
How to Send an E-mail 
in Mozilla Thunderbird 8.0 

 

Purpose 

The purpose of this document is to instruct the user how to send an e-mail using the Mozilla 

Thunderbird e-mail client (version 8.0). This guide will tell you how to compose a basic e-mail, 

add Cc or Bcc recipients, attach files, and save e-mail drafts.  

Composing an e-mail 

1. Open the Mozilla Thunderbird e-mail client. 

2. Click the Write icon near the top of the Thunderbird window. This will open the e-mail 

composition window, where you will write your e-mail. 

3. Type the e-mail address of each recipient in the "To:" field.  

 Separate multiple e-mail addresses with commas. 

 The next three address fields are used to add Cc and Bcc recipients (see below); 

ignore these for now. 

4. Type the subject (or title) of your e-mail into the "Subject:" field. 

5. Type your e-mail message in the main body field. 

 The text of your message may be formatted using the icons and dropdown menus 

(by default—your e-mail client's settings may vary). They function similarly to word 

processors like Microsoft Word. 

 Ensure your message is ready to be sent before moving on to the next step. 

6. (Optional) Click the Spell icon near the top of the e-mail composition window to check 

the spelling within your e-mail message. 

7. Click the Send icon near the top of the e-mail composition window. Your message will 

be sent to all of the recipients specified in Step 3. 

 A copy of your e-mail will be saved in the "Sent" folder of your Inbox. 

Adding Cc or Bcc recipients 

 The Cc (short for carbon copy) designation indicates that the recipient is secondary 

to the e-mail address(es) entered in the "To:" field (i.e.,the primary recipient(s)). 

 Bcc (short for blind carbon copy) recipients are hidden from all other recipients, 

including other Bcc recipients. 

 Cc and Bcc recipients receive the same e-mail message as the primary recipient(s). 

1. Click one of the three fields located immediately below the "To:" field in the e-mail 

composition window. A dropdown menu will appear next to the field you clicked. 

2. Select "To:", "Cc", or "Bcc" from the dropdown menu. 

3. Type the appropriate e-mail address(es) in the field according to the type of recipient you 

selected in Step 2. (E.g., if you selected "Bcc," type the addresses of all "Bcc" recipients, 

separated by commas.) 

4. Repeat steps 1–3 for the remaining address fields, if required. 



Attaching files to an e-mail 

1. Click the Attach icon near the top of the e-mail composition window. A new window will 

pop up. 

2. Browse to the file you want to attach and click it to highlight it. 

3. Click Open. 

4. Repeat steps 1–3 for each file you want to attach to the e-mail. 

 Advanced tip: You may also attach files by "dragging and dropping" the appropriate 

file icon(s) from other windows to the upper right hand corner of the e-mail 

composition window.  

Saving e-mail drafts 

1. Click the Save icon near the top of the e-mail composition window. 

 This will save your message, recipients, and attachments (if applicable) to the 

"Drafts" folder of your Inbox (by default—your e-mail client's settings may vary). 

 You may continue to work on your e-mail at this time or close it and return to it later 

by retrieving it from the "Drafts" folder. 

 Clicking Save again will overwrite the saved version with any changes you have 

made since your last save. 

 Warning: By default, clicking Send will deliver the message and attachments (if 

applicable) to all recipients and delete any drafts of this e-mail saved using this 

method. 


