
Managed Export of ProjectWise Documents:  
Below are instructions for performing managed exports of project files stored in ProjectWise.  Follow 
these steps to ensure a successful export and import of your project files.  Managed Export should be 
used if changes to the files must return to ProjectWise. 
 
 

 
1. While in the ProjectWise Explorer window, select the documents to be exported including any 

reference files that’s attached to sheet files that will be exported.  Once all your files are 
selected, hover over one of the selected files and right click and choose “Export”. 

 
 
 

At the end of each day, you should close out of your MicroStation file, which involves saving and 
checking it in. This way, you can be sure your changes make it to ProjectWise in the event of a failure or 
crash to your local drive. If you decide to stay in the file, at least use Update Server Copy before leaving 
for the day. 

Your files are not automatically saved ! You must save your file ! 

 

 

 

 

 

 

 

 

 

2. You can also pick Export from the Document pulldown menu. 

 

 

 



3. When prompted, choose “Export” – Locks file, changes can be re-imported into ProjectWise. 
• Export - Use this option to edit a file that needs to return to ProjectWise. This creates a copy of 

the selected items in specified location and locks the ProjectWise copy so that no one else can 
edit the file. There is a link between the exported copy and the ProjectWise copy so that the  
exported file(s) can be returned to ProjectWise after editing without creating a new  
version of the file.  Click next. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Browse to a folder location to place the exported files and click next. 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
5. Exporting of files from ProjectWise to your specified export location begins.  

 
 
 
 
 
 
 
 
 
 

 
 
 

6. If prompted, choose Yes to All. 

 
 
 

7. The exporting of documents completes.  Click Finish. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
8. The files in ProjectWise are now locked and can’t be edited while you have the files exported.  

You will notice a  diskette icon next to the exported files.  

 

 

9. You can now begin working on the files that are located in the exported folder location.  
Remember that only files you actually selected are being managed during this export.  If you 
didn’t click on a file in the beginning of the export process and it does not have a  diskette 
icon next to it in ProjectWise, it’s not being managed during this export.     
 
It’s good practice to remove copies of any previously exported files from your export location 
folder once they have been deemed to be copies and the most current file resides in 
ProjectWise. 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
Updating ProjectWise/Server Copy 
 

10. NOTE: While exported, users should send changes back into ProjectWise on a regular basis or 
at the end of the workday. 
 
To do this, select the file that was updated from the ProjectWise Explorer window, right click, 
and select “Update Server Copy”.  You can continue to work exported but team members can 
see your edits and continue working accordingly. 
 

 
 
 
 
 
 
 



 
11. When your project tasks are complete and the files are ready to be imported back into 

ProjectWise, select the files to be imported from the ProjectWise Explorer window, right click 
and choose “Import”.  You can place a comment but it’s not mandatory.  Click Ok. 

 
 
 
 
 

12. Importing of the files from your exported location back into ProjectWise begins. 
 

 
 
 
 
 



 
13. Project files are now back in ProjectWise and contain your edits performed at your exported 

location.  The   pencil icon returns indicating it’s now editable by other team members. 

 

 
  


