Viewing PDF Documents

PlanSource provides you with two options when viewing PDF documents online. You are able to use the
built-in SourceViewer or open the document locally in Adobe Acrobat Reader.

There are also two options for selecting which viewer you would like to use. This short guide will walk
you through the steps for both of these options.
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Opening a PDF File

You have chosen to open a PDF file:

What should SourceViewer do with this file?

() Open it with SourceViewer

@ Open it with Acrobat Reader

WARNING: If you choose to open PDF files in Acrobat Reader,

you will not be able to view or use SourceViewer's features
such as annotation and measurement.

[ Do this automatically for all PDF files from now on

Cancel

Option 1 - Setting Preferences from the Main Page

If you are familiar with PlanSource and already know which viewer you prefer using, you are
able to set your preferences in the Manage my Account section of the Main Page.

Step 1 - Select Change Preferences

e When you log into PlanSource, you are automatically brought directly to the Main Page.
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e Locate the Manage My Account section at the bottom-right of the page

= My Projects

Select Change Preferences

Authorized:
G BCre-67 -J S Training Project

Account Status

Subscription Level: Public
Last Login: 2010-Jan-29 10:09:56
Hours Logged: 0.0
Company Expires: 2015-Nov-11
Your Access Expires at: 2012-Jan-31
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Type the Project Key from your Invitation
into the box below and click Submit.

Key:

‘aanage My Account

Change Email Address
Change Preferences
Change Password
Change Contact Information
Edit My Trade Divisions

User Agreement and Privacy Policy
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Step 2 - Set your Viewing Preferences

e Inthe Change Preferences window, scroll down to the Documents section.
e If you wish to open all PDF documents in the SourceViewer, make sure the box is
unchecked

Documents:

Do not open PDF Documents in SourceViewer application: [

NOTE: Opening documents online in the SourceViewer gives you access to all of the powerfal, built
features including downloading, printing, online taddés and markups and many more.

e If you wish to open all PDF documents in Adobe Acrobat Reader, place a checkmark in the
box

Documents:

Do not open PDF Documents in SourceViewer application:

e Scroll to the bottom of the page and click Submit to save your changes.
Option 2 - Setting Preferences from within the SourceViewer

e If you have navigated away from the Main Page and wish to change your PDF viewing
preferences, we have provided an alternate way from within the SourceViewer.

Step 1 - Open a PDF Document

e If you have not already set your preferences, the first time you open a PDF document, a
preferences window will pop up automatically.

Opening 2 PDF File X

'0' You have chosen to open a PDF file:
~— What should SourceViewer do with this file?

") Open it with SourceViewer

@ Open it with Acrobat Reader

WARNING: If you choose to open PDF files in Acrobat Reader,
you will not be able to view or use SourceViewer's features
such as annotation and measurement.

[] Do this automatically for all PDF files from now on

OK |[ Cancel ]

e Make your viewing selection using the radio buttons near the middle of the window.
e If you know for sure what your preference is, place a checkmark in the box at the bottom.

Do this automatically for all POF files from now on
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e If you do not put a checkmark in the box, the next time you open a PDF document, the
same window will pop up again.

Step 2 - Change Previously set Preferences

e If the window in Step 1 does not automatically appear, viewing preferences have already

been set. © sourceviewer o

e To change these settings, select Tools in the top menu  File Edit View [Tools] Help
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e Select PDF and click Edit Options

Options for Opening Documems‘ M

.

Select a documnent type from the drop-down list and
¥ click the "Edit Options" button to change your current settings:

Document Type: :pdf -

e Make your viewing selection using the radio buttons near the middle of the window and
place a checkmark in the box at the bottom.

Do this automatically for all POF files from now on
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lf@\' You have chosen to open a PDF file:
" What should SourceViewer do with this file?

(") Open it with SourceViewer

@ Open it with Acrobat Reader

WARNING: If you choose to open PDF files in Acrobat Reader,
you will not be able to view or use SourceViewer's features
such as annotation and measurement,

[] Do this automatically for all PDF files from now on
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