
Multi Window 
Preview

Archive One 9 New Feature



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.



Ways to access multi window 
preview.

1. On document browser, 
right click on the 
document list, then click 
open in new window.



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



Previewing three documents



Adding New 
notes/comments on 

the previewed 
document.

• Tick on + Note button, then 
new window will popup.

• Insert notes/comments, 
then click save.



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.



Viewing Document Notes 
Report.

• On the menu, go to report, then tick Document Notes.



Viewing Document Notes 
Report.

• On the top of the report form, select date range then click 
Generate Report.



Viewing 
Document 

Notes Report.


