Changing time zones
· In the web version of 365 sign in

· Go to the picture of the Gear which is located under users name.

· Click on options

· In new window click settings found on the left side of screen

· Across the top of window click regional

· In the new window you will see a drop down which contains time zones you need 

· Utc-05:00 eastern time (US and Canada)
