
Setting Office, Advisement, and Mentoring Availability Hours in Navigate 

Availability refers to any type of hours that students can see and schedule (or drop in) with you: 

• All availability is set up by first going to your homepage in Navigate (click on the link in WP
Connect, under Apps or under Early Alert listing)

• Click My Availability to get started:

• Then click the Add Time Action, after opening that menu by clicking the menu triangle:

Availability is grouped for students under a Care Unit (type of service) and a Location (who is delivering 
the service) 

• Faculty may one or more types of availability depending on their responsibilities:
o Office Hours – are for course related questions
o Advisment Hours – are for faculty advisors and course scheduling / pin questions
o Faculty Mentor Hours – are for faculty who are also mentors, and this time is for

mentorship sessions

Different types of availability should not overlap 

• If Office hours are from 1-2PM T/Th; then Advisement Hours should not also be from 1-2PM T/Th

Availability has a set appointment length based on the type of service – typically 20 or 30 minutes. 

• Availability should not be broken up into small slots; Navigate will do that for you – if the time
allotted is 2 hours; Navigate will offer students 20 minute slot options (for example)



This model is for FACULTY OFFICE HOURS 

We recommend opting for both appointments and 

drop ins when you know the hours you’ve set aside 

are consistent; so students are able to check in with 

you because they happen to be available that day 

You can choose multiple meeting types (phone, 

virtual or in person) for the same hours – or just one 

type 

Choose the Faculty Office Hours and Faculty 

Mentoring care unit for hours you want to show up 

as available for class office hours for your students 

Choose the Faculty Office location for office hours; 

whether the hours are in person or virtual 

Choose a Office Hours – Course questions as the 

service for this area. If you are not a Faculty Mentor, 

do not choose that service. 

You can use the URL / Phone number space for 

Zoom or Teams links 

Be sure to include directions to your office or other 

details in the Special Instructions section 

You do not need to set up a separate availability for 

each time slot; Navigate will break up the hours you’ve 

offered into standard slots of equal times. If hours are 

the same for two days – both days can be selected 



This model is for FACULTY ADVISING HOURS 

You do not need to set up a separate availability for each 
time slot; Navigate will break up the hours you’ve offered 
into standard slots of equal times. If hours are the same 
for two days – both days can be selected 

We recommend opting for both appointments and drop 
ins when you know the hours you’ve set aside are 
consistent; so students are able to check in with you 
because they happen to be available that day 

You can choose multiple meeting types (phone, virtual or 
in person) for the same hours – or just one type 

Choose the Academic Advising care unit for hours you 
want to show up as available for advisement hours 

Choose the Faculty Advisor Office location for office 
hours; whether the hours are in person or virtual 

Choose a range of services if there are multiple options 
offered so students have the best chance of seeing your 
available hours – students may choose different services 
to search for your hours 

You can use the URL / Phone number space for Zoom 
or Teams links 

Be sure to include directions to your office or other 
details in the Special Instructions section 



This model is for FACULTY MENTOR HOURS 

You do not need to set up a separate availability for each 
time slot; Navigate will break up the hours you’ve offered 
into standard slots of equal times. If hours are the same 
for two days – both days can be selected 

We recommend opting for both appointments and drop 
ins when you know the hours you’ve set aside are 
consistent; so students are able to check in with you 
because they happen to be available that day 

You can choose multiple meeting types (phone, virtual or 
in person) for the same hours – or just one type 

Choose the Faculty Office Hours and Faculty Mentoring 
for hours you want to show up as available for 

  

Choose the Faculty Office Hours location for office 
hours; whether the hours are in person or virtual 

Choose Faculty Mentor Session as the specific service 

You can use the URL / Phone number space for Zoom 
or Teams links 

Be sure to include directions to your office or other 
details in the Special Instructions section 
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