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We've already looked at sending emails to more than one person by using Reply
All or by typing multiple addresses in the To field. In this lesson, we’ll look at two

other options. You can use the CC and BCC fields to include additional recipients
as well.
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New Message = ¥ X

"carbon copy”
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First, let’s look at the CC field, which stands for “Carbon Copy”. You can also

think of it as a “Courtesy Copy.”

This field may be hidden by default, but you can show it by clicking this button.
You can type email addresses in the CC field just like you do in the To field, but
they work a little bit differently.

The To field should be used for the primary audience for a message.

The CC field is used for other people that you may want to notify that the
message was sent.
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Supplies Needed:

To lucastrujillo@graneco.com X

Cc antoinejames@graneco.com X

Supplies Needed:

Hello Lucas,

We are almost out of toner Could you send us another box?

Amy

Sans Serif ~ T ~ U A~ E~:

Efi:rcoamps

For example, at work you might CC your supervisor to let them know that a
conversation is taking place. Amy writes a short email to her office manager to
request some supplies. She will list her supervisor in the CC field, so he will be
notified of the message and receive a copy. Since her supervisor is not in the To
box, however, he will understand that it is just a courtesy copy and he probably
doesn’t need to reply.

.DIGITALLEARN.ORG

.' A PLA INITIATIVE



New Message SR oI

m_A_@c-D@l.\.BbS [

The other option is to use BCC, which stands for “Blind Carbon Copy.”
This is very similar to the CC field. The difference with BCC is that people
receiving the email can’t see who is inside the BCC field. Let’s see this in action.

. DIGITAL .ORG
.



New Message

To Sandy Washington X Cc Bec

Subject

Amy wants to send an email to several people.
In the To field, she adds her friend Sandy’s address.
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New Message

To Sandy Washington X

Cc nikkigormani3@yahoo.com X  miketjohnson77@hotmail.com X

Subject

SansSerif ~ ¥~ B I U A~ =~ :

Efi:ercoamps

To Carbon Copy other people, she clicks on the CC link.
Then she types in her other friends’ email addresses.

.DIGITALLEARN.ORG

.l A PLA INITIATIVE



New Message

To Sandy Washington X
Cc nikkigormani3@yahoo.com X  miketjohnson77@hotmail.com X

Bcc | thesmithsonmaple5000@roadrunner.com X |

Subject

SansSerif ~ ¥~ B I U A~ =~ :

Efi:ercoamps

She’ll use the BCC field to Blind Carbon Copy her parents. That way her friends
won’t see her parent’'s email address.
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New Message

To Sandy Washington X

Cc nikkigormani3@yahoo.com X  miketjohnson77@hotmail.com X

Bcc | thesmithsonmaple5000@roadrunner.com X |

Subject

SansSerif ~ ¥~ B I U A~ =~ :

mA@ca@oabs

When she sends the message to this group, her parents’ email address will be

hidden from view. This is a great way to protect the privacy of other people’s
email addresses when you are sending a message to a group.
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My party next week
Sandy Washington, nikkigorman13@yahoo.com 2 more (1 Bec)
My party next week

Just a reminder that my party will be at my parents house next week. They're at 441 Maple,
across from the bodega

Can't wait to see you!
|

sansSerif ~ T+ B I U A~ =~ :

A@c-:@d!ﬁ)s

Next, Amy types in the subject and the message, and clicks on Send.
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= | e l Gmail Q se ma v
0~ (& s0f4 . - & 0
 Compose
J Primary -~w Soclal @ Promotions
J Inbox
%  Starred Sandy, me 3 Aug 2
Article in the news 0
© Snoozed Hi Mom, Thought you'd like this article! Amy Forwarded
> Sent
Sandy Washington & Aug?
B Drafts 2 Washington DC Vacation Photos +
Hi Amy, I'm sending you some photos from my trip to Washingto...
@& Work
8 \my Sandy, me 2 May 19
& &

Dinner Sunday
Hi Sandy, | can come! | will bring salad. See you Sunday! Amy On...

Google May 12
Improvements to our Privacy Policy and Privacy Controls
Google amyleighsmith1982@gmail.com Updating Our Privacy P..

0 GB (0%) of 15 GB used Terms - Privacy - Program Last account activity: 8
No recent chats 1 '

Manage Policies 10uUrs ago
Start a new one 4 s ag
Details

Message sent.

And the message is sent.

A PLA INITIATIVE

. DIGITAL .ORG
.-



5 Search

Outlook

= -+ New message '_fj Delete = Archive

Focused Other Filter ~

Other: New conversations
Microsoft

& Junk <« Sweep =3 Moveto

Amy Smith
My party next week 45 AM
Just a reminder that my party will be at ...

This month

° Amy Smith

Article in the news Thu 401 PM

I saw that article! Interesting.. On Thu, .

= ° Amy Smith i

Photos of my garden Wed 4:20 PM
Hi Sandy, Here are the photos of my ga
&=
Y :
B A\ 5
Fg  Older

5/19/2018

g Amy Smith
E Dinner Sunday

{ Categorize ~

My party next week

Amy Smith <amyleighsmith1982@gmai
lL.com>
Sat 8/4/2018, 645 AM

You; nikkigorman13@yahoo.com: miketyohnson77@hotmail.com

Just a reminder that my party will be at my parents house next week They’
441 Maple. across from the bodega

Can't wait to see you!

Let’s see what things look like for the people receiving this email.
Here we are in Sandy’s account on Outlook.com.

She sees a new message from Amy.
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Outlook 5 Search

= -+ New message '_f_ﬂ Delete 5 Archive :S, Junk <« Sweep =3 Moveto v <D Categorize ™
Focused  Other Filter ~ My party next week
; Other: New conversations Amy Smith <amyleighsmith1982@gmai B 7
Microsoft l.com> ”
< o \’\
Amy Smith [‘°‘ Sl |
T A2 oy oo o i e
My party next week 45 AM - :
Just a reminder that my party will be at ... Just a remindar that my party will be at my parents house next week. They
441 Maple, across from the bodega
This month 2
Can't wait to see youl
° Amy Smith
Article in the news Thu 401 PM
I saw that article! Interesting.. On Thu, .
= ° Amy Smith i
Photos of my garden Wed 4:20 PM
Hi Sandy, Here are the photos of my ga
\ls
3 :
QR /‘I \ b
= Older
e Amy Smith
E Dinner Sunday 5/19/2018

When she opens it, we see that there are other recipients as well.
For more details, Sandy clicks the dropdown arrow.
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Outlook 5 Search

= -+ New message [ Delete =] Archive

Focused Other Filter ~

Other: New conversations
Microsoft

Amy Smith
My party next week 45 AM
Just a reminder that my party will be at ...

This month

° Amy Smith

Article in the news Thu 4071 PM

I saw that article! Interesting.. On Thu, .

= ° Amy Smith i

Photos of my garden Wed 4:20 PM
Hi Sandy, Here are the photos of my ga
Y :
R A\ ;
= Older
— e Amy Smith

Dinner Sunday 5/19/2018

© Junk & Sweep =T Moveto & Categorize

My party next week

Amy Smith <amyleighsmith1982@gmai & 5
lL.com> :

S0
Sat

an13@yshoo.com: miketiohnson77@hotmailcom A |

Ce nikkigor

Just a remindear that my party will be at my parents house next week. They
441 Maple, across from the bodega

Can't wait to see youl

Here we can see that Nikki and Mike were CCed on the email message. But the

BCC email address for Amy’s parents doesn’t show! That's how CC and BCC

work.
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» CC: Courtesy copy of an email that
usually doesn’'t need a response

* BCC: Private copy of an email

» Multiple email address can be used
in all three fields

We can always view the CC email addresses, but the BCC addresses aren’t
visible to anyone but the sender.

Putting an email in the CC field lets the recipient know that it is a courtesy copy
for their records, and they often don’t need to reply or take any action. Putting an
email in the BCC field keeps the email address private. You can use multiple
email addresses in all three fields any time you send a message. Can you think
of a time when this would be useful for you?

On-screen Text:
CC: Courtesy copy of an email that usually doesn’t need a response
BCC: Private copy of an email

Multiple email address can be used in all three fields
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