received an email 
within 5 working days, contact the Secure Data Network (SDN) as indicated above. 

When the application is processed, another email will be sent to confirm the approval of 
the digital certificate. 

 
 

When confirmation of the digital certificate has been received, CDC estimates that it will 
take a hospital approximately 30 minutes to install the digital certificate if the hospital’s 
IT system is properly configured to accept the certificate. 
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Save a copy of the digital certificate on the hard drive of a computer once the digital 
certificate is installed. 

 

 

 

 

Each user must have an individual Digital Certificate.  When more than one hospital is 
enrolled by a user, only one Digital Certificate is required for that user.  A user can 
install their Digital Certificate on multiple computers that will be utilized to access the 
secure NHSN website.  

Each Digital Certificate expires 12 months from the date of installation.  Each user must 
apply for a new certificate every year. 

Step 4.  Complete Enrollment Forms Online  

 
 

Access the following website, https://sdn.cdc.gov.   

Select the name in the “Choose a digital certificate” dialog box and select [OK]. 

 
 

BEST PRACTICE: Read the directions in the email carefully. Remember to print 
the instructions for the hospital IT specialist to follow and 
use the Digital Certificate Installation link provided in the 
email. If the hospital does not have an IT specialist, contact 
the CDC SDN Support Staff at the email and/or phone 
number provided in the email. 

 

NOTE:  Digital Certificates are user specific. Do Not Share a Digital Certificate 
with another user.   

 

https://sdn.cdc.gov/
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Enter the challenge phrase.  Note: The challenge phrase must be entered every time 
the website is accessed.   

Select [Submit] to open the NHSN Enrollment website. 

 
 

Select the “NHSN Enrollment” link on the left side under the “My Applications” header. 
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Select the “Access and print required enrollment forms” link.   

 
 

Select the “Facility Contact Information” link followed by the “Facility Survey” link under 
the “Patient Safety Component” header to access the two forms.  

 
 

 

 

 

 

 

 

 

 

NOTE: The two paper forms need to be printed and completed prior to entering 
the information online.  Multiple hospital departments will need to be 
consulted to obtain the information required to complete the documents.  
Due to the time it may take to complete the paper form, users may want 
to log out of the NHSN website. 
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Print the “Facility Contact Information” form and complete all fields. 

 
 

Print the “Patient Safety Component – Annual Facility Survey” form and complete all 
fields. 
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Access SDN at, https://sdn.cdc.gov, with the completed “Facility Contact Information” 
and “Annual Facility Survey” forms in hand to use for data entry.   

Select the “NHSN Enrollment” link on the left side under the “My Applications” header. 

 
 

Select the “Enroll a Facility” link.   

 
 

Enter the information from the complete printed forms into the data entry screens.   

https://sdn.cdc.gov/
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Please refer to the directions shown below to enter the hospital identifier information 
correctly.  

 
 

Select the [Verify Data] button after entry of information.  Contact NHSN if the data 
entered does not verify. 

 
 

TIP: Data entry must be completed in one online session; incomplete data 
cannot be saved.  
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A message will display indicating the data provided has been verified.  

 
 

Complete the additional information required on the Facility Enrollment form and select 
the [Submit] button. 

 
 

Select the [PS Facility Survey] button located at the bottom of the page to display 
required survey fields that must be completed.   
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Enter all of the information from paper survey form in the online version and select the 
[Submit] button. (See bottom of page 16 for the paper forms.) 
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Upon completion of the online enrollment, a message displays indicating the enrollment 
for the hospital has been completed. 

 
 

The hospital will receive an email containing a link to the Agreement to Participate and 
Consent document (review the “Tips” below before proceeding).   

 
 

 

 

 

 

 

 

 

 

 

 

TIP: Should you encounter issues accessing the Agreement to Participate and 
Consent using the link provided in the email, follow the below steps. 

 Log in to SDN at, https://sdn.cdc.gov, with the user’s challenge phrase.  

 Copy and paste the link provided in the email into the web browser and 
select the [enter] key on the keyboard.  

Á The complete URL address including tracking number must be 
included in order to access the form.   

https://sdn.cdc.gov/
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Step 5.  Print Sign and Return Signed Consent Form to CDC 

 
 

Read and print the Agreement to Participate and Consent document and obtain the 
required signatures.  At a minimum, signatures of the Patient Safety Primary Contact 
and a member of the hospital’s chief executive leadership are required.   

 
 

Hospitals must complete, sign and return the NHSN Agreement to Participate and 
Consent document to authorize CDC to release the hospital level CLABSI measure data 
to CMS for posting on Hospital Compare. 

 

Fax the signed document to CDC, attention NHSN Administrator at 404-929-0131, or 
mail original signed document within 60 days to: 

NHSN Administrator 

MS A-24, Centers for Disease Control and Prevention 

1600 Clifton Road, NE 

Atlanta, GA 30333  
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CDC will activate the registration and email the hospital that the NHSN Reporting tool 
may be accessed.  CDC estimates that this step could take 1-2 weeks.  Once the 
hospital receives the email, the hospital has been approved by NHSN.   

 
 

Request Additional Activities 

The hospital can now add the SDN activity called “NHSN Reporting”.   

1. Access SDN at: https://sdn.cdc.gov. 

2. Select the “Request Additional Activities” link under the “My Applications” 
header.   

 
 

https://sdn.cdc.gov/
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3. Select “National Healthcare Safety Network (NHSN)” from the “Pick a 
Program” drop-down list and select the [List Activities] button. 

 
 

4. Highlight “NHSN Reporting” in the “Approved Activities” box and select the 
[Add] button to move the “NHSN Reporting” option to the “Requested 
Activities” box.   
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5. Select “NHSN Reporting” in the “Requested Activities” box and select the 
[Request Activities] button to notify SDN of the request. 

 
 

SDN, phintech@cdc.gov, generates an email with the subject line, “National Healthcare 
Safety Network (NHSN) Program Activities Request Processed”.  The email reads as 
follows: 

 
 

The email notification is the hospital’s indication that access has been approved for the 
requested NHSN reporting activity.  This allows the hospital’s NHSN Facility 
Administrator to begin reporting data.  

mailto:phintech@cdc.gov
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6. Verify at, https://sdn.cdc.gov, that the “NHSN Reporting” link under the “My 
Applications” header is available.   

 
 

This completes registration and enrollment of the hospital.  The NHSN Facility 
Administrator for the hospital can begin reporting the required data to NHSN.   

Additional users and groups along with user rights can be designated by the NHSN 
Facility Administrator for the hospital.   

Further educational materials on the instructions for designating users, groups and 
rights will be provided in the future. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This material was prepared by IFMC, Hospital Inpatient Quality Reporting Program 
Support Contractor, formerly known as RHQDAPU QIOSC, under contract with the 
Centers for Medicare & Medicaid Services (CMS), an agency of the U.S. Department of 
Health and Human Services.  
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https://sdn.cdc.gov/

