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Availability Request

1. From the home page, look for My Schedule tile 

and select My Schedule. 

How to Update Availability

This how-to guide will cover the following topics:

• How to update your availability 
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2. From the Schedule page, select Request in the 

upper right corner. 
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3. Select Change availability from the drop down list.
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4. On the calendar, select the day(s) on which you 

want to change your availability and select Next. 

Note: The current date is selected by default.
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5. From the drop down:

• Select Available to indicate you are able to work, 

or

• Select Unavailable to indicate you are not able to 

work. 
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6. Enter the Start Time and End Time for the period 

you are available or unavailable. 
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7. Select either:

• Merge with Previously Scheduled Availability to 

keep your current availability and add the new 

times, or

• Replace Previously Scheduled Availability to 

delete your current availability and use only the 

new times
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8. After entering all the details, select Review.
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9. Confirm your details and press Submit to share with 

your Supervisor
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