
Entering Data for the HCP Influenza 
Vaccination Summary  
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Required and Optional Reporting Forms 

After enrolling in NHSN and/or activating the HPS 
Component and adding users: 

Complete Required Forms 
• HCP Safety Monthly Reporting Plan 
• HCP Influenza Vaccination Summary Form 

Complete Optional Form 
• Seasonal Survey on Influenza Vaccination Programs for HCP
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Log into SAMS 

You can access the activity home page by clicking 
https://nhsn2.cdc.gov/nhsn/
Enter your SAMS user name and password 
Enter SAMS grid card numbers 

For assistance with SAMS, contact the SAMS Help Desk at 1-
877-681-2901 or samshelp@cdc.gov 
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NHSN Home Page 
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Navigating NHSN 

Use NHSN buttons to navigate (do not use Web 
browser buttons) 

View facility name, user, and component in use at 
the top of the screen 
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HPS Component Home Page 
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HCP Safety Monthly Reporting Plan Form 

Collects data on which 
modules and months the 
facility plans to participate 

Users should select 
“Influenza Vaccination 
Summary”

The plan is automatically updated 
with this information for the entire 
NHSN-defined influenza season 
(July 1 to June 30) 

• The user will not need to add any 
reporting plans after the initial 
monthly plan has been added for that 
influenza season. 
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Monthly Plan View for Hospitals with IRF Units 

Click “Reporting Plan” then “Add” 
Select correct month and year from dropdown menus 
Check appropriate box next to “Influenza Vaccination Summary” 
for reporting acute care hospital data or IRF unit(s) data 
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Monthly Plan View for Hospitals with IRF Units 

Click “Save” when finished 
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Monthly Plan View for All Other Facilities  

Click “Reporting Plan” then “Add” 
Select correct month and year from dropdown menus 
Check box next to “Influenza Vaccination Summary” 
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Monthly Plan View for All Other Facilities 

Click “Save” when finished 
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HCP Influenza Vaccination Summary Form  

Collects summary influenza vaccination counts 
among HCP

HCP influenza summary reporting in NHSN consists 
of a single data entry screen per influenza season

Each time a user enters updated data for a particular 
influenza season: 

All previously entered data for that season will be overwritten 
A new modified date will be auto-filled by the system 
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HCP Influenza Vaccination Summary Form 

NHSN data 
entry screen 
mirrors the 
HCP Influenza 
Vaccination 
Summary 
Form 

Denominator 
(Question 1) 
Numerator 
(Questions 
2-6)
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Table of Instructions  
The Table of 
Instructions 
outlines the 
instructions 
and definitions 
for each data 
field in the 
NHSN module 

The Instructions for the HCP Influenza Vaccination Summary Form are located 
in the HCP Influenza Vaccination Summary Protocol: 

http://www.cdc.gov/nhsn/forms/57-214-HCP-Influenza-Vaccination-
Summary-Form-TOI-.pdf 
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HCP Influenza Vaccination Summary Data 

Click “Flu Summary” then “Add” 
“Influenza Vaccination Summary Data” appears as the only option 
Click “Continue” 
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Summary Report for Hospitals with IRF Units 
“Influenza” and “Seasonal” are the default  choices for vaccination 
type and influenza subtype 

Select appropriate flu season in drop-down box (e.g., 2014-2015)

Select the appropriate location for reporting acute care hospital 
data or IRF unit(s) data 
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Summary Report for All Other Facilities 
“Influenza” and “Seasonal” are the default  choices for vaccination 

type and influenza subtype 

Select appropriate flu season in drop-down box (e.g., 2014-2015)
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HCP Influenza Vaccination Summary 
Data Entry Screen 

The asterisks 
indicate required 
columns that must 
be completed 

Use the “Custom 
Fields” function 
for data that a 
facility would like 
to collect and 
analyze 
consistently 

Use the 
“Comments” box 
to enter any 
additional 
information, such 
as side notes 
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HCP Influenza Vaccination Summary 
Data Entry Screen: Custom Fields 

Click “Facility” then “Customize Forms” 
Complete all mandatory fields  
Enter label and select type and status 
Click “Save” when finished 
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HCP Influenza Vaccination Summary 
Data Entry Screen: Custom Fields 

A message will 
appear at the top 
of the screen 
indicating that 
the Custom 
Fields have been 
updated 

The Custom 
Fields will now 
appear on the 
data entry screen 
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Editing HCP Influenza Vaccination Summary Data 

For each update 
of the data after 
the initial entry, a 
message will 
indicate that a 
record of the 
summary data 
already exists 

The “Date Last 
Modified” shows 
when the data 
were last entered 
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Editing HCP Influenza Vaccination Summary Data 

Click “Edit” to modify existing data 
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Saving HCP Influenza Vaccination Summary Data 

Click “Save” to save the updated data 
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Saving HCP Influenza Vaccination Summary Data 

A message confirming that data were saved 
should appear at the top of the screen 
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Data Analysis Features for HCP 
Influenza Vaccination Summary 
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HCP Influenza Vaccination Summary Data  
Analysis: Output Options 

Go to “Analysis” and “Output Options” 
Free-standing IRFs should click on the “HCW Vaccination Module,” “Influenza,” 
and “CDC Defined Output” 
IRF units within acute care facilities should click on “HCW Vaccination 

Module,” “Influenza,” “IRF Influenza” and “CDC Defined Output” 
Click on “Run” to view the default output 
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Generating HCP Influenza Vaccination 
Summary Data 

Go to 
“Analysis” 
and select 
“Generate Data 
Sets” 

Click “Generate  
New” 

Select “OK”  
when webpage 
message 
appears on the 
screen 
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HCP Influenza Vaccination Summary Data  
Analysis: Output Options 

Go to “Analysis” and “Output Options” 
IRF units within acute care facilities should click on “HCW Vaccination Module,” 
“Influenza,” “IRF Influenza” and “CDC Defined Output” 
All other facilities should click on the “HCW Vaccination Module,” “Influenza,” 
and “CDC Defined Output” 
Click on “Run” to view the default output 
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HCP Influenza Vaccination Summary Data  
Analysis: Summary Counts 

Totals are presented for each variable and for each season 

The user can view the total number of employees, LIPs, adult 
students/trainees and volunteers, and other contract personnel working during the 
required time period  

This example shows that 400 employees worked during the required time period during the 
2011/2012 influenza season 
25 employees worked during the required time period during the 2012/2013 influenza season 

Two overall totals are presented 
One number includes the total number of HCP working without other contract personnel (e.g., 
420 HCP for the 2011-2012 influenza season) 
One number includes the total number of HCP working with other contract personnel (e.g., 427 
HCP for the 2011-2012 influenza season) 
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HCP Influenza Vaccination Summary Data 
Analysis: Percentages  

Percentages are presented for each variable 

The highlighted example indicates: 
50% of employees were vaccinated at this facility in 2011/2012 
40% of employees were vaccinated at this facility in 2012/2013  

The percentages in the highlighted example are created by: 
Dividing the number of employees vaccinated onsite by the number of employees 
working during the required time period 
Multiplying by 100 to obtain a percentage 
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HCP Influenza Vaccination Summary Data 
Analysis: Vaccination Compliance 

Vaccination Compliance (excluding other contract personnel) 

The highlighted example for vaccination compliance indicates: 
72% of HCP (excluding other contract personnel) were vaccinated in 2011/2012 
53% of HCP (excluding other contract personnel) were vaccinated in 2012/2013  

The percentages for vaccination compliance are created by: 
Adding the total number of HCP who were vaccinated onsite to the total number of 
HCP who were vaccinated elsewhere (excluding other contract personnel) 
Dividing the total number of HCP vaccinated (both onsite and elsewhere) by the 
total number of HCP working during the required time period (excluding other 
contract personnel) 
Multiplying by 100 to obtain a percentage 
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HCP Influenza Vaccination Summary Data 
Analysis: Vaccination Non-Compliance 

Vaccination Non-Compliance (excluding other contract personnel) 

The highlighted example for vaccination non-compliance indicates: 
27% of HCP (excluding other contract personnel) were not vaccinated in 2011/2012 
35% of HCP (excluding other contract personnel) were not vaccinated in 2012/2013  

The percentages for vaccination non-compliance are created by: 
Adding the total number of HCP who declined vaccination to the total number of  
HCP with unknown vaccination status (excluding other contract personnel) 
Dividing this number by the total number of HCP working during the required time 
period (excluding other contract personnel) 
Multiplying by 100 to obtain a percentage 
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Modifying HCP Influenza Vaccination 
Summary Data 

To modify the 
default analysis 
output, users 
can click 
“Modify” next to 
the report they 
wish to modify 

Can export 
dataset and 
change output 
title and format 

Can use 
variable labels 
when viewing 
output
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Modifying HCP Influenza Vaccination 
Summary Data 

Can add/remove 
variables from 
output by clicking

 “Modify List”  (e.g., 
can remove 
variables for other 
contract 
personnel) 

Use arrows to move 
variables 

Use “Up” and “Down” 
to change the display 
order of the variables 

Click “Save” when 
finished 
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The NHSN Website 

Visit: http://www.cdc.gov/nhsn/acute-care-
hospital/hcp-vaccination/index.html 
for training materials: 

Protocol (with Tables of Instructions) 
Forms 
Frequently asked questions (FAQs) 
Training slides and recorded trainings 
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Questions or Need Help? 

E-mail user support at: nhsn@cdc.gov 

Please include “HPS Flu Summary” in the  
subject line of the e-mail and specify your 

facility type 

68


