
 

Setting Up Your Availability  

 

Before you will have the ability to schedule appointments with students or give students the ability to 

schedule appointments with you, you must have your availability set up.  

 

1. From the Staff Home page, select the “My Availability” tab.                                                                               

(Any availability you have set will be shown here.) 

 

   

       2. Select the “Actions” dropdown menu and then select “Add Time” 

 



 

3. Fill out the availability form. List the days and time you are available including how long this availability will 

be active. Also select the type, Care Unit, Location, and Service. (Do not select “Forever” as the duration. You 

may also add any special instruction for students at the bottom of the form. 

      


