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How to Register as a Survey Administrator on the GPDC CAHPS Website 

Note: Registering as a survey administrator is a two-step process.  

Step 1a: Click on the “DCEs” tab located in the top menu bar and select “Step One: Register as the Survey Administrator.”  

Note: You must complete Step One to receive your Survey Administrator login credentials.   

Step 1a 
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Step 1b: Fill out the contact information for the Survey Administrator and create a new username and password.  

Step 1c: Check the “I’m not a robot” checkbox and then click “Submit.” You will receive an email confirmation welcoming you to the 
GPDC CAHPS website that contains your Username and password.  

Steps 1b and 1c 
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How to Register a DCE 

Step 2a: If you are not already logged in, login to your DCE Survey Administrator account. 

Step 2a 
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Step 2b: Click on the “DCEs” tab located in the top menu bar and click “Step Two: Register as the Survey Administrator for your 
DCE(s).”  

Step 2b 
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Step 2c: Enter the GPDC CAHPS DCE ID numbers for all DCEs you would like to register.  

Note: If you are the Survey Administrator or Point of Contact for multiple DCEs, you can register multiple DCEs at a time by 
separating each DCE ID with a comma.  

Step 2c 
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Step 2d: When all DCE IDs have been entered, click on “Lookup DCE Names.”  

Step 2d 
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Step 2e: A table including the DCE ID numbers and names entered will appear. Double check that the DCE(s) listed are correct. If 
not, you can edit the DCE(s) by returning to Step 2c of this section.  

Step 2e 
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Step 2f: For this last step, please review the GPDC CAHPS DCE Survey Administrator Consent Form. Once reviewed, check the 
two consent boxes, and click “Submit.”   

Step 2f 

 
 


