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of email, you will not be able to send email.  If you have more than 125 Mbytes of 
email, you will be unable to send or receive email. 
 
 
You can not email attachment of the following types: 
•.exe 
•.com 
•.vbs 
•.bat 
•.reg 
•.xml 
•.cmd 
•.hta 
•.vbe 
•.js 
•.jse 
•.sct 
•.shs 
•.wsc 
•.wsf 
•.jps 
•.pif 
•.ade 
•.adp 
•.ttt 
•.eml 
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Tasks 
 
The Tasks folder provides a great way to stay on top of those important things 
that you have to get done.   
 

 
 
Notes 
 
When you have finished with the email client, click on the icon 
which is on the right of the toolbar to Log Off and then close 
your web browser to exit this service. 
 

 
 
The largest email you can send or receive is 10 Mbytes  
 
You can have up to 80Mbytes of email on the server.  If you have more than 
80Mbytes, you will receive a warning email.  If you have more than 100 Mbytes 
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To add a new appointment on the Calendar, simply click on “New” and a window 
will appear where you can enter your data and save it to your calendar. 
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Or 
 

 
 
 
Calendar 
 
Using the calendar feature is a great way to stay organized. The calendar comes 
in a daily, weekly and monthly view. 
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Contacts 
 
New Contacts can be created and saved manually by clicking on “New” or as 
you search the Global Address List.  As you add information your “Contacts” list 
will grow. 
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on Blind Carbon Copy will also receive the message, but the people on the To 
and Cc lists will not see the names of anyone on the Blind Carbon Copy list.  
 
 
Now, enter your subject and message in to appropriate fields. Click Send at the 
top to send your message. 
 

 
 
 
Attachments:  
 
To add an attachment to your email, simply click on the Attachments button or 
paperclip of your new message.  
 

 
 
 
An Attachments window will appear which will allow you to browse for the 
desired file on your pc and attach it to the message. 
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To 
 
Type the email address of the person you wish to send to in the To field or click 
on the To button to search for an email address. 
 

 
 
 
 To search for an email address, make sure the Find names in: field reads 
Global Address List. Type the person’s first and/or last names in the 
appropriate fields and click on Find. 

 
A whole list of names may appear (depending on how much information you put 
into the search fields). Click on the person you would like to contact and click To 
at the bottom. Close the Find Names box. 
 
Cc and Bcc: 

 

These stand for Carbon Copy and Blind Carbon Copy respectively. Carbon 
copy is used to let someone else know about a message even though they are 
not the primary person for which the message was intended. The people listed 
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From the Inbox folder, you may also choose to: 
 

 
 
 
To Create a New Message 
  
Click New in button bar at the top.  A drop down menu 
will appear. Click “Message”. 
 
 
An untitled message box will appear. 
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Among its features NBED Exchange offers you: 

• An Inbox 
• Contacts (address book) 
• A Calendar 
• A Task List 
• Notes 

 
 
Although Exchange opens your Inbox folder by 
default, you can easily navigate through your 
OUTLOOK WEB ACCESS folders by clicking 
upon the desired folder from the list displayed in 
the windows left view pane. 
 
 
 
 
To Read your Email 
 
Make sure Inbox is chosen at the left of the screen. If your screen is divided, 
click on an email and the message will appear below or to the right.  If your 
screen is not divided, double click to bring up the message. 
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NBED Exchange 
 
Outlook Web Access is available to you from any pc with an internet connection 
and a web browser, usually Internet Explorer. It is best to access the NBED 
Exchange Server by using the New Brunswick Education Portal.  The URL for 
the portal is https://portal.nbed.nb.ca. Type the portal web address in URL bar as 
shown below and hit the enter key. 
 

 
 
Now, the login screen will appear for the New Brunswick Education Portal. Type 
in your nbed\username and password into the appropriate boxes and click “Log 
In".  
 

 
  
On the Home Page of the Portal, under My Applications, there is direct link to 
access your email. It is recommended that email be accessed in this way to 
prevent timing out as quickly when compared to using 
http://exchange.nbed.nb.ca. 
 


