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How to Download the Sample File 

The survey vendor’s Survey Administrator (SA) will receive one email from gpdccahps@rti.org to alert them that their sample file is 
ready to be downloaded from the GPDC CAHPS website.  

Note: 

• All DCEs for which a survey vendor is authorized will be included in this single file.  

• The password will be emailed separately to the SA. 

•  Survey vendors are required to download their sample file within 2 business days of receiving the email from 
gpdccahps@rti.org.  
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Step 1: Log in to the GPDC CAHPS website web portal . 

Step 1 
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Step 2: Move your cursor over the Data Submission tab and select “Sample File Download.” 

Step 2 
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Step 3: On the Sample File Download page, read through the attestation language and confirm that you agree by clicking the box 
next to “I agree.” 

Step 3 
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Step 4: Click on the link to download the Microsoft Excel sample file. The file will have all contact information needed for survey 
administration for each sampled patient for each authorized DCE.  

Step 4 
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Step 5: Once you have downloaded and securely saved the file, use the separately emailed password to decrypt, open, and review 
the sample file to verify that the file contains a sample for each DCE that has authorized your organization to administer the survey 
on its behalf.  

*If you need technical assistance, please have your SA contact the GPDC CAHPS Team via e-mail at gpdccahps@rti.org or call 
1-888-734-6433.  

Step 6: After you complete the download process, your SA will receive a Sample File Summary Report via email. This website 
report corresponds with the sample file, and provides the number of patients sampled for each DCE that authorized your organization 
to collect and submit GPDC CAHPS data on its behalf.  
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