


APPENDIX I 

1. Setting Date and Time Format in Windows 95/98 
To set your PC date and time format to the following format: 

 
 
 Date format  : dd/MM/yyyy 

Time Format : h:mm:ss tt 
 
 
Steps: 
♦ Open the Windows Control Panel Folder by clicking on Start - Settings-Control Panel. 
♦ Double click on the Regional Settings icon. 
♦ Click on the ‘Date’ tab and change the short date style to dd/MM/yyyy 
♦ Put the Date Separator as ‘/ ’. 
♦ Click the ‘Time’ tab and change the time style to h:mm:ss tt 
♦ Click on OK button. 

 

Date format  : dd/MM/yyyy 
Time Format : h:mm:ss tt

2. Setting Date and Time Format in Windows NT/Windows XP 
To set your PC date and time format to the following format: 

 
 
 
 
 
 
 
Steps: 
♦ Open the Windows Control Panel Folder by clicking on Start - Settings-Control Panel. 
♦ Double click on the Regional and Language Options icon. 
♦ Click on ‘Customize’ button. 
♦ Click on the ‘Date’ tab and change the short date style/format to dd/MM/yyyy 
♦ Put the Date Separator as ‘/ ‘ 
♦ Click the ‘Time’ tab and change the time style to h:mm:ss tt 
♦ Click on OK button. 
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