
HOW TO UPDATE YOUR SUPPLIER PROFILE SO YOUR EMAILS 

WILL INDICATE CENTRAL STANDARD TIME 

 

1. Log into the SciQuest Supplier Profile 

 

a. You can do this by clicking on the link in your email as indicated above 

 

2. Enter your password as normal and click login 

 

 

 

 



3. Now you will need “Return to SciQuest Supplier Network” 

 

a. First Click your Name in the at the Top Right hand side of the screen. 

b. Next Click “Return to SciQuest Supplier Network” As indicated above 

 

4. To Access Your Site Configuration Settings to change your Time Zone 

 

a. Step One: Click the Gear on the Left Hand Menu Icon Bar 



b. Step Two: Hover your mouse over “General Site Settings” 

c. Step Three: Click the “System Settings and Configuration” Option 

 

5. To Change your Time Zone you will need to Expand the “International Settings” 

 

a. Step One: Click the Plus (+) Sign next to the “International Settings” Menu Option 

b. Step Two: Click the “Edit” Button 

 

 

 

 

 

 

 



 

6. Choose “CDT/CST – Central Standard Time (US/Canada)” From the Time Zone Drop down list. 

 

7. Click the “Save” Button and you are done. All future emails you receive should indicate the proper 

Time/Time Zone. If you require any further assistance please email us at purchase@okstate.edu 

 

 


