
 

Print Ordering 

 
Do you ever need to have a hard copy of project documents on hand?  Using the built in print ordering 

feature of the SourceViewer allows you to order a copy of some or all project documents directly from a 

reprographer in your area. 

  Add to Cart 

 

 

Step 1 – Choose your Documents 

 Clicking on the document name in the tree on the left will open it in the viewing window on the 

right.  Go through and decide which documents you would like to order. 

1. Place a checkmark in the box to the left of 

each document you are going to order. 

2. Clicking on the checkbox again will remove 

the checkmark. 

3. Placing a checkmark in the box adjacent to 

a folder will select all the documents and 

folders contained in that folder. 

Step 2 – Complete the Order Form 

 Once you have all your documents selected, click on the 

Shopping Cart icon.  

1. In the new window that opens, make sure that 

the Billing Information is correct. 

2. Edit the fields where necessary. 



 

 

3. Click Save and Continue to move on to the Shipping Address information 

 

4. Choose Yes to send the documents to the Billing Address. 

5. Choose No and click Enter Shipping Address to send the documents elsewhere. 

  

6. After the Shipping Address has been determined, click Save and Continue to view the 

Printing Options form. 

7. First Select the Province/State and City you would like your documents printed in, then 

select from the list of Printers for that area. 

8. Determine how many sets and at what page size for drawings and determine your 

preferred paper colour if applicable. 

9. Continue through the Binding Options for text and large format documents. 

10. Choose the method of delivery.  If you choose ‘My Shipper’ ensure you enter all 

applicable information about the shipper including your account number. 

11. Add any Special Instructions or PO/Reference # if applicable, this information is not 

mandatory. 

12. Click Save and Continue to review and confirm your order. 



 

 



 

13.  Review your order information and if everything is correct, click Continue to Payment 

14. You will be asked to complete an eCommerce Credit Card transaction to pay for your 

document purchase. 

 

15. At any point along the way, you may click the Cancel This Order button at the bottom of 

the page to delete your order and return to the Project Information. 

 

16. If you close the order 

window without cancelling 

it, a copy will be saved in 

your Shopping Cart and you 

can access it from the cart 

icon your Main Page. 

 


