
How to Reset Two-Factor Authentication 
(2FA) via Email 
If you are unable to access your current two-factor authentication (2FA) code during login, 
you can use the Reset 2FAfeature to regain access and configure a new authenticator. 

Prerequisites 
• You know your username and password. 
• You have access to the email address associated with your account. 

 

Step 1: Log In and Select "Reset 2FA" 
1. Enter your username and password on the login page. 
2. When prompted for your 2FA verification code, select Try another way. 

This will open the available 2FA recovery options. 

 

 

 



 

 

Step 2: Choose "OTP Reset via Email" 
You will be presented with three recovery options: 

• Authenticator Application 
• OTP Reset via Email 
• Recovery Authentication Code 

For this process, select OTP Reset via Email. 

1. Click Send an email. 
2. A one-time password (OTP) will be sent to the email address associated with your 

account. 

 

 

Step 3: Retrieve the One-Time Password (OTP) 
1. Open your email inbox. 
2. Locate the email containing your OTP. 
3. Note the 6-digit verification code provided in the email. 

Note: If you do not receive the email immediately, check your spam or junk folder. You can 
also use the Resend code option on the verification screen. 



 

 

Step 4: Enter the OTP 
1. Return to the login screen. 
2. Enter the 6-digit code into the field labeled: 

"Please enter the 6 digit code that was delivered to your email." 

3. Click Reset. 

 

 

Step 5: Set Up a New 2FA Method 
If the OTP is validated successfully: 

1. You will be taken to the Reset 2FA setup screen. 



2. Follow the on-screen instructions to configure a new authenticator application. 
3. Complete the setup process and save any recovery codes provided. 

Once the setup is complete, your new 2FA configuration will be active and can be used for 
future logins. 

 

 

 

 

Troubleshooting 

I didn't receive the email 

• Verify that you have access to the correct email account. 
• Check your spam or junk folder. 
• Click Resend code to request a new OTP. 

The OTP is not accepted 

• Ensure you entered all six digits correctly. 
• Check whether the OTP has expired and request a new code if necessary. 
• Verify that you are using the most recently received OTP. 

I no longer have access to my email address 

• Contact your system administrator or support team for assistance. 

 
 


