
 
 
 
 

 
  

Upload a Student List & 
Edit Student Details 

 
 

Main Residency Match 

 
Users:  
• School Officials (SOs) 

• School Administrators 
(SAs) 
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Note: This Upload a Student List & Edit Student Details guide explains how to complete this task using a 

desktop computer. The menu options are the same whether using a mobile device or desktop. 
 

Uploading a student list containing the school’s U.S. seniors helps the school official and administrator identify seniors who have not yet 

registered for the Match. The R3 system will compare registered applicants to the uploaded student list and remove applicants from your 

list as they register. By the end of the applicant registration period, no student names should remain on the list. 
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Login: 

1. Enter the Username and Password you created for 

accessing the R3 system.  

 

2. Click Login.  
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The Match Home Page displays for your school.  

Match Home Page: 

3.  Your school name, role, username, and Match year display. 

4.  Your school’s applicant status table displays. 

5.  Main Residency Match event dates display. 
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Create a Text File of Students: 

Multiple U.S. seniors can be uploaded simultaneously using a 

tab-delimited text file.  

 

1. Create an Excel file of students with the following 

components: 

• AAMC ID 

• USMLE ID 

• NBOME ID 

• First Name 

• Middle Name 

• Last Name 

• Date of Birth, in the format mm/dd/yyyy 

 

Columns must be created for each component even if 

there is no data available. 

 

There must be only one applicant per line and at least 

one ID per student is required. 

 

2. Save the Excel file as a .txt (Text/Tab delimited). 

 

 

 

 

3. Open the .txt file in Notepad.  
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Match Home Page: 

 

1. On the Match Home Page, the note indicates you have 
not uploaded a student list.  
 

2. Click Upload Student List. 
 

 

The Upload Students page displays. 

 

3. In your prepared applicant list text file, select the rows of 

all applicant records (do not include the header/title row) 

and copy them by using Ctrl+C on the keyboard. 

 

 

 

 

 

 

 

4. Click your cursor in the Applicant Data field in the R3 
system. Paste the applicant records using Ctrl+V on the 
keyboard. 
 

5. Click Upload Students. 
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6. If there are errors with the data upload, the specific error 

message is displayed above the Applicant Data box. 

Correct the data in the applicant list and re-copy/paste into 

the Applicant Data box. 
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7. If there are no errors with the data upload, the green success 

note displays at the top of the screen. 

 

8. Displayed in the table are students on the uploaded list who 

have not registered for the Match. Throughout the Match 

season, school officials and administrators should contact these 

students to confirm if they intend to register for the Match. 

 

Students who have registered and paid the Match fees do not 

appear on this page. They can be found on the Students and 

Graduates page, accessible from the School menu. 
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Set to Not Participating: 

If a student will not be participating in the Match, set the 

student’s status to “Not Participating” to prevent the student 

from registering for the Match.  

 

1. Find the student and click the Set to Not Participating 

link.  

 

 

 

2. The Set to Not Participating pop-up displays.  

 

3. Select a reason from the drop-down menu. 

NOTE: A student who has matched to an advanced 

position in an early Match should not be moved to Not 

Participating status. The student may need to register for 

the Main Residency Match to secure a preliminary 

position. 

 

4. Click Cancel to close the pop-up. 

 

5. Click Submit to set the student’s status to not 

participating. 
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Set to Not Participating, Continued: 

 

6. The student information displays in a table at the 

bottom of the screen.  

 

7. Repeat these steps for each student whose 

participation status is to be changed to Not 

Participating. 

 

NOTE: If a student with a Not Participating status 

attempts to register for the Match, the student will 

receive a message indicating participation is not 

allowed, with instructions to contact the medical school 

office with questions. 

 

Set to Participating: 

 

8. To change the student’s status to “participating”, click 

the Allow Participation link.  

 

9. The Allow Participation pop-up displays.  

 

10. Click Cancel to close the pop-up. 

 

11. Click Submit to set the student status to participating, 

allowing them to register for the Match.  
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View and Edit Student Details: 

1. To edit a student’s information or remove a student 

from your school’s list, click View and Edit List at the 

bottom of the Verify Participation Status page.  

 

 

 

 

2. The View and Edit Students page displays.  

 

3. Find the student and click the Edit link.  

 

 

 

 

 

4. The Add/Edit Student pop-up displays.  

 

5. Click Cancel to close the pop-up.  

 

6. Edit the student details and click Update.  
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Remove a Student from the School’s List: 

1. To remove a student from your list, find the student’s 

name on the View and Edit Students page, and click 

the Remove link.  

 

 

 

 

 

2. The Please Confirm pop-up displays.  

 

3. Click Cancel to close the pop-up.  

 

4. Click Confirm to remove the student from your student 

list.  

 

5. The green note confirms the student was successfully 

removed.  
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Add a Student to the School’s List: 

1. To add a student to your list, click the Add a Student 

button on the View and Edit Students page.  

 

 

 

2. The Add/Edit Student pop-up displays. Enter the 

student’s details in the fields. 

 

3. Click Cancel to close the pop-up.  

 

4. Click Update to add the student to your student list.  

 

 

5. The green note confirms the student was successfully 

added.  
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Delete List and Re-Import: 

1. To import a new list, click the Delete List & Re-Import 

button at the bottom of the Verify Participation Status 

page.  

 

2. The Confirm Deletion pop-up displays.  

 

3. Click Ok to delete the current student list.  

 

4. Click Cancel to close the pop-up.  

 

5. A green note confirms the current student list has been 

deleted.  

 

6. To import a new student list, follow the steps in the 

Upload Student List section in this guide.   
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