SAVING EMAILS
In PolicyPro by Sapiens

HOW TO SAVE EMAILS — TO UPLOAD INTO SAPIENS

You can save emails in several different formats, which can then be uploaded into Sapiens.

The options in my email client are:

Text Only

Outlook Template

Outlook Message Format

Outlook Message Format — Unicode

HTML

However, the easiest method is to Convert to PDF.

CONVERT TO PDF:

1.

2.

Right Click on the Email you want to save.

Send to OneMote

Select “Convert to Adobe PDF” 7 Move to Focused
. . . 7 Always Move to Focused
The “Save Adobe PDF File As” dialog box will open
S Ignore
Select where you want to save the file Q
& Junk >
Enter a File Name [l Delete
. = Archive...
Next, click Save
# Conyert to Adobe PDF
Finally, upload your file to Sapiens # Append to Adobe PDF
B Save Adobe PDF File As ®
« v 1~|- > ThisPC » Desktop » I 0 v O > Search Desktop
Organize » MNew folder . °
() Mame N Status Date modified Type
~ g Quick access
% Documents Q @ Internet
- @ Adobe 4|
¥ Dounloads @ File foldg
I Desktop @ File foldg
== user directory (F) @ File foldg
L 4 >
|F|\ename: File Name Here.pdf i e ~
Save as type: | PDF files (*.pdf) ~
View Result [ Restrict Editing 9
~ Hide Folders Cancel
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SAVING EMAILS AS DIFFERENT FILE TYPES:

1.

10. Finally, upload your file to Sapiens ks
Move t0
Save As *
&« v 4 B> ThisPC » Desktop o &) J Search Desktop
Organize « New folder == - o
" Mame - Status D
7 Quick access
Documents - ﬁ © .
@ 54
4 Downloads * @ 6
[ Desktop - @ 5
== user directory (F:) -
Projects * v« >
File name: | File Mame Here.msg V
S Outlook Message Format - code (".msg) w

Open the Email

Click on “File”

Select “Save As”

The “Save As” dialog box will open

Choose where to save the file

Enter a File Name

Click the “Save as type” drop-down

Choose a File Type to save the email

Next, click “Save”

T J, = Insurify: 10 U.S. cities with the highest flo
File ge Developer Help Acrobat
DEIEtE Respond | Shareto Quick Muve Tags Ed\tmg
e - Teams Steps ~ -
Teams Quic.. Mu

Insurify: 10 U.S. cities with the highest flood risk

@ PropertyCasualty360 Newsroom Update <proper
To @

@ If there are problems with how this message is displayed, click here to view
Click here to download pictures. To help protect your privacy, Cutlook prev

Insurify: 10 U,

[nsurify

Save As

& Save as Adobe

Text Only (*.txt)

HTML (*.htrn:* html)
MHT files (*.mht)

» Hide Folders

Qutlock Template (*.oft)
COutlook Meszage Format (*.msq)
Cutlook Message Format - Unicode (*.msg)
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