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Accessing Letter Requests

Who This Guide Is For

This guide is for letter writers who need to access a letter request  
in the AAMC Letter Writer Portal. It explains how to:

•	 Open a request using an email link
•	 Choose between guest and signed in submission
•	 Access requests from your dashboard

Before You Begin

Letter requests can be accessed in two primary ways:

•	 Through a request link provided by an applicant
•	 Through the My Requests dashboard after signing in

This guide focuses only on accessing a request. It does not cover how to complete  
or submit a letter.

Access a Request from an Email Link

When an applicant requests a letter, you will receive an email that includes a 
request link.

To begin:

1.	 Open the email from the applicant
2.	 Select the request link

American Medical College Application Service® (AMCAS®) Example 
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Electronic Residency Application Service® (ERAS®) Example   

Summer Health Professions Education Program (SHPEP) Example    

Confirm Request Details and Choose How to Continue

After opening the request, you will be directed to the AAMC Letter Writer  
Portal and asked to confirm the request details. You will see options for how  
to proceed at the bottom.

Option A: Select Continue as Guest if you prefer not to sign in.

•	 No AAMC account is required
•	 You will verify your email address during the process
•	 This option is best for one-time submissions
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Note: Request details may vary depending on the AAMC program or 
service (for example, the AMCAS application service, ERAS application 
service, or SHPEP program). As long as the applicant’s name and request 
context are correct, you can proceed.

http://www.aamc.org
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Option B: Select Sign In or Create Account if you want to use an AAMC account.

•	 Allows you to manage requests in your dashboard
•	 Enables access to submission history and updates (if permitted)
•	 Requires email verification for new accounts

http://www.aamc.org
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Option A: Continue as Guest – Enter Your Information 

Click the Continue as Guest button. You will be asked to:

•	 Enter your name and email address 
•	 Confirm your email address 
•	 Agree to the Letter Writer Portal Terms and Conditions. 
•	 Select Continue

http://www.aamc.org
https://www.aamc.org/services/aamc-letter-writer-portal/terms-and-conditions
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Option A: Continue as Guest – Verify Your Email 

After submitting this information, check the inbox for the email address  
you provided. 

Select the verification link in the email to continue. If you do not receive the 
email within a few minutes, check your spam or junk folder. You may also 
resend the verification email if the option is available. 

Once you have completed this step, you are ready to fulfill your letter request.

http://www.aamc.org
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Option B: Log In or Create Account

Click the Log In or Register button.

If you already have an AAMC account, sign in using your username and password. 

If you do not have an account, select Create Account and follow the on-screen 
steps. You must verify your email address before you can continue with the 
submission. 

After you successfully sign in, you are ready to fulfill your letter request.

http://www.aamc.org
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Access a Request from Your Dashboard

If you have an AAMC account, you can also access requests directly from your 
dashboard without using an email link. To access requests:

1.	 Go to the AAMC Letter Writer Portal
2.	 Sign in using your AAMC username and password or create a new account  

in the same fashion described in Option B: Sign In or Create Account above.

After signing in, you will land on the Pending tab of your My Requests 
dashboard. Select Fulfill Request to open a pending request. If a request does 
not automatically appear, you may add it to your dashboard using the Add 
Request process detailed in the Using the Dashboard job aid.
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Frequently Asked Questions

Do I have to create an AAMC account to access a request?

No. You can access and submit a letter as a guest using the request link.

Which option should I choose: guest or signed in?

Choose guest submission for one-time use. Choose signed in submission if you  
want to manage requests, view history, or update submissions when allowed.

Why don’t I see a request in my dashboard?

Requests appear in your dashboard only if they are associated with your AAMC 
account email address.

Pro Tip: If you want requests to appear automatically in your dashboard, ask 
applicants to send the request to the same email address associated with your 
AAMC account. When the email entered by the applicant matches your AAMC 
account email exactly, the request will be automatically linked to your account 
and appear in your Pending dashboard when you sign in.

http://www.aamc.org

