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Welcome to PST 2 PDF Converter

Convert emails from PST to PDF files without Outlook

Convert and save emails, attachments, folders from PST files to PDF or PDF/A files, while preserving the
folder structure and hierarchy — all in a click.

Includes a diverse range of PST to PDF converter options for file attachments: extract to a disk, convert

into PDF files, embed as individual files in their original formats into PDF, or combine with the email as

continuous pages into one PDF.

PST 2 PDF Converter can:
> (Convert email to PDF with attachments embedded within the PDF file.
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Convert common file attachment types to PDF (up-to 120 or more types).
Convert appointments, tasks, notes, journals, contacts into PDF files.
Bulk extract email file attachments to a location on your hard drive.
Convert multiple emails into a single PDF file.

Archive emails using PDF/A for long-term preservation.

Read PST created by any version of Microsoft Outlook, including newer Unicode and older ANSI
formatted PST files.

Use keywords and filters to search and find specific emails of importance before converting to PDF files.

Different mode of conversion — single email to PDF, multiple emails to PDFs, folder or whole PST into
PDFs.

Maintains original folder structure to keep PDF version of emails in same folders.

Retains embedded images, attachments, metadata, and email attributes while exporting PST to PDF.
Set security restrictions to PDF files e.g., ability to edit or print.

Secure PDF documents by setting a user password for viewing.

Apply watermark image, text or stamp bates to PDF (i.e., logo or name).

Add table of contents or bookmarks in One PDF file for easy navigation.

Add page number, header and footer information in PDF such as copyright or disclaimer information.
Automatically fix inline images to fit the page in the resultant PDF.

Basket feature — place emails or documents of interest from different folders/mailboxes and combine to
one PDF.

For a quick overview, refer to the PST 2 PDF Converter website.

www.e-Redact.co.uk/PST2PDF
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How PST 2 PDF Converter works

PST 2 PDF Converter can operate in two modes — Simple (default) and Advanced, which has an interactive user

interface with many options to export emails to PDF documents.

Simple Mode

PST to PDF Converter - Simple Mede (4.0.70.0) REGISTERED EDITION X
PST to PDF Converter
@ Open PST ;g:sj Settings. E Advanced Mode o Help
@ PsThies @ -
-8 Contoso.pst (D:\AssistMy Team|Emails\)
B Deleted lems (31)
B Tasks (0)
8- Backups (12)
B Samples (28)
87 Inbox (19)
i .B .‘"k’:’n’bAmEﬁA - Perfom batch conversion of PST
5 emails to s
B Inbox AAA (3)
B InboxB (3)
-l Teams Chat (20) & Save a5 POF 35
Outbox (0)
8 Sentitems (0)
8 Emails 2021 (3)
87 Emails 2022 (4)
8 Emails 2023 (3)
8- Emails 2024 (2)
B call (3)
& cal2(3)
B Tasks (2) 5
8@ ContosoTestpst (D:\AssistMly Team|Emails\) Si mple
8 Deleted ems (0)
8- Backups (12) Mode
B Samples(3)
8- Inbox (9)
B Outbox (1)
8 Sentitems (0)
8 Emails 2021 (3)
87 Emails 2022 (4)
8 Emails 2023 (4)
B Emails 2024 (2)
Advanced Mode
t PST to PDF Converter - Advanced Mode (4.0.70.0) REGISTERED EDITION = m] *
B e
?k Add PST files @ Close PST £ Settings L& Simple Mode 0 o
[ ﬁ He\p
@ PSTFiles 7 || ¥ {&5 Save as POF ] \Contoso\Samples (28) Tip: Double-click an emai to preview the content |5} Save as PDF
=8 Contoso.pst(D:\AssistMyTeam\Emails\ Subject B Frem To Cc  Received
’ nDEfZ‘f‘:‘EB;S @n ® iphone problem David Webs helpdesk@assistmyt 17-08-20216.52.55 P
@ Backups (12) B =French - Lorem ipsum dolor sit .. Monica Gellar 'Contoso Helpdesk' 20-02-2022 1244.49 A
-8 Samples (28) B EHindi - swiagdm demwmm it Sunil Kumar 'Contoso Helpdesk' 20-02-2022 124457 A
8 Inbox (19) B dJapanese - LAT . 1138k Davis Wong 'Contoso Helpdesk' 20-02-2022 12.45.20 A
Inbex A (4) B IMandarin- FRFTAFR A E... Davis Wong 'Contoso Helpdesk' 20-02-2022 124528 A
8 InboxAA(3) B[ EKorean- & Z3AI0S 2204, Davis Wong 'Contoso Helpdesk' 20-02-2022 124557 A&
@ Inbox AAA(3) B [IGreek - Cnopo ogipicud peca... Mardo Garcia 'Contoso Helpdesk' 20-02-2022 1247.22 A
: Inbox B (3) B D Arabic - Llas oo ) Laisly 3l pe Abu Hakim 'Contoso Helpdesk' 20-02-2022 124811 A
- .o ;EH"{‘]S Chat (20) @ Hebrew-. 03120 U102 " TA M John Miller ‘Contoso Helpdesk' 20-02-2022 124902 A
"'n S:nt?t:r(ni 0 B Cyrillic - Nopem uncym oonop .. Monica Gellar 'Contoso Helpdesk' 20-02-2022 1249.29 A
-8 Emails 2021 (3) B CZALuxury Condo Documents 2 Maria Rodrigugz ~ 'Contoso Helpdesk' 20-02-20221254.23 4
@57 Emails 2022 (4) B JEspanol - ;Qué es Lorem Ipsu Maria Rodriguea 20-02-20221254.23 4
- B Emails 2023 (3} @A Luxury Condo Documents 2 Maria Rodriguez 20-02-2022 1254.23 A
B [ICzech- Coje Lorem Ipsum? Mardo Garcia 257554
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NO FILTER ‘ PST Accounts: 2

! Basket:
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windows explorer. And then you can combine all B Hhtalian - Cos'é Lorem Ipsum? Mardo Garcia 1.07.27 Ah
these emails or files from different folders to one B EUrdu - Jsdn 3 os 1S 48 Lia Abu Hakim 02-2022 1.20.12 Ab
PDF file B (1Benqgali - e aws ol vt Sunil Kumar 02212351 A
B EPersian - glems Ll sl dllis Abu Hakim 20-02-2022 1.26.25 Ab
B CIPunjabi - Ewnm s Balbir Singh 'Contg & Helpdesk' 20-02-2022 1.28.44 Ab
B CANew York Real Estate Project 5 John Miller 'Contoso Helpdesk' 20-02-2022 1.38.14 Ab
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How PST 2 PDF Converter works

There are four ways to perform PDF conversion with PST 2 PST Converter:

A. Whole PST to PDF
B. Chosen Folder to PDF
C. Chosen Email to PDF
D. Basket list to PDF

~ PST 2 PDF Converter (3.0.52.0) REGISTERED EDITION = O X

o, B B @

Add P5Tfiles | Close PST | Settings | Help
@Fol -+ = . Save as POF @ Samples (28) IR =] . Save as POF

B Contoso.pst (D:\AssistMyTear Subject Fram To > Received
-8 Delstedltems (0) 8 B Arabic - | s 355 Lai8ly &l sl Abu Hakim ‘Contoso Helpdesk'  20-02-2022
::: gzﬁf:ﬁi ([12’3 8 SHebrew-. 0T NLIN? 1IN John Miller 'Contoso Helpdesk'  20-02-2022
@7 Inbox (1) @ I Cyrillic - Nopem uncym oonop c... Monica Gellar 'Contoso Helpdesk' 20-02-2022/
-8~ Outbox (0) ﬂ@Luxury Condo Documents Maria Rodriguez 'Contoso Helpdesk' 20-02-20221
@~ Sentltems (0) B [ JEspanol - ;Qué es Lorem Ipsum? Maria Rodriguez 'Contoso Helpdesk'  20-02-2022

[—j-- sales@assistmyteam.netpst|( == | uxury Condo Documents Maria Rodriguez 'Contoso Helpdesk' 20-02-2022
@ Deleted ltems (10) B[ ICzech-Coje Lorem Ipsum? Mardo Garcia 'Contoso Helpdesk'  20-02-2022
@7 Inbox (689) 8 2 Product Detail Abu Hakim 'Contoso Helpdesk'  20-02-2022
@7 Outbox (0) B 2 Tirkce - Lorem Ipsum Nedir? Abu Hakim 'Contoso Helpdesk'  20-02-2022
@ Senthems (11)

- Junk Email (0)
@ Conversation Action Setting ’ ’ T
@7 Quick Step Settings (0) Luxury Condo Documents 3~ Save as PDF
Drafts (0) ) To:'Contoso Helpdesk'
=6 Testpst(D:\AssistMyTeam\Er )
-8 Deleted tems (4) e
@7 Inbox (6) popularizado en los 60s con la creacion de las hojas "Letraset”, las cuales contenian
- @7 ToFix(3) pasajes de Lorem Ipsum, y mas recientemente con software de autoedicion, como por
-8~ Enterprise Downloads (6) ejemplo Aldus PageMaker, el cual incluye versiones de Lorem lpsum.
-8 EPO(0)
@5 Journal (2)
@ Outbox (0)

@ Sentltems (1)
@ Samples (32)
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A. Convert whole PSTs to PDF (bulk conversion)

In this mode, you can perform bulk conversion of the whole contents of each PST file to PDF format. Simply,
click the “Save as PDF’ button option just above the PST tree-view control.

** PST 2 PDF Converter (3.0.52.0) REGISTERED EDITION
o Click to perform
o oo Click o pert
AddPSTfiles | Close PST | Settings | Help ‘ . Ulk conversion
@ Folders List 7| |4 b Save as POF @ Samples (32)
-89 Contoso. pst (D:\AssistMyTeam\Emails)) Subject From
: g:ﬁf 2)5 ) B I Cyrillic - Nopem nncym nonop c.. Monica Gellar
B Sam Ies&) 8 2 Luxury Condo Documents Maria Rodriguez
=] Inbo:ﬂ) . B DEspanol - ; Qué es Lorem Ipsum? Maria Rodriguez
@ Outbox(0) ‘ B 4 Luxury Condo Documents Maria Rodriguez
- @1 Sentltems (0) » B[ ICzech-Coje Lorem Ipsum? Mardo Garcia
- B sales@assistmyte®n net pst (D-\AssistMyTeam\Emails\) | | B EZ Product Detail Abu Hakim
@ Deleted ltems (1 b B I Tirkge - Lorem Ipsum Nedir? Abu Hakim
-8 Inbox (689) ‘ o 8 CZProduct Detail Abu Hakim
@7 Outbox (0) [y ‘ B IDeutsch-Was istLorem Ipsum? David Webs
-8 Sentltemg (1) \ B[ JRussian-Yto Takoe Lorem Ips... John Miller
@ Junk Email (0) . : o .
i . ) B (1 Thai- Lorem Ipsum fnaz1? Diavis Wong
@ Conversation Action Setlings'¥) = o = ;
8 Quick Step Settings (0) ~ ltalian - Cos'é Lorem Ipi_sum. Mardo Garcia
@ Drafts (0) . B T Urdu - Jasads by 1€ 48 Lis Abu Hakim
=- 8 Testpst(D:‘;AssisNyTeam\E%ls\ From: Maria Rodriguez <maria_rodriguez@assistmyteam com>
@ Dele ms (4)
8= Inbox \. \ \ Luxury Condo Documents
@ ToFix(3) \,' . ‘ To: 'Contoso Helpdesk'
=8 Enterprise Downloadg) \ Product Case Study.docx (202 KB). Product Review docx (370 KB)
--@=1 EPO (0) *.,.. .
. me
-8 Joumal (2) h \ éQué es Larem Ipsum?
-8 Outbox (0) 3 PSTs Lorem lpsum es simplemente el texto de relleno de las imyg
@7 Senthtems (0) d imprenta) desconocido usé una galeria de textos y los mez
-8 Samples (32) opene quedando esencialmente igual al original. Fue popularizad
- @] Meetings (2) B ; S .

From the “Save as PDF’ dialog box, you have myriad of options for PDF conversions of the
emails and their attachments.
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Option 1: Convert each email to own PDF file

By default, each email in the PST will be converted to their own PDF file, without the attachments.
If you want the attachments to be part of the exported PDF file, you can choose one of the following
possibilities:

>

>

>

Convert each attachment to their own PDF file.

Extract the attachment to disk in its original format as a separate file.

Embed the attachment in its original format within the PDF file of the email.

Combine all attachments into one PDF file and output separately than the PDF of the email content.

Append and combine each attachment as PDF pages to the PDF of the email as one long,
continuous PDF file.

PST to POF Batch Export Options *

j: Choose one of the PDF export option below:

Convert each email to own PDFfile < w
e
Attachment Options - .

oy oy [
() None - N iy o
Option 1
(C) Convert Attachment to own POF

() Extract Attachment separately

Q Embed Attachment to PDF
(") Combine Attachments to One PDF

() Combine Email & Attachments to One PDF

Save in Destinaticn Folder

C:\Users\bahrur\Desktop\PTPC i
PDF Security
Apply Watermark Company Name w Paper Size A4 v
Apply Password  Confidertial “ © Portrait () Landscape

Watermark and Security Password

In addition, you can apply a watermark to each page of the converted PDF file in the form of a
text (e.g., your company name) or an image (e.g., your company logo). After that, to protect and
limit certain operations on the converted PDF file by users, you can apply a security password.
Consequently, a user who want to open and view the PDF file in PDF Viewer will need to enter this
security password. The same is hold true when a user tries printing, making changes, copying etc.

www.e-Redact.co.uk/PST2PDF
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Option 2: Combine emails of each folder to one PDF file

In this option, you can combine all the emails of each folder and merge to one PDF file. And the generated PDF
will bear the name of the email folder. For instance, if the email folder name is ‘Inbox’, the resultant PDF file will be
named as ‘Inbox.pdf’. By the same token, if you have 10 email folders in a PST, this mode will output 10 PDF files,
each PDF file containing all the emails of a particular email folder.

PST 2 PDF Batch Export Options

j: Choose one of the PDF export option below:

Combine emails of each folder to one PDF ~
oy .
Attachment Options -y -~y

-y
L) -
O None Option 2
(O) Convert Attachment to PDF Page
() Bxtract Attachment separately

© Embed Attachment to PDF

Optionally, you can configure how the attachments of the emails will appear in the one PDF file. You can choose one
of the following possibilities:

> Each attachment is embedded in their original format in the PDF.
> Each attachment is appended as PDF pages and merged with the PDF of the email.

> Each attachment is extracted to their original format as separate file in your disk.

Option 3: Combine all emails of the PST to one PDF file

In this option, all emails from all folders of a PST will be combined and merged together to one PDF file. And the
generated PDF file will bear the name of the PST file. In other words, if the name of the PST is ‘Support.pst’, the
resultant PDF file will be named as ‘Support.pdf’.

PST 2 PDF Batch Export Options

j: Choose one of the PDF export option below:

Combine emails of each PST to one POF ‘ - -
=]
Attachment Options ¥ oy
L ] L5 »
~ =) .
(_) None Opt|on 3

(O) Convert Attachment to PDF Page
(7) Betract Attachment separately

© Embed Attachment to PDF

If you have opened 3 PST files at once, 3 different PDF files will be generated, one each for each PST.

Likewise, you can configure what to do with the attachments of the emails. That is, you can choose one of the
following possibilities:

> Embed the attachments in their original formats into the PDF.
> Append as PDF pages and merged with the PDF of the emails.

> Extract and save the attachments in their original formats as separate files in your disk.

www.e-Redact.co.uk/PST2PDF 7
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Apply keywords search and filters

You can choose to perform a keyword search and apply filters and only perform the bulk
conversions of those emails in the PST that fulfil the search parameters to PDF. To do that,
click the “Filter” button available on top of the PST tree-view control box.

=" PST 2 PDF Converter (3.0.52.0) REGISTERED EDITION

Add PST files | Close PST Settirlgs_

search parameters

@ Folders List Vﬁr & Save as PDF ® Samples (28)

B B g:—--‘—__‘____CIick the filter icon to add

@~ Backups (12)
@ Samples (28)

@~ Sentltems (11)
@~ Junk Email (0)

A dialog box for the search pop ups
enabling you to input keywords search in
the subject or body or both. You can also
filter the emails by matching the sender in
the From field and/or the recipient in the
To field. Additionally, you can specify a
time duration to restrict the emails that fall
between the start and end date.

B IFrench- Lorem ipsum ...
B COHindi - swa wmdmsm@e. Sunil Kumar

B A Cyrillic - Nopem wncym ..

2 Contoso.pst (D\AssistMyTeam\Emails)) Subject From
- @1 Deleted llems (0) B iphone problem David Webs

@ Inbax (1)
@ Outbox (0) B Japanese-LA AT, H.. DavisWong
@ Sentltems (0) B IMandarin- FIZFTAL.. Davis Wong
- sales@assistmyteam.net pst (O-\AssistMy| | B Korean - 234152 .. Davis Wong
@~ Deleted ltems (10) B [1Greek - Cnopo oppici..  Mardo Garcia
-8 Inbox (689) B Arabic - Jbeil; 3552 . Abu Hakim
-8 Outbox (0) B IHebrew-.1N? " TIM1...  John Miller

Maonica Gellar

Manica Gellar

To

helpdeski@assist..
'Contoso Helpdesk!
'Contoso Helpdesk'
'Contoso Helpdesk'
'Contoso Helpdesk!
'Contoso Helpdesk'
'Contoso Helpdesk'
'Contoso Helpdesk'
'Contoso Helpdesk'
'Contoso Helpdesk'

> Received

17-08-2021 ..
20-02-2022 ..
20-02-2022 .
20-02-2022 ..
20-02-2022 ..
20-02-2022 .
20-02-2022 ..
20-02-2022 ..
20-02-2022 .
20-02-2022 ..

Set Filters
® Search Criteria
LY

Search for the word(s)

n: Subject field only

From:  David Webs

Sent Ta:

Time: Received

v Last Year

4 Remave Filter

Clear All

After applying the filters, the filter icon will change with a green tick mark and the background
color of the PST tree-view control box will also be in green. You will also notice that each

folder entry in the tree-view control shows the number of emails that fulfilled the search filter
out of the total emails, enclosed within brackets.

* PST 2 PDF Converter (3.0.52.0) REGISTERED EDITION

B, B ® @

Add PSTfiles | Close PST | Settings | Help

Emails that match the search/filter

!

: ‘/Total emails in the folder
@ Folders List  <¢ < b Save as POF B Samples (5/28)

O X

=N - oF| Contoso.ps&sswsmyTeam\Emans\) Subject

-3 sales@assistmyteam.net pst (D:\AssistMy | L ]

@~ Inbox (0/689)

@~ Outbox (0/0)

@ Sentltems (0/11)

@~ Junk Email (0/0)

@~ Conversation Action Settings (0/0)
@~ Quick Step Settings (0/0)

8 Deleted ltems (0/10) ~,

From
= [B)E|it9d ltirqsztm ~ B iphone problem David Webs
Bclaipstli \. B IDeutsch-WasistLore.. David Webs
8 Samples (5/28) e i !
-8 Inbox (1/1) N B2 Luxury Condo Informati... David Webs
@ Outbox (0/0) .\ B4 Luxury Condo Offer David Webs
@~ Sentltems (0/0) 'QQEmails and Compress.. David Webs

» Filter applied

To

helpdeski@assist..
'Contoso Helpdesk'
'Contoso Helpdesk'
'Contoso Helpdesk!
'Contoso Helpdesk'

> Received
17-08-2021 ..
20-02-2022 ..
20-02-2022 ..
20-02-2022 ..
20-02-2022 ..
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Customize the sorting of emails

Options to customize the sorting of emails listing, either by Oldest first, or Newest first. You
can find this option under ‘Output Settings > PDF Naming & Folder View’ section (as outlined
below in the screenshot).

7 Output Settings b

[ PDFOutput = PDF Naming &Folder View £} Exemptions [f] POF Watermark (§ PDF Security (] PDF Bates Numbering PDF Compression

For Outlook Mail Item For Outlook Task Item For Outlook Appointment Ttem
1st part ReceivedTime ~ 1st part Subject ¥ Istpart Subject v
Separator  Hypen () ~ Separator  None ~ Separator  None v
2nd part Subject 4 2nd part o 2nd part w
Separator  None ~ Separator  Mone ~ Separator  None ~
3rd part ~ 3rd part ~ 3rd part [
Separator  None ~ Separator  None v Separator oo T
4th part ~ 4th part ~ 4th part ~
Separator  None ~ Separator  None ~ Separator | yone v
Sth part ~ 5th part - Sth part =
‘Overwrite PDF output policy Emails Listing in Folder View

© Overwrite existing fie () Oldest First © Newest First
() Rename existing file a5 _BAK.pdf
() Allow sorting by dicking the column in Folder View
© Keep existing file and use iterative numbering
B Allow re-ordering of emails listing by drag and drop method
Date Format to use on output file

Number of Emails to be shown per page in Folder View S0 %

Allow sorting by clicking the column header in Folder view

You can now sort the email entries in the Folder View control by a particular column, either
in descending (‘<" in column header) or ascending order (>’ in column header), by simply
clicking the column header. And this will over-ride the default sorting of either oldest or
newest.

™ AssistMyTeam PST to PDF Converter - Advanced Made (4.1.80.0) REGISTERED EDITION 32-hit

@J Open PST files % Close PST g:? Settings E Simple Mode o Help -

8 v [ Save Allas PDF [J \\Contosa.pst\Samples (29) Tip: Double-click an email to previe

=8 Contoso pst (C:\Users\Admir Subject o | >From
: [B):Icitfssltg:n}s (29) B JAW: Rasenerde - private 5801

87 Emails 2021 (3) O EDArabic - 4y o JLaBls &l | Abu Hakim
8 Emails 2022 (4) OIEaPersian - fims £l sl Jlis Abu Hakim
@~ Emails 2023 (3) (JE#Product Detail 1 | AbuHakim
@ Emails 2024 (4) (= Tirkge - Lorem Ipsum Nedir? Abu Hakim
=877 Inbox (19) OEAUrdu - Jsoudo 3 ss 1S 48 L3a Abu Hakim

| Inbox A (4) JEAPunjabi - Fmmezeess Balbir Singh

Inbox AA (3) [JCZDeutsch- Was istLorem Ipsum? David Webs

@7 Inbox AAA (6) B CFEmails and Compressed Files 2 | David Webs

ﬂgSar:slz};?Z(g)) [J™iphone problem David Webs

87 Outbox (0) = Luxury Condo Information 3 DavidWebs

8- Senthtems (0) 83 Luxury Condo Offer 5 | DavidWebs

(2 Japanese - LAY, 272 THH... Davis Wong

—— [JCdKorean- & 224102 220 Davis Wong

Basket __ : ] (JEAMandarin - FRFTAIFRAE.. Davis Wong

Lk - [JC Thai- Lorem Ipsum finaz1s? Davis Wong
(JE9Hebrew -. 03120 11N? ~ 13 11 John Miller

Add Files from Disk

[(EAMew Yark Beal Eatate Projarct [y lohn Miller

To remove the column sorting, simply right-click any part of the folder view and from the
context menu, click ‘Reset Column Sorting’ to go back to the default sorting of either newest
or oldest option.
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Allow re-ordering of emails listing by drag and drop method

You have the option to be able to re-order the sequence of the email entries in the folder view
by means of drag and drop method (using the mouse). That is, you can drag selected emails to
any position in the sequence/queue to re-arrange the placement of each email in the list. This
might be useful when you want to combine multiple emails to one PDF and you want to control
which emails are placed on top or bottom of the PDF document.

Number of Emails to be shown per page in the Folder view

Previously the app could only display 200 emails in the folder view and you have to use the
navigation buttons (located at the bottom) to see the next or remaining emails of the folder. In
this version, we have now provided option to choose how many emails are shown in the folder
view per page (ranging from 100 t0 5000), which you can choose from the drop down.

Number of Emails to be shown per page in the Folder view

Previously the app could only display 200 emails in the folder view and you have to use the
navigation buttons (located at the bottom) to see the next or remaining emails of the folder. In
this version, we have now provided option to choose how many emails are shown in the folder
view per page (ranging from 100 t0 5000), which you can choose from the drop down.

Checkboxes in the queue list.

To convert the checked emails, right-click the folder view and click ‘Save Checked emails as
PDF’

i AssistMyTeam PST to PDF Converter - Advanced Mode (4.1.80.0) REGISTERED EDITIOM 32-bit I

@l Open P5T files % Close PST Settings (& Simple Mode o Help -

8 v % ) Save Allas FDF (] \\Contoso.pstiSamples (29) Tip: Double-click an email to preview the & s=
=88 Contoso pst (C\Users\Admif Subject % From To
-8 =1 Deleted hems (29) @ CJAW: Rasenerde - private 5801 Dalibor Bosnjak
® - Backups (11) P I
ackups
-8 Emailsp2021 3 B C#Emails and Compressed Files 2 DavidWebs Contoso Helpdesk
-8 Emails 2022 (4) B 3 Luxury Condo Offer 5 David Webs Contoso Helpdesk
@ Emails 2023 (3) 8 "‘4‘ T | |\ €S Contoso Helpdesk
@ Emails 2024 (4) JCFNew Y| g Save Selected Emal_ls'qs PDF iller Contoso Helpdesk
=8 Inbox(19) DDF’unjal‘| DI Eelshs AT Singh Contoso Helpdesk
' Inbox A (4) [JCAPersial &) Reset Column Sorting Hakim Contoso Helpdesk
B Inbox AA (3) [ EBengali - rgmra awa 27 et Sunil Kumnar Contoso Helpdesk
& I?} ént;oxm (6) | | DU - pedo 35 1€ 48 L3 Abu Hakim Contoso Helpdesk
ﬂ a Sar: Ioexs (2(9; (I Htalian - Cos'é Lorem Ipsum? Mardo Garcia Contoso Helpdesk
.M nmhiy e (JE Thai - Lorem Ipsum #isaz14? Davis Waong Contoso Helpdesk
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B. Convert Multiple Emails of a folder in PST to PDF
(multiple conversion)

At times, what you may need is only to convert emails of a particular folder within the PST
data file. In such needs, you can perform the PDF conversion by clicking the particular
folder from the PST tree-view control box on the left side. This will show you all the emails
in the folder view control on the right side. You can then proceed to click ‘Save as PDF’
button located on the extreme right corner of the folder view control.

‘_" PST 2 PDF Converter (3.0.52.0) REGISTERED EDITION
Click to perform PDF conversion

@] @ @ @ Rolderyiew to selected emails\of this folder

Add PST files | Close PST | Settings | Help COFItI'C\)| T
8 v ¥ 5. Save as PDF @ Samples (28) '\ =] a b Save as PDF
Y
-8 Contoso pst (D:\AssistMy Subject ' Fom To >Received Size  Attachments
87 Deleted tems (0) B Jitalian-Cos'¢ Lor.. Mardo Gar.. 'Contoso.. 20-02-2022. 554 KB

@~ Backups (12)
@~ Samples (28)

@ JUrdu- 1€ 42 L3> . AbuHakim 'Contoso.. 20-02-2022.. 554KB
B[ IBengali - &&=z SunilKumar 'Contoso.. 20-02-2022.. 505KB

@ Inbox (1)

-8 Outbox (0} B OPersian-s;Ldlis.. AbuHakim  'Contoso.. 20-02-2022.. 6BG6KB
@7 Sentltems (0) B [IPunjabi - f=wm=®. Balbir Singh  'Contoso..  20-02-2022.. 465KB
-8 sales@assistmyteam ne’ > Mew York Real E..  John Miller 'Contoso... 5
@ Deleted ltems (10) @ CZLuxury Condo Info... David Webs 'Contoso.. 20-02-2022.. 1MB 3
@ Inbox (689) @4 Luxury Condo Offer David Webs 'Contoso.. 20-02-2022. 2MB 5
-8 Outbox (0) @ (ZEmails and Comp... David Webs 'Contoso.. 20-02-2022.. 1MB 2

@ Senthkems (11)
@ Junk Email (0}
.87 Conversation Action S From: John Miller <john.miller@assistmyteam.com> on 20-02-2022 01:38:14

-8 Quick Step Settings (0 | | New York Real Estate Project s Save as PDF

@~ Drafts (0) B )
9-- Testpst(D:\AssistMyTez T oo Hendesc
B Deleted tems o) Project Brief.doc (52 KB), Project Estimation xlsx (13 KB), Project Fax Reports tif (5 MB), Project Presentation ppt (181 Kl
@ Inbox (6)
@7 ToFix(3) Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor "
=@ Enterprise Downloads incididunt ut labore et dolore magna aliqua. In eu mi bibendum neque egestas

@ EPO(D) congue. Proin sagittis nisl rhoncus mattis rhoncus urna neque viverra. Et leo duis

----- B'% Joumal (2) ut diam quam nulla. Non tellus orci ac auctor augue mauris augue. Vitae nunc
@ Outbox (0) sed velit dignissim sodales ut eu. Feugiat in fermentum posuere urna nec
@ Senthtems (0) tincidunt praesent. Malesuada fames ac turpis egestas integer eget. Morbi v
ﬂ_ Samples (32) blandit cursus risus at ultrices mi tempus imperdiet nulla. Tortor condimentum
< >
MO FILTER PSTs Opened: 3 Active Folder: \\Contoso\Samples

From the ‘Save as PDF’ dialog box, you have multiple options for PDF conversions of the
emails and their attachments.

Emails to PDF Batch Expert Options X

j: | Choose PDF export option:
|.&_% Convett each email to own PDF file e
Tl "
Attachmert Options Ny Option 1
() None
(O Convert Attachment to own PDF file
() Extract Attachment separately
© Embed Attachment to PDF
() Combine Attachments to One PDF

(O Combine Email & Attachments to One PDF

Save in Destination Folder

C\Users\bahrur\Desktop\PTPC | Browse...
PDF Securty
Paper Size | Ad -
Bpply Vistermark | Company Logo v
Apply Password  Legal Docs = O Portrsit O Landscape
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Option 1: Convert each email to own PDF file

By default, each email in the selected folder will be converted to their own PDF file, without
their attachments. If you want the attachments to be part of the exported PDF file, you can
choose one of the following options:

> Convert each attachment to their own PDF file.
> Extract the attachment to disk in its original format as a separate file.
> Embed the attachment in its original format within the PDF file of the email.

> Combine all attachments into one PDF file and output separately than the PDF of the email
content.

> Append and combine each attachment as PDF pages to the PDF of the email as one long,
continuous PDF file.

Watermark and Security Password

In addition, apply a watermark to each page of the converted PDF file in the form of a text
(e.g., your company name) or an image (e.g., your company logo). Above all, to protect and
limit certain operations on the converted PDF file by users, apply a security password. As

a result, PDF Viewer or reader software will then prompt the user for this password when
opening or viewing the PDF file. Furthermore, the PDF software will also allow or deny
certain operations such printing, making changes, copying etc. if these were marked as
restricted by the author.

Option 2: Combine all emails into one PDF file

In this option, all the emails of the selected folder will be combined and merged to one PDF
file. And the generated PDF will bear the name of the folder, by default. As an illustration, if
the email folder name is ‘Samples’, the resultant PDF file will be named as ‘Samples.pdf’. You
can of course, customize the name of the PDF from the dialog box below.

Emails to PDF Batch Export Options

>

Choose PDF export option:

Combine all emails into one PDF file {_ﬁ w
" " -

P ~*~ Option 2

FDF file name Sample

Attachment Options
() None

() Convert Attachment to PDF Page

() Bxtract Attachment separately

© Embed Attachment to PDF

Optionally, you can configure how the attachments of the emails will appear in the one PDF
file.

> In the first place, each attachment can be embedded in their original format in the PDF.

> In the second place, append each attachment as PDF pages and merged with the PDF of
the email.

> In the third place, extract the attachments to their original format as separate files in your
disk.

www.e-Redact.co.uk/PST2PDF



PST2PDF

C. Convert a particular email in PST to PDF (single conversion)

In this mode, you can selectively choose an email in the PST and save it to PDF. To achieve this, preview an email
of interest by clicking it from the list of all emails shown in the folder view. And then choose to save the previewed
email to PDF by clicking the ‘Save as PDF’ button located on the upper right side.

“ PST 2 PDF Conwerter (3.0.52.0) REGISTERED EDITION = O X
@ @ ﬁ 0 Click this to save the
Add P5Tfiles | Close PST | Settings | Help preVIewed ern\all to PDF
F Save as POF Samples (28 \ Save as POF
o e "
.
=8k Contoso pst (D:\AssistMy Subject From To "< Received Size  Attachments
= ge'imd 'te{gs @ @ IPersian-3;L dlio. AbuHakim  ‘Contoso.. 26022022 686KB
- ((28)) @ JPunjabi-#rws. BalbirSingh 'Contoso.. 20-03:2022.. 465KB
.8 Inbofﬂ) BCJNewYorkReal E.. JohnMiler 'Contoso... 2{}402—&22... EMB 5 I
@7 Outbox (0) @ CZLuxury Condo Info... David Webs 'Contoso... 20‘02—2{}2%.. 1MB 3
B Sentltems (0) N
E—J@ sales@assistmyteam.ne’ From: John Miller <john.mmer@assistmy‘team.com> on 20-02-2022 D]:ﬂ‘;
@ Deleted ltems (10 .
B Inbox (689) o New York Real Estate Project s Saveas PDF
@7 Qutbox (0) To: 'Contoso Helpdesk'
- @ Sentltems (11) Project Brief doc (52 KB), Project Estimation xlsx (13 KB), Project Fax Reports tif (5 MB), Project Presertation ppt (181 K|
i oo argarm TOmT TTOITa. TVOIT TETTOS UTCT U dUTUT gUugueE TIIiaaris dugue,. vitde T1anTc
@ Junk Email (0) q 1 21
@ Conversation Action S sed velit dignissim sodales ut eu. Feugiat in fermentum posuere urna nec ~
@ Quick Step Settings (0 tincidunt praesent. Malesuada fames ac turpis egestas integer eget. Morbi
@ Drafts (0) blandit cursus risus at ultrices mi tempus imperdiet nulla. Tortor condimentum
=@ Testpst (D:\AssistMyTez lacinia guis vel eros donec. Ornare aenean euismod elementum nisi quis
@~ Deleted ltems (4) eleifend quam adipiscing vitae. - -
8" Inbox (6) Previewed Email
- @7 ToFix(3) r —
=@ Enterprise Downloads
@5 EPO(0)
- @0% Journal 2)
@ Outbox (0)
@ Sent tems (0)
@ Samples (32) ’
< >
P5Ts Opened: 3 Active Folder: \\Contoso\Samples REGISTERED EDITION

From the ‘Save as PDF’ dialog box, you have multiple options for PDF conversions of the
emails and their attachments.

Convert Email to POF *

Attachments PDF Export (optional)

Attachment Options PDF Securty
() None Apply Watermark Company Name ~ 1 E
(C) Convert Attachment to own PDF file Apply Password Confidential v @

() Extract Attachment separately

Paper Size A4
© Embed Attachment to FDF e =

© Portrait () Landscape
() Combine Attachments to One PDF

() Combine Email & Attachments to One PDF
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As regarding attachments of the email, firstly you can convert each attachment to their own PDF file. Secondly,
you can choose to extract the attachment to disk in its original format as a separate file. Thirdly, you can embed the
attachment in its original format within the PDF file of the email. Lastly, you can choose the option to append and
combine the attachment with the email content as pages of one long, continuous PDF file.

Watermark and Security Password

At this point, you can apply a watermark to each page of the converted PDF file in the form of a text (e.g., your
company name) or an image (e.g., your company logo). Equally important, to protect and limit certain operations
on the converted PDF file by users, you can apply security password that is required to open and view the PDF file
in PDF Viewer, as well as restrict printing, making changes, copying etc.
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D. Convert Basket list of emails and files to PDF

Often you may have the need to club together or consolidate multiple emails or files from different accounts or
folders into a single PDF document. Typically, one would convert the individual email or file to own PDF file and
then merge these PDF files together into one file. This is a time consuming and cumbersome process.

To make this much simpler and easier, you can drag and drop those emails or files of interest, from your email or

file folder to the basket

control.

@ PSTFiles |+ | ¥

E‘;a Save as "D

PST 2 PDF Converter - ‘Advanced Mode (4.0.70.0) REGISTERED EDITION

By iy
011!1 Add PST files @ Close PST 5}:@ Settings E Simple Mode o'
1=y o)

Help

B \\Contoso\Deleted ltems (31)

Tip: Doubleclick an

=
B Deleted tems (31)

| Contoso.pst(D:\AssistMy Team\Emails\

Subject

B A Cyrillic - Nopem uncym nonop ...

Frem
Monica Gellar

MO FILTER | PST Accounts: 2

Basket: & items

B Backups (12) B 4 Luxury Com.:lo Documents 2  Maria Rodriguez
@7 Samples (28) B I Czech- Co je Lorem Ipsum? Mardo Garcia
Ibox (19) @ 3 Product Detail 1 AbuHakim
Inbox A (4) B I Deutsch- Was ist Lorem Ipsum. . David Webs
Inbox AA (3) @ 3 Thai- Lorem Ipsum fass1s? Davis Wong
Inbox AAA (3) B Persian - jles g bl sl dlis Abu Hakim
-8 InboxB (3) @[ Punjabi - EhnE e Balbir Singh
-8 Teams Chat (20) B 7 New York Real Estate Project 5 John Miller
: (S)::]ttljt:g; 0 8 4 Luxury Condo Offer 5 David Webs
@ Emails 2021 (3) B CJEmails and Compressed Files 2 David Webs
B Emails 2022 (4) y, ﬂD|F’QdﬁeeZ|ng issue Mardo Ggrma
-7 Emails 2023 (3) . 8 = Printing proklem Abu Hakim
B Emails 2024 2 .’ B Windows booting issue David Webs
= call (3 ¥ 4 B IWord app not recognizing the ... Davis Wong
B I Printer at Lab 6 out of order Maria Rodriguez
Basket (6) [ save asPDF B CILED screen with vertical lines Sunil Kumar
r 0 B2 Racklitkeyhoards 1 .ohn Miller
e ¥ | Fom @ JUpgrade to Windows 11 Monica Gellar
CIWiFi conrections Balbir Sing @ I WiFi connections Babir Singh
Py o Windwy L1 Monica G B CJ1ssues with upgrade to Window.. 1  Davis Wong
o e il Hékim @ I Problem with wifi Contoso Helpdes|
k=i Sample.pdf L i B4 Screen Issue 1 Davis Wong
: panding evént g L lseisi B I Exception: AssistMyTeam Hel... IT Support
ARSI o C\Users\Adm | g ) Exception: Emailto PDFfor Ou.. Park. Lilly (DCYF)
B I Exception: Attachment Manag... Tischer, Elena
B I Exception: Team TimeSheet C... Duarte de Lima ...
BECopy: AssistMyTeam Halpdes... Michaal Gomez
&+ x I Currertly showing [ 48 131 of

| Active Folder: Y\Contosc\Deleted [tems

Alternatively, you can use add the files from your computer to the basket by clicking the “+’ button located just
below the basket control. You can re-arrange the sequence of the emails and files in the basket by dragging and
dropping each of the email/file to the intended position of the queue, or you can use the “up” and ‘"down’ buttons to
arrange the sequence of the chosen email/file. As you build up the emails/files on the basket and once you have
them all, you can then combine them all into one PDF file.
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Choose PDF export option:

Combine all basketitems inlo one PDF file

PDF file name Emors Report 2025

Basket ltems to PDF

Attachment Options
(C) None
© Append Attachments as PDF Pages
() Bxtract Attachments separately

(O) Embed Attachments to PJF

Save in Destination Folder
C\Users\Admin\Desktop\pdf

PDF Security
pdf

Lpply Watermark Sample e

Lpply Password Sample bt

Apply Bates Number N

ﬂ Owverwrite Page Setup in PDF Output

Paper Size Ad v
© Portrait () Landscape

|5 Browse. ..

Cancel

And this is how the generated PDF looks like in PDF Reader software. Notice the emails and
file are combined in the same order/sequence as in the basket list of the PST to PDF Converter

app.
Ei E] I:t—_\‘ @J 2 s Errors Report... (1 S Q > @ e
File Home Comment View Form Protect Foxit eSign Share Help
Start Errors Report 2025.p... X
Bookmarks
N eraa
from: Duvid Webs <david. webin msistm yteam com>
. Q search.. ” l, Sant: Tussday, 17 May 2012
_ i Te: “Cen ledink’ >
H[:] WiFi Connections issue o R :":‘:"’:':‘l““'
@ i [] Attachment: Error.pdf
i [] Attachment: logs.bdt
Hi Support,

=-[] Upgrade to Windows 11
=-[ Product Detail (2 Pages)

['4::] ﬂ Attachment: Product Details.zip}
,,,,, [] Sample.pdf (16 Pages)
[ pending-event.png

----- [] error-icognito-privacy.png

The Wifi connection in west wing is down zince taday marning, hampering cur cperstion, Attached
are the detail errors that | managed to retrieve.

Wouldt be possible for & quick inspectian by the IT team.

Below is the network lagout:

o N
"
g 2
2y
Bact Regards,
David Webs
Admiszsion Office
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Support Attachment types for PDF Conversion

If you are the type of person who work with a lot of documents in various types and formats, from PDF and
Word files to JPEG or RAW files, and many a times, you surely will have come across the need to produce PDF
documents out of them or combine all of them into a single unified one PDF file.

But why to convert to PDF at all? Turning your documents to PDF format makes them portable, smaller,
searchable and generally easier to view, print, store and share, independent of application software, hardware and
operating systems. This makes PDF the most usable and suitable format for all types of business presentations.
Another analogy is that PDF is the format people use when they need an electronic ‘hard copy’ document. Many
businesses, publishing and records-keeping applications require a reliable, flexible and capable analogue for paper.
Some love their TIFF files, but those are pictures, not documents. For the vast majority, PDF remains the most
popular document format.

Along with the most conversion options and content control over your PDF contents, PST 2 PST Converter provides
you with the unique ability to convert attachments of different formats to PDF documents.

PST 2 PST Converter app can produce PDF documents from the following file types or formats:
> Microsoft Word Files (.docx, .docm, .doc, .dot, .dotx, .dot, .dotm)

> Microsoft Excel files (.xl, .xIsx, .xIsm, .xIsb, .xlam, .xltx, .xltm, .xIs, .xlt, .xla, .xIm, .xlw, .uxdc,)

> Microsoft PowerPoint Presentation files (.pptx, .ppt, .pptm, .ppsx, .pps, .ppsm, .potx, .pot, .potm)

> Single File Web Page (.mht; .mhtml)

> Web Page (.htm; .html)

> Rich Text Format (.rtf)

> Plain Text (.txt, .prn, .csv, .log, .ini, .config)

> Programming files (.c, .h, .cs, .vb)

> XML Document (.xml)

> OpenDocument Formats (.odt, .odp, .odc, .ods) Works 6.0 — 9.0 (.wps)

> Multi-page TIFF (.tif)

> Compressed Zip1 (.zip)

> MSG2 Email file (.msg)

> EML3 Email file (.eml)

> Camera RAW4 files (.raw, .nef, .nrw, .cr2, .crw, .pef, .arw, .srw, .sr2, .orf, . mrw, .mdc, .dcr, .kdc, .mos, .erf, .raf,
3fr, .dng, .mef, .rw2, .x3f, .srf, .ari, .bay, .cri, .cap, .iiqg, .eip, .dcs, .drf, k25, .fff, .ptx, .pxn, .r3d, .rwl, .rwz, cs1,
cxi, j6i)

* Image files (.bmp, .gif, .png, .ipg, .jpeg, .tif, .tiff, .pcx, .psd, .cut, .dds, .ico, .lbm, .pcd, .pcx, .pic, .psp, .sgi, .tga,
.exr, .hdr, .iff, jng, .ppm, .pgm, .pbm, .pfm, .ras, .wbmp, .xbm, .xpm, .mng, .koa, .j2k, .jp2, .jbig2, wmf) 1

* Also supports converting files from inner ZIP file (embedded within another ZIP/MSG/EML file attachment) to
PDF. 2

* Also supports converting inner MSG and attachments (embedded within another ZIP/MSG/EML file attachment)
to PDF. 3

* Also supports converting inner EML and attachments (embedded within another ZIP/MSG/EML file attachment)
to PDF. 4

* RAW formats and Brand
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Add company logo as watermark to PDF

Adding a watermark of your company logo on publication material not only adds a professional touch but also helps
to identify ownership without completely locking the PDF down. More importantly, watermarking each page of your

PDF helps protect your intellectual property from being passed off as someone else’s work when it is shared with
others.

In PST 2 PDF Converter, to add a watermark image or text annotation to your PDF files, you will need to create a
profile under Settings > Watermark tab.

Output Settings

[ Attachments to PDF Embed PDF = File Maming (3, Automation ;¥ User Interface Watermark

Default Watermark Profile
Company Logo Watermark w

Available Profiles

Company Logo Watermark: [&# Edit
Company Mame Watermark
=7 New

|£| Delete

Click the ‘New’ button to create a watermark profile. You’ll get the following dialog box where you can choose the
type, position of your watermark. Click on the ‘Image as watermark’ radio option. To insert an existing image as a
watermark, click on the Image button located at the extreme right corner and browse the open dialog box and select
your image from your computer. You can see the preview of the selected image on the right side.

PDF Watermark >
Edit Watermark

Profile Name: .,om any Logo Watemmark |

(® Image as \Watermark

File Name: |D:‘LAssistI'U'IyTeam\.www'\jmages\help_bannerzpng | |é]
@ watermark image will be aligned in the center of each page

Oy [ = ‘ﬁ

i .

You can adjust the opacity of the image in relative to the background of the PDF document. We recommend an
opacity of 25-30% for better legibility. And this is what the converted PDF file looks like (in PDF reader software) —
with the image embedded in the middle of each page of the PDF.
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c E B E ¥ 0 O &y s The dive doesnt accept any discs... G

Hom Com View Forn Proti Shar Coni Help .‘i‘fj.|Find pelisy

Custom image as
watermark in the
PDF Output file

NOTE: It is possible to define multiple watermark profiles. However, you will have to choose only one

default profile that would be applied to the PDF generated by the add-in in Outlook. And you do that from
the drop-down field.

Output Settings

[} Attachments to PDF Embed PDF = FileMaming (2, Automation §* User Interface Watermark

Default Watermark Profile

|Compa'wLoga Watermark: '*“' 2 v|

Available Profiles . dEfaU It ;)I"Dﬁle
Company Logo Watermark [ Edit
Company Mame Watermark

|E Delete
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Add your name or brand as watermark in PDF

Add your name or brand as watermark in PDF In PST 2 PST Converter, to add a watermark image or text
annotation to your PDF files, you will need to create a profile under Settings > Watermark tab.

Output Settings

[ Attachments to PDF Embed PDF =l File Maming (3, Automation * User Interface Watermark
Default Watermark Profile

| Company Logo Watermark w

Available Profiles

CDmEanE LDED Watermark [ Edit

=7 New
|E| Delete

Click the ‘New’ button to create a watermark profile. From watermark dialog box, click on the ‘Text as watermark’
radio option. Type in your text (such as your company name, product name or brand etc.). Customize the Font, Size,
and Color of your text watermark.

PDF Watermark >

Add Watermark
Load from Template v E =3

() None
() Image as \Watermark

File Mame: =]
@ ‘watermark image will be aligned in the center of each page

(®) Text as Watermark

ASSISTMYTEAM

Enter your
company
name or brand
here

Font: | Helvetica ~ I Size:
Fore Colr: ||| uymm]om|  mjos] (mm| | |

Rotation: (® -45 () None () 45 (O Custom

Oreciy: 1§

coe

You can adjust the opacity of the watermark to allow text from behind to show through. You can also adjust the
angle and rotation at which you want the watermark. And this how the converted PDF file appears like when
viewed in PDF viewer — with the custom text (e.g., company name embossed in each of the page)
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B> H& =% 9 O &= The dve doesnt accept any discs... 52
Hon Com View Forn Prot Shar Cont Help [iq | Find ,6‘{3}

Custom text as

PDF Output file
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NOTE: It is possible to define multiple watermark profiles. However, you will have to choose only one
default profile that would be applied to the PDF generated by the add-in in Outlook. And you do that from

the drop-down field.

Output Settings

Default Watermark Profile

[} Attachments to PDF Embed PDF = FileMaming (2, Automation §* User Interface Watermark

|Con'njany Logo Watermark: ‘. "ea

Available Profiles

W

iitrrssee default profile

Company Logo Watermark
Company Mame Watermark

| [#Edit
. =7 New
|E Delete
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CONVERTER

Apply security restrictions to PDF

A PDF file on its own is not as secure as you may think. Despite the versatility of PDF (as a universal file format)
that preserves the look and feel of your original document regardless of platform or device, without security settings
on your PDF publication, there is no way to prevent malicious users from tampering the file and taking credit

for your content. With PST 2 PST Converter, you can lock down your PDF content (generated from emails and
attachments) by setting a permissions password (also known as a master password) and restrict printing, editing
and copying content in the PDF. Your intended recipients don’t need a password to open the document (unless a
‘Document Open Password’ or “User Password’ is enforced on that PDF). They do need this permissions password
(master password) to change the restrictions you have set.

To apply restrictions and set Permission password, first, you have to define a security profile under Settings >
Security tab.

Output Settings

Embed PDF = File Naming [, Automation 5" User Interface |85 Exempted Extensions  Watermark ~ Security

Default Security Profile
Internals Only -

Available Profiles

Internals Onl Edit
Public Key E
=7 New
E Delete

Click the ‘New’ button to create a new profile. The security panel option shows up and has two sections — Document
Open and Permissions.

Password Security >

PDF Security Settings

Load Preofile v B | =

]

Document Open

[] Require a password to open the document

Document Open Password:

@This pazsword will be reguired to open the PDF

Pemissions
Restrict Editing and Printing of the FDF
Allow Printing
] Allow Changes
] Allew Copying of Text, Images and other Contents
Allow Annotations
[ Allow Assembly
[ Allow Content Copying for Accessbility
[ Allow Filling of form fields

Change Permissions Password: |4551

() This password will be required to change Permission Settings

co
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Under the Permissions section, check the option ‘Restrict Editing and printing of PDF’ to add another level of
security to your PDF content should your file be accidentally accessed. While people may be able to view it, ensure
that viewing is all they can do with it. For instance, you can restrict activities from printing content to copying text.
You can also set a master password so that in case you want your team members to perform unrestricted activities

on the PDF material, they can do so by entering this

master password.

Once done, save the profile. It is possible to define multiple security profiles. However, you will have to choose only
one default profile that would be applied to the PDF generated by the add-in in Outlook. And you do that from the

drop-down field.

.:'; Output Settings

N

Attachments to PDF  Embed PDF #

& = File Naming & Automation
Default Security Profile

Internals Only e,
e,

Available Profiles

LY

*=» default security profile

Internals Only
Private Team
Profilz1
Profile 1ffff
Public Key

[ Edit

=7 New

[] Delete

Checking the PDF’s Properties > Security dialog in any PDF viewer, users can see what permissions are given to

the file, if any.

i f-.

Hle: Hor Corr Viev Forr Prot Sha Con Help Bxtr Find

~ 5 Project Brief.pdf (SECURED) - Foxit Re...

=

=]

22

n-

=121
=H

7]

-

Security

Security Method

Password Protection “/

Document Restrictions Summany
Printing:

Allowed %

Mot Allowedx’
il

Mot Alluwedx’
ot

Not Allowed 3¢

&
Alowed “/

Changing the Documeant:
Document Assembly:
Content Copying:

Content Copying for Accessibility:

Page Extraction: Not AlluwedXI
"t
Commenting: Not Allowed JE¢

Not Allowed 3¢

s
Mot Alluwed”
s

Filing of form fields:

Signing:

~

NOTE: If your PDF documents are secured with both types of passwords (i.e., Document Open Password and
Permissions Password), they can be opened with either password. However, only permissions password would
allow user to change the restricted features. Because of the added security, enabling both types of passwords are
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Help

For any further help or if you have any sales enquires, please email:
sales@e redact.co.uk

Tel: 01565 873 918

To raise a support ticket in relation to this product please email:
support@footprint-solutions.co.uk
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