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How to Convert an Email into a PDF and Upload it to Curriculog 
For a visual version of this guide, watch this short video. 

 
Step 1 – Double-click the email to open it in a new window and select the “File” tab. 
 

 
 
Step 2 – Click “Save As Adobe PDF”  
 

 
 
 
 
 
 
 

https://csusm.sharepoint.com/:v:/s/planning_and_academic_resources/academic_programs/EdGTz4bi9OxJhZaGx9-VFeABAego4tC5LVxYxPgGD2r9NA?e=bYnV7R
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Step 3 – Enter a name for your file, select your desired save location, and click “Save”.  
Note: It is helpful to include the email subject and date in the file name 
 

  
 
Step 4 – To upload to your Curriculog proposal, click the Files tab on the proposal toolbar. 
Click “Choose File” to search for your PDF. 
 

 
 
Step 5 – Select the file you wish to upload and click “Upload”. You will now see the 
uploaded file under “Attached Files”. 
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OPTION 2 
 
If you are unable to use the “Save As” you can also save your file using a “PRINT” function: 
 
Step 1 – Double-click the email to open it in a new window and select the “File” tab. 
 

 
 

Step 2 – Select “Print” 
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Step 3 – Click “Print Options” 
 

 
 

Step 4 – Click the down arrow next to the printer and choose “Adobe PDF” or “Microsoft 
Print to PDF”, then click “Print” 
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Step 5 – Enter a name for your file, select your desired save location, and click “Save”.  
Note: It is helpful to include the email subject and date in the file name 
 

 
 
Step 6 – To upload to your Curriculog proposal, click the Files tab on the proposal toolbar. 
Click “Choose File” to search for your PDF. 

 

 
 
Step 7 – Select the file you wish to upload and click “Upload”. You will now see the 
uploaded file under “Attached Files”. 

 


