Converting Lotus Notes Messages/Folders to PDF

documents on PCs (will not work on a Mac)
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1. From your mail screen, select files you wish to convert to PDF.
To select multiple messages, use Shift key to select contiguous
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messages and the CTRL key to select random messages. (If your Notes screen displays checkmarks next to

messages, you can select by placing a check in the column to the left of the message.

2. From Lotus Notes
menu, select
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Adobe PDF.
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5. You will see the list of messages at the top of the document with each message on a separate page.
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= | Kim Laursen RUG planning meeting summary 4/14/2009 6:34:46 PM 2227 KB
I[== | Kim Laursen Added RUG session 4/16 - NIH Public Access Compliance 4/10/2009 12:05:43 PM 5432KB
=_ | Deborah K Vetter Fw: NIH Resources on NIH Public Access 4/9/2009 1:44:54 PM 1 7757 KB
Linda M Wilkie Accepted: RUG planning session 4/9/2009 8:10:35 AM 18.88 KB

¥ | Fw_4_22.pdf /1 @ © v » % Open

| »

From: Patricia S Hoffman
To: Kim Laursen
Subject: Fw: 4/22

Date: 04/13/2009 10:29 AM
Attachments: ITS Training 4-22.0df

8.50 x11.00 in < )

i | Delete

Modified

4/13/2009 9:13:28 AM
4/13/2009 9:13:28 AM 59 KB 57KB

Description Compressed §

- ITS Training 4-22.pdf
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The default view in the PDF file is showing all items ignoring folders.
To view individual folders, click the folder icon at the top of the list. You can also filter messages.
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NOTE:
The messages remain in your Lotus Notes database until they are deleted.

If you have an older version of Adobe Acrobat (prior to 8) installed, you can save your messages to adobe acrobat by
selecting the messages and from the Notes menu, select File > Print and select the Adobe PDF. This will NOT include
attachments or a list of messages appearing at the top of the PDF file, however each message will be on a separate

page.
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