
 
 

  

…bcc emails 

 
When sending an email to more than one person it is important 

to be aware of protecting data and not sharing email 

addresses with others. 

 

To protect the email address of all the recipients use the bcc 

function (blind carbon copy) 

 

Send the email to your own email address and add the email 

addresses of those who you want to receive the email in the 

‘bcc’ box rather than the ‘to’ box. 

 

 

Here are some examples of where to find the bcc box… 

Outlook (via the address list): 

 

 

 

 

 

Gmail: 

 

 

 

 

 

 

This is a great way of sending out newsletters, group information, 

invitations to events and other posters without also sending out 

a list of the email addresses of all the recipients. 
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