AssistMyTeam M365 Email 365 to PDF Converter — Install Guide

Microsoft 365 Email to PDF Converter

Installation and Configuration
(‘Per User Installation’ and ‘Per Machine Installation’)

With this guide, you would be able to quickly install and easily configure Microsoft 365
Email to PDF Converter in your system, and effortlessly generate PDF documents from
emails and attachments of your Office 365 Email accounts.

For 'Per User Installation’' (ideal for standalone single user/workstation)
M365EmailToPdfSetup.zip

For 'Per Machine Installation' (ideal for installing on Citrix and Terminal Servers)
M365EmailToPdfSetup-Citrix.zip

Extract these file contents to a folder.

NOTE: ‘Per User Installation’ and ‘Per Machine Installation’

In ‘Per User Installation’, the install is performed 100% on the local system and nothing is
installed on your Exchange or Windows Server. Further, this install is intended to serve only the
current logged on user of the system/workstation and will be installed under the user's
application data folder (instead of Programs Files folder) and no elevated permission is required.
So, there won't be a prompt from UAC to allow this install unless you change the install directory
to say, Programs Files which will warrant an elevated permission/UAC prompt. If the same
system is used by multiple users, each one needs to install the app on their profile with the
default installation folder location.

‘Per Machine Installation’: If you have the need to have a single install that serves all users of
the system (i.e., the files will be installed under Program files folder), download the
Citrix/Terminal Server version of the setups to perform a per machine installation.

Requirements:
e Microsoft .NET framework 4.8
e Windows 11, Windows 10, Windows 8.1, Windows 8, Windows 7, Windows Vista (both
32bit and 64bit are supported) and all server-based Windows 2012 and above.
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Step 1. Run the M365EmailToPdfSetup.exe to start the installation. Click ‘Next’ to Continue.

soft 365 Email to PDF Converter Setup x

'-! Micro

Welcome to Microsoft 365
Email to PDF Converter Setup
Wizard

The Setup Wizard will install Microsoft 365 Email to PDF
Corverter on your computer, Click Mext to continue or
Cancel to exit the Setup Wizard.

< Back Cancel

Step 2. Select the appropriate destination folder where the application files will be installed. If
you change the default folder path, please make sure you have appropriate permission.

8 Microsoft 365 Email to PDF Converter Setup —

Select Installation Folder
This is the folder where Microsoft 365 Email to PDF Converter will be installed.

To install in this folder, dick ™ext™, To install to a different folder, enter it below or didk
"Browse",

Folder:
C:\UsersiAdminappDataRoaming AssistMyTeam \Microsoft 365 Ems Browse. ..

Advanced Installer
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Step 3. Click ‘Next’ to continue with the files extraction. It just takes a few minutes to complete
the whole copying process.

8 Microsoft 365 Email to PDF Converter Setup

Installing Microsoft 365 Email to PDF Converter

Please wait while the Setup Wizard installs Microsoft 365 Email to POF Converter.,
This may take several minutes.

Status:

Advanced Installer

< Back Mext =

Step 4. Click 'Finish’. This ends the files installation process in your system.

™ Microsoft 365 Email to PDF Converter Setup x
I, E‘

Completing the Microsoft 365
Email to PDF Converter Setup
Wizard

Click the Finish button to exit the Setup Wizard.

< Back Cancel
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Now go to Start Menu > All Apps. If the installation was successful, you will see new menu
entries ‘Microsoft 365 Email to PDF Converter — Simple Mode’ and ‘Microsoft 365 Email to
PDF Converter — Advanced Mode".

—

Q, Search for apps, settings, and documents

All < Back

- AssistMyTeam M365 Email to PDF Converter
MNew

Help Manual

B

Microsoft 365 Email to PDF Converter - Advanced Mode
Mew

Microsoft 365 Email to PDF Converter - Product website

Microsoft 365 Email to PDF Converter - Simple Mode
Mew

O

To run the app in default, basic mode, click ‘Microsoft 365 Email to PDF Converter — Simple
Mode’ from the menu under ‘All Apps’. This will load and display the main interface of the
converter app.

AssistMyTeam Email to PDF Converter for Microsoft 365 - Simple Mode (1.1.53.0) TRIAL EDITION X

Email to PDF Converter for Microsoft 365
i1 Microsoft 365 Login Settings.. a Advanced Mode 0 Help

() Check All v | ¥

=85 bahrur@assistmyteamsolutions.onmicrosoftcom
-(J=" Archive

~[JJ= Conversation History
-[J= Deleted ltems

== Drafts

..... Personal KB (4)

™ . J&] inbox (206)

Perform batch conversion of Microsoft
365 emails to PDFs

-0+ Junk Email
-7 Outbox \
-{J-" RSSFeeds & Save as PDF >>

=) Sentltems

- 07" ManagerCopy
=-0J=" SyncIssues

~{J=7 Conflicts

-7 Local Failures

»»»»» (J- ' ServerFailures
L—]Q support@assistmyteam.app

=7 Archive

{7 Conversation History
-] Deleted ltems

~[J= Drafts

@ Inbox (10)

077 Junk Email

To run the app in advanced mode with full control, click ‘Microsoft 365 Email to PDF Converter
— Advanced Mode’ from the menu under ‘All Apps’.
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= AssistMyTeam Email to PDF Converter for Microsoft 285 - Advanced Mode (1.1.52.0) TRIAL EDITIOM — O X

.F j. Microsoft 365 Login gi}s‘ Settings E& Simple Mode ev

- : Help

[} Accounts (2) [ E} Save as POF l B nbox {206) C|;£I}?:Eﬁilﬁlﬁﬁto kT ‘=E?’ % Save as POF
=85 bahur@assistmyteamsolutio Subject From Received Size

::S ‘:;cnh\:r:?satjon History ® I Your Microsoftinvoice G132.. Microsoft ~ 02-01-2026844... 148KB

[~ Deleted ltems B (0 The number of licences fory.. Microsoft 31-12-2025950.... 132KB
w057 Drafts B I Your Microsoftinvaice G127..  Microsoft 08-12-20258.07... 167KB

@ Inbox (206) B EOWe're sorry to see you go MicrosoftA..  11-11-202" \42.. 156KB

-1 Junk Email B@YourMicrosoﬂin wice G122, Microsoft 10-11 8. 365KB

-~ Outbox B Y our Microsoftinvol 146 KB

~(_}= RSS Feeds B Upgrade by 10 Nove 144 KB
w-{J=" Sentltems 8 I Try Microsoft 365 Caopilo
@-LJST Sync Issues 8 0 Upgrade by 10 N B
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onversation History )
B 3 Your Microsof
B 1 Upgrade now to reattive
Basket (0) {5 Save =s PDF B IWeekly digest Microso
B I Weekly digest Micros b
£dd Piles from Disk B CINew recommendation avail...

Drag and drop emails from your B New recommendation avail... 2025 e 16 KB
hyg.ﬁﬂ ﬁ;gllﬂgrshé‘r‘;c#;rﬁzzfrn B I New recommendation avail... 11-09-2025 7.23... B
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different folders to one PDF file.

& 4+ x g I« @« 1100 of 206 » B
Accounts: 2 Basket: Emails: 206 NO FILTER | TRIAL EDITION (26 days remaining) |_:5

When you try to connect the AssistMyTeam PDF Converter app to your Microsoft 365 account
for the first time, you will be prompted to grant permissions to the app to access your emails.
To allow the AssistMyTeam app to convert your emails to PDF, click ‘Accept’ button from the

prompt (which looks something like this below).

Sign in to your account

a8 Microsoft

bahrur@ | o icrosoft.com

Permissions requested

gt M365 Email to PDF Converter by AssistMyTeam
unverified

This application is not published by Microsoft or your
organization.

This app would like to:
~ Read your mail
“ Read your mailbox folders

~ Sign you in and read your profile

D Consent on behalf of your organization

[ Accepting these permissions means that you allow this app to use your
data as specified in their terms of service and privacy statement. The
publisher has not provided links to their terms for you to review. You
can change these permissions at https://myapps.microsoft.com. Show
details

Does this app look suspicious? Report it here

Cancel

Terms of use  Privacy & cookies
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To configure the output settings for PDF from emails and attachments, click the ‘Settings’
button. Within the settings dialog, you will find options to tweak and customize the default file
naming scheme, specify the PDF output behavior, set watermark text or logo, set security
password to be applied to PDF, modify the page setup, paper size, layout etc.

:; Output Settings
[ PDFOutput = ppF Narming 83 Attachment Exemptions @ POF Watermark |'?| PDF Security [;| PDF Bates Numbering PDF Compression
Output Options [] Overwrite Page Setup in PDF Output
[] output attachments to a subfolder
Paper Size AZ =
[] Put the email at the end —
AddBookmarks Orientation Portrait Landscape
Add Pages Count in bookmark entry in PDF NOTE: By default, the Page Size and Orientation of the source documents will
) ) . , - : be retained in the converted PDFs. If you want to impose a uniform
Flatten PDF interactive form fields when merging PDF files appearance ta all PDF outputs, enable the Overwrite option and specify your
Embed Unsupported attachments in their original format to PDF choice below.
When merging encrypted email attachments into one PDF [] Add Page Number
Prompt for password to merge as PDF pages
® Top Left Top Center Top Right
(O) Embed as original attachments into the POF Bottom Left Eottom Center Bottom Right
(O Ignere and don'tinclude into the PDF
SpreadSheet Settings Print Attachment Name in Header
Print Headings Center Harizantally
(@ Top () Bottom
Frint Gridlines Center Vertically
PDF/A Conformance Level [] Add Footer Caption
Mane « | NOTE: Applicable only to individual
converted PDF. Not applicable to PDF
file obtained from merging multiple files Top Bottom

For more references and help, refer to the PDF Help Manual, which can be invoked from
Microsoft 365 Email to PDF Converter app > Help > Help Topics.

You can also download the full PDF help manual directly from this link.
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