W\

AAMC

Electronic Residency
Application Service

I~
oy
gE RAS Letter of Recommendation (LoR) Portal

User Guide

ERAS® is a program of the
Association of American Medical Colleges

www.aamc.org/eras




ERAS 2017 > LoRP User Guide '

Table of Contents

About the Letter of Recommendation POrtal (LORP).........ouiiiiiiiiicie ettt 1
(o] = To U1 =T a V= ) S TSP 2
Creating an AAMUC ACCOUNT ... uiiii ettt e e et e e e ttb e e e e sstbteeeestbeeeesstbeeeeesststeeeastsbeeaasssseeeesstseeeesssseeenans 3
Uploading a Letter of RECOMMENUATION ...c..iiiiiiii ettt ta e ebe e 6
Uploading a New Version of an EXISTING LOR ......cuiiiiiiiiiic ettt 9
SOMEING INTOIMIATION L.ttt ettt ettt ettt ettt e et te e et e et e e ete e eateeaeeeaeeenseereaas 10
TOGEIING BEEWEEN SEASONS ....uviitiiitiieit ettt ettt ettt ettt et et et e et e e e e at e e st e e st e e st e e sseeaeeeaseesseeseeesbeesseenseenseenseennse e 11
(0] e X O U SOUUPPRRUPRRN 12
ERAS HelpDesk Contact INfOrMEatioNn ....c...oiei e 13

© 2016 AAMC. May not be reproduced without permission.




ERAS 2017 > LoRP User Guide '

About the Letter of Recommendation Portal (LoRP)

The Letter of Recommendation Portal (LoRP) enables LoR Authors and/or their designees to upload letters of
recommendation (LoRs) to ERAS for distribution to training programs, at the request of applicants.

In the MyERAS application, applicants generate a Letter Request Form (LRF) for each LoR they are requesting
and they provide the relevant author with the form. Authors and/or their designees use the unique Letter ID on
each LRF to upload LoRs for applicants. A designee may not be a member of the hospital in an advising role or
medical school staff supporting in the application process.

Applicants must indicate whether they waive their right to view the LoR for each LoR entry created. Applicants
who waive their right to view a LoR are not permitted to view or obtain the LoR under any circumstances. All
letters of recommendation must be uploaded through the LoRP and all LoRP users must accept the Terms and
Conditions.

When a LoR is uploaded, it cannot be deleted or altered. To modify a LoR, a new version must be uploaded.
Programs will only be able to view the most recent version of the LoR but LoRP users will see each version they
have uploaded. All LoRs will have a watermark that includes the name of the person uploading the LoR, the
source of the upload and the date. Applicants will receive an email notification that alerts them when a LoR has
been uploaded.

© 2016 AAMC. May not be reproduced without permission.
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LoR Requirements

In order to upload a LoR to the LoRP, it must meet the following requirements:

e File must be in a PDF format.

e File size must not exceed 500KB.

e Files cannot be password protected.

e Files cannot have electronic signatures.

e Page dimensions cannot exceed 8.5 x 11 inches.

e File names cannot contain spaces or special characters (i.e. hyphens, periods, etc.).
e LoR(s) should be signed by the LoR Author.

e |tis recommended that all LoRs be carefully reviewed, written on professional letterhead and signed.
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Creating an AAMC Account

To access the LoRP, you will need an AAMC account. If you already have an account, you may use your existing
user name and password to access the Letter of Recommendation Portal (LoRP).

1. Please visit https://services.aamc.org/eras/lorportal and click Register for an AAMC account.

v

g

CAAMC

Tomaorrow's Doctors, Tomorrow's Cures =

Sign In

One AAMC account fo access AAMC services

LIsername

Password

Forgot Username  Forgot Password

Meed Help?

Don't have an AAMC account?

I Reqgister for an AAMC account

2. Input your Personal Information and then click Next.

© 2016 AAMC. May not be reproduced without permission.
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Create New Account

@ :

Perzonal Information Account Information

M Email

Confirm Email

1 First Name Middle {optional) Last Name Suffix (optional ICI

Previous Last Name (optional

[Wa]
[ <]

3. Create your account by completing all of the fields and clicking the checkbox to confirm that you have
reviewed and agree to the AAMC'’s Privacy Statement and the Terms and Conditions. Then, click Register.
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Create New Account

| =

Perzonal Infarmation Account Infarmstion

1 Lsername

Fassward

Re-enteryour password

a Security Auestion 1 v Answer
Security Question 2 v Answer
Security Guestion 3 v BSEr

DI hawve reviewed and agree to the privacy statement and the terms and conditions.

Back Register

4. You will receive a confirmation email. In order to verify your account, you must click the link provided in the
email to complete your AAMC account registration.

5. Using the user name and password you created, sign in to the Letter of Recommendation Portal (LoRP).

\g
’ Note: If you are a designee uploading LoRs on behalf of multiple letter authors, you do not need to
create multiple accounts. The LoRP enables you to organize the LoRs you upload by the author.
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Uploading a Letter of Recommendation (LoR)

To upload a LoR:

1. Identify the ERAS Letter ID on the Letter Request Form (LRF) you received from the applicant. Then, click +
Add New LoR.

Letters of Recommendation (LoR) Manager

Season: | 2016

LoR Author Applicant Hame Specialty Assign... AAMCID Letter ID Last Upload Date Upload LoR View LoR

You do not have any LoRs to manage. Please click + Add MNew LoR.,

2. Enter the ERAS Letter ID exactly as it appears on the Letter Request Form (LRF) and click Continue.

)

-Enter ERAS Letter ID

»  Enter the ERAS Letter ID exactly as it appears on the Letter Request Form given ta vou by the applicant

n Click Continue

ERAS Letter ID: |Please Enter ERAS Letter ID from the Letter Request Form

3. After verifying the ERAS Application Season, Applicant and LoR Author Details, mark the checkbox at the
bottom of the screen and click Upload.

Click Cancel, if the ERAS Application Season, Applicant and/or LoR Author Details are incorrect. Please notify

the applicant so he/she can make corrections and provide you with a new Letter Request Form (LRF) to
upload your letter.

© 2016 AAMC. May not be reproduced without permission. 6
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Add LoR

Verify ERAS Application Season, Applicant & LoR Details

Plzase verify that the infarmation below is correct by marking the verification box below.,

ANERTE: IF any mformabion & inaccurate, oick Cancel and confact the aoplicant direct so they can make fhe corrections m MyERAS, Do nof upipad your ieffer unkd the aoplicant makes the corvections
1 MYERAS and prowides pow with a nes [ of Reguest Form and { effer 1.

If wou are ready to upload wour letter, click Upload,

ERAS Application Season: 2016

Applicant Details

Mame Emma Harris

Preferred Mame

AAMC ID 21063515

Preferred Phone Mumber 2027410789

Preferred Email eharris@students.com
I waive my right to view this letter Yes

LoR Author Details

ERAS Letter ID 409SWILISDO
Marne D, Keri &dams
Specialty ko which this letter will be assigned Internal Medicine

have verified the information above and it is correct

4. Upload the LoR by selecting Browse to locate it. Then, click Continue.

Upload Letter

= Allfiles must be in & POF Farmat.

= File size must nat excesd 500 KB,

= File cannok be password prokected.

= File page cannat exceed a maximum size of 8.5 x 11 inches.

= Filename cannot contain spaces or special characters (j.e. hyphens, slashes, periods, etc.)
»  Ibis recommended that all letters be written and submitted on professional letterhead.

s LoR(s) should be signed by the LoR Author and include a date.

Letter to Bronwse to a POF file
Upload:

5. After verifying the LoR, click Finish. A confirmation message will appear. After reading the message, click OK
to proceed with uploading the LoR.
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Add LoR

Verify Letter

AAMC

Associstion of

American Medical Colleges

655 K Streat, MW, Suite 100, Washington, D.C. 20001-2399
T 202 828 0400

WWLABMC O]

Your letter will display in the system. Please review the letter and verify its accuracy.

Then, the LoR Manager screen will display and you will be able see that the LoR was successfully uploaded.

g
' Note: Once a LoR is uploaded, it cannot be modified. To alter it, you must upload a new version.
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Uploading a New Version of an Existing LoR

To create a new version of a LoR:

1. Identify the applicant that you will be uploading a new LoR for on the LoR Manager screen and click the upload
icon located in the Upload LoR column.

Letters of Recommendation (LoR) Manager " add New LoR
LoR Author Applicant Hame Specialty Asszign... AAMCID Letter ID Last Upload Date Upload LoR View LoR
Dr. Keri Adams Emma Harris Internal Medicine 21063818 4099viiabn 2015-12-0516:3. ..

2. Follow the same steps used to upload the initial letter including:

e Verify the ERAS Application Season, Applicant and LoR Author details
e Upload the LoR and
e \Verify the LoR

\g
' Note: Programs will only be able to see the most recent version you have uploaded but you will see all
versions you have uploaded.
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Sorting Information

By clicking on the arrows that appear when you hover over the column headers in the Letter of
Recommendation (LoR) Manager screen, you are able to sort the information being displayed.

Each column has a drop-down list that will allow you to sort in either ascending or descending order.

Letters of Recommendation (LoR) Manager
Season:| 2015 [~|
LoR Author Applicant Name |+ Specialty Assign... AAMCID Letter ID Last Upload Date Upload LoR View LoR
Sarah Doe Clancy Wiggum ‘%l Sort Azcending 21017580 IMfkdztcd 2015-05-2116:0... a*

il Sort Descending

Columns >

Selecting the Columns option in the drop-down list, allows you to add and remove columns by clicking on the

checkboxes.
Letters of Recommendation (LoR) Manager
Season:| 2015 [~]
Applicant Name ¥ Specialty Assignment Letter ID Last Upload Date Upload LoR View LoR
Anthony Edward Stark | %) Sort Ascending 34cOwfica 2015-05-2117:19:21.0 2
Clancy Wiggum &l sortDescending At 2015-05-21 16:05:39.0 £
P N [} LoR Author
Applicant Name
Specialty Assignment
) asmc D
Letter I
Last Upload Date
Upload LoR
View LoR

\g
' Note: The Letter Writer column will display the author’s name the way it was entered by the applicant in
their MyERAS application.

© 2016 AAMC. May not be reproduced without permission.
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Toggling Between Seasons

Use the Season drop-down list, to select ERAS Seasons on the Letters of Recommendation (LoR) Manager screen
so you can view LoRs that were uploaded to the LoRP previously and upload new letters.

Letters of Recommendation (LoR) Manager

\ ' Add New LoR

Season:) 2016 [~

2015
2016

Last Upload Date Upload LoR View LoR

Specialty Assignment Letter ID

Applicant Name

You do not have any LoRs to manage. Please click + Add New LoR.

© 2016 AAMC. May not be reproduced without permission.




ERAS 2017 > LoRP User Guide '

LoRP FAQ

What is a Letter Request Form?

The Letter Request Form (LRF) is a document that includes instructions on how to access the ERAS LoRP,
applicant information, the Letter ID and if the applicant has waived their right to see the LoR. You should
receive a form for each letter you are asked to write.

Will the LoRP convert my file to a PDF format or should it already be in a PDF format before | upload it?

In order to upload a LoR, it must already be in a PDF format. The LoRP does not have the capability to
convert your file into a PDF format.

PDFs with encryption, password protection, or digital signatures cannot be uploaded. Any LoRs that do not
meet these guidelines must be revised and resubmitted.

For more information on the PDF file format, please see

How can | view an existing LoR for an applicant listed in my LoR Manager?

Click the Adobe icon located under the View LoR column of the LoR Manager.

I mistakenly uploaded the wrong letter for an applicant. What should | do?

Once a LoR has been uploaded for an applicant, it cannot be modified or removed. To make a correction,
you must upload a revised version of the LoR using the instructions under Uploading a New Version of an
Existing LoR section of the user guide. Programs will only be able to view the most recent version of the
LoR but LoR Authors will be able to view all versions.

What if my file exceeds the 5MB size limit?

If you are struggling to meet the 5MB file size limit, please try using a black and white document,
minimizing or removing graphics, and/or adjusting your Adobe (PDF creator) settings.

© 2016 AAMC. May not be reproduced without permission. 12
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ERAS HelpDesk Contact Information

BF Send us a Message

" (202) 862-6298
Monday - Friday
8a.m.-6p.m.

https://www.aamc.org/eras/lorp

© 2016 AAMC. May not be reproduced without permission.
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