Page 1 of 6  This handout is designed to let students receive mail from a BC distribution list.

Orientation activities for Blackboard classes at Brazosport College
1. You should have your computer account information from Brazosport College.  If not, please go to the help desk, get the information, and activate your account.  Log in to the BC network.  
2.  Register so that you can reset your account.  It is supposed to expire in 60 days.  This will also let you get into Blackboard (or the BC network) if you forget your password.  The very detailed instructions for this can be found in the handout under the header, “How to register so that you can reset your password and how to actually reset it.”  This is a critical item and your instructor will not be happy if you don’t get this done.  This should assure that there is no access issue to Blackboard.  The detailed instructions can be found on pages 3 of this handout.  Please don’t log into Blackboard until you have done #3 and #4.
3.  Access your Brazosport College e-mail account and read your e-mail if you have any.  The detailed instructions on how to do this can be found in the handout under the header, “How to reach your E-mail account at Brazosport College.”  While you are in your e-mail account, do the #4 activity.  Detailed instructions can be found on pages 4-5 of this handout.
4.  Write a “rule” that will forward your Brazosport College e-mail to your regular account.  If you don’t have a regular account, just check your BC e-mail.  Otherwise follow the detailed instructions in the handout under the header, “Get messages to your school e-mail address forwarded to your regular account.”  Detailed instructions can be found on pages 6-9 of this handout.
GENERAL INSTRUCTIONS for BCnet
What you need: 

· Student ID (not Social Security Number) and PIN. 
You must have a Student ID and PIN.  If you don’t know either, stop here and go to the helpdesk  in person with photo ID to get them.

· Active BC computer account
You must have a Brazosport College computer account.  Go to the IT helpdesk in 

I-100 if you don’t have one.
Your account must have an active password.  If your password has expired, go to the IT help desk to get it reset—or use the reset provision if you have registered for that.
What you need to do:

1. Open Internet Explorer on your computer or in one of the computer labs at BC 
(Do not use Netscape or AOL as a browser)

2. Go to http://webster.brazosport.edu (notice that there is no “www”) 
Password reset is accessed from here!
	3. Click the “Register for Password Reset” link
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Click the “How to Register for the password reset assistant” link [image: image2.png]=lo/x|
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Your username/password is the BCNET ID name and password: 

First initial of first name, last name, and last 4 digits of your Student ID (not your social Security number)

Example:  
Name: Sue Brown 

ID:123-004567

Username: sbrown4567  (note: everything in lowercase)

Initial password: letters bc followed by PIN number

Example: 
bc123456   (note: everything in lowercase)

5. Navigate through the following screens so you can reset your password when it expires (which it will!) or when you forget it (which you could).

Be sure to provide a valid email account (one that you check and maintain) or this will not work!!

6. Close the browser.

At this point you have the ability to reset your own password.  You will not have to wait on someone else to help you do it.  This could be very important when you are trying to get your work done at night or on a weekend!!!
If you need to reset your password simply click the “Resister for Password Reset” on the Blackboard login page.  Then click “How to reset my computer account password” on the IT page.

E-mail Instructions

If you are using a new account, you must change your password on campus in order to access your e-mail off campus.
To access BCNET e-mail, open a web browser (Internet Explorer, Firefox, etc.) and type in the following URL:  https://webmail.brazosport.edu/  You will not be able to receive BC e-mail using Outlook or Outlook Express.  DO NOT FORGET IT IS https://

Domain/user name: enter your BC username.  If you are a student, this is your first initial, full last name, and the last four (4) numbers of your BC ID.  

Password:  enter your BC password.  This is generally bc+your pin number.  You can change this immediately after setting up your password reset arrangement (above).
If you are on a home computer, selecting Private Computer under Security will delay webmail from timing out.

Click the Log On button. 
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Outlook Web Access will open with e-mail.  To check for new messages, click the “Check for New Messages icon.”      Remember to Log Off when leaving webmail.


Now, if you have an e-mail address that you check regularly, you should write a rule so your mail will be automatically forwarded to that box.  You click on the Rules button on the lower left of the above screen.  It is relatively easy, but the text below will guide you through it if you need that help.  
We are going to learn to write a rule so that you can easily and automatically forward any messages received in your school mail box to the e-mail address that you actually check on a routine basis.  

First, open your school mail box.  The address for that is https://webmail.brazosport.edu.  [Note the “s” at the end of http.  This is a secure site and communication to it is encoded.] When you get to that site, log into your school mail box.  You will use your user name (first letter of first name + your entire last name + the last 4 digits of your school ID number) and your password which is bc + your pin number or it is what ever your college computer password is if you have reset it.

Now find the place where you write rules.  “RULES” is (or can be) one of the choices on the menu.  You may have to look for the “expand the menu” option to get access to the Rules button.

Since the one on the right showed up when I went to the online site, we will assume that it will be the one that you will usually see when you are trying to do this activity.  

Click on the Rules on the right picture above (on the web site of course).  Then click on New (circled).  You should get a screen like the one on the left.

You name the rule and then go down to the bottom of the page and select “forward it to” and type in your address of choice in the bottom blank.  This is shown on the next page.
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Then you save and close.  The message will be sent to your regular box automatically and a copy will be kept in the school mail box.  Once you establish that the rule is working you might change the rule so that you don’t keep a copy—or not.  This address won’t be used much so it should not accumulate spam messages and your school messages won’t take up a lot of space.
















Put your e-mail address in this line—the one you check regularly
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