
    PLAN PRINT REVIEW (PPR) Quick Start Guide 
 
 

Main Job Controls 
 

 Add Files 
Add files to job list. Opens add files dialog. Added files will be 
available for viewing but not opened in viewer until checked. 
 

 

Merge 
Files 

Merge or Package selected documents. This tool combines 
selected documents into a single PDF file. 
 

 
Check All 

Check all documents in the list. Documents will be loaded into 
the viewer. The current limit is 50 files loaded into viewer at one 
time.  

 
Uncheck 

All 

Uncheck all documents in the file list. This will unload any files 
loaded into the viewer also. 
 

 

Print 
Selected 

Print selected documents. Opens the Print dialog. There may be 
a slight pause while selected documents are prepared for 
printing. 

 
Remove 

Unchecked 

Remove documents from the file list. All unchecked files are 
removed from the file list.  
 

 
Check or 
Uncheck 

Check or uncheck individual drawings to load them into the 
viewer. There is a current limit of 50 file loaded into the viewer 
at a time. 

 
Upload Upload documents to Napco  

 
Info 

Located in the lower right hand corner this command allows user 
to enter registration information and printer info for meter 
readings.  

. 



Toolbar Controls 
 

File Tools  

 
Clicking the Save button saves the modified file, as per the File Save menu item 

Clicking the Print Document button (Printer icon) opens the File Print... dialog. 

Clicking the Email button (mail icon) opens the Send by Email... dialog. 

 
Rotate View Tools 

 
Clicking the Rotation buttons rotates the PDF view clockwise or counterclockwise 90 
degrees.  

Standard Tools 

 
Clicking the Hand Tool button switches to the Hand Tool. 2) Clicking the Snapshot Tool 
button switches to the Snapshot Tool. 3) Clicking the Select Tool button switches to the 
Select Tool.  

Zoom Tools 

 
Clicking the Zoom... button causes the named Zoom action to take place. 2) Clicking the 
Zoom... Down Arrow allows you to change the action of the Zoom button to one of four 
options:  

 
Zoom In is the same as clicking the Zoom In button. See below.  

Zoom Out is the same as clicking the Zoom Out button. See below.  

Loupe activates a viewer/magnifier that allows you to slide a selection rectangle around 
the area and view the contents in a separate window. It can magnify depending settings. 



The properties for the currently selected tool or 
item will also appear in the properties toolbar 
automatically. 

Editing/Markup/Comment Controls 
 

Most tools have properties that can be set. By right clicking a tool or an object drawn 
with a tool property values can be changed or set by selecting Properties. Property 
values include things like color, text size and font, transparency etc. 
 

 
 

 
                         
 
 
 
 
 

Highlight, Cross Out and Underline text tools 
may only be used for text in the original document 
and only if that document converted the image to 
text. This is rare for construction drawings and not 
likely applicable in most cases. 

 



Measuring Tools  
Selecting Measuring Tools submenu allows selection of one of four options:  

Be sure to set the scale and unit of measure when using these tools 

 

 

Distance tool permits measuring 
the distance between two points.  
Click the Distance tool markup 
button and a small cross-hair 
cursor appears. Select the 
starting point and then click-and-
drag the cursor to the ending 
point.  
 
Perimeter tool allows you to 
measure a set of distances 
between multiple points. Click the 
Perimeter tool markup button 
and a small cross-hair cursor 
appears. Select a starting point 
and click-and-drag the cursor to 
the next point. When you get 
there, click again to start a new 
segment that is automatically 
connected to the first. Repeat until 
you reach your stopping point. 
 
Area tool allows you to measure 
the area within the line segments 
that you draw.   
Click the Distance tool markup 
button and a small cross-hair 
cursor appears. Click a series of 
points around the area of interest 
to draw the outline.  
 
 
-The measurements appear in the 
tool dialog box in the process of 
dragging the cursor.  


