
This demonstration will show you how to convert an email message by printing it to PDF. 

To begin open the email you want to convert. 

If you have Adobe Acrobat Pro installed, find the Adobe PDF tab at the top of the message and click it. 



Though before we delete the original message we will review how to complete this process using the 
Office 365 Outlook interface in a web browser. 

You again open the message you want to preserve and look for the three dots which is the More Actions 
tab. Select Print. A print window will appear and from the top drop down menu select the Microsoft 
Print to PDF option and click OK.  

You will then need to select where you want to temporarily save the file and give it a relevant name. In 
this example we have again saved the file to the desktop.  

 


