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Guide to Annual Health Care Personnel (HCP) 
Influenza Reporting in the National Healthcare 

Safety Network (NHSN) 
 

 
Log into NHSN. 
 
Select the Healthcare Personnel Safety Component. 

• If you do not see the Healthcare Personnel Safety component, skip to the Activate the Healthcare 
Personnel Safety Component section. 

 

 
 
Click Submit. 
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Once on the Healthcare Personnel Safety Component home page, hover over Vaccination Summary, hover 
over Annual Vaccination Flu Summary and select Add.  
 

 
 
 
On the next page, select Continue. 
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On the Add Influenza Vaccination Summary page, ensure the Facility ID is correct, the Vaccination type 
reads Influenza and the Influenza subtype reads Seasonal and then select the flu season you are reporting.  
 

 
 
 
Enter in your HCP influenza data in the table.  
 

 
 
*Note: all of the numbers listed in questions 2 - 6 must add up to the number entered in question 1.  
 
Click Save.  
 
You can return to this form to edit it at any time.  
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Activate the Healthcare Personnel Safety Component 
 
If you were not able to open the Healthcare Personnel Safety component on the main page. Here are some 
steps you can take to activate it.  
 
From the Long-Term Care Facility Component.  
Identify your facility administrator by hovering over Facility and clicking on Facility Info. 
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On the Facility Info page, you will find two important pieces of information.  
 

1. The name of your Facility Administrator. This is the person who can activate the Healthcare 
Personnel Safety component in NHSN. The Healthcare Personnel Safety component is where 
you will add the HCP Annual Influenza report.  

2. The status of your Healthcare Personnel Safety component. If there is a blue check mark in the 
box next to Healthcare Personnel Safety, it should be activated. 

 

If it is activated, go back to the main page of NHSN and see if you can toggle the Select Component to 
Healthcare Personnel Safety, as shown on the first page of this document. Once selected, you can start at 
the beginning of this guide to process HCP Influenza Reporting. 
 

 
If the Healthcare Personnel Safety component does not have a blue checkmark by it, it is not activated.  
 
Reach out to the person listed as the Facility Administrator and ask them to login and activate the 
component by clicking on the box next to Healthcare Personnel Safety.  
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In order to give users access, the Facility Administrator should hover over Users and click Find. 
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On the next page, search for the person who does not have access to the Healthcare Personnel Safety 
component and click Find. 
 

 
 
The person’s profile will display. Click Edit. 
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Click Edit Rights. 
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In the Healthcare Personnel Safety column, select Administrator and All Rights for the Healthcare 
Personnel Safety component. 
 
 

 
 

Click Save. 
  
The reporter should now have access to the Healthcare Personnel Safety component and can start at the 
beginning of this guide to process HCP Influenza Reporting. 
 
If you still have trouble accessing the reporting, please reach out to the Superior Health Quality Alliance 
Immunizations Team, immunizations@superiorhealthqa.org, for assistance.  
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