
Setting Date and Time
If you are receiving emails in Outlook with incorrect time stamps you will need to change your date and time settings. The steps involved differ depending 
on whether you access outlook via the Desktop Application or your Internet Browser.

Date and Time settings in Desktop Application
Date and Time settings in Browser

Date and Time settings in Desktop Application

Click  and then select File Options



A new window will appear. Select  on the list to the left. Scroll down until you see  settingsCalendar Time Zones



Click on the  drop-down menu and select the option Time Zone (UTC+10:00) Brisbane



Date and Time settings in Browser

If the  on the top right of the browser is grey, click it so that it turns blue.toggle button



Click on the  icon at the top right of the page. Click on the  link.Gear View all Outlook settings



Click on  then . Click on the  drop-down menu.General Language and time  Current time zone

Select . (UTC+10:00) Brisbane
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