How to Check In files in ProjectWise

To see if you have any files checked out of ProjectWise, you need to open the Local Document
Organizer. There are two ways to do this:

1. Thereis a shortcut on the standard toolbox:
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2. Goto Tools and click on Local Document Organizer:
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Once you open the Local Document Organizer, make sure the red check mark is selected. You
will see a list of every file you have checked out:
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Folder: E
Name Desaription Type File Name Folder Name a2 LocalFlle ... File Revision Time Fetched
' BfiBobeat Drive.dim Bobcat Drive Checked Out c:\pw_norkingdir{d24h4\d034058\Bobeat Drive. dim InRoads ] 10/18/2021 7:38:13 AM
 BfBobeatNew Tumout... BobcatNew Tunout  Checked Out c:\pw_workingdir\d2ah+\d0340589\Bobeat News Turnout.dtm  InRoads A 10/18/2021 7:38: 14 AM
B channel.dim Channel Checked Out c:\pw_workingdirid24h4\d0340589\Channel.dtm InRoads A 10/18/2021 7:38: 14 AM
VB dim Drainage Checked Out <:\pw_norkingdird24h4\d0340563 \Drainage.dtm InRoads ) 10/18/2021 7:38:15 AM
Yy dim Features Checked Out c:\pw_norkingdirid24h#\d0340585 Features. dim InRoads A 10/18/2021 7:38:15 AM
 BiFinal surface. dm Final Surface Checked Out c:\pw_workingdir'd2ah4\d0340585\Final Surface.dtm InRoads A 10/18/2021 7:38: 15 AM
/BALA o1 New Bridge.dtm LA 91 New Bridge Checked Out c:\ow_workingdir\d24h4\d0340589'A 91 New Bridge. dtm Infoads A 10/18/2021 7:38:16 AM
V' Eiastag Las1 Checked Out c:\pw_workingdird24h4\d0340589 A 91.3lg InRoads ] 10/18/2021 7:38:18 AM
¥ Jtasiid Lag1 Checked Out c:\pw_workingdir\d2ah+\d0340589\ A 9 Lird InRoads A 10/18/2021 7:38:19 AM
JLaswit LA91 Checked Out c:\pw_workingdirid24h4\d0340589\.A 91.it InRoads A 10/18/2021 7:38:19 AM
VBSLA SLrwk Lasl Checked Out ci\ow_norkingdir\d24h4\d0340569A 9 Lrwk. InRoads A 10/18/2021 7:38:12 AM
vBALocdim Loc Checked Out c:\pw_norkingdird24h#\d0340585\.OC. dim InRoads ] 10/18/2021 7:38: 16 AM
+ BAROAD CHANNEL.dtm  ROAD CHANNEL Checked Out c:\pw_workingdird2ah+\d0340589 ROAD CHANNEL.dtm InRoads A 10/18/2021 7:38: 17 AM
" _road_rural (0 scale)... road_rural (50 scale) ... Checked Out c:\pw_workingdirid29h4\d0340589Yead_rural (50 scale)_v8... InRoads A 10/18/2021 7:38:13 AM
+ Villsequence of Constru... Sequence of Construc...  Checked Out c:\pw_norkingdir\d24h4\d06 116 18\Sequence of Constructio...  Plans &) 10/18/2021 6:41:25 AM
+BASURVEY CHANNEL dtm  SURVEY CHANNEL Checked Out c:\pw_workingdird24h#\d0340583\SURVEY CHANNEL.dltm InRoads A 10/18/2021 7:38:17 AM
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There are two ways to check back in a document:

1. Right click on the file you want to check in (you can select multiple files) and click on
Check In:
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(ﬂLA ai.rwk LA 91 Checked Out c\ow_workingdir\d24
I(H:LDC.dIm LoC Checked Out c\pw_workingdirid24
ly(hROAD CHAMMEL.dtm  ROAD CHANMEL Checked Out c\ow_workingdir\d24
'(J road_rural (50 scale)... road_rural (50 ecale)_... Checked Out c\pw_workingdirid24
'(V% Sequence of Constru... Sequence of Construc... Checked Out c:\pw_workingdirid24
NSUR\«'EY CHANMEL.dtm  SURVEY CHANMEL Checked Out c\pw_workingdirid24
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2. Highlight the file you want to check in, and click the Check In button in the toolbox:
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Folder: [
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-~ Bobeat Drive.dtm Bobcat Drive Checked Out o\pw_workingdir\d2]
"Bobeat New Turnout...  Bobcat New Turnout Checked Out c:\pw_workingdir\d 2]
Channel.dim Channel Checked Out c:\pw_workingdir\d 2}
Drainage.dtm Drainage Checked Out ct\pw_warkingdir\d2]

- Features.dtm Features Checked Out cx\pw_workingdir\d 2}
mFina\ Surface.dim Final Surface Checked Out c:\pw_workingdir\d2
mLA 91MNew Bridge.dtm LA 91 New Bridge Checked Out o\pw_workingdir\d2
f‘%n LA 91.alg LAST Checked Out c\pw_workingdir\d2
«j LA 91.ird LAST Checked Out c\pw_workingdir\d2
(J LA 91id LAS1 Checked Out c:\pw_workingdir\d2
fﬂ LA 91wk LAS1 Checked Out c:\pw _workingdir\d2
mLOC.dlm Loc Checked Out c\pw_workingdir\d2
 B4R0AD CHANNEL.dim  ROAD CHANNEL Checked Out cr\pw_workingdir\d2
«J road_rural {50 scale)... road_rural (50 scale)_... Checked Out c:\pw _workingdir\d2
'f\)ﬁ Seguence of Constru... Sequence of Construc,.. Checked Qut c:\pw _workingdir\d2
B4 SURVEY CHANNEL dtm  SURVEY CHANNEL Checked Qut cr\pw_workingdir\d2
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Warning: When you check in a document, the document uploads its changes to the ProjectWise
storage area. Freeing a document causes the document not to upload the changes to
Projectwise. You will lose all work if you free a document.



