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How to set-up My Availability in Navigate.    

Steps Descriptions 
1.  Enter: Your UHCL user ID/user name and password to login to EAB.  https://uhcl.campus.eab.com 

 
 

 
 

2.  Staff Home Page 
 
Click:  My Availability tab 
 

 
 
 
 
 
 
 
 
 
Continue on next page. 

https://uhcl.campus.eab.com/


 

2 
 

Navigate  
Student Success Collaborative 

3.  Click: Action drop down arrow  
Select:  Add Time 
 

 
 

4.  Select/Enter:   
• When are you available to meet? 
• Time>From to To 
• How long is this availabity active? (Click on drop down arrow)  
• What type of availability (Appointments, Drop-ins or Campagins)  
• Care Unit (Choose Advising)  
• Location 
• Services (Services provided during the time frame available)  
• Special Instructions for students 
• Number of students per appointment 

 
Click Save. You will then see your My Availablty  
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If you need to edit your My Availablity, click on edit 
 

 
 
 
 
 

5.  Update as needed. Click on Save.  
 
 
 

 
 
 
Repeat process until all of your availablities have been defined.  You can have as much availablity as needed.   
 
 
 
Continued on next page.  
 
 



 

4 
 

Navigate  
Student Success Collaborative 

6. Other Functions: 
 
Copy Time:  To copy a time, select the time you would like to copy and then click the Copy Time. 
Delete Time:  To delet time, select the time you would like to delete and then click the Delete Time.  
 

 
 
 
Inactive availablities are highlighted in red in the Times Available grid.  
 

 
 
 

 


