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INSTRUCTION FOR ‘XTRA' EMAIL ADDRESS OWNERS

BTW Company Ltd are unable to resolve why our emails sent to xtra addresses are
being sent to the xtra spam box. To resolve the problem, the xtra account owner may
follow the procedure below.

Step 1: Login into the xtra/Yahoo! Email portal by opening Microsoft Internet
Explorer and typing http://xtra.yahoo.com/ into the address bar.

Step 2: Login to the site using your email account username and password.

Sign in now!

" Are you protected?
; Creste your sign-in seal. (Why?)

Email: ||
user@itra.co.nz
Sign in tips

Password:

Forgot password?

|| Keep me signed in
far 2 weeks unless | zign out. Info
[Uncheck if on & shared computer]

Meed more help?

Step 3: Click on the “Mail” icon to view your email.
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BDW - The Prem Introducing a new li Tue 04 Aug 200
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Step 4: Click on the Spam link to view emails currently marked as spam.
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(&, Drafts Inbox (68)
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Cf Trash [Empty]

Top Stores Entertainment

Step 5: Find the email from BTW Company Ltd that has been marked as spam. The

subject line may be a good indicator, or if you know who is sending the email to you
then you can match the sender name. In the following screenshot Jackie Smith is the
sender. Click on the subject field to open the email.

Spam Upgrade to the all-new Yahoo!Xtra Pro Mail

SpamGuard is ON: [Edit Settings]
SpamiGuard ensures that suspected spam is delivered to the Spam folder, and is deleted after one month. E

View:ﬂ| From Contacts | Unread | Flagged Messages 1-17 of 17 First | Prewvious | Mext | Last

| _Delete I Marke YI Move... ¥ I

Oe From # Subject [Drate =] Size
IE Jackie Smith J Smith - Subdivision Devon Street NP 9:53 AM 17TKB I
O Leola Langston This is the first email of your new life Tue, 4/8/09 1KB
O Shirley Doss good quality watches Wed, 29709 1KB
(| Lewis Pina show how filthy rich you are Wed, 29709 1KB
[ul Duncan Hendrickson breitling will suit you hest Tue, 28/7/09  2KB

Step 6: Click on the “Not Spam” button to unmark the email as spam.
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™ J Smith - Subdivision Devon Street NP wednesday, 5 August, 2009 9:53 AM
From: "Jackie Smith" <jackie@btwcompan9.co.nz:>?__]

To:

# image00ljpg (4KB)

Dear Sir,

Fleasze find attached a copy of the Approval notice from Land Information Mew Zealand for the above subdivision.

The Councils (223 and 224(c)) hawve already been submitted to Land Information Mew Zealand as pant of the digital lodgement (e-survey). A
copy has been provided for your information but should not be lodged again.

You may now prepare and lodge your documents with Land Information Mew Zealand in order to complete the registration of new titles.

Please do not hesitate to contact me.



Step 7: Go to your inbox by clicking on the “Inbox” link, find the email again and
click on the subject field to open it again.

Folders [Add]
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Step 8: Click on the “Add sender to Contacts” button.

Pravious | Next | Back to Messages Mark 3z Unresd | 53 print
Delete || Reply ~ | Forward | spam | Move... v |
# J Smith - Subdivision Devon Street NP Wadnesday, 5 August, 2009 9:53 AM

From: "Jackie Smith" <jackie@btweompany.co.nzo B

To:

Add sender to Contacts

Dear Sir,
Please find attached a copy of the Approval notice from Land Information New Zealand for the above subdivision.

The Councils (223 and 224(c)) have already been submitted to Land Information MNew Zealand as part of the digital lodgement (e-survey). A copy has been provided for
your information but should not be lodged again.

You may now prepare and lodge your documents with Land Infarmation Mew Zealand in order to complete the registration of new titles.

Flease do not hesitate to contact me.

Step 9: Click on the “Add to Address Book” button.

Mail Bef:lgicl=CW Calendar | Notepad

| Add to Address Book | Cancel |

Add to Address Book

Enter any of the following infarmation you choose, then click Add to Address Book.

Name }lackie | [3mith
Firat Last

Email fackie@btweompany.co.nz |

Phone [ | I_h_ﬂ_m?.ﬁ

Nickname |

Create a nickname to use az a shortout inaddressing emails
Micknames can not contain spaces, commas, or single or double guotes [ Learn Mare |

Add to Address Book | Cancel |

These steps will make any new email from that sender arrive directly in your inbox on
your preferred email client, if you use one. You will have to repeat these steps for any
new senders.



