
Email FAQs’ 

Steps to update name and designation in institute email ID 
 Navigate to settings icon         > click “See all settings”. 

 
 Go to ‘Accounts’ tab > click “edit info” > a pop-up tab will open. 

 
 Enter your preferred name and designation in the ‘Name’ field to be displayed. Click on “Save Changes”. 

 
----------x---------- 



 

Steps for email aliasing from ‘@itbhu.ac.in’ to ‘@iitbhu.ac.in’ 
 Navigate to settings icon         > click “See all settings”. 

 
 Go to ‘Accounts’ tab > click “edit info” > a pop-up tab will open. 

 
 In the pop-up tab > Enter your preferred name in ‘Name’ column. 
 Enter your institute email address with ‘iitbhu.ac.in’ domain in “Email address” column. > click “Next 

Step”. 

 
 



 click “make default” to use email with ‘iitbhu.ac.in’ domain as your default email address. 

 
----------x---------- 

 



 

Steps for email forwarding 
 Navigate to settings icon         > click “See all settings”. 

 
 Go to “Forwarding and POP/IMAP” tab, click on “Add a forwarding address”, a popup will appear, enter 

an email address to receive the forwarded emails. 
 A verification email will be sent to your entered email address, click on the verification link and click on 

‘Confirm’. 

 
  Under ‘Forwarding’ option select second bullet option, enter email id to receive the forwarded emails 

and select the desired option from the dropdown menu. Click on “Save Changes” 
 You can also disable the email forwarding by selecting the first bullet option under the ‘Forwarding’ 

option. 



 
----------x---------- 

 



 

Steps to change your current password 
  Click on “Manage your Google Account” 

 
 

 Click on “Security and sign-in” > click on “Password”, enter your current password to authenticate your 
account. 

 
 

 A popup will open, enter new password and confirm new password, click on “Change password”. 



 
----------x---------- 



 

Steps to add 2-Step Verification 
 Click on “Manage your Google Account” 

 
 

 Click on “Security and sign-in” > click on “2-Step Verification”. 

 
 

  “Click on Turn on 2-Step Verification”. 
 2-Step Verification can be done in two ways. 

1. SMS verification code. 
2. Google authenticator code. 

1 SMS verification code 

 Click on “Add a phone number” > Authenticate with your login password (if asked), Click on “Add 
phone number” > A pop-up tab will open. 



 
 

 Select country ‘India’ and enter your phone number > Select first bullet option “Receive codes by 
text message” 

 



 

2 Google authenticator code. 

 To setup “Google authenticator” first you need to download the “Google Authenticator” app from 
the play store and sign-in in the app. 

              

 Click on “Add authenticator app” > Authenticate with your login password (if asked) > Click on “Set 
up authenticator” > A pop-up tab will open. 

 
 

 Open Google Authenticator app on your phone and tap on       , scan the QR code displayed on the 
pop-up tab, click on ‘Next’. 



 
 

 Enter the six-digit code that is displayed on your authenticator app, click on ‘Verify’. 

 

----------x---------- 
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