
© AAMC AAMC.ORG1

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 to the 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

http://www.aamc.org
https://platform.aamc.org/letter-writer/
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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.
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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

http://www.aamc.org
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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.

http://www.aamc.org
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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.

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.

http://www.aamc.org
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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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http://www.aamc.org
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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.

http://www.aamc.org
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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.

http://www.aamc.org
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Frequently Asked Questions

Why don’t I 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 I 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 I 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.

http://www.aamc.org

