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Welcome to ERAS® 2010

Topics Covered:

1.1 Introductionto ERAS
1.2Whatis ERAS?
1.3Terms and Conventions
1.4DWS License Agreement

ERAS"? theElectronic Residency Application Service isexviceof the Association

of American Medical Colleges (AAMC) and wasated to enhance medical

students' transition to residenicginingby reducing the amount of time spent on the
residency application process. Using the Internet, ERAS transmits residency
applications, letters of recommendati®woRs), the Medical StuderRerformance
Evaluation (MSPE)medical schoalranscript, and other supporting credentials from
applicants and medical schools to residency program directors. ERAS also provides
national statistics on applicant behavior by specialty.

© 2009 AAMC. May not be reproduced without permission. 1
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1.1 Introduction to ERAS
ERAS is made up of four essential components:

1. MyERAS, the Wekbasedapplication used by applicants;

2. Dean's Office Workstation (DWS) the softwaraised by medical schogls

3. Program Director's Workstation (PDW£}he softwaraised by residency
and ellowshipprogramsand

4. ERAS PostOffice.

Applicants use the MyERA®B/eb-based applicatioto complete th€ommon

Application Form (CAF)request letters of recommendat{twoRs), United States

Medical Licensing Exam (USMLEyanscript Comprehensive Ostpathic Medical

Licensing Examination (COMLEX) transcript, select programs, and assign

documents to the programs to which they are applyingdébgnated elan'soffice

scans and attaches the applicaarstetie medi cal s
apd i c @lactramis foldewusing the DWSUsing the DWS software, thaesignated

dean'soffice staff transmitghe files to the ERAS PostOffice over the Internet using

file transfer protocol (ftp), where they are matched withdiveumentghat were

creatal by the applicants in MyERAS.

The programs$o which the applicardpplieddownload the application materials
using the PDWS anitk tools to prinfreview all applications or sort the application
pool using their own criteridlhe ERAS Procesdiagramshowsthat there is no direct
connection between schools and programsschools and programéall
transmissions are sent and received from the ERAS PostOffice.

1.2 What is ERAS?

ERAS is a decentralized service; all of the steps required to process tappsicae

compl eted by the applicant and each designat
ERAS PostOffice does not process applications; it merely directs application

materials to their intended destinations. Programs patrticipating in ERAS thendog ont

the ERAS PostOffice to receive the application materials.

2 © 2009 AAMC. May not be reproduced without permission.
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ERAS Process
The diagram below provides an illustrated view of the ERAS process.

“?//
Token Designated Deané Office/
ECFMG/EFDO/CaRMS
MyERAS Supporting

Documents

e T

<
Applicants MYERAS Web ERAS PostOffice\ Programs
L Application 2

ADTS/Message Center ¥ USMLE/

COMLEX

NBME/NBOME

The National Board of Medical Examiners (NBME) and the National Board of
Osteopathic Medical Examiners (NBOM&gnd their respective USMLE and
COMLEX transcripts to the ERAS PostOffice to be downloaded by the programs
designated by the applicants. The Educational Commission for Foreign Medical
Graduates (ECFMG) acts as the designated dean's office for interhateatieal
graduategIMGs) and isalsoresponsible for processirigeir USMLE requests.

Although it is seamless to the user, the DWS software consists of two modules. The
first module managetheapplication documents and the second module transmits the
documentgo theERAS PostOffice.The first modulas usedwhen issing and

managng tokens, scamingand attacimg supporting documents, and ning reports.

This module also prepares documents to be transmitted. The second module, called
ERASCOM (ERAS CONnunications), communicates with tBRAS PostOffice

and transmits files to and from the ERAS PostOffice uBladransfer protoco(ftp).

Applicants are instructed to contact their designated dean's office for guidance in
completingtheir ERAS applicatbn. Staff tasked with assisting applicants should
carefully review the MyERA®Jser Guide Visit the sectiorfor MedicalSchool Staff
onthe ERAS Web sitevww.aamc.org/ergso download a PDF of the MyERAS
User Guia for your reference

© 2009 AAMC. May not be reproduced without permission. 3
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Tip: Advise goplicants to contact programs to find out requirementsand deadlines
beforesending any application materials.

1.3 Terms and Conventions
You will find the following conventions in this User Guide

Document Conventions

Bold Characters mudtetyped exactly as they appear in this format. For
example, when you install the softwayeu are directed to type
D:\setup This format is alsasedto refer tomenu commandand
Tips.

Italics Placeholders for information you musbpide. For example, if you
are instructed to typgour name you should type your actual name.

ALL CAPS The names of directories, files and acronyms. Example:
DWSERVER.KLO

Note Critical information highlighted for the purposeinforming DWS
users
Tip Helpful hint to make the process run more smoothly

Windows Conventions

Click Quickly depress and release the left mouse button.
DoubleClick Click the left mouse button twice in rapid succession.
RightClick  Quickly depress and release the right mdugéon.

1.4 DWS License Agreement

TheDean's Office Workstatio(DWS) software is provided to you with a limited
license so that you can upload supgrtocumentation and perform other functions
in support of the residency application process. Any atkerisstrictly prohibited.
ERAS software cannot be duplicated except for hgcRurposes as related to
applicatiors. ERAS software cannot be sold, decompiled, reversggneered or
otherwise modified. ERAS softwaneaynotbedemonstrated or used initrang or
simulations without the permission of AAMC. Installation or use of ER&8vare
constitutes acceptance of these terms.

4 © 2009 AAMC. May not be reproduced without permission.
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What 6s New 201@r ERAS

Topics Covered:

2.1ERAS 2010ParticipatingSpecialties
2.2ERASReengineering
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2.1 ERAS 2010 Participating Specialties

ERAS is proud to welcomiereventive Medicine, Internal Medicine/Preventive
Medicine, andPlastic Surgery Integratgaogramdor ERAS201Q ERASwill be
used by more tha®#5% of the allopathic residency programsha following

specialties

Anesthesiology

Child Neurology (Neurology)
Combined Neurology/Psychiatry
Dermatology

Diagnostic Radiology

Emergency Medicine

Emergency Medicine/Family Medicine
Family Medicine

Family MedicinePhysical Medicine &
Rehabilitation

Gereral Surgery

Internal Medicine (Preliminary &
Categorical)

Internal Medicine/Dermatology

Internal Medicine/Emergency Medicine
Internal Medicine/Family Practice
Internal Medicine/Neurology

Internal Medicine/Pediatrics

Internal Medicine/Physical Medicir&
Rehabilitation

Internal Medicine/Psychiatry

Internal Medicine/Preventive Medicine*
Neurology

Neurological Surgery

Nuclear Medicine

Obstetrics and Gynecology

Orthopedic Surgery
Otolaryngology

Pathology

Pediatrics

Pediatrics/Dermatology
Pediatrics/Energency Medicine
Pediatrics/Physical Medicine &
Rehabilitation
Pediatrics/Psychiatry/Child Psychiatry
Physical Medicine & Rehabilitation
(PM&R, Physiatry

Plastic Surgery (PGX positions)
Plastic Surgery Integrated*
Preventive MedicinéGeneral, Pulix
Health, Occupational Medicine,
Aerospace Medicing)

Psychiatry

Psychiatry/Family Medicine
Psychiatry/Neurology

Radiation Oncology

Transitional Year Programs
Urology

Vascular Surgery Integrated

All U.S. Army and Navy PGY1 residency
programs

*Represents speciglthat will debut in ERA01Q Specialties not specifically named are not

participating in ERAR01Q

© 2009 AAMC. May not be reproduced without permission.
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ERASwiIll alsobe used bysteopathicesidency programs ihe following
specialties

Anesthesiology NeuromusculaMedicine and OMT
Dermatology+ Obstetrics and Gynecology
Diagnostic Radialgy Ophthalmology

Emergency Medicine Orthopedic Surgery

Family Practice/Emergency Medicine Otolaryngology/Facial Plastic Surgery
Family Practice/Integrated NMM Pediatrics

Family Practice and OMT Physical Medicine & Rehabilitation
General Surgery Psychiatry

Internal Medicine Public Health and Preventive
Internal Medicine/Emergency Medicine+

Medicine Proctologic Surgery

Internal Medicine/Pediatrics Traditional

Neurology Urological Surgery

Neurological Surgery

+Represents specialty that accepts applicants only after completing the OGNt&ining. Remind
applicants to contact programs for specific requireméraforeapplying to these programs.

© 2009 AAMC. May not be reproduced without permission. 7
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ERAS Fellowships Sub-Specialty Updates

ERASO pyamonp the fellowships community continues to increddas year
we are addindgive newsubspecialties, bringing the total 84 for ERAS201Q

Allergy and Immunology Nephrology

Cardiovascular Disease Oncology

Colon and Rectal Surgery Pediatric Critical Care Medicine*
Critical Care Medicine Pediatric Emergency Medicine
Endocrinoloy PediatricEndocrinology

Female Pelvic Medicine and Pediatric Gastroenterology
Reconstructive Surgery* Pediatric Hematology/Oncology
Gastroenterology Pediatric Infectious Disease*
Geriatric Medicine Pediatric Nephrology
Gynecologic Oncology Pediatric Rheumatology
Hematology Pediatric Surgery
Hematology/Oncology Pulmonary Medicine

Hospice and Palliative Medicine* Pulmonary MeeCritical Care
Infectious Diseases Rheumatology

Interventional Cardiology Thoracic Surgery

MaternatFetal Medicine Vascular Surgery

NeonatalPerinatalMedicine

*Represents specialties that will debut in ER2E.Q Specialties not specifically
named are not participating in ER2810

8 © 2009 AAMC. May not be reproduced without permission.
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2.2 ERAS Reengineering

While the ERAS reengineering project is currently underway, it could take up to three

years to launch the new system in the residency community. Recognizing the

important role ERAS plays in streamlining the residency application process and

suppoting the selection of the future physicianstraining, we are committed to

providing a system that offers the latest technologies, while at the same time ensuring

the stability and reliability of the servi
launchthe reengineered ERAS in the fellowship community first, as it provides a

great opportunity to test the new system in a smaller, controlled environment before
launching in the residency community.

As we prepare for a seamless launch of the reengineerg8 Eygtem, we will focus

our efforts on the development of the new system; therefore, we will not make any
major enhancements to the legacy system. Progress being made on the new system
will be communicated to our users on a regular basis. In additioeyasystem

tools are developed, we will provide exposure to these components well in advance of
the launch. As soon as the new school application is completed, ERAS will partner
with medical school users to provide training in preparation for the neensy®ur

goal is to ensure a smooth transition from the old system to the new. Exposure and
training are key components to ensuring a positive experience for all ERAS users.

As we have in the past, we will continue to engage the medical school community
and seek your feedback as we build the ERAS system of the future.

© 2009 AAMC. May not be reproduced without permission. 9
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The ERAS Process

Topics Covered:

3.1 Participantsn the ERAS Process

3.2ERASTimelineiDesi gnat ed Deands Officel/ Medi cal
3.3 Token Distribution ad ERAS Processing

3.4 MyERAS AccessRequirements

35 The ERAS Token

3.6 ERAS Documents

3.7 Using ERAS Durindgscramble

3.8 ERAS Helesk

3.9 ERAS2010Application Fees
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3.1 Participants in the ERAS Process

A key factor in developing policies and procedures is understandimdERAS fits

into the residency application process and the role each participant plays. It is
important thathedesignated dean's office not only understand the responsibilities of
each participant, but also communicate these responsibilities to applitariear
understanding of the roles of each participant is the foundation for establishing
effective policies and procedures.

Applicant

e Contacthedesi gnated dean6s office for processi.
access MyERAS on the Internet.

¢ Researcheach program foprogram informationtequirementsanddeadlines.
Remember AAMC ID andelf-createchbassword for future access to MYyERAS
andthe Applicant Document Tracking System (ADTS).

e Complete and submibhe Common Application ForniCAF) and pesonal

statement(s) using MyERAS.

Request and assign USMLE or COMLEX transcriptsRs, anda photograph

Follow-up withrecommendatiofetterwriters.

Apply to programs

Track the delivery of documents poograms, through the ADT&d monitor the

MessageCenter for information from programs

e Return to MyERAS to updatbe Rofile, to requestipdatedJSMLE and/or
COMLEX scores, and to make program selections and assignments as needed.

e Pay all fees as invoiced.

Designated Deanbé6s Office/ Medi cal School

e Estaltish policies and procedures for local ERAS processing for seniors and prior
year graduates applying to residency programs.

Create and assign tokens to applicants from your institution only.

Download registration and program selection/document assignitesrém the
ERAS PostOffice.

Carefully browse or scan in and attach supporting documents to applicant files.
Transmit documents to the ERAS PostOffice.

Support applicants in the application process.

Direct applicants to computers, should the neeskari

Maintain confidentiality of applicant information.

Update school contact information in ERAS Account Maintenance (EAM).
Back up DWS applicant data.

12 © 2009 AAMC. May not be reproduced without permission.
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Educational Commission for Foreign Medical Graduates (ECFMG)
(Internal Medical Graduates - IMGs only)

e The primary resource in providing guidance to all International Medical
Students/Graduates (IMGs) aRdth Pathway participan@bout the ERAS
application procedures and advising on the US graduate medical education
process.

e Scan, attach and transmitmp i cant sé6 documents including
transcripts, LoRs and Medical Student Performance Evaluations (MSPEs). Go to
www.ecfmg.org/eragor submission guidelines afgital photograph upload
procedures.

¢ Provide confirmation of documents received at ERA®rt Services section at

ECFMGT1 OASIS.

Downl oad applicantsd request for USMLE tr

Transmit USMLE transcripts to programs as instructed by the applicant.

Update USMLE transcripts and-send as ragested by the applicant.

Transmit/update all applicantsd ECFMG St a

Provide IMGspecific help section atww.ecfmg.org/eras

Maintain confidentiality of applicant information.

EFDO (fellowship applicants only)

Establish policies and pcedures fodocument processing.

Provide EEDO electronic tokens tapplicants

Downloadapplicanté r egi stration files and documen
Provide online services to allow applicants to upload spe®ficahents, to verify

receipt of documents at the EFDO and to complete the online Document

Submission Form (DSF).

e Attach and transmit all supporting documents received &pplicants

e Supportapplicantsn the application process.

Maintain confidentiality &applicant information.

National Board of Medical Examiners (NBME)

e Download applicantrequests for USMLENBME transcripts from the ERAS
PostOffice.

e Transmit USMLEtranscripts tdhe ERAS PostOffice, for access by designated
programs.
Mail passing NBMBEPart scores to programs, if applicable.

e Transmit ypdatel USMLE transcripts automatically to all designated programs
when a new Step result becomes available (if requested).

e Maintain confidentiality of applicant information.

© 2009 AAMC. May not be reproduced without permission. 13
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National Board of Osteopathic Medical Examiners (NBOME)

¢ Download applicant's requests for COMLEX transcripts from the ERAS
PostOffice.

e TransmitCOMLEX transcripts to programs as directed by examinees.

e Update and rsend scores as requested by examinees.

e Maintain confidentialityof applicant information.

Program

e Set requirements and deadlines for the receipt of applications.

e Establish and maintain Internet communications with the ERAS PostOffice.

e Retrieve applications from the ERAS PostOffice.

e Communicate with applicants regard the processing of their files.

e Maintain confidentiality of applicant information.

e Update program contact information and participation status in ERAS Account

Maintenance (EAM).
e Back up PDWS data.

ERAS Staff

Provide softwarelJser Guidetraining andnstructions to users.

Provide technical support to applicants, schools, and programs.

Ensure reliable and secure file transfer of application materials.

ReleasMISPEs to osteopathic residency progsamOctober 18 at 12:01a.m.

ET.

e ReleasISPEs taallopathicresidency programsn November I at 12:01 a.m.
ET.

e Communicate problems, solutions, and issues to users.

e Maintain confidentiality of applicant informatiaesiding at the ERAS

PostOffice

14 © 2009 AAMC. May not be reproduced without permission.
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3.2ERAS Timelinei Desi gnat ed
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While each designated dean's office will manage ERAS differently, developing
successful policies and strategies Ww#él key for all DWS sites. Developing a timeline
and communicating this timeline to applicants are the firststeps toward suess.
You may use the ERAS timeline to aid in creating your own timedisavell as assist
with the development gdolicies and procedures.

Tip:

If timeline dates fall on a federal holiday, theactivity will take place on the next
business day.

ERAS 2010 Timelinei Desi gnat ed

Deands Office

Date

Activity

Mid-Late
June 200

A ERAS ships DWS materials and applicant brochures to all designate
deanés offices.

A The MyERAS User Guide is available online in PDF.
A Schools begin generating and distributing tokeredigible applicants.

July 1, 200

A Applicantsmayregister on MyERAS and begin completing their
applications. Applicants may select programs,daumnot apply to
allopathicresidency programs before September 19200

Osteopathic applicantaayapply toosteopathic training prograrsly.
Fellowship applicantsnayapply to July application cycle programsly.
Schools can begin transmitting tokemails to the ERAS PostOffice.

ERAS Support Services at ECFMG begins generating and distributin
tokens taapplicants (IMGs only).

> > > >

July 15, 209

Osteopathic training programs may begin downloading application mater
from the ERAS PostOffice.

September 1,
2009

A ERAS2010PostOffice opens to allopathic residency programs.

A Applicantsmaybegin transmitting thir applications to allopathic
residency programs.

October 15, 209

MSPEs are released at 12:01 & .for all applicants applying to osteopath
resideng programs

November 1, MSPEs are released at 12:01 a&W.for all applicants applying tdlapathic

2009 resideng programs

December 20® | Military Match results are available.

February2010 American Osteopathic Association (AOA) Match results are available.

March2010 NRMP (National Resident Matching Program) Main Residency Match reg
are avdable.

May 31,2010 ERAS PostOffice closes to prepare for ERASR201

© 2009 AAMC. May not be reproduced without permission. 15
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Tip: Encourage your applicants to work on their applications as soon as possible, affer
July 1%, on the MyERAS Website. Programs will not receive any documents unt
the applicant has completed, certified, and transmitted the Common Application
Form (CAF) to ERAS.

Note: Applicants applying to osteopathic programs or July application cycle
fellowship programs will be able to certify and submit their applications to the
ERAS PostOffiebeginningon July £ All applicants, whether osteopathic or
allopathic, may certify and submit their applications to allopathic residencies
on September’l

3.3 Token Distribution and ERAS Processing

U.S. medical schools are responsible for distifgutokens to graduating seniors and
prior yeargraduates applying to residgrnarogramsparticipating in ERAS. All Army
and Navy PGY1 students will also participate in ERASchools should advise those
participating in the military match to contact theiilitary counselors for special
instructions.

All applicantsupporting documentsust besent toand processed by the DWS at

their school of graduatiohor ot her de s i .cAn @plicamt rotdtexga n 6 s
through other institutions cannot use BW/S at the local school. Thapplicantmust
contact their school of graduation to obtaitmken and to request processing of
documents. Allccreditednedicalschools are operating a DWS and all applicants
have a designated dean's office. An applicant, inawever, use any personal

computer that meets the equipment and Internet requirements to access MyERAS.

Tip: Applicants cannot use ERAS to apply directly to programs that are not currently
participating in ERAS. Applicants should be advised to contaaton-ERAS
programs to find out their requirements and to get instructions for applying to
those programs.

Osteopathic Medical Schools and Applicants

Osteopathienedicalschools will distribute tokens to graduating seniors and prior
year graduates applyirtig programs patrticipating in ERAS. Osteopathic applicants
applying toosteopathi@nd allopathic residencies should receive only one token.
They will use the token in MyERAS to complete one application and apply to
osteopathic and/or allopathpcograms.

ECFMG and International Medical Graduates (IMGS)

The ECFMG will distribute tokens to graduates of foreign mediclabols with the
exception of Canadian schools. Canadian applicants receive tokens from the
Canadian Residency Matchisgrvice (CaRMS).

1€ © 2009 AAMC. May not be reproduced without permission.
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3.4 MyERAS Access Requirements

MyERAS can be accessed from any computer with Internet access and a Web
browser MyERAS supported browsers include Internet Explorer version 6.0 (or
greaterland Mozilla Firefox versiod.0.8 (or greaterAn applicant may usa
computer at any location tmmplete the applicatioMyERAS should be used
independently othe DWS.

3.5 The ERAS Token

Token Manager, a tool within the DWS, allows designated dean's offices to generate
asingleusetoken (unique strings of alphanuntecharacters) for each of their ERAS
applicants. The token provides access to MyERAS and allows applicants to create
their ERAS account on the Webokens may be printed and distributed to applicants
directly or they may be communicated via telephone roail.

Token information may be-mailed to applicants using tHeansmit Token feature.
The information is sent the next time the user contacts the ERAS PostOffice using
Transmit/Receive

Newtokensmay be deleted in the DWHowever, mce a token haseendeleted;t
is permanently removed from the datab&ssgistered tokens, however, cannot be
deleted.

3.6 ERAS Documents

The ERAS application includethe following documents:

e Common Application Form (CAF), which is comprised of the information in
both the Profile and Application

Personal Statement

Medical Student Performance Evaluation (MSPE)
Letter(s) of RecommendationdR)

Medical School Transcript

USMLE Transcripts (optional)

COMLEX Transcripts (optional)

ECFMG Status Report (internatiomakdical graduates only)
Walletsized color photgraph(optional)

ABSITE (surgeryfellowshipapplicants only)
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The CAF and personal statement(s) are completed by the applicant and are stored in
MyERAS. Transcripts and MSPEs are provided by the scho8lsareprovided by

the recommendation writers, and the applicant provides thegrapto These

documents are attached to the applicant's electronic file by school staff using the
DWS.

Once the CAF is certified, it cannot be changed; however, ERAS tloes a
applicants to make updates to the following information in the Profile section of
MyERAS:

e First andLast Nane e Match Information including:
e Previous Last Name AOA Member numbeAOA
e Preferred Name Match rumber (forosteopathic
e Suffix applicans); AUA Number for
e Contact Email Urology Programs
e Present MailingAddress » NRMP Match Participation
e PreferredPhoneNumber Information
e Alternate Phone Number e Couwles Match Information
e Fax/Pager/Mote Number e Advanced Cardiac Life Support
e SSN/SIN Certification
e Citizenship o Pedi.a.tric.Advanced Life Support
e Current Visa Status/Expected Visa C_e rtlflcat_|on
Type e Sigma Sigma PHbtatus
USMLE ID (] Alpha Omega AlphStatus
¢ NBOME ID

18 © 2009 AAMC. May not be reproduced without permission.
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Medical Student Performance Evaluation (MSPE)

TheMedical Student Performance Evaluati&fSPE) canbe saved aga PDF file and
attached to applicant files or printed and scanned intD¥M8. The MSPE can be
attached to applicant files as soon as the MyERAS registration file has been
downloaded by the DWS.

For applicants applying to osteopathesidency programs, the MSktaybe
downloadedat any time by residency prograntait will not be made available to
designated programs until 12:01 a.m. ET on OctobBe&6h year.

For applicants applying to allopathic residencies, the M®Rihe dowloadedat
any time;but will not be made available to the designated programs until 12:01 a.m.
ET on November 3 each year.

Fellowshipprograms will be able to reviethe MSPE whenever it is transmitted to
the ERAS PostOffice.

Letters of Recommendation (LORs)

Applicants indicate who will write theltoRson MyERAS. Applicants are

responsible focontacting the letter writers and making arrangements fdrtdRsto

be delivered directly tthe designated dean's office. Once received by the designated
dean’'s office, these letters aseannednto the systemi-or security reasons, we do

not recommend acceptingRssent by email.

Transcripts

School registrars are instrumental in establishing procedures and maintaining the
authenticity of transcripts in ER& Transcript legends can be scanned in as an
appendi x and attached to each of the appli

Some schools will print "TRANSCRIPT FOR ERAS USE ONLY" at the top of
transcripts being scanned into the DW#anscripts mabe scanned or imported into

the DWS. Scanningnd saving the file outside of the DVe8nverts the transcript

into an imagefile (TIF). Most schools print their transcripts on cegmptected paper.
When this paper is scanned, however, the word "COPYther evarning is also

scanned. We recommend printing transcripts on white paper to ensure a clear, legible
image.Whenthe DWS saves the fil@l transcripts are converted to PDF.
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Transfer Students

ERAS recognizes the need for program directors to sesntive medical school

record for those applicants beiognsidered for residency positions. For transfer

students, we suggest the procedure described below to provide residency programs

with the full medical school record in electronic form and, at theestame, comply

fully with the Family Educational Rights and Privacy AEBHRPA):

e The student sends a request to his/her first medical school requesting that a copy
of his/her transcript be sent to his/her second medical school.

e The first medical school sds the transcript to the second school, noting on the
form that the transcript is issued for the sole purpose of insertion into the ERAS
system.

e The second school maintains a record of this documentation with the transcript
from the first medical schoohd scans the transcript in as part of the transcript
file in the DWS.

Photograph

For identification purposes, applicants may supply their designated dean's office with

a walletsized color photgraph The dean's office scans the plgsaphand attaches

it to the applicant's recorB®rograns may evoke a data filter on the Program

Directordéds Workstation (PDWS) to screen fron
applicants until a certain time in the application process. When this occurs,

photographs downloaded byograms will remain hidden until the filter is removed.

Once the data filter is removed, program stafif be able toview the photgrapts

immediately

The process ddttachinga photograph in ERAS should begin with a note to the

applicant explaining # specifications for the photograph.

Note to the Applicant (Sampte)

The photograph must

1) Be in color, not black and white;

2) Show a full front view of the person's head and shoulders with full face
centered in the middle of the photograph;

3) Have a plain wite or light colored background as dark colored backgrounds
do not display very well ithe program's software; and

4) Measure between2by 35inches ansho more thar8 by 4 inches.

Note: All of the above requirements also apply to digital photographsddition,
ensure that all digital photographs are saved in the .jpg format.
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Check the size of the photograph with that of the sample box. If the applicant's
photograph does not fit in the sample lyox will have to make some adjustments to
the ERAS DWS Scanner Setup Dimensions or ask the applicant to resubmit another
photograph meeting the specifications.

A .
IR S Maximum >
3"
B Standard
R SOt a nar\ ............................ >
2 1o
O .
o
A 4 A 4
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USMLE Electronic Transcript Processing

USMLE transcripts for medical students or graduates of US or Canadian medical
schools are transméti by NBME upon the receipt of an electronic request via ERAS.
ECFMG Status Reports and USMLE transcripts are transmitted by the ECFMG for
students and graduates of medical schools outseldS or Canada. All applicants
may use MyERAS to request thaBMLE scores be released to designated programs.
These documents are not processed by the DWS.

MyYERAS includes an auttetransmit option which allows applicanb authorize
automatic release of newly released USMLE scores and results by the NBME and
ECFMG. If an applicant selects this option, the NBME/ECFMG will transmit the
applicant's newly released scores or results when they become available. Once this
option is selected, it germanentand cannot be reversed. By selegthis option,

the applicats forego the right to see any newly included examination results before
the transcript is transmitted via ERAS.

If the applicant does not select the atgtransmit feature, the NBME/ECFMG will
not transmit any newly released scores or resnlpgogams that have already
downloaded a USMLE transcripHowever, if an applicant applies to a new program
and assigns the USMLE transcript to that program, then the NBME/ECFMG will
transmit the most ufp-date transcript that they currently have on filetha

applicant.If the applicant wishes to send the mosttojolate USMLE transcript to
programsMyERAS has a ReansmitUSMLE transcript function in the Documents
section.

The National Board of Medical Examiners (NBME) will transmit the USMLE
transcrips to the ERAS PostOffider access bylesignateghrograms.

In the absence of an unusual event, NBME generally will process transcript requests
within five business days of receipt.

ERAS cannot require that applicants submit USMLE scores to prograyur If
program requires a USMLE transcript, be sure to include this information in your
brochure or on your Web site.

USMLE Step 1, Step 2 CK, Step 2 CS and Step 3 scores are reported as part of a
complete USMLE transcript.

The USMLE transcript includeshe following:

e applicanthame and other personal identification information including date of
birth;

e complete results history of all Steps and Step Compotekeg

e history of any examinations for which no results were reported,;
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¢ indication of whetheapplicant hagpreviously taken the former NBME Parts |, Il,
or I,

¢ Federation Licensing Examination (FLEX), or ECFMG Clinical Skills
Assessment (CSA);

e annotation(s) ipplicant waprovided with test accommodations;

e annotation(s) and information documtieg classification of any scores as
indeterminate

e annotation(s) and information documenting anggular behavigrand

e notation(s) of any actions taken agaithet applicanby medical licensing
authorities or

e other credentialing entities that haween reported to the FSMB Board Action
Databank.

Note: Graphical performance profiles, which are included on original Step 1, Step 2
CK, Step 2 CS and Step 3 score reports, are not includee WSMLE
transcript.

Notice of prior NBME Part history:

If the applicant passed a combination of NBME Parts and USMLE Steps, the USMLE
transcript will be sent electronically, and a message will appear stating that NBME
Part scores will be sent by mail.

If the applicant passed NBME Parts orgypgramswill receive an electronic
message indicating that the NBME Part scores will be sent by mail in the form of a
paper transcript. These documents cannot be sent electronically.

If an applicanselected a USMLE transcript and assigned it to at least one program,
the NBME\ECFMG will receive a request for the transcript, and a list of programs to
whichthe applicanassignedhetranscript.

COMLEX Transcript

The NBOME transmits the COMLEX transcripts for applicants when an electronic
request is received at the ERAS Rf§te.

Osteopathic applicants can request the release of their COMLEX scores to designated
programs. Applicantmust request that their COMLEX scores besenteach time

they have updated score information to report. Unlike the USMLE transcript, the
applicant cannot eledb authorize automatic release of COMLEX scores by the
NBOME. COMLEX scores are reported as part cbmplete COMLEX transcript.
COMLEX transcripts provide a complete score history, as of the date the transcript is
processedTherefae, whenever an applicant applies to a program the NBOME will
transmit the most ufp-date COMLEX transcript that the NBOME currently has on

file.
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Additional Documents

Applicants should not send mquesthatadditional documentse sent to ERAS
participating programs. Any additional documentation requested by specific programs
should be sent to the requesting progdaractly. ERAS should be used to transmit

only thestandard ERASlocuments that are required by most prograResjuest for
nonERAS docurnentsshould be reported to the ERASice for appropriate action.

Also, remind applicants to send hard copies of documents to programs for local
attachment.Programscanuse thd_ocal Documentsfunctionto attachthese
documentdo thea p p | i ¢ aronic flesin tleelPBWS

3.7 Using ERAS During Scramble

ERAS can be a useful tool to unmatched applicants and programs during the
Scramble period. Information regardiB®RAS during Scramblis distributed to
schools in Februargach yearDesignated deanbffices can work closely with
applicants to help them transmit their files to programs with vacancies that have
indicated a desire to receive applications via ERAS.

3.8 ERAS HelpDesk

New for ERAS 2010: beginning June 1, 2009 medical school staff maytaxd the
ERAS HelpDesk by dialing02-862-6249

TheERAS Heleskis availabé to assist schoolgith questions about installing and
runningthe DWS.Contact the ERAS HelpDesk iphone(202) 8&2-6249from 8
a.m. to 6 p.m. ET; questions can bmailed 2 hours a day terashelp@aamc.org

ERAS also providegechnicalsupport to applicantsHowever,@ si gnat ed deanos
offices should remain the primary resource for appligamtstions. nquiries that
requireanimmediate response that schools cannotesidshould be forwarded to the

ERAS Heleskat myeras@aamc.org.

3.9 ERAS 2010 Application Fees

ERAS processing fedsr allopathic and osteopathic residency progranesbased on
the number of programs applicants select within each specialty. MyERAS
aubmatically calculates processing fees and produces an invoice.

All applicants who make their payments by check should mail them directly to ERAS
within two weeks of applying to programs to avoid cancellation of their ERAS
applications.

New for ERAS 20D: ERAS application fee is $65 for up to 10 residency programs
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Note: ERAS fees are the same for all residency and osteopathic applicants although
the feestructure is appliedseparatelyfor thoseapplying to ACGME
accreditedand AOA-accredited prograrms

The ERAS fee structure is the same for allopadiid osteopathiesidency
programsThe fee schedule for applicants applying to allopaahid osteopathic
residencies for ERA301Q

$65 registration feger specialty (includes up to 10 programs)
$8each for 11-20 programs

$15 each for 21-30 programs

$25 each for 31 or more programs

Applicants who apply to more than one specialty will be charged on this schedule
within each specialty, excefadr military applicants. All military programs, regardless
of the branch or specialty, will comprise one billing group. The fees widkbessed
based on the total number of military programs to which an applicant applies. For
example, if an applicant applies to threeA3ny Internal Medicine programs and
five (5) Army Family Practice programs, then he will be assesdedifihowever,
applicants apply taivilian programs in addition to military programs, they will be
charged on a per specialty basis fordhwdian program(s).

The fellowship fee schedufer ERAS2010is:

$100 registration fee (includes up to 10 programs)
$10 each for 11-20 programs

$15 each for 21-30 programs

$25 each for 31 or more programs

Fellowship fees are calculated based on the cumulative number of applications sent,
regardles®f specialty.

Additional Fees

The NBME charges a flatth fee to applicants who request electraramsmission
of USMLE scores to programs, regardless of the number of transcripts they request.
This fee alsancludes the cost of sending updated transsmgten requested.

The NBOME charges a flaB® fee to applicants wh@quest electronic transmission
of COMLEX scores to programs, regardless of the number of transcriptetiesst.
This fee also includes the cost of sending updated transcripts adusgsted.

New for ERAS 2010: ECFMG processing fee is $90 for international medical
graduates.
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Applicants and graduates of foreign med&ahools apply through the ECFMG and
are charged $90 processing fee by the ECFMG. This also includes thertrigsson
of the ECFMG Status Report.

Applicants applying to fellowship programs pay a $75 processing fee to the ERAS
Fellowships Documents Office (EFDO) for token distribution and processing of
supporting documents.
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Steps for the Designated Dean6s Of f i ce

Topics Covered:

4.1 Distribution of ERAS Application Materials
4.2 Contacting the ERAS PostOffice

4.3 Back up Data

4.4 Tracking Applicant Documents

45 Updating Applicant Files

Although ERAS is designed to be adaptable and respomspat local schedules
and procedures, there are sapecial requirements in residency application
processing for ERAS applicaniBhe following sections a summary of theteps in
the ERAS application process from the DWS perspective.
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4.1 Distribution of ERAS Application Materials

It is up to each school to decide how to distribute ERAS materials. Many schools
distribute applicant support materials at scheduled meetings to explain the ERAS
service This is an excellent opportunity émsurestudentsinderstand the residency
application procesas well as introduethem tothe ERAS service Also, use this as
an opportunity tencourage applicant® ensurgher ERAS applications both
accurate and complet&ncourage applicants to review the ERA&grity

Promotion PrograrsectionunderPolicieson the ERAS Web sit® learn more about
the program

Eachdesignatediean's officanaygenerate an unlimited supply of tokens. Only one
token should bdistributed to each applicant. Once an applicantvesea token from
their designated dean's office to access MyERASrruct him/her to downloattie
MyYERAS User Guiddrom the ERAS Webite at(www.aamc.org/erggo receive
more detailed instructions abailgingERAS. Downloadable copies of documents
needed to begin work on the ERAS application are availabilleecoBRASWeb site,
select the link for Medical School Staff and click®esources to Download

4.2 Contacting the ERAS PostOffice

The DWS software is custnized for each school and includesnique identifier that
allows access to the ERAS PostOffice. This identifier sends a signal to the ERAS
PostOffice each time you upload documents and download document assignments.
The ERAS PostOffice will accept tramissions only from a pperly identified

location.

DWS uses shouldcontact the ERAS PostOffice often to transmit and receive
applicantfiles. Contacting the ERAS PostOffiég the act of initiating &le transfer

by clicking Transmit/Receiveon thestandardoolbar Once this connection has been
established, the ERAS PostOffice wipploadanypendingfiles from your computer

and therdownloadfiles backto your computer You must contact the ERAS

PostOffice to receive registration files from the apits who have initiated the
residency application process on MyERAS. We recommend that users contact the
ERAS PostOffice at least twice daily during the busy season. You should establish a
schedule that works best for your institution and meets yousneddrms of

managing the workload.

Tip: On occasion, ERAS will send important software upgrades to you through the
ERAS PostOffice. It is critical you download and install any upgrades as soon af
possible. Not installing these upgrades could resuh isoftware errors.

28 © 2009 AAMC. May not be reproduced without permission.


http://www.aamc.org/eras

ERAS

Electronic Residency

ERAS 2010Dean6s Of &tionq@BNSWiser cidde Aoplication sevice

4.3 Back up Data

The DWS computer data should be backed up each evening to protect files in case of
an emergency such as fiflgod, or hard drive malfunction. Even new machines are
susceptible to failure. The only protection id&ek up files regularly. The DWS

backup feature allowyouto back up the DWS database. This feature doeback

up any supporting documents that have been scanned into your DWS software.

4.4 Tracking Applicant Documents

The Webbased Applicant Documeiitacking System (ADTS), which can be
accessed from the MyERAS Web sigeupdated gnamicallywith information
pertaining to the disposition of files transmitted by designated dean's offites to
ERAS PostOffice and downloaded by residency programslicaops are able to
check the delivery status tifeir documents to each program on a secure site within
theERASWebsite The applicanimaylog into ADTS from their MyERAS
application.

Schools are given an institutional login ID and password to agdesshation for all
of their applicants. Schools may access the ADTS by visiting
https://services.aamc.org/eras/adisi d s el eami agpDe@a.ndés Of fice

The ADTS displays reports to help track tedivery of applicant documents and to
verify that transmission was successful. The inform&dbond in these reports

includes, for examplayhether a CAF has besnbmitted; whether the applicant has
applied to any programs and if they have, how mangtidr the applicant has
approved the release of board scores and whether they have assigned a USMLE or
COMLEX transcript to @rogram.While logged in to the ADTS, you would be able

to access this report by selectings t a t s for/indibduat aplicars.

Note: Applicants may reserve a slot for their LRt anytime after they have
registered Only LoR requests that have been submitted by applicants will
display in the ADTS.
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4.5 Updating Applicant Files

ERAS fees are assessed when the applicatieagp thetrainingprograms,
regardless of changes, such asapglicant changing his/her mind or changing
specialties. Once the program document selection file and applicasion the

ERAS PostOffice, materials are placed in the mailboxes of theeresi programs to
which the applicanapplied. Applicants cannot delete programs to which they have
already appliedHowever, they may withdraw from these programs.

Although the Common Application Form (CAF) cannot be altered once it is certified
and traasmitted to the ERAS PostOffice, applicants rapglate fields in the Profile
section of the application throughout the season. Applicants may also change their
document assignmenasid cesignated dean's offices will receive a copy of the
changes when thegpontact the ERA®0stOffice by clickingl'ransmit/Receive

Desi gnat ed sscanam@ttachariy hawdeuments.
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Installing the Dean's Office Workstation (DWS)

Topics Covered:

5.1DWS Equipment Requirements & Recommendations
5.2Downloadng the Software

5.3Choosing an Installation Location

5.4Installing the DWS for Multiple Usefis Network Setup

5.5 Installing Clients on Other Computer(s) (Network InstallatiONLY)
5.6 Installingthe DWS for Use on a Single Computer

5.7 ServerDirectory & File Privileges
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5.1 DWS Equipment Requirements & Recommendations

Minimum Requirements Recommended Requirements
e Pentiuml.0 GHz Pentium 2.4 Giz
e Microsoft Windows 200Qwith at Microsoft Windows XP
least service pack 2XP
e 256MB of RAM e 512MB of RAMor higher
Hard drive with ®@MB of free space Hard drive with 100MB of free spact
and1MB for each expected applicar and 1MB for each expected applical
e Monitor capable of displaying 1024 Monitor capable of displayin§j024 x

X 768 768

e Screen color deptbet at High Color e Screen color depth set at High Colo
(16 bit) (16 bit)

e HP Scanjet 559@r Fujitsu ft5120c e HP Scanjet 559®r Fujitsu fr5120c
Access to Internet e Access to Internet

e Network or shared drive for muti e Network or share drive for multt

user environments user environments

e Procedures in place for backing up Procedures in place for backing up
the ERAS database, either by netw« the ERAS database, either by netwc
or removable media or removable media

TheDWS software is not availables @ Macintosh native applicatidifiyou are able
to use other programs designed to work with Windows, then you may be able to run
the DWS.However,ERAS does not provide technical support for Macintosh

ERAS supports Windows 2000, Windows XP and Windbfesa.

Tip: Contact your local IT support staff or network administrator to ensure that your
system is properly configured for ERAS.

Recommended Security for the DWS

To ensure maximum security and confidentiality of information, it is important that
access to the DWS be restricted when the equipment is not in use. ERAS software is
password protectedVe recommend that only a limited number of essential staff in
the student affairs or academic affairs office retain the password. As an additional
precauton, you should change tipassword from time to time @aregular basis.

Tip: For security purposes, it is important to ensure that the DWS equipment (PC an
scannel) is secured at all times. All staff should use appropriate password
protocols to protectaccess to the DWS as well as to shut down the system durirjg
inactivity.
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Note: Be sure to secure your DWS password information oncégeel loaded the
software to prevent unauthorized duplication.

Location and Security of DWS

There is only one passwofar the DWS. Schools running the DWS from a server
should be especially careful in assigning access tbW8 software. The
computer(s) containing the DWS should not be used by applicants to access the
MyERAS Web site. Only authorized personnel shoulkhaccess to the software, as
it contains sensitive personal applicant data.

5.2 Downloading the Software

A new version of th®WS softwareis available every year. Tabtainthe new
software you must lomto ERAS Account Maintenance (EAMndprint your
QuickStartcardfrom theERAS Website
(https://services.aamc.org/eras/erasacchuntdune you will receive agmail
informing youthat theQuickStart card is available for printingTheQuickStart card
will provide all the information needed to download and install the software,
includingyour user name anpassword

To Download the DWS:

1. Use the information contained in the QuickStart carcbierdoad the DWS
software directly to your desktop.

2. Once the file bs been downloaded, exit the W&te and follow the
appropriatenstallation instructions below.

5.3 Choosing an Installation Location

Your schoolmust decide how it will install the ERAS software; either on a network

or on a single workstation. The C8\is designed so that one or more users can
access application information at a time. We recommend a network setup whenever
possible.

Tip: A network setup is recommended. If something happens to the computer on a
single workstation setup, information codd be lost if that data is not backed up
on a regular basis.

Network Installation

e Multiple users may work on the DWS simultaneously.

e Users can update applicant data from any computer in the workgroup with the
DWS software installed.

¢ Network administrator@omatically backs up DWS data.
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5.4 Installing the DWS for Multiple Users i Network Setup

This setup allows multiple users to access the DWS. Files reside on a shared network
drive, so you will need to ensure that your network drive has sufficient gpace
accommodate. Your network administrator should ensure that files are hgcked
regularly.

To Install for Multiple Users:

1.

Begin installatiorfrom the file you downloaded from the Web. Doulleek
the setupful.exeicon displayed owyour desktop.

Once yu have closed all programs as directed by the welcome window, click

Next to begin installation.

Tip:

If the installation procedure detects a previous version of the software, the
foll owing message appear s: iThe Apy¢
of your data. If, as part of Archive Data, you choose to delete last year's data,
then it is no | onger accessible. o

Although the Archive Data procedure is recommended, it is not required. You
may choose to separately uninstall the previous version tife software on the
computer to make room for the current version. If you choose to perform the
Archiving Data procedure at a later time, click Next when prompted.

34

3.

4.

Carefully read the license agreement alick | Agree to continue. Click
Cancelif you do not accept the terms of theense agreement.

Enter theERAS Login IDandValidation Codeprovided on your QuickStart
card. Entethe name of your medical schanlthe Unit Namebox (This nhame
will appear on the title bar of the DWS and on all reppritsted from your
workstation). ClickNext to continue

Unit Information
Please enter the following information for this dean's office
unit.

ERAS

Electronic Residency
Application Service

Enter the login id and validation code information on the printed letter sent to you from ERAS.

Login |D: ||

Validation Code: I

Enter a description for the name of this dean's office unit.

Unit Name: I

Note: If you have already installed this unit in another location please delete those files before
reinstalling the unit.

< Back I Next > I Cancel

hi
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5. Indicate if the workstation is authorized to connect to the ERAS PostOffice (to
sendand receive files) by clicking the corresponding option, then bliekt
to continuelYou MUST selectresor youwill not be able to transmit
applicant documents.

6. Select a Program Group for the DWS. This will determine wtnesr®WS
icon will appear on the Program menu. We recommend that you accept the
default (ERAS 2010).

e You can create a new menu item by typingama inthe highlighted box
or place the ERAS icons in an existing group by selectinggtioaip from
the provided list.

7. Click Nextto continue.

e The gtionalsettings Include DWS Icon on Desktopandinclude ERAS
DWS Repair Database Utility, are marked foinclusion. We recommend
that youaccept these defaults.

8. Select the installation location for your directory and chikt.

¢ Select the installation location for your clieBRASDW) directory. The
default directory i<C:\ERASDW.K10. Westrongly recommendthat
schools accephe default location. Clicklext to continue.

¢ ForNetwork Installatios, change the drive letter for thiatabaséiles to
your desired network drive letter

9. Click Nextto continue
e The bar graphs will indicate installation progress.
10. Click Finish to complete the installation of the DWS.

Note: To install the DWS on multiple computers, you must run the client installation
on each PCAIlso be sure to install the DWSERVER directory on a network
drive common to the users who will be usimg software.
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Special Note when Installing on a Windows Vista Computer

When the setupful.exe for the DWS is executed for the first time on a computer using

t

he Wi ndows

Vi st a Roogram Gompatibijty ABsistahte m;

window will display at tle end of the installationPlease seleciThis program

installed correctly. If you execute the dwsetup.exe again on the Windows Vista
machine, Windows Vista will remember the setting and the message will not appear
again. Please be assured that thissloet prevent the DWS frofunctioning
correctly.

5-] Program Compatibility &ssistant

This program might not have installed correctly

If this program didn't install correctly, try reinstalling using settings that

are compatible with this version of Windows.

Program: Unknown Program
Publisher: Unknown Publisher
Location: CA\ERASDW.K10\install.exe

% Reinstall using recommended settings

< This program installed correctly

‘O‘ What settings are applied?

‘ Cancel

5.5 Installing Clients on Other Computer(s) (Network Installation ONLY)

If you are running ERAS on only one workstation, yeed only install the software
once. However, if you have a network installation with more than one person
accessing ERAS, you will need to install the client portion of ERAS on each
individual PC.

A new directory was created on either your hard drive metwork drive with the
name{drive letter}: \DWSERVER.K10. In that directory, you will find a file called
DWSetup.exe To complete the DWS installation process, proceed as follows:

Note: You may have multiple copies of the client portion only. Thisrpast be
repeated oreachworkstation that will use the Dean's Office Workstation
(DWS) software for functions such as downloading, printing, sorting, or

3€

reviewing applicationsERAS r

ecommends that the client, or frend, be

installed on the local drizr (C:) of each ERAS workstation.
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To Install the DWS onMultiple Computers (run the dient installation on
each PC):

1.

Using My Computer or Windows Explorer, locate your selected network
drive. Thenlocate the fileX:\DWSERVER.K10\DWSetup.exe
(X:\represets the network drive where yamstalled the server portion).
OR

Click Start and choos&un.

In the Run dialog box, typ¥:\DWSERVER.K10\DWSetup.exe

3. Click OK to continue.

4. After doubleclicking DWSetup.exe thBean's Office Workstation Setup

window will appear, clickNextto continue.

5. Select theschoolyou wish to install and clicklext to continue.

6. Indicate if the workstation is authorized to connect to the ERAS PostOffice

and clickNext to continue.

. Select the Program Group into which you would like ecplthe DWS icon.

(It is recommended that you leave the default settings.)

Accept the default installation directory. The default directory is
C:\ERASDW.K10.

Click Nextto begin the installation.

e The bar graphs will indicate installation progress.

10. Click Finish to complete the installation of the DWS client.

5.6 Installing the DWS for Use on a Single Computer

Only one user may access the DWS at a time.

All DWS functions (i.e., scanning, browsing, and creating tokens) must be
executed on one machine.

Harddrive (C)) must have sufficient space to accommodate approximaidiy 1
per applicant.

Userresponsible fobackng up data.

To install theDWS, boththe server anctlient portiors of the software must be
installed Theserver portion contains the apgdint dataandcan benstalled on a
single PC or on a network driv€he client portion is installed locally dhe
computerthat will runthe DWS.
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To Install on aSingle Computer:

1.
2.

Close any other programs that are running on your computer.
Begin instalation from thefile you downloadedrom the WebDoubleclick

the setupful.exeicon displayed oiyour desktop After the welcome box, click

Nextto continue

Tip:

If the installation procedure detects a previous version of the software, the
folowingmessasge appear s: ARnThe Archive Dat
of your data. If, as part of Archive Data, you choose to delete last year's data,
then it is no | onger accessible. o

Although the Archive Data procedure is recommended, it is natequired. You
may choose to separately uninstall the previous version of the software on the
computer to make room for the current version. If you choose to perform the
Archiving Data procedure at a later time, clickNext when prompted.

To get a copy of the 200 Archive Data procedures, point your Web browser to
www.aamc.org/eras and click orMedical SchoolStaff. The instructions are
locatedin the Technical Support section.

3.

4.

Carefully read the license agreement alick | Agree to continte. dick
Cancelif you do not accept the terms of theense agreement.

Enterthe ERAS Login IDandValidation Codeprovidedon your QuickStart
card Enterthe name of your medical schanlthe Unit Namebox (This name
will appear orthe title bar of the DWS and @il reportsprinted from your
workstation. Click Next to continue

Unit Information
Please enter the following information for this dean's office
unit.

ERAS

Elect
Application Service

Enter the login id and validation code information on the printed letter sent to you from ERAS.

Login |D: ||

Validation Code: I

Enter a description for the name of this dean's office unit.

Unit Name: I

Note: If you have already installed this unit in another location please delete those files before
reinstalling the unit.

< Back I Next > I Cancel I

For a Local/Single User installation chooke defaultinstallation typeof
Local/Single User To accept the default, clickext.

a

procedu

DoNOTsel ect the option ADo not instal/l

workstationg as this means that you would not install the client files needed to

initialize the software.

38

© 2009 AAMC. May not be reproduced without permission.

t

he



ERAS

Electronic Residency

ERAS 2010Dean6s Of &tionq@BNSWiser cidde Aoplication sevice

7. Indicate if the workstation is authorized to connect to the ERAS PostOffice (to
sendand receive files) by clicking the corresponding option, thiek dlext
to continue

8. Select a Program Grouprfthe DNVS. This will determine wheréhe DWS
icon will appear on the Program menu. We recommend that you accept the
default (ERAS2010.

9. TheOptional Settingsnclude DWS Icon on Desktopandinclude ERAS
DWS Repair Database Utility options are marked for inclusion. We
recommend that yoaccept these defaults. Clitlext to continue.

10. Select the installation location for your directory and chiekt.

e The default directory for thprogram filesis C:\ERASDWK10. While it
is possible to change the drive letter for installation of the ERASDW
directory, we strongly recommend that programs accept the default
location.

11.Once the file location has been selected, dlekt to continuehenclick
Finish to complete the stallation

Special Note when Installing on a Windows Vista Computer

When the setupful.exe for the DWS is executed for the first time on a computer using

the Windows Vi st a Roogram Gompatibijty ABgistante m; t he i
window will display at theend of the installationPlease seleciThis program

installed correctly”. If you execute the dwsetup.exe again on the Windows Vista

machine, Windows Vista will remember the setting and the message will not appear

again. Please be assured that this doetsprevent the DWS frorfunctioning

correctly.

+-] Program Compatibility Assistant =

This program might not have installed correctly

If this program didn't install correctly, try reinstalling using settings that
are compatible with this version of Windows.

= Program: Unknown Program
‘_@ Publisher: Unknown Publisher
Location: C:\ERASDW.K10\install.exe

) Reinstall using recommended settings

= This program installed correctly

l- Cancel |
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5.7 Server Directory and File Privileges

To properly access the server data files,gervedirectory (DWSERVERK10 and
all sub-directories)containing the DWS server data files must contain the appropriate
directory and file access privileges

Directory and Suldlirectory Privileges
Read (R)

Write (W)

Execute X)

Delete (D)

File Privileges
e Read (R)
o  Write (W)
e Execute (X
e Delete(D)
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Getting Started

Topics Covered:

6.1 Startup Procedures

6.2DWS Component®verview
6.3 Creating and Issuing Tokens
6.4 Locating Applicants

6.5 DownloadingDocuments
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6.1 Startup Procedures

To Open the DWS:

1. SelectStart | Programs | ERAS2010| ERAS Dean's Office Workstation
20100r doubleclick the DWS icon on your desktop

2. At the logn window, enter your password.

Tip: To keep your system secure, you should change your password immediately affer
logging into the DWS software. See Sectiof..4, Changing the DWS Passworfdr
more detailed instructions on changinghe password.

6.2 DWS Components Overview

After entering your password, the main application window and the Applicant
Managewill appear

File Edit Wew Tools Mail System Help

| New | 65 @ | i Transmi/Receive... O Process Incoming Data... | Ogj | 9
€0 Gz viewnsll | 53
Shortcuts m

@ Missing Docs Missing LoRs ALL & B [ 5] E F [ H 1ol

|Date First Applied [amc Full Hame LISMLE TD |Email

System 4 >

To the left of the Applicant Manageyou will seeatoolbar with shortcuts to the most
commonly usedWS features (Applicant Manager, Token Manager, Reports, ERAS
Notices, and Ready for Transmission).

Across the top of the screenaigoolbar that contaires text menyFile, Edit, View,
etc) Directly below the text menu are toolbars, which provide shortcatgdional
functions. Shortcuts to some features\aséle throughout the application. This
offersyou maximum flexibility in developing/our own style of operating the DWS.
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Shortcut Bar

The shortcut bar has two views. The view you will see upon opening the DWS is the
Main Shortcuttoolbarbelow on the leftThis toolbar will provide shortcuts to the
features you will access on ailgiabasis.

At the basef this shortcut toolar, you will see a gray bar with the wdgstemlf
you clickon the System bayou will seethe System shortcuts toolhpahownbelow
on the right. This toolbar is used when troubleshooting the ERAS DW&nd
should only be used with theguidanceof an ERAS HelpDesk Analyst.To return
to the Main shortcutoolbar, clickthe gray bar marked Shortcuts.

Shortcuts Shortcuts

e

Applicant Manager

?

Token Manager

N

Incoming Data

Outgoing Data

i

Reports

ERAS Notices

\

Invalid Files
System Information

Ready for Transmission

System
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Features on the Main Shortcut Toolbar

44

Applicant Manager - The Applicant Manager displays the names and pertinent
information ofall registered apptants in your DWSDoubleclicking ona row of
applicant information willisplaythe Applicant Detail windowT he Applicant

Detail windowshowsadditional information aboutaeh applicant and allows you

to enter general information, attach/view documevitsy program selections,

view document assignmenend acces$ieé Scarto-Bin tab.

Token Manager- The Token Manager is the starting point of the ERAS process.
Each applicant museceivea toke® generated from the Token Manager at
his’herschool of gradatiord in order to access tidyERAS Web site.

Tokens carbe listed adNew, Printedpr Registered. Doubtelicking onan
applicant information rowvill displaythe Token Detail window for that
applicant.TheToken Text tabfound in the Token Managedows youto
electronically transmit the token text information to a single applicart group
of applicantsthrough email.
Reports - Clicking on the Reports shortcut brings you to a new menu offering a
wide selection of reporthat provides collatkinformation on the applicants and
their documents.
e Applicant Count by ProgramThis report displays the number of
applicants applying to each progracategorized by specialty
e Applicant Document LogThis report displays all documents available for
each applicant.
¢ Applicant Roster This report displays all applicants registered at your
site.
e Applicants by Program This report displays all applicants applying to
each prograngategorized by specialty.
e Applicants by SpecialtyThis report displays adpplicants applying to
each specialtiisted
e Average Applicant Count by Specialtyhis report displays the mean
number of applications submitted in a specialty. It can be run against all
specialties or a single specialty.
e Comparison of Student Appligams- This report lists the comparison of
applications to allopathic vs. osteopathic prograosseppathic DWS
only).
e Missing Documert This report displays all documents not yet attached or
scannedYou can also generate a report based on a speciécalage.
e MissingLoRs- This report lists all applicants with ndweR assignments.
It will only list LoRs for attachmestreceivedwithin the date parameters
specified that have not been attached. It also includes a list of LoR
documents in the applica@bin (Scanrto-Bin).
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e Program Applications by ApplicaiitThis report displays all of the
allopathic and osteopathic programs for each applicant (osteopathic DWS
only).

e Program by Specialty This report displays the number of applicants
applying to each gialty, and can be broken down specifically by
program.

e Program Count by ApplicantThis report displays the number of
programsapplied toby each applicant

e Programs by Applicart This report displays all progranagplied to by
each applicant as welsaheir selected tracks if applicable.

e Scanto-Bin-Thi s report displays al/l unassig
bin.

e Specialties by ApplicantThis report displays all specialties selected by
each applicant

e Token Log This report displays all tokergenerated by your site.

¢ ERAS Notices- Clicking on ERAS Notices brings up a list of all ERAS Notices
sent to your school duringe current ERAS season.

Tip: On occasion, ERAS will sendERAS Noticesto you through the DWSthat
includes software upgradesand Scramble Advisories for example It is important
to read the ERAS Notice immediately and follow any instructions provided.

e Ready for Transmissioni Clicking on Ready for Transmission opens a lisalbf
documentghat arewaiting to besentto the ERAS PostOffice.

Features on the System Shortcut Toolbar

The System Shortcut Toolbaontains shortcuts to tools that are used when
troubleshooting the DWS arsthould only be used with theguidanceof an ERAS
HelpDesk Analyst.

Other Features

Some featurelsted on the Shortcut Toolbars and other features are accessible from
the menu bar

TheFile menu contains the followingpmmands

e New Token- Takes you to the New Token dialog box, where you can create new
tokens for your applicants.

e Open- Opens up thé&pplicant Detailwindow for the applicant currently selected
in the Applicant Managexindow.

e Close All Items- Closesall windows except the Startup window.
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e Application Activity - Shows allapplicationactivity for datesyou specily. This
report includeshe dats and timesthat an application was first received, updated
and revised.

e Import Applicants - Takes you to the Import Applicants Wizard, which assists
you in bringing data into thBWS.

Export All - Exports applicant data into a Microsoft Accesddbase format.

e Print Setup - Takes you to the Print Setwandow, where you can change the
formatand setting$or documents to be printed.
Print T Opens the Print dialog box.

e Transmit Token - Allows you to email the token(s) generated by the Token
Manage.

e Exit T Logsyouout ofthe DWSsession.

TheEdit menu contains the followingpmmands

e Copy - Allows you to copy the selected applicant information and paste it to an
area that you designate.

e Select All- Allows you tohighlight all of the applicantsisible in the Applicant
Manager window.

e Deletei Deletesa new applicant from thBokenManagethatis not registered.

TheView menu contains the followingpmmands

Go To- Allows you to view any of the manager windows or system windows.
Refresh- Updates the current screen to refleotcentchange.

Shortcut Bar - Gives you the ability to toggle the view of the Shortcut Bar.
Toolbars - Gives you the ability to select the toolbars you wistisplay.

Status Bar- Turnsthe status bar along thettom of the window on or off.

TheTools menu contains the followingpmmands

e Transmit/Receive- Sends and receives files.

Process Incoming Data Processes all information downloaded from EfiAS

PostOffice.

Transmission Log- Allows you to view, pint, or delete your transmission log.

Find - Allows you tosearch for and identify an applicant by various criteria.

Manage Appendices Allows you tocreate, edit, and delete an appendix.

Change Password Allows you to change the current password tew

password.

e Token Notification Settings- Allows you to change the-mail address used for
undeliverable token notification

e Practice Token Generator - Generats a practicetokento enable you to
experience being an applicant using the MyERAS Web egipin.
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TheMail menu contains the followingpmmands

e Create Mailing Labels - Creates labels to be printed and distributed to applicants
for placement on theirdR Cover Sheet

¢ Print Mailing Labels - Prints labels to be given to applicants for placenos
their LoR Cover Sheet

e Applicant E-Mail Address - Brings up the roster of applicantsirail addresses
for copying and pasting intan email message.

The Systemmenu contains the followingpmmands

e Communication Settings- Allows you to verifyand edit the various settings that
affect thec o mp u dbiéty tdsend and receive files.

e Backup Database- Backs up all of the databases in the DWS Server directory.
In the event of database corruptitime Automatic Database Repair utility will
autorratically attempt to repair the main databases upan toghe software

e Request Retransmission Resends documents that may have been lost.

e System Information - Provides the system information as it relates to the
installed DWS.

TheHelp menu containshe followingcommands

e Contents- Launches ERAS Help. Detailed information on using the DWS is
found here.

e About ERAS Dean's Office Workstation2010- Provides the version number of
the ERAS Dean'®ffice Workstation software that you are currentlyngsi
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6.3 Creating and Issuing Tokens

The first step for the applicant is to create an accoultyERAS usinghetoken (a
uniquestring of14 alphanumericharactes) obtained from theesignatediean's
office. As a cesignatediean's officeyoucreatethesetokensd which serve as single
use access kedysusing the DWS.

Tocreateatoken you must enter at | east the applica
recommend that you include other information (e.qg. first and middle name, birth date,

or SSN),to help you disnguish between applicants. Once tbken has been created,

it should beeithere-mailed to the applicant or printed and given to the applicant.

Tip: If the token is new or has been printed, it can be deleted. Once it has been
registered, it cannot bedeleted.

To Create a Token:
1. SelecttheToken Managerfrom the Shortcut Bar

2. SelectFile | New Tokenfrom the menu bar or clickew Tokenon the
toolbar.

3. Enter the applicant's information into the New Token windasvstated
above you must ententleastthe applicant's last name. You may also want to
enter the app8EINAUSMLE Dse-mhiliaddeessor birto me

date.

{ <untitled> - Token i =10] x|
File Edit View Help !
Close ‘ T oen | save [ ‘ &5 | 4% Transmit Token X Delete, ‘ $ B R ‘ B |44 ‘ £

General | Token Text |
I TokenID: |<iew Token> AAMC ID: <hot Registered: _g

LastName: | USMEID: |

First Name: | 55N ]

Middle Name: I Email: ]

Suffix: | Status: Jlew

BithDate: | // Status Date: |

Prior Year Grad.: |No ¥ Token Natif.: ]

Comments/Notes:

=
|

‘Ready 4

4. Click Save The applicant information will be saved and a token number will
beassigned.

5. To print seleckFile | Print from themenu bar.Provide the printed copy to the
applicant.
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e To email the tokerto the applicantglick Transmit Token on the toolbar
The token will be sent to thereail address providely the applicanthe
next time you contact theRAS PostOffice.

Tip: If you intend to send atoken to an applicant via email, be sure toinclude the e
mail address in theToken detail window under the General tab

6. To continue entering addi faveamdldew appl i ca
tosavethe ur rent applicantds information and

7. Click Closeto return to the Token Manager.

Tip: Assigned tokens can be printed or-enailed to a group rather than individually.
Refer to Printing and E-mailing Tokens later in this section.

During theMyERAS registration process, the applicant enters his/her AAMC ID and
if the applicant does not have an AAMC ID, one \Ww# automatically created at that
time. The applicant also creates a password for future access to their application, and
ertersbasic identifying informationAfter the initial registration for the applicant is
completethe MYERAS Web application sends all registration files to the ERAS
PostOffice A copyof the registration files placed in the schools' mailboxes to be
downloaded the next time the DW&nsmits or receives file®nce the applicant
registration file is downloaded, supporting documents (transttfpPEand Letters

of Recommendatigrcan beémmediatelyadded to the applicant's electrofiie..

Also, ance tte applicant is registered, he/she can begin compl#tagRAS
application on the Web.
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Importing Applicants Using Existing Word and Excel Files

The DWS allows for the mass production of tokens through the import function. A
delimited textdocument can benported into the Token Manager to create any
number of new tokens at otime.

Consider the following when creating the file:

e The file that you intend to import must be in a-thdimited text format. The

fields that can be included in tfiee are:
o Birth Date

E-mail

First Name

Last Name

Middle Name

Suffix

Social Security NumbgiSSN)

USMLE ID

e The fields can be in any order in the file.

e You do not need tmcludeevery field in your file. Last Name and First Name
may be enough for you to identify thppicants. However, if you have
information such as the applicéntJSMLE ID ore-mail addressyou may wish
to import them into your DWS database for future reference.

e SSNis limited to 9 characters. Do not include dashes.

e USMLE ID is limited to 8 charaets. Do not include dashes.

You may include text delimiters such as quotes, commas, or tabs to separate each
field. Our example uses tabs.

e The file can be created by any application that is capable of saving the document
as atab-delimitedtext format, icluding Microsoft Word and Excel.

O O0OO0OO0OO0OO0OO0o

To Create a Word Document for Importing into DWS:

1. Create a new document.

2. Enter the information for each applicant using the following guidelines:
e Use one line for each applicant.
e Separate the fields using the TAB key, spaces or commas.

e Only press the TAB key once between each piece of information. The data
may not line up nicely, but the DWS will recognize the number of tabs
between each piece of information.

Smith (tab) Josephtab) jsmith@aamc.edu
Jones (tab) Sally (tab) sjones@aamc.edu
Wright  (tab) Paul (tab) pwright@aamc.edu
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SelectFile | Save Adrom the menu bar.
Enter a file name and navigate to the correctd&aation.
SelectPlain Text from the Save as type dralown box.

2

Click Saveand dose the Word document.

To Create an Excel Workbook for Importing into DWS:

1. Create a neworkbookin Excel.

2. Entertheinformation for each applicant using the following guidelines:
e Use one row for ez applicant.
e Each column contains a different field (e.g., Last Name, First Name, etc.).
e Enter each piece of information in a different cell.

Smith Joseph | jsmith@aamc.edu

Jones Sally sjones@aamc.edu

Wright Paul pwright@aamc.edu

. SelectFile | Save Adrom the menu bar.

3

4. Enter a file name and navigate to the correctd&aation.

5. SelectText (Tab Delimited) from the Save as type dralown box.
6

. Click Saveand dose the Excel workbook.
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52

To Import Applicants into DWS:

1. SelectFile | Import Applicants from the menu barfThe Import Applicants
window will be displayed.

2. Click Browseto select the file you wish to import.
3. Navigate to the correct file location, select the file, and ciplen.
4. Click Nextto preview the applicant information

e If the informationis not displayed in the columns you created in the
sourcedocument, cancehe procesand make sure you saved the file in a
tab-delimited text format.

5. Selectthe First Row contains Field Namesoxif the first line of your
document contains field names(.. Last Name, €Elickk st Name, E
Nextto continue.

6. To match the fields you wish to import to the available fields, select the
appropriate field from the dregown box

7. If an available field was not included in your source file, keep the default "No
MatchingField" option displayed from the drafown menu list. The only
required field foimport is Last NameClick Next to continue.

8. Check that the data you imported is displayed correctly in each coliuamy
item contains an invalid field (g. datais too long, required data missing,
invalid datesor e-mail addresss are includedthese items will not be
processed and must be entered manually.
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