Dashboard Features - Logged-in Users ;(
Job Aid ?AAMC

This job aid illustrates features and functionality found in the AAMC Letter Writer Portal dashboard.

Note: You must have an AAMC account. If you submitted as a guest, create an AAMC account using the
same email address used to submit your letter so any guest submissions can be automatically linked.

Log into the AAMC Letter Writer Portal by entering your AAMC username and password. Alternatively,
you can create an AAMC account if you do not already have one.
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Job Aid

This job aid illustrates features and functionality found in the AAMC Letter Writer Portal dashboard.

Pending tab — You will be taken to this tab when you first log in. You can use this tab to manage
requests that have yet to be fulfilled.
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This job aid illustrates features and functionality found in the AAMC Letter Writer Portal dashboard.

@ The global search feature (below the Pending tab) can be used to further filter data elements contained
within the request. Additionally, you can also use the column search boxes and drop-down filters.
Columns can also be sorted by text or date. These features were designed to help you manage your
work in the event you receive many letter requests. When you are ready to upload a letter, you can
select the Upload Letter button on the far right of the corresponding request.
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This job aid illustrates features and functionality found in the AAMC Letter Writer Portal dashboard.

Clicking on the applicant’s hyperlinked name will bring up the Request Details card with additional
details about the request. Letters can also be uploaded directly from this card by selecting the
Upload Letter button.
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This job aid illustrates features and functionality found in the AAMC Letter Writer Portal dashboard.

Add Request button — this feature can be used to add a letter request that was not automatically
matched to your AAMC account. The Request ID can be found on the request email or document

provided by the applicant. You are able to add and save requests to your dashboard without the
obligation to fulfill them right away.
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This job aid illustrates features and functionality found in the AAMC Letter Writer Portal dashboard.

e Completed tab — Use this tab to view request history, including submitted documents and make updates
according to guidelines set forth by the AAMC application. The search, sort, and filter functions on this
table work the same as described on the Pending tab.
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This job aid illustrates features and functionality found in the AAMC Letter Writer Portal dashboard.

@ The search, sort, and filter functions on this table work the same as described on the Pending tab.
You will notice different actions are now available on the right side of the table. Click the “&=]” PDF
icon to view past document submissions. You can only view documents for which you are the uploader.
Click the “*.” Upload icon, if available, to submit an updated document for a request. The policy on
whether additional uploads can be submitted is specific to the AAMC application.
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This job aid illustrates features and functionality found in the AAMC Letter Writer Portal dashboard.

As stated in Step 2, the Request Details card can be accessed by clicking on the hyperlinked applicant’s
name. There is a History tab available that displays all status changes and updates. You can view past
document submissions by clicking on the PDF icon for each corresponding action. You can only view
submitted documents in the AAMC Letter Writer Portal if you are the uploader.
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