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How can I use Interfolio for my medical orHow can I use Interfolio for my medical or
dental school application?dental school application?

• With Interfolio's Dossier service, you can store and manage all of your letters in one
place.

• Letters remain confidential, but you control where they go and when they get there.
• With Dossier, letter writers only have to submit your letter of recommendation once

to Interfolio, and we’ll help get them sent to all of the schools you are applying to.
• We partner with AACOMAS, AMCAS, and other health professions applications to

make letter management easier for you.
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What is the cost of using Interfolio?What is the cost of using Interfolio?

The Dossier service is subscription-based, starting at $19 for a 1-year subscription$19 for a 1-year subscription. This
option is all you need to manage your letters for the current application cycle.

And don't worry, even if your account expires, you can renew at any time, and we will still
have your letters on file.

There are fees associated with delivering your materials to various destinations and
application services. The most commonly used delivery method is electronic/email which is
a $6 fee per delivery being sent. So, if you are applying to 4 schools, the total cost would be
$24 to deliver letters to them all. Other delivery methods can be found in our "Delivery
Pricing and Shipping Options" help article.
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I've applied and sent letters before. Can I useI've applied and sent letters before. Can I use
those letters for future application cycles?those letters for future application cycles?

Absolutely! Interfolio won't delete your letters from your account, even if it expires. When
you decide to apply again, you can renew your Interfolio account and have access to
sending those letters again.
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I've received more letters I want to send. Will II've received more letters I want to send. Will I
be charged again?be charged again?

• You will only be charged once per application cycle to send your letters via
Interfolio's Electronic DeliveryElectronic Delivery method.

• You will be charged $6 for your first delivery of letters to any one electronic
destination (e.g. AMCAS, AADSAS, an individual osteopathic school, etc).

• For any subsequent delivery to the same registered electronic destination, you are
able to select the Free Electronic DeliveryFree Electronic Delivery option.

• For direct uploads to AACOMAS, Interfolio charges $4 per letter.
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Collecting Letters ofCollecting Letters of
RecommendationRecommendation
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How do I collect and send my letters?How do I collect and send my letters?

There are three stepsthree steps for managing your letters of recommendation with Interfolio.

1. Sign up for Dossier1. Sign up for Dossier
The first thing to do is sign up for a Dossier account.

2. Collect letters into your account by requesting2. Collect letters into your account by requesting
recommendationsrecommendations
Once you have signed up for Dossier, you will need to complete a recommendation request
form for each letter you'd like to have submitted.

Log in to your account to begin requesting recommendations.

3. Apply through Interfolio3. Apply through Interfolio
Create an application to the school, and we will attach your letter to the application once we
receive it from your letter writer.
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Can my letter writer mail the letter to Interfolio?Can my letter writer mail the letter to Interfolio?

We're happy to receive letters by mail. However, you will need to send a recommendation
request to your letter writer, even if the letter has already been written, and we will need
your letter writer to include an Interfolio-generated Document Request Form in the
envelope. This is to ensure that we get the letter into your account correctly, and as quickly
as possible.

To get started, log in to your account and visit our Help Center, where you will find detailed
instructions for downloading requesting letters through Interfolio.

Your letter writer can find instructions in this article o on sending letters by mail at this
article on sending letters to Interfolio by mail.

When we receive the letter, we will scan it and upload it to your Dossier, and will send you
an email letting you know it is available for you to include in deliveries.
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Can I collect and store letters before I submitCan I collect and store letters before I submit
my application?my application?

Absolutely! Feel free to sign up for a Dossier account and collect letters, even before you've
submitted your AACOMAS application.

However, we advise that you only send your letters of recommendation after your
application has been received by the schools to which you are applying.
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How do my letter writers submit a letter ofHow do my letter writers submit a letter of
recommendation to Interfolio?recommendation to Interfolio?

Your letter writer can either upload or mail a letter to Interfolio. But first, you will need to
sign in to your Interfolio account and complete a recommendation request.

Completing this request will prompt an email to your letter writer with instructions for
uploading or mailing the letter to Interfolio. Once the letter is received by Interfolio, we will
add it to your account and notify you by email.
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How can the letter writer include letterheadHow can the letter writer include letterhead
and signature?and signature?

It's recommended that letters be written on official letterhead, and include a hand-written
or digital signature of the writer.

How to add letterhead:How to add letterhead:
The easiest way to include letterhead is to have the writer type the letter in a template already
formatted with the letterhead.

Many universities and departments have standardized letterhead templates they provide to
professors and administrators. Most medical practices will also have letterhead templates for
doctors and staff.

How to include a signature:How to include a signature:
Usually, the easiest way to include a hand-written signature is to PrintPrint, SignSign, ScanScan, and UploadUpload
the letter. We recommend this process for professors or doctors who are less familiar with
computer technology.

 A quicker option is to create and include a Digital SignatureDigital Signature on Interfolio. Yoir letter
writer can see this link for detailed instructions on creating a digital signature.

Page 13Page 13Medical and Dental School FAQ

http://support.interfolio.com/m/29600/l/266330


AACOMAS, AMCAS, AADSAS,AACOMAS, AMCAS, AADSAS,
and TMDSASand TMDSAS
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How do I use Interfolio to deliver letters ofHow do I use Interfolio to deliver letters of
recommendation to AACOMAS?recommendation to AACOMAS?

If you have letters of recommendation stored in your Interfolio Dossier account, you can
have Interfolio upload them directly to your AACOMAS application using our online
application delivery service. We'll steer you to a unique Interfolio email address generated
for each confidential letter of recommendation stored in your account. You'll substitute this
email address for your letter writer's email address in the recommendation letter section of
the AACOMAS online application.

Typically, you only need to deliver each letter once from Interfolio to AACOMAS, regardless
of the number of osteopathic schools you're applying to. The cost to you is $4 per letter,
and the processing time is 1-3 business days from when you check out the delivery in your
Dossier account. Simply follow the steps found in the link below to have your
recommendations submitted to AACOMAS:

http://product-help.interfolio.com/m/27438/l/266289-upload-letters-to-an-online-
application-system
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How do I send letters directly to an individualHow do I send letters directly to an individual
DO school?DO school?

Once you have collected letters in your Interfolio Dossier, you're ready to send them to the
schools where you are applying. Please follow these steps to send your letters.

 Please note that beginning with the 2016 application cycle, you can send your letters to
AACOMAS centrally using Interfolio's online application delivery service.

Make sure you have associated AACOMAS ID numbers withMake sure you have associated AACOMAS ID numbers with
your account from the "Account Settings" pageyour account from the "Account Settings" page

IDs are listed at the bottom of the Account Settings "Personal Information" tab
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After adding your AACOMAS ID, navigate to your DossierAfter adding your AACOMAS ID, navigate to your Dossier
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Click "New Application"Click "New Application"

Search for your schoolSearch for your school
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Select the destination for your deliverySelect the destination for your delivery

Click "Start Application"Click "Start Application"
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Add letters to the deliveryAdd letters to the delivery

Click "Add Document"Click "Add Document"

Choose Existing Document or Upload New FileChoose Existing Document or Upload New File

Select a letter under Choose Existing DocumentChoose Existing Document and click DoneDone.
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Repeat the step above for each letter you want to send, and clickRepeat the step above for each letter you want to send, and click
"Continue" when you are finished adding letters"Continue" when you are finished adding letters

Include your AACOMAS IDInclude your AACOMAS ID
After choosing your destination and letters for the delivery, click I'd like to associate an IDI'd like to associate an ID
number with this applicationnumber with this application and select your AACOMAS ID.

Page 21Page 21Medical and Dental School FAQ



Select the correct ID and submit your applicationSelect the correct ID and submit your application

Enter payment information and complete paymentEnter payment information and complete payment
Double check to make sure the destination and delivery ID are correct!
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How do I use Interfolio to deliver letters ofHow do I use Interfolio to deliver letters of
recommendation to AMCAS?recommendation to AMCAS?

You can use Interfolio to deliver documents electronically to AMCAS. Before starting a
delivery to AMCAS, you will need:

• Your AAMC IDYour AAMC ID (found in your AMCAS application). Before you start a new delivery to
AMCAS, be sure to save your AAMC ID in your Interfolio Account SettingsAccount Settings. For help
adding your IDs, check out the article How Do I Add ID Numbers to My Deliveries?

• A 7-digit AMCAS Letter IDAMCAS Letter ID (provided through the application) for each unique letter
you’re sending to AMCAS.

• You’ll need to match each unique letter ID to its corresponding letter during the
delivery creation process.

 Note:Note: AMCAS has 3-5 days to post a letter to your account once we send the delivery
from our side.

1. From any application screen, click on your name and go to1. From any application screen, click on your name and go to
Account Settings to add your AAMC ID (found in your AMCASAccount Settings to add your AAMC ID (found in your AMCAS
application) to your accountapplication) to your account
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2. After adding your AAMC ID, navigate to the materials page of2. After adding your AAMC ID, navigate to the materials page of
your Dossieryour Dossier

3. Click "New Application"3. Click "New Application"
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4. Type4. Type "AMCAS" in the search box, and select the appropriate"AMCAS" in the search box, and select the appropriate
letter serviceletter service

5. Select the position to which you are applying5. Select the position to which you are applying
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6. Click "Start Application"6. Click "Start Application"

7. Click "Add Document"7. Click "Add Document"
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8. You can add a document from your Dossier or upload a new8. You can add a document from your Dossier or upload a new
filefile

9. Click "Continue" when you are finished adding documents9. Click "Continue" when you are finished adding documents
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10. Enter the matching AMCAS Letter ID for each letter you are10. Enter the matching AMCAS Letter ID for each letter you are
sending, and click "Save Letter IDs" as shown belowsending, and click "Save Letter IDs" as shown below

11. Select your AAMC ID to include it with the delivery11. Select your AAMC ID to include it with the delivery
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12. Double-check your IDs!12. Double-check your IDs!

 If your IDs do not match correctly, we will not be able to correctly sync your delivery to
your AMCAS application.

13. Select the electronic delivery method, and click "Submit13. Select the electronic delivery method, and click "Submit
Application" when you are finishedApplication" when you are finished

 AMCAS has 3-5 days to post a letter to your account once we send the delivery from
our side.

Remember, follow up deliveries to AMCAS are free!Remember, follow up deliveries to AMCAS are free!
For help with your AMCAS recommendation section, visit the AMCAS FAQ page.
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How do I use Interfolio to deliver letters ofHow do I use Interfolio to deliver letters of
recommendation to AADSAS?recommendation to AADSAS?

If you have letters of recommendation stored in your Interfolio Dossier account, you can
have Interfolio upload them directly to your AADSAS application using our online
application delivery service. We'll steer you to a unique Interfolio email address generated
for each confidential letter of recommendation stored in your account. You'll substitute this
email address for your letter writer's email address in the recommendation letter section of
the AADSAS online application.

Typically, you only need to deliver each letter once from Interfolio to AADSAS, regardless of
the number of dental schools you're applying to. The cost to you is $4, and the processing
time is 1-3 business days from when you check out the delivery in your Dossier account.

Previously, AADSAS required applicants to submit their recommendations with
accompanying "matching forms." However, applications occurring within the 2016-17
application cycle and beyond will **not** require such matching forms. Instead, you'll
simply follow the steps found in the link below to have your recommendations submitted
to AADSAS.

http://product-help.interfolio.com/m/27438/l/266289-upload-letters-to-an-online-
application-system
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How do I use Interfolio to deliver letters ofHow do I use Interfolio to deliver letters of
recommendation to TMDSAS?recommendation to TMDSAS?

You can use your Interfolio Dossier account to deliver letters of recommendation to your
TMDSAS application. You can find the full TMDSAS application instructions at
https://www.tmdsas.com/medical/application-instructions.html. Follow the steps below to
complete an electronic delivery to TMDSAS.

1. When requesting a letter of recommendation, your letter1. When requesting a letter of recommendation, your letter
writer just needs to submit their letter directly to Interfoliowriter just needs to submit their letter directly to Interfolio

2. Log in to your TMDSAS application and enter your letter2. Log in to your TMDSAS application and enter your letter
writer's name in the "Letters of Evaluation" sectionwriter's name in the "Letters of Evaluation" section

3. Select "Interfolio" from the drop-down menu for the3. Select "Interfolio" from the drop-down menu for the
question: "Indicate how your evaluator will send your letter toquestion: "Indicate how your evaluator will send your letter to
TMDSAS"TMDSAS"

4. Go back to your Interfolio account, click your name and select4. Go back to your Interfolio account, click your name and select
"Account Settings" to add"Account Settings" to add your TMDSAS ID to your accountyour TMDSAS ID to your account

 Your evaluator does not need to include the TMDSAS ID number on their letter if they
are submitting it to Interfolio. Your TMDSAS ID number can be added to your Interfolio
account so that you can include it in deliveries later.

For help adding your TMDSAS ID, check out the article Adding ID Numbers to Your
Deliveries
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5. After adding your TMDSAS ID, navigate to your Dossier5. After adding your TMDSAS ID, navigate to your Dossier
account to start a new deliveryaccount to start a new delivery

5.1. From your dashboard, click "Applications"5.1. From your dashboard, click "Applications"
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Click "New Application"Click "New Application"

6. Type "TMDSAS" in the search box6. Type "TMDSAS" in the search box
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7. Select the position that appears for the application cycle to7. Select the position that appears for the application cycle to
which you are applyingwhich you are applying

8. Click "Start Application"8. Click "Start Application"
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9. Select documents to include in your delivery9. Select documents to include in your delivery

 Note:Note: After adding your documents, be sure to add your TMDSAS ID to your delivery
before you process it.
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10. Select your TMDSAS ID to include it in your delivery10. Select your TMDSAS ID to include it in your delivery

 See here for more information on adding application ID numbers to your account.
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11. Select the electronic delivery method, and click "Submit11. Select the electronic delivery method, and click "Submit
Application" when you're finishedApplication" when you're finished
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How do I Add ID Numbers to My Deliveries?How do I Add ID Numbers to My Deliveries?

ID numbers are numbers you can associate with a delivery to make sure your materials go
to the right place. These numbers are not required by Interfolio but some institutions may
require them. Interfolio can include application ID numbers with your delivery. Follow the
directions below to save ID numbers to your account and add an ID number to your
delivery.

Save ID numbers to your account:Save ID numbers to your account:

1. Log in to your account, click your name and navigate1. Log in to your account, click your name and navigate to "Accountto "Account
Settings"Settings"
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This opens the Personal Information tabThis opens the Personal Information tab

2. Scroll to the very bottom of the "Personal Information" tab, and click2. Scroll to the very bottom of the "Personal Information" tab, and click
"Add ID Number""Add ID Number"
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3. Select the type of ID from the dropdown menu (AACOMAS, AAMC,3. Select the type of ID from the dropdown menu (AACOMAS, AAMC,
TMDSAS, SSN, or Other)TMDSAS, SSN, or Other)

4. Enter an ID number and click to save4. Enter an ID number and click to save

 After completing this step your ID will be saved in your account and available for you to
include on your delivery coversheets.

Include an ID number with a delivery:Include an ID number with a delivery:

 ID numbers are associated with deliveries from the "Review Delivery" page shown
below. This screen comes up during the process of creating a delivery.
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You can also add ID numbers to existing deliveries by editing a deliveryYou can also add ID numbers to existing deliveries by editing a delivery
from your Applications pagefrom your Applications page
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In either case, you will click the link to add application ID'sIn either case, you will click the link to add application ID's

Select an ID from the listSelect an ID from the list

If you need to change or assign a different ID, click the "Manage IDs" link and follow the
instructions above for saving ID numbers to your account.
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Click "Preview PDF"Click "Preview PDF"

The ID you added will appear on the coversheet for your deliveryThe ID you added will appear on the coversheet for your delivery
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