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How to Set Your Availability 

Quick Reference Guide 
 

Overview 
This guide will walk you through how to set your availability for Academic Advising appointments using 

Shifts on your Resource record. 

 

Learning Outcomes 
This quick reference guide will enable you to:  

1. Access your Resource record and your Shifts 

2. Set up a recurring shift 

3. Set exceptions for recurring shifts 

4. Set the topic(s) and engagement channel(s) for your shift 

5. Set up a one-time shift 

 

Setting up Your Shifts 
Log into Pirate360 and follow the instructions below: 

1. From the Pirate360 home screen, click on the “Appointments” tab 

2. Click on the purple “Go to Resource Record” button 

 
Your availability is determined by an object in Pirate360 called “Shifts” 
 

3. On your Resource record, you will see your existing shifts 

4. To add a new shift, click on the “New” button on the shifts panel 
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From the “New Shift” screen, enter the details of your new shift. 
 

5. Enter the Date and time for both the “Start Time” and “End Time” boxes. 
 

Note: Most of your shifts will be recurring, which means they will occur on the same days every week 

(or every day/month). For recurring shifts, set the day in Start Time and End Time as the same date. 

You will add this time to multiple days in step 14.  
 

6. Add a label to the shift. This is a text field that will help you organize your shifts. Give it a descriptive 

name, e.g. “Regular Afternoon Appointments.” 

 
7. Use the picklist in the “Resource” field to add yourself as the resource.  

8. Select “East Carolina University” as the Service Territory 

9. Leave “Status” as “Confirmed 
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10. Change the “Type” field from “Regular” to “Recurring”  

 

Note: If you want to create a single shift, leave this field as “Regular,” and skip to step 19. However, 

most of your shifts will be set up as recurring shifts so you can apply them over multiple days. 

 

11. Scroll down the page to see the options for Recurring Shifts.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

12. Click the option “Weekly” button to set this shift to apply each week 

13. Choose the option to repeat every 1 week (you can choose another option where applicable) 

14. Click the days of the week you want this shift to occur  
 

Note: You can also use the “Daily” or “Monthly” buttons to have this shift repeat on every day or every 

month, but for most cases, the “Weekly” option will make the most sense. 
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15. Click the “End Date” button and use the field below to select an end date for this shift using the 

calendar.  
 

Note: It is best practice to set up your shifts at the start of the semester, so the end date will often be 

the end of the current semester. You can only create shifts 180 days in advance.   
 

16. If you want to add an exception to your recurring availability, click the “Add Exception Dates” box.  

17. Use the calendar field to select the date you want to add as an exception. You will not have 

availability on this day for this shift. 

18. If you want to add additional exception days, click “Add Date” and repeat step 17. 
 

Note: You will not need to add university-wide holidays as exceptions. Any university holidays will 

automatically override your availability.  
 

Note: Pirate360 will sync with your outlook calendar, so any meetings that overlap with scheduled 

availability will override that availability so you are not double-booked. 
 

19. Once you have confirmed all the details are correct for this shift, click “Save.” 
 

 
 

 

Once you click “Save” you will see the new shift record. However, you’re not done yet.  

 

20. You will see a notification that you still need to configure this shift to add Topics and Engagement 

Channels. 

21. Click the “Configure” button to Begin configuring the shift.  
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22. In the pop-up window use the fields to add the Channels and Topics you want.  

23. After you use the picklist to add a Channel or Topic, it will show in the box below 

24. Click the “x” beside a Channel or Topic to remove it 

25. If you want to add all Channels or Topics, use the “Select All” check box. 

26. Once you have added the Channels and Topics you want for this shift, click “Save.” 

 
 

27. You will now see the Channels and Topics you chose on the on the Shift record. 
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28. The new Shift will now show on your resource record. Repeat this process to add additional shifts.  
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