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Web-GIS Tips & Tricks 

- Printing & Exporting Images - 

 
Purpose:  To produce high-quality PDF print and simple PNG, JPG, BMP, TIFF image files from 
the County of Peterborough’s GeoCortex web-GIS.  
 
Once you have created your mapping masterpiece, you’ll want to be able to share it.  GeoCortex 
provides tools to create high-quality print documents or lower-resolution screen caps, for 
illustrative or scale-dependent purposes, as desired.  
 
PRINTING: 
 
1) Prepare the map window to look as you’d like your print to appear (e.g., appropriate layers, 

transparencies, scale, drawings, measurements, etc).   
 

2) Maps can be printed to a specified scale to allow approximate measurements from the 
printed page (e.g., 1:10,000 means 1cm = 10,000cm which equates to 100m or 0.1km) or you 
can use “Current Extents” to print what you see on screen meaning the scale will be random 
(e.g., 1:7,603.  
 

a) To print to a desired scale: 
 
Your current scale can be found in the Scale & Extent section of the Home toolbar, 
highlighted in Figure 1 (below).  You can change the value and press ‘Enter’ to see the 

effect of larger or smaller values.  Changing to a smaller value (e.g., 3,214  2,500) 

will zoom the map in (aka “larger scale”); making the value larger (e.g., 7,882  

10,000) will zoom the map out (aka “smaller scale”).   
 
Open the Print Map panel from the Home toolbar or by selecting “Create a Printable 
Map” from the “I want to…” button (see Fig 1). 
 

 
Figure 1: Approximate on-screen map scale is displayed in the Home toolbar.   
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b) The Print Map panel will open at left where you can customize your printed map  
(see Fig 2).  Options include:  

 Select Layout: Letter (8.5”x11”), Tabloid (11”x17”), or plotter sizes C, D, or E 
 Output Format:  PDF 
 Resolution:  High (recommended for printing), Medium, Small  
 Grid:  (none) or Map Units (UTM grid and coordinates added around map) 
 Map Scale 1: Custom Scale (enter any value desired), Current Scale (print at 

approx. scale, not extents, viewable on your monitor),  Current 
Extents (scale will be set to include full map extents shown on 
monitor), or pick from a list of predefined scales. 

 Title:  Add a title to suit your needs to the top of the page 
 Notes:  Add up to 5 lines of short notes to the bottom-right corner of the map.  

Type ‘Shift-Enter’ to add a new line to the text.   

 
  
 
 

3) The Preview Extent button at the bottom of the Print Map dialog will display guides to 
identify what will be shown on your PDF map (Fig 3).  You can move the map around 
within these guides or use your mouse wheel to adjust what is shown before creating the 
PDF file.  
 

4) When ready, click Print to generate the PDF map.  When the Print Request window has 
finished processing the request, click Open File to view your PDF file in a new 
tab/window (Fig 4).  

Figure 2: Create a Printable Map dialog box with Map Scale options. 
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Special Note:  
Web-GIS PDFs are designed 
with a border already in place.  
Be sure to deselect default PDF 
scaling options that shrink or fit 
to print the area/page as this 
will cause the written scale on 
the page to be incorrect (Fig 5). 
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5) The PDF may be saved and printed.   

 
Depending on the browser and PDF viewer installation, print and 
save options may be accessed by moving the cursor to the bottom 
of the page or rt-clicking over the document.   
 

6) When printing, be careful to print at actual size or 100% scale so as not to alter the written 
scale shown in the bottom-right corner of the map window.  Each browser handles this 
differently, some possibilities are shown in Fig 5 below.   

 

Figure 3: Printing dialog showing Preview Extents on map. 

Written 
Scale 

Figure 4: Printed map highlighting user settings. 
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Did You Know?   
If printed, an exported image will 
appear grainy due to its resolution.  
These images are specifically 
designed for on-screen use.   

 
 
 

  
 
 
 
 
 
EXPORTING: 
 
Low-resolution images (72 dpi) can be exported from the map window for use in on-screen 
applications (e.g., PowerPoint, Prezi).   
 
1) Prepare the map window to look as you’d like your print to appear (e.g., appropriate layers, 

transparencies, scale, drawings, measurements, etc).   
2) From the Home menu, click ‘Export’.   
3) In the “Export a Map Image” dialog box, select the Image Format (e.g., file type ) and click 

Create Image.   
Note: PNG and JPG formats are recognized by a wide range of applications.  

4) Click the ‘View Image’ button to open the map file (without print layout – legend, scale, etc) in 
a new window or tab.   

5) To save this image, rt-click while the cursor is above the 
image and select ‘Save Picture As…’ to save the file to a 
desired location OR select ‘Copy’ to copy the image to the 
clipboard and paste into another application (e.g., 
PowerPoint, Prezi).   

 
 
 
 
 

If you have any questions related to the web-GIS or would like to schedule training,  
please contact the County’s GIS staff -- (705) 743-0380. 

 

Figure 5: Print scaling dialog options from several browsers highlighting appropriate choice. 


