
 
 

© AAMC 1 AAMC.ORG 

Compose and Send Messages in PDWS 

This document will show users how to compose a message in PDWS, save drafts, and save a message 

template. 

  

1. Navigate to the ERAS® Program Director’s WorkStation (PDWS) and enter your AAMC 

username and password.  

 

2. Click the Program Messages tab and select Compose on the right-hand side of the 

screen. 

 

3. Select Applicants from the Select Recipients drop-down or type in the applicant’s email 

address.  

4. Enter the Subject for your email. 

1.  If desired, use the Apply a Message Template option to select a pre-defined 

template message. 

 

https://pdws.aamc.org/pdws-web/
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5. Enter a message in the body. 

1. If desired, use the Attach a File link to include a document with the message.  

6. Click the Send button. 

1. Click the Save As Draft button to save a draft and come back and send the 

message later. 

2. Click the Save As Template button to save the message as a template for future 

use. 

3. Click the Discard button to exit the light box without sending the message. 

  

 

  

(Please note: When sending a bulk message to multiple applicants, applicants are blind carbon copied 

[bcc’d], and therefore will not see other applicant’s names included in the message.) 
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