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Setting Up Availability in LivePrep

1. Go to Your Profile on LivePrep

Go to LivePrep. Click on your profile icon in the bottom left
corner of the screen.

2. Go to the “Availability” Section

Once your profile information opens, select “Availability”
from the left menu.

Two options will appear once you click on “Availability,”
“Temporary Availability” and “Recurring Availability.” Start
with “Recurring Availability.”

3. Set Your Recurring Availability

Before you begin, confirm that the correct time zone is listed
at the top of the page. You can change your time zone by
clicking within the area where the time zone is listed.

Recurring Availability is for your consistent availability
across weeks. You can see that only Monday through Sunday
is listed at the top; there are no specific calendar dates
attached to Recurring Availability.

Click on the white bubble for each time you are available to
teach for each day of the week.

*Be careful of when your availability ends. For example,
selecting the bubble next to 6pm means that you are
available to teach from 6-7pm. If you are unavailable after
6pm, the last bubble you would check is the one next to
5pm.*

When you have finished, make sure to hit “Save” at the
bottom of the screen (it may take a few minutes to save).
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4. Set Any Temporary Availability

Now that you have set your Recurring Availability, you can go
in and modify your Temporary Availability, as needed.

Temporary Availability is used for modifying your availability
on specific dates when you will not be available at the times
you usually are based on your Recurring Availability.

Use the gray navigation arrows at the top right of the screen
to get to the specific day/week you need to modify your
availability for. Your Recurring Availability automatically
populates into your Temporary Availability, so you can easily
add or remove times by clicking on the corresponding
bubble.

Adding a new time will appear as a green check mark, and
removing a time you previously had available will appear as a
red dash.

When you have finished, make sure to hit “Save” at the
bottom of the screen (it may take a few minutes to save).

You will always be able to go back and update both your
Recurring and Temporary Availability at any time.

Questions?

Feel free to reach out to Hayley (hayley@zinkerz.com) if you
have questions about setting up your availability.

You will also get the chance to ask any questions you might
have during your Platform Orientation.
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