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C HEC KI N G GROU P A V AI LA B LI T Y  

1. Log in to MyWashburn 

2. Click the Email button 

 

3. Click the Calendar tab 

 

4. Click the New Event button (the Check Availability button here does not allow you to view the 
availability of a Calendar Group) 

 

5. A new window will appear 

6. Click the Invitees link 

 

http://my.washburn.edu/�
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7. Select the group calendar from the Quick Invite Personal or Subscribed Calendar drop-
down menu 

 

8. Click the Check Availability button 

 

9. A new window will appear 

10. Review the availability information and adjust the date shown as needed 
Adjusting the date shown: 

a. Select the new date from the date drop-down menus 
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b. Click the Check Availability button 

 

11. To schedule an event for a particular date & time, click the + under the appropriate time to autofill 
that date & time in the New Event window 

 

12. Close the Check Availability window 


