Setting up your BBC Office 365 Account

If you have any questions, or need help, please email us at office365@bbcchurch.org

1. Open your web browser and visit http://portal.bbcchurch.org/

2. Enter your username and temporary password (provided in the email with this attachment),

then click Sign In.
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o.ooooool -

[JKeep me signed in
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3. You will be prompted to change your password. Enter your temporary password again in the
first box, and then enter a new password in the other two boxes. Your password should be at
least 8 characters long, and include at least one upper case letter, one lower case letter, one
number, and one special character (!@#5%"&*). Then click Save.
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Update password

You must update your password because this is the first time that you've signed in or your password has expired.

User ID:
charles.spurgeon@bbechurch.org

* Old password:

| |
* New password:

* Confirm new password:

Save
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4. You will now come to the following screen:

Office 365

Discover Collaborate with Office Online
something new

today.

:I'his is your BBC Office 365 homescreen. There are a lot of features included, and you are free to
explore, but let’s walk through twoof the most important: your BBC email (Outlook) and the
BBC directory (People).

5. Click on Outlook to go to your email. The first time you do this, you will be asked to choose your
preferred language and time zone. Your language is up to you, but please choose Eastern Time



for Time Zone. Click Save.
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6. Now you will see your email inbox.
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We've set up every one’s account to automatically forward your email at first. This means that if
someone sends an email to your BBC email address, it will also get delivered to the email



address the church has on file for you. If you’d like to change your forwarding address, click on
the gear icon in the upper right corner of the window, and choose Options:

Office 365 Outlook

Refresh
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7. On the Options screen, click on Forwarding.
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Office 365 Outlook

@ Options

“MAIL ~ Mail options

U €an change your email account settings Email options are organized into the

¢ Automatic processing — Con

¢ Accounts — Set up, connect, and manage y

¢ Layout — Customize the look and feel of

your inbox and email messages.

* Delivery reports — Search for delivery information about messages that you've sent or

received,

* S/MIME — Manage encryption and digital signature settings for email that you send

8. Enter a new forwarding address, or choose Stop forwarding if you only want your BBC email

delivered to your Office 365 inbox, then click Save.
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9. To see the BBC Church Directory, return to your homepage by clicking on the Office 365 logo at
the top of the page. Then click on People. On the People screen, click on Directory.
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Claudia Ramos

College and Career Ministry

Communion Servers

Conference Ministry

Connor Koldan

Corey Lagunowich

Cornerstone Ministry

Corre Steele

Corrine Greene

Counting Ministry

Dallas Cain
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5 Doris Drive
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United States

Linked contacts
Directory

Manage.

The directory is sorted alphabetically by first name. Find your name, and confirm that your

contact information is correct.

10. We loaded the pictures we had from the old directory into this new one, but in the process they

lost resolution and became very fuzzy. Please add a new picture to the directory to replace this

fuzzy one as soon as possible. To do so, click on the picture in the upper right of the People page

(it will either be your fuzzy picture, or a grey silhouette as seen in the screenshot below). Then




in the menu that appears, click on About me.
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11. Now click on edit your profile. Here you can update your contact information, as well as upload

a new profile picture. Click on Change your photo. In the popup window that appears, click on

Browse... to choose a picture file from your computer to use. You can choose any photo, but



because pictures in the directory are kind of small, tightly-cropped headshots work best!
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12. Click save when you're all done.

That’s all you need to do to get set up with BBC Office 365! Feel free to look around the site and explore.
If you have any questions, or need help, please email us at office365@bbcchurch.org
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