
  

  

  
 
 
 
Navigate: Availability 

1. In EAB Navigate, under “My Availability,” 
to add availability, select “Actions” 
and “Add Time.” 

2. You will then see the following window: 
3. Select days, times, and duration of 

Availability. 
4. Select the type of availability and 

Meeting type. 
5. Select the Care Unit in which the 

service is housed. 
6. Select the location of the services 
7. Select applicable services 
8. Add any special instructions for the 

student. 
9. Select how many students you will be 

meeting with. 
10. Save. 

 
This will complete availability listed. 
Rather than edit availability, if your calendar 
is synced, adding an event to your 
calendar as “busy” will not allow students to 
make an appointment. If an event is marked 
as “free” on your calendar, students will still 
have the ability to make an appointment. 
 
Once availability has been input, it can be edited 
by selecting the “Edit” button listed next to 
availability. 
 
Availability can be edited for different semesters, 
but once availability turns red (see below), it 
should be deleted. Availability can be deleted by 
selecting the availability, selecting “Actions,” and 
“delete time.” 
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