
Welcome to the Buildings Management Portal 

How to Register 

To register for an account on the Building Management Portal, open a web browser and 
go to https://buildings.churchofengland.org 

Click your cursor on the blue ‘Log in with CofE Portal’ button 

 

 

 

 

 

 

 

 

 

 

 

 

 

This takes you to the log in screen. Complete your details  

(First Name, Last Name, and email address)  

and create a password. 

Passwords must be: 

• Minimum 12 characters 

• At least 1 upper case and 1 lower case 

• At least 1 special character (for example ! or £ or & etc.) 

Confirm your password 

Click your cursor in the ‘I’m not a robot’ box and click the red 
Register button to continue.  



 

An email will be sent to the email address you have registered with. 

Go to your email account and open the email where you will be asked to click on a link 
to Verify your email. 

 

 

 

 

 

 

 

 

 

 

The Building Management Portal uses ‘Two Factor Verification’ to ensure the security 
of the system. 

Two-Factor Authentication (often called 2FA) is an 
extra layer of security used to make sure that you 
are the person accessing your account. 

Instead of logging in with just your email and 
password, 2FA asks you for one more piece of 
information — usually a code sent to your email 
address. This means that even if someone else 
knows your password, they still can’t get in. 

You now have a choice of receiving the security 
code via something called an ‘authenticator app’ 
or you can select to have the code sent to your 
email address. If you do not already have an 
‘authenticator app’ having the code sent to your 
email address is the simplest way. 

If you already have an Authenticator App, feel free to use this method of verification. 
Otherwise, the simplest way is to click on the ‘Code Via email’ button  



 

A 6 digit code will be sent to your email address  

 

 

 

 

 

 

 

 

and you will be asked to enter it to finish your set up. 

 

 

 

 

 

 

 

 

 

 

You will see the following when you have completed the set up. 

 

 

 

 

 

  



 

If  you have chosen to use an authenticator app 
below the thank you message will be a series of 
recovery codes. These are useful if for whatever 
reason cannot access the app.  

 

You can save these somewhere safe either by 
copying the codes into a word document or 
downloading and saving them to your PC. 

 

 

 

 

  



Logging on after completing Two Factor Authentication 

 

Return now to the Building Management Portal (see first page) and log in using the blue 
‘Log in with CofE Portal’ button as before.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

First, to the right of where it says Diocese, click the down arrow (highlighted green box) 
and you will be presented with a list of Dioceses. Select your Diocese from the list. 

Then select your role (Applicant) by clicking the down arrow shown in the red box,  

 

 

 

 

 



 

When you select your Applicant role another button will appear below where you will 
be able to select your Church. 

 

 

 

 

 

 

 

 

 

 

Once you have selected your Diocese, Role, and Church click the BLUE ’Submit for 
review’ button. 

Your DAC Secretary will approve your request for access. 

 


