Everbridge: Using the Member Portal

Audience: Everbridge Calendar Users

Houston Methodist is centralizing on-call schedules into Everbridge. Everbridge will be used for all major
incidents and pageable events.

The Member Portal is where you can see calendars, make yourself unavailable on the calendars and
designate replacements.

Use this link to access the Member Portal.
https://member.everbridge.net/index/453003085613180

1. To view your schedule, click On-Call Schedule at the top right of the Member Portal.

On-Call Schedule

Note: Check to see that the calendar you're viewing is published. If you don’t see your calendar,
contact your calendar lead.
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3. To show yourself as unavailable for a certain date, hover over the date, and click the calendar
icon for that date.
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4. In the Make Unavailable box, enter the dates and times you’ll be unavailable, and click Replace.

Everyone on that calendar will receive a change notification.
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5. On the Replace screen, select the person you have arranged to replace you.
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6. Your replacement’s name will appear on the Make Unavailable screen.

Make unavailable
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Your replacement’s name will also appear for that shift on the My Schedule tab.
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8. Your unavailability and your replacement’s name display on the Published Calendars tab.
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9. You can see who is currently on call with the On Call Now tab for published calendars.
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