
Printing Standard Letters 
 

• Click Estimating. 
• Click Standard Letters. 
• The job search screen will be displayed. 
 

 
 
• If the job displayed is not the one you want, click the door and search 

again. 
• In this example we have used the registration number. 
 

 
 
• After pressing enter a list of jobs will be displayed, double click on 

the one you want. 
• Click the tick to accept the job. 
• A list of available documents will be displayed. 
• Double click on the document or documents that you want. 



 
 

• Click  to send the selected documents (marked with “+”) to print. 
• These will be printed to screen using Adobe Acrobat.  You are then 

able to print or email them as required. 
 
 

• Note: It is possible to save your selections for your next visit by 

clicking  prior to clicking the print button. 


