Task-Using CC and BCC

You need to send a message to the Deputy Head, Assistant Head that the Head Teacher by typing their addresses in the To…  CC…. and BCC….
You must include your Email signature on your Email.

Take screenshots of your work.  They should look like the ones below.
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Click on To…





You can now add the recipients at the bottom of the screen and click O.K





You can now write your message








