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mybbd

how to

register YOUR myBBDVAULT account

Accessing YOUR MYBBDVAULT

ACCESS MYBBDVAULT

Open your myBBDVault registration email and 

•	 Click on the REGISTER NOW button

•	 Enter your name and choose a password

•	 Click REGISTER ME button on the lower left

Default login for setup
NEW IRS SECURITY REQUIREMENT: The IRS has set a new 
minimum security standard for your protection. Your password 
will need to adhere to a more complex standard. See below - 
BBD’s standard naming convention as follows:

•	 Username: Your first and last name (no space and all lower 
case) ex: jonhsmith

•	 Password: First 4 letters of last name and the last 4 
numbers of your SS# followed by an exclamation point 
(First letter is capitalized and no spaces) ex: Smit1234!

•	 You will need to change your password every 90 days

•	 We encourage you to change or maintain your own 
password once logged in

MULTI-FACTOR AUTHENTICATION (MFA)
When prompted to set up MFA

•	 Click SET UP NOW button

•	 Choose an authenticator app. The Thomson Reuters 
Authenticator is recommended

•	 Your computer will tell you to open the app on your mobile 
device and point your device at the QR code on your screen. 
Your mobile device will ask you if the app can have access to 
your camera. Click YES and then scan the code

•	 After you scan the QR code, type in the code generated by 
your app

•	 You can access your account by 
going to our website: myBBD.com

•	 At our home page, on the right 
side, look for the myBBDVault 
Online Login as seen here

•	 Enter your Username and 
Password when prompted

•	 The first time you access your 
myBBDVault you will be asked  
to enter a code generated by  
your authenticator app

myBBDVault is your one-stop shop for exchanging files and records at any time,  
24/7 with the team at Business by Design.

Sign into your 
account using your 
email address and 
new password


