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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

University of Houston /d Clear Lake

Sign-In for shibboleth.gradesfirst.com
Notice: Do NOT Bookmark This Page!

Please sign in using your campus username and password to proceed.

Example usernames: SwithC.Or Smith(1234

Username: Username

Password: Password

Please contact the Support Center at 281-283-2828 or SupporiCenter@uhcl.edu for login issues.

2. Staff Home Page

Click: My Availability tab
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3. Click: Action drop down arrow
Select: Add Time

F University of
Staff Home/- ‘ Houston Clear Lake

inments | My Availability Quick Links

Take meto...

Students

Schedule a General Event

School Information

Add Time

OF WEEK TIMES DATES LOCATION PURPOSE CARE UNIT Download Center for Reports
Copy Time
Delete Time Campaigns...
No available times have been listed. . .
To add a time, click the "Add Time” button. ppCitmenticanpalzns
Upcoming Appointments
You have no upcoming appointments.
4. Select/Enter:

e 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)
e Care Unit (Choose Advising)

e Location

¢ Services (Services provided during the time frame available)

¢ Special Instructions for students

e Number of students per appointment

Click Save. You will then see your My Availablty

When are you available to meet?

Mon Tue Wed Thu Fri

From To

8:00am

How long i this availability active?

Please select a duration

What type of availability is this?

Appointments Drop-ins Campaigns

Care Unit

Please select a care unit

Location

Please select a location

Services

Please select services

Special Instructions for Student

e.g. room 23, please bring paper




Navigate The choice

Student Success Collaborative iS Cl@ﬂl‘.

If you need to edit your My Availablity, click on edit

@ Campus
Student Success Callaborative”

Fall 2018 a? ()v

F University of
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Students  Upcoming Appointments My Availability Quick Links

Take meto...

Available Times e

Schedule a General Event

School Information

DPYOYREBUD

SELECT  DAYSOFWEEK  TIMES DATES LOCATION PURPOSE CARE UNIT Download Center for Reports

Academic Probation Advising,
Candidate Plan of Study CanERERS
(CPsy/Academic Advisement .
Report, Considering changing A M 55
my Major, Drop a Class, General
Advising Questions, Mandatory
Advising Program requirement . Upcoming Appointments

(T AUBUSE29,2018 o ore Need assistance adding another

o T T WeS  g00a-5:00p toDecember 14, =TT e o class, Need signed Candidate  Advising Edit .
X Er g (Bayo Dlon of sructy for vetaran ‘ou have no upcoming appointments.

Services, Question about
Minors, Registration Issues,
Reinstatement Advising, SAP
Appeal Advising Transfer Credit
Questions, UAAC Transition
Student, Withdraw from UHCL
For: Appointments

5. Update as needed. Click on Save.

When are you available to meet?

} Mon Tue Wed Thu  Fri

From To

8:00am

How long is this availability active?

ARange of Dates

Starting on Ending on
08/20/2018 12/14/2018

What type of availability is this?

Appointments Drop-ins Campaigns

Care Unit

Advising

Location

Freshman & Sophomore Advising (Bayou 1408)
Services

» Academic Probation Advising

taxat

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

Continued on next page.
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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 tife time you would like to delete and then click the Delete Time.

University of
Staff Home v Houston Clear Lake
Students | Upcoming Appointments / My Availability Quick Links
Take me to...

Available Timefeo

Schedule a General Event

School Information

Add Time

OpfWEEK  TIMES DATES LOCATION PURPOSE CARE UNIT Download Center for Reports
Copy Time

Academic Probation Advising,
Delete Tim Candidate Plan of Study
(CPS)Academic Advisement
Report, Considering changing
my Major, Drop a Class,
General Advising Questions,
Mandatory Advising Program Upcomlng AppOiHUﬂEntS
requirement , Need
assistance adding another
Freshman & Sophomore  class. Need signed
Advising (Bayou 1408) Candidate Plan of Study for
Veteran Services, Question
about Miners, Registration
Issues, Reinstatement
Advising, SAP Appeal
Advising, Transfer Credit
Questions, UAAC Transition
Student, Withdraw from
UHCL
For: Appointments

Campaigns...

»LOP»RELD

Appointment Campaigns

August 29, 2018
8:00a3-5:00p to December
14,2018

® Mon, Tue, You have no upcoming appaintments.

Wed, Thu, Fri Advising Edit

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

Campus
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Students Upcoming Appointments My Availability

Available Times e
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SELECT DAYS OF WEEK TIMES DATES LOCATION PURPOSE CARE UNIT
November 01, 2018

e} Mon 8:00a-5:00p 121:) :I:uemhet 02, E:i"":’" & S“":':;"a‘;m Eﬂ':’:p;u?}ﬁ Advising Inactive/Edit
Academic Probation Advising,
Candidate Plan of Study
(CPS)/Academic Advisement
Report. Considering changing my
Major, Drop a Class, General
Advising Questions, Mandatory
Advising Program requirement ,

= Mon, Tue, Wed, August 29,2018 to  Freshman & Sophomore e HEER £ & NP

o] Thu, Fri 8:0023-5:00p December 14,2018 Advising (Bayou 1408) class . Need signed Candidate Plan  Advising Edit

of Study for Veteran Services,
Question about Minors,
Registration Issues, Reinstatement
Advising, SAP Appeal Advising,
Transfer Credit Questions, UAAC
Transition Student, Withdraw from
UHCL

For: Appeintments




