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Welcome

Welcome to the Program Director’'s Workstation (PDWS) User Guide. The PDWS is used by
programs to evaluate residency and fellowship applications. This is done by reviewing
application materials, managing interviews, sending messages, generating reports, and
ranking applicants. A ranked list of applicants can be created to send to the National Resident
Matching Program® (NRMP®), the National Matching Service (NMS), or another entity.

3
s Dashboard Applications v Scheduler v Rankings Reports Archives Setup Program Messages
AAMC PDwWs

Bulk Print Requests | Link to EAM

University of Alabama Hospital | Emergency Medicine

Quick Links Welcome to PDWS
Manage Filters Stats Application Activity &
Create New Event
1 Start End
Create New Invitation ' ol | ‘ B |

Applications Received

Applicants Selected to Interview

R Applicant Name Change Date Updated
Event History 0

1
PDWS User Guide (5 Applications Reviewed Total Applicants Active No results displayed
Job Aids & Training Videos (5
0
Contact Support (3

No Loenger Under Consideration @

PDWS Terms and Conditions
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Getting Started with PDWS

The first step to using PDWS is becoming familiar with the main areas of the

program. Dashboard - Landing Page.

Dashboard Applications v Scheduler v Rankings Reports Archives Setup Program Messages

Applications - Display individual applications and attacheddocuments.

Dashboard Applications + Scheduler + Rankings Reports Archives Setup Program Messages

Scheduler - Invite applicants/interviewers and schedule interviews.

Dashboard Applications Scheduler Rankings Reports Archives Setup Program Messages

Rankings - Compare and rank applicants.

Dashboard Applications « Scheduler ~ Rankings Reports Archives Setup Program Messages

Reports - Generate and view reports.

DEE ] ETNG Applications Scheduler Rankings Reports Archives Setup Program Messages

Setup - Manage users and set program defaults.

DEE L EN Applications v Scheduler v Rankings Reports Archives Program Messages

Program Messages - Display sent and received messages.

Dashboard Applications v Scheduler v Rankings Reports Archives Setup Program Messages
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Understanding the User Interface Terminology

Below is a list of frequently used terms throughout the PDWS UserGuide.

Tabs

Geo Preferences Education Experience Publications Exams/Licences

A standard Windows control that provides navigation between different screens or sections of
information.

Panel

A delineated area within a screen that groups information or functions. There can be multiple
panels on a screen, and panels can also be nested.

Tabbed Panel

A panel that contains a collection of tabs.

Scores N

Composite Score )
Board Scores >
Document Scores >
Interview Scores >

Post-Interview Scores >

Header

A panel that continually displays specific data fields, even though the data itself may change.

Light Box

A secondary, moveable, pop-up window that allows users to perform a command, asks users
a question, or provides users with information or progressfeedback.

Table

Data organized in columns (fields) and rows (records).

Drawers

Additional fields or functions revealed (or hidden) using a toggle inside a panel.
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Button
A small graphic element or defined text area that initiates a command when selected.

Radio Button

An input selection that can be used to select from mutually exclusive choices — only one may
be selected at a given time.

No Change Check UnCheck

Checkbox
An input selection that can be used to select more than one option from a list of choices.

Drop-down List

An input selection that can be used to select one choice from a list of choices.

Text Box

A box for entering and editing text.

Score Name Score Weight Total

URIM Score x 1.00

Auto-complete Function

A function that provides alternative text based upon previously typed entries.

Icon
A pictorial representation of an object, often selectable. May link to other content.

Link
Text or graphics that navigates to other content when selected.

Date Picker Icon

© 2023 AAMC. May not be reproduced without permission.
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1 2 3 4 5 8

7 8 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27

A\
28 20 30 (31)
=4

An icon that opens an interactive calendar in a small overlay used to select a date.
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Choose Level (Toggle)

The Choose Level feature allows users to view data for a specific program within their
institution. Institution Super Users are also able to view data at the institution level. After
logging in to the PDWS, select the institution under the Dashboard to view the Choose
Level dialog box. Users will automatically be prompted to choose a level when logging in
for the first time. Narrow down the data to the specific institution or program by selecting
an Institution, Program, and Specialty from their drop-down menu.

To Change the Level to View:

1. Click the Institution or Specialty name on the bar under the mainnavigation.
|University of Alabama Hospital|| Emergency Medicine

2. Select the level of information to view from the drop-down lists.

Choose Level X

Please select the level you'd like to view. You may update your selection at any time after you've logged
into the PDWS.

Institution

University of Alabama Hospital v |

Program

‘ University of Alabama Medical Center Program v |

Specialty

‘ Emergency Medicine - |

CANCEL RESET CONTINUE

3. Click the Continue button.

e The relevant data is now available.

e Institution level users must first toggle to a Program level in order to see any
Program specific tabs (e.g., Applications, Scheduler, Rankings) and
Program related choices under the Setup tab.

© 2023 AAMC. May not be reproduced without permission.
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Application Review Process

The main goal of PDWS is to create a list of applicants, called the Ranked Order List
(ROL), to send to the National Residency Matching Program (NRMP), the National
Matching Service (NMS), or another entity. Several tasks are performed beforethe ROL can
be created:

Step 1: Find Applicants to Interview

Receive applications for available positions.

Sift through the applications with the goal of finding the desired applicantsto
interview for each position.

Use the Manage Filter tools to identify applicants that meet specific criteria.

Step 2: Schedule the Interviews

Contact interviewers for availability.
Invite applicants for interviews.
Schedule applicants for interviews.

View and maintain a calendar of interviews.

Step 3: Evaluate Applicants

After the interview is complete, enter comments and scores.
Enter Document scores.
Various attributes defined by the program should be flagged.

Enter in Reviewer notes and scores.

Step 4: Rank Applicants

© 2023 AAMC. May not be reproduced without permission.

Create a ranked list of applicants to send to the appropriate matchingorganization.
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Roles and Permissions

The PDWS has pre-defined roles with associated level permissions that can be assigned to
program users and others. Each role determines what tasks the user can perform within the
PDWS.

e Permissions are privileges granted to a user to perform specific actions within thePDWS.

e Roles consist of a set of permissions for a given type of user within thePDWS.

There are two main categories of userroles:

1. Super User Roles
e Institution Super User

e Program Super User

2. Program User Roles

e Program Coordinator

e Reviewer_Interviewer

© 2023 AAMC. May not be reproduced without permission.
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© 2023 AAMC. May not be reproduced without permission.

Super Users

Super User roles include two permission levels: Institution Super Users and Program
Super Users. These roles have the most control over the PDWS and how it is setup.

Institution Super User (ISU)

The Institution Super User and Alternate Institution Super User can create and modify
institution and program super users access. An Alternate Institution Super User cannot
assign or revoke an Institution Super User role.

Task Permissions for Institution Super Users

e Set up Program Super Users
e Manage Users
e Set up Data Filters

e Authorize Residency Management System (RMS) for programs

Program Super User (PSU)

The Program Super User and Alternate Program Super User manage setup tasks to
enhance the client experience in using the PDWS.

Task Permissions for Program Super Users

e Assign and revoke user roles

e Create attributes

e Define scores and weights

e Add and edit statuses

e Set up the ranking comparison tool
e Modify data filters

e Manager the Scheduler and Interviewer Tools

The Program Super User has all the system task permissions given in the Program
Coordinator role.

Alternate Super Users can designate other users as Alternate Program Super Users, but

otherwise have the same permissions as a Program SuperUser
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Program Users

Program User roles have more limitations than Super Users. There are three levels of
Program Users: Program Coordinators, Interviewers, and Reviewers. Each of these roles is
divided into the following levels:

Program Coordinators 1 and Reviewers_Interviewers have read and write access to
the PDWS, allowing them to view information and make changes. Program Coordinator
1 can invite new users. Reviewers_Interviewers can only see the applicants to whom
they are assigned or scheduled tointerview.

Program Coordinators 2 and Reviewers_Interviewers Read-Only are limitedto only
view information in the PDWS. They can use filters to find and view applicants and
can view selected reports. However, these users cannot mark statuses, schedule
applicants for interviews, etc. Reviewers_Interviewers Read-Only access can only see
applicants to whom they are assigned or scheduled tointerview.

Reviewers_Interviewers Limited Access can only see applicants to whom they are
assigned or scheduled to interview, have limited access to their documents, and cannot
access system or user-defined filters.

Note: Program Super Users and Program Coordinator 1 users can assign applicants by using
the ‘Assign Applicants’ option available in the Applications page. Applicants can also be
assigned as a bulk action from the ‘View Applications’ page.

Program Coordinators

A Program Coordinator 1 has similar roles as a Program Super User.

Task Permissions for Program Coordinator 1

Set up Attributes, Scores, and Weights
Set up the Ranking Comparison Tool
Filter Applicants

Schedule Applicants for Interviews

View/Print Applications, Schedules, and Reports

© 2023 AAMC. May not be reproduced without permission.
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Reviewers_Interviewers

All Reviewers_Interviewers see only the applicants who have been assigned or scheduled to
them. These users can only view the Reviewer or Interviewer comments/scores they entered.

Task Permissions for Reviewer_Interviewer

Update Applicant Statuses and Attributes

Review and Score All Applicants

Enter and Manage Notes

Create Reports

View/Print Applications, Interview Reports, and Ranking Reports
Update Applicant Statuses and Attributes

Enter Interview Comments and Scores

Enter Review Comments and Scores

Task Permissions for Reviewer_Interviewer Read-Only

View Applicant Statuses, Scores, and Attributes
Apply Saved Filters

View Notes

View Data Filters

View/Print Applications

View Calendar views and Schedule

View Interview records

Task Permissions for Reviewer_Interviewer LimitedAccess

Reviewer _Interviewer Limited Access has a restricted view of the application and cannot view
transcripts or Board Scores. A Reviewer_Interviewer Limited Access can view their Schedule
and enter Review or Interview Scores and Comments.

© 2023 AAMC. May not be reproduced without permission.

Update the status of an application
Update attributes that were created during pre-season setup

Enter a note regarding the applicant and view comments made in response to theirnote

Add document scores and custom scores (if they exist)
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e View and print reports from Current Results for one or moreapplicants

© 2023 AAMC. May not be reproduced without permission.
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Dashboard

After logging into the system, each user lands on their dashboard. The dashboard provides an
overview of application activity and important ERAS or PDWS notifications. The panels
displayed will depend on the user’s role.

Note: During SOAP® (Supplemental Offer and Acceptance Program®), SOAP® participating programs will see a
message stating SOAP® participation and additional information.

Stats Panel

Stats

The Stats panel shows statistics for Applications 12
Received, Applications Reviewed, No Longer Under
Consideration, and Total Applicants Active.

Applications Received

1

11

Applications Reviewed Total Applicants Active

1

No Longer Under Consideration @

Application Activity Panel

The Application Activity panel shows the number of changes per document that have taken place
within a specified date range. Click the applicant name to view the application or click the Printer
icon to view a PDF listing more detailed activity.

Application Activity o
Start End

'5/1/2023 o] ‘ "5/12/2023 = ‘

Applicant Name Change Date Updated

Simmons, Flora MSPE May 26, 2023

Simmons, Flora Transcript May 26, 2023
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Favorite Filters Panel

The Favorite Filters panel displays the filter(s) each user has marked as favorite(s), indicated with a
star icon. Click a filter name to run the filter and display results. The name and date of the last filter
applied appears above the list of filters. The View button displays the results of the last filter applied,
and the Refresh button runs the filter again to incorporate new data or changes.

Favorite Filters

Applicants Assigned

Reports Panel

Reports

The Reports panel displays a list of reports Applicant Roster

chosen to display from Setup.
Applicants Applying as a Couple

Applicants Selected to Honor Societies
Missing Documents

Withdrawn Applicants

Interview Progress Panel .

Interview Progress
The Interview Progress panel allows users to Selected to Interview
easily navigate the following reports:

Invited to Interview

e Selected to Interview.

Waitlisted
e Invited to Interview.

Scheduled
b WaItIISted Interviewed
e Scheduled. Declined

e Interviewed.

e Declined.

© 2023 AAMC. May not be reproduced without permission.
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Upcoming Events Panel

This section will display up to 25 Upcoming Events. If you have more than 25, you will see a “View All” link at the
bottom-right corner.

Upcoming Events @

Event Event Type Start Date

Example RSVP Jun 15, 2023

Screened Data Panel

The Data Filters panel displays data items which can be screened (hidden) or viewable during the
application process. Click the Manage Data Filter icon located in the upper right corner of the panel to
navigate to Data Filters in Setup. Only Super Users are able to modify this setting, and it will apply to
all applicants.

Screened Data

Data screening hides sensitive information during the application evaluation process. Screened data will not be displayed in applications, reports, and filter results. You can switch data to screened
or viewable at any time via the setup tab.

Last Updated By: Laurel Constantine on May 31, 2023 at 4:38 PM EST

Basis for Work Authorization ® Limitations @&
Birth Date ® Misdemeanor Conviction @&
Current Work Authorization ® Photograph O3
Designated Pronouns ® Self Identification ,y'
Felony Conviction ® Visa Sponsorship Needed @
Gender ® Visa Sponsorship Sought @
Hometown(s) ®

© 2023 AAMC. May not be reproduced without permission.
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Quick Links

Quick Link Name

Manage Filters

Quick Link Navigation Details

Filters sub-tab under the Applications tab.

Create New Event

Create a new Private or RSVP Event.

Create New Invitation

Create and send a New Invitation to applicants to an event.

Applicants Selected to
Interview

Applicants sub-tab under the Scheduler tab.

Event History

Scheduler History sub-tab under the Scheduler tab.

PDWS User Guide

Opens the PDWS User Guide in a new browser tab.

Job Aids & Training Videos

Resource Libraries on the PDWS Communities site.

Contact Support

Contact ERAS Support form and ERAS Support contact information.

PDWS Terms and Conditions

Opens the PDWS Terms and Conditions window.

Thalamus Core

Direct link to Sign in page for Thalamus.

© 2023 AAMC. May not be reproduced without permission.
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Applications

Use the Applications tab to:
e View an application and all related documents.
e Run or create filters to view applicants that meet specified criteria.
e Identify the status of the application.
e Enter information to evaluate the applicant as the workflow progresses.

When the Applications tab is selected, the first applicant from the last filter ran displays. The
header panel details information about the applicant, and directly below the header are eight
tabs: Personal, Geographic Preferences, Education, Experience, Publications,
Exams/Licenses, Limiting Factors, and Documents.

Note: SOAP® participating programs will see additional SOAP® fields along with an
orangeindicator next to the applicants who applied to the program during SOAP®. There will
also be an additional indicator next to the tracks the applicant applied to duringSOAP®.

<
$ Dashboard Applications ~ Scheduler + Rankings Reports Archi
AAMC PDWS
Bulk Print Requests | Link to EAM | History Filters University of
. Current Results
Slmmons, Flora PREVIOUS Applica

Applicant Details

At-a-Glance Exports

Assigned To # Debbie Fong, Justin Turner
Tracks Applied by Applicant Emergency Medicine (Categorical)
Tracks Considered by /  Emergency Medicine (Categorical)
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Header and At-a-Glance Panel

The Header panel provides information about the applicant, such as their AAMC ID, the date
the application was received, the most recent medical school and the most recent residency.

The At-a-Glance panel provides information about Statuses, users assigned to the applicant,
tracks considered by the program, and the track(s) applied by the. Program Super Users or
Program Coordinator(s) 1 can update tracks by using the edit link next to Tracks considered
by Program.

Simmons, Flora < PREVIOUS Applicantlofl NEXT > ACTIONS +
~

At-a-Glance

. Assigned To # Debbie Fong, Justin Turner
“ Tracks Applied by Applicant Emergency Medicine (Categorical)

Tracks Considered by /"  Emergency Medicine (Categorical)
Program

AAMC ID

21196691

Applied Date Statuses »

May 5, 2023
Invited to Interview Selected to Interview Scheduled for Interview

Most Recent Medical School

Oakland University William Beaumont School of Medicine

f<= Program Signaled Geo Preferences Education Experience Publications Exams/Licences >
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Status Types

Applicant Status

An applicant’s location in the selection process is determined by their status. There are four
status groupings:

e Application Status
e Interview Status

e Ranking Status

e Custom Status

You can create any type of user-defined grouping status from the Setup tab. All statuses are
filterable.

To Update a Status for One Applicant:

1. Click the pencil icon next to Statuses on the At-a-Glance section.

At-a-Glance

Assigned To # Debbie Fong, Justin Turner

Tracks Applied by Applicant Emergency Medicine (Categorical)
Tracks Considered by #  Emergency Medicine (Categorical)
Program

Statuses g

Invited to Interview Selected to Interview Scheduled for Interview

© 2023 AAMC. May not be reproduced without permission.
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2. Select any of the appropriate statuses that will save the changes with the date and
time stamp.

e To update statuses for multiple applicants together, use Bulk Actions after you run a filter.

Update Status X

Application Interview Ranking Custom

Status Name A

(O withdrawn by Applicant
On Hold
Application Reviewed

Incomplete Application

Withdrawn by Program

Inactive

O
]
O
() complete Application
O
O
0

Waistlisted

Application Status

The application status indicates where the current application stands in the overall process.
Program Super Users, Alternative Program Super Users, Program Coordinators 1,
Reviewer _Interviewer, and Reviewer_Interviewer Limited Access can update all application
statuses except for:

e Withdrawn by Program — This action will prompt you to confirm this status
change for applicants who have been scheduled and/or ranked.

e Withdrawn by Applicant — this action takes place in the MyERAS® system
and is updatedin the PDWS.

Update Status X

Application Interview Ranking Custom

Status Name ~

O withdrawn by Applicant

() On Hold
("] Application Reviewed
()] Incomplete Application
(] Complete Application
() Inactive

() waistlisted

© 2023 AAMC. May not be reproduced without permission.
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Interview Status

The interview status indicates where in the interview process the current applicant stands.
PDWS auto-updates all interview statuses following a triggering action in the Schedulertab
except for Selected to Interview, Invited Privately statuses, and Interviewed. Marking an
applicant as Selected to Interview will add the applicant into the Scheduler module.

Application -Im Ranking Custom

Status Name

() Interviewed @

\ZI Invited to Interview (Selected: May 25, 2023 9:39 AM ET)

&) selected to Interview (Selected: May 16,2023 9:12 AMET)
O Invited Privately @

&) Scheduled for Interview (Selected: May 30, 2023 7:42 PMET)

(O waitlisted for Interview

Ranking Status

The Ranking status indicates whether the applicant has been selected to be ranked or
has been ranked. There are two status types for ranking:

e Selected for Ranking — This status must be changed on the applicant header or on
the Scheduler tab. When this status is chosen, the applicant’s name becomes
available for ranking in the Rankings module.

e Ranked - Once an applicant is assigned a rank number within theRankings
module, the applicant will automatically be marked with the Ranked status.

Application Interview Custom

Status Name

O Ranked

(] sSelected for Ranking

Custom Status

Custom statuses can be created in Setup.

Note: Status values that are triggered by the system cannot be changed, including Withdrawn by Applicant,
Ranked, and most Interview statuses.
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Assigned Applicants

All Reviewers_Interviewers users can only view applicants whom they are assigned or
scheduled to interview. Reviewers_Interviewers and Reviewers_Interviewers Read-Only can
run system and user-defined filters, but the Reviewers_Interviewers Limited Access users do
not have access to filters.

Program Super Users and Program Coordinators 1 can assign applicants by using the "Assign
Applicants” option available in the Applications page. Applicants can also be assigned as a
bulk action from “View Current Results” page after running a filter.

To Assign One or More Users to an Applicant:
1. Inthe At-a-Glance panel, click the pencil icon for the Assigned To row.

At-a-Glance

Assigned To #  Debbie Fong, Justin Turner

Update Reviewers X

@

@ Alejandra Lazcano A

Alimamy Kanu -

D Ashley Pierce

Avon Barksdale

B Yuan

Blythe Jonas

Brandon Hall

0o 0O o o g

Brenen Butler

1. Select the user(s) to assign to the applicant.

2. Click the X button to save the selections and close the light box.

Note: The Reviewer_Interviewer users will now gain access to the applicant’s application when
they log into the PDWS.
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Applicant Tabbed Panel

The Applicant tabbed panel is divided into six tabs tohelp short-list the applicant pool.

Geo Preferences Education Experience Publications Exams/Licences Limiting Factors

Personal Contact
Gender Woman Preferred Phone 20212538541
Birth Date Feb 20,1988 Email lovelaurel223@gmail.com
Self-identification Screened
Address
Current Address 600 canal st Permanent Address 600 canal st
Saint James Saint James
Barbados Barbados
Personal Summary and general information including screened information.

Geo Preferences

Applicant’s Division and Setting preference.

Education Applicant's educational background.

Experience Applicant's work experience including volunteer, research and work
experience.

Publications List of applicant’s publications.

Exams/ Licenses

List of exams taken by applicant along with a list of licenses received.

Limiting Factors

Misdemeanor/felony question.

Documents

Applicant’'s documents and local documents uploaded by the program.

© 2023 AAMC. May not be reproduced without permission.
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The Documents tab displays documents received from the MyERAS system, the designated
dean’s office, and national boards. Use the Document panel to upload local documents for a

specific applicant.

< F’lal Geo Preferences Education

Experience

Publications

Exams/Licences Limiting Factors m

~ General (4)
Document

MyERAS Application

Curriculum Vitae
Medical School Transcript

MSPE

« Letters of Recommendation (0)

«~ Board Transcripts (0)

~ Local (1) @
Document

Local Document.pdf

Received Date

May 5,2023

May 5,2023

May 26, 2023

May 26, 2023

Upload Date

May 25, 2023

Last Updated Date

May 5,2023

May 5,2023

May 26, 2023

May 26,2023

Last Updated Date

May 25, 2023

Uploaded By Action

Laurel Constantine E

A local document is any document not included in the MyERAS application but may be
required by the program. For example, programs interested in research may ask applicants
who have published peer-reviewed articles to provide a copy of the article before or during an
interview. Keep in mind attached local documents will need to be printed individually and will

not be included when printing an applicant’s application.

To Add a Local Document:

1. In the Actions tab, on the applicant details page, click Upload Local Document.

At-a-Glance

Assigned To #  Debbie Fong, Justin Turner

Tracks Applied by Applicant

Tracks Considered bv Program r Emargansu Madicina ifataganinall

Emergency Medicine (Categorical)

< PREVIOUS Applicant1ofl NEX ACTIONS ~

Send Message
Upload Local Document
Add Communication

Print

2. Locate and select a file from the Choose File to Upload window.

Upload Local Document

Only PDF and JPEG files may be uploaded
wpAnciEl(a File size should not exceed SMB.

X

After attaching a file, the document upload confirmation will appear.

l & Document uploaded successfully

© 2023 AAMC. May not be reproduced without permission.
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To View a Local Document:

e On the Documents tab, scroll to the bottom and clickthe name of the document to
view the file. Keep in mind local documents will not be included when printing the
applicant’s documents to PDF or in Archivefiles.

~ General (4)

Document Received Date Last Updated Date
MyERAS Application May 5, 2023 May 5, 2023
Curriculum Vitae May 5, 2023 May 5, 2023
Medical School Transcript May 26, 2023 May 286, 2023
MSPE May 26, 2023 May 26,2023

+ Letters of Recommendation (0)

~ Board Transcripts (0)

~ Local (2) @
Document Upload Date Last Updated Date
Local Document.pdf May 31, 2023 May 31, 2023
Local Document.pdf May 25,2023 May 25, 2023

To Remove a Local Document:

1. Inthe Applications tab on the Documents tab, click the trash icon.

e Click anywhere in the row, but not the document name. If the document name
is clicked, 