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Intro to Email 2: Beyond the Basics
CCand BCC

In the last lesson, we followed along with Amy as she sent emails to multiple people
using Reply All and by adding multiple addresses to an email. In this lesson, Amy will
learn about two other options for sending emails to multiple people.
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These options are the CC and BCC fields.

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.
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You can type email addresses in the CC field just like you do in the “To” field, but they
are used for different reasons.

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. For
example, at work you might CC your supervisor to let them know that a conversation
is taking place.
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To leastrulilo@granece.com X

o antoinejames@granees.com X
Supplies needed

Helle Lucas,

We are almast out of toner. Could you send us anather bax?

Amy.

w o~ SansSerif - T~

B ocomo

In today’s example, Amy will be using Gmail. 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. However, since her supervisor is not in the To field, he will understand
that it is just a courtesy copy, and he probably doesn’t need to reply.

Provided by AT&T Connected Learning + Public Library Association

None of the other companies whose names or logos appear in these educational materials have been
involved in the creation of these materials, or approve, sponsor, or are affiliated in any way with these materials.




= AT&T T
connected publictibrary

LEARNING

The other option is to use BCC, which stands for “Blind Carbon Copy.”
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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.
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sandy washtnS2c @gmail.com X

Amy wants to send an email to several people. In the To field, she adds her friend
Sandy’s address. To Carbon Copy other people, she clicks on the CC link.

o sandy washtn52c@gmail.com X

[c: mike.johnson108x@gmail.com X nikki gorman377s@gmail.com X

Subject

Then she types in her other friends’ email addresses.
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washinSZc@gmail.com X

e mike johnson109x@gmail.com X nikki.gorman377s@gmail.com X

Bec  thesmithsonmaple@gmail.com X ]

My party next week

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

Can't walt to sze youl

&
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She’ll use the BCC field to Blind Carbon Copy her mother. That way her friends won't
see her parents’ email address.

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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Next, Amy types in the subject and the message, and clicks on Send. The message is
sent.
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Just a reminder that my party will be at my parent’s house next week.

They are at 441 Maple, across from the bodega.
Can't wait to see you!

e [

Looking forward to seing you tool

Reply = Forward

Let’s see what things look like for the people receiving this email. Here we are in
Sandy’s account. In this example, Sandy is using Outlook.com as her email provider.

Sandy sees a new message from Amy. When she opens it, we see that there are other
recipients as well. Here we can see that Nikki and Mike were CC’'d on the email
message.

But the BCC email address for Amy’s parents doesn’t show! That’s how CC and BCC
work. We can always view the CC email addresses, but the BCC addresses aren’t
visible to anyone but the sender.
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Add a subject

E CC: Carbon or courtesy copy - doesn't usually require a response

E BCC: Private copy

g Multiple addresses can be used in all fields

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?

In the next lesson, Amy is going to learn about Draft Emails.
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