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Claiming a Guest Submission  
(If Original Was Submitted as a Guest)

Who This Guide Is For

This guide is for letter writers who originally submitted a letter as 
a guest and now need to access that letter or submit an updated 
version by signing in with an AAMC account.

Before You Begin

Not all AAMC programs allow updated letters to be submitted. In addition, programs 
that allow updates may handle how updated letters are shared with schools or 
programs differently. 

Before proceeding, review the letter submission policies for the relevant AAMC 
program:

•	 AMCAS® Letter Service Guidelines
•	 ERAS® Letters of Recommendation
•	 SHPEP Application Materials Guidelines

This job aid assumes:

•	 You successfully submitted the original letter as a guest, and
•	 You are now attempting to view or update that submission by accessing  

it through an AAMC account

Identify the Email Address Used for the Original Submission

Locate the email address you used to submit the original letter as a guest.

You should have received a confirmation email at this address when the original 
submission was completed. If you have multiple email addresses, this step helps 
ensure you use the correct one.

1

http://www.aamc.org
https://students-residents.aamc.org/applying-medical-school-amcas/amcas-letter-service-advisors-and-other-letter-authors
https://students-residents.aamc.org/applying-residencies-eras/publication-chapters/letters-recommendation
https://www.shpep.org/application-process/application-materials/
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Sign In or Create an AAMC Account

To access and update a guest submission, you must use an AAMC account  
that has a verified email address matching the email used for the original  
guest submission.

2.1 If You Do Not Already Have an AAMC Account

Create an AAMC account using the same email address used for the original 
guest submission: 

•	 Go to Create an AAMC Account
•	 Complete the registration steps
•	 Verify your email address before continuing
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http://www.aamc.org
https://auth.aamc.org/account/
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2.2 If You Already Have an AAMC Account

If your AAMC account email address:

•	 Matches the email used for the original guest submission, you can continue
•	 Does not match, update your AAMC account email address to match the 

email used for the guest submission

You may change your AAMC account’s email address back after completing the 
steps in this guide, if needed.

Sign In to the AAMC Letter Writer Portal

Once your AAMC account email address matches the email used for the original 
guest submission, sign in to the AAMC Letter Writer Portal.

You may be asked to accept the AAMC Letter Writer Portal Terms and 
Conditions if this is your first time signing in or if the terms have changed.
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http://www.aamc.org
https://platform.aamc.org/letter-writer/
https://www.aamc.org/services/aamc-letter-writer-portal/terms-and-conditions
https://www.aamc.org/services/aamc-letter-writer-portal/terms-and-conditions
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Locate the Completed Request

After signing in, you will see your My Requests dashboard.

Select the Completed tab to view previously fulfilled requests associated with 
your account.

If you have many completed requests, use the search or filter options to locate 
the request you would like to view or update.
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Submit an Updated Letter (if applicable)

For the appropriate completed request, locate the Update Submission (upload) 
action and follow the on-screen steps to submit an updated letter.

The upload, preview, and submit process is the same as submitting an  
original letter.
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Frequently Asked Questions

Why don’t I see an option to update my submission?

Not all AAMC programs allow updated submissions. If Update Submission is not 
available, updates are not permitted for that request.

Why is matching the email address important?

Matching the email address allows the system to associate your original guest 
submission with your AAMC account. Verifying email addresses prevents 
unauthorized access of letters.

http://www.aamc.org

