
How to Convert a Gmail Email to PDF 
 

1. Open the Target Email 
Log into your Gmail account and open the specific email message you wish to convert to PDF. 

 

2. Click the Print Icon 
In the upper-right corner of the email body (next to the Reply button), click the Print icon (🖨️). 
Alternatively, click the three vertical dots (⋮) and select Print. 

 

3. Change Destination to 'Save as PDF' 
In the print preview window that pops up: 

●​ Click on the Destination dropdown menu. 
●​ Select Save as PDF (or Microsoft Print to PDF). 

 

4. Save the PDF Document 
Click the blue Save button at the bottom of the dialogue window. Choose your preferred file 
location on your device (e.g., Downloads or Documents) and click Save. 
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