
As we approach the beginning of spring break, we wanted to send out a reminder regarding Beacon 
College email and SONIS systems. During this time, it will be even more imperative for you to be able to 
receive and send communications between Beacon College staff and faculty. Below is a list of 
information and guides that we recommend you save offline so that you may reference it later in case of 
need. 
 

Beacon College E-mail 
 
Access to Email 
You can access your Beacon College e-mail through the Beacon College website 
(https://www.beaconcollege.edu) in 2 different locations: 

1) In the top-right of the home page you will see a drop-down menu called Portals. If you 
hover over Portals, additional options will drop-down and the first one at the top will be 
Email Portal. Selecting Email Portal will take you to the Outlook Web App where you can 
input your full email address and password to access your email. NOTE: The Portals drop-
down may not appear if you are on mobile. See option 2. 

2) At the very bottom of the home page, just above where the social media links are placed, 
you can find a category list of Campus Portals, and the first selection at the top is the Email 
Portal. Selecting this will also take you to the Outlook Web App. 

 
Email Password Requirements 
Beacon College follows and enforces a set of requirements for email passwords, increasing the 
complexity of them and increasing security to your accounts. The following is what must be included 
when creating a new email password: 

 Passwords must be at least 9 characters in length. 

 Minimum age of a password is 1 day. (Meaning once you change your password, you have to 
wait a full 24hrs to change it again) 

 3 previous passwords are remembered and barred from use. (Once a password has been 
rotated out of the “3 previous”, then it can be used again) 

 Passwords cannot contain your first or last name. 

 Passwords must contain 3 of the following 4 categories: 
o At least 1 uppercase characters (A through Z) 
o At least 1 lowercase characters (a through z) 
o At least 1 numbers (0 through 9) 
o At least 1 special character (!, @, #, $, etc.) 

 
Email Password Security and Expiration 
Beacon College follows and enforces a set of policies to help keep accounts secure. Those policies 
include password expiration and password lockout, to name a few. Those policies are detailed below: 

 Password Expiration: Passwords will expire after 120 days. (see below for additional 
information) 

 Password Lockout: After 5 invalid attempts, your e-mail account will become locked.  

 Password Lockout Duration: If your account becomes locked, it will stay locked for 30 minutes 
and then automatically unlock itself. If your account becomes locked, you can wait out the 30 
minutes and try again, or contact the IT department for assistance. 

 
Once your password is set to expire, there are 2 different ways it may be presented to you: 

https://www.beaconcollege.edu/


1) Pre-expiration: 7 days before your password is set to expire you will begin receiving warnings 
anytime you look into your email through the Outlook Web App (instructions listed above). 
While you are off-campus, we recommend checking your e-mail through the website on 
occasion, so you do not miss any warnings. (NOTE: These warnings do not appear through 
another app or program). 

These warnings will appear to you in the top-right of the page after logging in. The warning will 
be a link, so once you see that warning you can go ahead and click it and it will take you to the 
page to reset your password. On this page, the only things required is your current password 
and the new password you want.  

2) Post-expiration: If your password has expired already and you login, then you will immediately 
be taken to this screen: 

 

As you can see, it asks for additional information (Domain\user name), which is different from 
what you’re probably used to. This is how it works: 

a. Domain (same for everyone) = beaconcollege.edu  
b. User name (individual based on email) = everything before @beaconcollege.edu in your 

email (bdaly@beaconcollege.edu) 
c. So altogether, using myself as an example, I would put: beaconcollege.edu\bdaly 

 

Beacon College SONIS 
 
Access to SONIS 
You can access your Beacon College SONIS through the Beacon College website 
(https://www.beaconcollege.edu) in 2 different locations: 

1) In the top-right of the home page you will see a drop-down menu called Portals. If you 
hover over Portals, additional options will drop-down and the second one at the top will be 
Student Portal. Selecting Student Portal will take you to the login screen of SONIS where 
you can input your full email address and password to access your SONIS account. NOTE: 
The Portals drop-down may not appear if you are on mobile. See option 2. 
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2) At the very bottom of the home page, just above where the social media links are placed, 
you can find a category list of Campus Portals, and the second selection from the top is the 
Student Portal. Selecting this will also take you to the login screen for SONIS. 

 
SONIS Password Requirements 
SONIS and Beacon College follow and enforce a set of requirements for SONIS passwords, increasing the 
complexity of them and increasing security to your accounts. The following is what must be included 
when creating a new SONIS password: 

 Passwords must be at least 9 characters in length. 

 Minimum age of a password is 1 day. (Meaning once you change your password, you have to 
wait a full 24hrs to change it again) 

 3 previous passwords are remembered and barred from use. (Once a password has been 
rotated out of the “3 previous”, then it can be used again) 

 Passwords must contain 3 of the following 4 categories: 
o At least 1 uppercase characters (A through Z) 
o At least 1 lowercase characters (a through z) 
o At least 1 numbers (0 through 9) 
o At least 1 special character (!, @, #, $, etc.) 
o  

SONIS Password Security and Expiration 
SONIS follows very similar security and expiration policies as email, but with one important note at the 
bottom. Those policies are detailed below: 

 Password Expiration: Passwords will expire after 120 days. (see below for additional 
information) 

 Password Lockout: After 5 invalid attempts, your e-mail account will become locked.  

 Password Lockout Duration: If your account becomes locked, please contact the IT department 
for assistance. 

 Forgot your PIN and/or ID? = SONIS has this option underneath the login for students. It is 
important to note that this option only works if your account is not locked out. If you do not 
know your PIN, please do NOT try to guess, and instead use this option immediately. It will email 
you a temporary code you can use to access SONIS again. However, if you attempt and lock 
yourself out, the temporary password will not work.  

 
SONIS Updating Bio - IMPORTANT 
Inside SONIS, there is an important page that you will want to take note of, and possibly update with 
more current information. Once you have logged into SONIS, there is a page called Update Bio. This can 
be found at the top menu, or on the left menu underneath the General drop down. On this page is the 
current contact information set for you. Why is this important you ask? Well, because when you contact 
us via phone or email, we first check to see if where you’re contacting us from and if it’s listed as a 
secondary/alternative form of communication with you.   
 

 If it matches the email or phone number matches a secondary listed on the Update Bio page, 
then we can immediately start assisting you. 

 If it DOES NOT match the email or phone number in SONIS, then we have to do some additional 
communication with you to verify who you are which typically includes asking for the last 4 of 
your social security number, which delays the entire process. 

 



We recommend you check the Update Bio page on SONIS and verify that the following fields have 
accurate and current information: Phone, Cell Phone, and/or Work Phone should include at least one 
current phone you can contact us from. Below that, you can also find a field for Secondary Email. You’ll 
want to make sure this also reflects a current email you use. If you reach out to us via phone or email, 
for convenience sake (for us and you), please make sure to use an email or phone number that is listed 
on SONIS. 
 

Contacting the IT Help Desk 
 
You can contact the IT Help Desk via phone or email. Although our working hours are typically between 
8:30am – 5:00pm, emails and phone calls are accepted 24/7. If you leave a voicemail, please leave any 
relevant information that might help us assist you, such as your first and last name, a description of the 
issue you’re facing, and a good number and/or email to reach you back at. 
 
By email: ithelpdesk@beaconcollege.edu 
By phone: 352-638-9774 
 
If you have any questions or concerns about any of the above information, please feel free to reach out 
to us via the contact information above. 
 
Brett Daly 

Systems Analyst 

Beacon College 

(352) 638-9781 voice 

(352) 787-0721 fax 

bdaly@beaconcollege.edu 

www.beaconcollege.edu 

 
105 East Main Street 

Leesburg, FL 34748 

Campus Tech & Safety Building 
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