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1. Introduction  
 

This System User Guide is a step-by-step explanation of how to use the HCUP Central 

Distributor Online Reporting System (CDORS). It includes steps on creating and managing 

a user account, submitting requests to purchase or re-use data, authorizing collaborators 

to use purchased data, and transferring the custody of data.  

 

2. CDORS-Getting Started  
 

2.1 CDORS Home page  

 

The HCUP Central Distributor (CDORS) home page serves as the gateway for accessing 

Healthcare Cost and Utilization Project (HCUP) databases.  

To access the CDORS Home page, enter this URL into the browser: 

 https://cdors.ahrq.gov/ 

 

The CDORS Home page consists of four sections:  

1. Top banner with log-in access  

2. Streamlined Navigation Bar  

3. Left side bar  

4. Call-to-Action buttons  

 

 

https://cdors.ahrq.gov/
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Information on this page provides the following key information to the data users: 

Top banner:  

• Log-in: Radio button to Sign in or Create a new account (See Section 2.2 User 
Account Registration) 

• Cart: The page guides users through the steps required to complete a purchasing 

HCUP databases. Users must login and complete each step to submit their request 
for purchasing HCUP data. See Section 5.1 Purchase Requests. 

• Contact Us: Provides information for users who need assistance with HCUP Central 
Distributor services. Users are encouraged to review the HCUP Central Distributor 

FAQs before seeking support. If additional help is needed, users can contact HCUP 
User Support by email to HCUP-RequestData@ahrq.hhs.gov. When sending inquiries, 
users should include their order number in the subject line to help facilitate support. 

Navigation bar: 

• My Account: Visitors may Sign in or Create a new account. Users can update 

information about their account (e.g., address, phone number).  
• Database Catalog: Visitors may browse the database catalog anytime. Shopping 

cart features are enabled upon registration, with items retained for 30 days. 
• Central Distributor Resources: The page provides guidance and reference 

materials to help HCUP users understand the processes, policies, and responsibilities 

related to requesting and using HCUP data.  
• HCUP Central Distributor FAQs: Access a list of frequently asked questions within 

CDORS. 

Left sidebar:  

• Learn More about the HCUP Central Distributor: Visitors can click this to view 
the general information about the Healthcare Cost and Utilization Project (HCUP) and 
the HCUP Central Distributor along with the AHRQ HCUP Central Distributor User 

Guide resources on how to purchase, protect, re-use and share the HCUP data. 
• Complete required training: All Purchasers and all individuals with access to the 

HCUP databases are directed to complete the web-based HCUP Data Use Agreement 
(DUA) Training. See Section 4.2 My Account: My Account DUAs. 

• Purchase data: To access the Database Catalog page and to submit an application 

for purchasing HCUP Databases. See Section 5. Database Catalog. 
• Check Order Status: To access all details of user request, including invoice, Data 

Use Agreements, and current status. See Section 4.4 My Account: My Orders. 
• Allow others to access your data: If user will be collaborating on another person’s 

data project, or otherwise using data that user does not own, user must submit the 

appropriate DUA(s) prior to gaining access to the data. See Section 4.2.3 My Account: 
DUAs – Invite New Data Users and 4.2.4 My Account: DUAs – View Open Invitations. 

• Submit requests to re-use state data: To re-use state data of the originally 
purchased, users must submit a State Data Re-Use Request. Users must log-in to the 

https://cdors.ahrq.gov/purchasing-frequently-asked-questions
https://cdors.ahrq.gov/purchasing-frequently-asked-questions
mailto:HCUP-RequestData@ahrq.hhs.gov
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site to submit a state re-use request. See Section 4.5 My Account: My State Data Re-
Use. 

• Transfer custody of your data: To transfer custody of the originally purchased 
data to a new custodian, users must submit a Custody Transfer Request.  Users must 

log-in to the site to submit a transfer request. See Section 4.6 My Account: Custody 
Transfer. 

• Get help: For any additional questions, users can access the HCUP FAQs and Central 

Distributor User Guide, or contact the Central Distributor via HCUP-
RequestData@ahrq.hhs.gov. 

Call-to-Action buttons in the middle of the page: 

• Required HCUP Data Use Agreement (DUA) Training: Users must register and 

complete the required Data Use Agreement (DUA) Training before applying to 

purchase or re-use HCUP Nationwide or State-level databases. See Section 4.2 My 

Account: My Account DUAs. 

• Database Catalog Browsing and Shopping: Visitors may browse the database 
catalog anytime. Shopping cart features are enabled upon registration, with items 

retained for 30 days. See Section 5. Database Catalog. 
• State Data Re-Use Requests: To repurpose previously approved State-level data, 

users must submit a Data Re-Use Request. Users must log-in to the site to submit a 
state data re-use request. See Section 4.5 My Account: My State Data Re-Use. 

 

2.2 User Account Registration 

 

Registration entitles the user to access functions that are required for purchasing or 

accessing HCUP data.  

2.2.1 Creating a User Account – Registration 
 

1. Click on the Log In icon. 

 
 

 

 

 

 

 

 

https://cdors.ahrq.gov/purchasing-frequently-asked-questions
https://cdors.ahrq.gov/HCUP/pdf/AHRQ_HCUP_Central_Distributor_User_Guide.pdf
https://cdors.ahrq.gov/HCUP/pdf/AHRQ_HCUP_Central_Distributor_User_Guide.pdf
mailto:HCUP-RequestData@ahrq.hhs.gov
mailto:HCUP-RequestData@ahrq.hhs.gov
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2. Read and Agree to the Warning Notice 

 
 

3. In the Sign In section, click on Register Now link 

 
 

 

 

 

 

 

 

 

 

https://cdors.ahrq.gov/special-pages/register
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4. Registration page will be displayed 

 
5. On the Register page, enter the following information: 

• First name 

• Last name 

• Email address 

• Username  

• Password  

 

6. The Username and password must comply with the following guidelines, 

a. Username must adhere to these guidelines: 

• 6-30 characters 

• Must only contain letters, numbers, and periods 

• Must not contain more than 2 repeat periods 

 

b. Passwords must adhere to current security guidelines: 

• At least 15 characters 

• Must contain at least 1 lowercase letter, 1 uppercase letter, 1 number, and 1 of: 

@#$%|!+/& 

• Must not contain more than 2 repeat characters or sequential numbers 

• Must not contain username or parts of username 

• Must not contain easily guessed password elements (such as variations on 

'password') 

7. Re-enter the password in the Confirm password field and Click on the Register button 

to complete the registration 
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8. After successful registration, a confirmation email will be sent to the user's email 

address. 

 

  

 

9. Please complete User Information after logging in and before placing an order. 
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2.2.2 HCUP Data Use Agreement (DUA) Training 

 

All registered account holders must personally complete the HCUP DUA Data Use 

Agreement (DUA) Training Course and take full responsibility for complying with the 
terms of the Data Use Agreement before using the application. 
 

 
  
• Within the Home page, click on the Complete Training button. 

 

 
  

• To begin the training, select one of the following options: 
1. Launch Interactive HCUP Training Course or  

2. View Accessible HCUP DUA Training Course (Text Only)  
 

• After completing the training: 

▪ Enter the full name in the provided field to generate and print the DUA Training 

Certificate. 

 

https://hcup-us.ahrq.gov/DUA/dua/index.html
https://hcup-us.ahrq.gov/DUA/dua_508/DUA508version.jsp
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▪ Important: Make a note of the Certification Code displayed on the certificate. 

Users will need to enter this code under My Account > DUAs > My Data Use 

Agreement (DUA) to complete the process. 

▪ Print or save the certificate (recommended in landscape orientation) for future 

reference 

• Go to My Account tab, and select My Data Use Agreement (DUA)  

 
 

• Enter the user’s DUA Training Certificate Code and DUA Training Certification 
Date 

 

 
• Before clicking Save, make sure to review and answer ‘Yes’ to all required items in 

the Data Use Agreement (DUA). 
 

• If any item is left unanswered or marked ‘No’, the system will not allow the user to 
save or sign the agreement. 

 

Note: The DUA Training Certificate is valid only for 2 years from the date of completion. All 
registered users must renew by undergoing the training once again after expiry. 
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3. Home Page (after sign-in) 
 

Once signed into the account, the left sidebar and the navigation bar of the Home Page 

are updated. 

 

The left sidebar assists users in reviewing their entire account. See Section 4. My Account. 

• User Information 

• DUAs 
o My Data Use Agreement (DUA) 

o View Acknowledged DUAs 
o Invite New Data Users 

o View Open Invitations 
• My Products 
• My Orders 

• My State Data Re-Use 
• Custody Transfer 

• Change Password 

 

The navigation bar assists users in accessing Database Catalog (submitting requests to 

purchase Nationwide/State/Supplemental/Student-priced databases), Central Distributor 

Resources, and Central Distributor FAQs. See Sections 5. Database Catalog, 6. Central 

Distributor Resources, and 7. HCUP Central Distributor FAQs 

• Database Catalog 

• Central Distributor Resources 

• HCUP Central Distributor FAQs 
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4. My Account 
 

The My Account page in the HCUP Central Distributor Online Reporting System (CDORS) 

allows users to manage their account information and HCUP data-related activities. Users 

can view and update User Information, manage and view acknowledged Data Use 

Agreements (DUAs), and invite or track new data users. The page also provides access to 

orders, purchased products, state data re-use requests, custody transfer, and change the 

account password. 

 

4.1 My Account: User Information 

 

Data users must complete their user information details to evaluate their application, fulfill 

orders, and follow up in the event of a Data Use Agreement (DUA) violation. 

1. Click on My Account tab, located on the navigation bar next to the Home tab, and 

select User Information 

 
 

2. Enter the user’s Phone Number. If needed, an Additional Email can be added and set 

as primary by clicking the Set As Primary link. 

 

3. If the user is a student, select Yes from the dropdown for the question Are you a 

Student? to be able to access student discount pricing. If the user is not a student, 

select No. 
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4. In the Organization Affiliation section, enter the user’s Organization Name, Title, 

and choose Organization Type and Ownership of Organization from the dropdowns. 

 
5. Click on the Save button to save details. 

 

4.1.1 My Account: User Information – Addresses (Add New Address) 

 

A valid contact address must be on file for all HCUP data purchasers, data custodians, and 

data users. 

1. Click on the My Account tab and select User Information. 
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2. Scroll down and Click on the Add a new address link button. 

 
 

3. On the New Address page, enter the user address in the following fields: 

Address Line 1: *(Character limit: 60), Address Line 2 (if applicable), City, choose 

the Country and State/Province/Region from the respective dropdowns, and enter 

the ZIP/Postal Code. 

 
4. Click the Save button to save address details. 
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4.1.2 My Account: User Information – Addresses (Edit Address) 
 

1. Click on My Account tab, and select User Information 

 
 

 

2. Scroll down and Click on the Edit link in the same row as the address that needs to be 

changed.  

 
3. In the Edit Address page, update the contents of any field that needs to be changed. 

Please note that the Name field can be changed for billing addresses only. 

 
 

4. Click the Save button to save address details. 

5. If there is more than one address on file, click on the Set As Default link to change 

the default shipping address. 
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4.1.3 My Account: User Information – Addresses (Delete Address) 
 

1. Click on My Account tab, and select User Information 

 
 

 

 

2. Scroll down and click the Delete link in the same row as the address that needs to be 

removed.  

 
 

3. In the Delete Address confirmation pop-up, click the Yes button to delete the address. 
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4.2 My Account: DUAs 
 

4.2.1 My Data Use Agreement (DUA) 
 

The My Data Use Agreement (DUA) tab allows HCUP data users to review, update, and 

download Nationwide and State DUAs. Here, users can also update their DUA Training 

Certification Code and Certification Date.  

 

4.2.1.1 Renew DUA Certification 

Steps to renew HCUP DUA online Training certification: 

1. Log in to the CDORS account. 

 

2. Click on the My Data Use Agreement (DUA) under DUAs on the My Account page. 

 

3. Click the Online DUA Training link. 

 

4. Select Launch Interactive HCUP Training Course 

https://hcup-us.ahrq.gov/DUA/dua/index.html
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5. Note the HCUP DUA code at the end of the training. 

 

6. Enter the code in the DUA Training Certification Code and the date of completion in the 

respective text boxes. 

 

7. Scroll down the page and click on the Save button. 
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4.2.2 My Account: DUAs – View Acknowledged DUAs 

 

In the View Acknowledged DUAs tab, users can: 

• View and download acknowledged Data Use Agreements (DUAs) signed by the 

account holder for their data.  

• Review DUAs submitted by others for access to data in the account holder’s custody. 

• View and download acknowledged Data Use Agreements (DUAs) signed by the 

account holder for the use of data in the custody of others. 

Steps to view/download acknowledged DUA signed by the data custodian for the data in 

their custody. 

1. Log in to CDORS account 

 

2. Click on the View Acknowledged DUAs under the DUAs section on the My Account 

page. 

 

3. View acknowledged DUA under the section View and download acknowledged Data 

Use Agreements (DUAs) signed by you for your data. 

 

4. Click on the Download in the Download column. 

 

Steps to view/download acknowledged DUA signed by the data collaborators 

 

1. Log in to the CDORS account 

 

2. Click on the View Acknowledged DUAs under the DUAs section on the My Account page. 
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3. Scroll down to the “Review DUAs submitted by others for access to data in your custody” 

section. 

 

4. Data custodians can track the date in the “DUA Training Date of Data User”. 

Note: The date shown in red indicates that their HCUP DUA certificate has expired. 

 

 

4.2.3 My Account: DUAs – Invite New Data Users 

 

4.2.3.1 Steps for inviting collaborators   
 

Data custodians may authorize additional users to access their data. The Invite New Data 

Users tab will allow data custodians to invite collaborators to be authorized to use their 

Nationwide and/or State databases.  
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A. Select individual database 

 

1. The data Custodian navigates to the My Account > DUAs > Invite New Data Users 

page.  

 

2. The data custodian enters the first name, last name, and email address of the invited 

collaborators.  

 

3. The data custodian selects either Nationwide/ State databases, or both.   

 

4. The data custodian selects the Select individual databases radio button. The 

custodian has the privilege to select a particular database within the order as well as one 

or more databases from different orders. To deselect, uncheck the box. 

 

5. The data custodian selects the Database from the databases available to the custodian.  

 

6. The data custodian clicks on the “Invite Data Users” button.  

 

7. The Data user receives a CDORS email notification with the subject: Invitation to Submit 

HCUP Data Use Agreement. 
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B. Select by order 

 

1. The data Custodian navigates to the My Account > DUAs > Invite New Data Users 

page.  

 

2. The data custodian enters the first name, last name, and email address of the invited 

collaborator(s). 

 

3. The data custodian selects either Nationwide/State databases, or both.   

 

4. The data custodian selects the desired databases that they are authorizing the 

collaborator to use.  

• If the Select by order radio button is selected, all the items of that specific order 

will be selected. If the data custodian selects one item from an order, the rest of the 

items in that order are automatically selected. To deselect all items from an order, 

uncheck one of the items.  

 

5. The data custodian clicks the Invite Data Users button.  

 

6. The data user receives a CDORS email notification with the subject: Invitation to Submit 

HCUP Data Use Agreement 
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Note:  

• Data custodians can invite up to 5 data collaborators at a time and all invitees are 

subjected to a similar DUA.  

• Select individual databases radio button option allows you to choose one or more of 

your database items. 

• Select by order radio button option allows you to select all items within a specific order. 

When you choose one item from an order, all items in that order are automatically 

selected.   

• If the data custodian does not own any databases under the Nationwide or State 

category, an alert popup box will be displayed. 

 

4.2.3.2 Steps to accept the invitation to be a collaborator   

A DUA invitation can be accepted in the following ways, 

1. Through the link received in the email with the subject “Invitation to Submit HCUP Data 

Use Agreement”. 

 

2. Through the CDORS application “View Open Invitations” tab. 

Steps to accept through email: 

 

1. Click on the link in the email 

 

2. Navigate to  https://cdors.ahrq.gov/special-pages/logon 

 

3. Click on “Agree” to the Warning Notice dialog box. 

 

https://cdors.ahrq.gov/special-pages/logon
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4. Enter log in credentials. Navigate to the “Submit DUA Without Data Purchase” page. 

 

5. Verify and confirm user information. 

 

6. Verify and confirm the data custodian name, email address, and Database types. 

 

7. Acknowledge and submit DUA without Data Purchase. 

 

8. Once the DUA invite is accepted, two automated emails are triggered.  

a. To the Custodian: “New HCUP Data Use Agreement(s) Submitted”  

b. To the Data User: “Your HCUP Data Use Agreement Submitted”. 

 

Steps to accept pending invitations from CDORS account: 

 

1. Log in to the CDORS account. 

 

2. Click on the View Open Invitations under DUAs section in the My Account tab. 

 

3. Click on the Open link in the Accept column under the List of the invitations you have 

received section. 
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4. Navigate to the Submit DUA Without Data Purchase page. 

 

5. Verify and confirm user information. 

 

6. Verify and confirm data custodian name, email address and Database types. 

 

7. Acknowledge and submit DUA without Data Purchase. 

 

8. Once the DUA invite is accepted, two automated emails are triggered. 

a. To the Custodian: “New HCUP Data Use Agreement(s) Submitted”  

b. To the Data User: “Your HCUP Data Use Agreement Submitted”. 

 

4.2.3.3 Steps to revoke or remove permissions for additional researchers   
 

1. Log in to the CDORS account. 

 

2. Click on the View Acknowledged DUAs under the DUAs section in the My Account 

tab. 

 

3. Scroll down to the Review DUAs submitted by others for access to data in your 

custody section. 

 

4. Click the Revoke link in the Action column to revoke the DUA invite shared with the 

data collaborator. 

 

5. Automated email is triggered by the data collaborator with the subject “HCUP DUA Status 

Change”. 
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4.2.4 My Account: DUAs – View Open Invitations 

 

The View Open Invitations tab allows data custodians to view: 

• A list of the invitations that have been issued in the last 30 days for others to 

acknowledge and submit DUAs for the data in their custody. 

• A list of the invitations they have received in the last 30 days to be added as an 

authorized user of another custodian’s data. These invitations are pending a 

response. Click “Open” under the “Accept” column to complete the steps to accept 

the DUA invite from the custodian. 

 

 

4.3 My Account: My Products 

 

The My Products tab allows users to view State and Nationwide databases for which they 

are the data custodian.  
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1. Log in to the CDORS account. 

 

2. Select My Account and click on the My Products to view all the data custodian’s 

products 

 

3. Select Review databases that were previously in your custody but have been 

transferred to others table to view the list of databases that has been transferred to 

other users in the CDORS system. 

 

4. To export the table records in csv format, click on the  icon next to the download label 

to generate a downloadable file. 

 

4.4 My Account: My Orders 

 

The Orders tab allows data purchasers to view past and current order details, including the 

invoice, Data Use Agreement (DUA), Responsibilities of the Data Purchaser, Indemnification 

Clause, and, if applicable, the Statement of Intended Use for any State-level databases. 

Links in the status column will allow users to view instructions on actions they need to take, 

and links in the download column will provide information on how to download purchased 

Nationwide databases.  

Note: File download links for the Nationwide databases will expire after 7 days or 3 

attempts. The instructions and the passwords to access the files will be shared via email 

from Do-Not-Reply-HCUPDistributor@ahrq.hhs.gov. 

 

 

 

 

mailto:Do-Not-Reply-HCUPDistributor@ahrq.hhs.gov
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4.5 My Account: My State Data Re-Use 

 

If data custodians intend to re-use State-level HCUP data for a purpose other than that 

originally approved, or if concrete projects emerge from approved exploratory work, a new 

Data Re-Use Request must be submitted. The State Data Re-Use tab allows data 

custodians to submit Data Re-Use requests as well as view details of re-use requests and if 

additional clarification is required.  

 

As a data custodian, how do I request State Data Re-Use requests for my own 

projects? 

1. The data custodian can submit a state re-use request by navigating to the My Account 

> State Data Re-Use page.  

2. The data custodian clicks on the Submit Data Re-Use Request button available on the 

right side or uses the hyperlink within the page description.  

 

3. The data custodian checks the appropriate checkbox: 

 “I affirm that I am the original data purchaser and/or current custodian using 

the data for a new research project.”  

or  

“I affirm that I am the original purchaser and/or current data custodian and 

am not involved in the proposed research project.”  

 

and clicks on the Next button. 



                                                                                                                 
 

HCUP CDORS User Guide                                                                                Page | 29  

 

4. The data custodian reviews information on the User Information page and clicks on 

the Next button.  
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5. Select the state databases that have been previously purchased and click on the Next 

button. The selection options are:  

a. Select Individual databases: Allows data custodians to choose one or more 

database items.   

 
 

b. Select all databases from a previous order: allows data custodians to select all items 

within a specific order. If one item from an order is chosen, all items in that order are 

automatically selected. 
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6. Read & Agree to the Data Use Agreement for HCUP State Databases by selecting the 

checkbox and proceeding to the next step by clicking the Next button. 

 

7. HCUP Agreements popup message is displayed. Click on the Next button to proceed with the 

next step. 

 
8. Complete the Statement of Intended (Re-)Use (SIU) of State Databases and Description 

of Project Activities by providing the Project title or summary of research topic, 

Project Description, Expected end-products, and Data Use Agreement 

adherence and then click on the Next button. 
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9. Review and affirm the request by selecting the checkbox and then clicking the Submit 

Request button. 
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10.After the submission of the request, an automated email will be triggered with the 

subject “Your AHRQ HCUP Request #YYYYRXXXXXX: Pending Approval”. 

11. The request and the SIU will be reviewed by AHRQ staff and once it gets approved, the 

data custodian can re-use the databases that were included in the request. 

As a data custodian, how do I submit a State Data Re-Use request for someone 

else’s project using my data? 

1. In the My State Data Re-Use page, click on the affirmation box:  

“I affirm that I am the original purchaser and/or current data custodian 

and am not involved in the proposed research project.”    

2. Enter the Principal investigator’s first name and the last name in the respective 

text boxes and their email address and then click on Next button.  
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3. Verify the User Information step, then click Next. Select the desired HCUP 

databases, then click Next. Complete the Data Use Agreements step, then click 

Next button to continue to the SIU (Statement of Intended (Re-)Use) step.  

 

4. After completing the SIU section, click Next button to review the re-use request.  

 

5. Review the re-use request details, confirm the acknowledgment by selecting the 

checkbox, and click the Submit Request button to complete the State Data Re-Use 

request in CDORS.   
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6. Two emails are triggered after the submission of the request.  

• Email 1: Sent to Data Custodian confirming successful submission of re-use request 

and PI response is required  

• Email 2: Sent to PI – notifying the nomination as PI, and action is required on their 

part to proceed with the approval process.  
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7. Principal Investigator – PI steps, 

• Log in to the CDORS as the Principal Coordinator (PI) of the Type-B State Data 

Re-Use request and navigate to My Account > My State Data Re-Use page. 

• Click on the View Re-use Request hyperlink. A new column labeled Re-use Request 

Type is added to identify the type of request.  

• Review the re-use request details submitted by the Data Custodian in My Account 

> My State Data Re-Use > Request Details page and agree to take responsibility 

as PI. 

• Click on the checkbox:  

“I have reviewed the details of this data re-use request and agree to 

take responsibility for secure data storage and appropriate use as 

outlined in the HCUP Data Use Agreement” 

 

to agree to take responsibility as PI for the re-use request. 

  

• Click the Agree to the Data Re-Use button, then click OK in the confirmation dialog 

to complete the agreement.  

 
 

• Two emails are triggered after the submission of the request.  

o Email 3: Sent to Data Custodian notifying PI has submitted their response, and the 

application is awaiting AHRQ approval.  

o Email 4: Sent to PI confirming their response and the application is awaiting AHRQ 

approval.  
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Note: 

• The Data Custodian has the privilege to update the HCUP databases using the Update 

Databases button and cancel the re-use request using the Cancel Request button. 

• The PI has the privilege to cancel the re-use request by clicking on the Cancel Request 

button.  

• A pdf document of the Re-use request and its details is available to view/download.  

• Email notifications are sent to the Data Custodian, with the Principal Investigator 

(PI) copied, for all System User actions related to the re-use request, including SIU 

decisions(approved/disapproved), cancelations, and SIU updates.  

 

4.6 My Account: Custody Transfer 

 

The Custody Transfer Request feature enables secure and structured reassignment of data 

custodianship within the CDORS system. Data custodians can submit requests for a transfer 

of custody to a new data custodian. 

 

How to submit a Custody Transfer Request? 

1. Click on the Submit Custody Transfer Request button  
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2. Enter the first name, last name and the email address of the new data custodian to 

whom the data will be transferred, affirm the request and click on the Next button. 

 
 

3. In User Information, confirm original data custodian details and then click the Next 

button. If needed, user information other than Username and Name of Registered User 

fields can be updated. 

 
 

4. In the HCUP Databases, select the databases from the table that are to be included in 

the transfer request, and click the Next button. 
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5. In the Review and Submit Custody Transfer Request, review and confirm the request 

details. Affirm it by selecting the checkbox and clicking the Submit Request button. 
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6. Once the new data custodian accepts and AHRQ approves the request, the transfer will 

be completed. 

 

Note:  

• New data custodians who are not registered as data users in HCUP CDORS application 

must go through the user registration process. Steps for the registrations process can be 

found in User Account Registration.  

• Student-priced databases cannot be transferred. The custodian must retain custody of, 

or destroy, any HCUP databases that were acquired at student pricing. 

• If the Transfer request is still pending acknowledgement by the new custodian, a 

reminder email shall be sent to both data custodians on the 7th and 14th day. 

 

4.7 My Account: Change Password 

 

If the account password needs to be changed, click the My Account tab and select 

Change Password. Change Password section will be displayed.  

 

How do I change my password? 

1. Enter the old password in the Your existing password field 

 

2. In the New password field, enter an updated password. Updated passwords must 

conform to our security guidelines, which currently require: 

• At least 15 characters 

• Must contain at least 1 lowercase letter, 1 uppercase letter, 1 number, and 1 of: 

@#$%|!+/& 

• Must not contain more than 2 repeat characters 

• Must not contain username or parts of username 
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• Must not contain easily guessed password elements (such as variations on 'password') 

• Must not match previous passwords 

• Re-enter the updated password in the Confirm password field and click on Change 

Password 

 

3. After a successful change, a confirmation email will be sent to the primary email address, 

and the user will be required to sign in again using the updated password. 

 

4.8 Forgot Password 

 

All users can reset their password using this feature. 

1. Click on the Log In icon in the CDORS home page 

 

2. Select the Forgot password? link in the Sign In section 

 
 

3. In the Forgot Password page, enter the registered email address or username in the 

text box and click the Submit button 
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4. Users will receive a password reset email from Do-Not-Reply-

HCUPDistributor@ahrq.hhs.gov 

 

 
 

5. Click on the change your password link contained in the body of the email. 

 
 

6. Enter the new password in the New password and Confirm password fields and then 

click on Change Password button to reset the password. 

 

Note: Passwords must adhere to current security guidelines: 

• At least 15 characters 

• Must contain at least 1 lowercase letter, 1 uppercase letter, 1 number, and 1 of: 

@#$%|!+/& 

• Must not contain more than 2 repeat characters or sequential numbers 

• Must not contain username or parts of username 

• Must not contain easily guessed password elements (such as variations on 'password') 

mailto:Do-Not-Reply-HCUPDistributor@ahrq.hhs.gov
mailto:Do-Not-Reply-HCUPDistributor@ahrq.hhs.gov
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4.9 Forgot Username 

 

All users can retrieve their username using this feature. 

1. Click on the Log In icon on the CDORS home page. 

 

2. Select the Forgot username? link in the Sign In section. 

 
 

3. In the Forgot Username page, enter the registered email address in the text box and 

click the Submit button. 

 
 

4. An email from Do-Not-Reply-HCUPDistributor@ahrq.hhs.gov will be sent to the 

registered email address with the corresponding username. 

 

mailto:Do-Not-Reply-HCUPDistributor@ahrq.hhs.gov
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5. Database Catalog 
 

The Database Catalog in the HCUP Central Distributor Online Reporting System (CDORS) 

provides users with access to Nationwide and State-level databases along with 

Supplemental Files available for purchase. It enables users to search for specific datasets, 

review availability, and view pricing details. However, Nationwide and State databases 

cannot be ordered together in the same transaction—users must submit separate orders if 

they require both. Nationwide databases are delivered via secure digital download, while 

State databases are shipped on physical media (DVD). Additionally, student-priced 

databases are exclusively available for the students, which requires proof of student status 

to complete the order. 

To purchase the databases users must login to CDORS account, navigate to the Database 

Catalog tab, and use the interface to browse and select the desired datasets. The Shopping 

Cart feature allows users to review selections and finalize their applications. 

 

Note: Nationwide and State databases must be in separate orders. 

5.1 Purchase Requests 

 

5.1.1 Purchase Nationwide databases 
 

1. Log into CDORS. 

 

2. Click the Database Catalog from the top menu to view the catalog. 

3. Select Nationwide option in the Product Category drop-down. 

 

4. Select any of the below option in the HCUP Databases drop-down 
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a. All Nationwide 

b. National (Nationwide) Inpatient Sample (NIS) 

c. Kids’ Inpatient Database (KID) 

d. Nationwide Emergency Department Sample (NEDS) 

e. Nationwide Readmission Database (NRD) 

f. Nationwide Ambulatory Surgery Sample (NASS) 

 

5. Select the Start Year and End Year for the desired databases. 

 

6. Select the Pricing category. 

 

7. Select the desired nationwide database(s) from the Database Search Results list. 

 

8. Click the Add To Cart button. The CCR files are added automatically along with the 

selected databases. 

 

9. Additional databases can be added by selecting them from the list and clicking on the 

Update Cart button to update the cart. 

 
 

10. After adding the databases to the cart, click the View Cart button to navigate to the 

Shopping Cart page. 
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11. Verify added items in the cart and click the Check Out button. 

 

12. In the Application Information section, select appropriate mandatory responses for 

the questions under the Information Specific to This Order section below, 

 

a. Are you purchasing this for a student-led project? 

 

b. Will the data being requested be used in an AHRQ grant funded project? 

 

 

13. In the Data User Agreement step, the applicant must complete the Acknowledgment 

of HCUP Data Use Agreements and Indemnification Clause. 
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14. Review and acknowledge by selecting the checkboxes for the Data Use Agreement for 

Nationwide Databases, Responsibilities of the Data Purchaser and Indemnification 

Clause and then click on Next button. 

 

15. In the Statement of Intended Use of Nationwide Databases and Description of Project 

Activities” - No Statement of Intended Use is required for orders that include only 

Nationwide databases and/or supplemental files, so click on the Next button. 

 

16. Confirm the shipping and billing address and click on the Next button.  
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17. Select the payment method and click the Next button. CDORS supports three payment 

types:  

 

a. Credit Card 

b. ACH Transfer 

c. Direct Payment 

 

18. Review the order, affirm, and click the Order Now button.  
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13. An automatic email will be triggered with the subject: “Your AHRQ HCUP application 

#XXXXX: Application Received - Pending Approval”. 

 

14. Once AHRQ acknowledges payment, the order will be available to download.  

Steps to download purchased Nationwide database 

1. Log in to the CDORS account and click on the My Account tab. 

2. Navigate to the Order tab and click on View Downloads link in Nationwide Data 

Downloads column. 
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3. Navigate to the Order Downloads page. 

 

4. Click the Download link in the Download column. 

 

5.1.2 Purchase State databases 

 

1. Log into CDORS.  

 

2. Click the Database Catalog from the top menu to view the catalog. 

 

3. Select State in the Product Category. 

 

4. Select the Start Year and End Year for the desired database(s). 

 

5. Select any of the options below in the HCUP Databases drop down menu. 

a. All State Databases 

b. State Inpatient Databases (SID)  

c. State Ambulatory Surgery and Services Databases (SASD) 

d. State Emergency Department Databases (SEDD) 

 

6. Select the State in the State category. 

 

7. Select the Pricing category from the available choices. 

 

8. Select the State databases from the Database Search Results list. 

 

9. Click the Add To Cart button. 
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10. Additional state databases can be added to the order by selecting them from the list and 

clicking on the Update Cart button to update the shopping cart. 
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11. Click the View Cart button to navigate to the Shopping Cart page. 

 

12. Verify the items in the cart and click on the Check Out button. 

 

13. In the Application Information section, select appropriate mandatory responses to the 

questions under the Information Specific to This Order section below, 

 

a. Are you purchasing this for a student-led project?  

b. Will the data being requested be used in an AHRQ grant funded project? 

 

14. In the Data User Agreement, data user must complete the Acknowledgment of HCUP 

Data Use Agreements and Indemnification Clause. Review and acknowledge by 
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selecting the checkboxes for the Data Use Agreement for State Databases, 

Responsibilities of the Data Purchaser and Indemnification Clause and then click the 

Next button. 

 

15. Submit the Statement of Intended Use of State Databases and Description of 

Project Activities. 
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16. Confirm the shipping and billing address. If this order needs to be shipped to a different 

address, then select the checkbox which states “The billing information for this order 

is different from the shipping information”. Enter the shipping address and click the 

Next button. 

 

17.Select the payment method and click the Next button. CDORS supports three payment 

types: 

 

a. Credit Card  

b. ACH Transfer  

c. Direct Payment 

 

18.Review the order, affirm, and click the Order Now button. 
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19. An automatic email will be triggered with the subject: “Your AHRQ HCUP application 

#XXXXX: Application Received - Pending Approval”. 

 

20. After AHRQ reviews the SIU, clarification may be requested.  Once the SIU has been 

approved by AHRQ, proceed with the selected payment method. 

 
 

 

21. Once AHRQ acknowledges payment, the ordered databases will be encrypted & burned 

to DVD and then shipped to the shipping address listed on the order. 

 

5.1.3 Order Supplemental Files 

 

1. Log into CDORS. 

 

2. Click on the Database Catalog. 

 

3. Select Supplemental Files in the Product Category. 

 

4. Select the desired Start Year and End Year for the database(s) of interest. 

 

5. Select any of the options below in the HCUP Databases 

a. All Supplemental Files 

b. Applicable to Nationwide databases 

c. Applicable to State databases 
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6. Select the Pricing category from the choices. 

 

7. Select the desired database from the Database Search Results list. 

 

8. Click on the Add To Cart button.  

 

9. Users can also add additional file(s) by selecting them from the list and clicking on the 

Update Cart button to update the cart.  

 

10. Click the View Cart button to navigate to the Shopping Cart page. 
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11. Verify the added items in the cart and click on the Check Out button. 

 

12.  Verify the Application Information and select appropriate mandatory options under 

the “Information Specific to This Order” section below and click on the “Next” button.  

a. Are you purchasing this for a student-led project?   

b. Will the data being requested be used in an AHRQ grant-funded project? 
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13.  In the Data User Agreement, the data user must acknowledge the Acknowledgment 

of HCUP Data Use Agreements and Indemnification Clause.  

 

a. If the selected supplemental file is applicable to Nationwide databases, then no 

Statement of Intended Use is required to complete the request. Data users may 

continue to the next step. 

 

If the selected supplemental file is applicable to State databases, then thee data user 

needs to submit a “Statement of Intended Use of State Databases and Description of 

Project Activities” before completing the request.  

 

14. Verify the Shipping and Billing Address. If this order needs to be shipped to a 

different address than the billing address, then select the checkbox which states “The 

billing information for this order is different from the shipping information”. 

Enter the shipping address and click the Next button. 
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15.  As no payment is involved for the supplement files, click the Next button. 

 

16. Review the order, affirm, and click the Order Now button. 
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17. Automatic email will be triggered with the subject line “Your AHRQ HCUP order 

#XXXXX: Approved, Ready for Download”. 

Note: These files are complimentary to users who are purchasing, or have purchased 

in the past, the corresponding databases. 

 

5.1.4 Order student-priced databases 
 

1. The student applicant must select “Yes” for the question “Are you a student?” on the 

“My Account> User Information” page. 

 

2. Click the “Database Catalog” and follow the instructions to place either 

a. Nationwide Order or 

b. State Order 

Note: Requests for Nationwide and State databases and/or supplemental files must be 

completed separately.  Proof of student status is required to complete orders containing 

student-priced data. 

3. The data user must select Yes for the question: “Are you purchasing this for a 

student-led project?” and enter the name of a college or university in the 

Information Specific to This Order section on the Applicant Information during 

the order placing process. 
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4. For State Orders, submit responses to the following questions in the “Statement of 

Intended Use of State Databases and Description of Project Activities” page during the 

request: 

a. Is this project for personal use in your own academic pursuits (i.e., capstone project, 

dissertation)? 

b. Will anyone other than you have access to these databases? If so, who are they and 

what is their role in your project? 

c. How do you intend to secure the data upon leaving your academic institution? 
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5.1.5 Upload proof of student status 

 

Whenever a data user purchases a student's pricing database order, they must upload their 

Proof of Student Status for verification.  

Steps to upload Proof of Student Status: 

1. Navigate to the My Account > Orders page. 

2. Select the order for which proof of student status needs to be uploaded by clicking on 

the Waiting for Your Action in the status column. 
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3. Navigate to the Order Details page for that specific order. 

 

 

4. Click on the label Drag files here or click to select and select the file from the 

computer to upload file and click on the Upload button. 

a. Max size of file is 10MB. 

b. File must be in PDF format. 
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5. Applicants may choose a different file by uploading another file and clicking on the ‘X’ 

button near the uploaded file. 

 

 

5.1.6 Update payment method 
 

Database users can update their payment method for all state orders. To update the 

payment method, go to My Account>My Orders, select View Order which is pending 

approval status and click on Update Payment Method button to change the payment 

method type (Credit Card/ACH Transfer/Direct Payment).   

`  
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6. Central Distributor Resources  
 

The Central Distributor Resources in the HCUP Central Distributor Online Reporting 

System (CDORS) provides users with the following resources. 

• Central Distributor User Guide 

• CDORS User Guide 

• Blank Data Use Agreements for Your Reference 

• Guide for preparing Statement of Intended Use for State Orders. 

 

The Central Distributor User Guide provides information on how to purchase, protect, share, 

and reuse HCUP data. It also explains the databases available through the Central 

Distributor and describes the four main types of data applications. 

The CDORS User Guide offers step-by-step instructions for using the Central Distributor 

Online Reporting System (CDORS) to complete tasks related to HCUP data requests and 

account management. 

Blank Data Use Agreements (DUAs) are available for reference, including agreements for 

Nationwide Databases and State Databases, as well as documents outlining data purchaser 

responsibilities and the indemnification clause. Users can view and print their acknowledged 

agreements under My Account. 

A Statement of Intended Use is required when submitting a new application for State-level 

data or when requesting reuse of State data. The guide for preparing the Statement of 

Intended Use helps users create a clear and concise description of how the requested data 

will be used to support the review and approval process. 

 

 

 



                                                                                                                 
 

HCUP CDORS User Guide                                                                                Page | 66  

7. HCUP Central Distributor FAQs 
 

The HCUP Central Distributor FAQs in the HCUP Central Distributor Online Reporting 

System (CDORS) provides the frequently asked question information's to the users on the 

following categories. 

• AHRQ HCUP Central Distributor 

• AHRQ HCUP Central Distributor Account 

• AHRQ HCUP Data Use Agreements 

• HCUP Central Distributor Applications 

• Payment for HCUP Central Distributor Databases  

• Receiving HCUP Central Distributor Databases 
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Glossary: Acronyms & Definitions 

Acronym Definition 

# Number or Special character 

$ Special character 

& And or Special character 

* Mandatory field 

! Exclamatory or Special character 

/ Special Character or forward slash or and/or 

% Special character 

| Special character 

+ Special character 

@ at sign or Special character 

ACH Automated Clearing House 

AHRQ Agency for Healthcare Research and Quality 

CCR Cost-to-Charge Ratio 

CDORS Central Distributor Online Reporting System 

csv Comma-Separated Values 

DUA Data Usage Agreement 

DVD Digital Video Disc 

FAQ Frequently Asked Questions 

gov Government 

HCUP Healthcare Cost and Utilization Project 

HHS US Department of Health and Human Services (HHS) 

ID Identification 

KID Kids Inpatient Database 

NASS National Ambulatory Surgery and Services 

NEDS Nationwide Emergency Department Sample 

NIS National Inpatient Sample 

NRD National Readmission Database 

PDF Portable Document Format 
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Acronym Definition 

PI Principal Investigator 

SEDD State Emergency Department Databases 

SID State Inpatient Databases 

SASD State Ambulatory Surgery and Services Databases 

SIU Statement of Intended Use 

U.S. United States 

URL Unique Resource Locator 

 


