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Other PDF Functions
Saving an email as a PDF (New Outlook)

Step 1

Select Print from the ribbon
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From the Printer options, select Microsoft Print to PDF.
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Click Print. Layout
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You will then be prompted to save the
email to your desired location. Landscape
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Other PDF Functions
Saving an email as a PDF (Old Outlook)
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From the Printer options, select Microsoft Print to PDF.

Then click Print. ’
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