
 
Preserving Emails as PDFs for Long-Term Archiving Purposes: 

 
For emails that must be retained for historical or long-term organizational purposes, the 
recommendation is to save emails and attachments as PDFs in a searchable and accessible 
manner.  Please note that this functionality exists within the DESKTOP version of 
Outlook. 
 

1.​ Select “File” from the individual Email to be preserved: 
 

 
 

2.​ Select “Save as PDF”: 
 

 
 



3.​ Then select an appropriate folder, outside of the email server, for archiving purposes.  
Please select a file name that would be easily searchable. 

 
4.​ Attachments can be saved in their native form but titled and archived in a searchable 

manner. 
 

5.​ As an alternative, groups of related to a single topic can be grouped and saved together 
in a PDF or as a PDF Binder: 

 
Identify and group emails by key word, or sender, select the emails and right click,  then 
select “Convert to Adobe PDF”.  The group of PDFs will be exported as a PDF Binder for 
saving in the folder of your choice for archiving purposes: 
 

 


