STANDARD OPERATING PROCEDURE

How to reset password in Google Apps Email

Abstract
The objective of this document is to list down the steps to reset the password of Google Apps
which is used by the students of UPES for their email solution
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Standard Operating Procedure
How to reset the password of Google Apps Email

Reset the Password of Google Apps Mail Account

1. Click on Need help ?
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One account. All of Google.
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Sign in with your Google Account

atul dubey
atuldubey@stu upes ac.in

Password ‘

Need help?

Sign in with a different account

One Google Account for everything Google
GMBPROL * > @

L Hi | o  aziem
2% R oo

hitps://accounts.googlecom/RecoverAccount Email=atuldubey%40stu upes.acingthl=

1
UPES IT 2017 1



Standard Operating Procedure
How to reset the password of Google Apps Email

2. Check I don’t know my password radio button and click continue.
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Google

Having trouble signing in?
[®] | don't know my password

To reset your password, enter the email address you use to sign in fo Google. This can be your Gmail address, your Google
Apps email address, or another emai address associated with your account

Email address
atuldubey @stu upes ac.in

I dont know my username

I'm having other problems signing in
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Google

Account help for atuldubey@stu.upes.ac.in

Enter the last password you remember

That's not my account

Googke  Privacy & Terms  Help
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4. Click on continue button.
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How to reset the password of Google Apps Email
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Google

Account help for atuldubey@stu.upes.ac.in

Get a verification code on my phone: ********19§

Receive via:
® atext message (SMS)

an automated phone call

1 can't acoess my phone
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5. Enter the 6 digit number which you received on your mobile.
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Google

Account help for atuldubey@stu.upes.ac.in

Google just sent a verification code via text message (SMS§) to ******198.

Enter that code here [

The verfication code is a 6-digit number. Wake sure you don't enter your mobile number o the phane number that you received the
text message from.

Didrit get the text message? Somefimes &t can fake up to 15 minules. Ifit's been longer than that, try again or fry a different way of
resetling your password.

©2015Google  Google Home  Terms of Service  Privacy Policy  Help. | English
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6. Click on Continue.

[ Syman X |
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Google

Account help for atuldubey@stu.upes.ac.in

Google just sent a verification code via text message {SMS) to ********{98,

Enter that code here [ 115639
The verfication code is a 6-digit number. Make sure you don't enter your mobile number or the phone number that you received the
text message from.

Didn't get the fext message? Somefimes it can fake up lo 15 minutes. [fits been longer than that, try again or ry a different vray of

resetiing your password.

©2015 Google  Google Home  Terms of Service'  Privacy Poicy  Help | English v

7. Enter your new password and confirm password. Cilck on change password.
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Google

Reset your password

Please choose a new password to finish signing in.

Read some tips on creating a secure password.

[ New password w

Re-enter new password

Change password

About Google  Privacy  Terms  Help a‘Eninsh(UmtedStalas) "
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8. Now password has successfully changed.

[Glatei- x ¥ G smootl x ¥ A Smoat x

€ - C | https://www.google.com/accounts/recovery/postrecovery?c=CMOI2rzR35CGCxDTi5zwofCp2Gs ¥ ¢

Do you want Google Chrome to update your

Google password for this site?

atuld@stravissolutions.com e il

Success - you've reset your password Nope

MNow. review your account recovery information - including mobile phone number - to make sure it's up-

Review my recovery info
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