To, CC and BCC
There are three ways of addressing an email to someone – To, CC and BCC
New email windows have the following fields at the top
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To: is, rather obviously, who you are sending an email to.
CC: (short for Carbon Copy) is for copying people in to the email. Practically speaking, there is little difference between these two fields; everyone will receive the email the same and everyone will be able to see the other recipients. It is a politeness to put someone’s address here instead of in To: if they are only being copied in for their information, though; it is a quick and easy way to identify emails not directly addressed. Some people may also set up email rules based on this field.
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If you click the Options tab in your New Email window, you can see a button to display BCC:
Clicking this button will add BCC to your address fields, beneath CC. BCC is Blind Carbon Copy; it copies someone in, but hides that recipient from everyone else.

If you are emailing multiple external addresses – e.g. contacts at other schools – it is again considered good manners to use the BCC field for all the addresses, so that you are not distributing everyone’s email address round without their consent.
