
The Basics – Appointment Availability 
IN ADDITION TO SYNCING YOUR CALENDAR, IN ORDER FOR STUDENTS TO MAKE APPOINTMENTS WITH YOU, YOU MUST CREATE 

“AVAILABILITY” IN THE NAVIGATE SYSTEM.  SPECIFYING THE DAYS AND TIMES YOU ARE AVAILABLE FOR APPOINTMENTS ENSURES THAT 

STUDENTS ONLY SCHEDULE WITH YOU DURING TIMES YOU WANT THEM TO. 

 

 

FROM YOUR HOME PAGE (ACCESSED BY THE 

CLICKING ON THE HOUSE ICON), CLICK ON THE TAB 

FOR “MY AVAILABILITY”  

THEN CLICK THE ARROW NEXT TO “ACTIONS” 

WHERE YOU WILL THEN HAVE OPTIONS TO ADD, 

COPY OR DELETE AVAILABILITY. SELECT “ADD TIME.” 



  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

A POP-UP WILL THEN APPEAR, WHERE YOU CAN ENTER THE DETAILS OF YOUR AVAILABILITY 

SELECT THE DAYS, AND ENTER THE TIME 

RANGE (REMEMBER THAT THE NAVIGATE 

CALENDAR WILL SYNC WITH OUTLOOK, 

SO AS LONG AS OTHER MEETINGS/ 

COMMITMENTS ARE BLOCKED OFF IN 

OUTLOOK, THEY WILL NOT SHOW UP AS 

AVAILABLE TIME SLOTS TO STUDENTS IN 

NAVIGATE) 



 

 

 

 

 

SELECT THE 

DURATION (CAN BE A 

SPECIFIC SEMESTER, A 

RANGE OF DATES, OR 

“FOREVER” 

CHECK THE BOX TO MAKE 

YOUR AVAILABILITY ACCESSIBLE 

THROUGH A LINK THAT YOU 

CAN INCLUDE IN YOUR EMAIL 

SIGNATURE  

SELECT THE: 

- MEETING TYPE (IN-PERSON, 

VIRTUAL, OR BOTH) 

- CARE UNIT (THERE SHOULD BE ONLY 

ONE OPTION WHICH YOU WILL HAVE 

ALREADY BEEN ASSIGNED TO) 

- LOCATION (THIS WILL BE BROUGH, 

SUCH AS “FACULTY OFFICE” OR 

“BIDDLE HOUSE”–SPECIFIC OFFICE 

LOCATIONS SUCH AS FLOOR OR 

ROOM NUMBER CAN BE INCLUDED 

IN THE SPECIAL INSTRUCTIONS 

SECTION)  

- SERVICES PROVIDED (YOU CAN ADD 

MULTIPLE SERVICES) 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

INCLUDE YOUR ZOOM LINK OR PHONE 

NUMBER, IF NECESSARY 

ADD ANY ADDITIONAL 

INFORMATION/INSTRUCTIONS 

FOR THE STUDENT HERE 

BE SURE TO CLICK SAVE 
YOUR AVAILABILITY WILL NOW BE 

VISIBLE TO STUDENTS, AND THEY WILL BE 

ABLE TO SCHEDULE AN APPOINTMENT 

WITH YOU 


