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1. To add a custom procedure, select “Customize Forms” under “Facility” 
on the Nav Bar.  

2. Choose “Custom – PS – Procedure” (for a 
customized patient safety procedure) as your form 
type. Give the form a name (using a maximum of 
five characters). This will appear in the drop down 
list when you enter a procedure or will be the 
NHSN code you’ll use when importing the 
procedure via CSV. Add a description. If you will 
have custom fields within your custom form, 
complete the “Define Custom Fields” table below. 
Otherwise, leave it blank.  

3. Click “Save” to save the new procedure form.   

 
 
 

 4. You will receive a confirmation message that the 
form was added.     
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5. When importing procedure records, you now see the 
custom procedure option listed among the default 
NHSN operative procedure codes.  
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6. The new procedure loads like any other procedure 
record, using the custom procedure code.   

7. When reviewing the list of procedures for patients with the last name “Badger”, the new 
arthroplasty procedure appears in the list at the bottom. The procedure is linked to a 
previously imported patient name file through the patientID so the patient name is part of 
the record even though it was not part of the procedure record import file. Please see the 
patient import guide for more details on that process.  
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8. If you choose to manually enter the procedure record instead of importing it, go to 
“Procedure”, then “Add” on the Nav Bar. When you scroll through the “NHSN Procedure 
Code” drop down menu as you enter the procedure information, you will see the custom 
procedure available at the end of the list.  
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