
How to Access Office 365 
Email Account
Student Tutorial
PRESENTED BY

THE STUDENT TECHNOLOGY HELP DESK (STHD )

WWW. LBCC. EDU/S THD

QUESTIONS? • CONTACT THE STUDENT TECHNOLOGY HELP DESK (STHD) • (562) 938 – 4250 • STHD@LBCC.EDU



Objectives
From this tutorial, you will learn:

1) How to access your LBCC student email account (Outlook via Office 365)

2) How to forward emails from this account to your personal account (if you prefer that).

3) How to setup your student account as your preferred email for LBCC related services (if you prefer it).
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Select an Option:

Access Office 365 email account. Forward O365 email to a 
personal account.

Change preferred email account 
in the Viking System to receive 
all LBCC messages (Canvas, LBCC 
announcements, etc.)
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How to Access O365 Account
1) Go to www.office.com, you should 

see the following screen:

2) Click on Sign In.

3) You will see the next Sign In. 
Your email is in the next format 
VikingID@lbcc.edu.
Ex: 0123456@lbcc.edu 

4) Click next.
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http://www.office.com/


How to Access O365 Account
5) You will be redirected to our webpage which 
should look like this:

6) Type your Viking password and click Sign In.

7) You will see the next window:

8) You can choose whether or 
not you want to stay signed in.
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How to Access O365 Account
9) Congratulations! You have just logged into your Office 365 account!

From here you can check your emails (click on Mail), and even use the Web Version of the 
Office 365 suite (which is limited in options compared to the full desktop version).
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Forward LBCC Emails to your Personal Account

1) From the main Mail page:

2) Click on the gear icon
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Some students prefer to have all email accounts forward to one personal account. 
If you want your LBCC student email account to forward to your personal account, you may follow these directions.



How to Forward Emails
3) The following sidebar will appear: 4) Scroll down until you see “Your app settings” 

and select Mail.
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How to Forward Emails
5) The Options sidebar will appear in the 
left side:

6) Click on “Accounts” and then on Forwarding:
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How to Forward Emails
7) Forwarding options will appear in the 
middle of the screen:

8) Select Start forwarding.

9) Input your personal email account: 

Optional: You can choose whether or not you want 
to keep a copy of the emails in your O365 account.

10) Click Save.

Congratulations!  You have setup forwarding successfully!
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How to Change Preferred Email
Log in to the Viking Student System: Once log in you will see your important 

information on the screen:
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https://pscs.lbcc.edu/psp/cs90prd/?cmd=login&languageCd=ENG&


Email Preference Change

Click on User 
Preferences

Click on Personal 
Information
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Email Preference Change

Click on
Email 

Addresses

Click the       for 
Campus.

QUESTIONS? • CONTACT THE STUDENT TECHNOLOGY HELP DESK (STHD) • (562) 938 – 4250 • STHD@LBCC.EDU



Email Preference Change

Click Save

Congratulations! You have now saved your LBCC 
student email address as your preferred 
account. 

Important Reminder: You have access to your 
LBCC student email account while you are an 
active student at LBCC. It is best to back up 
important messages. 
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