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Adding Users  
Users may be added individually or through a bulk roster upload.  

Bulk User Upload  
For instructions on uploading multiple users at once, please refer to the Bulk Roster 

Upload Guide . 

Adding an Individual User  
1. Navigate to the Users  tab. You will see a list of all users currently associated with 

your program.  

2.  Select Add User . 

 

3.  Enter the user’s program email address and select Next . 

 

4.  Complete the user information form.  

Demographic information is optional and is not required for account setup. Please 

make sure the following information is entered accurately:  

o Email address  o First and last name  o Phone number  

 

https://www.absurgery.org/wp-content/uploads/2025/09/ABS-EPA-App_Batch-Upload-Guide.pdf
https://www.absurgery.org/wp-content/uploads/2025/09/ABS-EPA-App_Batch-Upload-Guide.pdf
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5.  In the Programs  section, select the correct program.  

 

6.  Choose the appropriate Program Role  for the user.  

 

7.  When finished, close the Programs  section of the form and select Save . 

 

8.  Return to the Users  page. The new user should now appear in your program’s user 

list.  

9.  When you are ready for the user to receive their welcome email and complete 

account activation, select the Invite  button next to their name.  
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Adding an Existing Active User to Your Program  
Some users may already have an active account in the ABS EPA App . You can locate and 

update active  accounts rather than creating a new account  and losing data connected  to 

a previous account.  

To add an existing active user to your program:  

1. Navigate to the Users  tab and select Add User . 

2.  Enter the user’s program email address and select Next . 

3.  If the user already has an active account, their account information will 

automatically populate.  Review the information for accuracy and update it if 

needed.  

4.  In the Programs  section, add the correct program and select the appropriate 

program role.  

5.  Close the Programs  section and select Save . 

Once an active user is added to your program and the profile is saved, they will 

automatically become active in your program.  

Understanding User Statuses  
The Users  page will show the status of each user in your program.  

Active Users  

Active users will show Active  next to their names.  

Invited or Incomplete Users  

Users who have been invited but have not completed account 

activation will still show the Invite  button.   

Under the Invite  button, you will see a light gray note that says 

Invited , along with how long ago the welcome email was sent.  

Requests to Join Program  
Users may request to join your program. These requests will appear automatically in your 

program’s user list.  

Next to the user’s name, you will see a blue Requested  status with Approve  and Deny  

buttons beneath it.  

Please review each request and select the appropriate option.  
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Managing Users  
Program Administrators and Program Directors can add, edit, and remove users from a 

program.  

Editing a User  

1. Navigate to the Users  page  and l ocate the user you need to update.  

2.  Select Edit  next to the user’s name.  

3.  Make the necessary corrections.  

4.  Select Save . Changes become effective immediately after saving.  

Updating a User ’s PGY  

1. Navigate to the Users  page  and l ocate the user you need to update.  

2.  Select Edit  next to the user’s name.  

3.  Scroll down to the Programs  section.  

4.  Select Edit  next to the program from which the user ’s PGY must be updated.  

 

5.  Enter  the  appropriate PGY  in the provided text box.  

 

6.  Close the programs section by clicking on the Close  button.  
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7.  Save all changes completely by clicking Save . 

Archiving Users  
Follow these steps to a rchive users who have left your program . 

1. Navigate to the Users  page  and l ocate the user you need to remove.  

2.  Select Edit  next to the user’s name.  

3.  Scroll down to the Programs  section.  

4.  Select Edit  next to the program from which the user should be archived . 

 

5.  Select the Archived  button, ensuring that it is checked.  

 

6.  Close the Programs section by clicking  the Close  button.  

7.  Save changes by  clicking Save . 

Removing a User from a Program  
Remov ing users  will  remove their data completely from your program ’s records  

1. Navigate to the Users  page  and l ocate the user you need to remove.  

2.  Select Edit  next to the user’s name.  

3.  Scroll down to the Programs  section.  

4.  Select Edit  next to the program from which the user should be removed.  
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5.  Select Remove From Program . 

 

6.  Save your changes.  

Please note that some users may be associated with more than one program. Before removing 

a user, confirm that you are removing them from the correct program.  Removing a user from a 

program does not delete the user’s account. It only removes their access to that specific 

program.  

How Users Can Request to Join a Program  
Users may request to join a program from their own account settings.  

To request access to a program, users should:  

1. Select their initials in the upper - right corner of the screen.  

2.  Select Settings . 

 

3.  Scroll down to the Programs  section.  

4.  Select Add Program . 

5.  Choose the correct program from the drop - down list.  
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6.  Close the Programs  section.  

7.  Select Save . 

Once the request is submitted, a notification will be sent to the Program Administrator’s email. 

Program Administrators and Program Directors can also view and manage requests from the 

program’s Users  page.  

Moving Users from One Program to Another  

Users may need to be moved from one program to another if they were added to the incorrect 

program or if their program affiliation has changed.  

1. Navigate to the Users  page.  

2.  Locate the user you would like to move and select Edit  next to their name.  

3.  Scroll down to the Programs  section of the user’s profile.  

4.  Select Add Program . 

5.  Select the appropriate program from the drop - down list.  

6.  Select the user’s correct position or role in the program.  

7.  Once you have confirmed that the program and position are correct, close the Programs  

section.  

8.  Before saving, you may also review the rest of the user’s profile to make sure all 

information is correct.  

9.  Select Save . 

After the user has been added to the correct program, you may remove them from the 

incorrect program.  

1. Navigate back to the Programs  section of the same user’s account.  

2.  Locate the program you wish to remove.  

3.  Select Edit  next to that program.  

4.  Select Remove From Program . 

5.  Select Close , then select Save . 

Please be sure to add the user to the correct program before removing them from the incorrect 

program. If a user is removed before being added to the correct program, they may be 

temporarily lost in the system. Their data will not be lost, but this can cre ate an unnecessary 

inconvenience until corrected.  

 Do not delete users unless specifically instructed. Deleting a user permanently deletes their account 
and all attached data. While Firefly backs up data and deleted users can be recovered, we want to 
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avoid that scenario whenever possible. Removing a user from a program only removes their access 
to that program.  

Repeat these steps for each user until all affected programs have the correct users listed.  

Important Notes  

*  Maintenance  and accuracy of program rosters and user information is the responsibility 

of program leadership. All updates should be made as soon as possible. If assistance is 

required at any time, please contact epas@absurgery.org .  

 Required account information includes the user’s correct email address, name, and phone 

number.  Demographic information is optional.  

 Users must be assigned to the correct program and program role.  If a user belongs to more 

than one program, confirm that you are editing or removing the correct program before 

saving changes.  

 Always close the Programs  section before saving.  

 For more information, resources, and answers to most questions, please  review the EPAs 

section of the American Board of Surgery website at: https://www.absurgery.org/get -

certified/epas/ . 

mailto:epas@absurgery.org
https://www.absurgery.org/get-certified/epas/
https://www.absurgery.org/get-certified/epas/

