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Overview

In this tutorial, you will learn how to:

» Access your LBCC student email inbox through Office 365.

» Locate your LBCC email address.

*Important*

You will only have access to your LBCC student email address whole you are a current student at
LBCC. Once you graduate, transfer, or take a break from college, you will lose access to this
email.
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Step 1: Navigate to the Viking Portal

Navigate to the Ibcc.edu homepage. Then, in the upper left-hand corner, click on the Viking
Portal.

VIKING PORTAL || CLASS SCHEDULE | CANVAS LMS @ Qb ﬁ} Q | auickLiNks APPLY NOW
/ LONG BEACH About Academics Admissions & Aid Campus Life Offices College Services Resources Directory Register Today
CITY COLLEGE

-

Register Today!

2023

'’ LBCC'’s Summer 202
« j# 'schedule. ?

——
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Step 2: Log in to the Viking Portal

Enter your login credentials in the Viking ID and password
boxes.

VIKING PORTAL

LONG BEACH

CITY COLLECGE

™

VikinglID / EmployeelD

Password
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Step 3: Find and Open Microsoft 365

In the Viking Portal, locate and click on the Microsoft 365 tile.

LONG BEACH & 0901833 v
_ CITY COLLEGE

GE )<Y ' vy
VIKINGS canvas [
Viking Student System Apply for Scholarships Canvas areer Center College Central

TSAP
@ EZproxy‘g EXLI'DﬁS

Viking Portal

o \

DSPS Student Service

Library Databases Library Search
Portal id i

3"‘“ Aq;“ ,‘}
VIKINGS

Schedule Counseling

Appointments Student Emergency Ald

VikinGS

Student Evaluation of
Faculty
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Step 4: Sign into your Office 365 Account

. o L3
Click on Sign in. BEMGEER | Wiceosfidéh Sk Fesoaere Tenglic

Office is now
Microsoft 365

The all-new Microsoft 365 lets you create, shar:
and collaborate all in one place with your

favorite apps
l Get Microsoft 365

Sign up for the free version of Microsoft 365 >
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Step 5: Enter Your Login Email

Once you click Sign in, you will be asked to
enter an email. Type your information in the

following format: WE \jicrosoft

Student ID Number@Ibcc.edu Sign in

Example: 0123456@Ibcc.edu
Click Next.

0123456@Ibce.edy

No account? Create one!

Can’t access your account?

Back
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Step 6: Open Outlook

Once you have signed in, click on
Outlook from the menu on the left-hand
side to open your email inbox. The next |~
slide will walk you through how to find L e roused ot
your LBCC student email address. o

B> Sent le.

Z Drafts

~ Folders

B3 Inbox 5

%
7 Drafts
B Sent fe.

ﬁ Delete.. 3

e @@ ¢ o

0]
55}

£@ Junk Em... Enjoy your empty inbox.
T Archive

@ Notes

£ convers

Q. SearchF..
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Locating Your LBCC Email Address

To locate your LBCC email address, follow the steps below:

1. Click on the circle in the top-right corner with your initials.

2. Click on View Account.

ﬂ Long Beach Community College D.., Sign out
Home
Welcome to Microsoft 365, Ole - .

® ~ Ole Viking
| 0901833@Ibce.edu

P Recommended g View account

My Content My _Microsoft 365 profile
@ Quick access
F ﬁ'. All @ Recentl d 00 Shared T,’.\I‘ F C I@" Sign in with a different account
y opene &3 Share avorites -+ U
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Your LBCC Student Email Address

Your LBCC email address will be displayed in the following format:

(first initial)(last name)(series of numbers)@Ilbcc.edu

Use this format to send emails, sign up for educational accounts, discounts, and more!

B rovs Beacn cnv couvees My Account

& Welcome to the new My Account experience!

Q Overview e
2 Security info
Apps dashboard Devices

1 Devices Ole V||(|ng I
] 0

Student -

™y
4 Password
Disable a lost device and review your

Find, launch and organize all your productivity
connected devices.

= oviking27@lbcc.edu
apps.

B=1 Organizations

VISIT DASHBOARD > MANAGE DEVICES >

¢3% Settings & Privacy
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Congratulations!

You have successfully accessed your LBCC student email account.
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Questions?

If you run into any issues, or have further questions, please feel free to reach out to us!

» Website: www.lbcc.edu/sthd

» Phone: (562) 938 - 4250

» Email: sthd@I|bcc.edu
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