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FOUR SIMPLE WAYS
TO SAVE CLIENT E-MAIL

Are you struggling with how to
manage client e-mails in Outlook?
Would you like a hassle-free way to se-
lect, print, and save messages relating to
particular clients or matters? This article
offers four simple approaches to keep
your e-mail inbox lean and mean: (1) the
built-in capabilities of Outlook; (2)
Adobe Acrobat; (3) QuickFile 4Outlook;
and (4) case management software.
These approaches will help to ensure
that you are incorporating client e-mail
into the appropriate client digital or pa-
per file.

BUILT-IN CAPABILITIES OF
OUTLOOK

Client e-mails in Outlook can easily
be saved to a text file that can be viewed
(and searched) in Word or WordPerfect.
First, create a folder on your computer
for each client if you haven’t already.  If
a client has multiple case matters, use
subfolders. Each matter may have a
subfolder for correspondence, plead-
ings, and other documents, as needed.
Then set up e-mail folders and
subfolders for each of your clients and
client matters in your Outlook Inbox that
mirror the folders and subfolders in the
client’s computer files.  Drag the mes-
sages from the Inbox into the appropriate
client e-mail folder.

To save client e-mails en masse us-
ing Outlook 2002, navigate to the e-mail
folder containing the messages you want
to save, choose “Select All,” or select
the individual messages you want to
place in a text file.  With the messages
highlighted, choose “File, Save As,” and
navigate to the folder on your computer
where you want to save the messages.
Give the file a name, such as “Jones e-

mail messages.”  “Jones e-mail messages”
will be saved as a text file that can be
opened in Notepad, WordPad, Word, or
WordPerfect.  If you save multiple mes-
sages in one batch, they will automatically
be consolidated into one text document.
The document can be searched, if neces-
sary; stored with client Jones’ other elec-
tronic documents; and printed for the
client’s paper file, if desired.  The original
e-mail messages can then be deleted from
Outlook, freeing up valuable space and im-
proving your computer processing speed.

If you want to save the attachments or
graphics along with the original e-mail,
when you select the “File, Save As” op-
tion, change the message type at the bot-
tom of the dialog box from the default
(which may be plain text, HTML, or rich
text) to Outlook Message Format (.msg).
To find and open the message later, you
access it from Windows Explorer. You will
note it has an envelope icon.

This technique should work in other
versions of Outlook as well.  If the “File,
Save As” option is not available, select the
messages you want to save, right click,
choose “Print,” and check the “Print to
File” checkbox before clicking OK.  Be-
cause you are “printing” to a file (a text file
on your computer) and not physically
printing the messages, this is equivalent to
the “Save As” approach.

You can save e-mails in this way one at
a time – as you receive them – or all at
once at the end of a client matter. Depend-
ing on the duration of the matter, save e-
mails frequently enough to protect your
client’s information from loss.

ADOBE ACROBAT
If your office already owns Adobe Ac-

robat 7.0 Professional, you may want to
consider this approach for saving client e-
mail:

1. In Outlook, select the Inbox folder with
the e-mail message you want to save.
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2. Click the button “Convert Selected Folder to Adobe
PDF.”

3. In the “Save In” box, specify a folder on your
computer (e.g., client/matter) in which to save the
PDF file, type a file name, and click “Save.”

To convert a folder of e-mail messages to a PDF
file and append the file to an existing PDF file:

1.  In Outlook, select the relevant Inbox folder.

2.  Choose “Adobe PDF,” “Convert and Append to
Existing Adobe PDF,” “Selected Folder.”

3.  Select the PDF file to which you want to append the
new PDF file.

4.  Click “Open.”

QUICKFILE 4OUTLOOK
QuickFile 4Outlook – Lawyers Edition is an add-in

to Microsoft Outlook that doesn’t require users to
learn a separate software program. After installing it,
two new icons appear on your Outlook toolbar.  You
can easily create a filing system for your e-mail that
corresponds to the client’s paper file and that moves
e-mail out of your Inbox and Sent items to the correct
client/case folder.  If you prefer to print e-mail and
save hard copies to the client file, QuickFile can
speed up the sorting, printing, and filing process.
(Folder names and other key information, such as case
number and description, can be printed on each e-mail
message to ensure more accurate filing.)  Electronic
archives can be created in Word or HTML by case or
client, with e-mail attachments stored in a separate
folder and accessible from the archived document.

QuickFile 4Outlook – Lawyers Edition starts at
$97.50.  For more information, or a one-week free trial of
this product, visit http://www.outlook4lawyers.com.

CASE MANAGEMENT SOFTWARE
For those who are looking for solutions beyond

mere e-mail management, purchasing case management
software may make the most sense.  Case management
centralizes all client and matter data into one software
program – from calendaring, docketing, conflicts, and
billing to e-mail, documents, research, and more.  The
options here abound.  One of the better known,
LexisNexis® Time Matters, allows users to store e-
mail and attachments in the appropriate case or con-
tact file when received or sent.  Mail does not remain
in the Outlook inbox.

If you think case management may be the best
choice for you, contact a practice management advi-
sor at the Professional Liability Fund for more infor-

mation:  800-452-1639 (toll-free in Oregon) or
503-639-6911.

CONCLUSION
Once a matter is concluded, the client’s computer

folder or subfolder (including e-mail messages) can be
burned to a CD or other media and saved. You can
then delete the original computer file to free up space
on your computer hard drive. You can save the CD
containing the copied computer file with the paper file
or in some other storage receptacle.

As e-mail communication becomes more prevalent,
finding a reliable means of saving client messages is
critical.  Whether you use one of the approaches de-
scribed above or simply print all client e-mails, be con-
sistent. Capture all messages, sent and received, as
well as attachments, and retain them (electronically or
in paper form) just as you would correspondence,
pleadings, or other client documents.  For help with
e-mail management; file opening, organizing, or reten-
tion issues; or other office organizational issues, con-
tact the practice management advisors of the PLF.  Re-
member, your inbox is not your filing system.

Beverly Michaelis
PLF Practice Management Advisor

Our thanks to Ellen Freedman, CLM, Law Prac-
tice Management Coordinator, Pennsylvania Bar As-
sociation; and Jay Solomon, a contributor to
Technolawyer, an online technology forum for law-
yers, for their contributions to this article.


