Create a PDF from a Note

Notes app on a Mac
Method 2: Use the Print Menu

Mastering PDFs: Create, pone H
Extract, Combine and Organise + Gpen the Nots o

+ Select the note you want to convert.

This method is useful if you want to
preview the document or change page
layout settings before saving.

Tips for Mac and iPad (3)

The best way to use any tool is to start somewhere and keep using
it to ensure it works consistently and as smoothly as possible.

. Select the note you want to convert.
NOTE: ‘Create a PDF from a Photo’ and ‘Extracting pages

A . * Choose File > Export as PDF.
from a PDF on Mac and iPad’ were explored in May.

Choose File > Print (or Command + P).
« Click Save.

Click the PDF dropdown menu in the print

NOTE: If the Note contains PDF documents dialog.

only the first page may be included in the
exported PDF.
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Select Save as PDF.

Create a PDF from Mail

From Mail on an iPad

Create a PDF from Mail

Method 2: Using the Print Menu

Create a PDF from a Note

From Notes on an iPad From Mail on a Mac

« Method 1: Using "Send a Copy” Method 1: Using "Export as PDF" Select the email you want to save. + Open the email in the Apple Mail app.

Choose File > Print (Command + P).

Demonstration at the SIG. The option Make a PDF resulted in a PDF with Select the email you want to save.

the text on one page and images on another...

* Method 2: Using the "Print" Trick

Locate Print from the File Menu.

In the Print dialog box, look for the PDF dropdown
menu (usually in the bottom-left corner).

Click File (in the menu bar) and
choose Export as PDF.

In the Print Preview screen, use two fingers to
pinch out on the thumbnail of the email to open
it in a full-screen preview.

Select Save as PDF.

Choose a file name and location, then Click Save.

PDFs can often be created without the need for a printer. It involves click Save.
selecting Print from the Share Icon then ‘pinching out’ on the next screen to

create a PDF which can be saved to Files.

This preview is now a PDF. Tap the Share icon.

NOTE: Attachments may need special

treatment Tips for Saving Emails

Select Save to Files to store it on your iPad.
* Multiple Emails: You can select multiple email

conversations (using $ and clicking) and use the Print

method to create a single PDF containing all of them.

: @ - ® :

Rules to tame the multiplying PDFs...

Create a PDF from Multiple Files Create a PDF from Multiple Files

In Finder on a Mac Using the Files app on an iPad Selectal () Q KEEP
. Save only the pages you need.

« Select the files you want to combine: Hold down the « Tap Select. meAUSOMNewsproof

Command key and click to select each file. ) o COMBINE

) . . | spowsredon optens « Tap the files you want to combine in the order you want o [] dok-mes..ontsipg . Gather related pages into one document.
Note: They will appear in the PDF in the order you select them. = = them to appear. Wi 06150
© crate POF T NAME

« Right-click (or Control-click) on the selected files. S | Ee Ty « Tap the three-dot icon. © y Dobs Dapactpat . Give it a meaningful filename so you can find it later.

Select Quick Actions > Create PDF.

Tip: You can include different types of documents, such
as images, spreadsheets, and other PDFs. The PDF will
be saved in the same folder as the original documents.

Customise.
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Select Quick Actions and then Create PDF.

Tip: You can merge different types of documents, such
as images, spreadsheets, and other PDFs. The PDF will
be saved in the same folder as the original documents.
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"Your computer has plenty of storage space. Your time and patience are
much more valuable. Organise your PDFs so you can find what you
need in seconds, not hours."



