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HAI Liaison Program “Quick Tips”
How to Reassign Your NHSN Facility Administrator

I. NHSN Facility Administrator leaving the hospital (i.e. retiring, changing jobs, taking an extended
leave)

Please reassign the NHSN Administrator designation before you leave! This makes the transition

much easier.

1) Loginto the NHSN website as though you are going to report.

2)  Click on “Facility” in the blue navigation bar to the left.

3)  Click on “Facility info.”

4) Under “Contact Information” select "FADMIN - Facility Administrator" from the drop down
box. Click on Reassign.

5)  You will be asked to find and select an existing NHSN User who will be reassigned this role.
NOTE: The existing User must be assigned as an administrative user.

Il. Hospital with no NHSN Facility Administrator but has a current NHSN User at the facility

1) Asa User, log into the NHSN website as though you are going to report.

2) Click on “Facility” in the blue navigation bar to the left.

3) Click on “Facility info.”

4) On this page, under “Contact Information” be sure “ FADMIN — Facility Administrator” is in the
drop down box — now fill in the new NHSN Facility Administrator information. Be sure to
complete all the fields with a red asterisk.

5) Click the “update” button at the bottom of the page.

You will not be able to change the User ID field at this time. NHSN needs to verify your digital certificate
and then will send instructions to your e-mail address for the change to be made.

lll. Hospital with no NHSN Facility Administrator and no NHSN User at the facility

1) A hospital administrator from the “C” level executive must write a letter with the following:
a. On hospital letterhead
b. Stating a change in NHSN Facility Administrator role
c. Include the name of the new NHSN Facility Administrator with
i. Phone number
ii. E-mail address
iii. 5 digit Facility NHSN number (if not known, contact your CDPH- HAI Program
Liaison Nurse)
d. Signature of the executive on the letter
2) FAXthe letter to NHSN at 404-929-0131.
After NHSN receives the letter, they will manually change the role of Facility Administrator to the
new designated person, which will activate a notification e-mail to apply for a new digital certificate.

When the new NHSN Facility Administrator has his/her digital certificate, please notify your CDPH- HAI Program
Liaison IP or InfectionControl@cdph.ca.gov Please also send questions to InfectionControl@cdph.ca.gov
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