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Creating an Email Template 

In the PDWS, you can create email templates for frequently sent messages. Programs can create up to 

250 message templates. 

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

username and password.  

2. Click the Program Messages tab.  

3. Select Templates in the sidebar menu. 

4. Click Add Template. 

5. Enter a message in the body. 

a) If desired, use the “Attach a File” link to include a document with the message 

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

later. 

 

  

7. Click the Save As button to save the template for future use. A pop-up window will 

appear confirming the template is saved successfully. 

a) Click the Discard button to exit the light box without saving the message 

template. 
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