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Objectives

• Understand the advantages of uploading data via .CSV files

• Locate resources for .CSV upload, including example files and templates

• Enter weekly resident and healthcare personnel COVID-19 vaccination 
data into .CSV files

• Upload .CSV files into NHSN
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Note:  All data shown are fictional and for training purposes only



Advantages of Uploading Data via .CSV 
Files
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Can Enter Data for Multiple Weeks for Residents and 
Healthcare Personnel on One .CSV File
• Multiple rows can be used to upload data for multiple weeks or facilities 

if submitting for a group.
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Entering Weekly Summary Vaccination 
Data into .CSV File: Residents of Long-term 
Care Facilities
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Download .CSV File for Residents of LTCFs
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• Download a .CSV example file 
or template from the LTCF 
webpage: LTCF | COVID-
19/Respiratory Pathogens 
Vaccination |NHSN | CDC

• Choose the file that matches 
the date range you are 
uploading data for.
- For example, if you are 

uploading data for January 
2024, you would refer to the 
files from June 2023.

https://www.cdc.gov/nhsn/ltc/weekly-covid-vac/index.html#anchor_21687
https://www.cdc.gov/nhsn/ltc/weekly-covid-vac/index.html#anchor_21687
https://www.cdc.gov/nhsn/ltc/weekly-covid-vac/index.html#anchor_21687


Open .CSV File Layout 

• Open file layout: Viewing and Uploading COVID-19 LTCF Vaccination Reporting 
Pathway CSV Data Files (cdc.gov).

https://www.cdc.gov/nhsn/pdfs/ltc/covidvax/group-ltcf-upload-data-files-jan-2024-508.pdf
https://www.cdc.gov/nhsn/pdfs/ltc/covidvax/group-ltcf-upload-data-files-jan-2024-508.pdf


.CSV File Layout: Long-term Care Residents 
• The table beginning on page 14 includes detailed information on the variables included on 

the resident .CSV templates.
• This file also provides instructions on how to upload a .CSV file for group data.
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Note: The example file includes test data in the required fields that makes it easier to replace with your data!

Long term Care Resident .CSV



Enter Data and Save .CSV File for Residents of LTCFs

• Populate each variable with the appropriate data and save the file.
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Entering Weekly Summary Vaccination 
Data into .CSV File: Healthcare Personnel 
of Long-term Care Facilities
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Download a .CSV Template for Healthcare Personnel of 
LTCFs
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• Download a .CSV example file 
or template from the LTCF 
webpage: LTCF | COVID-
19/Respiratory Pathogens 
Vaccination |NHSN | CDC

• Choose the file that matches 
the date range for which you 
are uploading data.
• For example, if you are 

uploading data for August 2023, 
you would refer to the files 
from June 2023.

https://www.cdc.gov/nhsn/ltc/weekly-covid-vac/index.html#anchor_21687
https://www.cdc.gov/nhsn/ltc/weekly-covid-vac/index.html#anchor_21687
https://www.cdc.gov/nhsn/ltc/weekly-covid-vac/index.html#anchor_21687


.CSV File Layout: Healthcare Personnel of LTCFs
• Open the file layout to page 15 for detailed information on the variables included on the 

HCP .CSV templates: Viewing and Uploading COVID-19 LTCF Vaccination Reporting Pathway 
CSV Data Files (cdc.gov).

https://www.cdc.gov/nhsn/pdfs/ltc/covidvax/group-ltcf-upload-data-files-jan-2024-508.pdf
https://www.cdc.gov/nhsn/pdfs/ltc/covidvax/group-ltcf-upload-data-files-jan-2024-508.pdf


 

14Note: The example file includes test data in the required fields that makes it easier to replace with your data!

Long-term Care Healthcare Personnel .CSV



Enter Data and Save File for Healthcare Personnel of LTCFs

• Populate each variable with the appropriate data and save the file.

• Make sure to scroll to the right to enter all data for HCP on the row.
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Resources
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Table of Instructions

• If errors prevent upload, please refer to the table of instructions for 
weekly COVID-19 vaccination data reporting in the LTCF component.
- Residents: COVID Vaccination LTC Residents TOI (cdc.gov)

- Healthcare Personnel (HCP): COVID-19 Vaccination Staff TOI Dec 2023 (cdc.gov)
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https://www.cdc.gov/nhsn/forms/instr/covidvax-ltc-residents-toi-508.pdf
https://www.cdc.gov/nhsn/pdfs/covid19/covidvax-staff-toi-508.pdf


The NHSN Website

• Visit LTCF | COVID-19/Respiratory 
Pathogens Vaccination |NHSN | CDC 
for training materials including:
• LTCF Vaccination Protocols for Residents 

and HCP
• .CSV templates and example files
• Data collection forms
• Table of instructions on how to fill out the 

vaccination data collection forms
• Frequently asked questions (FAQs)
• Training slides
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https://www.cdc.gov/nhsn/ltc/weekly-covid-vac/index.html#anchor_21687
https://www.cdc.gov/nhsn/ltc/weekly-covid-vac/index.html#anchor_21687


Questions or Need Help?
• Please use NHSN-ServiceNow to submit questions to the NHSN Help Desk. 

Locate the portal website here: nhsn_csp - NHSN Customer Service 
(cdc.gov). ServiceNow should be used instead of nhsn@cdc.gov, 
nhsntrain@cdc.gov, and nhsndua@cdc.gov.

• Users will be authenticated using CDC’s Secure Access Management 
Services (SAMS), the same way you access NHSN. If you do not have a 
SAMS login, or are unable to access ServiceNow, you can still email the 
NHSN Help Desk at nhsn@cdc.gov.
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For more information, please contact Centers for Disease Control and Prevention
1600 Clifton Road NE, Atlanta, GA 30333
Telephone, 1-800-CDC-INFO (232-4636) / TTY: 1-888-232-6348
E-mail: cdcinfo@cdc.gov Web: www.cdc.gov 

The findings and conclusions in this report are those of the authors and do not necessarily represent the official position of the
Centers for Disease Control and Prevention.

https://servicedesk.cdc.gov/nhsncsp?ACSTrackingID=USCDC_2105-DM113869&ACSTrackingLabel=NHSN%20ServiceNow%20Release&deliveryName=USCDC_2105-DM113869
https://servicedesk.cdc.gov/nhsncsp?ACSTrackingID=USCDC_2105-DM113869&ACSTrackingLabel=NHSN%20ServiceNow%20Release&deliveryName=USCDC_2105-DM113869
mailto:nhsn@cdc.gov
mailto:nhsntrain@cdc.gov
mailto:nhsndua@cdc.gov
mailto:cdcinfo@cdc.gov
http://www.cdc.gov/
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