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			How To Save Outlook Email as PDF

		
			
												
									
						Everyone uses PDFs. You have either used one or viewed one, there is no way around it as a computer user. PDF is short for Portable Document Format. It is the most convenient format for a document as it allows it to be viewed no matter what type of device the user is on. Which makes you wonder, why has Outlook made it so hard to save an email as PDF? Or why hasn’t Windows made a print to PDF option something that comes with Windows?

Email to PDF Windows 10

Sounds like Microsoft finally got their act together and decided to listen to their users. If you upgraded to Windows 10, you will be happy to know that there is a Print – to – PDF option now available by default. To use this option in Outlook, here is what you need to do:

	Open Outlook
	Open the specific email you would like saved as PDF
	Go to the File tab and click it
	Then go to Print


					

								

				
								

				
							

Once you've saved your email to PDF, here's how you can search through them!





	In the drop down menu titled Printer, Select Microsoft Print to PDF
	Click Print
	A window showing where you can pick the location and file name to save your PDF opens up.


When you’re done, click Save





You have successfully saved an Outlook email as PDF.

Windows 10 has made it easy to save Outlook emails as PDF, but if you have not upgraded to Windows 10 yet then you will not have this option built in and you will need to download an Outlook add in to save Outlook email as PDF. There are a few out there to choose from, though you might want to consider just upgrading Windows 7 or 8 now to 10, since it is now a default option. This is a great reason to upgrade if you need  to use the email to PDF option quite often.
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      Become An Email Expert With These 151 Tricks
    

    
      Email is an excellent communication method. It has become a ubiquitous part of daily life since it became widespread in the mid-1990s. It is so well-used that workers now spend 28% of business hours reading and writing emails. Improving the
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      [Infographic] 10 Reasons Your VDI Implementation will Fail...
    

    
      ...and what you can do to fix it. Although desktop virtualization has become much simpler and more commonplace as virtualization technologies have evolved, it still poses some difficulties that can be a huge stumbling block for many companies. While some of

    

    
      read more ...
    


  












  Lookeen Newsletter

  Subscribe to the Lookeen newsletter to get the latest updates and content first.
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