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TIME ZONE SETTINGS

WHY IS IT IMPORTANT TO ADJUST TIME ZONE INFORMATION

It is imperative that all CoP Members be encouraged to set their time zone. Event times within
the various community calendars are displayed based on the CoP Member’s time zone information.
The default time zone is set to Mountain Time; as such if the CoP Member does not adjust their time
zone settings all calendars event times will be displayed in Mountain Time for that particular CoP
Member.

HOW TO ADJUST TIME ZONE INFORMATION

The following are the steps to adjust time zone settings:

1. Log into the Communities of Practice

2. Click on “Welcome your username” located in the bottom right corner of the screen (see

Figure 11).

Figure 1: Bottom right-hand corner of screen

3. Select “My Settings” (see Figure 12)

My Settings
& Update your uger information, regional
=eftings, and alerts.

Sign in as Different User
Login with a different account.

Request Access
Email the site administrater to request
additional permizsions.

Sign Out
Logout of this =ite.

Figure 2: Select "My Settings"
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4. Select “My Regional Settings” (see Figure 13)

EZ Edit 1tefn

My Regional Settings

Account fbamp:ali.alidina
Name ali.alidina

Work e-mail aalidina@cpsi-icsp.ca
Al 'S

Figure 3: "My Regional Settings"

5. Uncheck “Always follow web settings” (see Figure 14 )

Use this page to set regional settings s the locale snd tnsgen N

<' Follow Web Settings

¥ always follow web settings
I Always follow the regional settings as defined by the web administrator.

Locale Tocale:

Specify the world region that you would like the site dates, numbers and English (United States) ;'

sort order to be based on. :

Time Zone Time zone:

Specify the standard time zone. | (GMT-07:00) Mountain Time (US and Canada) =l

Figure 4: ""Always follow web settings"

6. Select your time zone from the list of time zones (see Figure 15)
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Follow Web Settings
Always follow the regional settings as defined by the web administrator,

Locale
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[ always follow web settings

Specify the world region that you would like the site dates o
sort order to be based

Time Zone
Specify the standard time zone,

r Calendar

Spedfy the type

Locale:
= = il:llgli_u Tt s 'I
Time zone:
(GMT-07:00) Mountain Time (US and Canada) ;I

(GMT-07:00) Mountain Time (US and Canada)
(GMT-06:00) Central America

J(GMT-06:00) Central Time (US and Canada)
(GMT-06:00) Guadalajara, Mexico City, Mont
(GMT-06:00) Sazkatchewan

%]

TGMI-0o: 007 Bogota, Lima, Quite, Rio Branco
((GMT-05:00) Eastern Time (US and Canada)
(GMT-05:00) Indiana (East)
CEMT-0400% Stlamtic Timme (Canadsl

Figure 5: Select your time zone

7. Click “OK”
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