“TERA Quick Email Instruction Guide for

Tt Outlook 2003 Users
s Communications Revised 4.19.08

= Open Outlook and click on “Tools” and then “"Email Accounts”.

E-mail Accounts

Select "Add a new email
Account”

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

() Add 2 new e-mail account
() view ot change existing e-mail accounts

Directory

() Add a new directory or address book,
(1 Wiew or change existing directories ar address baoks

< Back [ Mext = ] [ Close

E-mail Accounts E

Server Type
¥ou can choose the type of server your news e-mail acount will wark with,

Select “"POP3” as the )
() Microsoft Exchange Server

Server type . Conmect ko an Exchange server to read e-mail, access public falders, and share
documents,

@ por3
Connect ko a POP3 e-mail server ko download your e-mail,
O 1MAP

Connect ko an IMAP e-mail server ko download e-mail and synchronize mailbox:
folders,

(CIHTTP

Connect ko an HTTP e-mail server such as Hokmail to download e-mail and
synchronize mailbox Folders,

() Additional Server Types
Connect ko another workgroup or 3rd-party mail server,
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e The next screen will be “Internet Email Settings (POP3)"”
e Under “User Information” enter your name and email address. EXx:

yourname@nextera.net.

¢ "Server Information” needs to have smtp.nextera.net in both the Incoming and
Outgoing Mail Server fields. This tells Outlook where to send and receive your email.

¢ "“Logon Information” Enter the username and password assigned to you. The User

Name must be your full email address (i.e. yourname@nextera.net). Passwords are

important to keep unauthorized persons from using your email account. If you
would like Outlook to remember your password, select “Remember Password”.
This will prevent you form having to enter it each time.

e Click “"More Settings”.

E-mail Accounts

Internet E-mail Settings (POP3)
Each of these settings are required to get vour e-mail account working.

User Information Server Information

Yaur Marne: John Doe Incoming mail server (POP3): | sptp nextera.net

E-mail Address: |idoe@nextera.net Cutgaing mail server (SMTPY: | smbp nextera.net

Logon Information Test Settings

User Mame: jdoe@nextera.net after filing out the infarmation on this screen, we
recommend you test your account by clicking the

Password: Attt button below, (Requires network connection)

Remember password

Test Account Settings ...

[[Jiog on using Secure Password ;
futhentication (SPAY i

Maore Settings ...

X

< Back " Mext > l’ Cancel

e Click “My outgoing server (SMTP) .Internet E-mail Settings

requires authentication”.
e Click "Use same settings as my
incoming mail server.”
e Click “"OK".

zeneral | Qutgeing Server | Connection | Advanced

X

@ Use same settings as my incoming mai server

O Log on using

() Log on ko incoming mail server before sending

mail

Ok

l [ Cancel

Nextera Email Installation Guide

Page 2 of 3



mailto:yourname@nextera.net
mailto:yourname@nextera.net

\TERA Quick Email Instruction Guide for

communications Outlook 2003 Users
voice . data - video Revised 4.19.08
L=

You have now successfully set up your email account! Select "FINISH".

E-mail Accounts

Congratulations!

‘ou have successfully entered all the information required to
setup your accounk,

Ta clase the wizard, click Finish,

You e-mail set up is complete, now what?

Your Outlook e-mail program will send e-mail using the new account you just set up. It will
receive or look for e-mail at both your new and old locations. Eventually your old domain
name hosting company will discontinue or delete your domain name information from their
servers and you will get an error message saying Outlook cannot find the e-mail server. At
that time you can go into your “Tools” “"Accounts” and delete the old e-mail account.

How can I remotely access my e-mail account?

Remote access to your e-mail account is available through the Internet webpage
webmail.nextera.net. You must log on with your full e-mail address and password.
There are many features available through this site, in addition to accessing all your e-
mails, such as vacation messaging, auto responders, passwords, personal and group
calendars just to name a few.

X %k X

Feel free to contact Nextera at CustomerSupport@nextera.net or 218-818-6400 if
you have any problems.
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