
Setting Up Your Availability 
 
 

 

 
 

Instructions 
Step 1: Click the Add Time button in the Actions Menu 
 
Step 2: Select the days and times when you are available to  
meet with students. 
 
Step 3: Select how long your availability will last. 
 
Step 4: Select whether you will meet with students via appointments or drop-ins during that time.  
 
Step 5: Select the appropriate Care Unit (i.e. Academic Advising). 
 
Step 6: Choose the location where you will be available. Contact Ryan Crews at rccrews@memphis.edu if your 
location is not listed. 
 
Step 7: Finally, select which student services you can provide to students during this availability.  
 
Step 8: Click the Save button. 
 
Repeat this process until all of your availabilities have been defined. 
 
Note: You can have as much availability as needed. 
 
There are two other options when adding Times Available. 
 
Copy Time - to copy a time, select the time you would like to copy and then click the Copy Time button. The 
availabilities will be copied and a dialog will open allowing you to make edits or to save your newly created 
availability. 
 
Delete Time- to delete your time, simply select the time and click the Delete Time button. 
 
Note: Inactive availabilities are highlighted in red in the Times Available grid. 
 

After integrating your UM calendar with Navigate, the 
next thing you need to do is set up availability in 
Navigate so that students can schedule appointments to 
see you. 
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