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Introduction 
 

 

Hello Survey Taker!  

Welcome to the step-by-step guide to completing your survey on the AHA Survey 

Platform. We hope this information will help you successfully complete the survey for 

your hospital. 

 

Our recommended browser is Google Chrome, for the best functionality. 

 

If you have any questions, you may contact us via our survey support helpline at (800) 

530-9092 or at surveysupport@aha.org. 

 

 

Access the AHA Survey by following this link: www.ahasurvey.org  

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:surveysupport@aha.org
http://www.ahasurvey.org/
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Single- Sign on (SSO) 
This year’s login process is same from last year. If you already have an AHA 
login/password, please click here to login and access the survey, and if you do not have 
an AHA login/password, please click here to create one and access the survey. Each 
individual working on your survey will need their own, personal login.  
 

Returning Users 
 
If you are a returning user experiencing login issues: 
 

1. Be sure to clear your cache.  
 

2. Try using Google Chrome as your browser. 
 

3. Reset your password under “Forgot Password?”. 
 
 

 
 

Creating An Account  
 

Step 1 
Click the “Register/Login” button at the top of the page. From the login page, click the 
“Create an Account” button. 
 

Step 2 
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Enter your email address. If an account already exists with that email address, you will 
be prompted to click “Forgot Password” to reset your password. Otherwise, you will be 
directed to the next step. 
 

Step 3 
If you are employed by a hospital or health system, please link your account to your 
organization's record. If your organization is an AHA member, this will grant your 
organization's member permissions on your account so that you may access members-
only online resources. 
 
 
There are two ways to find and link to your organization: through your email domain or 
zip code search. 
 
Email Domain search: If the domain name of your email matches a hospital or health 
system in AHA’s database, the name of an organization will be displayed. Click “Link my 
user account to this organization” if the organization is correct. 

  
 
Zip Code search: Click the “Searching for your organization by its zip code” button, and 
type in the organization's zip code. Find your organization in the list and click the “Link 
my user account to this organization” button. 
 

 
 
 
What if I can’t find my organization? If you do not work for a hospital or health system, 
your organization might not be in AHA’s database. If your employer's record is not 
found, click “Continue with no organization affiliation.” You will be able to manually enter 
an organization during the next step. 
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Step 4 
Complete the account creation form by entering your contact information. Choose a 
password and click the “Create Account” button at the bottom of the page. 

Navigating Through the Survey Platform 
Once you successfully logged in, you will see the homepage of your hospital’s 

survey. This page allows you to access different parts of the survey.  

Additionally, this page shows: 

• Survey status 

• If historical data is available 

• Date and time of the last update 

• Last person that worked in the survey 

 

Navigation Buttons 
 
The navigational buttons on the top of the page allows access to different areas of 
the platform. 

 

  – The “Home” button directs you back to the homepage of your 
hospital’s survey. 

 

 – The “Print” button directs you to the print page where you can print the 

current survey glossary, the current survey, or the previous year’s survey. For more 

information, click here. 

 

  – The “Admin” button directs you to view all authorized staff “helpers” 
who contribute to completing the survey. For more information, click here. 
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 –  The “Help” button directs you to our online survey walkthrough and 

AHA survey support contact information. 

 

 – The “Filing List” button directs you to your list of hospitals if you 

are assigned to more than one hospital. 

 

  – The “Profile” button directs you to logout. This feature can be 

accessed by clicking on your name.  

 
 
 

The Survey Navigational Panel 
 
Left Pane Links Sections - AHA Surveys can be accessed through the blue buttons on 
the left pane. When you click on a section, you will see a page number(s) displayed 
within that section. You can take the page level further by clicking the page button. This 
will display all the questions that are within that page in the section. When you click on 
the question, it will navigate the screen to the specific question.  

 
 
 
 
 

 

 

  

 

Beginning Your Survey 
 
To start your survey, you have a few options: 
 

1. You can click the “Let’s Start” button at the button of the survey home page to 
bring you to Section A. 
 

2. You can click on any section you would like to start with on the home page. 
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3. You can click on any section you would like to start with on the survey navigation 
panel on the left. 

 
 

 
 

Navigating Your Survey 
 
As you enter your data you can navigate through the pages using the buttons at the 
bottom of the page.  

 
The ‘BACK’ button will take you to the preceding page in the survey. 

 
The “SAVE & CONTINUE’’ button will save your data, and the status of that section or 

page will show as ‘In Progress’. You will also be advanced to the next survey page. 

 
The “SAVE AND VALIDATE” button will save your data as well as check your data 

for errors. Additionally, your responses to the questions will be compared to last 

year’s submission.  If errors occur, you are given the option to correct the error ‘now’ 

or ‘later’. If there are no errors, or if you have corrected all errors, the status of that 

section or page will show as ‘Complete’. To complete and submit the survey – all 

validation errors must be answered/corrected. 

 
 

 Historical Reference 

 

Refers to data of a previous survey submission, when available. 
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If historical data is available, it is shown in red under each applicable question 

throughout the survey. Sections ‘B’ and ‘C’, may be completed data’ by selecting the 

option to fill with last year’s data. Section ‘C’ has multiple pages, so this selection 

should be made for each individual page of that section. Please note that when using 

this feature to still verify that the data previously reported is still accurate for the 

current reporting period.  

 
 
 

 Survey Status 
As you and your team works through your survey, you can monitor the status of your 

entire survey and the different section. On the homepage, you can see your overall 

survey status at the top of the page. You can also see the status of each section of the 

survey.  

 

Status Meanings: 

 
In Progress: The section has data entered and saved, but the 

data has not been checked through validation. 
 

Completed: The section has data entered, saved, and validated 
for all components of the section. 

 
Errors: The entered data has been validated but failed necessary 

data checks that need to be reviewed and corrected or verified. 
 

 Errors 
The survey homepage will show if you have errors throughout your survey. 

At the top of the homepage, you will see the status of your entire survey. You can 
correct the errors by clicking on the word ‘errors’ which is in red in the sentence 
that states that status of your survey (this link shows you errors for the entire 
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survey), or you can click on the word ‘errors’ next to the section of the survey 
reflecting so.  

 

 
 
 

Correcting Errors 

 
Once you are on the error page, you can correct the errors, by clicking the link 
‘correct now’, go to the next survey page by clicking ‘correct errors later’, or going 
back to the survey page you just completed which has errors by clicking ‘back to 
survey page’. 
 
 

Example of an error page: 
 

 
 

On some error pages you may have three options to validate:  

1.) change your response,  

2.) give an explanation  

OR  

3.) confirm your response by checking the box indicated.  

 

Please only choose one of these options to validate your response. 
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Validation Overview  
1. When ‘Save & Validate’ is selected for the page.  
 
2. The page validation are run. If there are errors, those errors will be displayed before 
proceeding. 
 
3. If there are no page errors:  

a. If all the pages in the section are complete, the section rules will run. If there 
are section errors, those are shown to the user.  
b. If all the pages in that section are not complete, the screen will load to the next 
incomplete page in that section.  

 
4. If the section rules run:  

a. If there were section errors, any errors will be displayed. 
 

b. If there are not any section errors for that section, but all of the sections are 
not complete yet, take the user to the next existing set of errors (page or section-
level) (e.g. section A is now complete, but section B has errors, so take the user 
to the section B errors).  

 
5. If all of the sections are now complete, run the survey-level rules:  

a. If survey-level errors exist, display those to the user.  
b. If no survey-level errors, and there is no supplement or the supplement is 
complete, take the user to the survey landing page.  
c. If no survey-level errors and there is a supplement and it is not complete, the 
supplement will load to the screen.  
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Survey Tools 

 Print 
You can print the survey or survey glossary. You can print the current survey at any 
point. There are options to print the full survey or by section. You can choose to print 
current survey or previous year’s survey data. 
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Print Settings 
Setting Up the Print Style – Please follow the steps to set up your print for the Survey. 
  
For Chrome, Version Chrome 114.0.5735.134 (Official Build) (64-bit) automatically set 
to a scale of 50%, if not then follow the instructions below.  
 
1. Go to print. 
2. Select survey year. 
3. Select entire survey or survey section.  
4. Click print to right next to back button.  
5. Go to advance (More) settings.  
6. Select Custom.  
7. Select Scale.  
8. Set print to 50%.  
9. Clink Print 
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Helpers 
 
Helper creation is within the Admin button at the top of the page. Helper creation allows 
the survey administrator to add team members to their survey and assign certain 
sections of the survey to other people to complete. 

 
 
To add a “helper” follow the current steps: 
 

Step 1: Click on the blue button that says “+ Add Staff”.  

Step 2: This will display an empty row in the grid view. First Name, Last Name and 
Email are required fields.  
Step 3: Next, which section(s) of the survey to assign. Helper can only submit if 
given access to all sections. 

Step 4: Once you are done filling out your helper hit the save icon  to save the 
help information.  

 
 
Once the save icon is clicked, the helper will receive an email notification with a link to 
create an account and register using the SSO that is located at the beginning of this 
document. 
 

 Importing Users (New Feature) 
 
New to the platform, the survey administrator can now upload multiple users to their 
survey at one time. Similar to adding Helpers, uploading multiple users is accessible 
under the Admin button at the top of the page.  
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To import multiple users: 
 
Note: you are uploading helper based on the survey that you are currently in. 
 

1. Download the key file.  
2. Open the key csv file.  
3. Fill out the key file with the people you want to add to the survey 

a. No Duplicate people, if they existed already in that survey. We recommend 
removing them from the helper list or removing them from your file you’re 
creating. They can be edited on the admin homepage.  

4. Once you have all the staff that you want to add to that survey please save the 
file as csv. You can give it any name you want. 

 
5. Next, you will come back to the survey admin page and click on the import staff 

 
6. You will now get a pop screen saying import staff; Press “Select File” then find 

that file you saved in the step 4.   
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7. Click on open. Once you hit that button, your file will go though some validation if 

everything is good. The file will be uploaded you will get these messages screens 

 
 

a. If not you will get some errors  for you to fix your file. and repeat steps 5-7. 

 
 

8. If all user were was successful hit the close button shown in 7. Your admin page 
will refresh with the newly added staff members for the survey and access. Those 
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staff members will receive an email saying they have been added as helper to 
the survey.  
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Submitting Your Survey 
 
Your final survey homepage cannot look like this to submit: 
 

 
Your final survey homepage should look like this to submit: 

 
 

Submission Checklist 
1. Make sure you and your team have saved and validated your survey.  
2. All errors have been addressed by being corrected or validated that the 

entered data is accurate. 
3. Once all errors are corrected or validated, a “submit survey” button will 

appear at the end of the survey or at the bottom of the survey homepage. 
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4. After clicking the “submit survey" button, you will be given one last time to 
review your completed survey. 

5. Once all the survey data has been verified, you can click the “Submit 
Survey” button at the top of the page. 

6. After clicking the submit button, a confirmation screen will appear to 
confirm your submission has been received.  

a. You will receive an email confirmation of a successful submission. 
b. You will be given the option to leave any feedback by clicking the 

link to our feedback survey. 

 
 
 

Post Submission Changes 
 

If you need to make changes after your survey has been submitted, please contact 

survey support at (800) 530-9092 or at surveysupport@aha.org.  

 

Additionally, any relevant data saved in the system after the fielding period will be 

used as final submission. 

 

 

 

 

mailto:surveysupport@aha.org



