Email Template Tutoriail:

For - IRIA 2026, Hyderabad

How to Send Professional
Invitations



Select using the
mouse from top left
corner of email and
drag mouse till end of
the mail.
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Select till “Unsubscribe”
and copy -
(ctri+C orright click and

select copy )
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Compose a hew email, and remove any
predefined signature (if you have one).
Then paste the content which was
copied using- (Ctrl+V or Right Click->
Paste Option)
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Write the “Subject” as per your
choice -use multiple versions of the
“Subject” in every mail to avoid
being in spam/junk. Keep “To"
recipients’ emails in “Bcc”, nhumber
of people to be kept in each mail
depends on your Gmail or Google
Mail Account(if provided by
authorities) and then “Send”
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