
NHSN: Add Surgeons 

Contact Ashlie Dowdell, HAI Surveillance Coordinator, at (608) 266-1122 or ashlie.dowdell@wi.gov

 

 

1. To add surgeons, select “Surgeons” under “Facility” on the Nav Bar.  

 
 

 

2. To add surgeons one at a time, you can complete the fields below and click “Add”.  

 with questions 
Last Update: 2/1/10              1 
 



NHSN: Add Surgeons 

Contact Ashlie Dowdell, HAI Surveillance Coordinator, at (608) 266-1122 or ashlie.dowdell@wi.gov

 

 

3. Manual entry of the one surgeon was saved and a confirmation message appeared.  

 

 

4. You can import multiple surgeons’ codes by selecting the button below. It is also 
possible to get to the importing surgeon codes screen by clicking the 
“Import/Export” section of the Nav Bar.  

 with questions 
Last Update: 2/1/10              2 
 



NHSN: Add Surgeons 

Contact Ashlie Dowdell, HAI Surveillance Coordinator, at (608) 266-1122 or ashlie.dowdell@wi.gov

 

 

Field Required/ 
Optional 

Values Format 

Surgeon Code Required  Character 
Length = 20 

Last Name Optional  CL = 30 
First Name Optional  CL = 20 
Middle Name Optional  CL = 15 

5. Import files must be in an 
ASCII comma delimited text file 
format without a header row. 
This can be generated from 
multiple sources, including 
Excel. See the table to the left 
for specific file format 
instructions.  
 
Note: You must have 
administrative privileges in 
NHSN to import data  

 
 
 
 

 

6. Browse to locate your import file and click “Submit” to start the import.  
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7. The system will tell you how many surgeon records are within the 
import file. If this is correct, click “Add” to finish importing them.  

 
 
 

 

8. You will receive an import confirmation message to show that the surgeons were 
added.  
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9. To see a complete list of the surgeons 
associated with your facility, go to “Surgeons” 
under “Facility” on the Nav Bar and click the 
“Find” button.  

 
 
 

 

10. The list of surgeons displays at the 
bottom of the window. Each column can be 
sorted by clicking on the hyperlinked 
header. You can choose to display sections 
or click the “Display All” button.  

 

 with questions 
Last Update: 2/1/10              5 
 



NHSN: Add Surgeons 

Contact Ashlie Dowdell, HAI Surveillance Coordinator, at (608) 266-1122 or ashlie.dowdell@wi.gov

 

 

11. If a mistake was made and you want to 
delete a surgeon, check the box to the left 
of the name and click “Delete”.  

 
 
 

 

12. If you want to edit the surgeon, click the 
hyperlinked surgeon code, edit the record and 
click “Save”.  
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13. You will receive a confirmation message indicating that the update saved.  
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