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Everbridge: How to Add and Delete Staff 
(Manager Access Level Only) 

 

Step 1 ® Login to http://myaccess.ucsf.edu and login with your MyAccess account 

Step 2 ® Click on to                                                  launch platform 

Step 3 ® Click on   and select   

Step 4 ® 
On the 

Dashboard 
click on  

then 
select  

 
tabs 

 

Step 5® 

a. Click on  and select   
b. Click on the corresponding group that you wish to add the new employee.  

(Group will be highlighted)  

       
 

Step 6® 

Adding New Employee to Group(s) 

a. Click 
 

b. Select  
 

c. Enter the 
 
, and click search 

d. Check box next to name as illustrated below: 

 

e. Click 
 

f. Search name of new employee in the group to verify.  
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Everbridge: How to Add and Delete Staff Continued… 
(Manager Access Level Only) 

 

Step 7® 

Deleting an Employee from Group(s) 

a. Search employee name in the corresponding group 

 

b. Check box next to name 

 

c. Click on remove 

 

d. Select  

 

e. Click 

 
 

 


