Uploading Traditional

or Narrative Letters

Who This Guide Is For

This guide is for letter writers submitting a traditional or narrative
letter (for example, a PDF or Word document) using the AAMC
Letter Writer Portal.

It applies after you have already accessed a request through a
request link or your dashboard.

Before You Begin
This guide assumes you have already:

Accessed a valid letter request
Confirmed the request details
Chosen how to proceed (guest or signed-in)

If you have not completed these steps, refer to the Accessing Letter Reguests job aid.

Access the Request

Access the request using one of the methods described in the Accessing Letter
Requests job aid:

Select the request link provided in the email from the applicant
Or sign in to the AAMC | etter Writer Portal and locate the request in
your dashboard

After accessing a request, review the applicant and request information
displayed on the screen.

Note: Request details may vary depending on the AAMC program or service
(for example, the American Medical College Application Service® (AMCAS®)
program, Electronic Residency Application Service® (ERAS®) program,

or Summer Health Professions Education Program (SHPEP) application
service. As long as the request context is correct, you can proceed.
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?AAMC Letter Writer Portal MyRequests  Contact Us

O Preview/submit ) O confimaton »

Fulfill request for Applicant Name

For more information about writing and formatting your letter, please refer to the AMCAS Letter Writing Guide.

Requestor Information Author Information
Requestor Name: Applicant Name Author Name: Author Name
Requestor AAMC ID: 21023731 Author Email:

Requestor Email:
Requestor Phone Number: +1 (123) 456-7891

Request Information
Letter Request ID: PT4P-74H6F-G2M7M
AAMC Service: AMCAS Program
Season/Cycle: 2027

Letter Type: Committee Letter

Upload an Attachment

o Letters should be on official letterhead
o Letters should contain the primary author’s signature
« Password-protected or encrypted files are not permitted
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e Upload Your Letter
To upload your letter:

1. Select your file from your computer
2. Upload your letter file (accepted formats include PDF, DOC, or DOCX)

3. Select Continue to move to the next step

Note: Pay attention to the document guidance and file size limits. These
may vary by AAMC program.

Upload an Attachment

« Letters should be on official letterhead
« Letters should contain the primary author’s signature
« Password-protected or encrypted files are not permitted

t]\
Click or drag file to upload

Single file upload, 5 MB size.
Only doc, docx and pdf files.
File name must only include letters, numbers, spaces, and the following special characters: _-. () {}[]
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2.1 ERAS Requests: Provide Primary Author Information

If you are submitting a letter in support of an ERAS request, you will be asked to
complete a Primary Author Information section before continuing.

In this section, you must:

1. Confirm whether you are the letter author or are uploading on someone
else's behalf

2. Indicate whether the letter author served as the applicant's program
director, if applicable

3. Provide the primary author’'s name and email address

This information is required for ERAS letters and will accompany your
submission. If this section does not appear, no additional information is needed.

Upload Letter for Applicant Name

Primary Author Information
The information you provide here will accompany your submission and may be shared with any programs reviewing your letter.

* Are you the letter author or are you uploading on someone else’s behalf?

1 am the author ) 1am uploading for someone else

*Is the author of this letter the Program Director who supervised this applicant's postgraduate medical training?

Yes No

*Primary Author First Name *Primary Author Last Name

| | |

* Primary Author Email

| l
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e Preview and Submit Your Letter
On the preview screen:

Review the document to confirm it displays correctly
Select Replace File if you need to upload a different document
Select Submit to complete the submission

Author Name | AN

?AAMC Letter Writer Portal My Requests Contact Us
@ Upload File @ Preview/Submit QO Confirmation
Preview

Please review the information below for accuracy and completeness.

Request Information
Requestor Name: Applicant Name AAMC Service: AMCAS Program
Letter Request ID: PT4P-74H6F-G2M7M

Letter Type: Committee Letter

Draft Submission

Sample_table_image_letterhea. Q
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Residency Program Director

Association of American Medical Colleges
655 K St. NW, Suite 100

Washington, DC 20001

Greetings.

Acknowledgements

( *1 have reviewed the draft submission and confirmed it is accurate and for the correct applicant

SUBMIT
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o Submission Confirmation

After submitting your letter, you will see an onscreen confirmation that your
submission was successful. You will also receive a confirmation email. From the

confirmation screen, your options will vary depending on whether you chose to
sign in or submit as a guest.

Guest users are given the opportunity to:

Download a copy of the submitted letter
Create or sign in to an AAMC account using the same email address used to
initiate the guest session in order to access this submission again in the future.

@ Upload File \ @ Preview/Submit @ confirmation

Your submission has been successfully completed.

Thank you for uploading a letter on behalf of Applicant Name! You will receive an email confirmation for Request ID
TCT4-GVPZ2-9R2PQ.

@ VIEW LETTER

Interested in streamlining your letter writing process in the future?

Creating an account is easy. Gain access to manage multiple requests, view submission history, and make updates to
sabanissions as needed.

‘ CREATE AN ACCOUNT ’
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Signed-In users have the option to proceed to the Request Dashboard where
they can:

Complete another request
View submission history and associated documents

@ Upload File \ @ Preview/Submit @ confirmation

Your submission has been successfully completed.

Thank you for uploading a letter on behalf of Applicant Name! You will receive an email confirmation for Request ID W5ZG-
FRBNG-J564V.

VIEW REQUEST DASHBOARD

Frequently Asked Questions

What file types can | upload?
You can upload files in PDF, DOC, or DOCX format.

Why am | being asked for additional author information?

Some programs require additional details about the author before a letter can
be submitted.

Can | make changes after submitting?

If updates are allowed, an Update Submission option will be available in your
dashboard. You must sign in with an AAMC account to access the dashboard.
If you fulfilled the original request as a guest, you will need to associate that
fulfillment with your AAMC account. See the Claiming a Cuest Submission job
aid for more details.

© AAMC 7 AAMC.ORG


http://www.aamc.org
https://www.aamc.org/media/82436/download

