Instruction Guides
Click the link to see the instruction guide:
 Update contact info
 Update username and password
 Register for events
 Manage email subscriptions
 Find a Life Group
 Give online
 Change a recurring gift

Update contact info
STEP 1: login to your account
Go to my.blackhawkchurch.org and login to
your account.
Don’t remember your login info? Click Reset
Account.
Still having trouble? Request assistance by
emailing portal@blackhawkchurch.org.

STEP 2: click My User Account
& update your contact info
On the My User Account page, you can update
any of the information listed for you and then
click Save Contact Record.

STEP 3: update the contact
info for your family members
On the My User Account page, you can update
the contact info for people in your family by
choosing the appropriate name in the dropdown
menu. Once you’ve made the changes, click
Save Contact Record.

Update username and password
STEP 1: login to your account
Go to my.blackhawkchurch.org and login to
your account.
Don’t remember your login info? Click Reset
Account.
Still having trouble? Request assistance by
emailing portal@blackhawkchurch.org.

STEP 2: click My User Account

STEP 3: scroll down to the
Update User Record section
Indicate your desired username and password.
When done, click Save User Record.
*Note: if you receive an error when you click
Save, clear your cache and then try again.

Register for events
STEP 1: enter attendee info
The event attendee should fill in their contact info
and answer any questions.
Required fields are indicated with a red asterisk.
If the attendee doesn’t have an email address, a
general home@blackhawkchurch.org email
address can be used.
To finalize registration, click Complete.
To register another person, click Next.

STEP 2: pay, if needed
The info of the responsible party should be
entered on this page; whoever is entered here
receives email confirmation of the registration. If
payment is needed, payment information will be
requested on this page.
Regardless of whether the individual is logged
into their Portal account, the user has the option
to Pre-Fill the Form with the info of an attendee.
Just click the drop-down arrow and select the
appropriate attendee. If none of the attendees
are the responsible party, simply leave the dropdown at “Blank Form.”
Click Check Out when done.

Manage email subscriptions
STEP 1: login to your account
Go to my.blackhawkchurch.org and login to
your account.
Don’t remember your login info? Click Reset
Account.
Still having trouble? Request assistance by
emailing portal@blackhawkchurch.org.

STEP 2: click My Subscriptions

STEP 3: indicate which email
lists you want to be
subscribed to
Check or uncheck the “Subscribed” box and
then click Update Subscriptions.
If you want to opt out of all emails, check the
box and click Update Opt Out Status.

Find a Life Group
STEP 1: go to the Portal &
click Group Finder
Access the Portal at my.blackhawkchurch.org
and click Group Finder.

STEP 2: indicate group criteria
Indicate your desired group criteria and click
Search. Try to keep your search criteria relatively
broad so that you have as many group choices
as possible.

STEP 3: click on the name of
the group you would like to
join

STEP 4: request to join the
group
Fill out the request form and then click Submit
Request. You will be notified when your request
has been reviewed.

Give online
STEP 1: go to Give Now
Indicate a worship site and desired designation,
amount and frequency. Click Next.

STEP 2: review your transaction
summary
If needed, edit or add another gift. Click Complete.

STEP 3: enter your payment info
The name and address info you input should match
whatever is associated with your payment method
(e.g., if paying by credit card, the address you list
should match the address that is one file for your credit
card). Click Check Out. You will receive an email
confirmation after successful submission.

Thank you for your generosity!
Every dollar makes a difference in accomplishing our
mission.
Have questions? Need assistance? Please email
accounting@blackhawkchurch.org.

Change a recurring gift
STEP 1: login to your account
Go to my.blackhawkchurch.org and login to
your account.
Don’t remember your login info? Click Reset
Account.
Still having trouble? Request assistance by
emailing portal@blackhawkchurch.org.

STEP 2: click My Giving and
cancel your existing gift
This process will end the current gift you have
setup, allowing you to create a new recurring
online gift.

STEP 3: click Give Now and
setup a new recurring gift
Setup your new gift with the desired amount and
frequency.

Thank you for your generosity!
Every dollar makes a difference in accomplishing our mission.
Have questions? Need assistance? Please email
accounting@blackhawkchurch.org.

