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User Manual Revision History

Date

By

Revision Description

4/27/2017

Mobley

In May 2017, the user manual was revised to address a change in
using the NIOSH provided Excel file. This change only impacts
facilities who choose to participate in OHSN and currently track
their injuries and illnesses using hard copy records or the OHSN
Excel template provided by NIOSH. We now offer just one NIOSH
provided Excel file that can be used to track traumatic injuries
and exposures, including sharps injuries and blood and body
fluid exposures.

Disclaimer

OHSN Software Usage Disclaimer:

THE MATERIAL EMBODIED IN THIS SOFTWARE IS PROVIDED TO YOU “AS-IS” AND WITHOUT
WARRANTY OF ANY KIND, EXPRESS, IMPLIED OR OTHERWISE, INCLUDING WITHOUT
LIMITATION, ANY WARRANTY OF FITNESS FOR A PARTICULAR PURPOSE. IN NO EVENT SHALL
THE CENTERS FOR DISEASE CONTROL AND PREVENTION (CDC) OR THE UNITED STATES (U.S.)
GOVERNMENT BE LIABLE TO YOU OR ANYONE ELSE FOR ANY DIRECT, SPECIAL, INCIDENTAL,
INDIRECT OR CONSEQUENTIAL DAMAGES OF ANY KIND, OR ANY DAMAGES WHATSOEVER,
INCLUDING WITHOUT LIMITATION, LOSS OF PROFIT, LOSS OF USE, SAVINGS OR RENVENUE, OR
THE CLAIMS OF THIRD PARTIES, WHETHER OR NOT CDC OR THE U.S. GOVERNMENT HAS BEEN
ADVISED OF THE POSSIBILITY OF SUCH LOSS, HOWEVER CAUSED AND ON ANY THEORY OF
LIABILITY, ARISING OUT OF OR IN CONNECTION WITH THE POSSESSION, USE OR PERFORMANCE
OF THIS SOFTWARE.
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1 GENERAL INFORMATION

1.1 Introduction

The Occupational Health Safety Network (OHSN) is a voluntary and secure web-based occupational
safety and health surveillance system developed by the National Institute for Occupational Safety and
Health (NIOSH), part of the Centers for Disease Control and Prevention (CDC).

OHSN focuses on occupational safety and health issues among healthcare personnel (HCP). OHSN
currently allows healthcare facilities to track five injury or exposure events among healthcare personnel:
1) Slips, trips, and falls;

2) Musculoskeletal disorders resulting from patient movement or handling events;

3) Workplace violence;

4) Blood and body fluid exposure; and

5) Sharps injuries

Purpose of OHSN
e  Analyze and report workplace-specific and aggregated data to (1) illustrate the magnitude of
injury and illness events among healthcare workers and (2) to monitor trends in these events

e  Serve as a surveillance resource for U.S. workplaces

This User Manual is meant to provide users with a step-by-step process for using the OHSN System.
Additional information and training guides can be found on the OHSN information web page at:
https://www.cdc.gov/niosh/topics/ohsn/

OHSN can be used by single Healthcare Facilities, or a Healthcare System. A Healthcare System is made
up of two or more healthcare facilities. Use of OHSN varies slightly for single and system users. This
manual provides instruction for both.

1.2 Points of Contact

If you have questions, please email us at NIOSHOHSN@cdc.gov
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2 ENROLLMENT

2.1 Enrollment Requirements

Only healthcare facilities or systems with an American Hospital Association number are eligible to join

OHSN.

To maintain enrollment, the facility/system must
e Submit at least 6 months of data in each 12-month period.
o Agree to the OHSN Rules of Behavior:
http://www.cdc.gov/niosh/topics/ohsn/pdfs/ohsnrulesofbehavior.pdf

2.2 Submitting Enrollment Request

To enroll in OHSN, click on the Enroliment option on the OHSN Home Page menu.

https://wwwn.cdc.gov/niosh-ohsn

‘ OHSN Home Page

‘ LogOn

‘ Enrollment <{u— ‘

‘ Help +

You may also access the enrollment page directly through the OHSN information web page:

http://www.cdc.gov/niosh/topics/ohsn/enrollment.html

The Enrollment web page will open, providing instructions for enroliment.

Click on the Enrollment Web Form link and the Enrollment Request form will be displayed to begin the

enrollment process. All fields are required.
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After submitting an enrollment request a message will appear on the screen confirming that NIOSH
received the request. Additionally, an email will be sent to the email address provided in the enrollment
form stating that NIOSH will contact the requestor within one week to begin the enrollment process.

NIOSH will send the requestor a Data Use Agreement to be signed by both parties via email and will help
the requestor determine data conversion support needs, obtain information for user accounts, and
discuss options for OHSN training.

NIOSH will set up the initial user account(s) based on information obtained during the enrollment
process. Once NIOSH has set up the System/Facility account(s), the account users will receive two emails
providing information about accessing the OHSN system.

e The first email sent will confirm that the OHSN account has been set up and will provide the
user’s log on name.

e The second email sent will provide a temporary password for the user’s OHSN account. The user
will be required to change this password at first logon. The temporary password is sent
separately for security reasons.

2.3 OHSN Training
During the enrollment process, NIOSH will work with the facility to identify training needs.

NIOSH provides OHSN training information on the OHSN information web page
http://www.cdc.gov/niosh/topics/OHSN.

3 ACCESSING OHSN

The OHSN system can be directly accessed at: http://wwwn.cdc.gov/NIOSH-OHSN/

It can also be accessed through the OHSN information web page:
http://www.cdc.gov/niosh/topics/OHSN.

As you can see from the screen shot below, when you visit the OHSN Home Page, the screen welcomes
you, provides system menu options, and displays messages to the user as appropriate, such as recent
updates, planned down times, etc.
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Centers for Disease Control and Prevention | SEARCH | Q |

CDC 24/7: Saving Lives, Profecting People™
CDCA-ZINDEX v

Occupational Health Safety Network (OHSN)

OHSN Home Page
_ . Providing National and World Leadership /M
to Prevent Workplace llinesses and Injuries

LogOn
8 OHSN
Enrollment . .
Help +

CDC > NIOSH

OHSN is a new voluntary and secure electronic occupational safety and health surveillance system being developed by the National Institute for
Occupational Safety and Health (NIOSH). It serves as a foundation for menitoring and protecting healthcare workers. Although the first version of the

OHSN will be limited to the healthcare sector, modules that address occupational health and safety in other industry sectors may be added in the future.
News / Updates

The National Institute for Occupational Safety and Health (NIOSH)
invites you to a special town hall meeting scheduled for Thursday,
September 8th during the Association of Occupational Health

Professionals (AOHP) 2016 National conference in South Carolina.

OHSN will be adding two new modules in 2016 to track sharps
injuries and other types of blood and body fluid exposures.

3.1 User Access Levels

OHSN provides two user access levels: (1) Administrators (facility or system), and (2) Report Users. Your
access level determines which OHSN features are available to you.

Facility Administrators have access rights to all data and user information within their healthcare

facility.

System Administrators have access rights to all the data and user information of all facilities

within their system.

If you are a single Facility:
1. Facility Administrators
e Upload and update facility information (denominators and injury/illness data)
e Add Administrators (up to five) and Report Users (unlimited) for the facility
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e Modify roles or delete users within the facility
e Create and view reports for the facility

2. Facility Report Users
e Can create and view reports for the facility
e Cannot upload or edit information about the facility
e Cannot add, modify or delete users

If you are part of a Healthcare System:
1. System Administrators:
e Update information (denominators and injury/illness data) for facilities within the
system
e Add Administrators (up to five) and Report Users (unlimited) within the system
e Allow Report Users to see reports for one or more facilities within the system
e Create and view reports for the system

2. System Report Users
e Create and view reports for one or more facilities within the system (based on
permissions given by System Administrators)
e Cannot upload or edit information
e Cannot add, modify or delete users
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3.2 Log On

From the OHSN Home Page, click the Log On menu item.

Enter your log on name (email address) and password, and then click the Log On button.

Occupational Health Safety Network (OHSN)

OHSN Home Page .

Providing National and World Leadership / M
OHSN to Prevent Workplace llinesses and Injuries

LogOn
Enrollment . .

Help + CDC = NIOSH = OHSN Home Page

Logonto OHSN

Email address

Password

Forgot Password?

WARNING

This is a U5 Government computer system, which may be accessed and used only by authorized users of the
Occupational Health Safety Network (OHSN). Authorized OHSN Users and authorized information uses are defined in
the OHSN Rules of Behavior (http://www.cdc.gov/niosh/topics/ohsn/pdfs/OHSNRulesofBehavior.pdf ) ).

Unauthorized access or use may subject violators to criminal, civil, and/or administrative action. All information on this
computer system may be monitored, recorded, and is subject to audit by authorized government personnel for official
purposes including criminal investigations. Access or use of this system, whether authorized or unauthorized,

constitutes consent to these terms. (Title 18, US.C)
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3.3 First Time Log On Requirements

The first time you log on to OHSN you will be required to do the following:

1.
2.
3.

Read and acknowledge the OHSN Rules of Behavior

Change your password (See Section 6.2 for instructions)

Select the OHSN modules you plan to participate in and confirm your facility denominators
(See Section 6.3.4 for instructions)

You must read and acknowledge agreement to comply to the OHSN Rules of Behavior in order to

continue with the log on.

Click the Continue button at the bottom of the screen to continue the log on process.

LogOn
Enroliment

Help

Occupational Health Safety Network (OHSN)

OHSN Home Page .

OHSN to Pravent Workplace llinesses and Injuries

+ CDC - NIOSH

OHSN Rules of Behavior

Please review the following Rules of Behavior for accessing OHSN. You must agree to these rules before you can access

OHSN.

February 2013 ~

Introduction

OHSN is a voluntary and secure electronic occupational safety and health surveillance system maintained by
ithe National Institute for Occupational Safety and Health (NIQSH), part of the Centers for Disease Control
and Prevention (CDC). OHSN processes and stores a variety of sensitive data. This information requires
protection from unauthorized access, disclosure, or modification based on confidentiality, integrity, and
availability requirements. These "Rules of Behavior" apply to all users of the OHSN web-based computer
system, including Healthcare System & Facility Administrators, Report Users, and NIOSH OHSN team

members and their authorized contractors and agents (e g, guest researchers, students).

_> [l acknowledge receipt of, understand my responsibilities, and will comply with the rules of behavior for OHSMN.

...
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3.4 Forgot Password

If you forget your password, click the Forgot Password link on the Log On screen to request a new
password from NIOSH.

Occupational Health Safety Network (OHSN)

OHSN Home Page .
Providing National and World Leadership Dg.’
LogOn OHSN to Prevent Workplace llinesses and Injuries

Enrollment . .
Help + CDC > NIOSH > OHSN Home Page
Logonto OHSN

Email address

Password

/
Eorgot Password?

On the Request New Password screen, enter the email used for your OHSN account. Then click the
Request Password button.

Occupational Health Safety Network (OHSN)

OHSN Home Page .
Providing National and World Leadership Dg{
LogOn OHSN to Prevent Workplace llinesses and Injuries

Enrollment . .

Help + CDC = NIOSH

Request New Password
Email address

Amy@AnytownHos pital.com| x

Request Password ‘_——
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Confirmation that the request was received and processed will be displayed on the screen as shown

below.

Occupational Health Safety Network (OHSN)

OHSN Home Page
LogOn
Enroliment

Help +

Forgot Password Request Processed

Providing National and World Leadership
to Prevent Workplace llinesses and Injuries

The password for your account has been reset and login instructions have been sent to your email address.

/[YiosH

Once the Request Password button is clicked from the Request New Password screen, the system will

generate a new temporary password and send it to the email address provided.

When you log on with the new temporary password you will be required to change it again. Note: The
new password you create cannot be one that you have used within the past 20 times.

3.5 Logging Off

To log off OHSN, click the Log Off button from the menu item.

NOTE: The system will automatically log off a user after

20 minutes of inactivity.

OHSN Home Page

Reports +
Data Submissions +
Profiles +
Prevention Resources
Switch Organizations

Log OFff ‘_
Help +

Page 3-10



OHSN User Manual

4 OHSN DASHBOARD

After successfully logging on to OHSN, a dashboard screen (see below) will appear providing a quick
overview of the data submitted by the facility to date. The dashboard will display alerts that the user
should be aware of concerning data submissions, such as past due submissions. It is important that your
facility or system submit at least six months of data per calendar year for your OHSN account to
remain active.

Occupational Health Safety Network (OHSN)
[

OHSN Home Page

Providing National and World Leadership /mmm
to Prevent Workplace llinesses and Injuries

Reports + OHSN
Data Submissions + . .
Profiles + CDC » NIOSH = Anytown Hospital A (6000010

Prevention Resources

My OHSN Dashboard

Switch Organizations

Log Off
= Alerts

Help +
The latest demographics data used to calculate rates for your facility needs review. While OHSN uses data from

the AHA Survey by default, we cannot guarantee its accuracy.
Your facility data for February 1 - April 30, 2016 is overdue. Please submit your data today.

Most Recent Submission Organization Snapshot
Reporting Period Data Available

January 1- 31, 2014 January 1, 2014 - January 31, 2016
# of Events Total # of Events

6 1036
News / Updates OHSN Support

TBD

Hours of Operation

Monday - Friday *
9-00 AM - 4:00 PM EST

* excluding Federal Holidays
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If you have access to more than one healthcare facility, for example if you are a System Administrator,
the OHSN Dashboard screen will not appear until you have selected which organization you want to
focus on.

The Select Organization screen will appear as shown below. Click on the down arrow of the
Organization drop-down list to view the system and facilities to which you have access.

Occupational Health Safety Network (OHSN)
- o W
Providing National and World Leadership Dm

to Prevent Workplace llinesses and Injuries

Reports + OHSN
Data Submissions + . .
Profiles + CDC > NIOSH » OHSN Home Page

Prevention Resources . .
Select Organization

Switch Organizations

Your user account is linked to multiple organizations. In order to complete your login to OHSN you must select the
Log Off healthcare facility or system that you wish to access.
Help + Organization

Anytown Healthcare System (System) ﬂ"—___

Once you select the organization (system or facility), the My OHSN Dashboard screen associated with
the selected organization will appear.

Occupational Health Safety Network (OHSN)

OHS5N Home Page .
Providing National and World Leadership / M

to Prevent Workplace llinesses and Injuries

Reports + OHSN
Data Submissions + . .
Profilas 4  CDC > NIOSH > Anvtown Hospital A(6000010) > OHSN Home Page
Prevention Resources . .
Select Organization
Switch Organizations
Your user account is linked to multiple organizations. In order to complete your login to OHSN you must select the
Log Off healthcare facility or system that you wish to access.
Help + AAA Medical Center, Anytown, OH

Anytown Healthcare System (System)
Anytown Hospital A, Cincinnati, OH
Anytown Hospital B, Columbus, OH
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5 OHSN MENU

The OHSN Menu appears on the left side of each screen. Menu items will be slightly different depending
on user access rights. Many of the menu items contain additional submenu items. All menu and
submenu items are described below.

OHSN Home Page

Data Submissions +
Profiles +

Prevention Resources

Switch Organizations

Log Off
Help +
OHSN Menu and Submenu Items
Main Menu Sub-Menu item Description Who Can Access
Item
My System Create or view reports that summarize e System Admin
Report your healthcare system’s data e System Report
User
My Facility Create or view reports that summarize e System Admin
Report your healthcare facility’s data e System Report
User
e Facility Admin
e Facility Report
User
OHSN Averages & Create or view reports that summarize all e System Admin
Report Percentiles of the data from OHSN-participating e System Report
facilities (No facility/system names are User
displayed) - .
e Facility Admin
e Facility Report
User
Data Upload New Data Enter new data for your facility or system e System Admin
Submissions to OHSN e Facility Admin
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Main Menu Sub-Menu item Description Who Can Access
Item
Data Submission History Provides a detailed listing of all data System Admin
Submissions submissions to OHSN Facility Admin
Data Tools Provides the following tools to aid users in System Admin
Submissions preparing their data for submission to Facility Admin
OHSN:
- OHSN Conversion Tool
- Excel Spreadsheet for Required
Data
- Excel Spreadsheet for Required
and Optional Data
Profiles My Profile View or modify your email address and All Users
password
Profiles Facility Profile View or modify the denominator data and System Admin
settings for your facility (see section 6.3.4 Facility Admin
for more)
Profiles System Profile View or modify the denominator data and System Admin
settings for facilities in your system
Link to NIOSH, CDC and other
Prevention n/a organizations’ publications on approaches | All Users
Resources to dealing with slips, trips and falls; patient
handling; workplace violence; sharps
injuries; and blood/body fluid exposures
Allows users associated with a System to System Admin or
Switch n/a view and manage facilities within their Facility Users who
Organizations system have access to
multiple facilities
Help OHSN User Manual | View or print OHSN User Manual All Users
Help FAQ Read answers to frequently asked All Users
questions about OHSN
Help Contact Us / Provides mechanism for users to send All Users
Feedback NIOSH questions or feedback about the
OHSN system
Help OHSN Information Opens the OHSN information web page on | All Users
Web page the CDC/NIOSH Internet site
Help About OHSN Provides OHSN system version information | All Users
and disclaimer
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6 PROFILES
6.1 User Profiles

Each OHSN user has an individual user profile. The User Profile screen allows you to:

e Verify the email address you used to log on to and communicate with OHSN
e View the current user roles you are assigned for a given facility/system
e Change your account password

To access and manage information in your OHSN profile click the Profiles menu item from the OHSN

Main menu then select My Profile as shown below.

Occupational Health Safety Network (OHSN)

OHSM Home Page . _ _
Providing National and World Leadership w
to Prevent Workplace llinesses and Injuries

Reports + OHSN
Data Submissions + . .
Profiles - CDC = NIOSH = Anytewn Hospital A (6000010] > OHSN Home Page > Profiles
My Profile e .
User Profile
Facility Profile

Email address Amy@Anytownhospital.com

Prevention Resources

Access Level Report User
Switch Organizations

Old Password
Log Off

MNew Password )
Help + Password Requirements

Confirm Password

Change Password

If your role(s) is/are incorrect, you must contact your OHSN Facility or System Administrator to request a
change in the system.

If your email address needs to be changed, contact OHSN User Support at: NIOSHOHSN@cdc.gov. Since

the user’s email address is used as the OHSN account ID, only a NIOSH OHSN System Administrator can
make this change.
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6.2 Change Password

You can change your password by going to the My Profile screen. Enter your existing password in the

Old Password field, a new password in the New Password field, and the same new password value in

the Confirm Password field. Then click the Change Password button.

Note: The new password you create cannot be one that you have used within the past 20 times. Click on

Password Requirements to learn more.

Passwords must be 8-30 characters and include at least 3 of the following 4 characters:

Occupational Health Safety Network (OHSN)

OHSN Home Page

Reports

Profiles

Log Off

Help

Uppercase
Lowercase
Numeric

Punctuation (There are no limitations on punctuation.)

+

Data Submissions +

My Profile
Facility Profile
Prevention Resources

Switch Organizations

OHSN

CDC > NIQSH > Anytown Hospitsl A (6000010) > OHSN Home Page > Profiles

Providing National and World Leadership /M
to Prevent Workplace llinesses and Injuries

User Profile
Email address Amy @Anytownhospital.com

Access Level

Report User
Old Password sesescscssee
New Password sssssssees Password Requirements
Confirm Password sesescscns -

Change Password *—

If the password was changed successfully, a message will be displayed stating that the password was

changed.

Page 6-16



OHSN User Manual

6.3 Profile Information for Single Healthcare Facilities

Facility Administrators have access to the Facility Profile. If the facility is also part of a Healthcare
System, the System Administrator would also have access to the facility’s profile information. The
Facility Profile screen allows you to:

Verify that the facility organizational information is correct
Make requests to add, edit, or remove user accounts for the facility
Verify and/or update the facility denominator data

This screen has three sections:

1.

2.

Facility Profile — (Read only) Provides detailed information about the facility and the last
submission of data to OHSN.

Facility Profile

Facility ID 4000010

Facility Name Anytown Hospital A (6000010)

Healthcare System Anytown Healthcare System

Location Cincinnati, OH
Region Midwest Region

Service Type General medical and surgical

Control Type Nongovernment, not-for-profit
Join Date 1/15/2013
Last Submission Date 3/23/2016

* If any of the above information is incorrect, contact us to request changes.

Facility Users — Provides information about current user access to facility data and the ability to
add, delete or edit user accounts.

Current Denominator Data — Displays current facility denominator data (i.e., number of licensed
beds, number of admissions, number of employees by occupation, etc.) used to calculate
incidence rates for injuries.
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6.3.1 Adding New Users

The Facility Users section lists the users who have access to the facility data and what level of access
each has.

Facility Administrators can make a request to NIOSH to add a person as a new user for their facility in
OHSN. In the Facility Users section of the Facility Profile screen, click the Add User button to allow a
new user to have access to the facility data.

Facility Users

Email address Access Level

Amy@Anytownhospital com Report User
johnsmith@anytownhospital.com Administrator

Add User [ e

After clicking the Add User button, the Request a New Facility User screen will appear as shown below.

Occupational Health Safety Network (OHSN)
- o /"
Providing National and World Leadership Dg{

to Prevent Workplace llinesses and Injuries

Reports + OHSN
Data Submissions + . .
Profiles + CDC = NIOSH = Anvtown Hospital A (6000010}

Prevention Resources

Request a New Facility User

Switch Organizations

Log Off New User's Email address
Help +

Confirm User's Email address

Access Level
() Administrator - Full access to Facility Data
() Report User - Limited to read access to reports.
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1. Enter avalid email address in the New User’s Email address field and the Confirm User’s Email
address field.

2. Select whether the new user should have an Administrator or Report User access level. (See
Section 3.1 for information on user access levels.)

3. Click the Send Request button.

After clicking Send Request, the screen shown below will appear as confirmation. An email will be sent
to the new user with a cc to the Facility Administrator when the new user account has been set up.

Occupational Health Safety Network (OHSN)

OHSN Home Page
Providing National and World Leadership

Reports + to Prevent Workplace llinesses and Injuries /M

OHSN
Data Submissions + .
Profiles
CDC > NIQSH > Anytown Hospital A (6000010) > OHSN Home Page > Profiles > Facility Profile
My Profile
Facility Profile = Request for New Facility User Sent
New Facility User Your request to add a new user to your facility has been sent to NIOSH.

Prevention Resources You will receive notification once your request has heen processed

Switch Organizations
Log Off

Help +

6.3.2 Editing a User’s Access Level

Facility Administrators can make a request to NIOSH to change a user’s access level for their facility in
OHSN. (See Section 3.1 for information on user access levels.) In the Facility Users section of the Facility
Profile screen, click the Edit button for the user you wish to update.

Facility Users

Email address Access Level /

Amy@Anytownhospital.com Report User
johnsmithi@anytownhospital.com Administrator

Add User
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After clicking the Edit button, the Edit User Request screen will appear as shown below.

Occupational Health Safety Network (OHSN)

OHSN Home Page .
Providing National and World Leadership ms,.’

T + OHSN to Prevent Workplace llinesses and Injuries
Data Submissions + . .
Profiles CDC » NIOSH > Anvtown Hospital A (6000010) » OHSN Home Page > Profiles = Facility Profile

My Profile .

Edit User Request
Facility Profile -
Edit Facility User User's Email address

Prevention Resources Amy@Anytownhospital com
Switch Organizations \GCCESS Level

i Administrator - Full access to OHSN.

L O Report User - Limited to read access to reports.

Change the user’s access level by selecting either the Administrator or Report User buttons.

Help +

After selecting the appropriate access level for the user, click the Send Request button. After clicking

Send Request, the following screen will appear as confirmation:

Occupational Health Safety Network (OHSN)

OHSN Home Page
Providing National and World Leadership Dg.’

Reports + OHSN to Prevent Workplace llinesses and Injuries

Data Submissions + . .

CDC = NIOSH = Anytown Hospital A (6000010) > OHSN Home Page » Profiles » Facility Profile

Profiles =

My Profile
i Request to Edit Facility User Sent

Facility Profile =
Your request to edit the role of a user in your facility has been sent to NIOSH

Edit Facility User
You will receive notification once your request has been processed.
Prevention Resources
Switch Organizations

Log Off

Help +

NIOSH will notify the Administrator and the User via email that the request is being processed.
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6.3.3 Removing a User

Facility Administrators can make a request to NIOSH to remove a person as an OHSN user for their
facility. In the Facility Users section of the Facility Profile screen, click the Remove button for the user
you wish to remove.

Facility Users

Email address Access Level

Amy@Anytownhospital.com Report User
johnsmith@anytownhospital.com Administrator

Add User

After clicking the Remove button, the Remove User Request screen will appear as shown below:

Occupational Health Safety Network (OHSN)

OHSN Home Page

Providing National and World Leadership DS’,
Reports + OHSN to Prevent Workplace llinesses and Injuries
Data Submissions + . .

Profiles - CDC = NIOSH > Anvtown Hospital A (6000010) » OHSN Home Page = Profiles = Facility Profile

My Profile
Remove User Request
Facility Profile =

Remove Facility User - . .
"y Facility access is requested to be removed for the following user:

Prevention Resources
Amy@Anytownhospital.com

Switch Organizations

Click the 'OK! button to send a request to the NIOSH OHSN administrator to remove the user's access from your facility.
Log Off
Help +

Click the Cancel button to cancel the request and return to the Facility Profile screen.

Click the OK button to send a request to NIOSH to remove the user’s access from your facility. After
clicking OK, a confirmation message will be displayed as shown below.
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Occupational Health Safety Network (OHSN)

OHSN Home Page .
Providing National and World Leadership Dm
Reports + OHSN to Prevent Workplace llinesses and Injuries

Data Submissions + | | .
Profiles - DC » NIOSH » Anytown Hospital A (6000010) = OHSN Home Page > Profiles » Facility Profile
My Profile

Request to Remove Facility User Sent
Facility Profile =

Your request to remove a user from your facility has been sent to NIOSH.
Remove Facility User
You will receive notification once your request has been processed.
Prevention Resources
Switch Organizations
Log Off

Help +

NIOSH will notify the Administrator and the User via email that the request is being processed.
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6.3.4 Facility Denominator Data

Facility Administrators can review and update their current denominator data in the Current

Denominator Data section of the Facility Profile screen. Each facility is required to do this when it first
Log On to OHSN and at the start of every calendar year after that. The information should be updated
when significant changes occur during the course of a year, such as adding a new hospital wing.

The denominator data is
used to calculate
incidence rates for
injuries.

Current Denominator Data

Beginning
Total number of licensed beds

Total number of admissions
per month

Total number of outpatient
encounters per month

Do you record occupational
health events that occur
among contract staff?

FTE by Occupational Category

Events reported

Edit Denominator Data

1 ;2013
161

749

6695

No

Occupational Category

a. Physicians & dentists

b. Medical & dental residents/interns
c. Other trainees

d. Registered nurses

e. Licensed practical (vocational) nurses
f. Nursing assistive personnel

g Radiology technicians

h. Laboratory technicians

i. Pharmacists, licensed

j- Pharmacy technicians

k. Respiratory therapists

I. All other personnel

Total

Slips, Trips, and Falls (STF)

Patient Handling and Movement (PHM)
Workplace Violence (WPV)

Exposure to Blood or Body Fluids
Needlestick/Sharps Injury

Employee FTEs

17

27
35
41

17

10
14
355

818
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To update your facility’s denominator data, click the Edit Denominator Data button at the bottom of the
Facility Profile screen. The Facility Denominator Data screen will appear allowing you to edit the
information.

Facility Denominator Data

Beginning 1/2013 ﬂ

Total number of licensed beds 161

Total number of admissions 749
per month

Total number of outpatient 6695
encounters per month

Do vou record occupational W Yes
health events that occur ~ No

among contract staff?

Field Description

Beginning: You must select a date. When you change the selection to one of the
existing month/year selections, the current denominator data for
that reporting period will be displayed so you can edit the values.

If you select Add New from the drop-down menu, the screen will
prompt you to specify the month and year.

Total number of licensed beds: Enter a whole number larger than 0.
Total number of admissions per Enter a whole number larger than 0.
month:

Total number of outpatient Enter a whole number larger than 0.

encounters per month:

Do you record occupational health Select Yes or No. If you select Yes, the Contractor FTEs column will
events that occur among contractor appear in the FTE by Occupation Category table.
staff?
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FTE by Occupational Category

Occupational Category Employee FTEs Contractor FTEs
a. Physicians & dentists 17 0
b. Medical & dental residents/interns 1 0
c. Other trainees 1 0
d. Registered nurses 291 0
e. Licensed practical (vocational) nurses 27 0
f. Nursing assistive personnel 35 0
£. Radiclogy technicians 41 0
h. Laboratory technicians 17 0
i. Pharmacists, licensed 9 o
j- Pharmacy technicians 10 0
k. Respiratory therapists 14 0
I All other personnel 355 0
Field Description
Full-Time Employees (FTE) by Employee FTEs
Occupation Category You can change the values for each occupation category. Enter

whole numbers larger than 0.

Contractor FTEs
If your facility records occupational health events among contract
staff, enter a whole number larger than 0.
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Events Reported Traumatic Injury Medules
Slips, Trips, and Falls (STF)
Patient Handling and Movement (PHM)
Workplace Violence (WPY)

Exposure Modules

Exposure to Blood or Body Fluids
Meedlestick/Sharps Injury

Other Event Types

Contact with Objects and Equipment

MS5D (not related to Patient Handling)

Transportation Injury

Other Traumatic Injury

Exposure to Other Biohazard

Exposure to Other Harmful Substance or Environment

Fire or Explosion

Exposure to Blood, Body Fluids, or Needlestick/Sharps Injury
Other Exposure

Other Event

Confirmation

[] By checking this box, | confirm that the above denominator data is accurate for my facility.

Update Denominator Data

Field Description

Event types reported — check boxes e Patient Handling and Movement

e Slips, Trips and/or Falls
Choose at least one box. If you receive
the error message “No event types

were selected,” you did not check at

e  Workplace Violence
e  Exposure to Blood or Body Fluids

least one of the boxes above. ®  Needlestick/Sharps Injury
Confirm denominator check box This box must be checked prior to updating any denominator data.
Update Denominator Data button Click this button to apply any changes made to the facility

denominator data.
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Field Description

Cancel button Click this button to cancel any edits made and return to the Facility
Profile screen.

After you have updated the denominator data, check the box to confirm it is accurate for your facility.
Then click Update Denominator Data.

Confirmation

By checking this box, | confirm that the above denominator data is accurate for my facility.

Update Denominator Data

If the denominator data you have entered is not accurate, click Cancel and re-enter the data.
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6.4 Profile Information for Healthcare Systems

Using the OHSN System Profile screen, System Administrators can manage the facilities within their
system and the users who can view or manage system-level information.

To access this screen, click on the Profiles menu item from the OHSN main menu then click the System

Profile menu option. An example Healthcare System Profile screen is shown below.

Occupational Health Safety Network (OHSN)

OHSN Home Page .
Providing National and World Leadership DS’.’

to Prevent Workplace llinesses and Injuries

Reports + OHSN
Data Submissions + . .
Profiles - CDC = NIOSH = Anvtown Healthcare System (System T0002) = OHSN Home Page = Profiles

My Profile .

Healthcare System Profile
Facility Profile
Profile e

System € Healthcare System Name Anytown Healthcare System
HTEETL TR T RS Healthcare System ID TO00D2
Switch Organizations
Log Of Facilities
Help + Facility ID Facility Name Location Join Date

6000099 AAA Medical Center Anytown, OH 4/6/2016
6000010 Anytown Hospital A Cincinnati, OH 1/15/2013
6000020 Anytown Hospital B Columbus, OH 1/15/2013

Add Facility

System Users

Email address Access Level

JaneCruthers@Anytownhospital.com Report User
TomBrown@Anytownhospital.com Administrator

Add User
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6.4.1 Managing Facilities within a Healthcare System

System Administrators have access rights to all the data and user information for each facility within
their healthcare system.

System Administrators can:

e Add or remove facilities within their system

e Edit facility users and denominator data for facilities within their system
e Add additional System Administrators (up to five)

e Add or remove System Report Users (unlimited)

e Create and view reports for their system

6.4.1.1 Adding a Facility to the Healthcare System

To add a facility to a healthcare system, click the Add Facility button in the Facilities section of the
Healthcare System Profile screen as shown below.

OHSN Home Page .
Providing National and World Leadership w

to Prevent Workplace llinesses and Injuries

Reports + OHSN
Data Submissions + . .
Profiles - CDC = MIOSH = Anytown Heslthcare System (System TO002) = OHSN Home Page = Profiles

My Profie Healthcare System Profile

Facility Profile

tem Profile
System Pr Healthcare System Name Anytown Healthcare System
Prevention Resources Healthcare System ID 70002
Switch Organizations
Log Off Facilities
Help + Facility ID Facility Name Location Join Date

6000099 AAA Medical Center Anytown, OH 4/6/2016
6000010 Anytown Hospital A Cincinnati, OH 1/15/2013
6000020 Anytown Hospital B Columbus, OH 1/15/2013

Add Facility ‘__

A new screen will appear allowing the System Administrator to send a request to NIOSH to add a new
facility to the healthcare system.
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Enter the name of the facility to be added and the zip code. If the AHA ID and/or Medicare ID are
known, please provide this information in the boxes provided. Click the Send Request button to submit

the request.

Reports
Data Submissions
Profiles

My Profile

Facility Profile
System Profile

Add New Facility

Prevention Resources
Switch Organizations
Log Off

Help

+

+

OHSN

Occupational Health Safety Network (OHSN)

Providing National and World Leadership / Zﬂmg{
to Prevent Workplace llinesses and Injuries

CDC = NIOSH » Anvtown Healthcare System (System TO002] » OHSM Home Page = Profiles = System Profile

Request a New Facility

Facility Details

MName of the facility

Z|P Code where located

AHAID (if known)

Medicare ID (if known)

After clicking the Send Request button, a confirmation message will appear indicating that the request
has been sent to NIOSH.

NIOSH will contact the requesting party to obtain additional information for the facility if needed and
then add the facility to the healthcare system as soon as possible. If the facility is already enrolled in

OHSN, NIOSH will send an invitation to the Facility Administrator to accept association with the

requesting healthcare system.
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6.4.1.2 Removing a Facility from a Healthcare System

To remove a facility from a healthcare system, click the Remove button for the facility to be removed in
the Facilities section of the Healthcare System Profile screen as shown below.

OHSN Home Page .
Providing National and World Leadership Dg.’

Reports + OHSN to Prevent Workplace llinesses and Injuries
Data Submissions + . .

Profiles - CDC > NIOSH = Anytown Healthcare System (System TO002) = OHSN Home Page » Profiles

My Profile

Healthcare System Profile
Facility Profile

tem Profile
System Pr Healthcare System Name Anytown Healthcare System
Prevention Resources Healthcare System ID 70002
Switch Organizations
Log OFf Facilities
Help + Facility ID Facility Name Location Join Date

6000099 AAA Medical Center Anytown, OH 4/6/2016
6000010 Anytown Hospital A Cincinnati, OH 1/15/2013
6000020 Anytown Hospital B Columbus, OH 1/15/2013

Add Facility

A confirmation message will display in the next screen asking the System Administrator to confirm the
removal of the facility from the system. Click OK to send the removal request to NIOSH. Click Cancel to
cancel the request.
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Occupational Health Safety Network (OHSN)

OHSN Home Page .
Providing National and World Leadership DS’,

to Prevent Workplace llinesses and Injuries

Reports + OHSN
Data Submissions + . .
Profiles - CDC » NIOSH = Anytown Healthcare System (System T0002) = OHSN Home Page » Profiles = System Profile
My Profile .
Remove Facility Request
Facility Profile

The following facility will be removed from my healthcare system:
System Profile -
AAA Medical Center

Remove Facility

Click the 'OK' button to send a request to the NIOSH OHSN administrator to remove the facility from your system.
Prevention Resources

Cox | e
Switch Organizations
Log Off \

Help +

After clicking OK, the screen will indicate that the request to remove the facility from the system was
sent to NIOSH.

Once the facility is removed, NIOSH/OHSN will disable all facility user accounts for the given facility. To
regain access, the facility must either be added to another healthcare system or re-enrolled in OHSN. All
data submitted prior to removal will be maintained.

6.4.2 Managing Healthcare System Users

System Administrators can make a request to NIOSH to:

- Add a person as a new user for their healthcare system
- Remove a current user from their healthcare system
- Edit User access rights to their healthcare system

To perform these functions, go to the System Profile screen and follow the same instructions for adding,
removing or editing a new user as described in the Single Healthcare Facility profiles Sections 6.3.1,
6.3.2,6.3.3.
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7 ACCESSING FACILITY DATA WITHIN A HEALTHCARE SYSTEM

System Administrators or users who have access to more than one facility must select the facility to
view/manage prior to uploading data, generating reports, or editing profiles.

To change the focus on which facility or healthcare system you wish to view/manage, click the Switch
Organizations menu item from the OHSN main menu as shown below:

OHSMN Home Page

Reports +
Data Submissions +
Profiles +

Prevention Resources

Log Off ‘\
Help +

The Select Organization screen will appear. Click the down arrow on the organization text box and a
drop-down list of all the facilities and healthcare systems for which you have access will be displayed.
Click on the facility or healthcare system you wish to view or manage. Then click the Select button to
switch the focus to that facility or system.

Occupational Health Safety Network (OHSN)

OHSN Home Page .
Providing National and World Leadership / M

to Prevent Workplace llinesses and Injuries

Reports + OHSN
Data Submissions + . .
Profiles 4 | CDC > NIOSH > Anviown Hospital A(6000010) > OHSN Home Poge
Prevention Resources . .
Select Organization
Switch Organizations
Your user account is linked to multiple organizations. In order to complete your login to OHSN you must select the
Log Off healthcare facility or system that you wish to access.
Help + AAA Medical Center, Anytown, OH

Anytown Healthcare System (System)
Anytown Hospital A, Cincinnati, OH
Anytown Hospital B, Columbus, OH
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8 OHSN FACILITY TOOLS

Files uploaded to OHSN must be in the standard file format designed for the OHSN system. NIOSH
offers tools to help users produce the standard data submission file.

If your facility/system is not currently using any software to track occupational injury events, you can
use the NIOSH developed Microsoft Excel Spreadsheet to track this information. (see Section 8.2).

If you are currently using a software product (either commercially or custom developed) to track
occupational injury events and have the ability to export your data from the software to Microsoft Excel,
you can use the mapping function in the OHSN Conversion Tool to convert your data fields to the OHSN
data fields and create the standard OHSN submission file (see Section 8.3).

To access these tools, click on the Data Submissions item on the OHSN main menu, then click the Tools

OHSN Home Page
Reports / +

menu item as shown below.

Data Submissions =

Upload New Data Mapping Data — the "matching" between
a source and a target database which
Submission History contain the same data elements but call
Tools ‘____ them by different names. This matching
enables software and systems to

Profiles + meaningfully exchange information.
OHSN provides a Mapping Tool to match
data in a facility’s value list to the OHSN
Switch Organizations value list.

Prevention Resources

Log Off

Help +

If you are interested in modifying your custom developed software to be directly compatible with OHSN,
visit the OHSN Software Compatibility Kit section of the OHSN website at:
http://www.cdc.qov/niosh/topics/ohsn/documentation.html. The NIOSH OHSN team can help guide you

through this process.

The Tools screen will appear, which provides a link to the OHSN information web page, where the tools
reside. You will need to download the OHSN Facility Tool Package to create files that can be uploaded to
the OHSN System.
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Occupational Health Safety Network (OHSN)

OHSN Home Page
Providing Mational and World Leadership

Reports + to Prevent Workplace llinesses and Injuries /M

Data Submissions, =

Upload New Data
C > NIOSH > Anvtown Healthcare System (System TO002) > OHSN Home Psge > Data Submissions

Submission History

Tools Tools
Profiles + OHSN provides a set of tools ta assist your facility in producing an OHSN data submission. You can find these tools on the OHSN Documentation
page.

Prevention Resources
Click here to visit the OHSN Documentation page.

Switch Organizations

Log Off

Help -

8.1 Downloading the OHSN Facility Tool Package

To download the OHSN facility tool package, click on the link on the Tools screen shown above.

The OHSN Documentation page will display
(http://www.cdc.gov/niosh/topics/ohsn/documentation.html). Scroll down to the Facility Tools section
and click on OHSN Data Conversion and Mapping Tool.

Click the OHSN Data Conversion and Mapping Tool link.

When the dialog box appears, click the Open.

Internet Explorer @
What do you want to do with OHSNFacilityTools.zip?

Size: 1.03 MB
From: ftp.cdc.gov

< Open ‘

The file won't be saved automatically.
< Save

= Saveas

Cancel

Click the Extract all files link.
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(F=% EOR =<
QQ | 1, « ContentIES » HIUSKIKR » OHSNFacilityTools.zip » - I ¢’,| Search OHSNFacilityTools.zip p'
Organize v Extract all files =« 0 @

| Documents a| Mame * Type

&) Music

d. : OHSN Conversion Tool 2.0 File folder

o)l New Library

=l Pictures

E Videos

Select a location on your computer to save the Conversion Tool files using the Browse button,
then click the Extract button.

-

X5

&, 1, Extract Compressed (Zipped) Folders

Select a Destination and Extract Files

Files will be extracted to this folder:

CAOHSN\Conversion Tooll Browse...
[¥] Show extracted files when complete /

~—

[ Extract ][ Cancel

If downloaded and extracted successfully, you should have the following list of the files in the
OHSN Conversion Tools folder.

Mame ’ Type Compressed size Password .. Size Ratio Date modified

ﬂfj OHSN-2.0-ImportTemplate-AllFields  Microsoft Excel Macro-En.., 43KB Mo 4BKE 1% 1/12/2016 12:08 PM
ﬂfj OHSN-2.0-ImportTemplate-Requir..  Microsoft Excel Macro-En.., 49KB Mo 53KB 9% 1/12/2016 12:06 PM
- ReadMe Microsoft Word 97 - 2003 .. 9KE Mo AKE % 4/15/2015 4:03 PM
] setup Application 193KB Mo 4BKE 54% 1/14/2016 7:31 AM
ﬁ zpackage Windows Installer Package 932KE  No 1269KB 27% 171472016 9:33 AM
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8.2 Using the NIOSH Provided Excel Spreadsheet

For facilities/systems not currently using any software to track occupational injury and exposure events,
NIOSH developed a standard Microsoft Excel spreadsheet with the OHSN data elements and standard
value sets for each element. Facilities may choose to download the Excel file and directly enter their
event data using drop-down menus with the OHSN data elements.

The NIOSH provided Excel spreadsheet can be found in the OHSN Facility Tools zip file. (See
Section 8.1).

If the spreadsheet opens in ‘Protected View’ mode you will see a yellow bar at the top. Click the
Enable Editing button in order to edit and save the file.

0 Protected View This file originated from an Internet location and might be unsafe. Click for more details. Enable Editing *"'—-

Save the spreadsheet to a location on your computer or network. We recommend saving the
file with a name that includes the month of the data you are entering— for example,
“OHSN_April_2016.” You may choose to create a new OHSN folder to hold these files.

If you see the following warning about macros being disabled, you will need to click the Enable
Content in order for the OHSN supplied drop down lists to work (as described below).

! Security Warning  Macros have been disabled. Enable Content +—

Within the Excel file, most cells provide a list of standard values acceptable for that data
element. Double clicking within the cell will open a help box containing descriptions of each of
the standard values for the data element (see example below).
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A =] C D E F G H | J K.
EventID Ewvent Date Event Locatioi Event TffeWnrker Age Worker Occupatior Injury Fall Type Injury Source Injury Assault TypeInjury Contributing Factc Injury Equipment

1
2
3
4
5
b
7
8

Choose a value from the list X
ETI01. . Siips, Trins, and Fals (31F)
g ET102 " Patient Handiing and Movement (PHM)
ET103 Workplace Violence (WPV)
1 ET104  Contact with Objects and Equipment
11 ET105 MSD (not related to Patient Handling)
12 ET106 Transportation Injury
ET201 Exposure to Blood or Body Fluids
13 ET202 Needlestick/Sharps Injury
14 ET203  Exposure to Other Biohazard
15 ET204 Exposure to Other Harmful Substance or Environment
ET205 Fire or Explosion
L] ET998  Other Event
17
18
14
20
21
22
23
24
25 oK Cancel
26

27

Data Element Notes:

e Event ID (Column A): This is an ID that you select. It can be based on an ID in your
existing tracking system or a random number. DO NOT include personal identifiers such
as date of birth or social security number. Make the ID unique.

e Event Date (Column B): The date the event occurred, entered as MM-DD-YYYY.

e Event Type (Column D): Double click in the box for a list of event types. After you choose
a value from the list, any data elements that do not apply to that event type will be
shaded gray.

e Worker Age (Column E): The age of the worker who was injured as a 2-digit number.

e All other Event/Injury/Exposure Fields: Double click in the box for a list of options.
Choose a value from the list and then click OK. There are options for Other or Unknown.

Using the Excel file for more than one facility:

To enter event data for more than one facility, you must put an additional column to the
spreadsheet: Facility ID. You must also group the data by Facility ID. Your Facility ID is the ID
number you received from NIOSH with the instructions to log on to the system the first time.
This is usually your American Hospital Association (AHA) number.

To add a column for “Facility ID”, you must first open the “How to Add Other Data Elements”
tab in the NIOSH provided Excel spreadsheet. You can copy the Facility ID column to the Data
Entry sheet by following these steps:

1 - Click on the column heading, “Facility ID”.
2 - Press Ctrl-C on your keyboard.
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3 - Click on the Data Entry tab.
4 - Click on the column heading where you want the new data element to be positioned.
5 - Click the right button on your mouse and select 'Insert Copied Cells' from the menu.

D E F = G H [
Event Type Worker Age Worker Occupation Facilig_g ID_Injury Fall Type Injury Source

8.3 OHSN Conversion Tool 2.0

The OHSN Conversion Tool 2.0 is a Windows desktop application that can convert and validate
Excel spreadsheet data into the standard OHSN (XML) format needed for uploading to OHSN.
This tool includes functions for mapping facility-specific codes to OHSN values. (See Section 9.2)

The OHSN tool requires your computer to have the .NET Framework 2.0, which is found on
most systems. If you do not have that Framework, you may need administrative privileges to
install it. If you have questions please contact your IT department for assistance, or contact us
at nioshohsn@cdc.gov

8.3.1 Installing the OHSN Conversion Tool

To install the OHSN Conversion Tool, double-click on the setup.exe file in the Conversion Tools
folder previously downloaded (see section 8.1).

B OHSN-20-Import Template-AllFislds
0 OHSN-20-Impet Template-Requir.
¥ ReadMe ficrozaft Weed 97 - 2003 OKE  No KB K L715/2005 4403 P
B setyp <— Application 193¥8 Mo {18EE S54% 11472006 7:31 AM
15 apackage 2K M LMOKE 7% 1/14/2016 533 AM
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Next, the OHSN Conversion Tool Setup Wizard will appear. Click the Next button to continue.

8! OHSN Cenversion Tool 209 [=o ][ = |[==]

Welcome to the OHSN Conversion Tool 2.0.9 [_‘I
Setup Wizard aflgal

The inztaller will quide you through the steps required to install DHSM Conversion Tool 2.0.9 an your
computer,

WARMING: This computer program iz pratected by copyright law and intermational treaties.
Unautharized duplication or distribution of thiz pragram, or any partion of it, may result in severe civil
or criminal penalties, and will be prosecuted to the masimum estent possible under the law.

rd

Read the license agreement and click the | Agree button then the Next button to continue.

21 OHSN Conversion Tool = [T
License Agreement el

Flease take a moment to read the licenze agreement now. If you accept the terms below, click |
Agree'’, then "Mest”, Othenwize chick "Cancel',

THE MATERIAL EMBODIED IN THIS SOFTWARE 1S PROVIDED TO YOU "AS-
IS" AND WITHOUT WARRANTY OF ANY KIND, EXPRESS, IMPLIED OR
OTHERWISE, INCLUDING WITHOUT LIMITATION, ANY WARRANTY OF
FITNESS FOR A PARTICULAR PURPOSE. IN NO EVENT SHALL THE CENTERS
FOR DISEASE CONTROL AND PREVENTION (CDC) OR THE UNITED STATES
[U.5.) GOVERNMENT BE LIABLE TO YOU OR ANYOME ELSE FOR ANY DIRECT,
SPECIAL, INCIDENTAL, INDIRECT OR CONSEQUENTIAL DAMAGES OF ANY
KIND, OR ANY DAMAGES WHATSOEVER, INCLUDING WITHOUT
LIMITATION, LOS5 OF PROFIT, LOSS OF USE, SAVINGS OR REVEMUE, OR -

01 Do Mat Agree .“‘ @ | Agree i

m

| Cancel || <Back || New> |
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Select the Installation Folder where you wish to store the OHSN Conversion Tool using the

Browse button, then click the Next button to continue.

ﬁl OHSN Conversion Tool 2.0.4

Select Installation Folder

The installer will install OHSM Corvwersion Tool 2.0.4 to the following folder.

Toinstall in this folder, click “Hest". To install bo a different folder, enter it below or chck "'Browse'.

Eolder: \

o || = [ =]

=

||p3\£\ppData\LDcal\nglems\NIDSH\DHSN Converzion Toaol 2.0.4% [

Browse. . ]

l

7 Everpone

@ Just me

Cancel l [ < Back

Install OHSN Conversion Tool 2.0.4 for yourself, or for anyone who uses this computer:

Disk Cost... J

"y

| e

Click the Next button on the next screen to confirm the installation of the tool.

3 OHSM Conversion Tool 2.0.4

Confirm Installation

Click "Mext" to start the installation.

The inztaller iz ready to install OHSH Conversion Tool 2.0.4 on pour computer.

[ Cancel ] [ < Back

] [ Mesxt » J
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The next screen will notify you that the OHSN Conversion Tool is being installed.

‘#) OHSN Conversion Tool 2.0.4 o || = |[=]
Installing OHSN Conversion Tool 2.0.4
e )
OHSM Conversion Tool 2.0.4 iz being inztalled.
Please vwait...
Cancel < Back Mest >

After a successful installation of the OHSN Conversion Tool, you should see the screen shown

below and you can then click the Close button.

I ) OHSM Conversion Tool 209

Installation Complete

OHSM Conversion Tool 2.0.9 has been successfully installed.

Click "Close'" to exit,

Cancel

< Back

Please uze Windows Update to check far any critical updates ta the MET Framewark. /

Cloze

You can then open the OHSN Conversion Tool by navigating to the location you installed it, and click on

“OHSN Conversion Tool”.
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8.3.2 OHSN Conversion Tool Screen

When you open the OHSN Conversion Tool, a screen will appear as shown below. Each field of the
OHSN Conversion Tool is described in the table following the screen image.

%z OHSN Conversion Tool 2.0 EIIEI

Input file Input Table

s ] | 7

Output OHSN file

Iz input file for a single facility or a healthcare system?

[ 7)

Types of Events included in Submission

[] ET101 - Slips, Trips and Falls (STF) [] ET104 - Contact with Objects and Equipment |
[] ET102 - Patiert Handling and Movement (FHM) [] ET105 - MSD not related to Patient Handling |
[] ET103 - Workplace Violence (WPV) [] ET106 - Transportation Incident |
1 | 1 3

Mapping folder

# of Months being Submitted Starting

r—|

Progress

Results

Convert ” Cancel

OHSN Conversion Tool Screen
Screen Item Description

Input file Use the Select button next to this field to select an input spreadsheet
file from a dialog box or enter the full path and filename of the file to be
converted to OHSN standard XML file.

Input Table This is the name of the Excel File Sheet where the data resides. If the
Excel file contains more than one sheet (tab) then the user will need to
select which sheet to use as input.
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Screen Iltem Description

Output OHSN file This is the location where the converted file will be stored for use in
uploading to OHSN.

Use the Select button next to this field to select an existing file (if
already created) from a dialog box or enter the full path and filename
for the OHSN XML file to be created. The Tool will automatically
suggest that the output file go in the same folder as the Input
spreadsheet file, and add the word OHSN_ to the name: “OHSN_name
of input file.” Click Select to agree, or change as desired.

Is input file for a Single Facility | Select from the drop down whether you are converting data for a single
or a healthcare system? facility or for a healthcare system with multiple facilities.

OHSN Facility ID Enter your facility ID. Your facility ID is included in the email you
received from NIOSH with instructions to log on to the system the first
time. This ID is usually your AHA ID.

Not used if file contains multiple facility’s data (Healthcare system).

Name of Facility Enter the name of your facility.

Not used if file contains multiple facility’s data (Healthcare system).

Types of Events Included in Select the event type(s) included in this file submission. You can select
Submission more than one.
Mapping Folder Folder where the mapping information will be stored.

NOT used for NIOSH provided Excel spreadsheet.

# of Months being Submitted Select from the drop down the number of months of data included in
this file submission.

Starting Select from the drop down the starting month of the data included in
this file submission.

Select from the drop-down the year of the starting month.

Progress Bar that will show the progress of the conversion process once started.

Results Displays messages about the results of the data conversion.
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Screen Iltem Description

Configure Click this button to create or edit a map that converts facility-specific
data to standard OHSN data elements and values.
NOT used for NIOSH provided Excel spreadsheet.

Convert Click this button to begin the conversion process to create the OHSN
XML file.

Cancel Click this button to cancel a conversion process.

9 PREPARING DATA FOR UPLOADING TO OHSN

Data uploaded to OHSN must be in the standard OHSN XML file format. The OHSN Conversion Tool will
provide users the ability to convert their data to this standard format (see Section 8).

The steps for conversion depend on how the data are collected by the facility.

QOur facility does
not use any
software

Our facility uses
software that
can export to

Excel

Our facility
uses EPINet

OHSN Data Transmission

-
¥

Use the OHSN
‘ Conversion
Tool fo convert your
data files ta OHSN
format

ACcess
Database
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9.1 Converting Data Collected using the NIOSH Provided Excel
Spreadsheet

Facilities that chose to use the NIOSH provided Excel file to enter their facility event data can
use the OHSN Conversion Tool to validate and convert their data to prepare for uploading to
OHSN.

Data mapping is not required if using the NIOSH provided Excel file because the file already
contains the standard OHSN data element values. NOTE: There will be no entry in the
Mapping folder field on the conversion tool screen.

Open the OHSN Conversion Tool, enter all the required information (see Section 8.3.2), and
then click the Convert button at the bottom of the screen.
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.z OHSM Conversion Toel 2.0

Input file Sheet
C\Anytown_Hospital_2015_nov_feb sdsc Select... | [Sheet1 -

Output OHSN file

CMOHSN_Amytown_Hospital_2015_nov_feb sl

Iz input file for a single facility or a healthcare system? QOHSN Facility 1D Name of Facility
| Single Facility - 6000010 Anytown Hospital A

Types of Events included in Submission
ET101 - Slips. Trips and Falls (STF) [] ET104 - Contact with Objects and Equipment I
ET102 - Patient Handling and Movement (PHM) [] ET105 - MSD not related to Patient Handling |

ET103 - Warkplace Violence (WPV) "] ET106 - Transportation Incidert H

4 I | 3

Mapping folder

# of Months being Submitted Starting
o JEE -

Progress

Results

\ -

[ Convert H Cancel
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If no errors are found, the following screen will appear:

s Data Validation Report o

OHSN Data Conversion Report

Facility Name Anytown Hospital A
Facility ID 6000010

Starting Month 11/2015

Number of Months 4

Number of events 7

Number of errors 0

Earliest event date 11/1/2015

Latest event date 2/28/2015

Your data submission has been successfully mapped and is ready for fransmission to OHSN.

If errors are found in the data, the conversion tool will display a screen similar to the one below. Records
with errors will be identified by row number so that you can make corrections in the input spreadsheet.
Once the corrections are made, you can run the conversion tool again to validate and create the needed
OHSN file format for uploading.

=3 Data Validation Report | ‘:'-”E' ‘

OHSN Data Conversion Report

Facility Name Anytown Hospital A
Facility ID 6000010

Starting Month 11/2015

Number of Months 4

Number of events 7

Number of errors 2

Earliest event date 11/1/2015

Latest event date 2/28/2015

Your input file contained a number of issues that must be corrected before the file can be successfully mapped
Please correct the following validation errors:

Row
Number Data ltem Error Resolution
a5 EventDate Event date of 2012-11-17 isout  Verify that your input file matches the data
of range range (starting month and count) that you
selected
14 EventDate Event date of 2012-01-06 is out  Verify that your input file matches the data
of range. range (starting month and count) that you
selected.

Page 9-48



OHSN User Manual

9.2 Converting Data from Facility Specific Software

Facilities that use their own software or commercially developed software to collect data can
export their data to Excel then use the OHSN Conversion tool to map facility data to OHSN
standard data elements and values.

The OHSN Conversion Tool creates the crosswalk between the facility’s data and the standard
OHSN data requirements. The map creation only needs to be done once because the results
are stored and can be used again for the next month’s data submission. If values change in the
facility’s data, the map can be updated as needed.

Healthcare Systems can convert multiple facility data in one spreadsheet however the data
must be grouped by facility ID.

Start by opening the OHSN Conversion Tool. Enter or select the information required by the
tool (see Section 8.3.2), then click the Configure Mapping button to begin the mapping process.

(.5 OHSN Conversion Tool 20 =Een < |

Input file Shest
chAAA Medical Center.xlsx [ Select... ] [Sheeﬂ -

Output OHSN file
cHOHSN_AAA Medical Center.xml

Is input file for a single facility or a healthcare system? OHSN Facility 1D Name of Facility
[Shgle Facility v] 6000095 AAA Medical Center

Types of Events included in Submission

v BT Y R | €104 Cortact wih Objecls and Eaupmert
[¥] ET102 - Patient Handiing and Movement (PHM) ] ET105 - MSD not related to Patient Handling
[¥] ET103 - Workplace Violence (WPV) ] ET106 - Transportation Incident

Ll n 2

Mapping folder
Configure..

# of Months being Submitted Starting /
4 - Nov ~| [2015 -

Progress

Results

[ Convert ] Cancel
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After clicking the Configure button, the following screen will appear requiring you to select the
folder that stores the OHSN map to your data.

e |f this is the first time converting your data you will need to select a new folder
to store the OHSN maps of your data.

e |f you have previously converted and submitted data to OHSN, then you will
want to select the folder where the original OHSN maps of your data were
stored.

Click the Select button to locate and create a folder.

Fokdar containing mapping flsa
|  Seledt..
| Colurn Mappings | Code Mappngs /
Sheet Celum Heading OHSN Data Bemert Status

[ Add Computed Column | | Edt Computed Column | [ Remove Computed Column | [Lok ][ conce |

IMPORTANT NOTE: The mapping tool creates a CSV file for each data
element. Each facility should only have one set of mapping files. If more
than one user in the facility or system will be maintaining the mapping files,
the Output OHSN file location selected should be on a shared network drive.
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Once you select a folder to store the map, the tool will automatically attempt to map as many

of the data elements and values as possible and provide you with a new Mapping

Configuration screen to complete the process.

The Mapping Configuration screen has two tabs:

1. Column Mappings — used to identify which fields (data elements) from the input

spreadsheet (facility data) should correspond to OHSN data elements.

2. Code Mappings — used to convert values for each field in the input spreadsheet to

standard OHSN values for each OHSN data element.

r@ Mapping Configuration | = |rE| X9 |
Folder containing mapping files
chAAA Medical Center Mapping
Sheet Column Heading OHSN Data Bement Status |~
T — -
@ | Event Date |Event Date
@ | Event Location [Event Location
& | Event Type | Event Type
& | Event Severity Event Severity L
@ | Worker Age [ Worker Age (at tim of evert) 1
& | Worker Occupation Worker Occupation
& | Injury Source Injury Source
%] Contributing Factor [ Column not mapped
B3| Activity Column not mapped
@ | Injury Equipment Used Injury Equipment Used
& | Injury Fall Type [kp'y Fall Type
@ | Injury Assaut Type |Injury Assaut Type
m Exposure Activity [ Column not mapped
Pl Emco e Devire it L P p— :
| Add Computed Column | [ Edit Computed Column | | Remove Computed Column oK || cancel

9.2.1 Column Mappings

Columns must be mapped first. There are three columns on the Column Mapping Screen:

e Sheet Column Heading: These are the column headings pulled directly from your facility

Excel worksheet. Column headings for your facility must be located in the first row of

your worksheet.
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e OHSN Data Element: Drop-down menus with OHSN Standard Data Elements to choose
from.
e Status: Indicates if the column has not yet been mapped.

In the example below, the OHSN Conversion Tool was able to automatically map several fields
from the input spreadsheet to the correct corresponding OHSN data elements, such as Event
ID, Event Date, Event Location, Event Type, Worker Age, etc. These fields will have a green

check mark in the Sheet Column Heading column on the Column Mappings tab. If any of
these mappings are incorrect, you can change it with the drop-down menu in the OHSN Data
Element column.

Columns in the input spreadsheet that did not map automatically will have a red mark next
to the field name. You will need to manually map these fields.

[ Mapping Configuration o |[@ ] = |
Folder containing mapping files
ch\AAA Medical Center Mapping
Sheet Column Heading OHSN Data Blement Status =
& | Bposure Route [E:-q:osure Route -
E3 | Bposure Device Pupose [ * | Column not mapped
@ | Bposure Stage of Use ’E:-cposure Stage of Use -
m Contributing Condition Description ’ w | Column not mapped
@ | Employee ID | Worker ID -
%) Employee Date Of Birth [ w | Column not mapped
@ | Employee Date Of Hire | Worker Start Date -
@ Employee Gender [Worker Gender -
& | Employee Ethnic Group Description [Wodcer Ethnicity -
& | Job Postion Description [Wodter Occupation - E
E3 | shift Code Description [ w | Column not mapped
@ Department Description [Even‘; Location b
@ | Accident Location Description [E\rent Area b
& | Where Event Occured ’Event Location (Text) v )
@ | Sham Protectinn e = <
 Add Computed Column | | Ecit Computed Column | | Remove Computed Column [ ok [ Cancel |

To map input spreadsheet fields to standard OHSN data elements, click the down arrow in the
OHSN Data Element column for the field to be mapped. A drop-down list will display showing
all OHSN data elements. Click on the data element that most closely corresponds to the input
data field as shown below.
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m

| -

1 Mapping Configuration [E==Ecn 5=
Folder containing mapping files
c\AAA Medical Center Mapping
Column Mappings | Code Mappings
Sheet Column Heading OHSN Data Element Status
m Contributing Condition Description w | Column not mapped
& | Employee 1D Worker ID -
Employee Date Of B Worker ved from birth -
; Evert Severity - Days Away from Work Count | 4|
D | Employee Date Of Hre Event Severity - Days Restricted Count l
& | Employes Gender Worker ID
Worker Gender
@ Employee Ethnic Group Description Worker Gender (Text)
- . s Worker Age (at time of event)
© | Job Postion Descrption Worker Age (derived from birth date
E3 | st Code Description Age (deri ith yea Column not mapped
o Worker Usual Location 1
& | Department Description Worker Usual Location (Text) =y,
. ) . Worer Occupation
0 Accident Location Description Worker Occupation (Text)
@ Where Event Occured Worker Type
- Worker Type (Text)
@ | Sham Protection Worker Start Date
, i Worker Race
5 | Bxposure Activity Worker Race (Text)
& DeviceP Worker Ethnicity
5 | Bposure DevicePur Worker Ethnicity (Text)
Injury Activity
Injury Activity (Text)
| Add Computed Column | [ Edit Computed Column Injury Assaut Type [ ok ][ Cancel |
Injury Assault Type (Text)

Once all input spreadsheet fields are mapped, click the OK button. It is possible that some fields
on the input spreadsheet will not have a match to an OHSN data element. As long as all the

required OHSN data elements have matched, then extra fields can simply remain with the red X

next to them. You can also choose the option to (ignore) the field from the OHSN Data

Elements drop-down menu.

Required OHSN data elements can be found in the in the OHSN Standard Occupational Data
Architecture (SODA) document found at:
https://www.cdc.gov/niosh/topics/ohsn/documentation.html

See section 9.2.3 to learn how to add required OHSN data elements which are not included in

the facility’s input file.
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9.2.2 Code Mappings

Next, each of the data element values from the input file will need to be mapped to OHSN

standard data values. Click on the Code Mappings tab to begin mapping data element values.

Folder containing mapping files
chAAA Medical Center Mapping
———

OHSN Data Blementls) _
Event Location

Event Type

Event Severity

Worker Occupation

Injury Body Part

Injury Nature

Injury Source

Injury Contributing Factor

LR

Injury Activity

[ ok ][ cance |

There are three possible indicators for data element mappings on this screen:

i,

Indicates codes for the data element have not yet been mapped.

)

Indicates all codes for the data element have been mapped

ﬂ Indicates not all codes for the data element have been mapped.
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Similar to the data element mapping, the input field values will need to be mapped to standard
OHSN data element values. The OHSN Mapping Configuration screen for code mapping will
display each OHSN data element that needs to be mapped.

Click on a Create button for one of the data elements on the Code Mappings screen (see
above) to begin the code mapping process. A screen will appear showing all the unique values
for that data element from the input spreadsheet, as shown below for the Event Severity data
element.

OHSN Mapping Diescription {optional)

OTHER RECORDAELE
RESTRICTED DUTY
DAYS AWAY

A A A YA

[ save |[ Ccancel

To assign (map) an OHSN value to each input value, click the down arrow in the OHSN Mapping
column for each value and select the appropriate OHSN code. The example below shows that
the OHSN value of 0S20 — Not OSHA recordable was selected for the input value of ‘NOT OSHA
RECORDABLE.’

O5HA RECORDABLE
OTHER RECORDABLE
RESTRICTED DUTY
DAYS AWAY

l'.'lS'JD DSHPLHE:N:II# umﬁhd I‘JHLY‘M
0511 - OSHA Recordable, Death. OSHA recorda
03512 - OSHA Recordable, Dmuamﬁunmk
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The example below shows the OHSN standard data value selections for each of the input facility
codes for Event Severity. Once all codes for the data element are mapped, click the SAVE
button.

Facility Code OHSN Mapping Description {optional)
NOT O5HA RECORDAELE (0520 - Mot OSHA recordable. Injury/illness... |+
OTHER RECORDABLE 0514 - OSHA Recordable, all other cases. ... |+
RESTRICTED DUTY (0513 - O5HA Recordable. Job transferorr.. |+
E- 0512 - OSHA Recordable, Days away from we ¥
* -
Save Cancel

Continue with each data element to map their data values. As each data element is completed,

)

Data element value maps can be edited as needed once created.

a green check will appear next to it to indicate that a data value map has been created.

£ Mapping Configuration

Folder containing mapping files

ChAAA Medical Center Mapping | Select...
Code: Mappings

OHSN Data Element(s) Status
Event Location, Worker Usual Location Active Edit

@ | Event Area Active Edit

@ |Event Type Active Edit

@ | Event Severity Active Edit

@ | Worker Gender Active Edit

@ | Worker Occupation Active Edit

@ | Worker Ethricity Active Edit

@ | Exposure Activity Active Edit

@ | Exposure Device Pumose Active Edit
|E3 | Exposure Device Type Not all codes have been mapped Edit

| @ | Exposure Protection Activated Active Edit

| @ Eposure Route Active Edit

& | Exposure Stte Active Edit

@ | Exposure Stage Of Use Active Edit
|
[ Add Computed Column | [ Edt Computed Comn | | Remove Computed Column |
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Once all data fields and field values have been mapped to the OHSN standard data element

requirements, click OK to return to the OHSN Conversion Tool screen.

From the OHSN Conversion tool screen, click Convert to convert the input file to an OHSN file

format (.xml) for uploading.

.iz OHSN Conversion Tool 2.0

Input file Sheet

=8 Bl =X

cMAAA Medical Center.xlsx Select... ] ’Sheeﬂ

Output OHSN file
cHOHSM_AAA Medical Center.xml

Is input file for a single facility or a healthcare system? QOHSN Facilty ID Name of Facility
[single Faciity - 6000099 AAA Medical Center

Types of Events included in Submission

[#] ET102 - Patiert Handling and Movement (PHM) ] ET105 - MSD not related to Patient Handling
[¥] ET103 - Workplace Violence (WPV) ] ET106 - Transportation Incident

< i |

4] ET101 - Slips. Trips and Falls (STF) ] ET104 - Contact with Objects and Equipment

Mapping folder

# of Months being Submitted Starting

= r—

Progress

Resuits

s Data Validation Report

OHSN Data Conversion Report

Facility Name AAA Medical Center
Facility ID 6000099
' Starting Month 11/2015
Number of Months il
Number of events 7
. Mumber of errors 0
Earliest event date 11/1/2015
Latest event date 2/28/2015

Your data submission has been successfully mapped and is ready for transmission to OHSN
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9.2.3 Adding Columns

For required OHSN data elements that are not found in your input spreadsheet, you can add
those data elements by clicking on the Add Computed Column button.

i} Mapping Configuration E@
Folder containing mapping files
. c:\AAA Medical Center Mapping

Sheet Column Heading OHSN Data Element Status a

0 Exposure Route Exposure Route

E3 | Eposure Device Pupose Column not mapped

@ | Bposure Stage of Use Exposure Stage of Use

3| Contributing Condtion Description Column not mapped

& Employee ID Worker ID

Employee Date Of Birth Column not mapped

& Employee Date Of Hire Worker Start Date

& | Employee Gender Worker Gender

@ | Employee Ethnic Group Description Worker Ethnicity

@ | Job Postion Description Worker Occupation -

m Shift Code Description Column not mapped

@ Department Description Event Location

& | Accident Location Description Evert Area

& Where Event Occured Event Location (Text) B

[ | Sham Protectinn Evnneire P! Activated |5

Add Computed Column J)|  Edit Computed Column | | Remove Computed Column | [ ok ][ cancel |

You will need to provide the name of the column by entering it into the Name of Computed

Column field.

Computed Celumn

Mame of Computed Column

(= I=]=]

Exposure Activity
Sheet Columns (check one or more)

Exposure Procedurs Description
Exposure Device Pupose

[ Incidert 1D

[7] OSHA Recordable

[ Accident Type Description

[ Exposure Date

[ Exposure Time

[ Exposure Shamp Type Description
[ Part Of Body Description

[ Side Of Body Description

4| [T |

- Move Up

r

I

Save ]l Cancel
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All computed columns that you create will appear towards the end of the Column Mappings tab

and will show a green checked gear next to it in the Sheet Column Heading column.

il Mapping Configuration E@
Folder containing mapping files
c:hAAA Medical Center Mapping
Column Mappings | Code Mappings
Sheet Column Heading OHSN Data Element Status .
& Exposure Stage of Use Exposure Stage of Use
@ Contributing Condition Description <ignore>
@ |Employee ID Worker ID
& | Employee Date Of Bith Worker Age (derived from birth year)
& | Employee Date Of Hire Worker Start Date
@ | Employee Gender Worker Gender
& Employee Ethnic Group Description Worker Ethnicity I
& | Job Position Description Woarker Occupation
& | Shift Code Description <ignore>
9 Department Description Event Location -
@ | Accident Location Description Event Area -
& | Where Event Occured Event Location (Text)
@ Sharp Protection Exposure Protection Activated
55 | Bposure Activi Exposure Activity L3
p Evnneyre Devirs Primnes o
[ Add Computed Column | | Edit Computed Column | [ Remove Computed Column | OK | [ Cancel

If you would like to re-select and/or re-order the Sheet Columns for your computed column,

click on the Edit Computed Column button. If you would like to delete the computed column

you created, click on the Remove Computed Column button.
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9.3 Converting Data from EPINet Software

EPINet (Exposure Prevention information Network) is a sharps injury and blood exposure surveillance
system that was developed at the University of Virginia using Microsoft Access software. EPINet
software has been distributed to thousands of US hospitals over the past 15 years. The latest version of
EPINet can be downloaded for free from the NIOSH OHSN website under the Facility Tools section at:
http://www.cdc.gov/niosh/topics/ohsn/documentation.html

Facilities that are using EPINet software can use the OHSN Conversion Tool to map their data fields
and values to the standard OHSN fields and values. The results of the mapping process are
stored so that they can be used again for the next month’s data submission. In essence, the tool
creates the crosswalk between the facility’s data and the standard OHSN data requirements.
The map needs to be created only once and can be updated if values change in the facility’s
data.

Select the EPINet file to be converted by clicking the Select button next to the Input file box at
the top of the screen.

i@ OHSM Conversion Tool 2.0 == | ==
Input file / Input Table

Select... [ -]

Output OHSN file

Iz input file for a single facility or a system?
l )

Types of Events included in Submission

[] ET101 - Slips, Trips and Falls (STF} [] ET201 - Exposure to Blood or Body Fluids

[] ET102 - Patient Handling and Movement (PHM) [] ET202 - Needlestick/SHARPS Injury

[ ET103 - Workplace Viclence (WPV) [] ET203 - Bxposure to Other Biohazard

[ ET104 - Contact with Objects and Equipment [] ET204 - Bposure to Cther Hammful Substance or Environment
[] ET105 - MSD not related to Patient Handling [] ET205 - Fire or Explosion

[ ET106 - Transportation Incident [] ETS3S - Cther Event

Mapping folder

# of Months being Submitted Starting
r— |

Progress

Results

Page 9-60


http://www.cdc.gov/niosh/topics/ohsn/documentation.html

OHSN User Manual

Select the Microsoft Access file containing your EPINet data. It is not necessary to export your

data outside of EPINet. If the files have already been exported, please do not select the export
.mdb files.

Select EPINet Database Files as your input file format.

g OHEM Conversion Tool 20

& Open ]
@.“_ |l % Access 2010 EPINEt US » Access 2010 EPINet US = B |
Chrganize - Pl folder b I ﬂ T
. | Seleo...
BE Desktop = Flarme tate moddied Twvpe Siz :
w Downloads
0| Access 2010 EPINet US.accdb o006 211 P
\ Recent Places
#]; EFIMetC onlidental mdl 1 TLE B2220 §
# | EPTMetFull.mdb 1721 115 5:00 PM
& Libraries
= Decuments
@' Music
Lo d
o Plotures =
B Videos
1M Campuiter
SR Metwoik
- ] ¥
File pame:  Access 2000 EPIMet US.accdb - | [EFDuet Databass Files ("-nc eells, = |
Open ! Cancel
TRESILETY

| Cormoe Cancsl i

Data for Blood and Body Fluids (BBF) and Sharps/Needlesticks will need to be converted
separately. In the example below, the BBF data is being converted first. NOTE: Repeat these

conversion steps when ready to convert the Sharps/Needlesticks data but select Needlestick
from the Table dropdown.
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gt ke
"o g s NIDEH _DEHEFS_SE_OH SN EPRSsEP Mt JEF | Nkt Pl ity

Output DHSEN fia

It T for & rghe feciy or & wysem
[

=l
Types of Evenis nolsded i Suless s
|8 ET20N - Expowurn b0 Bloted o Dody Flads
() ETHG - Meadeshok SHARFS gy
Miapprg Nolder
] Ruing
[ zl ST T S—
Progrees
|
Resula

Click on the Configure button to open the Mapping Configuration window.

g filn

Wigile g pregect \MIDSH_DSHEFS_SE_OHSN Testryg 5004 2 Tirtemal testng Test Diata' Epitel spinel Te | Select
Ot OHSEN tis

Vigrde g preject \MIDSH_DSHEFS_SE_OHSN \Testryy SODA 2 Oirtermal bestng' Tasl Dats' Epitist (O HSN_apara Tost Dits soml
i npust e fior & mingie faaiity or & sysism ? OHSEH Faclly 10 ames of Fascity

| Singe Faciity --] =] OHSN Test Hosptal D

yus: vl Bvars ok afpcl i Tobwsiesihy
[§] E Expeamurs to Bocd or Body Flsds
1™ E Hoadasick 'SHARFS npay

Mapping Solder
e gepragect \NIOSH_DSHEFS 5B OHSM\ Testing SO0A 2 (Mintemal tosting' Test Diata’\Epatiet’ EpiNet mappirg fias
i of Moritha beng Submiled Revlng
[1 =) [ RIE T
Progress
Famity
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Click the Select button at the top of the Mapping Configuration screen to identify a folder to
store the mapping information.

T=Ters)

Shest Column Heading OHSM Data Element Stabus

| Add Computed Column | | £t Computed Coemn | | Remove Computed Coumn | [ox ]| concs |

Once the mapping files folder is selected, three EPINet data items (Columns) will need to be
mapped to OHSN data elements.

EPINet Data Map to OHSN Notes
Item (Column) | Data Element
HospID Facility ID Systems using non-OHSN/AHA IDs will
need to map the system/facility unique
IDs to OHSN/AHA IDs

Dept Event Location | Choose to map either Dept or Where
or to Event Location. The other should be
<ignore> mapped to <ignore>.

If Dept is mapped to Event Location,
then the values in Dept will need to be
mapped to OHSN Event Location
values.
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or
<ignore>

EPINet Data Map to OHSN Notes
Item (Column) | Data Element
Where Event Location

Click the down arrow on the OHSN Data Element column to map an EPINet column to an OHSN
data element. After a column is mapped a green check mark should appear next to column
heading. All three columns must have a green check before continuing.

Faolder containing mapping files

CHOHSN

Column Mappings | Code Mappi

Table Column Heading

& | Dept

OHSN Data Element

<ignare>

<ignore>

& | Where

[ Add Computed Column | [ Remove Computed Column

If Dept is mapped to the OHSN Event Location, click on “Code Mappings” to map unique facility

department values.
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Folder containing mapping files
CMOHSN Select...

Column Mappings | Code M

Table Column Heading OHSN Data Element Status
@ | HospID | Fagiliy ID ~|
Event Location -

0 Where <ignore Bl

[ Add Computed Column | [ Remove Computed Column [ok ]

Click the Edit button.

Felder conbaining mapping fles

Wietde ger'prngact \NIOSH_DEHEFS_SB_OHSN\Testng SODA 2. 0Mintemal teehing' Teat Data’Epiet' Epilat mapping files

Lok ][ cancel |
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Map the unique facility department values to OHSN standard department codes by selecting
from the dropdown menu under the OHSN Mapping column. Click the Save button when

finished.

oo oSy Desopton bsor _
| LOTD1 - psert At Crical Care Links. -
. e 2
| ANESTHESIOLOGY T — -
o LOTDS - npaent Al Wiards 4. adul medical andora... |+
WEDICHE LOTES - et Acl Ward £ . sl medcal indiors... | =
NELROLDGY L0105 - rpment A Wards £ . adll medical andiors., |~
loaGm L0805 - npatert Adk Wards £ 3. sl medical aindiw ... | =
|oPHTHA LOR0S - patiert-Aduk Wards £ sl mecical andir s | v
|ORTHOPEDICS LOMDS - hpasent AR Wards Eq.. sl medical andors... |+
| PEDUTRICS LOWDS - pmsert Fedetsc Warde Eg_padeic medeala... |+

E LD![E-W-PMME-H.MMMH

{LONDT- pasert Sap Dow ets

LO0 - Cutoatent (tfer Locatons. |
LA - Procedum Room-Aadology inpabent ardar culpain
Ly Trom Moy '

ek sy I

(s ][ e ]

Select the number of months of data being submitted and the starting date.

Irput file
W g pemgeot \NIDGH_DEHEFS_SE_OHSN Testing S00A 2. (Mintemal iesting . Tost Data’Epibelepinot Te | Select..

Outnt OHEM Fie:
Viedde gow'eroect \HIDEH_DSHEFS_SE_OHSH Testrg SO0A 2 0 btemal testing’ Test Diste’ Epibiet \OHSHN_spret Test Dot mi

Hama of Faciity
DHSN Test Hospial D

SN Faciity ID
Eqla

*ﬂ‘_ﬁh!#lﬂrw-ﬂrﬂ?

Typsa of Evirits mcluded in Submisson

(| ET201 - Exposure 1o Bood or Body Flds
[1*] ET202 - Masdesck [SHARFE Iy

Mapoing folder
Whnde g yeopect MIDSH_DSHEFS_SB_OHSM Testng SO0 2 Inintemal bestng’ Test DiataEpaiet’ Epi Ml mappang fles
=)

[ +|l1983

Configuee.
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To begin the conversion process, click the Convert button.

R

I il Tl

Wasds gawgemec \NIDSH_DSHEFS_SE_OHSH \Teslrg S00& 2 Pintemal ieating Tesl Dats' EpiNel spine Te | Salict ] |BHF

Cugnst DiH5H N
ks go gepsect WIEDSH_DSHEFS_SE_OHSN Testing 5004 2 iniemal iesting ' Tesl Dats EpiMet O HSN_spirei Tes Dota xml
1 i lhe b i srvgde laclly or & sysiem? 05N Faclily ID Mo of Facliy
S Faclty -_| Expl04 DHSN Test Hospéal D
Typeen of Everts ncluded in Submmson
1&] ET201 - Baposue 15 Boad of Body Fuds
ETHYD - Misadsmed /SSHARPE
Mangang Toider
\hodo.goviproect \MIOSH_DEHEFS_SB_OMSH Testing SO0A X (Finternal testing . Test [lata’Epshlet EpiNet mappang fies
& of Mpnihs being Submiied Saming :
£ = [4em = | (1233 =
Progress
Femin

T |
'.l
Select . |
|€arl'nn|
| Comven | [ Caneel

If there are no errors in data mapping, then a Data Validation Report will appear next.

w/ ata Validation Report

OHSN Data Conversion Report

Facality Manmse OHSN Test Hospital D
Facality ID Exp04

Staning Manth 011993

Humier of Months O

Number of events 942 /
Humibar of emrors 0

E arlies] fsviri dabi 18019483

Latest event date 1203002000

Your dala submission has been successiully mapped and IS neady Ior ransmission o OHSN
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If there are errors in data mapping, the Data Validation Report will provide you a list of errors

that need to be addressed.

OHSN Data Conversion Report

Facihity Mamsa OHEN Test Hospital D
Facihty ID ExpO04

Starting Manth 0111993

Numiber of Months a6

Number af evenls a42 /
Number of errors 1

Earliest event date 161993

Latest event date 1253002000

Your input file contained a number of issues that must be cormected before the file can be successfully mapped
Please comect the following vahdation ermors

Row
MHumber Data ltem Error Resolution
1 EventLocation Could not find a colummn in the Usa the Configure button to match the data
table for the data tem item with the appropnate column heading in
your table

= Diats Validatson Repom .?'_iTE !

10 DATA SUBMISSIONS

Once a standard OHSN .xml file has been created it can be uploaded to the OHSN system. To

upload a file, click the Data Submissions menu item on the OHSN main menu, then click the

Upload New Data menu item.
OHSN Home Page
Reports / +

Data Submissions =
Upload New Data <
Submission History
Tools

Profiles +

Prevention Resources

Switch Organizations

Log OFf

Help +

Page 10-68



OHSN User Manual

The Upload New Data screen will appear as shown below.

Occupational Health Safety Network (OHSN)

OHSN Home Page .
Providing National and World Leadership w

Reports + OHSN to Prevent Workplace llinesses and Injuries

Data Submissions = . .

CDC = MIOSH = Anytown Hospital A (6000010} > OHSN Home Page > Data Submissions

Upload New Data

Submission History

Upload New Data

Tools

Profiles + Use the Browse button to select the data submission file that you want to upload. Once you have selected your file click on

TrmosmiieT FEsa e the Upload File button to start the upload process.

Switch Organizations

OHSN SODA XML File
Log Off

Help +
Upload File

Browse...

Use the Browse button to locate and select the file to be uploaded. The default name for your
output file will have OHSN_ (original file name), and will be listed as an XML document. Once
the file is selected, click the Upload File button to upload the file to OHSN.

After clicking the Upload File button, the following screen will appear:

Occupational Health Safety Network (OHSN)

OHSN Home Page
_ . Providing National and World Leadership /M

Reports + to Prevent Workplace llinesses and Injuries
OHSN

Data Submissions . .

Upload New Data

CDC > NIOSH > Anytown Hospital A (6000010] > OHSN Home Page > Data Submissions

Submission History

Tools Upload New Data
Profiles +

Ermommie T Fless s Your data has been successfully validated and will be added to OHSN during the next scheduled import. Visit the Submission History page to check the

status of your submission.
Switch Organizations

Log Off

Help +
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Click the Submission History page to confirm the file was uploaded and is awaiting NIOSH
quality control. You can also check Submission History in the OHSN menu to view a history of
all submissions to OHSN.

Occupational Health Safety Network (OHSN)

OH5H Home Page .
Prowiding Mational and World Leadership
R + 1o Prirvinit Wiorkplacs [Inossas and Injurias
OHSMN
"N
Upkoad New Data
._ CDC = NIDSH » farvytown Hospisal & [SO000]00 = OHEMN Home Page * Dpsp Submissons
Submitssion History
Toals Data Submission History
Frafikes +
Preventicn Resources Reporting Event  Submission  Submitted
Period Evait Types Cownt Ty On Subenitted By Status
Switch Organizations
2172016 Ta Be Lipleaded o]
e 212972014
— i 127172014 OTHER-TI, BBF/SHARPS, OTHER-EXP ToBeUglcaded ™
1312016
1712016 STF, PHM, WPY, CONTACT, MSD-NOT & Facility A0 nisshobsnBodegov  Awaiting MIOSH Review
13172016 PHM. TRANSPORT. BEBF, SHARPS,
OTHER-BIO, PHY-CHEM, FIRE, OTHER

If you are not submitting data for a particular time period

OHSN requires at least 6 months of data to be submitted during a 12 month period to be
considered an active module participants. There are two situations in which you may not be
submitting data in a given time period:

1. If you had no injury events during that period: The Drop Down box under the Status Bar
includes an option for No Events Occurred. It is important to document that no events
occurred at your facility(s) because it could be an indication that your interventions
are working.

2. If you cannot submit data in that period: The Drop Down box under the Status column
includes an option for Not Participating.
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11 REPORTS

One of the major benefits of OHSN is its ability to give you real-time feedback on your facility’s
or healthcare system’s occupational injury and illness data. OHSN is based on continuous data
translation — as data are submitted monthly, they become part of your facility’s ongoing
confidential record. For this reason, it’s important that you upload your facility or system data
monthly to better monitor injuries and illnesses. You can look at the data by event type, event
location, job category, severity, and other factors. And you can obtain this information 24
hours a day and generate the information in a variety of ways to better assess your injury and
iliness rates, both current and historical.

Four types of reports are available in OHSN.

Report Type Description Accessible by
My Facility Reports Display the data you have uploaded for | e Facility Admins
your facility. e Facility Report Users
If facility is part of a

healthcare system:
e System Admins

e System Report Users

My System Reports Display aggregate data uploaded for e System Admins

your system. e System Report Users

OHSN Averages & Percentiles | Display aggregate data only for all OHSN | e Facility Admins

participants, including rate, pooled e Facility Report Users
mean, and percentile rates.

If facility is part of a
healthcare system:
e System Admins

e System Report Users

11.1Reports for a Single Facility

Facility Administrators and Facility Report Users have access to reports that summarize facility-
level data. Once you have uploaded data and it’s ready to analyze, you can run a report. To
access the reports, click on the Reports menu item from the OHSN main menu and then click
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the My Facility option to view reports. Doing so prompts a selection menu where the user can
create a custom report.

Occupational Health Safety Network (OHSN)

OHSN Home Page .
Providing National and World Leadership Dg{
Reports « _ OHSN to Prevent Workplace llinesses and Injuries
My Facility <ff=— [ B |
How Do | Compare? CDC = NIOSH = Anvtown Hospital A (6000010) = OHSM Home Page = Reports
OHSN Averages &
Percentil oy
ercentiles Facility Report
Data Submissions +
Profiles + Report Topic Common Report Topics (select one below) ﬂ
Prevention Resources Event Type ﬂ
Switch O izati iliti
witch Urganizations Facilities My facill‘tvﬂ
Log Off Level of Detail Low ﬂ
Help + .
Display Order Standard ™
Incidence Rate/Count Licensed Bed-Months ﬂ
Reporting Period Jan 2014 ﬂ Jan 2016 ﬂ
Filtering Options
Event Type (All Incidents) M
Occupation (All occupations) ﬂ
Event Location (All event locations) ﬂ
Event Severity (All severities) ﬂ
Other Filter (None selected) ﬂ
[ull For More Reporting Options See Predefined Facility Reports

11.1.1 Facility Reports

The My Facility reports screen contains the option to create customized reports about your
facility. The custom reports provide graphic output for any selection you choose.
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Overview Reports by
- Event Type
- Occupation
- Event Location
- Event Severity
- Worker Age
- Events by Year
- Events by Month
- Facility

Module-Specific Reports by
- Injury Source for Slip, Trip and/or Fall events
- Activity for Patient Handling events
- Contributing Factors for Workplace Violence events
- Exposure Stage of Use for Sharps events
- Exposure Route for Blood and Body Fluid Exposure

You can customize the graphs to meet your individual facility needs:

e By hospital type (including children’s, general medical and surgical, acute long-term
care, psychiatric, rehabilitation, surgical, other adult specialty, a hospital unit of an
institution, and alcohol or other chemical dependency facilities)

e By hospital size

e By occupation category (including 15 direct patient care job titles and three non-
direct patient care job titles)

e By contributing factors (such as common activities related to patient handling/
movement events and activities related to specific injuries)

e By department where the event took place

By severity of injury

Below is an example of a request for a report that depicts the activity when needlesticks/sharps
injuries occurred as reported between Jan 2014 and Dec 2015.
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Occupational Health Safety Network (OHSN)
- e /"
Providing National and World Leadership Dm

Reports - OHSN to Prevent Workplace llinesses and Injuries

My Facility . .

CDC = NIOSH > Anvtown Hospital A (6000010) > OHSN Home Page = Reports

How Do | Compare?

OHSN Averages &
P til e
Sresntes Facility Report
Data Submissions + Anvtown Hospital A (600001
Profiles i ReportTopic Sharps Report Topics (select one below) V] <

Prevention Resources

Exposure Stage of Use (Sharps) ﬂ ‘__

Switch Organizations Facilities Myfacilityﬂ

Lo Level of Detail Highﬂ ‘

Help + .
Display Order Highest Incidence Rates/Counts || | “f——
Incidence Rate/Count Number of Incidents ﬂ ‘
Reporting Period Jan2014 V|| | Jan2016 V|

Filtering Options

Event Type Need|estick/Sharps Injury ﬂ

Occupation (All occupations) ﬂ

Event Location (All event locations) ﬂ

Event Severity (All severities) ﬂ
Other Filter (None selected) ﬂ

View Report Reset Report

Click the View Report button at the bottom of the Facility Report screen to see the report
(example below).
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Mumber of Incidents

Stage of Use during Sharps Incidents, Number of Incidents
Anytown Hospital A (1 Facility), Jan 2014 to Jan 2016
Events Limited to: Meedlestick/Sharps Injury Incidents

Data Source: Occupational Health Safety Network (OHSM)
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Click the View Data button to view a table of the data entered into the graph (example below)

Title:

Facility Group:
Denominator:
Reporting Period:
Filter:

Description

DURING USE OF ITEM

UNKNOWN
BEFORE USE OF ITEM

DURING OR AFTER DISPOSAL (Preventable)

Stage of Use during Sharps Incidents

Anytown Hospital A (1 facilities)
Number of Incidents
Jan 2014 to Jan 2016

Needlestick/Sharps Injury Incidents

Code

AFTER USE BEFORE DISPOSAL (Preventable) XSU30

XSU20
XSU40
UNK

XSU10

Number of
Incidents

30 1.00
29 1.00
12 1.00
4 1.00
4 1.00

Denominator Rate/Count/Etc.

30.00
29.00
12.00
4.00
4.00

Select Export Data in the upper left hand corner to begin export of your data into Excel Format.

Upon clicking the Export Data button, the download of a .csv file will begin. Select “Open” to
view your data in an Excel sheet as shown below:

Do you want to open or save export.csv from wwwind.cdc.gov?

—_— o

Save

=

Cancel

A B

Descriptic Code
AFTER USEX5U30
DURING U X5U20
DURING O X5040
UNKNOW UMK
BEFORE U X5U10

Wooa =] &vown s W RS

e el ==
[TV SR -

Mumber o Denomin: Rate/Count,/Etc.

30
29
12
4
4

D
Title: Stage of Use during Sharps Incidents
Facility Group: Anytown Hospital A(1 facilities)
Denominator: Number of Incidents
Reporting Period: Jan 2014 to Jan 2016
Filter: Needlestick/Sharps Injury Incidents

1.00
1.00
1.00
1.00
1.00

30.00
29.00
12.00
4.00
4.00
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Click the Reset Report button at the bottom of the Facility Reports screen to reset all fields to
their default values.

11.1.2 Predefined Facility Reports

The OHSN system provides several predefined reports that can be easily accessed by clicking
the Predefined Facility Reports link at the bottom of the My Facility reports screen.

o

Ll For More Reporting Options See Predefined Facility Reports

Each of the predefined facility reports can be viewed in one of four different time periods. Data
for the time period is composed of the last x number of months the facility submitted data:

1 month

3 months

12 months

All months

Note that the facility may not have submitted data for consecutive months.

You may select either Overview Reports or Module Specific reports based on your needs.
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Overview Reports
Event Type
e Event Type for Traumatic Injury Modules Incidents 1month 3 months 12 months Al months
[ I I l Event Type for Exposure Modulas Incidents 1month 23Imonthe 12 months ANl months
— —— N .
Cecupation Oeccupation for Patient Handling and Movement (PHM) Incidents imonth 3 months 12 months Al months
< o Qccupation for Slips, Trips, and Falls (STF) Incidents imonth  3months 12 months Al months
Ceccupation for Workplace Violence (WPY) Incidents 1month 3 monthse 12 months  All months
| Cecupation for Exposure to Blood or Body Fluids Incidents 1month 3 monthe 12 months  All months
- =M. ™ Aceypation for Needlestick/Sharps Injury Incidents 1month 3 monthe 12 months Al months
Event Lacahan Event Location for Patient Handling and Movement (PHM) Incidents imonth 3 months 12 months Al months
s Ewvent Location for Slips, Trips, and Falls (STF) Incidents imeonth 3 months 12 months Al months
' n Event Location for Workplace Violence (WPY) Incidents 1month 3 monthse 12 months  All months
:I I I I I Event Location for Exposure to Blood or Body Fluids Incidents 1month 3 monthe 12 months Al months
“, WRmRusBE  euent Location for Needlestick/Sharps Injury Incidents imanth  3months 12 months Al months
OSHA Severity Event Severity for Patient Handling and Movement (PHM) Incidents imeonth 3months 12menths Al months
' Event Severity for Slips, Trips, and Falls (8TF) Incidents 1month 3 months 12 months  All months
' ) Event Severity for Workplace Viclence (WPY) Incidents 1month 3 monthse 12 months  All months
i . - l Event Severity for Exposure to Blood or Body Fluids Incidents 1month 3 monthe 12 months Al months
_ R Event Severnty for Meedlestick/Sharps Injury Incigents 1month 3 monthe 12 months Al months
Click on any of the report links (1 month, 3 months, 12 months, All months) to display the
associated report, see example below.
Module. Specific Reports
Activity for Patient Handling and Movement (PHM} Incidents imenth 3Imonths 12 months  All months
Injury Source for Skips, Trips, and Falls (STF) Incidents 1month  3monthe 12 monthe Al months
Contributing Faclor for Workplace Violence DWFV) Incidents 1month 3 months 12 months Al monihs
Exposure Stage of Use for Neadiestick/Sharps Injury Incidents 1menth  3Imonths 12 monthe Al moning
Exposure Davice Type for Needlestick/Sharps Injury Incidents 1month  3months 12 months  All months
Exposure Activity for Neediestick/Sharps Injury Incidents 1month 3Imonths 12 months Al months
Sharps Exposure Preventability for Needlestick/Sharps Injury Incidents 1month 3 months 12 monthes Al months
Expogure Route for Exposure to Blood or Body Fluids Incidents 1month 3 monthe 12 monthe Al months
Exposure Conlribuling Factor for Exposure o Biood or Body Fluids Incidents 1monith 3 months 12 moniig Al monins
Exposure Source for Exposure to Blood or Body Fluids incidants imenth 3 months 12 monthe  All moning
BBF Exposure Preventability for Exposure to Blood of Body Fluds Incidents 1 month 3 months 12 months  All months
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Example of a Predefined Facility Report

Selection: Occupation for Patient Handling and Movement (PHM) 12 Months

¢ [Whoerage V] - &

/ I\ Occupation for Patient Handling and Movement (PHM) Incidents, Incidence Rate per 10,000 Worker-Months
- Anytown Hospital A (1 Facility - 9,816 Worker-Months), Feb 2015 to Jan 2016
u Events Limited to: Patient Handling and Movement (PHM) Incidents

Data Source: Occupational Health Safety Network (OHSN)

Incidence Rate per 10,000 Warker-Morths

11.2 Reports for Healthcare Systems

System Administrators and System Report Users have access to reports that summarize the
healthcare system level data. To access the reports, click on the Reports menu item from the
OHSN main menu, then click the My System option.
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Occupational Health Safety Network (OHSN)

DH5M Home Page
Providing Mational and World Leadership
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The My System reports screen provides several options to view the healthcare system level
data. Click on any of the drop-down lists to view the detailed options for each reporting
variable. System Administrators and Report Users can also use the advanced reporting option
built-in to this page to generate more detailed reports about their healthcare system.

The system report below is an example showing the total number of Needlestick/Sharps
incidents by event location for all the facilities within a sample health system:
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. R
Event Locations for Needlestick/Sharps Injury Incidents, Number of Incidents
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11.3 OHSN Averages & Percentiles Reports

Click the OHSN Averages & Percentiles option from the OHSN Reports menu to view report
options that show summaries of all the data in OHSN.

Occupational Health Safety Network (OHSN)

OHSN Home Page .
Prowviding Maticnal and Workd Leadarship
Reports - o Preven! Workplacs |linesses and |rjuries
OHSN
My System

How Dia | Compares

COC » NI » §g
mw&"‘_
Percentibes

) Tl EH&'IIEW F'!E * ‘u:EI]j

Diata Submizsons + OHSM Averages & Percentiles
Profi + Report Tope:
Common Repart Topics (select one below) e
Presention Rescurces
: - Event Type e
Facilities
Log Off
Al facilities in OHSM o
Help +
Lewvel of Detail
L ||
Desplay Order
Standard w

Incidence Rate/Count

Licensed Bed-Manths L

Similar to the My System, reporting options can be selected based on your facility or system’s
need.

The OHSN Averages & Percentiles reporting options also allow for selection from a set of
standard reports for the data submissions for 1 month, 3 month, 12 months or all months.

Below is an example of one standard report selecting 12 months of averages and percentiles for
all OHSN participating facilities on Event Location of Patient Handling and Movement, All OSHA-
Recordable:
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e  Worker-months refer to the number of full-time equivalent workers at a facility (or group of
facilities) multiplied by the number of months worked within the reporting period. For example,
a facility with 1,000 full-time equivalent workers has 12,000 worker-months in a 12-month
reporting period.

e Pooled Mean refers to the number of incidences divided by 10,000 worker-months. Using the
above example, if the incidence rate for inpatient locations in your facility is 6.00 and the pooled
mean value is 6.64, then that means your incidence rate is less than for all OHSN facilities on
average.

e Percentile is way of evaluating of where your facility stands when compared to all OHSN
participating facilities. Using the above example, if the incidence rate for inpatient locations in
your facility is 6.00 and the 50% percentile value is 4.97, then that means at least half of all
OHSN facilities have an incidence rate less than your facility.
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12 HELP AND USER SUPPORT

OHSN provides several resources for users to obtain help and support. Click on the Help menu
item on the OHSN menu to view these resources.

12.1 OHSN User Documentation

In addition to this OHSN User Manual, the OHSN website contains training guides and other tools to aid
users of the OHSN system: http://www.cdc.gov/niosh/topics/ohsn/documentation.html

12.2 Contact Us / Providing Feedback

To provide feedback on OHSN system performance and/or ask questions regarding the system
functionality, click on the Contact Us / Feedback item under the Help menu item of the OHSN
menu. The screen below will appear, allowing you to send a comment or question to NIOSH.

Occupational Health Safety Metwork (OHSN)

Reports -+ b Pravan] Workplacs Nineses and Irunies /M

Providing National and World Leadership

Dt Submissions
Prafiles.
Prevention Resources
Switch Organizations Contact Us / Feedback
Lag Off Yiour Email Address
= EfrytovwriHoIpitalA org
e l uisEr
OHEN Brules of Behavior System Feature
OHSN Home Page / Dashboard hd

User Documentation

Comment
Contact U f Fesdback ._
OHIM Topic Page
FAQ
About OHSN

—

To submit a question or comment to OHSN support
1. Inthe drop-down list under System Feature, select the appropriate feature that applies
to your comment.
2. Enter the question or comment. (Required)
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3. Click Submit Feedback button.

After you click the Submit Feedback button, your comment/question will be sent to the
NIOSH OHSN System Administrators who will respond as soon as possible.

12.3 Frequently Asked Questions (FAQ)

NIOSH provides a list of frequently asked questions (FAQ) to help communicate resolutions to
common issues. To view the FAQ page, click on the FAQ menu item under the Help menu.

12.4 About OHSN

This screen provides the OHSN system version number and date of current release and the CDC
disclaimer for using the product.

Click the About OHSN option from the Help menu to view the contents of this screen.

Occupational Health Safety Network (OHSN)

OHSN Home Page .
Providing National and World Leadership m
Reports + to Prevent Workplace llinesses and Injuries
OHSN
Data Submissions . .
Profiles
CDC > NIOSH > St Gomaa Health System (System TO001) > OHSM Home Page > Help
Prevention Resources
Switch Organizations Disclaimer
Log Off THE MATERIAL EMBODIED IN THIS SOFTWARE IS PROVIDED TO YOU "AS-1S" AND WITHOUT WARRANTY OF ANY KIND, EXPRESS, IMPLIED OR

OTHERWISE, INCLUDING WITHOUT LIMITATION, ANY WARRANTY OF FITMESS FOR A PARTICULAR PURPOSE. IN NO EVENT SHALL THE
CENTERS FOR DISEASE CONTROL AND PREVENTION (CDC) OR THE UNITED STATES (U.5.) GOVERNMENT BE LIABLE TO YOU OR ANYONE ELSE]
OHSN Rules of Behavior FOR ANY DIRECT, SPECIAL, INCIDENTAL, INDIRECT OR CONSEQUENTIAL DAMAGES OF ANY KIND, OR ANY DAMAGES WHATSOEVER,
INCLUDING WITHOUT LIMITATION, LOSS OF PROFIT, LOSS OF USE, SAVINGS OR REVENUE, OR THE CLAIMS OF THIRD PARTIES, WHETHER OR
NOT CDC OR THE U.5. GOVERNMENT HAS BEEN ADVISED OF THE POSSIBILITY OF SUCH LOSS, HOWEVER CAUSED AND ON ANY THEORY OF

Help -

User Documentation

Contact Us /Feedback LIABILITY, ARISING OUT OF OR IN CONNECTION WITH THE POSSESSION, USE OR PERFORMANCE OF THIS SOFTWARE.
SEERIEEEFEE System Information
FAQ
Application Version 1.0.0 Build 33
About OHSN h
Database Version 20
Envirenment Production
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APPENDIX A — GLOSSARY

AHA — the American Hospital Association
AHA Number — the ID assigned by the American Hospital Association
Aggregate — collected from different sources and considered as a whole

Bed-months — calculated by multiplying the number of facility beds by the number of months
that the facility participates in OHSN during the selected period.

BLS — Bureau of Labor Statistics

CDC - Centers for Disease Control and Prevention
Dashboard — a visual display of important information

Denominator data — information on healthcare facilities, including number of licensed beds,

admissions per month, outpatient encounters per month, and full-time employees by
occupational category

Event — in OHSN Data Elements, refers to the incident. Event types fall into three categories:
Slips, Trips and Falls; Patient Handling/Movement; and Workplace Violence

Facility ID — a unique identifier for the facility; American Hospital Association IDs are preferred
FAQ — Frequently Asked Questions
FTE — Full Time Equivalent

Healthcare System — an organization made up of two or more healthcare facilities

Healthcare Facility -- an individual hospital or other entity providing health services

Home Page — the primary web page of a website or application

Incidence Rate — a measure of the speed or frequency with which an event or circumstance
occurs per unit of time, population, or other standard of comparison

Mapping Data — the "matching" between a source and a target database which contain the
same data elements but call them by different names. This matching enables software and
systems to meaningfully exchange information. OHSN provides a Mapping Tool to match data
in a facility’s value list to the OHSN value list.
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NIOSH — National Institute for Occupational Safety and Health
NHSN — National Healthcare Safety Network (CDC)
OHSN — Occupational Health Safety Network

OHSN Module — a unit in OHSN; OHSN includes three Traumatic Injury modules: Slips, Trips, and
Falls; Patient Handling and Movement; and Workplace Violence, and two Exposure modules:
Blood and Body Fluid Exposures; and Sharps Injuries Exposures

Report User — one of the roles assigned to OHSN users by a System/Facility Administrator.
Facility Report users can create and view reports for the facility. They cannot upload or edit
information about the facility or add, modify or delete users. System Report Users can create
and view reports for one or more facilities within the system based on permissions given by the
System Administrators. System Report Users cannot upload or edit information, or add, modify
or delete users.

System Administrator - one of the user roles in OHSN. System Administrators have all access
rights to the data and user information within their facility and/or system (if part of a system).

NIOSH System Administrator — NIOSH staff who oversee and manager the OHSN system

Upload - sending data from a local system to a remote system such as a server or another client
with the intent that the remote system should store a copy of the data being transferred.

User — a person who will interact with a system (directly or indirectly); also called end user

User Account —the mechanism used to authenticate a user to a system. It allows the user to
have authorized access to a system and to control access to that system’s features

User Interface — all of the ways by which users interact with a system, machine, device,
computer program or other complex tool

XML — Extensible Markup Language, a web programming language
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APPENDIX B — REFERENCES
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