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To work with a document outside of ProjectWise, the file must be exported to a specified location.

Exporting Files from ProjectWise

To begin the export process Right-Click on the document you New 4
wish to export and Select Export as shown on the right.
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After clicking on Export, the dialog below will pop up. Two options are available for exporting a file:
managed (Green Arrow) and unmanaged (Red Arrow).

Document Export Wizard =

Welcome to the Document Export
Wizard

Choose an action to perform

— ") Export - Locks file, changes can be re-imported

—k_ (@ Send to Folder - Creates unmanaged local copy

The Send to Folder option will download unmanaged local copies of the
selected documents so they can be sent out for review.
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Exporting a file as a managed copy will check the document out and lock other users from making
changes to the document. Exporting a file as an unmanaged copy will simply copy the file out of
ProjectWise to the location specified.
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After selecting the Export option, the next screen (shown below) will prompt you for a file location to save
the document. This screen is the same whether you select managed or unmanaged.

Select a location to , —_—
- Document Export Wizard 3 |
which to save the
document by either Define the export settings ~'
typing in the location Specify an export folder and dick Next to beqgin the export. P
ﬁl i

or Clicking on the
Browse button to
select the folder Export folder:

location in which to '(":.:"n,l_l.sers'l,.t.i.nams.l.c.i'nbé.s-k.b:up : Browse... |
save the document.
After the location has
been selected, Click
on the Next button to
export the file.
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When the process has _ —

- Document Export Wizard 23 |
completed copying the
file to the specified Review document export results »
location, the dia|0g will Review the information below about document export results, | &
. . . ﬁl ]
indicate the file was
successfully exported, as
shown to the right. Document Export was successfully completed. Press Finish button to exit.

< Back Finish Cancel

Importing Files that have been Exported as a Managed Copy

If a document was exported as a managed copy, it will need to be imported back into ProjectWise system
before other users will be able to view any changes made outside of ProjectWise. ProjectWise
remembers the location to which you exported the file as a managed copy. The file must be in the same
location to which it was exported for the import process to be successful. If the file was moved from its
export location, ProjectWise will ask if you care to locate the file in another location.
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To import a document, Right-Click on the file inside

ProjectWise Explorer and Click on Import. A dialog prompting
to enter comments if desired will appear. Click OK to finish the
import process and check the document back into ProjectWise.
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