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Easier Compliance Audits with Archive One
9’s Multi-Window Preview Feature

Auditing is often a tedious task. It requires checking and examining different files and
documents. A lot of times, the user has a couple of files open at a time to look up
data and information from multiple sources. Also, some tasks have the user compare
two or more documents. This can become complicated and time-consuming in the
long run. This is where Archive One has you covered.



THE MULTI-WINDOW PREVIEW

The latest update introduces new features that improve productivity even more.
Within the system, one can now open multiple files simultaneously. This reduces time
in switching between documents and streamlines the workflow in the system.
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JOB DESCRIPTION:

Open in new window
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TO BE INTERVIEWED BY
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Ways to access multi window
preview.

2. On document browser,
preview the document. Right

click on the previewed
document, tick “Open in new
window”.




Previewing two documents
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Document Title : Recruitment Request

PAPERLESS TRAIL INC. FORM NO. HR-601
RECRUITMENT [DOCUMENT NO.
REQUEST [REQUEST DATE
PTl FORM DEPARTMENT
PROJECT NO: | PROJECT NAME:
DATE REQUESTED: | oare neepED:
POSITION TITLE:
CATEGORY POSITION STATUS
New Appointment Replacement Reporting to:
Replacement of. Probationary / Permanent Contractual
Replacement due to Project Employee/ Consultant Resever
Transfer Resignation Ouration of Contract
Retirement Termination Salary/ Rate.
JOB DESCRIPTION:
DESIRED EDUCATION/ DL ALIFICATIONS:
ENCE REQUIRED:
RECRUITMENT SOURCING: __Intemnal Extemal
TO BE INTERVIEWED BY:
DEPARTMENT NAME TITLE
FOR APPROVALI DATE: BY/ DATE:
immediate Manager Excom
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Previewing three documents
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Adding N E |
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notes / comments on _J PAPERLESS TRAILING. [romano AR 601
RECRUITMENT [DOCUMENT NO.
. ] REQUEST REQUEST DATE
the previewed S ———
p harg PROJECT NO: | proJECT NAME:
T DATE REQUESTED: | pATE NEEDED:
POSITION TITLE:
d O C u I I l e n t . CATEGORY POSITION STATUS
New Appainiment Replacement Reporting lo:
Replacement of: d 1 Permanent Contractual
Replacement due to: Project Employee! Consultant Rebever
Transfer Resignation Duration of Contract:
Rtirerment Termination Salary/ Rate:
JOE DESCRIPTION:
* Tick on + Note button, then
. . Note Job Description is missing|
new window will popup.

* |nsert notes/commen S, L - |
then CIiCk Save. 3 | E"FE/UENCE REQUIRED:

RECRUITMENT SOURCING: Intemal External
TO BE INTERVIEWED BY:
DEPARTMENT NAME TITLE

RECOMMENDED FOR APPROVALS DATE: APPROVED BY! DATE:

Immediate Manager Excom

+ Note Notes




Viewing all
notes/comments on
the previewed
document.

* Tick on Notes button, then
it will show the list of
notes/comments of the
selected document.
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] POSITION TITLE:
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Notes Date
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+ Note Notes

RECOMMENDED FOR APPROVALS DATE:

APPROVED BY/ DATE:

Immediate Manager




« ArchiveOne 9 - [Admin Dashboard]

File View Tools Manage Window  Help

Document Report
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Viewing Document Notes
5 * On the menu, go to report, then tick Document Notes.

Report.




Fitter By  Date |g1/112018 [E~ | - (23112018 B~ Generate Report

of =i | & 00% - Find | Next

VieWiﬂg Document Notes * On the top of the report form, select date range then click
Report. Generate Report.




Viewing

Document

Notes Report.

Document Notes Report
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DocumentTitle
Leave Application
Claim for Allowance
Database comparison

Rules on electronic evidence
Password

Produds Version
Production Mainterance
Rules on electronic evidence

Password
Claim for Allowance

Products Version
Production Mainterance

Rules on electronic evidence
Password

Database comparison
Requitment Request
Production Mainterance
Claim for Allowance
Leave Application
Production Maintenznce

Rules on electronic evidence
Password

Requitment Request
Database comparison
Products Version
Leave Application

Claim for Allowance

Document Notes

HNotes

(Revision 1, Page 1) - Trish Tucker : Granted!

(Revision 1, Page 1) - Tony Rogers : Show company 1D
(Revision 1, Page 1) - Micole Spears : Add another zble

(Revision 1, Page 1) - Markee Bucks : Revise definition of
terms and contruction

(Revision 1, Page 1) - Chloe Dedker : Followthe original
format

(Revision 1, Page 1) - Tony Rogers : Get approval from
Development Manager

(Revision 1, Page 1) - Administrator : Please remove
highlights.

(Revision 1, Page 1) - Administrator : Please provide total
days

(Revision 1, Page 1) - Trish Tucker : Remove old version
(Revision 1, Page 1) - Trish Tucker : specify product

(Revision 1, Page 1) - Nicole Spears : Password length should
be at least 6 characters

(Revision 1, Page 1) - Nicole Spears : restore on azure
(Revision 1, Page 1) - Steve Stark : Job Desaiption is missing
(Revision 1, Page 1) - Steve Stark : forward to manager
(Revision 1, Page 1) - Steve Stark : Provide total hours
(Revision 1, Page 1) - Tony Rogers : Signature is missing
(Revision 1, Page 1) - Tony Rogers : aeate summay report
(Revision 1, Page 1) - Dan Austin : Put strong password

(Revision 1, Page 1) - Dan Austin : Salary rate should be high
(Revision 1, Page 1) - Dan Austin : Create saipt

(Revision 1, Page 1) - Chloe Dedker : Put latest version
(Revision 1, Page 1) - Chloe Dedker : Add return date
(Revision 1, Page 1) - Chloe Dedker : Incorrect Name
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