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HOW TO SAVE EMAILS & ATTACHMENTS IN OUTLOOK 
 

There are several ways to save emails and attachments in MS Outlook: 

1) download the email with attachment as .EML format (this will preserve the attachment inside it, however re-

opening it requires for the .eml format to be set in your operating system settings to be opened with an email 

reading program such as Outlook and if there an issue with the settings on in your computer you will need the help 

of the IT department) 

 

 

2) save email and or attachment as PDF 
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Repeat the same steps for attachment. 

 

3) save attachment to OneDrive and save email as either .eml or .pdf 

 

Follow the above steps for saving email/attachments.  

If you chose to save both email and attachment as PDF files, you can locate them in your “Downloads” folder. Now 

you can copy them to Teams.  

 



 
WCA Created by: Julie Martin 10/07/2026 Page 3 of 3 

 

 


