Using the AAMC Letter

Writer Portal Dashboard

Who This Guide Is For

This guide is for letter writers who submit letters through the AAMC
Letter Writer Portal and sign in with an AAMC account. It provides

a simple overview of how to find requests, upload letters, and review
past submissions.

Before You Begin
You must have an AAMC account to use the dashboard.

If you previously submitted a letter without signing in, create an AAMC account using
the same email address you used at that time. This allows the system to connect your
past submissions to your account.

To access the dashboard:

1. Go tothe AAMC Letter Writer Portal

2. Sign in with your AAMC username and password
3. If you do not have an account, select Create Account and follow the on-screen steps

Signln

~User Name Don't have an account?

aamcguest Register for an AAMC account to begin
accessing products and services.

= =
CREATE ACCOUNT

*Password

SNS—

FORGOT YOUR USERNAME?
FORGOT YOUR PASSWORD?
NEED HELP?
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o Pending Requests

1.1 Pending Tab

When you sign in, you will see the Pending tab first. This tab shows letter
requests that still need action. Use this area to review requests and fulfill
letters that have not yet been submitted.

Author Name \/AN)

?AAMC Letter Writer Portal My Requests [eCHIETSEIN

ADD REQUEST

My Requests

Pending Completed
Q Search #> SHOW / HIDE
Applicant ¢t Letter Type 4t Request Date ©  AAMC Service 4t Season/Cycle ¢t Status Action
[Q Search ] 1 + Filter - ] 1 ¥ Filter ~ ] [ + Filter - ] ‘ ¥ Filter ~ ’ ‘ ¥ Filter ~ ]

Name, Applicant FULFILL
AAMC ID: 21023731 tandardized May 05, 2026 RAS 2027 Pendin
21025 2 Lt € REQUEST

Request ID: 8DSL-BMVNL-VNSBC

Name, Applicant FULFILL
AAMC ID: 21023731 Narrative May 05, 2026 ERAS 2027 Pendin,
i f REQUEST

Request ID: 2728-V25FT-BQMIT

Name, Applicant FULRILL
AAMC ID: 21023731 Committee Letter May 08, 2026 AMCAS Program 2027 Pendin,

Request ID: PT4P-74H6F-G2M7M

Name, Applicant FULFILL
AAMC ID: 21023731 Individual Letter May 08, 2026 AMCAS Program 2027 Pendin

Request ID: Q562-58728-NV6JF

Total ltems: 4 ltems/page| 10 ~ | Page1of1

1.2 Finding, Organizing, and Customizing Requests
You can find and manage requests using the tools above the table:

The search bar lets you search by keyword
Filters help narrow results
Column sorting lets you order requests by name or date
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You can also customize which columns appear in the table by selecting
Show / Hide, located next to the search bar. When you select Show / Hide,
a menu opens where you can:

- Choose which columns to show or hide
- Deselect all columns
- Reset the table to the default view

The table updates immediately based on your selections. Your column preferences:

- Apply only to the Pending tab
- Are saved automatically
- Will still be in place the next time you sign in

When you are ready to submit a letter, select Fulfill Request on the right side
of the request row.

/7 \
Author Name (AN)

?AAMC Letter Writer Portal My Requests [eTETRRIN

My Requests

‘Qseamh—@

[ Q Search Columns

Applicant '

Q searct [ | Requestor Email

Name,App [ | Requestor Phone Number FULFILL
AAMC ID: 2 2026 ERAS 2027 REQUEST
Request ID AAMC Service

Jate *  AAMC Service ¢ Season/Cycle Status Action

n

[ ¥ Filter v

¥ Filter ~ } ¥ Filter ~ ]

Name, App
AAMC ID: 2 Season/Cycle 2026  ERAS 2027 ::"S'E"S"T
Request ID Q

- Specialty

Name; App FULFILL
AAMC ID: 2 2026  AMCAS Program 2027
Request ID Q

DESELECTALL  RESET TO DEFAULT
Name, App FULFILL
AAMCID: Zevenree srersr v sy 2026 AMCAS Program 2027

: REQUEST
Request ID: Q562-58728-NV6JF

Total tems: 4 Irems/page‘ 10 ~ | Page1lof1
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1.3 Viewing Request Details

Select the applicant’s linked name to open the Request Details panel. This panel
shows more information about the request, including its status.

You can also upload a letter from this panel by selecting Fulfill Request.

Applicant Name

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

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

Author Information

Author Name: Author Name

Author Email:

Request Information

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

Letter Type: Commitiee Letter

‘ FULFILL REQUEST

1.4 Adding a Request Manually

If a request does not automatically appear on your dashboard, you can add
it yourself.

Select Add Request and enter the Request ID, which can be found in the email
or document the applicant provided to you.

You may save a request without submitting a letter right away.
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Add a Letter Request

*Request ID:

123456

9 Completed Requests

2.1 Completed Tab

The Completed tab shows requests you have already submitted. It includes your
past fulfillments and allows updates when permitted by the specific AAMC service.

Search, filter, and sorting tools work the same way as they do on the Pending tab.

You can also customize which columns appear in the Completed table by
selecting Show / Hide next to the search bar.

Column preferences for the Completed tab:

- Are managed separately from the Pending tab
- Do not affect what you see in Pending
- Are saved and restored when you return to the portal
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AR
Author N: )
jor Name ( [i!f/

?AAMC Letter Writer Portal My Requests Contact Us

My Requests

_ S

—

Pending Completed

Q Search @

I Q fearch Columns

I st Date T Status Date ¥ Status ¢t Action

Q Searct Letter Type ilter - } [ ¥ Filter - ] [ ¥ Filter - }

Name, App Request Date
AAMC ID: 2 8,2026 May 08, 2026
Request ID Status Date

Applicant !

®

Name, App
AAMC ID: 2
Request ID

Requestor Preferred Name 8,2026 May 08, 2026

®

| Requestor Email
Name, App
AAMCID: 2 - ~ .- 5, 2026 May 08, 2026
Request ID

13
>

DESELECT ALL RESET TO DEFAULT
Name, App

AAMC ID: Z.vanr e R coeay-s5, 2026 May 08, 2026
Request ID: 8HWB-VWJ7R-B8D8H

Total tems: 4 Items/page| 10 ~ | Page1of1

2.2 Actions for Completed Requests

For each completed request, you may see additional options on the right side of
the table:

- Select the PDF icon to view a letter or letters you previously submitted
- Select the Update Submission icon (if available) to submit an updated letter

You can only view documents that you submitted, and update options depend
on the requesting AAMC service application’s rules.
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N
Author Name (AN )
N/

gAAMC Letter Writer Portal My Requests Contact Us

My Reaquests

Q Search # SHOW / HIDE

Applicant ¢t Letter Type ¢ Request Date y* Status Date ¥ Status ¢t Action

= e — e e |

Name, Applicant

AAMC ID: 21023731 Narrative May 08, 2026 May 08, 2026 {Completed @

Request ID: F8X7-VN49P-BJ7HR

>

Name, Applicant
AAMC ID: 21023731 Letter Packet May 08, 2026 May 08, 2026
Request ID: 4XVM-W4GMB-ZL27W

>

Name, Applicant

AAMC ID: 21023731 Standardized May 05, 2026 May 08, 2026 m 8 2
Request ID: F6JC-MQACV-WHMCD

Name, Applicant Update Submission

AAMC ID: 21023731 Standardized May 05, 2026 May 08, 2026
Request ID: 8HWB-VWJ7R-B8D8H

Total Items: 4 Ilems/page Page1of1 |<

2.3 Viewing Request History

You can review a request’s status history by selecting the applicant’s name to
open the Request Details panel.

The History tab shows when updates or changes occurred. You may also select
the PDF icon in this area to view letters you submitted in the past.

© AAMC 7 AAMC.ORG


http://www.aamc.org

Using the AAMC Letter
Writer Portal Dashboard

Applicant Name

Letter Detail

Programs only see the most recent document associated with a request for a given cycle.

Letter Status Date Season/Cycle Action

(Completed | May 08, 2026 10:46 AM 2027 =)
(Completed May 08, 2026 10:40 AM 2027 a8

May 08, 2026 9:59 AM 2027

Frequently Asked Questions

Why don’t | see a request from an applicant?

The request may not be linked to your account yet. Try adding it manually using
Add Request and the Request ID provided by the applicant.

Why can't | upload another letter for a completed request?

Some AAMC services limit whether updated letters can be submitted. If the
Update Submission option is not available, additional updates are not permitted
for that request.

Why can't | see a letter that was already submitted?

You can only view letters that you submitted yourself. Letter requests fulfilled by
others are not visible in your dashboard.

© AAMC 8 AAMC.ORG


http://www.aamc.org

