
GPRA 

Error Resubmission 

Process



Why do we have an 
error process?

How do I 
know if I have 

an error?

Ensure errors 
are corrected 

and 
resubmitted 

within 48 
hours.

Ensure 
everyone is 
correcting 

errors in the 
same manner.

Reduce the 
amount of 

duplicating 
work for the 

RC's and DSU



• Keep your confirmation emails from Alchemer as it 
will have your GPRA submission in it.

• The email looks like this:

Submission Confirmation Email



I have an error
• If you have an error, you will receive an email 

from ahs.vdhdsugpra@vermont.gov.

• You will have 48 hours from the time the error email 
is sent to correct the error.

• If you cannot find you confirmation email for the 
submission with the error, email 
ahs.vdhdsugpra@vermont.gov to have the email re-fired 
to you.

• Once the error is corrected and resubmitted, you need to 
reply all to the error email. Please make sure you are 
replying all when responding. Without this email, we will 
not know the error has been corrected.

• You should never be resubmitting a new form with the 
correction made. The correction needs to be made on the 
original submission. 
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How to
 fix the
error

Step 1 – Click on the link that is highlighted below (this link 
will be specific to each survey).

Step 2 – When you click on the link, it will take you back to 
the first page of the survey.

Step 3 – If you do not land on the page in Step 2 than you 
did not click on the correct link in your confirmation email. 



How to
 fix the
error

Step 4 – You will now need to click the next button at the 
bottom of the page until you get to the error. After you make 
the correction, continue to click the next button until you have 
reached the end of the survey. 

Step 5 – When you get to the end of the survey, you will see 
the submit button at the bottom of the page. Make sure you 
click on submit, otherwise your submission will show 
incomplete.

Step 6 – Make sure you reply all to the error email, so DSU 
knows the error has been corrected. 



Do or Don’t?

Reply all to 
the error email 
from 
ahs.vdhdsugpr
a@vermont.go
v when error is 
corrected

1
Create a new 
submission for 
the GPRA ID I 
received an 
error on

2
Save my 
confirmation 
email from 
submissions

3
Correct and 
resubmit 
within 48 
hours of 
receiving the 
error email

4
Correct the 
error when 
you have time

5
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DO DODON’T DO DON’T
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