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From the home page: 
• Choose “My Availability” 
• Choose “Actions” 

• Choose “Add Time” 

Choose Days 

Choose Time 

Choose Date 

Choose Type 

of Availability 

Choose Virtual or In-

Person 

Choose Care Unit 

Choose Your 

Department or 
College 
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Choose Services 

If virtual, add a 

link  

Include any 

instructions and 
physical location 
of meeting 

Click Save 

Tips for Setting Up Availability 
• Set up separate availability for virtual and in-person 

• Set up campaign availability before building your campaign 
• Use the Actions toggle to add or delete availability 
• Use the Actions toggle to copy your availability.  You will need to 

add the dates even if you copy your availability. 
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