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APHIS/CDC FORM 1
Section 4, Personnel Changes

Select Form 1
from your entity 

home screen.



Select “Amend” to initiate a personnel change. 
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Select the type of 
amendment you would 

like to perform. 
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For personnel 
changes, select 

“Section 4 
Amendment” 
and click “Ok”.
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Add personnel



APHIS/CDC FORM 1
Section 4, Add Personnel

Click “Add new
personnel”.



APHIS/CDC FORM 1
Section 4, Add Personnel

Enter:
1. Last name
2. First name
3. DOB
4. Click “generate new DOJ 

number”*
5. Indicate if Tier 1 access 

and/or responsibility for
inventory

*If the person being added already has a DOJ, the Responsible Official obtains the individual’s previously assigned 
DOJ number from FSAP and enters the information into eFSAP.



APHIS/CDC Form-1  
(Section-4, Personnel changes)

Select a primary and/or support role. Multiple roles can be selected. 

* The box for RO cannot be selected. Changes to the Responsible Official (RO) is a separate amendment.

*
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A laboratorian requires an assigned PI who is responsible for supervising the laboratorian. A 
drop-down menu appears with the currently approved PIs. Multiple PIs can be selected.  
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Once all information is entered, the blue “Add personnel” button at the bottom of the page 
will become active. Select this button to add this person as pending to your registration. 
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When adding a laboratorian, animal care staff, support staff, or an unescorted 
visitor, the RO or ARO will need to electronically sign the document to verify the 

person has been or will be trained.
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APHIS/CDC FORM 1
Section 4, Add Personnel – ARO 

If ARO is selected, you are required to enter contact information for the person. 
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The new person displays 
in a “Pending” status until 

the Access Status is 
approved.



The “Initial Application Date” will be the date that the person was added.
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The action will show in your notification center.
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If the person is approved to 
access BSAT:
• FSAP will update the “Access 

Approved” and “Access 
Expiration” dates

• The person’s Approval Status 
will change to “unrestricted”
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Remove personnel



For personnel 
changes, select 

“Section 4 
Amendment” 
and click “Ok”.
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To remove a person, click the 
edit button to the right of the 

person’s information.
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1. Select  “Remove” 
2. The “Reason for Removal” dropdown becomes active and contains drop-down selectors. 
Choose one or choose the other and type a reason in the text box.
3. Select “Finalize” 
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The removed person will immediately show up on your entity’s list of withdrawn personnel, the “Access 
Withdrawn Date” will be the same date the person was removed.
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A PI cannot have any strains 
assigned in Section 7B and 
cannot be a solo PI on 
approved work 
objectives prior to the PI 
being removed from Section 4.

The warnings at the bottom 
will alert the user why the PI 
cannot be removed.
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When the PI has no strains and no solo 
Work Objectives, the warnings will not 
appear, and the Remove button will be 
available.
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Upon clicking Remove, the PI will 
automatically be removed as a supervising 
PI and a popup will list all individuals who 
will need to be assigned a new one.
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APHIS/CDC Form 1 
Section 4 – Add/Remove/Modify/Reapply Personnel

Modify personnel



Select the type of 
amendment you would 

like to perform. 
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eFSAP Overview

Select the edit button 
next to the person you 

want to modify.
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eFSAP Overview

1. Modify the fields 
accordingly

2. A signature will 
be required for 
changes to all 
personnel other 
than RO/ARO/PIs

3. Select the blue 
update button on 
the bottom of the 
page
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The notification center will update to reflect that the person was modified.
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Reapply personnel
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eFSAP OverviewAPHIS/CDC FORM 1
Section 4, Reapply Personnel 

Select the type of 
amendment you would 

like to perform. 



Toggle to All Users and click “Edit” for the person you wish to reapply.
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1. Select “Reapply” 

2. You will receive a pop-up warning 
box stating: This person's approval 
status will be reset to 'Pending', and 
their existing access dates and role(s) 
will be cleared. Are you sure? 

3. Select OK to continue
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The notification center will update to reflect that the person was modified.
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The person’s role and additional statuses are reset (e.g., Tier 1 status is reset). 
The entity will receive a daily notification until the person is assigned a new 
role.

Their SRA initial date is reset to the date you click reapply and their status is set 
as pending. 
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Section 4, Reapply Personnel

• The eFSAPResource Center has resources to assist with the use of eFSAP.

• For technical assistance with eFSAP, or for assistance with the Secure Asset 
Management System (SAMS), please submit a help request ticket at 
eFSAPCustomer Support Request Form, email eFSAPSupport@cdc.gov, or call 
1(877) 232-3322.

• For all other inquiries regarding your entity’s registration, please contact your 
designated FSAP point of contact (POC).

Additional Assistance 
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