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1. To import patient data, navigate to the “Import/ Export” section on the Nav Bar.  

2. Select your import 
type: CSV Import: 
Patients.  

 
 
 
 
  

3. Navigate and attach your import file. See the next page for details on the 
file specifications and field order. Click “Submit” once you have the right file 
indicated.  
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Importing Patient Data File Format: ASCII comma delimited text file with the following fields in the below 
order. Do not include a header row.  
 

Field Required/Optional Values Format 
Patient ID Required   Character – Length 15 
Secondary ID number Optional   Character – Length 25 
First name Optional   Character - Length 30 
Middle name Optional   Character – Length 15 
Last name Optional   Character – Length 30 
Date of Birth Required; must be ≤ 

today's date; must be ≥ 
1/1/1890 

  mm/dd/yyyy 

Birth weight, in grams Optional   Numeric 
Gender Required M – Male 

F – Female 

Character – Length 1 

Social Security Number Optional   Numeric - Omit the "-"s 
Comment Optional   Character – Length 2000 
Custom alpha value 1 Optional   Character – Length 15 
Custom alpha value 2 Optional   Character – Length 15 
Custom alpha value 3 Optional   Character – Length 15 
Custom alpha value 4 Optional   Character – Length 15 
Custom alpha value 5 Optional   Character – Length 15 
Custom alpha value 6 Optional   Character – Length 15 
Custom alpha value 7 Optional   Character – Length 15 
Custom alpha value 8 Optional   Character – Length 15 
Custom alpha value 9 Optional   Character – Length 15 
Custom alpha value 10 Optional   Character – Length 15 
Custom date value 1 Optional   mm/dd/yyyy 
Custom date value 2 Optional   mm/dd/yyyy 
Custom numeric value 1 Optional   Numeric - Length 

decimal(12,3)  
999999999.999 

Custom numeric value 2 Optional 

  

  Numeric - Length 
decimal(12,3)  
999999999.999 

Ethnicity Optional HISP - Hispanic or Latino 
NOHISP - Not Hispanic or Not 
Latino 

Character - Length 6 

Race Optional AMIN - American Indian/ 
Alaskan Native 
ASIAN - Asian 
AAB - Black or African 
American 
NH-PI - Native Hawaiian/ 
Other Pacific Islander 
WHITE - White 

Character - Length 5 

Multiple race entries 
possible - separate by "/" 
(e.g., WHITE/ASIAN) 
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4. You can see a preview of how the fields in your import file are matching to the NHSN 
field names. If it is correct, then click “Update”. If you need to make an update, click 
“Edit” to the left of the patient’s name.  

 

 

5. Make the edit and click “Update” at the bottom of the record.  
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6. You will be asked if you are sure you want to import the records.   

 

 

7. Your import will be confirmed.  
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8. If you import a patient record for a patient who is already in NHSN (e.g., you import a record that 
includes the first and last name for a record that only has the required elements (DOB, gender, ID) in the 
database) and your column fields are off by one column, you see the above message indicating that 
certain fields do not match the existing patient’s information. You can edit the record in the database or 
correct your import file and re-import.  

 

 
 
 

9. You will see a display of the old and new data with the choice to delete one or update the record 
with the new information.  
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10. Another confirmation whether to import the record and then that it was successfully imported.  
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