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3Setting Up Your Account

The Management Platform

SETTING UP YOUR ACCOUNT

Step 2 
Create a password and enter 
your full name and mobile 
phone number. This number 
will be used to send a code via 
text message for multi-factor 
authentication.

Step 1 
You will receive an email from  
our system asking you to Activate 
Your Manager Account. Click 
the Activate Account button 
to be taken to https://admin.
amopportunities.org/login.

Step 3 
Complete your multi-factor 
authentication by entering the code that 
is sent to you via text. You will then be 
able to log in to your account. Be sure 
to select the Remember This Device? 
to avoid having to use multi-factor 
authentication each time you log in.
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LOGGING IN 
 
You can access the AMOpportunities Admin Site login page at 
 https://admin.amopportunities.org/login. 

We suggest bookmarking this tab on your web browser 
so it is easy to access again in the future. 
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OVERVIEW OF THE MANAGEMENT PLATFORM 
When you first log in, you are brought to your Dashboard grid. The dashboard view defaults to 
show you all upcoming trainee applications reserved for your program(s). Think of this as your 
home page. This serves as your main viewing page.  

IMPORTANT NOTE: 
You are in READ-ONLY view, noted at the top, which means AMO is managing 

acceptance and enrollment. You will not be able to create new applications or programs 
nor edit any application or program.  
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CUSTOMIZING YOUR MANAGEMENT SETTINGS 
There are several options for you to customize how your Dashboard displays at login. To 
access your Management Settings, click your name and then click settings.  

You can choose between defaulting to grid view or calendar view, opening the tool panel 
used to add more columns or create pivot tables, and the default sort date you wish to view 
applications in grid view. 

Once your preferences are selected, click save. The next time you log in, your dashboard will 
display your preferences. 
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GRID VIEW & CALENDAR VIEW 
On your Dashboard, in addition to the default Grid View, which displays application 
information in a dynamic table view, you can also view upcoming trainees in Calendar View. To 
view your calendar, click the blue Calendar View button found in the upper left corner.  

Calendar View 
If you prefer your view to default to Calendar View upon sign in you can adjust your 
preferences by selecting the arrow next to your name in the top right corner, clicking settings, 
and adjusting your default settings. 

A green box will appear on the date a trainee is scheduled to start and will indicate the 
number of trainees starting that day. In this case there is one trainee starting on Nov. 2, 2020. 
The red circle in the upper left corner of each date tells you how many students are scheduled 
with your program(s) on that date.  

You may click any given date on the calendar to view a list of the trainees scheduled for that date. 
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Clicking on a medical trainee’s name displays a quick summary of their application. This 
overview also includes links to their CV and full application view.

Grid View 
You can navigate back to your main Dashboard grid view by clicking the blue Grid View 
button in the upper left corner or by selecting Dashboard from the top menu.  

In addition to the Dashboard grid, there are three additional grids you can access: Programs, 
Hosts, and Applications. These grids can always be accessed from the menu at the top of 
your screen, circled in red on the image below.
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Customizing, Searching, and Filtering a Grid 
Below are some of the ways you can customize, search, and filter a grid on the AMO Admin 
Platform. 

• Rearrange columns by dragging the column header and moving the column to a 
different area of the grid.  

• Sort columns by numeric or alphabetic ascending or descending order by clicking 
on the column header. An up or a down arrow will appear to indicate ascending or 
descending sort. 
 

• Enter a portion of the spelling or numbers and hit the enter or return key on your 
keyboard to search a column. 

• Filter a column by clicking the funnel icon          at the top of the column and input the 
parameters you wish to filter the grid by. 

• Reset a filter or search by clicking the funnel icon on that column and clicking reset.  
Reset all filters by clicking the orange reset filters button on the upper right of your 
screen.  

• Save your grid customization by selecting the orange Save Grid button on the 
upper right of your screen. 

• Add more columns or create a pivot table with the data by selecting the column 
icon, circled in red. You can then select different columns to add to your grid and/or 
drag and drop different columns to the Row Groups and Values boxes to create a 
pivot table. 

 » Reset to the default columns by selecting the orange Reset Columns button on 
the upper right of your screen. 

 » Reset your pivot table by clicking the orange Reset Pivots button on the upper 
right of your screen.
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Quick Reference Guide: Programs 
View your programs under the Programs tab (top right). To view a specific program, click the 
blue arrow icon             located in the column to the left of the program name.

PROGRAM VIEW  
To view a program, click on the blue icon             on the far left of the grid. This will bring you to 
the program view shown on the following page. 

The top panel shows the program overview including: 

• Program Name 
 Includes program specialty, location, and other identifying information. 

• AMO Coordinator  
 This is the individual assigned to your program. 

• Program Tags  
 Tags help applicants filter through programs and give you an opportunity  
 to highlight different selling points of your program. 

• Program Images   
 If the program has multiple images (noted by the dots at the bottom  
 of the picture) you can drag the pictures to the left and right to view  
 each image.  
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How to Access the Trainee Program View 
To view the program as it appears to trainees on the AMO platform, click the Program Preview 
link in the top left corner (circled). 

This program overview can be collapsed or shown on any program tabs by clicking on the 
arrow located in the upper right corner, circled in red below.
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Trainee Program View 
When you click the Program Preview button, this will bring you to a preview of the program 
as it displays on the AMO site. Here you can scroll through the view as a prospective trainee. 
To exit this preview, click the orange Close Program Preview button at the top of your 
screen. This will return you to the AMO Admin Platform.

QUICK FACTS 
Here are some quick facts about our programs.  

• A program is called a rotation or a clinical experience.  

• A new program is created for different specialties, preceptors, and/or 
clinical experiences offered.  

• Each program is associated with a host. One host may be associated with 
multiple programs.  

• Each program has a customized name, specialty, spots available per 
month, exposure type, experience offered (hands-on, observership, 
research, etc.) photos, location details, and description.  

• Each program is assigned a program ID upon creation.  

 » Program IDs are unique to each program and do not change.  

 » When searching for applications, you can sort by program ID to find 
the applications specific to a program. 

 » One host may be associated with multiple program IDs.
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PROGRAMS GRID  
To view the Programs grid, click Programs on the menu at the top right of your screen. 

Program States 
On the left side of each Program there are “Program States” used internally for AMO. You can 
collapse the Program States by clicking the arrow next to it, circled in red.

Program Details  
Here you will find the Program Name, Program Specialty, Program Type(s) offered for this 
program (observership, hands-on, research, nursing, pre-med shadowing, and/or virtual), 
Program Permitted (student, graduate, or any), Offered Seats (a program’s monthly medical 
trainee capacity), Program ID, and the Program Location information. 

Once on the programs grid you will see a list of the programs associated with your account. 
The Live column tells you if the program is live on our site for applicants to view. “True” means 
the program is live. “False” means the program is not live. If you have a mix of “True” and 
“False” programs, you can filter them by typing “True” or “False” into the text box and hitting 
enter.  

“Program Name” is the title of the program as displayed on the AMO site. Titles typically 
display the preceptor’s information in one of two formats: “SPECIALTY” at “LOCATION” or 
“SPECIALTY” with “CREDENTIALS”. 



14Quick Reference Guide: Programs

Content Description 
Here you can view the content that is shared on the AMO site. There are eight sections that 
may be completed. If the box next to the title is checked Orange and the program is Live, that 
content is displayed on the site.  

• Academic Affiliations – Academic titles the preceptor holds 

• Hospital Affiliations – Hospital affiliations of the preceptor; not always locations of 
the program 

• What to Expect – A description of the program and activities that the trainee may 
participate in 

• Exposure Type – A description of what setting the program will take place in 
(inpatient, outpatient, virtual, etc.) 

• Best Suited For – The level of education recommended or required for applicants 
of this program 

• Patient Load – Approximate patient load 

• Languages – Languages other than English spoken by the preceptor or staff  

• Evaluation Mode – A description of how students will be evaluated based on the 
experiences offered (hands-on, observership, virtual, etc.)  

Additional Requirements 
Here you can view if the program requires any additional items aside from AMO’s core 
requirements. Additional requirements are specific to the stage of the application process in 
which they are collected. If additional requirements are required, one or both top two boxes 
will be checked orange. The page is then organized into two columns: Pre-Acceptance 
Requirements on the left and Post-Reservation Requirements on the right, as shown in the 
example below.
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If there are additional requirements, they will be listed in the format below. If there is 
paperwork for the trainee to sign or review, it is uploaded to these requirements. You can 
view it by clicking the name of the document. An example of this is circled in red on the 
image below.

Clinical Sites 
Here you can view the clinical sites that are listed for the program. Trainees cannot view 
the actual address until they are enrolled. Only the program site name and geolocation are 
displayed on the AMO site.   

Scheduling 
Here you can view the schedule we have for the program. Trainees are told this is an 
approximate schedule and are instructed to discuss with the preceptor on the first day. Only 
the left column titled Schedule displays on the AMO site.  

Availability is the availability of the program for reservations. The months with checkboxes 
are available; any months unchecked are permanently unavailable.  

Unavailable months are specific months of a year blocked off, usually for short-term clinic 
closures or preceptor vacations. 
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HOSTS  
 
A host is the primary preceptor for a program. Host pages contain the host’s contact 
information. In some cases, the host may be the institutional contact if a program does not 
have a specified preceptor.  

The Hosts grid is where you will find the information for the host(s) associated with your 
account. Each host’s page contains basic host and clinic details. To view the Hosts grid, click 
Hosts on the menu at the top right of your screen. Alternatively, you can find this information 
on the host’s program(s), which will give more information about how the program is displayed 
on the AMO site. 
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Quick Reference Guide: Applications 
A new application exists for each trainee, the program they apply to, and the dates for which 
they apply. Please note that the same individual may have multiple applications as they can 
apply for different months or, depending on your site offerings, they may apply for different 
specialty experiences.  

Applications show the details of the applicant, their stage in the application process—
known as their Application State—the details of the program they have applied to, and their 
required paperwork.  

Applications appear on the Dashboard and Applications grid tabs, which can always be 
accessed on the top right menu on your screen. Applications for a specific program can also 
be found in the individual program view.  

APPLICATIONS GRID 
To view the Applications grid, click Applications on the menu at the top right of your screen.  

The Applications grid can be sorted by current applicants (upcoming and current trainees), 
past applicants (trainees who have completed your program), and all applicants (upcoming, 
current, and past trainees) by clicking the orange buttons on the upper left. 

The Applications grid defaults to show columns with the following information: trainee 
name, specialty, program dates and application state. You can customize, sort, or filter these 
columns. See page 18 for more details.  
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IMPORTANT NOTE:  
Past applications are only found on the Applications grid, not the Dashboard grid. 

You can distinguish between upcoming, current, and past Enrolled applications by sorting by 
Start Date or Month and Year on the Applications grid.  

IMPORTANT NOTE:  
To sort, click the funnel next to the column name and input the parameters you wish to 
search by. 

APPLICATION STATES 
From the Dashboard and Applications grids, you can filter the applications by the Application 
State column to show you upcoming, current, or past medical trainees. Below is a list of 
common states you will see. 

Reserved 
A Reserved application is a trainee who has reserved your program. You will receive an email 
from rotations@amopportunities.org when they reserve. Trainees are in the reserved state 
until all documents and payments are collected, and the preceptor or administrator has 
approved their required paperwork.  

Enrolled 
An Enrolled application is a trainee who is currently completing your program or whose 
completed documents have been approved by the preceptor and/or administrator and is 
ready to complete your program. 

An Enrolled application also represents past trainees you have hosted who have yet to 
complete their evaluation on the AMO site.  
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Completed 
A Completed application is a trainee who completed your program in the past and has 
completed their evaluation on the AMO site.  

These applications are only found on the Applications grid, not the Dashboard. 

VIEWING AN APPLICATION 
To view an application, click on the blue icon             on the far left of the grid.  

This will bring you to the application view shown below. The top panel shows an application 
overview. This can be collapsed or shown on any application tabs by clicking on the arrow 
located in the upper right corner, circled in red. 
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Application Sections 
Each application is organized into three sections by the tabs on the left: Application Summary, 
Trainee Profile, and Documents.  

Application Summary 
The Application Summary tab is where you will find the information specific to the program 
and dates for this trainee. For example, on this tab you will find the program type (hands-on, 
observership, virtual, etc.) and the dates of the application.  

Trainee Profile 
The Trainee Profile tab is where you will find the information specific to the trainee. For 
example, here you will find their academic status, passport country, and university name. 

Documents 
The Documents tab is where you will find the uploaded required documents for the 
application. Document uploads may be incomplete or involve duplicates. The final approved 
documents required for a program are sent by your Program Coordinator. You can view an 
example of how uploaded documents appear in the screenshot below. 

To view an uploaded document in the Basic Documents section, click on the orange file link. 
To view an uploaded document in the Immunization Records section, click the link under 
Uploaded Document.
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Quick Reference Guide: Trainees  
The AMOpportunities Admin Platform allows you to view your trainees and program(s). 
Below are quick reference visuals that show where you can access current, upcoming, and 
past trainee information.  

VIEWING CURRENT AND UPCOMING TRAINEES 
Use the dashboard grid, calendar view, and applications grid to view upcoming and current 
trainees.   

Dashboard Grid 
View upcoming and current trainees in an organized table.

Calendar View 
View upcoming trainees on a monthly calendar. First click on the date you wish to view and 
then click on the name of the applicant to view their summary.
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VIEWING PAST TRAINEES 
View past trainee applications under the applications tab (top right) by selecting Past 
Applications. To view an application, click the blue arrow icon             located in the column to 
the left of the trainee’s name. 

Applications Grid 
View current applications under the applications tab (top right) by selecting Current 
Applications. To view an application, click the number in the column to the left of the 
trainee’s name.
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Quick Reference Guide: Stipends 

Viewing if a Stipend Was Paid for an Application 
To view if a stipend was paid, navigate to the Applications tab (top right) and click on Past 
Applicants (left). Note the Column tab on the right (circled).

Adding Program Paid column to the applications grid:  
To add a column to the grid, click the Column tab. This will provide you with a search bar. 
Search “Paid” or “Program Paid” in the bar to bring up the Program Paid option and click 
the box so that a check mark appears. 

The Program Paid column will now appear in the grid. If “True” the stipend has been paid to 
the program. If “False” the stipend has not been paid to the program. 



IF YOU HAVE ANY QUESTIONS, PLEASE 
CONTACT OUR PROGRAMS TEAM

rotations@amopportunities.org 

+1-312-821-9020 x4 

www.amopportunities.org


