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Resource: Mass Emailing your Classmates 

 

Step 1: Highlight the cells in the email address column by clicking and dragging your curser down the 

cells. The highlighted cells will look like this: 
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Step 2: Right click on the highlighted cells and then click “copy.” 
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Step 3: Open your email and click to compose a message. On the Bcc line, right click and click “paste.” 

The email addresses you copied will appear in the Bcc line. You can now compose your email and send!  

Note that when you put email addresses in the Bcc line, the recipients of the email will not see the email 

addresses from others. Please ensure you are doing this to protect the privacy of your classmates.  

 

 


