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Integrating Your Calendar

Sync Your Outlook Calendar

The availability you set up within Navigate dictates students’ ability to schedule appointments with you. You have 
the added option to integrate your calendar with the Navigate platform to pull in Free/Busy times from your personal 
calendar and push appointments scheduled in Navigate to your personal calendar. 

1. Toggle to the calendar page within Navigate using the calendar icon on the left side toolbar. 

2. Select Settings and Sync on the top right side of the page 

3. Click Setup Sync.  You will see a “Your school prefers to use Office 365 sync” banner on Calendar with a “Use 
Office 365…” button to begin the setup.

4. Upon clicking the button, you will be routed to login.microsoftonline.com. If the you are not already signed into 
Office 365, you will be prompted to sign in.

5. After signing in, Office 365 will ask you to grant permission for the application to access your calendar. Pressing 
“Accept” will authorize and begin the syncing.

The browser will return to the Calendar Integrations 
page. The “Exchange Integration” tab will no longer 
appear. The “Office365 Integration” tab will now show 
the timestamp for the last successful sync (or any 
applicable error message) and will include options for 
you to Retry or Disconnect the sync as needed.

The Two-Way Sync will enable that any agenda item 
created from Navigate will sync back to your Outlook 
Calendar. All existing events and events that are created 
from your Outlook Calendar will be shown as ‘Busy’ in 
Navigate

For more detailed guidance, 
check out the Help Center!

PLEASE ONLY SYNC YOUR CALENDAR IN THE PRODUCTION SITE

https://www.eab.com/
https://helpcenter.eab.com/hc/en-us/articles/360058410514-Syncing-Your-Office-365-Calendar-to-Navigate
https://support.gradesfirst.com/hc/en-us/articles/360055661913
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Appendix B: Sync Your Outlook Calendar

The availability you set up within Navigate dictates students’ ability to schedule appointments with you. You have 
the added option to integrate your calendar with the Navigate platform to pull in Free/Busy times from your personal 
calendar and push appointments scheduled in Navigate to your personal calendar. 

Select the calendar icon in the left navigation bar. Once on the My Calendar page, select the Settings and Sync button.

On the Calendar Settings page, select Setup Sync…

https://www.eab.com/
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If you see the following screen, click the button that says Use Office365 (Latest Version) at the top of 

the list of options, as in figure 3.

If you click Microsoft Outlook instead of the Use Office365 (Latest Version) button, you choose your 

Microsoft Outlook sync. Select Microsoft Office 365 (Latest Version) from the options.

Regardless of which method you choose, the Microsoft login and authorization page opens. The page 

tells you to pick an account. Choose your professional account.

https://www.eab.com/
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If you log in successfully, you see a page requesting permissions.

Select Accept. The page redirects to the Navigate Calendar Settings page, with a success message and 

information about the sync on display.

https://www.eab.com/
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