Here is how to change the date and time on Office 365.
Log in to your staff email on the Internet through the school website.

Select the Settings Cog on the top right hand side:
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In the Settings window you will see a search section:
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Settings

Search all seftings e

Automatic replies
Create an automatic reply (Out of office)
message.

Display settings

Choose how your Inbox should be organized.

Type in date and time, then you see this option:
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Settings

date and time|

Language and time zone

English (Ireland)

S/MIME
Encrypt and digitally sign email messages and
view encrypted content.




Click on the Language and time zone option:
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Settings

date and time|

Language and time zone

English (Ireland) W

S/MIME
Encrypt and digitally sign email messages and
view encrypted content.

In the Current Tim Zine section below, select Dublin, Edinburgh, Lisbon etc as here;
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Settings X

date and time x

Language and time zone

Your choice of language helps us provide the
right date and time format options. Learn more

Language

English {Ireland)

Current time zone

(UTC+00:00) Dublin, Edinburgh, Lisbon, Lont »

Then press Save:

right date and time forghat options. Learn more
Language

English {Ireland)

Current time zone

(UTC+00:00) Dubfin, Edinburgh, Lisbon, Lond

Date format (Forjexample, September 1, 2016 is
displayed as follows)

01/09/2016

Time format

0101 - 23:58

Cancel



