
 Audit Trail 
Chapter Objective 

• Viewing the history of a file 
 

Lab 3.1 - Using ProjectWise Audit Trail 
1. Navigate to your student \Design\Working folder. 
2. Right-click on the folder and select Properties from the bottom of the list. 
3. In the Folder Properties dialog box, select the Audit Trail tab to review 

the records for the folder. 
4. Select the Customize… button. 
5. Select the Date tab and change the Period selection to anytime. 

 
6. Click Ok. 

The Audit Trail listing will show when documents were checked out, freed, 
deleted, and created. Each entry has a time stamp indicating when the 
activity happened and by whom. 

7. Move the slide bar down so the last entries can be viewed. 
  



8. Notice the time stamps show your latest activities. 

  

Your screen may look different than the example. 

9. Select OK to close the Folder Properties dialog box. 
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