
 

 

   

CaRMS Online Referee Manual 

  

Before you begin using CaRMS Online, please note that we recommend using a supported browser.  

CaRMS supports the following browsers: 

For PC: 

 Chrome (recommended for the best user experience) 

 Firefox 14.0 or higher  

 Internet Explorer 9* 

For MAC: 

 Chrome (recommended for the best user experience) 

 Safari 5.0 or higher 

*If you have upgraded to the newer Internet Explorer (IE) 10, you will experience some difficulties accessing the CaRMS Online sys-

tem. Activating “Compatibility view” under “Tools” in the browser is recommended. IE8 also has limited functionality.  

If you are not using a supported browser, unexpected errors will occur. We apologize for any inconvenience, and recommend that 

you upgrade to a supported browser. 

https://www.google.com/intl/en/chrome/browser/
http://www.mozilla.org/en-US/firefox/new/
http://windows.microsoft.com/en-CA/internet-explorer/download-ie
https://www.google.com/intl/en/chrome/browser/
http://support.apple.com/downloads/#safari
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1-Creating a referee account 

If you have not yet created an account for the current R-1 Main Residency Match, visit: https://phx.e-carms.ca/phoenix-web/

referee/register to register. 

If you received a reference request email from CaRMS, a link to the login page can be found in the body of the email. Clicking this 

link will automatically add the applicant’s request to your account. For instructions on submitting the letter online, please see sec-

tion 4 of this manual. 

1 

1. Click the link to register for a referee account. 

Figure 1.1 
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https://phx.e-carms.ca/phoenix-web/referee/register
https://phx.e-carms.ca/phoenix-web/referee/register
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1 

1. If you are a returning user, click I already have a CaRMS Online account. If you are a new user, select I do not have a 

CaRMS Online account, proceed with registration.  

2 

2. If you have selected the first option, enter your username and password.  

Note: If you have a referee account for the MSM, FM/EM or Pediatric Subspecialty matches, or for an R1 Main 

Residency Match prior to the 2013 Match, you must create a new referee account.  

3 

3. If you do not know your username or password, select Forgot your user name or password? Enter your username or 

email address. An email will be sent to the email address used when you registered for your account. 

1-1. Returning user 

Figure 1.2 

Figure 1.3 

Figure 1.4 
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1-2. New user 

1 

1. Enter the required information. The personal information you enter will appear in the header of your letter if you 

decide to type it online. 

2 

2. Enter your email address. If the system informs you that the email address is in the system, this means you already 

have an account at CaRMS. If you have a program user account, you may add the referee role to your account. Select 

I already have a CaRMS Online account to log into your account. 

3. 
Enter the required information. Some of this information will appear in the header of the letter if you decide to type 

it online. Required fields are marked by a red asterisk (*). 

3 

Figure 1.5 

Figure 1.6 
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1 

2 

Create a password for your CaRMS Online account.  

Create a username for your CaRMS Online account. Usernames are not case sensitive. Do not use any special        

characters. 
1. 

2. 

Click REGISTER to complete the registration process. Once your request for registration is complete, you will be 

directed to your referee account.  

4 

4. 

3. 

3 

Create three security questions and answers. You will be asked one of these questions if you ever 

need to reset your password. 

Note: Record your security answers and keep them in a safe place. 

Figure 1.7 

Figure 1.8 
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2-User account 

You can modify you information at any time in the My Account section. 

1. Enter your user information. You can modify this section at any time. This information will appear in the header of the 

letter if you decide to type it online. Click SAVE to continue. 

2. 
Enter your contact information. You can modify this section at any time. This information will appear in the header of 

the letter if you decide to type it online. To clear all fields in this section, click NEW. Click SAVE to continue. 

Figure 2.1 
1 

Figure 2.2 
2 
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2. Enter your security questions and answers. You can modify this information at any time. Click SAVE to continue.  

Figure 2.4 

2 

1. 
Enter your mailing address. You can modify this section at any time. This information will appear in the header of the 

letter if you decide to type it online. If you wish to clear all fields in this section, click NEW. Click SAVE to continue. 

Figure 2.3 1 

v 1.0 
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3-Finding a reference request 
To find a reference request, place your cursor over REFERENCE REQUESTS in the top left menu. A dropdown menu will open.  

Select List of Reference Requests to see the reference requests in your referee account. If a reference request is not already on 

your list, you may add the reference request by clicking on Find Reference Request. 

1 

2 

1. 

2. 

Click on Find Reference Request to search for a reference request. 

Your reference request will appear on your list.  

Figure 3.1 

Figure 3.2 
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1 

1. 
Enter the Reference Request ID (8 letters) and the applicants’ CaRMS ID (two letters, three numbers, two letters and 

three numbers). You can find this information on the top right section of the reference request page received from the 

applicant.  

The applicants’ details will appear below. Verify that that the information is correct and click ADD TO REQUEST LIST to add the re-

quest to your list.  

2 

2. Click SEARCH. 

Figure 3.3 

Figure 3.4 

Figure 3.5 
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4-Submitting a letter of reference online 
Once the reference request has been added to your list you will be able to compose a letter. Select the reference request and click 

on Compose/Edit Letter. 

1 

2 

3 

1. 

2. 

3. 

Click on Compose/Edit Letter to upload or write a letter. 

Click on Archive to remove the reference request from your reference request list. The reference request will ap-

pear in your archived reference request section and can be restored. 

Click on Discard to delete a reference request. One a request has been discarded, you will not be able to submit a 

letter. Discard reference requests that have been sent to you accidentally.  

4. Select the method you would like to use: Upload Letter or Type Letter Online. 

5. The box on the right contains guidelines on what to include in the letter. These recommendations can also be found 

on the reference request received from the applicant. 

4 
5 

Figure 4.1 

Figure 4.2 
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4.1-Uploading a letter 

2 

To upload a letter, click on Choose File. Select the document you wish to upload.  

4 

Click SAVE to continue. 

3 

1 

2. 

3. 

4. 

1. 

Note: Letters must be in PDF format and no larger than 1.5MB. 

Click on the name of the document to view it.  

Click SUBMIT to finalize and submit the letter. 

Note: If you have mistakenly submitted a letter that was not complete or needed editing, send a request to 

operations@carms.ca. The letter will be removed from the reference request and you will be able to upload a 

new version of the letter. 

Figure 4.3 
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mailto:operations@carms.ca
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4.2-Type the letter online 

1 

2 

5 3 

4 

Click on Letterhead Settings to modify your letterhead. You can upload a letterhead image as well as a signature 

image from your computer. You can also modify the professional information that will be generated in the letter-

head.  

1. 

Figure 4.4 

Figure 4.5 
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4. 

5. 

Click Preview Reference Letter to view the document.  

Click on SUBMIT to finalize and submit the letter. 

Note: If you have mistakenly submitted a letter that was not complete or needed editing, send a request to 

operations@carms.ca. The letter will be removed from the reference request and you will be able to upload a 

new version of the letter. 

Click SAVE. 3. 

Type the letter in the box.  2. 

Note: To prevent any loss of information, we recommend that you type the letter in a word document first 

and save it on your computer. Copy/paste the letter into the box.  

Once submitted, the Submitted On column on your Reference Requests page will show the date the letter was submitted.  

Figure 4.6 
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mailto:operations@carms.ca
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5-Archived List of Reference Request 
Archive reference requests to remove them from your main list. You can archive a request to prevent yourself from accidentally 

submitting a letter under the wrong reference request. You can also archive reference requests that have already been completed 

to distinguish them from those that are still pending.  

1 

1. Select Archived List of Reference Requests under the REFERENCE REQUESTS menu. 

2 

2. Restore a reference request by clicking on Restore. The document will be restored to your Reference Request List. 

Figure 5.1 

Figure 5.2 
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6-Referee preferences 
Modify your letterhead in the REFEREE PREFERENCES section.  

Note: If you make modifications to your letterhead after you submit a letter, the changes will not be reflect-

ed in the submitted letter.  

2 

1 

1. 

2. Click SAVE to continue. 

Click on Choose File to upload a letterhead or signature image. File size restrictions apply.  

 Letterhead images must be in JPG  format and must not exceed 512 KB. 

 Signature images must be in JPG format and must not exceed 256 KB. 

Figure 6.1 
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1. 

2. Click SAVE to continue. 

Modify your Professional Information, if desired. Required fields are marked by a red asterisk (*). 

1 

2 Figure 6.2 
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