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How to Convert Outlook Email Folder
Into a Single PDF Document

An introduction to converting emails with AutoPortfolio™ plug-in for
Adobe® Acrobat®
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What Software Do I Need?

The AutoPortfolio™ software requires a full version of Adobe Acrobat Standard or Professional for
Microsoft Windows. It will not work with a free Acrobat Reader software that does not allow document
editing and modification. The plug-in supports all versions of Adobe Acrobat starting from version 6. You
can download a free 30 days trial version of AutoPortfolio™ from
http://www.evermap.com/autoportfolio.asp. If you do not currently own a copy of Adobe® Acrobat®

then you can download a trial version from http://www.adobe.com/downloads. The AutoPortfolio™

software, once installed, adds “AutoPortfolio Plug-in” sub-menu to the “Plug-ins” menu in Adobe®
Acrobat®.

Converting Emails into Single PDF Document

It is often necessary to take a folder of emails from Microsoft Outlook (or any other email application)
and convert all emails including attachments into one regular PDF file. Once all emails and attachments
are combined into a single searchable PDF document it becomes easy to add Bates stamps, view any
page from any email and attachment, search and print. The output PDF document has the following
page order:

] Pages of First Email/ Portfolio entry

—— Pages of first attachment converted to PDF

—— Pages of second attachment converted to PDF

—— Pages of the last attachment converted to PDF

el Pages of the Second Email/ Portfolio Entry

—— Pages of first attachment converted to PDF

The Adobe PDF Maker for Outlook provides two exporting options. It can export all emails either into a
single PDF Portfolio or into multiple PDF files (one per each email). The PDF Portfolio is a special case of
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the PDF file. It is an archive, a collection of multiple PDF documents. Although it offers some benefits, it
is not convenient for document processing because all email attachments are still in their original
formats and are not easy to search, read or print. It is also impossible to add Bates stamps to all pages of
emails and their attachments. The solution is to convert all emails and attachments into one “flat” PDF
file where attachments are converted into PDF format (if possible) and follow their parent emails.

Workflow Outline

The Microsoft Outlook uses PST file format to store email folders. Typically, there is a PST file that
contains one or more email folders that need to be converted into a single PDF document. Here is the
brief outline of the conversion procedure:

1. Open PST file in Microsoft Outlook application.
Convert selected folder into PDF Portfolio.

3. Start Adobe Acrobat and use AutoPortfolio plug-in to convert PDF Portfolio into regular PDF
document.

Step 1: Loading PST file into Microsoft Outlook

Start the Microsoft Outlook application and select “File > Open > Outlook Data File...” from the menu
(menu location can be different depending on your version of Outlook):

Ele | Edt View Go Tools Actions Help AdobePOF
New b | CliReplyto All (3 Forwerd | 5
Open b Selected ltems  Ctrl+0
Close All tems

B Saveis. Calendar...

: Qutlook Data File...

Folder N T

Data File Management..,
Import and Export...
Archive...
Page Setup »
3, Print Preview
i Print.. Ctrl+P
Work Offline
Exit

T T T R
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Step 2: Checking PDF Conversion Settings in Outlook

If you are performing this conversion for a first time, it is necessary to check Adobe PDF conversion
settings in Microsoft Outlook to make sure they are properly configured. Select “Adobe PDF > Change
Conversion Settings...” from the Outlook menu to open “Acrobat PDF Maker” dialog:

= Acrobat PDFMaker [

Settings | Security | Automatic Archival |

POFMaker Settings

Compatisilty: | Acrobat 9.0 (PDF 1.7 ADBE3) |
_#_ —

Atachments €_|nclude al attachmentsinthe Adobe PDF D ~|

View Adobe PDF resuﬂ_- o
& || Output Adobe POF Portfolio when creating a new PDF file_—>
[7] Do not include folder name information
Embed index for faster search
Block download of extemal content
[] Enable Accessibility and Feflow with Tagged Adobe POF

Page Layout Margin:
Fage Size: Letter - ’
= 2= [ Top: 075 Inches
Width: 3.50 Inches
Bottom: 0.75 Inches
Height: 11.00 Inches
Orientation: Left: 1.00 Inches
@ Portrat @ Landscape Right: 1.00 Inches
Cther
Show this number of recent archives R =

® = 1537-2012 Adobe Systems Incomporated and its licensors. Al ights reserved.
i Adobe, the Adobe logo, Acrobat, the Adobe POF logo, PostScript, and Reader
are either registered trademarks or trademanks of Adobe Systems Incomporated in
Adobe the United States andor other countries.

Restore Defaults OK || Cancel || Hep

The Acrobat PDF Maker is part of the Adobe Acrobat installation and is responsible for exporting
Outlook emails to PDF format. Make sure that “Attachment:” menu is set to “Include all attachments in
the Adobe PDF” and “Output Adobe PDF Portfolio when creating a new PDF file” option is checked. You
may also check other settings such as “Compatibility” and “Page Layout” to make sure they conform to
your project requirements. In most cases, you do need to make any other changes to the settings. Press
OK button to close this dialog and return back to the Outlook.
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Step 3: Exporting Outlook Email Folder to PDF Portfolio File

Select an email folder (for example “Inbox”) you want to convert and press right mouse button, then
select “Convert “Inbox” to Adobe PDF” from the popup menu:

{+ Inbox - Microsoft Outlook

EEiIe Edit View Go Tools Actions Help AdobeE

i dNew - | g 3 X | CiReply (@ Replyto All (3 Fon

Mail « [|[2 Inb
Favorite Folders =R el
Mail Folders o
2] Al Mail Ttems - || Date:T
= %5 Personal Folders L
[ AutoPortfolio Test Folder =
# (5 Deleted iems (93] k
L7 Drafts [17] E
4[4 iContadt E
4 [ fInbox :
g Junk E-mail & Open ;
L Merchant B Open in New Window _
[ Mewsletter 2
(3] Outbox 5 Move "Inbox"... 4
L; Refunds | [ Copy "Inbox"... I
LE R55 Feeds 4
(=1 sent Items | —4 Delete "Inbox" ;
L3 Settlement| gle  Rename "Inbox"... E_'
# LD Search Folg
= £§ Archive Foldery st Fir E
(&) Deleted Ite Remove from Favorite Folders 4
ey Mark All as Read ;
ar as Rea
4 Merchant B = 1
[ Sent Items Process All Marked Headers :
Ol wL
L0 search Fole Process Marked Headers 4
% Properties :
ﬁ,:_-g Convert "Inbox” to Adobe PDF
[l;?,;l Append "Inbox" to Adcbe PDE E
I 4

Specify output file name and location in the “Save Adobe PDF File As” dialog that will appear on the
screen and press OK to start conversion. Once conversion is finished, the PDF Portfolio file will be
created at the selected location.

Step 4: Starting Adobe Acrobat and Checking Conversion Preferences
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The AutoPortfolio plug-in utilizes existing document conversion functionality that is available in the
installed copy of Adobe® Acrobat®. All conversion from non-PDF formats into PDF documents is
performed according to current Acrobat preferences. It is important to review these settings and make
necessary adjustments in order to get the conversion results that conform to your project requirements.
Select “Edit > Preferences” from main Adobe Acrobat menu to access conversion preferences. Select
“Convert to PDF” category in order to see a list of all supported file formats.

Preferences
Categories: Converting To PDF
Commenting o 3D Files o Click Edit Settings 1
Docurments Autodesk AutoCAD
Full Screen BMP
General Compuserve GIF
Page Display EMF
HTML =
30 & Multimedia IPEG
Accessibility
Action Wizard
Cataleg
Color Management Microsoft Office Word —
C DF A Microsoft Publisher
( Convert To PDF 1 Multimedia
Forms PCX
Identity PMG 7

4| 1] [ 3

International

Internet
JavaScript < Edit Settings...

Measuring (20

Most conversion settings do not require any adjustment and can be used with default configurations.
However, by default, only a first worksheet is converted from Microsoft Excel spreadsheets into PDF
format. It is necessary to adjust Acrobat conversion settings to allow conversion of multiple worksheets.

Editing Microsoft Excel Conversion Settings
Select “Microsoft Office Excel” format from a list of supported formats and click “Edit Settings” button in
order to adjust conversion preferences for Excel worksheets:
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Adobe PDF Settings for supported documents &J
Adobe PDF Settings: | Standard + | Edit. |
Adobe PDF Security: | None - Edit...

Add bookmarks to Adobe PDF file
Add links to Adobe PDF file
Enable accessibility and reflow

(T7[:Convert entire Excel workbook J»

| ok || concal |

L.

Make sure “Convert entire Excel workbook” option is checked unless this option is not desirable for your

specific project. Press “OK” button to save settings.

Editing Image Conversion Settings
Select “TIFF” and/or “BMP” format from a list of supported formats and click “Edit Settings” button.

Adjust compression settings according to your requirements.

' Adcbe PDF Settings @1
[|55can Optimization and OCR: Settings
Monochrome: ’JEIGE (Lozsless) v]
Grayscale: ’JF‘EG (Quality : Medium) v]
Caolar ’JPEG (Quality : Mediurn) v]

Press OK button to close Acrobat Preferences dialog.
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Step 5: Starting AutoPortfolio™ software

Select “Plug-ins > AutoPortfolio Plug-in > Convert Portfolio into Regular PDF” from the main Acrobat
menu to start AutoPortfolio:

w Window Help

Documentation and Getting Started L

— | Convert Portfolios Into Regular PDF...

r1 | I* @ | :;:,:: ::~. Conwvert PDF Files For Concordance and Summation (TIFF and Text)...
Extract Files Fram Portfoliofs)...

Extract Portfolic Metadata...

Deduplicate Load Files...

Press the “Add File...” button to select PDF Portfolio created in the previous step:

F W
Convert PDF Portfolios Into Regular PDF ﬁ

Information

lUse this dialog to convert embedded files from one or more PDF Portfolios (induding
. attachments) into a single regular POF file.

Select Input Partfolios and Regular PDF Files

[T] Process each portfolio into a separate output {oreate output sub-folders)

Remove All

Sort Order...

Select Output Options

Qutput folder:  C:\Data\OutputiMew folder),

Extract and process attachments [
Convert non-PDF attachments into PDF format (if possible)
[¥]Delete links in output documents: [ File Naming Options. .. ]

Conversion Options... ]

WWW. EVErmap. Com OK
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Step 6: Selecting Emails for Conversion

Once you have select an input PDF Portfolio, the “Specify Sorting Order” dialog appears on the screen. If
you want to process the entire portfolio, then simply press the “OK” button located in the lower-right
corner of the screen. However, it is often advisable to convert large portfolios into several steps to keep
size of output PDF document within reasonable limits. There are no any specific limitations, but the
conversion of large files may produce very large output documents, degrade performance of your
computer by consuming a lot of memory and take a long time to finish. It is recommended to keep the
size of output document less than 1GB.

1" Specify Sorting Order - 4 record(s)
elect Reco__rEE)

Click on column headers to sort records into desired processing order. Use "Select Records™ menu for more options.,

/™, | Filename Descripticn
f’@‘l THIS IS A PORTFOLIO TEST. pdf "EverMap LLC" 9/12/2011 THIS IS A PORTFOL
1 ‘ Test for JPG attachments. pdf "EverMap LLC" 9/13/2011 Test for IPG attach
&1 || Test for M5 Word attachment. pdf "EwerMap LLC" 8/13/2011 Test for M5 Word 2
Text File Attachment BExample.pdf "EwverMap LLC" 8/13/2011 Text File Attachme
W

4

The simplest way to process only a part of the input Portfolio is to select emails “by record number”:

1. Press “Select Records” menu and choose “Unselect All Records”.
2. Press “Select Records” menu and choose “Select by Record Numbers...” submenu.

Select / Unselect Records By Number l&

Select Record Range

range of records for selection or unselection operation. Please

Q Enter starting and ending record numbers to specfy a continuous
note that sorting order changes record numbers.,

Starting Record Mumber: 1

Ending Record Number; ~ 1000]

[ oK ][ Cancel ]

Enter starting and ending record numbers to select a range of records (emails).

Press OK button to close this dialog and select records (emails).

Inspect selection results — all selected records should have a checkmark in the first column.
Press OK button to close “Specify Sorting Order” dialog.

o v e~ w
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Step 7: Selecting Processing Options and Output Folder

Once you have selected input PDF Portfolio it is going to appear in the input file list:

Convert PDF Portfolios Into Regular PDF ()

Information

Use this dialog to convert embedded files from one or more PDF Portfolios (induding
Q attachments) into a single regular POF file.

Select Input Portfolios and Regular POF Files

7| Process each portfolio into a separate output {create output sub-folders)

—

Sort Order...

Select Qutput Options

Qutput folder:  C:\Data‘portfolioh ‘I

e ——
Extract and process attachments [ Conversion Options. .. ]
Convert nonPOF attachments into PDF format (if possible)
Delete links in output documents [ File Naming Options... ]

WWW, EVErMap, com oK ” Cancel ]

Press “Browse...” button and select an output folder where to put a converted PDF file. This folder will
be used during the conversion process. You may see a lot of temporary files created there. Most files

will be deleted at the end of the processing.

Make sure to check both “Extract and process attachments” and “Convert non-PDF attachments into

PDF format” options if you want to convert email attachments into PDF format.

Check “Delete links in output documents” option to remove all links to attachments in native format. If
this option is not checked, then output PDF document will contain all non-PDF email attachments in
their native file format. For example, if an email contains a Microsoft Word attachment, then in the
output file, the link to the MS Word document will be removed. The attachment will only be available in
its PDF representation. Checking this option may substantially decrease the output file size.

10
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Click the “Conversion Options...” button to open the “File Conversion Options” dialog.

File Conversion Options l&J

Exdude File Types Settings

File extensions e one per ling):
(v z ) [] convert unknown file types as plain text

Extract content of ZIF and MSG files
[|tnsert a cover page in front of each document

Cover page style: |Mame of the File or Attachment

— —
i Copy files that did not convert to a folder:(ﬁ Select Folder. .. |)
. 2 e ——
TIF: type one file extension per line . ' )
without a period symbol. For example: Output folder: C:\Data'Files That Did Mot Convert
WMy
[ Ok ] [ Cancel l

b

This dialog provides a way to select the options that affect how certain non-PDF files are converted into
PDF format. Click the “Select Folder...” button and select a folder on your computer where you want to
place copies of the file attachments that did not convert into PDF format.

Step 8: Starting the Conversion Process

Press OK button located on “Convert PDF Portfolio Into Regular PDF” dialog to start the conversion
process. Please note that the conversion process may take a considerable amount of time depending on
the size of the input portfolio. It is generally a good idea to process smaller portfolios. The “PDF Portfolio
Extraction Cover Page” document is automatically created for each job and displayed on the screen. The
standard Acrobat progress dialog shows the progress at the bottom-right corner of the screen.

WWW BVErmap com

PDF Portfolio Extraction Cover Page

Processing Date: 06/05/12 15:03:10
User Name: Admin
Computer Name: LATITUDE

Adobe Acrobat Version: 11.0

Once the processing is completed, a report message is going to appear on the screen asking if you want
to display a processing report. Click “OK” to display a detailed processing report in your default web
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browser (this report is in HTML format):

S

g file(s) have been extracted from 1 PDF portfolio(s). Do you want to display
processing report?

Adobe Acrobat

i Y

oK

| ’ Cancel

Step 8: Reviewing the Results

The AutoPortfolio processing report will be automatically open in the web browser window. The report
lists the file name, description (from a metadata field), creation and modification dates, file size in bytes,
number of attachments, and MD5 hash value:

=

G x
PDF Portfolio Extraction Re

C M O filey///C;/Data/portfolio/PDF%20Portfolio%20Extraction%20Report.htm Elv 9 A

AutoPortfolio™ Processing Report ]

Total Number of PDF Portfolios processed: 1
Output folder: C:\Data\portfoliol

Spreadsheet-ready (CSV text file) version of this report: C:\Datalportfolio\PDF Portfolio Extraction Report.csv

m

+ Input PDF Package / File: C:\Everldap PDF\Test Documents\AutoPortfolic\Emails With Different Attachments. pdf

Total number of extracted files (first level files plus attachments): 8
Number of extracted files: 4
Number of extracted attachments: 4

. - ) - . File Num
Filename Original Filename Description Created | Modified Size MD5 Hash Attachments
"EverMap LLC"
THIS IS A THIS IS A 9M12/2011 THIS IS | 09/13/11 | 09/13/11
PORTFOLIO PORTFOLIO n .44 | 59038 | edcad3ddeb35b3509a5de54790dfe22b |1
TEST pdf TEST pdf A PORTFOLIO 08:29:43 | 08:29:43
. : TEST.pdf
Attachments:
. - 06/05/12 | 06/05/12
Multilinetext.xlsx | Multilinetext. xlsx 15-03-32 | 15.03-32 8334 |bOb1a21e23bb714acB4967e7363cTccd |0
. - 06/05/12 | 06/05/12
Multilinetext.pdf | Multilinetext.xlsx 15-04-18 | 15-04-18 26351 | e76d30360bf6ccf2fI9bcbT45df6bdbs 0
"Everap LLC"
Test for JPG Test for JPG 9/13/2011 Test for | 09/13/11 | 09/13/11
attachments.pdf | attachments.pdf |JPG 08-29-43 | 08-29-43 | 76250 | 57ofb00eci2e263a606313656450b24b | 1
attachments. pdf i

Itis a good idea to inspect the report and see if there are any file attachments that were not converted
into a PDF file format. You would see a red line in the table for every file attachment that failed to
convert. Scroll down to the end of the “AutoPortfolio Process Report” to see the total count of non-PDF

12
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file attachments that were converted and not-converted into a PDF format. Please note that there are
some files that cannot be converted to PDF format due to number of different reasons. Some file
formats do not have a visual representation and therefore cannot be converted into PDF. Password-
protected PDF and Microsoft Word documents also cannot be automatically inserted into output PDF

document.
=RRaN X
PDF Portfolio Extraction Re
C' M O file///C/Data/partfolio/PDF%20Portfolio%20Extraction%20Report.htm El¥ S A
E;(l:;l[lfll:nldf E;{l:;:l[l[;ulléf Attachment 082943 082943 9L 11 | dIIL0LII 1IIDEULION 1T ad T £0LULOL | I i
ple-p ple-p Example.pdf
Attachments:

06/05/12 | 06/05/12
15:04:35 | 15:04:35

06/05/12 | 06/05/12
15:04:35 | 15:04:35

mber of non-PDF attachments converted into PDF format: 4
umber of non-PDF attachments not converted into PDF format: 0 ‘—‘

All temporary files have been successfully deleted after processing.

LeadingZeros.txt |LeadingZeros.txt 30 a891b28275485120d2afe0f04 1f2acf3

=

4214 | 5f7084a56120c17417376f3dd318cE7c

=

LeadingZeros.pdf |LeadingZeros.txt

h

Now, let’s look at the output PDF document that is going to be automatically open in Adobe Acrobat
once processing is completed:

@ Converted To PDF.pdf - Adobe Acrobat Pro = | B

File Edit View Plug-Ins Window Help x

@Crﬁte'|@%|@@@%@@)@ E
; ;3 ‘ M |— -I- ‘ Tools Comment Share

ﬂ;l Bookmarks ]

E & &

= "EverMap LLC" 9/12/2011 THIS IS A PORTFOLIO TEST.pdf
[F Attachment 1: Multilinetextxisx

=P "EverMap LLC" 9/13/2011 Test for JPG attachments.pdf
[P Attachment 1: EverMaplLogo.jpg

=P "EverMap LLC" 9/13/2011 Test for MS Word
attachment.pdf
[F Attachment 1: THIS IS A TEST FOR MS WORD
FILE.docx
El EF "EverMap LLC" 9/13/2011 Text File Attachment
Example.pdf

[F' Attachment 1: LeadingZeros.txt

& ©|=

M) X

h

All individual PDF portfolio entries (PDF files) are now stored in a single PDF document that can be
processed using standard Adobe Acrobat tools. Every file (email in the case of email portfolios) is
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bookmarked with child bookmarks pointing to the corresponding file attachments. The “Description”
metadata field is used for the bookmark title. Click on the bookmark to automatically display a
corresponding document or attachment. The output document is ready now to be Bates-stamped
and/or printed. The output document is automatically named “Converted To PDF.pdf”. Use the “File >
Save As...” menu to save this document under a different filename or location.

Getting Help

Contact technical support (mailto:tech@evermap.com?subject=Technical Support Request) for help

with configuring AutoPortfolio for your particular document or project. It is always helpful to include
a sample PDF document.
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Legal Notice

©2005-2013 EverMap Company LLC. All rights reserved.
How to convert Outlook Email Folder Into Single PDF Document ™

If this guide is distributed with software that includes an end-user agreement, this guide, as well as the
software described in it, is furnished under license and may be used or copied only in accordance with
the terms of such license. Except as permitted by any such license, no part of this guide may be
reproduced, stored in a retrieval system, or transmitted, in any form or by any means, electronic,
mechanical, recording, or otherwise, without the prior written permission of EverMap Company LLC.
Please note that the content in this guide is protected under copyright law even if it is not distributed
with software that includes an end-user license agreement. The content of this guide is furnished for
informational use only, is subject to change without notice, and should not be construed as a
commitment by EverMap Company LLC. EverMap Company LLC assumes no responsibility or liability for
any errors or inaccuracies that may appear in the informational content contained in this guide.

Please remember that existing artwork or images that you may want to include in your project may be
protected under copyright law. The unauthorized incorporation of such material into your new work
could be a violation of the rights of the copyright owner. Please be sure to obtain any permission
required from the copyright owner.

Notice to U.S. Government End Users. The Software and Documentation are "Commercial Items," as
that term is defined at 48 C.F.R. §2.101, consisting of "Commercial Computer Software" and
"Commercial Computer Software Documentation," as such terms are used in 48 C.F.R. §12.212 or 48
C.F.R. §227.7202, as applicable. Consistent with 48 C.F.R. §12.212 or 48 C.F.R. §§227.7202-1 through
227.7202-4, as applicable, the Commercial Computer Software and Commercial Computer Software
Documentation are being licensed to U.S. Government end users (a) only as Commercial Items and (b)
with only those rights as are granted to all other end users pursuant to the terms and conditions herein.
Unpublished-rights reserved under the copyright laws of the United States.

EverMap Company LLC., 2397 NW Kings Blvd, #159, Corvallis, OR, 97330, USA.
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