
How to Save Gmail as a PDF Document  
When you are logged in to the HSU portal and using Gmail, any emails that you wish to convert to PDF 
for filing can be done as follows: 

Open the email you wish to convert to PDF. 

 

Find and click the Print icon. 
You won’t actually print the email, but this is how you access the menu to save the email as a PDF. 

 

Change the “Destination” of the document from the dialogue menu. 
Click on the “Change” button as shown. 

 



Select “Save as PDF” from the destination menu. 

 

Confirm the change of destination, adjust options (pages, layout, 
margins, etc…) then click the “Save” button. 

 



Your computer file directories are now visible in the “Save As” dialogue 
box. Select the file location by navigating to the desired folder, change 
the name of the document if needed, then click the “Save” button. 

 

The PDF is now placed in the selected folder and can be shared or 
uploaded. 
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