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This document outlines the steps to maintain settings for Departments, including: adding or removing members and email 
notifications.  

Access Department 

Click My Departments. 

 

Find desired department listing 
and click view. 

 

Add Department Member 

Click Members tab. 
 

Enter last name and click 
Search. Select the name to be 
added, the role, and click Invite. 
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Remove Department Member 

Click  to remove member 
from list. 

 

Edit Email Notifications 

Click Settings tab. 
 

To receive user access 
requests in addition to the PI 
receiving the request, click 
checkbox next to Department 
will receive lab access 
requests and rejections. 
Or 
To receive user access 
requests instead of the PI 
receiving the request, click 
checkbox next to Only 
department managers will 
receive lab access requests 
and rejections. 

 
Or 

 

Click Save. 
 

 


