mail FAQs

Steps to update name and designation in institute email ID

Navigate to settings icon @ > click “See all settings”.
Q,  Search mail @& P : \ ma‘

Inbox
Starred Apps in Gmail

Snoazed Chat and Meet

Density

® Default B
Q comfortable

QO Compact

Theme View a

inbox type
Default

Custom

QO Important first

O Unread first

QO Starred first '

™M Gmail Q. Search mail O Active v

General Labels Inbo Filters and blocked addresses Forwarding and POP/IMAP  Add-ons Chat and Meet Advanced Offline Themes

Inbox ) X
Change account settings: Google Account settings

Starred Change your password and security options and access other Google services.

Snogzed Send mail as: Vinish Singh, CCIS, IIT (BHU) <vinishs ts@itbhu.ac.in>
Use Indian Institute of Technology (BHU) Varanasi, India Mail "
Sent s e Add another email address
to'send from your other email addresses)
O Drafis Learn more
» O Categories
Grant access to your account: Add another account

More (Allow others to read and send mail on your behalf)
Learn more Mark as read

® Mark conversation as read when opened by others
Labels = E
O Leave conversation as unread when opened by others
» . -
Sender information
[ Show this address and the person who sent it ('sent by ...")
) Show this address only (vinishs.ts@itbhu.ac.in)

» Enteryour preferred name and designation in the ‘Name’ field to be displayed. Click on “Save Changes”.
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19 Treat as an allas ore
Specify a different “reply-to” addres:

Cancel || Save Changes

Grant access to your account:

w cthers 1o read and send mail an your behatf



Steps for email aliasing from ‘@itbhu.ac.in’ to ‘@iitbhu.ac.in’

» Navigate to settings icon {:9:} > click “See all settings”.
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Quick settings X
See all settings

Apps in Gmail

Chat and Meet .

Customise

O Drefts

Density
» D Categories

More ® Default 8

Labels QO Comfortable

» O compact
»

Theme View all

Inbox type
Default

Customise

O Important first

O unread first

QO Starred first ‘
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Settings

General Labels Inbox ilters and blocked addresses Forwarding and POP/IMAP  Add-ons ChatandMeet Advanced Offline Themes
Inbox ) ~

Change account settings: Google Account s
Starred Change your password and security options and access other Google services.

Snoozed Send mail as: Vinish Singh, CCIS, IT (BHU) <vinishs.ts@itbhu.ac.in>

dion Technology (BHU) Varanasi, India Ml
Sent : € Add another email address @

Drafts

Categories
Grant access to your account: Add another account
More (al s to read and send mail on your behalf)
Mark as read
® Mark conversation as read when opened by others
Leave conversation as unread when opened by others

Sender information
# Show this address and the person who sent it ('sent by ..."
*) Show this address anly (vinishs.ts@itbhu.ac.in)

» Inthe pop-up tab > Enter your preferred name in ‘Name’ column.
» Enteryour institute email address with ‘iitbhu.ac.in’ domain in “Email address” column. > click “Next
Step”.
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Categories e —
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Sender information
» ® Show this address
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» click “make default” to use email with ‘iitbhu.ac.in’ domain as your default email address.

Gmail

Compose

Inbox
Starred
Snoozed
Sent
Drafts
Categories

More

Labels

Q  Sear

Settings

Oactver (@ @& D

General Labels Inbox Accounts Filters and blocked addresses Forwarding and POP/IMAP Add-ons Chatand Meet Advanced Offline Themes

Change account settings:

Send mail as:
(Use Indian Institute of Technology (BHU) Varanasi, India Mail
to send from your other email addresses)

Learn more

Grant access to your account:
(Allow others to read and send mail on your behalf)

Learn more

Google Account settings

Change your password and security options and access other Google services.

Vinish Singh, CCIS, IIT (BHU) <vinishs.ts@itbhu.ac.in> default editinfo
Vinish Singh, CCIS, IIT (BHU) <vinishs.ts@iitbhu.ac.in> make default  editinfo
Add another email address

When replying to a message:

O Reply from the same address to which the message was sent
Always reply from default address (currently vinishs ts@itbhu.ac.in)

(Note: You can change the address at the time of your reply. Learn more)

Add another account
Mark as read
Mark conversation as read when opened by others
Leave conversation as unread when opened by others
Sender infermation

® Show this address and the person who sent it (‘'sent by ...")
Show this address only (vinishs.ts@itbhu.ac.in)
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delete




Steps for email forwarding

» Navigate to settings icon @ > click “See all settings”.

Q search mail = e @ @ P @‘
[mpad e

Quick settings x

Apps in Gmail

Chat and Meet

Customise

Density
> Categories

¢ Mie ® Default =]
Comfortable
Labels o
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Inbox type

Default

Customise
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O Unread first
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» 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.

» Averification email will be sent to your entered email address, click on the verification link and click on
‘Confirm’.

| Gmail Q. Search mail = onie @ @ P = (DO

p—

General Labels Inbox Accounts Filters and blocked addresses| Ferwarding and POP/IMAP | Add-ons Chat and Meet Advanced Offline Themes
Inbox 5 — .

Forwarding: | Add a forwarding sddress | #———— ]

Learn more

Tip: You can aiso forward only some of your mail by creating a filter!

POP download: 1. Status: POP is disabled
Learn more ) Enable POP for all mail
() Enable POP for mail that arrives from now on

2. When messages are accessed with POP keep Indian Institute of Technology (BHU) Varanasi, Indis Mail's copy in the Inbox

;,‘; Add a forwarding address

Labels
IMAP access: Whe Flease enter anew forwarding email address
(aecess Indian Institute of Technology (BHU) Varanasi, @ A
Inclia Mail from ather clients using IMAP) (o]

Learn more —— 2

Folder size limits.
@ Do not limit the number of messages in an IMAP folder (default)
) Limit IMAP folders to contain no more than this many messages| 1,000 v |

Configure your email client (e.g. Outlook, Thunderbird, iPhone)
Configuration instructions

» 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.



Categories
More
Labels
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B pass
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Settings

General Labels Inbox Accounts Filters and blocked addresses Forwarding and POP/IMAP  Add-ons Chat and Meet Advanced Offline Themes

Forwarding:

Disable forwarding

keep Indian Institute of Technology (BHU} Varanasi, india Mail's copy in the Inbax

/ Forward a copy of incoming mail tof 1 band| keep Indian Institute of Technology (BHU) Varanasi, India Mail's copy in the Inbox

POP download:
Learn more

IMAP access:
{access Indian Institute of Technology (BHU) Varanasi
Mail from ather clients using IMAP)

Learn more

UL AR vt e ic e i 1 mark Indian Institute of Technology (BHU) Varanasi, India Mail's copy as read

L archive Indian Institute of Technology (BHU) Varanasi, India Mail's copy
7) Enable POP for all mail delete Indian Institute of Technology (BHU) Varanasi, India Mail's copy

) Enable POP for mail that arrives from now on
2. When messages are accessed with POP

3. Configure your email client (e.g. Outlook, Eudora, Netscape Mail)

When | mark a message in IMAP as deleted:
® Auto-Expunge on - Immediately update the server. (default)
) Auto-Expunge off - Wait for the client to update the server.

When a message is marked as deleted and expunged from the last visible IMAP folder:
Archive the message (default)
Moave the message to the Bin
Iimmediately delete the message forever

Folder size limits
® Do not limit the number of messages in an IMAP folder (default)

D Limit IMAP folders to contain no more than this many messages |

Configure your email elient (e.g. Outlook, Thunderbird, iPhone)
Configuration instructions




Steps to change your current password

» Click on “Manage your Google Account”
M Gmail Q  search mail T Oactie~ (@ @& D & ‘/

¥ c
o vinishs.ts@itbhu.ac.in
Managed by itbhu.acin

i

Hi, Vinish!

Manage your Google Account |
-
Show more accounts = Q v

Privacy policy * Terms of Service

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

Google Account Q_ Search Google Account

0 -
How you sign in to Google

Make sure that you can always access your Google Account by keeping this information up to
date

2-Step Verification

@ On since 8 Feb 2024
e Google password

Passkeys and security keys

e ket sone 2 passkeys
X wss Password
Data and privacy Last changed 8 Jun
e People and sharing 3¢ Skip password when possible

Payments and a »
subscriptions. e uthenticator
% Added 8 Feb 2024

Google prompt

1device

2-Step Verification phones
E Recovery phone

Recovery email
= ry

You can add more sign-in options

@ Backup 2-Step Verification phones | | B Backup codes

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




< Password

Choose a strong password and don't reuse it for other accounts.
Learn more &

You may be signed out of your account on some devices. Learn more about
where you'll stay signed in@

New password

Password strength:
Use at least 8 characters. Don't use a password from another site, or

something too obvious like your pet's name. Why? &

Confirm new password &

Change password




Steps to add 2-Step Verification

» Click on “Manage your Google Account”
Q,_  Search mail E] Oactie~r @ @& P = \/

-~ O
= vinishs.ts@itbhu.ac.in
Managed by itbhu.acin

Manage your Google Account

Show more accounts = e -

Privacy policy + Terms of Service

»

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

Google Account Q. Search Google Account

How you sign in to Google
@ Home Make sure that you can always access your Google Account by keeping this information up to

Personal info

date

2-Step Verification
2-Step Verification is off

o Security and sign-in
e Google password

Passkeys and security keys
Start using passkeys

«xs Password
e Linked apps Last changed 10 Jan 2025

@ Data and privacy

e People and sharing
Payments and
subscriptions

* Skip password when possible

Google prompt
2 devices

Recovery phone

© Add a mobile phone number

Recovery email

||

© Add an email address

You can add more sign-in options

| 3¢ Authenticator || [ 2-Step Verification phone |

» “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.




< 2-Step Verification

Turn on 2-Step Verification

Prevent hackers from accessing your account with an
additional layer of security.

Unless you're signing in with a passkey, you'll be asked
to complete the most secure second step available on
your account. You can update your second steps and
sign-in options any time in your settings. Go to security
settings &

Second steps

Make sure that you can access your Google Account by keeping this information up to date and adding more sign-in options

:? Passkeys and security keys 2 passkeys
D Google prompt 2 devices

g - :
o% Authenticator @ Add authenticator app

E Phone number @ Add aphone number

Turn on 2-Step Verification

» Select country ‘India’ and enter your phone number > Select first bullet option “Receive codes by

text message”

<« 2-Step Verification phones

You can add phone numbers to get sign-in codes and
security alerts.

| 4+ Add phone number

Add a phone number

A phone number can be used to verify it's you when signing in and to receive
alerts if there's unusual activity.

‘—- +91

You can use a Google Voice number, but you won't be able to receive codes if
you lose access to your Google Account. Charges from your operator may apply.
Learn more about how Google uses this info @

(® Receive codes by text message

() Receive codes by voice message

Cancel




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.

Google Authenticator
Google LLC

Enable 2-step verification to protect your account from hijacking.
( 4.3% 10Cr+
6.63L reviews Downloads

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

< 2-Step Verification

Turn on 2-Step Verification

Prevent hackers from accessing your account with an
additional layer of security.

Unless you're signing in with a passkey, you'll be asked
to complete the most secure second step available on
your account. You can update your second steps and
sign-in options any time in your settings. Go to security
settings &

Second steps

Make sure that you can access your Google Account by keeping this information up to date and adding more sign-in options

:? Passkeys and security keys 2 passkeys

D Google prompt 2 devices

[ |
o8 Authenticator o Add authenticator app

E Phone number @ Add aphone number

Turn on 2-Step Verification

> Open Google Authenticator app on your phone and tap on 4, scan the QR code displayed on the
pop-up tab, click on ‘Next’.



< Authenticator app

Instead of waiting for text messages, get verification
codes from an authenticator app. It works even if your ‘
phone is offline. i

First, download Google Authenticator from the Google Set up authenticator app
Play Store or the iOS App Store.
+» In the Google Authenticator app, tap the +

: ' + Choose Scan a QR code
+ Set up authenticator

Can’t scan it?

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

Set up authenticator app

Enter the 6-digit code that you see in the app

Back Cancel Verify
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