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Welcome to cBrain F2

cBrain F2 is an electronic document and records management system (EDRMS)
based on a fully integrated e-government model. The F2 software is designed to
accommodate the user’s need for an organised and flexible tool.

The F2 standard system is developed to support full digitisation of the work
performed by public authorities, private organisations and companies. In addition to
facilitating best practices for digital case and document management as well as
communication and knowledge sharing, F2 supports public authorities’ special
requirements related to administrative tasks, registration and archiving.

Reading instructions

This manual is written for users of F2 Desktop. The manual contains a general
description of its functionality. The description adheres to best practice in digital
bureaucracy.
Documentation for the F2 Desktop client is divided into six manuals:
1. The Main Window
Searches
Settings and Setup
Records and Communication

Cases

A T

Management and Organisation
The manual that you are currently reading is highlighted in blue.

The manual is based on an F2 solution with all available add-on modules installed.
Users may notice some differences between their own F2 client and the one
presented here depending on the add-on modules included in their organisation’s
F2 solution.

In this manual, the names of commands are bolded. Commands are clickable
features such as buttons. The names of fields and lists are placed in “quotation
marks”.

References to other sections within the document and references to other
documentation are italicised.

Additional documentation for F2 Desktop

cBrain offers a guide to F2 administrators as well as a number of technical guides:
e F2 Desktop - Administrator
e F2 Operations Handbook
e F2 Software Requirements

e F2 Hardware Requirements.
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F2 add-on modules

In addition to the functionality described in this manual, F2 supports a number of
processes and functions in the form of add-on modules.

Examples of cBrain’s add-on modules include:

e F2 Merge codes, which enables the merging data from F2 to templates. The
module enhances document quality through the use of merge fields utilising
metadata and information from the participant register.

e F2 Approvals, which facilitates the handling of simple and complex approval
processes. The module helps supports ensure quality assurance of ongoing
work.

¢ F2 Manager, which enhances the mobility of executives by offering online
and offline access to meeting material and approvals on iPad.

e F2 Touch, which is a web-based version of F2. The module is accessed
through a web browser or as an app for mobile devices.

Please contact cBrain for further information.

We hope you enjoy using F2.
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Working with records

This manual describes working with records in F2 as well as F2’'s various means of
communication.
The manual is divided into the following subjects:

e The record overview: describes the key elements of a record in F2.

e Record access levels: describes the various levels of access on a record
and their management.

¢ Communication: describes the communication functions in F2 that are
related to records.

e Record metadata: describes the record metadata.

¢ Record functions: describes the functions of the record window.
Creating a new record

Create a new record by clicking New record in the ribbon of either the main,
record or case window.

Create new record

Ef New email @ New digital mail

i =+ [} New document I'—_""_ New FOI Request
ew

[ Record ~ record @ New approval  Ff New M4 mail

Navigation New

Figure 1: New record menu item

This opens the following dialogue in which the user must enter the basic
information required to create the new record.

|:;‘_ New record X
Create a new record.

You can assign the record to a case now, or do it later.

Title: | Enter the title of the new record

Case! | Choose case or type '+' to create a new c... 518 I:‘ Use case number (2021 - 1)

Record attachments

Current record: 2021 budget for new peripherals
@ Do not attach
O Include attachments from the current record
O Attach a copy of the current record
O Attach current record as pdf

I:‘ Relate the new record to the current record

@ Add approval

OK Cancel

Figure 2: Creating a new record

When creating a new record, the following fields must be reviewed:
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Field Description

“Title” Enter the title of the record here.

“Case” Add an existing case to the record by entering the case number
or case title in this field. It is possible to search for a case by
clicking the =% icon.

A new case can also be created for the record. For further
information on attaching records to cases, see Adding a record to
a case.
For further information on cases and their creation, see the F2
Desktop — Cases manual.
Note: Suggestions in the “Case” field can be configured so
they are more relevant to the individual user. The
configuration is performed in cooperation with cBrain.

“Use case If this box is ticked, the new record is added to the case that was

number” selected or open (possibly via another record) when the new
record was created.

Note: Manually delete the case number proposed by F2 to
untick this box.

“Record The following options are only active if the user has selected an

attachments” | active record before clicking on New record:

¢ Do not attach: No records or record attachments are
carried over to the new record.

¢ Include attachments from the current record:
Attachments from the selected or open record are copied
to the new record when it is created.

e Attach a copy of the current record: Attaches the
record selected before the creation of the new record. This
option attaches the documents and metadata of the record
as a PDF file.

e Attach current record as PDF: Compiles all documents
of the record selected before the creation of the new
record and attaches them as a PDF file.

“Relate the

Tick this box to set the new record as answer record to the one

new record selected before clicking New record in the main, record or case
to the window.

current

record”

“Add Add an approval process to the record. Requires the add-on
approval” module F2 Approvals. For further information, see the F2

Approvals — User manual.

Click OK to open the record window.
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The user may decide how to display the metadata fields of records from the
“Settings” tab in the main window. Click on Setup on the ribbon and navigate to
“Record view"” to choose which fields are displayed by default. For further
information, see the F2 Desktop — Settings and Setup manual.

Note: To ensure that there are no records without titles in F2, a record cannot
be saved or sent unless it has a title.

When a record cannot be saved, a warning icon appears in the upper right corner of
the record window, next to the user identification. Hover the cursor over the icon
for additional information.

Mouseover text displays information Warning icon

® Klaus Salomon (HR) A A

Cannot save record with the default title
==

& Copy link to this record ~
cSearch

Other cSearch

Figure 3: Warning for new record without title
Save unsaved changes when starting F2
If changes have been made to records that were not saved the last time F2 was
open, it is possible to save the changes when F2 is reopened. In this case, the
dialogue below appears, and the user must choose whether to save or discard these

changes.

Delete changes Save changes
[

Il Save changes -

There are unsaved changes
Choase if you want ta sav

ecord- or approval documents in F2.
ar ignore the changes

sion till next F2 startup.

ber 2018 DRAFT

postpone |

|
Postpone changes

Figure 4: Save changes on restart

In addition to saving or
discarding the changes, the
user may postpone the
decision. Next time the record
or approval document is

opened, F2 will ask the user to

kel Save changes -

There are unsaved changes to the record- or approval document. Choose if you want to
save or ignore the changes.

Save changes Ignore changes

either save or discard the
changes.

Figure 5: Save changes to record or approval
document
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The record window structure

This section provides a brief introduction to the structure of the record window.
Each function and field in the record window is described in detail in later sections.
The record window can be accessed in two ways:

e By creating a new record

e By opening an existing record.

Record window ribbon Metadata fields Record editor pane Document area User identification

[ 2021 budget - maintenance [Record ID: 681)

& Fatims o Sale sl ~

Figure 6: Record window structure

The centre top of the record window (the title bar) displays the record’s title and ID
number. This lets the user check which record is open at a glance.

The ribbon of the default "Record” tab contains menu items for communication,
processing and managing the record similar to the functions of the main window
ribbon. The “"Advanced” tab contains functions pertaining to delivery types, clean-
up, version management and record history. The “Participants” tab provides the
user with an overview of the involved participants. The “F2” tab lets the user access
F2’s help functions. Further information on the menu items can be found in the
sections Menu items on the record ribbon, Menu items on the "Advanced tab” and
Menu items of the “Participants” tab. The “F2"” tab is described in further detail in
the F2 Desktop — The Main Window manual.

At the top right corner of the window is the user identification which shows the
current user’s name and unit.

Below the record window ribbon there are several metadata fields. Here the user
can specify the user responsible for the record, the deadline, any keywords, etc.

To the right of the metadata fields is the document area which shows any attached
documents. For further information on the document area, see the section The
record’s documents.

The lower part of the record window contains the record editor pane (which displays
the record document), in which the user enters and edits the text.

The content of the record window changes depending on whether the record

document or an attached document has been selected. Clicking on an attached
document will display a preview of this document instead of the record document.
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For further information on the record document editor, see the section The record
editor.
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Record access

All users are able to access all data in F2 if they have the required rights to do so.
F2's access levels, access restrictions and access rights determine which users have
access to which data. A record’s access level is determined by the individual user
and to a certain extent the guidelines of the organisation.

In F2, access to a record is managed in the record window. Access in F2 is
determined by two elements: access level and access restriction. The intersection
of these determine who can access a given record.

The access level is set in the “"Access” metadata field, and the access restriction is
set in the “Access restricted to” metadata field on a record or in the “Limited
access” field on a case, if any is attached.

For further information on the record metadata fields, see the Record metadata
section.

For further information on access restriction on cases, see the F2 Desktop — Cases
manual.

The following sections describe F2’s access levels and rights.

Record access levels

There are three access levels in F2:

e Involved: Only users and units actively involved in the record can find it
when performing a search. This is the most restrictive access.

e Unit: In addition to participants actively involved in the record, users in the
record manager’s unit can also view the record.

e All: All users within the authority can search for and view the record.
A new record is created with “Involved” as the default access level, but the

responsible user can change the level manually. The access level changes
automatically if the record is shared with other users.

Note: Users do not receive notifications about changes made to a record’s
access level.

Note: The default access level for newly created records can be customised.
Configurations are performed in cooperation with cBrain.

User access rights to a record

Users have one of three access rights to a record. These are:

e Read access: Does not allow the user to edit the documents attached to
the record or the record metadata (including the record document).
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e Write access to documents: Allows the user to edit the documents
attached to the record (including the record document), but not the record

metadata.

¢ Full write access: Allows the user to edit both the documents attached to
the record (including the record document) and the record metadata.

The above access rights are assigned to a user in one of the following ways:

e Access to the record: Based on the access level specified in the “Access”
metadata field in the record.

e Record sharing: By sharing the record in F2 with a user, e.g. via chats,
sending, being added as a supplementary case manager, etc. The methods
for sharing a record are discussed in the Communication section.

Note: A user may find and open a case only if they have read access to at least
one of its records. However, users cannot find and open a case if they are
excluded by its access restriction. For further information on how a case’s access
restricton affect its records, see the Advanced metadata fields section.

User access rights determined by a record’s access level

A record always has an access level. If the record has not been shared, access
rights to the record depend on its specified access level and whether a user is in the
same unit as the record manager. The record manager is the user who is specified
in the “"Responsible” field on the record.

The table below shows F2’s access level and how they affect other users’ access

rights:

Access level
specified on the
record

Users in record manager’s
unit

Users not in record
manager’s unit

“Involved”

No access to the record

No access to the record

“Unit” Full write access to the No access to the record
record
“All” Full write access to the Read access to the record

record

Generally, the above applies until the record is shared in F2. This is covered in the

next section.

User access rights when a record is shared

When a record is shared in F2, others users become involved on the record. The
sharing may happen through chats, notes, requests, adding supplementary case
managers, etc. The basic principle for access when sharing a record in F2 is this:
The user with whom the record is shared is assigned the access right one tier lower
than that of the user sharing the record.
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Note: A user’s access rights can never be reduced through the sharing of a
record, only expanded.

However, if a user is added as a record participant or supplementary case manager,
the above does not apply.

Users added to the “Record participants” field always receive read access to the
record.

The access rights of supplementary case managers depend on the configuration of
the user who adds them. For further information, see the F2 Desktop — Settings

and Setup manual.
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Communication

F2 offers various means of communication. Each of these is intended for use in a
specific situation.

Sometimes an email is the best form of communication, sometimes it is more
efficient to use the chat feature or the option of reallocating responsibility for a
record instead.

Below is a list of the various forms of communication in F2.

Communication form | Description

Email Send, forward and reply to records.

These functions are used for formal communication and
for communication external to F2.

Unlike an external email, when an email record is sent
internally in F2, recipients do not receive a copy of the
record. All F2 users see the original record in their
inbox.

Sent records cannot be modified.

For further information, see the Email section.

Chat Chat is used for informal communication in relation to
tasks or other types of coordination and knowledge
sharing in the organisation.

Since chats must be created on a record, the context of
the chat will always be clear, ensuring effective
communication.

For further information, see the Chat section.

Note Like the chat, a note is an informal type of
communication. Unlike the chat, the note is visible to
all users with read access to the record to which it is
added. Recipients can be added to the note to notify
them of its creation.

For further information, see the Notes section.

Responsible user/unit Allocation of responsibility is used when assigning tasks
to a unit or a user.

The intention is to allocate tasks in F2 as one would
place a task in a physical inbox or on a colleague’s
desk.

For further information, see the Allocation of
responsibility section.
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Communication form | Description

Supplementary case Adding a user or unit as a supplementary case manager
manager in the “Suppl. case mgr.” metadata field notifies the
user/unit that they are now a supplementary case
manager on the record.

This means that they now have access to edit the
record. The extent of this access is specified in the
personal settings of the user who adds them. Further
information on personal settings can be found in the F2
Desktop - Settings and Setup manual.

For further information on adding a supplementary case
manager, see the Supplementary case manager
section.

Annotation An annotation adds formal information visible to all
users to a record. For further information, see the
Annotations section.

Request (add-on) In F2, it is possible to request tasks from other
users/units/authorities within the same F2 installation.

For further information, see the F2 Request - User
manual.

Approval (add-on) In F2, it is possible to submit records for a formal
approval with other users and units within the F2
installation.

For further information, see the F2 Approvals - User
manual.

The following section describes the functions and fields for the various types of
communication.

Email

In F2 it is possible to send, forward and reply to email records in the style of
traditional email systems.

Emails may be sent internally or externally and are mainly used for formal
communication. When an email record is sent internally in F2, recipients do not
receive a copy, but see the original record in their inbox.

The email record’s icon and its status text in the main and record windows show if
it has been forwarded or replied to, regardless of who has performed the action.

This means that the (-Iv*I

ly)l icon is shown on a forwarded record, also when either action has been
performed by another user. For a complete list of icons shown in the result list, see
the F2 Icon Appendix.

icon is shown on a record that has been replied to, and the

Page 16 of 122



CBRAIN

The Process Company
New email
Email records can be created in either a simple mode or a detailed mode. The

simple mode is similar to emails created in other email clients, while the detailed
mode is based on F2’s record window.

Note: The simple email mode can only be enabled if the organisation’s
configurations allows it. For further information, see the F2 Desktop - Settings
and Setup manual.

Click on New email in the main, record or case window to create a new email
record.

Jain window D Ef New email New email
. =

e E.;'. New document
New

[[] Record ~ record @ New approval
Mavigation

Figure 7: The “"New email” menu item in the main window

The record is created in simple or detailed mode depending on the user’s personal
setup. For detailed email records, it is possible to decide how many metadata fields
are shown on the newly created email record. For further information on these
options, see the F2 Desktop — Settings and Setup manual.

New simple email

When an email record is created in simple mode, the "New email” window opens
instead of the record window, and only the delivery fields are visible.

Send Attach file Casework

Q New email
[l Attach file ¥ Casework

To: | Select recipients

.
.
12
«
&l
4

= @ lgnore- ¥ | 100%¥ Insert Fatima al-Safar ¥

Figure 8: The “"New email” window
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In the “"New email” window, most of F2’s case processing functions are disabled.
This means that creating and sending simple emails is faster than detailed email
records, but several functions are different:

e Case help is disabled. Consequently, simple emails may not comply with the
guidelines of the authority. For further information on case help and its
purpose, see the Case help section.

e No clean-up is performed, though the email is removed from “My desktop”
when sent. For further information about clean-up when sending, see the
section Menu items on the "Advanced tab”.

e Sender cannot be changed. The user’s default sender is listed as both
creator and sender of the email.

e Attachments cannot be edited.

e The format of attachments cannot be changed before sending because the
Metadata Assistant is not supported. For further information on attachment
format, see the Format selector for emails section.

e The email text is not autosaved.

e Signatures from the detailed email format must be edited before they can be
used with simple emails.

Click Casework in the upper right corner to switch from simple mode to the
detailed record window with the delivery fields visible and all regular functions
enabled. Sending email records is described in the New detailed email section.

An email sent in simple mode does not affect how it is received. A simple mode
email sent internally in F2 is received as a regular incoming email with the same
processing options for the recipient. The access level of simple mode emails is
determined by the organisation’s choice of access level for new records, which is
“Involved” by default.

In simple mode, the Attach file function is limited. Clicking Attach file opens the
“Documents” folder on the user’s PC from which a document can be attached. The
function is similar to the Import file function described in the Import file section.

Note: It is not possible to attach a template, document, or record from F2 in
simple email mode.

New detailed email
Creating a new email record opens detailed mode (depending on personal setup).

Detailed mode can also be accessed from the simple email window by clicking
Casework.
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Record without title (Record 1D: 683)

Figure 9: Create email record

The email record’s metadata fields

When creating an email record, whether in simple or detailed mode, the user must
consider the following metadata fields:

Field Description

“Title” Corresponding to the subject field in an email, the user must
enter a title in the email record window.

Contrary to the standard record creation process in which F2
needs the user to enter a title before the record is created,
this field is not filled in automatically.

“From” This field is only visible in detailed mode and is filled in
automatically when a new email record is created.

It is possible to select whether the default sender for email
records is the user or the user’s unit. For further information,
see the F2 Desktop - Settings and Setup manual.

F2 allows for the following to be inserted as sender:
e The user
e The user’s unit
e Another user in the unit
e The authority.

When text is entered in the field, F2 will search for names of
internal users, distribution lists and external participants.

]
Participants may also be added by clicking on the &= icon,
which opens the “Choose participant” search dialogue.

For further information on participant searches, see the
section The "Choose participants” dialogue.

“To” Enter the recipient(s) of the email record here.
There are three ways to add participants as recipients:

e By typing in the field directly. F2 will search for names
of internal users, distribution lists and external
participants.
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Field Description

e By clicking the 2% icon, which opens the “Choose
participant” search dialogue. For further information on
participant searches, see the section The "Choose
participants” dialogue.

e By copying and pasting email addresses from e.g. an

Excel file.
“Cc” Enter any Cc recipients of the email record here.
Cc recipients are added in the same manner as “To”
recipients.
“Xbc” Enter any Xbc recipients of the email record here.

Xbc recipients are added in the same manner as “To”
recipients.

Adding an external participant here is similar to adding a
recipient in the “Bcc” field of traditional email systems.

There is no difference between adding an internal participant
here and in Cc. Xbc is not hidden for other F2 users and only
affects outgoing external emails.

Note: Suggestions in the “To”, "Cc”, and “Xbc” fields can be configured so they
are more relevant to the individual user. The configuration is performed in
cooperation with cBrain.

The “Choose participants” dialogue

4
Click the £* icon in the “To”, “From”, “Cc”, or “Xbc"” fields to open the “Choose
participants” search dialogue.

In this dialogue the user selects participants to add to the desired field. To add a

participant and close the dialogue, double-click the participant’s name or select
the name and click on the OK button. To add a participant and keep adding, click
the Add participant(s) button. The dialogue will show any added participants in
the “Chosen participants” list.

By clicking on Advanced search, it is possible to perform an advanced search for
participants. For further information on this, see the F2 Desktop — Searches
manual.

Click on OK when all desired participants have been added to the list.
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Advanced search

Advanced
search
Search fields

Q C* Search criteria

+ Filter =

| Mobile | Telephone

»

ltems: 4 - updated today 11:34 (0 minutes ago)

Figure 10: The “Choose participants” dialogue

Further information on creating participants and editing their placement and

properties, see F2 Desktop — Administrator.

Drag and drop participants

A selected participant may be dragged and dropped between the “To”, “"Cc”, and
“Xbc” fields. A participant can be copied to another field by holding the Ctrl key

while using drag and drop.

w

can be moved to

i
ror

To: Christapher Fletcher (Case manager. Finance) ~ |shiar Tagore (Case manager, I Ofice) =
Ce Hannah Hendricks (Chief consuftant, HR) ¥

Xbc

Status: In progress Letter date:

Deadline & cae 2021-1%
Responsible: | @ Fatima al-Safar (Case manager, Finance) ¥ 38|  Registered: Record No: 2
9 Calibri v 2ppy B O~ |b /7 u s

Dear Chris,

Figure 11: Drag and drop participant

Display participants

The selected “To"” participant

Cc” below

Recipients in the “To"”, "Cc”, and “Xbc” fields can be displayed as a list, making it

easier for the sender to see their names.

Clicking on 2] expands the field and displays a list with all recipients.
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D 2021 budget - maintenance (Record ID: 681)

ecor: ce
# Main window I—I € Cancel AN Q + New note D
i g o u - g 5 =+ o
I Case - Delete record . {5 New annotation
N Save Archive  Send  Setrecordto  New Mew  Add
ecord e - Compleie’ | chat+ B-Newrequest™ \oiord. approval
Navigation Edit Delivery Status New
Title: 2021 budget - maintenance evaluaticn
From: @ Fatima al-Safer (Case manager, Finance) ¥ =
To: Christopher Fleicher (Case manager, Finance)
e Ishwar Tagore (Case manager, [T Office)
o Administration
Xbc Quality Assurance
st Quality Control
atus: X
@ Collapse field
Deadline: T e T T T Keyword: Select keywords 13
3] =

Figure 12: Participants displayed as a list

It is possible to view additional information on an added participant. Hover the
cursor over the participant’s name to view a tooltip with online status, out of office
status (if any), and details regarding their job roles.

% M Casehelp P A & +
Advanced Participants
Main window Cance V. &l Reply all ~
’ & @ Q2
a8 Cas= ™ = M Delete record ~ - 3 Forward -
Edit Archive Reply Reope New
e and close = rec chat -
Navigation Edit Delivery Status
Email sent internally:  today 14:08 (44 seconds ago)
Title: 2021 budget - maintenance evaluation
From: Fatima al-5afar (Case manager, Finance) »
To: Christopher Fletcher (Case manager, Finance)
Cc ® Ishwar Tagore (Case manager, T Office) »
Kbc
Status: Complete Ishwar Tagore =
Case manager (IT Office) ———  Current role
Deadline:
Other roles:
Decentralised role (Test unit) Additional roles
Responsible: Fatima al-Safar (Case manager, . i )
" 3 ® Online Online status
o =

Figure 13: Participant tooltip

The participant properties can be accessed from the email record by right-clicking
on the participant and selecting Show properties.

Co @ Ishwar Tagore (Case manager, IT Office) »

Abc Copy

Status: Complete o r date:
Paste

Deadline: . .
Show more information
Show properties

Figure 14: Participant properties

This will open the “Properties for the user [participant] (Record edition)” dialogue.
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Information

Name

MName:
Usemame:
Initials

Email address:
Title:

Participant Mo:
S5N:

Address
Address 1:
Address 2:
Post code:

Courtry Code:

Telephone

Phone:
Mabile:

Private phone:

Show register edition

Properties for the user Ishwar Tagore (Record edition)

| lshwar Tagore

| lshwar Tagore

[TA

|'rta@doc.gov.uk

Limited access
95

]
| |
| |
I:I City: l:l
]
L]

Cancel

Figure 15: Properties for the user [participant] (Record edition)

In the participant register it is possible to edit and delete information or move a
participant. For further information, see F2 Desktop — Administrator.

Create participants from emails in F2’'s participant register

For incoming mails, F2 automatically checks whether an external participant
already exists in the participant register. This prevents duplicate names and email

addresses.

If F2 detects a participant on an email record that cannot be found in the register, it

may be added in one of the following ways.

e F2 gives the option of creating the participant when the record is received or
sent. This is described in the section Automatic creation of new participants
in F2’s participant register.

e The user can create the participant from the “To”, “"Cc” or “Xbc” fields
directly by right-clicking on the unknown participant’s email address, or by
clicking on the “Create participants” link which appears when an unknown
email address is added. Both methods open the “Save external participants”
dialogue from which the participant can be saved. The “Create participants”
function is useful when creating several participants. For further information
on this dialogue, see the section The "Save external participants” dialogue.
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Title: Workshop invitation

From: Ishwar Tagore (Case manager, [T Office)*

Ter meoira_walsh@cloudpost.net *
Copy

C -

c

Cut

Xbc Ot
rdalc
Remaove

Show more information

Create participant

Create participants Create participant from context menu
Figure 16: Create external participant in the participant register
Automatic creation of new participants in F2’s participant register

F2 suggests creating senders and recipients (including Cc and Xbc) in the
participant register under the following circumstances:

e When receiving emails, F2 suggests creating participants for any unknown
senders in the “From” field.

e When a user sends a mail out of F2 and enters a new recipient address in
the “To"”, “"Cc” or “Xbc” fields, F2 suggests creating these as external
participants, unless the user is working in the private archive.

e If the user sends a record from the private archive, F2 suggests creating any
unknown recipients in the private participant register.

Participants are saved via the “Save external participants” dialogue which opens in
the circumstances listed above. The administration of created external participants
is described in the F2 Desktop — Administrator manual.

The “Save external participants” dialogue

Saving an unknown participant to F2’s participant register is done via the “Save
external participants” dialogue.

From here it is possible to create a participant or replace an unknown participant
with an existing one. This is done by ticking either the “Create participant” or the
“Replace participant” box. Through this dialogue, the location of the participant is
also selected.

Click on Properties to open the “Properties for the user [participant]” dialogue.
Here the participant’s name may be changed if necessary in order to create the
participant with the correct name instead of e.g. an email address. Further
information, such as the participant’s address or phone number, can also be added.
It is then possible to search for these data in F2’s participant register. For further
information on participant searches, see the F2 Desktop - Searches manual.

It is also possible to open the “Properties for the participant [name]” dialogue by
double-clicking on a participant. This opens the dialogue in read-only mode. This

Page 24 of 122



CBRAIN

The Process Company

may be relevant when checking information about a participant before deciding
whether to replace it.

Click on OK to create or replace a participant. To refrain from creating a
participant, untick the “Create participant” and “Replace participant” boxes and
then click on OK.

Create participant Replace participant

& Save external participants S -

The listed parties does not exist in the database. You can create new parties or use existing parties. Show receivers

Click checkbox "create participant” to create a new participant.
Ciick checkbox "Replace participant” and select the paricipant which it shall repiace in the it
Ciick checkbox "Select postion for marked paricipant " to define the postion for the marked paricipant.

Type Name Email address Location ¢ Creste participant  Replace participant With existing participant

: ga@qualitycompany.co.uk ga@qualitycompany.co.uk External participant

Properties —— Prpeties Set location for selected pariies

(for _ngw Existing parties.

participants) * FParticipant o Name Email address Organisation tile  Role SSM/CVR no Acceps limited to unit  Address 1
< >

Properties —— . Find paticpant | [ Show more oK Cancel

(for existing |

i I
participants) Choose location for participant OK

Figure 17: The “Save external participants” dialogue

Click Cancel to close the dialogue without creating or replacing a participant and
return to working on the record. If the dialogue opened when sending an email
record to an external participant, the sending action is also cancelled.

Placement of new participants
Click on Set location for selected participants in the "Save external
participants” dialogue. The “Choose participant - as location” dialogue opens. Here,

select a location for the participant by double-clicking on a node or by selecting a
node and then clicking OK.

Selected node

OK

Choose participant - as location

bearch window

¢ € Cancel
oK

cit

Thomas Andersen

Tilde Jensen

Advanced
search

oK Search fields
Search in lists Search for contacts here C, | « Filter = OF Search criteria v
o Al . - -

Name & | Email | SSN/CVR no | Mobile | Telephone
4 . External participant Daisy Miller dm@millerco
2= SKI John Smith Jjohnsmith@mail.com

- SKI
wn Private

thomas@andersen.com

tilde@jensen.com

ltems: 5 - updated today 16:20 (2 minutes ago)

Figure 18: Set participant location
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The default location for new participants is the “External participants” group.
Placing a participant here requires the “Editor of participants” privilege. Without this
privilege a participant can only be created in the “Private” node. This default node
can be changed during the installation of F2. For further information about
privileges, see the F2 Desktop — Administrator manual.

Replacing an existing participant
The “Save external participants” dialogue will suggest an already existing
participant that may match the external participant, if any are found. The user can

then choose to replace the unknown participant with the suggestion.

Existing participants Replace participant with existing participant

8 Save extenial participants - [m] x

The listed parfies does not exist in the database. You can create new parties or use existing parties. Show receivers

Click checkbox|'create participant” to create a new participant
Click checkbaox|'Replace participant” and select the participant which it shall replace in the list.
Click checkbox|"Select position for marked participant” to define the position for the marked participant

Type Name Email address Location Creste participant Replace participant With existing participant

[§ Recipient hugosen@home.com hugosen@home.com External participant [ | Hugo Hugesen
Properties Set Iocation for selected parties
Existing partips

Participant Mo Mame Email address Organisation title ¥ Rele Address 1 Postal code City
huh@cbrain.com 140 Brompton Rd ~ SWIXZXL

<

OK Cancel

Propettiss | Find participant | [ ] Show more

I
Search for participant

Figure 19: Replace existing participants and duplicate check

To replace an unknown participant with an existing one, tick the “Replace
participant” box. Then select a replacement participant from the “Existing parties”
list. When this is done, the selected participant is displayed in the “"With existing
participant” column.

By clicking the “Find participant” button, it is possible to search for a replacement
participant not listed in the dialogue.

Format selector for emails
Before sending an email, it is possible to select the file format for any attached
documents. If the delivery metadata fields are shown, the user will be able to

change formats in the document area. Here it is possible to keep the original file
format or convert the files into PDFs.
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Figure 20: Format selector
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Choose format for

.
O || attached document

Note: The format selector has no effect on emails sent
affects emails sent to external participants who will rec
format selected by the sender.

internally in F2. It only
eive attachments in the

If there are several documents attached to the record, it is possible to mass-select

the format.

y Print = Copy record ~ @

Copy link to this record ~
Create record & - cSearch

as PDF -
iments Other cSearch

| Lock documents

Format for all documents w 1521 |

[l Record document POF
Quality review - initial report.dacx Criginal hd
o= Repeort_summary.docx PDF cleaned v

@5 Appendix_presentation.pptx Original cleaned

—— Format drop-down menu

Figure 21: Selecting the same format for al

Email details

| documents

The record window for an email record shows when it has been sent or received
and whether it has been exchanged internally in F2 or externally. Any issues during
the sending of the email are also registered. These details are shown directly below

the record ribbon.
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Record Advanced Participants
PR "G Cance = -
d:. Main window |‘o Cance I:*; (-@ &l Reply all
518 Case ™ = W Delete record ™ g (3 Forward
- Edit Archive Reply
Record and close -
Navigation Edit Delivery

Email record details

Email is sent to external participant: 12 February 2021 11:47 (7 days ago)

Title: FOI Request Report
From: @ Ireene Todd (Case manager, IT Office) »
To: Daisy Miller (dm@millerco) v
Cc
bc

Figure 22: Email record details

Receiving external emails

When an email is received in F2, its text and any attachments will be locked so they
cannot be edited.

However, it is possible to edit certain metadata for an incoming email, if the user
has full write access to the record:

e Title may be edited.

e From (sender), To (recipients) and Cc (recipients) may be edited.

Changes to the record’s metadata can be seen via the “Advanced” tab of the record
window. From here, click the History menu item and then the Show metadata

view as shown below.

Change of title

Record history

Record history

o

Refresh
Home

Show record changes  Show documents | Show metadata

Time v | Description | User |

M Il |

12-02-2020 1510 Changed title from 'Meeting outline’ to "Meeting agenda' Hugo Hugosen
Klaus Salomon

12-02-2020 15:03 Changed e-mail title from ‘<empty>' to "Meeting outline’

12-02-2020 15:03 Changed mail received date from '<empty>' to "12/02/2020" Klaus Salomon

12-02-2020 15:03 Changed letter date from "<empty>"to "12/02/2020° Klaus Salomon
12-02-2020 15:03 Changed access from 'Involved' to ‘Unit' Klaus Salomon
12-02-2020 15:02 Added recipient Hugo Hugosen to record Klaus Salomon DIE

K

Last updated 15:10

Figure 23: History of the record metadata

Note: It is possible to search for both the record’s current as well as its
original title via the “"Record title” and “Record/case title” search fields. The
search result always displays the email record’s current title. For further
information on searches, see F2 Desktop — Searches.
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Automatic case linking when external participants reply to emails from F2

F2 can be configured to link replies from external users to the record to which they
are replying. This can be configured during the installation of F2.

An email sent to an external recipient may be assigned an ID number in the title, as
shown below.

ID number
Permission request (F2 Id nr.: 2638973) &5 2
Klaus salomon (kis@mail.com) © 12:43 (4 minutes ago) Yy

tome -

Hi Lise,

Would you please review the attached files regarding your case and check if

everything is correct?
Best regards,

Klaus Salomon

CBRAIN

Quality | cBrain A/S | Dampfeergevej 30 | 2100 Kebenhavn &

Figure 24: ID is included in title of external mail

Note: The ID description is configured on the organisational level by a user
with the “Unit administrator” privilege. The ID description may be activated or
deactivated through a configuration performed in cooperation with cBrain.

If the external recipient uses the email reply function, F2 recognizes the ID. The
incoming email record will then enter into the correct context in F2.

If the record to which the incoming email record is related has a case number, the
incoming email record is automatically added to the case.

In the record window it is possible to see other records from the same email
correspondence if the automatic relation is set up. From the “Advanced” tab, the
“Related records” dialogue can found in which an overview is available.

o Related records - O X

0\ Related records
0=-0

Title ID No From To Sent Before  After
Permission request 2638973 Klaus Saloman Lise Laursen (cbrain., 16-01-2019 12:43

Close

Figure 25: The “Related records” dialogue
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Access levels and emails
Access level for external emails imported into F2

If F2 is configured to import emails from a mail server, records are automatically
assigned an access level when created in F2. This is a critical issue to consider for
the F2 organisation.

For many organisations it is an advantage that emails which are NOT private can be
viewed and processed by various employees, and that these emails are available to
the organisation e.g. when employees are ill or leave their position.

By default, F2 is configured to respect employee privacy. This means that F2
automatically assigns the “Involved” access level to imported emails, so only the
recipient will be able to view the email unless the access level is changed.

It is also possible to assign the access level “"Unit” to imported emails. This
configuration is done in cooperation with cBrain.

The access level for imported emails can be viewed and configured from on
“Settings” tab in the “Setup” dialogue.

For further information on personal settings, see the F2 Desktop - Settings and
Setup manual.

Access level for replying and forwarding
Records that are replied to or forwarded are automatically given the access level

corresponding to that of a newly created record. As with new records, the user also
has the option of using case help.

Note: The access level for new records depends on the organisation’s
configuration.

Note: In cooperation with cBrain, F2 can be configured to copy the access level
of the original record when it is replied to or forwarded.

Case help for emails requiring formal processing

F2 can be configured to expand the access level for formal emails while restricting
the access level of users’ private emails. This is done with case help.

If an imported email requires formal processing, the recipient ticks the “Case help”
box in the record window.

“Case help” enabled

B4 Meeting agenda (Record ID: 631)

ranced H
# Main window I—I 9 Cancel : B Case help @) History ®
Case * o Delete record * nit line related to
Save Move  Delivery Versions
[ Record record~  type~ 4 Assign as reply =

Navigation Edit Move rec... Email Record actions Case help History  Versions

Figure 26: “Case help” on the “Advanced” tab
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For more information on this, see the Case help section.
Chat

Chat is used for informal coordination and communication related to work tasks or
knowledge sharing.

The chat function in F2 is particularly effective because the chat is always related to
a specific record. The subject of the chat, i.e. the record, is automatically shared,
which allows for easy orientation for the chat recipients.

N A new chat can be added to a record, including an
chat ~ email record, via the main and record window ribbons.

#+ New chat
New chat to all

New note

Figure 27: The main
window’s “"New chat”
menu item

When a record is open, any new chat that is created is automatically linked to this
record. Chatting always takes place in the context of a specific record.

Note: A new chat is always linked to a record, because a chat must always be
created via a record.

The chat function is used for chatting with other F2 users in the same authority
about a particular record.
Chats have a number of advantages to sending internal emails, for example:
e A chat can only be seen by the users who are added as chat recipients.
e A chat can be deleted from a record.
e A chat makes it possible to edit a record without sending it.

e Several chats with several users can be created and opened on the record
simultaneously.

e A chat can be used as a to do list for the chat creator, since it is only visible
to other users if they have been added. This way a user can have one or
more to do lists on a record that are only visible to themself.

Only chat participants can see the contents of a chat, but via the “Participants” tab

anyone with access to a given record is able to see which users are added as chat
participants.
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Meeting age|

F2 Record Advanced Participants
@ Mainwindow  J» All cases with these participants
58 Case ~ 2 All records with these participants
Record O Reload related searches
Navigation Related
Type A | Name | Unit
Chat participant Anders Andersen Administration
Chat participant Anne Christiansen  Administration
ggftfcipants _ Chat participant Hanne Winter HR
Chat participant Hugo Hugosen Doc Organisation
Chat participant Kalla Clausen Quality Contral
Chat participant Klaus Salomon Quality
Creator Klaus Salomon HR
Extended access HR Administration

Figure 28: Chat participants shown on the “Participants” tab
Creating a new chat from the main window ribbon
A chat can be created directly from the main window. Select a record in the main
window and click on New chat. A new chat is then created without the record
being opened.

Create new chat

eBrain AcCloudd1

Figure 29: Add new chat from the main window ribbon
Creating a new chat from the record window ribbon

A chat can be created from the record window ribbon. Click on the menu itemm New
chat to create a chat linked to the open record.

Create new chat

[ Meeting agenda (Record ID: 631)

@ o
ot Py Do
ardcoze - L2

Figure 30: Add new chat from the record window ribbon

When a new chat is created, either from the main window or from the record
window, the chat window opens.

The chat window
In the chat window it is possible to add participants to a conversation and exchange
messages. If there is more than one chat on a record, a list of chats is shown at the

left side of the window.

A new chat can also be created from the chat window by clicking New chat.
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NE\IN chat Conversation Add chat participant
Il Il
4} Preparation of Environmental Report - HHI, HHU |(3 participants) - B X
New chat Wednesday, 15 May Add chat participant s =
- HHI, HHU () 1544 Hanne Winter 15:44

Me: Hi Hugo, | just Hi Hugo, T just wanted to check if you had any thoughts on this? Hanne Winter (=3

wanted to check f y...

Hilda Hildssen (2 1549 o Hilda Hildasen x

Me: Hi Hilda, this is

well received, thanks! Huge Hugeosen x
HHU, HHI (2) 30/05/18
Hugo Hugosen:
Page 2 is of si..
|Write message and type ctrl + enter to send =~
List of chats and Compose box Chat participants

notes on the record

Figure 31: The chat window

Chat participants can be added in the following ways:

e In the “Add chat participant” field, start typing a name. F2 will suggest
relevant users in a drop-down menu from which a participant can be
selected.

]
e Click on the & icon in the “Add chat participant” field. This will open the
“Choose participants” dialogue from which one or more participants can be
added.

To add a user as a chat participant, search for the user’s name in the
“Choose participants” dialogue. Double-click on a user to add them to the
chat and close the dialogue.

To add more than one chat participant, select the desired users and click on
Add participant(s) in the dialogue ribbon. Then click on OK to add them to
the chat.

Note: Suggestions in the “Add participants” field can be configured so they are
more relevant to the individual user. The configuration is performed in
cooperation with cBrain.
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oK Add participant(s) Selected participants

Choose participants

J © Cancel

0 24 Alya Qaimkhani x c#
c ants 3 Campbell
oK Add S5 Quinn Campbel x Remove all Advanced
participant(s) participants  search
oK Participant choice: Chosen participants Search fields
Search in lists Search O, | v Fitter v O* Search criteria ~
oA .
Name | Email | SSN/CVR no | Mobile | Telepl

¥ [T Office Alya Qaimkhani aga@doc.gov.uk

Caelan MacKeon
4 =45 Doc Authority

Callum Cook
» o5 Administration
Carmen Collins

Qi Charlie Carter
ot Secretariat of the management Charlotte Quinlevan
Za Private Chester Clarkson
Chitra Khan ckh@doc.gov.uk
Quality Assurance
Quality Control
Quinn Campbell qea@docgovuk
4 »

ltems: 11 - updated today 10:08 (0 minutes ago)

Figure 32: Add chat participants from the participant register

When a chat participant is added, their name is shown in the participant list to the
right in the chat window. Added participants can add additional users to the
conversation. If a user profile has a picture, it is displayed in the chat participant
list.

To write a message, click the compose box in the lower part of the window. Send

the message by clicking the 4 icon or pressing Ctrl+Enter. Previous messages
from all users are displayed above the compose box.

Note: File paths, URLs and f2p links inserted in chat messages are converted to
clickable links.

When a participant has read the latest message in the conversation, the icon
appears next to their name.

To remove a participant from the chat, click the % icon next to their name. While
only the creator of the chat can remove themself from the participant list, all other
participants can remove themselves as well as any other participants.

Preparation of Environmental Report - HHU, HHI (3 participants) - o
© Hew chat
) HHU, HHI ) 1553
Just

Huga Hugosen: Just
my original comme..

Latest message
has been read
x
» x— Remove
participant

Compose box Chat participants

Figure 33: Conversation in the chat window
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When a chat is sent to one or more participants, its record appears as unread in
their inboxes in F2. For further information on receiving a chat, see the Receiving a
chat section.

Close the chat window by clicking on the X in the top right corner or by using the
shortcut key Esc.

Unsent chat messages are kept when the user cycles between chats or notes. If the
user attempts to close the window while there are unsent messages, a warning
dialogue appears.

(?) Close window
There is an unsent message. Do you still want to close the window?

oK Cancel

Figure 34: Unsent message warning

The chat window also remembers when the user adds participants to an unsaved
chat.

A warning message is shown in chat window if the user is the only participant in a
chat.

You are the only chat participant.

o Hanne Winter @ X

Figure 35: Chat window warning message

Chat overview

The left side of the chat window displays the list of chats and notes in which the
user involved. Both the chat titles and their participants are displayed. The number
of participants is shown in brackets.

An unnamed chat will use the initials of the participants as its title. The full names
of the participants are displayed when hovering the mouse over the initials. If there
are only two participants on a chat, the other user’'s name is used as the title.

The list of chat participants is sorted after the latest chat message, i.e. the latest
user to enter a message is the first one listed.
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ew chat

) New chat Hanne Winter
Participants’ initials —— ' BHU, BHI ClpEEE Hugo Hugosen
Me: Thanks for
checking.

Participants’ names ————

shown on mouseover Last entry: 09-08-2018 15:00

Me: Thanks for checking.

Me: Hi Hilda, this is
well received, thanks!

Participants: Hugo Hugesen, Hilda Hildasen, Me yter

hecking.

) Preparation of Environmental Report - HHU, HHI (3 participants)

Wednesday, 15 May

Just my original comment for page 3.

Hi Hugao, 1 just wanted to check if you had any thoughts on this?

Figure 36: Participants’ initials and full names in chat window

The functions of the chat window

The chat window’s functions are found in the drop-down menu in its top right

corner.

Add chat participant
= Mame chat

D oo Hud o
UG AUG & Mark as unread
o Anders Ar
‘Bl Copy text
Anne Chri [ Cpen record
A

Hanne Wi Celete chat

'EH Leave chat

il Deactivate notifications

¥

Drop-down menu with chat
window functions

Figure 37: Chat window functions

The functions are described below.

Function Description

“Name chat”
conversation.

the record.

are shown.

Opens a dialogue that lets the user name the

This may be useful if there are several conversations on

The chat title is shown in the format “[Record title] -
[Chat title]”. If the chat has not been named, the
participants’ names are displayed instead of a chat title. If
there are more than two participants, only their initials
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Description

“Mark as unread”

Mark the latest message as unread. When the user selects

L1
this function, the chat window will close and the ~ icon
appears on the record.

“Deactivate
notifications”

Disables notifications for a given chat for one, eight or 24
hours, or until the user reactivates them.

|- Deactivate notifications  » 1 hour
8 hours
24 hours

Until | activate them again

Figure 38: Options for deactivating notifications

Records with chats for which the user has deactivated
notifications do not appear in the user’s inbox if a new
message is added within the selected period of time.

“Copy text”

Copies the entire conversation.

“Open record”

Opens the record to which the chat is linked.

“Delete chat”

Deletes the chat. Can only be done by the creator. F2
asks for confirmation when a user deletes a chat.

“Leave chat”

Receiving a chat

Leave the chat.

(2) Remove chat participant

Do you want to remove yourself as chat participant? This can result in losing your chat
read rights access.

Yes No

Figure 39: Leave chat

Note: Users who remove themselves from a chat that
granted them access to an otherwise inaccessible
record will no longer be able to access said record.

When a chat participant receives a message, the record to which the chat is linked
appears in their inbox. The record title is shown in bold, and if the “"Message icon”
column is displayed in the result list, a chat icon with a blue circle is visible. This
icon indicates a chat with an unread message. The blue circle disappears when all
new chats have been opened and read. If the "Message icon” column is not
displayed in the result list, it can be added. For further information, see the F2
Desktop — Searches manual.
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O Archive
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Figure 40: New chat in inbox

Hover cursor over chat icon
to view the latest chat message

as shown

Main window Settings
D B New email [& Nejv Digital Post q %
N+ [ New document [F Nefv FOI request N «
e w
record @ New approval £l Nefv Md mail chat~ x
Navigation New
& My inbox (1)
R BE 256 Show records  Show cases  Show documents  Show requests
Search in lists Search for refords here
EETrEs Title | Letter date
¥ Sorting date: Today: 1 item(s), 1 unread
4[] Standard = 5 LS
0O " Team meeting agenda TEMPLATE
B Archive v B
orting di
& My inbox (1) o @9 Latest message 11:06 le
2 My desktop Ireene Todd: Hi Ish, do you have anything to add?
[ Mv archive

Figure 41: Tooltip showing chat message

A chat participant is able to see whether other chat participants are online, offline,
or “Out of office”. Hover the cursor over a chat participant who is “"Out of office” to
see their return date if they have entered any.

Participant is online

) Preparation of Environmental Report - HHU, HHI (3 participants)

@ New chat Fridey, 31 May

) HHU, HHI () 1253 Hanne Winter
Me: Hilda, feel free to
add any comments.
Hugo Hugosen
Thank you, Hanne, Nothing to add.

Hanne Winter
Hilda, feel free to add any comments.

Write message and type ctrl + enter to send

1247

Hi Hugo, just updated this record. Let me know if something else should be added.

1251

1253

- o x
Afid chat participant s =
Hanne Winter @ X
c Participant
is offline

‘3 Hugo Hugesen @ %X

Hugo Hugosen

@ Out of office

Back the d. 23-07-2018

|Read

Participant is out of office

Figure 42: View chat participants’ status
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Regardless of the user’s current unit, it is always possible to check all chats in

which they are a participant. Switching job roles is not required to read chat
messages addressed to the user.

The read/unread indication is applied to the user across all of the units in which
they have a job role.

If the main window preview is enabled, the chat icon is displayed above the record
document. Click on the chat icon to view an excerpt of the chat content. If there

are several chats on the same record, these are displayed below each other as
shown in the example below.

Note: The above also applies to the preview of notes, annotations and requests
in the main, record and case windows.

The chat can be marked as read from the preview. The chat preview is also
available in the record window.

Click on chat icon to see all chats on record

z Ishwar Tagore (IT Office]

g Q+ @ =] Open calendar @

ig r Show all reminders
Jdi  Print  Advanced Search cSearch
e W - search  history =
Print Search Calendar cSearch
Recprd  Participants &l

Team meeting agenda TEMPLATE

Iregne Todd (ito@doc.gov.uk)

@-
Chats 2 unread by 2
ITO, 10 (2 participants) today 11:30 (a minute ago)

Ireene Todd: Hi all, this is just to let you know I've created a template.

Ireene Todd (2 participants) today 11:06 (25 minutes ago)
Ireene Todd: Hi Ish, do you have anything to add?

Open chat window Mark all as read

— Mark as read

Figure 43: Preview of chats in the main window preview

In the record window chats are located above the document area near the upper
right corner.

- [m| x

8 |chwar Tagore (IT Office] ~

b Print ~ [l Copy record ~ @
} Lock documents & Copy link to this record =
Create record Search
as PDF~
uments Other cSearch
Chat icon ——m8M8 ™ @v

Chats 2 unread by 2

ITO, 10 (2 participants) today 11:30 (2 minutes ago)
Ireene Todd: Hi all, this is just to let you know I've created a template.

Ireene Todd (2 participants) today 11:06 (26 minutes ago)
Ireene Todd: Hi Ish, do you have anything to add?

Open chat window Mark all as read

Figure 44: Chat preview in the record window
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Hover the cursor over a chat to display a tooltip showing the entire content of the
latest message. This is useful for particularly long messages. The tooltip is
displayed for ten minutes.

- B x

& Jreene Todd (I Office) A

E Q-l- ® {# Open calendar @

v Show all reminders
w Print  Advanced Search eSearch

sesrch  history =
Print Search Calendar Search

Record Participants il

Team meetin

Chats 2 unread by 2
Ishwar Tagore (2 participants) today 11:26 (an hour ago)
Ishwar Tagore: Looks good, but let's add a minute taker item so we remember it fro...

Participants: shwar Tagore. Me  ago)

Latest message: 19-02-2021 11:36

b read

Ishwar Tagore: Looks good, but let's add a minute taker item so we remember
it from the start ;)

Chat tooltip in the main window preview

Figure 45: Chat tooltip in main window preview

Note: A similar tooltip appears for notes, annotations and requests in the
preview of the main, record and case windows.

The chat recipient’s record access rights

When a record is shared through a chat, it is subject to the basic principles for user
access rights to records. Unless the chat recipient already has a higher access right
to the record, they are granted the access right one level lower than the chat
creator.

This means that if a user with full write access to a record sends it to another user
via a chat, the chat recipient receives write access to its documents. The access
rights for chat recipients are listed in the following table.

Chat sender’s access right

Chat recipient’s access right

Full write access

Write access to documents

Write access to documents

Read access

Read access

Read access

Note: A user’s access right to a record will never be reduced via a chat.

Example 1: Henry in HR creates a record which is automatically assigned the access
level “Involved”. Henry sends a chat to his colleague, Hugo, on the record. Because
Hugo becomes involved through a chat, his access right to this record is governed
by the above table: Hugo gains write access to the record’s documents.
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Example 2: Now Henry expands the record’s access level to “"Unit”, in this case HR.
He adds his HR colleague, Hilda, as a chat recipient. If Hilda were only a chat
recipient, she would have gained write access to the record’s documents, but since
Henry has changed the record’s access level to “Unit”, Hilda already has full write
access to the record. In this case, Hilda’s access right to the record is not affected
by her being a chat recipient — only the highest level of access granted a user
applies.

Example 3: Henry expands the access level again, this time to “All”, before sending
a chat to Ann in Administration. The new access level grants all users in the
authority read access to the record. Ann, being a chat recipient, is also granted
write access to its documents. Hilda and Hugo are unaffected by the new access
level and retain full write access.

Note: Access levels may change when a user is placed in a new unit or if a new
user becomes responsible for the record.

Chat to all
D The “New chat to all” function can be
s used on email records to create a chat

hiny to all involved participants.

chat -
New chat Instead of manually entering
New chat to all participants from the “From”, “To”, and
New note Xbc” fields in a new chat, click on

New chat to all.

Figure 46: Create “"New chat to all” in the F2 then creates a chat in which all
main window participants on the email record are
added as chat recipients.

Click on New chat to all to add the following participants to the chat:
e Sender of the email record
e Recipient(s) of the email record
e Cc recipient(s) of the email record

e Xbc recipient(s) of the email record.

This function is available from both the main window and the record window ribbon.

Note: Only internal F2 participants, and not external participants, are added to
the chat.

Notes

As with the chat, a note is an informal way of communicating in F2. A considerable
difference is that all users with read access to a record are also able to see its
notes. In addition, a note cannot be deleted automatically, but remains on the
record unless a user with the “Can delete notes” privilege deletes it.
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Notes can be added to both records and cases without entering edit mode. Notes
can also be added to records and cases that are completed. There is no limit to the
number of notes that can be added to a record or case.

Participants can also be added to a note, but only on records. When a participant is
added to a note, it appears with the record to which it is linked in the participant's
inbox. Adding participants to a note may be useful e.g. when a user adds a
telephone memo to an email record and wants to inform other users about this via
their inboxes.

Note: Deleting notes requires the “"Can delete notes” privilege.

Creating a note via the main window

(‘\ In the main window, click on New note. The menu
> item New note is found in the drop-down menu of
New New chat.
chat~
New chat This opens the note window for the selected record,
New chat to all and the user can enter text and add recipients.
New note

For further information on this window, see the section

The record’s note window.
Figure 47: Create a new
note in the main window

Creating a note via the record window

Q New note D In the record window ribbon, click on New note in the
Noy B Newannotation = “New” menu group. This opens the note window, and
ew ew ..

chat~ B Newrequest ™ rocorg. the user can enter text and add recipients.

NEW

For further information on this window, see the section

Figure 48: Create a new The record’s note window.
note in the record window

Creating a note via the case window

In the case window ribbon, click on New note in the
case window ribbon. It is not possible to add
— participants to a note on a case.

note -
For further information on this window, see F2

Figure 49: Create a new Desktop - Cases
note in the case window !

The record’s note window

The user enters the note text in the compose box at the bottom of the window and

clicks on = or the keyboard shortcut Ctrl+Enter to send. The note text will then
appear above the compose box as shown below.
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Recipients can be added to a record note. These are added the same way as chat
recipients. See the section The chat window.

If a record has multiple notes or conversations, a list is shown to the left in the
window.

Add participant Remove participant

Preparation of Environmental Report - Hilda Hildasen (2 participants) - 8

Hanne Winter
Vie need sa elaborstion of page 3.

00

Hilda Hildasen  (2) 1613
M n
e

Conversations and
notes on the record "

Page 3is of 5

Compose box Note recipient Recipient has read
the latest note text

Figure 50: The record note window

When a note recipient is added, their name is shown in the participant list to the
right-hand side of the window. Added participants can add additional users to the
note. If a user has a profile picture, it is displayed in the note participant list.

When a participant has read the latest note text, the icon appears next to their
name.

To remove a participant from the note, click the ¥ icon next to their name. While
only the creator of the note can remove themself from the participant list, all other
participants can remove themselves as well as any other participants.

When a note is sent to one or more participants, its record appears as unread in
their inboxes in F2.

Note: A note can also be sent to participants that are offline. If a participant is
not logged into F2, they will see the record with the note in their inbox when
logging back in.

Close the chat window by clicking the X in the top right corner or by using the
shortcut key Esc.

The functions of the note window

The note window'’s functions are found in the drop-down menu in the top right of
the note window.
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__ Drop-down menu with note
window functions

Add chat participant 5=
1 Mame note

Hanne W & Mark as unread
i« Deactivate notifications  »

Kasper Kl
[B Copy text

» e

[ Cpen record

Delete note

& &

Leave note

Figure 51: The record window’s note functions
These functions are described below.

Function Description

“Name note” Opens a dialogue that lets the user name the note.

This may be useful if there are several notes on the
record.

The chat title is shown in the format “[Record title] -
[Note title]”. If the note has not been named, the
participants’ names are displayed instead of a note title. If
there are more than two note participants, only their
initials are shown.

“Mark as unread” Mark the latest note message as unread. When the user
selects this function, the note window will close and the

¥ icon appears on the record.

“Deactivate Disables notifications for a given note for one, eight or 24
notifications” hours, or until the user reactivates them.
il Deactivate notifications 1 hour
2 hours
24 hours

Until | activate them again

Figure 52: Deactivate notifications

Records with notes for which the user has deactivated
notifications do not appear in the user’s inbox if a new
message is added within the selected period of time.

“Copy text” Copies the entire note text.
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Function Description

“Open record” Opens the record to which the note is linked.

“Delete note” Deletes the note. Requires the “Can delete notes”
privilege. F2 asks for confirmation when a user deletes a
note.

“Leave note” Leave the note.

[:‘E] Remove participant X

Do you want to remove yourself as participant? This can result in you losing read access
b ¥ =
to the record,

Figure 53: Leave note

Note: Users who remove themselves from a note that
granted them access to an otherwise inaccessible
record will no longer be able to access said record.

As with a chat, note participants receive access rights depending on certain
conditions. Se the access levels in the section The chat recipient’s record .

Receiving a note

A note recipient will see the record to which the note is linked in their inbox. The
icon appears next to the record. The note may be read from the main window by
hovering the cursor over the icon as shown below.
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Unread note in inbox

cBrain AcClou

Main window

Administrator

Jain window D 5§ New email [&@ New Digital Post q @ &) Reply all ~ ¥ Archive 2
Case ~ = + E‘i. New document r_.?. New FOI request N : I 3 Forward € Remove from list Flag:
ew ew eply
Record ~ record @& New approval B4 New M4 mail chat - - Dpen in calendar ¥ Delete record ~ Dead
Navigation New Reply Remaove
* My inbax (1)
B “\-} BE & g& E’ Show recordd Show cases Show documents  Show requests
Search in lists Search for recprds here
Favourites Title | Letter date | Sorting date -
¥ Sorting date: Today: 1 item(s), 1 unread
4 [7] Standard ? I o .
O Team meeting agenda TEMPLATE 19-02-2021 12:59
[0 Archive v Sotined
orting di
* inbox (1 Latest message 12:58
My inbax (1) = fi 12-2021 14:08
Z My desktop Ireene Todd: This template is now ready for implementation.
[ A A

Tooltip showing note content

Figure 54: Unread note in the inbox
Double-clicking the % icon opens the note directly.

Notes can also be opened from the main window preview as shown below.

Anne Christiansen (Administration)

r] =2 g ® 4 Open calendar
(] Q
lect flag Show sll reminders
Print  Advanced Search
- search history+

stration Print Search

EE 4

cSearch
lect date

Calendar Search

Record Participants 21}

Meeting agenda
E-mail title: Meeting outline
yesterday 1502

Klaus Salomon

To:  Hugo Hugosen (huh@cbrain.com);

O 0.

[} Mﬂ“dncumem 05 Meeting outline.odt

Unread note

Figure 55: Open note from main window preview

In the record window the note is found above the document area to the right, as

shown below. Click the icon to view the note text as a drop-down box. Click the
note text to open the note window.
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- | x
2 |shwar Tagore (IT Office ~
- [ Copy record * @
..
documents & Copy link to this record ~
Create record cSearch
as PDF ~
Other cSearch
Click note icon —f'“._o,_

b

—/
Notes 1 unread by 2

to show note text

Ireene Todd (2 participants) today 12:58 (an hour ago)

Ireene Todd: This template is now ready for implementation.

Open note window Mark all as read

Figure 56: Note in record window
Allocation of responsibility

The allocation concept is a central feature of F2. It can be thought of as a digital
version of an organisation’s physical mail distribution in which incoming mail
pertaining to formal cases are allocated to units or users without using the email
function.

Organisations with a central postal unit scanning letters may have this unit allocate
responsibility for letters to other units which in turn may allocate/distribute them to
individual users. The selected unit or user will then have responsibility for the
record.

The responsible participant

The allocation of responsibility typically means that the formal responsibility lies
with a specific unit or user, the responsibility of the unit being derived from one of
its users.

All records that are created in F2 or imported via an email system are born with an
allocation of responsibility, either to the user or to the unit creating or receiving the
record. The record manager can always allocate the responsibility of the record to
another user or unit.

If responsibility for a record is reallocated, the record appears in the inbox of the
newly appointed responsible user or unit.

Note: When a user allocates the responsibility for a record to him- or herself,
the record does not appers i tje user’s personal inbox. To add a record to the

personal inbox, click the icon in the record ribbon. For further information,
see F2 Desktop — Management and Organisation.

When the responsibility for a record is reallocated, the following happens:

e If a unitis inserted in the “"Responsible” field, the record will appear in the
unit’s inbox and no longer appear in the user’s “In process: Me” list.

e If a new user is inserted in the “Responsible” field, the record will appear in
their inbox. F2 automatically adds the “Responsible unit” based on the user’s
affiliation.

Page 47 of 122



CBRAIN

The Process Company

This lets records whose responsibility rests with specific users appear in the
“In process: Unit” list and makes it possible for users to sort F2’s result list
using the “Responsible unit” column.

Reallocating responsibility

In order to reallocate the responsibility for a record, it must be in edit mode. Enter
a new user or unit in the “Responsible” field and click Save.

Save “Responsible” field

Advanced Participants

@ Main window |_I € Cancel E7|
o8 Case - K4

Save Prepare

sending -
Navigation Edit Delivery Status

Title: Team meeting agenda TEMPLATE
Status: In progress
Deadline: ]
Responsible: Ishwar Tagore (Case manager, IT Office) v =

Figure 57: Reallocating responsibility

When the record is in edit mode, the -'-'.' icon appears in the “"Responsible” field.
Clicking on the icon opens F2’s participant register in which a user or unit may be
found via the “Choose participant” dialogue. For further information on this
dialogue, see the section The “Choose participants” dialogue

Note: Suggestions in the "To"”, "Cc”, and “Xbc"” fields can be configured so they
are more relevant to the individual user. The configuration is performed in
cooperation with cBrain.

The record creator’s access when reallocating responsibility

The record creator may lose write access when reallocating the responsibility. This
happens when the responsibility for a record is reallocated to a user in another unit,
for example. The new user receives full write access to the record, while the record
creator retains read access only. As a consequence, reallocating the responsibility
of a record to another unit or user cannot be undone as the reallocating user loses
full write access to the record in the process.

However, if the user or unit in the “Responsible” field is removed, the full write
access reverts back to the record creator. The “Participants” tab in the record
window shows both the currently responsible user or unit as well as the record’s
creator.

Page 48 of 122



CBRAIN

The Process Company

[ Meeting agenda (Record ID: 631)

Advanced 2 Anne Christiansen (Administration
@ Mainwindow  Za All cases with these participants
o8 Case =» All records with these participants
@ Reload related searches

Mavigation Related

Type * | Name | Unit | Role

Sender Klaus Salomon HR Case manager

Responsible unit HR Administration

Responsible Klaus Salomon HR Case manager

Recipient Huge Hugosen HR Case manager

Extended access HR Administration

Creator Klaus Salomon HR Case manager

Figure 58: The “Participants” tab

Note: A user who is removed from a record’s “"Responsible” field will also lose
read access if no other circumstances grants the user access. For records with
the access level “Involved”, this means that only the users/units currently
involved in the record have read access to it.

Supplementary case manager

The “Supplementary case manager” field is used for appointing users, units, teams
and/or distribution lists to assist with processing a record or case without being
directly responsible. Any supplementary case managers remain unchanged when
the responsibility for a record is reallocated.

Adding a supplementary case manager
In order to add a supplementary case manager, the record or case must be in edit

mode. Add a user, unit, team and/or distribution list to the “Suppl. case mgr.” field
and click on Save.

Save “Suppl. case mgr.” field

D Team meeting agenda T]

ecort
@ Main window € Cancel Q + New note D
FE=o Hoo B2 F 2 ok N
B Case Delete record ~ = New annofation
Save Archive  Prepare  Se o Ne New  Add
e andclese  sending ~ chat~ B Newrequsst ™ record+ approval
Navigation Edit Delivery [New
Title: Team meeting agenda TEMPLATE
From: Ireene Todd (Case manager, IT Office) ¥
To: Select recipients
cc
Xbc
Status: In progress Letter date: ]
Deadline: #] Cose: 2021-6% )
0]
Responsible: | @ Ishwar Tagore (Case manager, IT Office 88|  Registered: ] Record Ne:
Access Select security groups, units, teams orusers 88| Suppl. Klaus Salomen (Head of office, IT Office) v 22
restricted to: case mgr.:
9 o]
Case access: Record participants: | Selact participants =
restricted to:
Case access @ SSN/CVR no:

Figure 59: Add supplementary case manager to record

When a user or unit is added as a supplementary case manager to a record, it
appears in the user’s or unit’s inbox.
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Users will see the @ icon next to the record, indicating that they have been added
as a supplementary case manager.

Settings Administrator
D 3 New email [& New Digital Post @ ¥ Archive 2
N + & New document FT‘;. New FOI request N 4= Remove from list Fle
ew w
el @ New approval 73 New M4 mail chat= Delete record ~ De
Navigation New Reply Remove
¥ My inbox (1}
R EF & F Show records  Show cases  Show documents  Show requests
Search in lists Search for records here
Favourites Title | Letter date | Sorting date
¥ Sorting date: Today: 2 item(s), 1 unread
4 [7] Standard s a r
] ‘i Template - Upgrade manual 19-02-2021 15:59
[ Archive - — .
0 19-02-2021 12:59
+ My inbox (1) You have been added as a supplementary case manager.
© My deskt ¥ Sortingd
o Mygeson & I 2021 budget - maintenance evalua... 18-02-2021 1408 18-02-2021 1408

Figure 60: Supplementary case manager notification in inbox

Access rights for supplementary case managers

In the record window it is possible to add a user/unit/team/distribution list as a
supplementary case manager.

The supplementary case manager’s access rights are based on what is defined in
the responsible user’s F2 settings. By default, the access right for supplementary
users and units is “Full write access”. For further information on personal settings,
see the F2 Desktop - Settings and Setup manual.

It is possible for the responsible user or unit to change the access rights to a
record. Three levels exist:

Read access: The supplementary case manager or unit has read-only
access to the record.

Write access to documents: The supplementary case manager or unit can
edit the documents attached to the record (including the record document),
but not its metadata.

Full write access: The supplementary case manager or unit can edit the
documents attached to the record (including the record document) as well
as its metadata.

A supplementary case manager’s access rights can be viewed and changed by
right-clicking the participant. In the context menu, select “Access rights for the
record”. Here, the current access rights are shown and may be changed.

Suppl. Hugo Hugosen (W™~ =~ S -
case mgr.: ~ORY
Record participants: Select participant Paste
Access rights for the record b | ¥ Read access
SSN/CVR no: Properties for Hugo Hugosen (Minister, Doc Organisation) Write access to documents

Write access

Figure 61: View access rights for supplementary case manager
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Note: A user who is removed from the “Suppl. case mgr.” field on a record will
also lose read access if no other circumstances grant the user access. For
records with the access level “Involved”, this means that only the users/units
currently involved in the record have access to it.

Annotations

An annotation is a formal comment that is added to a record. This function is
typically used if senior employees must annotate others’ work or when an employee
wishes to annotate a record with formal information.

On the record ribbon, click New annotation to open the dialogue below.

An annctation is a formal note on the record,

Created by:

Seen by:

Choose Remarks

annotation type -—— | would like to talk to Submit to me See text below

Editing pane+—+——

Cancel

Figure 62: "New annotation” dialogue

Tick off one or more annotation types. If heeded, add an annotation text in the
editing pane to elaborate. The annotation type options can be configured and is
maintained by a user with the “Value list administrator” privilege, so dialogue
content may vary. Click OK to save the annotation.

The annotation icon is shown on the record above the document area. A blue circle
is shown on the icon if the annotation is unread.
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: Klaus Salomon (IT Office]

O"‘ @ {7} Open calendar @

Show all reminders
Advanced Search cSearch

search  history -

Search Calendar cSearch

Record Participants Ell

Mass invitation
Klaus Salomon

O- B

[] Record document @E Mass invitation.docx

Figure 63: Annotation on the record

The annotation is visible to all users with access to the record. It is not possible to
add users to annotation as with chats or notes.

The annotation is a type of formal communication and cannot be deleted from the
record. If an organisation periodically delivers its documents to e.g. the National
Archives, any annotations are included in the delivery.

Accessing an annotation

An annotation is accessed from either the record window or the main window. Click

the annotation icon to view its text in a tooltip. Click the text to go to the
annotation window.

= Klaus Salomon (IT Office]

& Print [ Copy record ~ @

& Lock documents ¢ Copy link to this record ~

hment Create record cSearch
as PDF ~
Documents Other cSearch
Annotation icon &_\j' 2.
Annotations 1 unread by 1

Created: 12-02-2021 (Klaus Salomon)

This invitation is ready for use and may be used as a plate for future invi

Open annotation

Figure 64: Access annotation
An annotation may be accessed from the main window without opening the record.

Either double-click the annotation icon in the result list, or open the annotation
from the main window preview.

Hover the mouse over the annotation icon in the result list to view its text in a
tooltip.
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Double-click icon
to open annotation Text in tooltip Access annotation from preview

¢Brain AcCloud02
Main window f-y¢
D G New email (G Ne}v Digital Post Q Reply all - 1t} Archive a2 of G+ ® 4 Open calendar @
Case ™ 5 [E New document |} Nefv FOI request N - € Remove from list  Flag: ¥ Flag: MR S Showsllreminders ="
v ew | Re - e Prin vanced [Searc CSeard
[ Record = record @ New approval 7 Nejv M4 mail chat~ % Delete record ™ Deadline: X  Deadline: Selectdate [} - search fistory
Navigation New Remove Me IT Office Print Seard Calendar cSearch
G My desktop
Y E & F Show records  Show cases  Show documents  Show refjuests Record  Participants )
Search in lists Search for refords here O | ¥ Fiter > O Searcheriteria * | Mass inditation
49 Favourites Title ¥ | Letter flate | Sorting date | From | Case No | 4] Klaus Saloshan
2. My inbox o0 Request: Approval letter 08-06-$020 10:59 17-07-2019 08:11 Klaus Salomon 2019-7 Q' .
2 My desktop 0 Report guidelines 23-10-2019 1543 Klaus Saloman
[ Archive =] O3 strategy meeting 12-07-20190852  Klaus Salomon 2019-5 1) Record document @ Mass invitation.doc
@ New employees 01-12-2015 1500 Klaus Salomon
4 [T Standard P
[ 0l 2 Mass invitation 21-10-2019 15:30 Klaus Salomon 2019-20
O Archive &
2 Myinbox New annotation 12102 | Klaus Salemon 20198
On Klaus Salomen 2019 - 20
3 My desktop This invitation is ready for use and may be used as a template for future
= ] Si— B— Klaus Salomon
Ry arrhive

Figure 65: Access annotation from the main window

An annotation is marked as seen by opening the annotation window and clicking the
Seen button.

Annotation - [} X

. An annotation is a formal note on the record.

Created by:  Klaus Saloman, 12-02-2021 10:54

Seen by:
Remarks

would like to talk to Submit to me See text belo

This invitation is ready for use and may be used as a template for future invitations.

Save and seen Seen Close

Only the record manager can save any changes Mark annotation as seen

Figure 66: Mark an annotation as seen

When an annotation is marked as seen and then saved, it is automatically listed at
the top of the annotation window.

Annotation - O X

. An annotation is a formal note on the record.

Created by:  Klaus Salomon, 12-02-2021 10:54

Seenby: Ireene Todd, 04-03-2021 11:17

Seen by user

Figure 67: Annotation seen by user
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Adding a record to a case

Adding a record to an existing case

A record in edit mode can be added to a case by entering the case title or case
number in the “"Case” metadata field. When the user starts typing in the field, F2
starts searching for relevant cases.

Note: Suggestions in the “"Case” field can be configured so they are more
relevant to the individual user. The configuration is performed in cooperation
with cBrain.

It is possible to search for a case by clicking the 2% icon in the “Case” metadata
field. This opens the “"Choose cases” dialogue from which the relevant case can be
found. For further information on this dialogue, see the section The "Choose cases”
dialogue.

When a case has been added to the “"Case” metadata field, click Save in the record
window ribbon. The record is then added to the case.

Save The “Case” field

D Mass invitation (}

Record Advanced Participants
# Main window —] © Cancel F G 4 New note D @ ‘:% .‘.
H 13
8T8 Case ~ ! Delete record ~ & E\ﬁ. New annotation + + = Flag:
Save Archive Prepare Set record to New New Add Show all
an sending - Co chat - B New request - Ecord -+ approval fields - e
Navigation Edit Delivery Status New Show
Title: Mass invitation
Status: In progress Letter date: &2l
Deadline: ¥ Case 2019- 20w .
]
Responsible: | @ Klaus Salomon (Head of office, IT Office) ¥ == Registerad: Record No: 1

Figure 68: Add record to existing case

Adding a record to a new case

Creating a new case from the current record can be done in the following ways:

e Type “new” or “+” in the “"Case” metadata field and press Enter. This opens
the “New case” dialogue as shown below.

e Click the 22 icon in the “Case” field. This opens the “Choose cases” dialogue.
In this dialogue, click New case. For further information, see the section
The "Choose cases” dialogue.

Both ways lead the user to the following dialogue:
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11 x
2% New case
MNo template b

Title
Responsible

2
File plan
Action code

2
Disposal code

w
Case Guide:

b

OK Cancel

Figure 69: The “"New case” dialogue

In the “"New case” dialogue, the user enters the case title and other relevant
metadata such as file plan, action code, disposal code or case guide (add-on).
Depending on F2’s configuration it may also be possible to choose a case template
(add-on) that determines which metadata fields to fill in.

When the fields are filled in, click on OK to create the case. For further information
on the case window and working with cases, see the F2 Desktop — Cases manual.

Note: Depending on F2’s configuration and the organisation’s guide lines, some
fields may be obligatory. Certain fields may also be filled in automatically.

The “"Choose cases” dialogue

Click the &2 icon in the “Case” field on a record to open the “Choose cases”
dialogue. This dialogue contains the same search options as F2’s main window.
These are used for adding one or more cases.
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Choose Cases

Search window

€ Cancel Cheose one case O afs Orientation mesting N... 3¢ x G+
£ New case Choose multiple cases
oK Add Remove all  Advanced
sl . cases ear
oK Case choice Choosen cases Search fields
R % Show re Show documen its  Show requests. Case Participants

Search o OF Search criteria ~

Advanced search Strategy meetings

& Myinbox V¥ Favourite search fields
© My desktop v All search fields Responsible: Status: Case Nt
[ Archive 1| |Tie | Case No - In progress 2019-5
4[] Standard -+ Strategy meetings 2019-5
E Archive L] Preparation of Environmental Report 2018 - 3 Suppl. casemgr: Keyword: Previous case No:
& Myinbox o Orie eeting November 2019 - 20 Employee case’
1G5 My deskiop o= Orientation meeting August 2019-8 @
B My archive m IT purchases and upgrades in 2021 2021 -1 . -
5 My sent records 1] Initial spplication, McDonald 20197 imited access:  Case participents:  Bxternal ID:
© npprovals Fi F2 project 0191
* Outbox € F2 Manager archive for Klaus Salo.. 2019 - 12
B Latest documents g EZ’: zg:z i :; Deadline: SSN/CVR no: Progress code:
= Aoproved aolication 2021 -4 hd
File plan: Action code: Disposal cade:

4o Units Search for records here Y Filter v
4048 Current unit (IT Office) Title | Letter date
*, Inbox (IT Office) & Q3 strategy mesting
G Desktop (IT Office)
@ Archive (IT Office)
» oG Other units
» i Folders
hl »

Items: 11 - updated today 11:30 (a minute ago)

Figure 70: The “Choose cases” dialogue

The “Search window” tab in the dialogue ribbon offers the following options:

Function

Description

v

OK

Click on OK when one or more cases have been selected in the
result list or are displayed in the “Chosen cases” field. The
record is then added to the chosen case or copied to the
chosen cases.

€ Cancel

Close the dialogue without adding the record to a case.

it MNew case

Open the “"New case” dialogue from which a new case can be
created.

® Choose one case

Choose multiple cases

Click Choose multiple cases to display the "Chosen cases”
field. When this field is visible, the function is inactive
regardless of the number of cases shown in "Chosen cases”.

F2 automatically switches when the user selects one or more
cases and clicks Add case(s).

If all cases are removed from the “"Chosen cases” field, F2
automatically switches back to Choose one case. This makes
it easier to see if the record is being added to one or several
cases.

Add the case(s) selected in the result list. The selected case(s)
can be seen in the "Chosen cases” field in the dialogue ribbon
shown in the “Chosen cases” field in the dialogue ribbon.
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Function Description
45z Cuslty - New employe.. X The “Chosen cases” field shows cases the user has selected.
78 HR - Hiring processes.. 3¢

Note: If a record is already added to a case, that case is

shown in the when the dialogue is opened.

To remove a case from the field, click the ® next to its title.

) 4 Remove all cases from the “Chosen cases” field in the dialogue
Remove all ri bbon .
@ Perform an advanced search using metadata fields.
Adanced For further information, see the F2 Desktop - Searches
manual.

In the “Choose cases” dialogue the user can search for the cases to which the
record must be added.

If the record must be added to a single case, select the case and double-click to
transfer it to the record’s case field.

If the record must be copied to multiple cases, click Choose multiple cases in the
dialogue ribbon. Then search for the relevant cases and add them to the “Chosen
cases” field. Click on OK to add the cases to the record’s case field.

If several cases have been selected, a copy of the record is added to the second
case, the third case, etc. This is shown in the dialogue below which opens when the
record is saved via the record window ribbon.

(3) Copy record to several cases X

Copy the record to the following cases?

2015 - 8: Employe information

2018 - 12: HR - Hiring processes 2018
Do not ask before copying to cases

oK Cancel

Figure 71: “Copy record to several cases” dialogue
Click on OK in the dialogue to copy the record to the selected cases.

To skip this dialogue in the future, tick the box next to “"Do not ask before copying
to cases” before clicking on OK.

Note: A user may remove a record from a case and add it to another if they
have full write access. A user may also remove a record from a case without
adding it to a new case.
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Records with copies on multiple cases

When a record has been copied to multiple cases, the user may view its copies in

the record window. This is done by clicking on the * icon next to the “Case” field.

[ Mass invitatio

F2 Record Advanced Participants

& Main window "5 Cance V. Q + New note D @
g 2 . o+ - L+ &
28 Case - Delete record ) ~ & New annotation
- Edit Archive Prepare Set 0 Ne: New Add
LR and close sending plete chat» BB Newrequest™ oo approval
Navigation Edit Delivery Status New
Title: Mass invitation
Status: In progress Letter date:
Deadline: Case: ge= |2019-20~
el
Responsible: @ Klaus Salomon (Head of office, IT Office) v Registeref: Record No: 1

Click icon to see record copies on other cases

Figure 72: View record copies on other cases

The “Copy overview” dialogue will open, showing all cases to which the record has
been added. The overview shows the following information:

e Case number

o Case title

e Record ID

e Record title

e Created (date)

e Created by (user).

The blue highlight shows the record that is currently open.

E Copy overview - B x

Overview over which copies of this record exists on other cases

Case No | Case title | Record... | Record title | Created | Created by
2019 - 20 Ori i ing N b 650 Mass invitation 21-10-2019 15:30 Klaus Salomon
2021-6 IT - Administration and misc. 2021 685 Mass invitation 22-02-2021 11:48 Klaus Saloman

Close

Figure 73: “Copy overview” dialogue

It is possible to access the case or record copy by clicking on either case number or
record ID.
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Record metadata

The visible record metadata fields depend on the user’s personal settings. A record
can be displayed with:

e Email metadata fields (i.e. metadata fields used when sending an email),
see the Email delivery metadata fields section.

e Standard metadata fields, see the section Advanced metadata fields.

e Advanced metadata fields, see the Advanced metadata fields section.

Adjust which metadata fields that are displayed by clicking Show all fields in the
record window ribbon.

D Reschedule test of candidate C (Record 1D: 555) n %

= s o s ] & Priot +
=

Hag g v | Sserhg v
Show standard
approval AR  Dcodin

Amachmant
ste M4 Deadline Seiectdate [

Show standard fieids |

Delfvery felds
¢ Standard
v Extended

Figure 74: Show all record fields

Various metadata associated with a given record depend on its status and the
user’s rights.

The following sections describe the metadata fields and how certain record
metadata are managed.

Email delivery metadata fields

F2 Record Advanced Participants
# Main window I—I € Cancel AN Q + New note D M=
. O L\] o+ 5 = o 5
Case Delete record B & New annotation
- Save Archive Send  Setrecordto Nes New Add Show all
eco andclose | = Complete’  chat+ BB Newrequest™  racord+ approval fields =
Navigation Edit Delivery Status New Show
Title: | Evaluation request
From: @ Ireene Todd (Case manager, IT Office) v =
To: John Smith (johnsmith@mail.com) ¥ =
=
Ce Select recipients 2=
Xbc: Select recipients 2

Figure 75: Email delivery fields

The email delivery metadata fields are described below. For further information on
creating and sending email records, see the Email section.

Field Description

“Title” The “Title” field is always shown. It is a text field
describing the record. The user must enter a title when
creating the record. The title may be changed later.
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Field Description

On an email record the title is identical to an email’s
subject field.

“From” The sender of the email. This field is filled in automatically
when the user starts typing in the “To” or “"Cc” field.

“To” Enter any recipients of the email record here.
“Cc” Enter any Cc recipients of the email record here.
“Xbc” Enter any Xbc recipients of the email record here.

Adding an external participant here is similar to adding a
recipient in Bcc in traditional email systems.

Note: There is no difference between adding an
internal participant here and in Cc. Xbc is not hidden
for other F2 users and only affects outgoing external
emails.

Note: Suggestions in the “"To"”, “"Cc”, and “Xbc” fields can be configured so they
are more relevant to the individual user. The configuration is performed in
cooperation with cBrain.

Standard metadata fields

D Template - Upgrade manual (Record ID: 670)

Record Advanced Participants

@ Main window I—I € Cancel Lv\ Q + New note D @ = = G
82 Case - " % Delete record * 4 H Newannotation =" e ~= Flag:  Selectflag ¥
- Save Archive Prepare  Setrecordtc New New  Add Show all R
ecord Cose  sending+ ‘Complete’  chat- W Newrequest™ oo . approval fields-  Deadline: Selectdate {7}
Navigation Edit Delivery Status New Show Me IT Office
Title: Template - Upgrade manual
Status: In progress Letter date: | Access: IT Office -
Deadline: ] Case 2021-5+ g Keyword: Select keywords T
2] &l
Responsible: | @ Ireene Todd (Case manager, IT Office) ¥ 2| Registered: Record No: 1 Created date: 05-02-202112:28 by Ireene Todd
External access: | Open v

Figure 76: Standard metadata fields
The metadata fields shown on a record in non-expanded mode are reviewed below.

Field Description

“Title” “Title” is shown in every metadata field view. It is a free
text field describing the record. A title is entered when the
record is created. It may be changed later.

“Status” The status of a record indicates whether it is “In progress”
or “Completed”.

“Deadline” In this field a deadline is set on the record. This value is
used e.g. in searches and for sorting lists.
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Description

“Responsible”

The “Responsible” field specifies the user or unit formally
responsible for the record.

“Letter date”

If the record has been sent or received, it has a letter
date. This is the date on which the record was sent or
received in F2.

In case of a scanned physical letter, the user can add a
letter date in this field, which should correspond to the
date on the physical letter.

\\Case”

If there is a case number in this field, the record has been
added to a case. If the field is empty, it can be added to a
case from here.

If a record is already added to a case, it may be moved to
another by replacing the case humber.

The user may also remove the record from a case if the
they have the required rights.

In order to remove a record from a case, delete the case
number from the “Case” field. Adding the record to a new
case is not required.

If a record must be added to a known case, enter the case
number or case title in this field. Then select the case and
press Enter or double-click.

For further information, see the section Adding a record to
a case.

A case contains its own set of metadata. For further
information on cases, see the F2 Desktop —Cases manual.

Note: Suggestions in the “Case” field can be
configured so they are more relevant to the individual
user. The configuration is performed in cooperation
with cBrain.

“Registered”

In some public organisations, a tick in the “Registered”
field means that the record will be included in deliveries to
the National Archives or similar institutions.

Private organisations may use this field to indicate
particularly important records that may not be deleted.

In addition this field, like any other record metadata, is
used for miscellaneous searches, groupings, etc.

“Record no.”

When a record is registered, a record number is allocated
consecutively within a case. This means that only
registered records added to a case have a record number.
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Description

“Access”

Here the user selects the access level for the record:
e Involved
e Unit
e Al

If a record is subject to an access restriction in the “Access
restricted to” or “Case access restriction to” fields, an
asterisk "*” is shown in the “Access” field.

Hover the mouse over the @ icon for further information
about access to the record. The example below shows the
information displayed on a record with the access level
“Unit” and an access restriction added.

All* v|@

This record is access restricted. This means only those who are part of the access restriction
has access to the record.

Figure 77: Access restriction information

For further information on access levels for records, see
the Record access section.

Note: Records can be edited by users from the
responsible unit or by users involved in the record
such as supplementary case managers.

“Keyword”

Here the user can add predefined keywords to the record.
Keywords can be added in three different ways:

e Start typing in the field, and F2 will search for
matching keywords. If there are any keywords
specific to the unit, only these will be shown.

e Press the down arrow key to display a list of
available keywords. If there are any keywords
specific to the unit, only these will be shown. Press
Enter or double-click to select a keyword.

e Search all keywords. Click the @ icon in the
“Keyword” field to open a dialogue showing all
keywords available to the authority. From here,
select a keyword and add it to the right panel with
the right arrow button. Click OK to close the
dialogue and add the selected keywords.
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Field Description
“Created date” This field shows the date when the record was created and
by whom.

Note: For incoming emails, the “"Created date”
denotes when the record was imported into F2.

“External access” This field is only used for marking the record in connection

(add-on) with customer-specific integrations. The values are taken
from a value list and must be configured in cooperation
with cBrain.

Advanced metadata fields

D Orientation with regard to ordering of new computer (Record ID: 51)

& Main window |—I © Cancel F Q New note D @
! < g ion
Save New

& New annotati
Prepare New Add
sending + chat+ B Newrequest™  rocord~ approval
Navigation Edit Delivery Status New

Tite: Qrientation with regard to ardering of new computer

Access Select security groups, units, teams orusers 88| Suppl. Select persons, units, teams or distribution... 88|  Record type: Internal v
restricte to: case mgr:
< Previous case No:

Record participants: | Select participants 22| Remind date:

EE| |EE

Received date:

Figure 78: Advanced metadata fields on a record
The advanced record metadata fields are described below.

Field Description

“Title” “Title” is shown in every metadata field view. It is a free
text field describing the record. A title is entered when
the record is created. It may be changed later.

“Access restricted to” Any access groups (users/teams/security groups, etc.)
for the record are specified here.

This field limits the access to the listed users and
groups. Regardless of the record’s general access level,
only users/groups that have been added to this field can
access the record.

However, the access level is still in effect, which means
that the user added to this field must also be included
in the record’s access level (e.g. as part of the
“Involved” or by the record’s access level being “All").

When the user adds an access restriction, the dialogue
“Participants do not have access to the record” appears,
notifying the user if other users or units will lose their
access because of the restriction. This dialogue is also
called the access assistant.
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Field Description

A\ H n
Access restricted to /A Participants does not have access to therecord = 8 X

The participants listed below are not included in the record's access restriction and
therefore cannot get access to ‘Reschedule test of candidate C' (record 1D: 555).

Do you want to add them to the record's access restriction?

Role MName

Additional case manager Kasper Klausen (Head of office, Quality Control)

Executor Quality Control
Executor Kasper Klausen (Head of office, Quality Control)
Add to access restriction Mo Cancel

Figure 79: “Participants do not have access to the record”

It is possible to activate the access assistant for units.
This configuration is made in cooperation with cBrain.

Note: When an access group is added or removed,
the log will show which user made the change and
when.

Note: If a user adds a security group to a record
which already has one or more security groups,
the number of users who can access the record
will increase.

Note: If a user with restricted access (in the user
properties) is added to the “Access restricted to”
field, either the authority or a unit must also be
added to this field, and the “Access level” must be
“All”. Otherwise, access to the record is reduced to
a single user.

“Case access Here any access groups for the record’s case is added.

restricted to This field is empty unless three conditions are met: the

record is added to a case, “Case access” is ticked, and
the case has an access restriction.

If the above criteria are met, F2 automatically transfers
the users, units, teams and/or security groups from the
case access restriction to this field.

Note: If a user with restricted access (in the user
properties) is added to the “Access restricted to”
field, either the authority or a unit must also be
added to this field, and the “Access level” must be
“All”. Otherwise, access to the record is reduced to
a single user.
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Description

“Case access”

If this box is ticked, the access restriction on the
record's case is automatically transferred to the record.
This means that an access restriction added to the case
is applied to all its records.

Next to the “Case access” field is the @ icon. Hovering
the mouse over this icon will display the following text:
“A checkmark in the ‘Case access’ box on the record
indicates that the ‘Case access restriction’ on the record
will be a combination of the access restriction between
the record and the case.”

F2 can be configured to tick this box automatically.

“Suppl. case mgr.”

Add any supplementary case managers on the record
here. These are users, teams and/or units that help
with the case proceeding without being responsible for
the record.

For further information on adding supplementary case
managers, see the section Adding a supplementary case
manager.

“Record participants”

Add participants other than the sender, recipient, case
manager, supplementary case manager, and the
responsible participant to the record.

Note: Suggestions in the “Record participants” field
can be configured so they are more relevant to the
individual user. The configuration is performed in
cooperation with cBrain.

“SSN/CVR no.”

Add an SSN or CVR number to the case.

“Record type”

Used to distinguish between records sent to external
participants, received from external participants or for
internal work. The following record types are available:

e “Outbound”
If an email record is sent to an external
participant, the record type is automatically set
to “"Outbound”.

e “Inbound”
If an email record is sent from an external
participant, the record type is automatically set
to “Inbound”.

e “Internal”
All records for internal work and communication
are automatically assigned the record type
“Internal”.
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Description

“Previous case no.”

7

If the record was added to another case or exists in
another system, the original case number is shown
here.

This field can also be filled in by the user.

“Remind date”

A remind date is a date used in connection with
reminders that may be added to the record. This is to
remind the user of taking action, e.g. following up on a
record, in due time before its deadline expires.

Note: The reminder date is not the same as a
pop-up reminder, but is used as a basis for
searches and for sorting lists.

“Received date”

This is the date when the record was received. This is
set automatically if the record is sent electronically.

If the record originated as a physical letter, it is possible
to enter the received date manually. This is useful for
distinguishing the date printed on the letter from the
date it was received.

If the record is sent electronically, a value identical to
the letter date will be entered automatically in this field.

“Created date”

This field shows the date when the record was created
followed by the name of the user who has created it.

Note: For incoming emails, “Created date” is when
the record was created in F2.

Metadata fields on a record with the unit casework line

A user is able to monitor the recipient’s processing of a record sent to users or units
with the “"Send” function. This is done from the record window’s “Advanced” tab by
ticking the “Unit line related to case processing” box before sending the record.

When a record is sent to an internal user or unit, the “Unit casework” is created for
each recipient, both users and units.

The “Unit casework” line appears when the record is sent. It is visible when the
advanced metadata fields are shown.
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Show extended metadata fields

[ Team meeting agenda TEMPLATE (Record ID: 671)

Cance V.

Delete record té
Archive
and close

: e
% Main window p

Edit

o8 Case~

Edit

sent internally 3:19 (18 seconds ago)

Title: Team meeting agenda TEMPLATE
Access
restricted to:

Case access:
restricted to:

Case access

Unit casework:

&

Reply

=

2 Reply all = D Q 4 New note D @ = 2 * G of * g
3 Forward A = + o = Flag:  Selectfag ¥  Flag:  Select
Reopen  New New  Add  [SHowstanda

e || e record - approval e Deadline: Select date Deadline: Select

Delivery Status New Show standard fields Me IT Office

Delivery fields
Standard

@ Ireene Todd (Case manager, IT Office) ¥ Rec| v Extended

Suppl.
case mgr:

&

Previous case No:
Record participants: Remind date:
Received date: 22/02/2021

SSN/CVR na:

Seen | IT Office Seen Responsible:

Status: In progress Deadline:

Figure 80: Record metadata fields including the unit casework line

For further information on using the unit casework line, see the section The unit line
related to case processing.

The metadata fields of the unit casework line are described in the table below.

Field

Description

“Seen” (by unit)

Indicates whether a user in the unit has seen the
record.

“Seen” (by responsible
user)

Indicates whether the responsible user has seen the
record.

“Responsible”

The “Responsible” field specifies the user who is
responsible for the record in the recipient unit. If a
record is sent to a specific user, their unit is displayed
here until they have seen the record.

“Status”

“Deadline”

The recipient specifies the record status in the receipt
registration. This informs the sender whether the
record has been completed or is still in progress.

Here, the record recipient adds a deadline.

Update the “Deadline” field by clicking on the 2! icon
to the right of the field or by entering the date in dd-
mm-yyyy or a corresponding format.

A user can also enter a date by typing e.g. "+10" to
set a deadline 10 days from the current date. When
the user leaves the field, F2 automatically changes
the format to dd-mm-yyyy.

Consequences of editing a deadline: The record will
be included in the standard searches “Deadline
tomorrow: Me” and “Deadline tomorrow: Unit” when
appropriate.
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The record’s documents

The following sections describe the elements of the record window in which
documents are displayed and edited. This includes the record document, which is
the default document shown in the record editor pane.

The record’s document area
To the right of the record metadata fields is the document area which shows any

documents attached to the record. This element is described in the Attaching
documents section.

The “Documents” menu group

[} template - Upgrade manual (Record ID: 670)

The record window’s document area

Figure 81: Document area

When a document is selected from the document area, it is shown in the record
editor pane. A document is edited by double-clicking on it, which opens its
associated programme.

The “"Documents” menu group offer menu items pertaining to the record’s
documents. It is described in detail in the section Menu items on the record ribbon.

The order of the documents listed in the document area can be changed by
dragging one document to a location above or below another. This is useful to
ensure the correct order of the attachments when printing the entire record as a
PDF file.

If a record has many documents, the document pane may be expanded by clicking
(@ Expand documents 1 minimise the pane, click ®

Collapse documents

The width of the document area can be adjusted by clicking and dragging the grey
edge left or right. By default, a given record window’s document area retains the
width chosen by the user the last time a record of the same type was adjusted. This
can be deactivated for each record view type in the “Setup” dialogue. For further
information, see the F2 Desktop — Settings and Setup manual.

The record editor pane

The record editor pane is shown below the record metadata fields.
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[) Template - Upgrade manual (Record ID: 670)

This record will contain  ready to use template for an upgrade manusl when it has been finalised.
Please see the attached schedule for further information.

jical information d in the How to d . Older versions are found on the case: [T - Templstes - Technical Documentation (f2p://case/45152)

Case: 2021 -5 () © 1] Connection tn the F2 server 0%

Figure 82: The record editor pane

This is a standard text editor with common functions such as font types, sizes,
colours, etc. Here the user enters the text of the record document.

Note the following functions:

Icon Function Description
€ ¢ | Undo/Cancel Clicking on the left arrow cancels the last action in the
undo editor.

Clicking on the right arrow cancels the last undo
action.
These functions work as long as the changes have not
been saved.

@ Add/Edit Add or edit a hyperlink in the editor.

hyperlink ﬁ
Clicking on "= opens the “Add/edit hyperlink”
dialogue. Here the user enters the text/title in the
“Text display” field and the URL itself in the "URL"
field. Clicking OK creates the text as a hyperlink in the
record document.

The record must be saved in order for the hyperlink to
work.

Note: F2’'s default configuration is the Calibri font with single line spacing.

Previewing attached documents

F2 generates a preview of all documents attached to a record. Select an attached
document to display a preview in the record window’s editor pane.
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Attached document preview Attached document

Figure 83: Preview of attached document

Note: When previewing Word documents, comments and changes in the file are
also shown. These are also included when printing via PDF unless they are
removed from the document.

Larger attached images are scaled down so the preview always shows them in full.
See the example below.

Figure 84: Image previews are scaled down to show entire image

Attachment icons
The icons representing attached documents depend on the programmes installed on

the user’s PC. F2 displays the icon of the default programme with which the file
type is associated. This is the programme in which an attached document opens.
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2 Hanne Winter (HR)}

znts Copy link to this record =
Create record By cSearch

as PDF -
Other cSearch

D Record document
0= Standard hiring process.dacx
g Appendix 1.1.xlsx
[y Appendix 1.2.ppix

Figure 85: Attachment icons
Context menu for attachments

The user can right-click on an attached document to display its context menu,
which is shown below:

- (m] x

2 Hanne Winter (HR) ~

Copy link to this record ~ @
Create record & Copy cSearch

as PDF -
Other cSearch

[71 Record document

o] hiring -
= pr
E% Edit document

[ Show PDF

02 Show document
B Export file..

& Replace content...
 Check out

* Delete

B Upload new PDF..
B3 Regenerate PDF

() Properties

:<E Appendix 1. Txlsx
- [3 Appendix 1.2.pptx

& Copy link to document
Figure 86: Context menu for an attachment

The following table describes the functions of the context menu.

Function Description

“Edit document” | Available when the record is in edit mode and the user has
write access to the record. This function opens the attached
document in its associated programme, e.g. Word, Excel or
PowerPoint.

The user can edit and save the document in the opened
programme. When the document is closed, the record is
automatically updated.

“Show PDF” Opens the document in PDF format.
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Function Description
“Show Opens the attachment in its associated programme. The icon
document” for this function shows in which programme the attachment
will open. For example, a Microsoft Word icon will be shown for
.docx files.
The document will open in read-only mode. This function
cannot be used to update the document in F2.
“Export file...” Opens a File Explorer window which lets the user save the
document locally.
“Replace Opens a File Explorer window which lets the user replace the
content” attached document with another document. This function is
available when the record is in edit mode.
“Check Enables the user to check out a document from F2 to a local
out”/"Check folder and work on it offline. The document can be checked
in”/“Cancel back into F2 when the work is done. For further information,
check out” see the section Checking out and checking in documents.
“Delete” Deletes the attachment from the record.
Only users with sufficient rights can delete an attachment, and
the record must be in edit mode.
“Upload new Upload a PDF version of the attachment. This is used when an
PDF...” original document has restricted access, but it is necessary to
have e.g. a summary that is accessible to all users.
“Regenerate Forces the system to recreate the PDF version of the
PDF” document. This may be useful if the PDF version looks different

than expected.

“Properties”

Opens the dialogue below to show the document’s properties.
If the record is in edit mode, it is possible to edit e.g. the
document’s title and add information on its archiving type and
archival location.
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Function Description

i) Document properties hd

Document | PDF version

Document properties

Title Standard hifing process

Description

Authar [Hanne wirter

Writen date 04-12-2018

Archiving type Fully or partly digital ~

Archive location

Version properties

Saved by [Hanne Winter

Saved date |D4/12/2D1S 11:36

File type [ docx

Intemal version [

D [34319

Extemal ID [

Size(KB) [13:22k8

Cancel

Figure 87: “"Document properties” dialogue

In the “Archiving type” field, the user can indicate whether the
document is fully digital (and 100% archived in F2) or whether
parts thereof (or possibly its full content) exists in a physical
version. This may be the case with large books unsuitable for
scanning.

The options are “Fully or partly digital”, “Paper” and “Not
relevant”.

For documents of the “Fully or partly digital” and “Paper”
archiving types, the user can add further information about the
physical location of the document in the “Archive location”
field, e.g. “Archive, shelf 4, row 5.”

The “Size (KB)"” field denotes the file size.

The “PDF version” tab shows the details of the PDF version of
the attachment.

i) Document properties x

Document  PDF version

PDF properties

Created by [Microsaft Word 2007 |
Creation date: [04-12:2018 |
Creation time: [11:38 |
PDF status: |Emsls |

Cancel

Figure 88: Document properties for PDF version

This tab shows whether the PDF version was created by F2 or
if a version was uploaded by a user, its creation date and time,
and a status for the PDF generation of the attachment.

“Copy link to Copies a link to the document to the clipboard.
document”
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Checking out and checking in documents

A document can be checked out of F2 and saved locally. This makes it possible to
work on a checked-out document while F2 is offline, but it also enables several
users to work on the same document simultaneously.

With the record in edit mode, right-click the document and select Check out. The
document is saved to a folder with the following path: %appdata%\cBrain F2\Check
Out\{unique ID}\. A padlock appears on the document icon in the document area
to show that is has been temporarily locked in F2. If another user attempts to edit

a checked out document, F2 blocks the editing and displays an error message.

To return the edited document to F2, enter the record into edit mode again. Right-
click the checked-out document in F2, and select Check in. F2 automatically
identifies the local copy of the document and adds it to the record, replacing the
older version of the document.

It is possible to cancel a user’s check-out. With the record in edit mode, right-click
on a document that has been checked out, and select Cancel check out. The
document may then be checked out again.

The difference between Export file and Check out is as follows:

e When using Export file, it is up to the user to choose a location in which to
save the file. Effectively, a copy is being made which F2 does not track.

e When using Check out, the document is copied to a specific F2 Windows
folder with a unique ID within the “cBrain F2-Check out” folder, and F2
tracks this copy. This makes check-in process of the updated document both
faster and easier.
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Menu items on the record ribbon

Menu items for working on the record are found on the record ribbon.

Many functions pertaining to a record depend on its status and the user’s access
level.

[ Re: Request for information from the council (Record ID: 76)

Figure 89: Menu items of the record ribbon

The table below describes the menu items on the record ribbon.

Menu item Description
# Main window Navigate between the main, case and record windows by
&8 Case - clicking one of them.

By clicking the drop-down arrow next to “Case”, it is possible
to navigate to the case participants. If the case has been
added to F2 Manager (add-on module), the “F2 Manager” tab
is also shown.

518 Case~
2% Case

s
#% Participants
@ F2 Manager

Figure 90: Drop-down menu for “Case”

It is possible to navigate to the case and participant windows
from the record window even when the record is in read-only

mode.

The “"Record” menu item is only active in the main or case

window.
"9 When a record is in read-only mode, the user may click the
LI Edit button to make changes to the record document, its
Edit attachments, and its metadata fields.

When a record is in edit mode, the “Edit” icon is replaced with
the “Save” icon below.

l_l The user may save changes to the record document, its
] attachments or its metadata fields by clicking Save.

Save The record cannot be saved if a validation error is found. This
error occurs e.g. when an invalid value has been entered into
a metadata field. The field will turn red and the “Save” button
becomes inactive.
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Description

€ Cancel

Cancel any changes made to the record document, its
attachments or its metadata fields.

Delete record

Depending on whether the record has been shared, “"Delete
record” works in two different ways.

When the user deletes a record, F2 asks the user to confirm
this action.

Users with the privilege “Can delete shared records for
everyone” have the option to “Delete for everyone” via a
drop-down menu.

Delete record =

Delete record

Delete for everyone

Figure 91: Drop-down menu for “Delete record”

For further information on deleting records, see the Delete
record section.

| # Restore record

This menu item is visible when a record has been deleted and
then opened from the "My deleted records” list.

Before a record is restored, F2 asks the user to confirm this
action.

.,
NG}
Archive
and close

This button helps the user “tidy up” the record by removing it
from the user’s inbox and desktop.

If the user has the responsibility for the record, the record’s
status can be changed from “In progress” to "Completed”.

When the user archives a record, the following dialogue
appears.

Q*g Move record to a folder X

Move record to archive?

The record will be removed from My inbox and My desktop
Set record to 'Complete’, if | am responsible

Do not show again. Archive from now on as | have selected
above.

Cancel

Figure 92: “"Move record to a folder” dialogue
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Menu item Description
T\“" Click “Prepare sending” to display the delivery metadata
- fields used for sending the record as an email.
Precf;_are When adding a recipient, this menu item changes to either
sending -

“Send” or “Send secure”, depending on the configuration.

For further information, see below.

N
(2
Send

-

™) Send

+
(s Send secure

The “Send” menu item is used to send an email record
(internally or externally).

“Send secure” is an add-on module with which an encrypted
email record can be sent from F2 to external recipients. The
security level of email records sent internally in F2 is already
correspondingly high, so internal email records need not be

sent using this function.

Use of this function presupposes that the organisation has a
third party provider to sign and encrypt the email records F2
marks as “Send secure”.

Email records sent securely are marked with the 4 icon.

P

Set record to
‘Complete’

Changes the record’s status from “In progress” to
“Complete”.

When the record is completed, this menu item changes to
“Reopen record”, which is described below.

(3

Reopen
record

Reopen a record. Changes the record status from “"Complete”
to “In progress”.

Q@

New
chat -

New chat

New chat to all

Open the chat window from which a new chat can be added
to the record.

By clicking the drop-down arrow, the user can select “"New
chat to all” which automatically adds all the record’s internal
participants to a new conversation.

For further information on chats, see the Chat section.

New note

Open the note window from which a new note can be added
to the record.

For further information on notes, see the Notes section.

New annotation

Open the “"New annotation” dialogue.

For further information on notes, see the Annotations section.

F New request

B New request
. New group request

Open the “"New request” dialogue from which a new request
can be created.

Select either a regular request or a group request via the
drop-down menu. Both types are add-on modules and
respectively enable:
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Description

e Internal requests: Internally in one F2 authority.

e Group requests: Between two F2 authorities on the
same installation.

For further information, see F2 Request - User manual and
F2 Group Request — User manual.

3

record ~

Mew record
Mew email

MNew document
Mew approva
Mew Digital Post
MNew M4 mail

JfoF RNl

Click on New record to open the "New record” dialogue. For
further information on this dialogue, see the Creating a new
record section.

Click the drop-down arrow to open a menu with the following
items:

e New record

e New email

¢ New document

e New approval (add-on module)

e New Digital Post (add-on module)
¢ New M4 mail (add-on module).

Each menu item creates a new record whose metadata are
adjusted according to the selected type.

The menu items are described below.

New email

Create and open a new email record with the user as sender.
For further information on creating and sending emails, see
the Email section.

New document

Open the "New document” dialogue from which a document
template can be selected. This creates a new record with an
attached document based on the selected template.

This document will open so the user can work on it, while its
record opens in the background.

For further information on the "New document” dialogue, see
the Attach from template section.

Note: The newly created record inherits the title from the
attached document.

@ New approval

Open the “New approval” dialogue from which a new record
with an approval can be created.

F2 Approvals is an add-on module. For further information,
see F2 Approvals — User manual.

The “New approval” dialogue offers the same options as when
creating a new record. These are described in Creating a new
record.
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Description

=

{=f Mew Digital Post

Open the “New Digital Post” dialogue from which a new
digital mail can be created.

Requires the add-on module F2 Digital Post (e-Boks).

The “New Digital Post” dialogue has the same options as the
“New record” dialogue. These are described in Creating a new
record.

53 Mew b4 mail

Open the “New M4 mail” dialogue from which an M4 mail can
be created.

Requires the add-on module F2 Digital Mail (M4).

The “"New M4 mail” dialogue has the same options as the
“New record” dialogue. These are described in Creating a new
record.

O

Add an approval to an existing record.
F2 Approvals is an add-on module that aims to facilitate the

Add process of approving work material. For further information,
approval see F2 Approvals - User manual.
e Select which metadata fields to display in the record window.
]

Show all When opened, a record is shown with the metadata fields
fields ~ specified on “Record view” via the “Setup” menu item on the
Show all fields “Settings” tab in the main window. For further information,

Delivery fields see the F2 Desktop - Settings and Setup manual.
Standard The “Show all fields” drop-down menu lets the user choose
Fxtended between the following groups of metadata files:

e Delivery

e Standard

e Extended.

These fields are described in Record metadata.
s v G A user has several managing options for records in F2:

Flag: Select flag v

Deadline: Select date
Me

e Placing record
e Flagging a record
e Deadline for a record.

These options are described in further detail in the F2
Desktop — Management and Organisation manual.
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Description

oG ¥ G
Flag: Select flag
Deadline: Select date

Administration

A user has several managing options for records on behalf of
his/her unit in F2:

e Unit's placement of a record
e Unit’s flagging of a record
e Unit’s deadline for a record.

These options are described in further detail in the F2
Desktop - Management and Organisation manual.

0

Attachment

Cl_j Attach from template

Open the "New document” dialogue from which the user can
add a document template to the record.

Clicking the drop-down arrow opens a menu with the

[ Attach document ) i
B Atach record following menu items:
§ S e Attach from template
e Attach document
e Attach record
e Import file
e Attach document from same case
e Include original documents.
The menu items are described in the section Attaching
documents.
4 Print = Two print options are available for a record:
& Print

#= Print attachment

e “Print”:
Use this option to print only the record document and
its metadata.

e "Print attachment”:
Use this option to print one of the record’s attached
documents. This menu item is only active if the user
has selected an attachment.

& Lock documents

Click to lock the record’s documents temporarily to prevent
them from being edited.

The menu item is only active when the record is in edit mode.
When a record’s documents are locked, the menu item
changes to a darker colour:

&% Lock documents

Figure 93: Documents are locked

Locked documents cannot be edited until they are unlocked
by the same user or another user with full write access to the

record.
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Description

The locked state cannot be changed if the record has been
sent or received as an email. In this case, the menu item is
deactivated:

Lock documents
Figure 94: Documents cannot be unlocked

Note: Locking a record’s documents includes the record
document itself.

By
A
o

Create record
as PDF ~

Y| Create record as PDF
P Adjust combined record

M| Create F2 Manager PDF

Create a PDF version of the record and its attachments.

Click the drop-down arrow to display a menu with the
following items:

e Create record as PDF
e Adjust combined record
e Create F2 Manager PDF.

The created PDF will open automatically in the programme
associated with PDF files.

Each menu item is described below.

(%] Create record as PDF

F2 creates a joint PDF file containing a standard front page,
the record document and any attachments.

Each page of the PDF contains a header displaying the title
and number of the record and the attachment.

The first page of the PDF contains certain record metadata:

nmental Report.pel - Adobe Acrobat Reader DC - o x
@ Sign In
kMO ® m M1 Share
(]
B
Sender Hilda Hildasen (Case manager, HR) B
Recipients Hanne Winter (Office secretary, HR); Vibeke Vilasen (Case —
manager, HR) o
Record title Preparation of Environmental Report
ID no 581
o
Version no. 1
Responsible Hilda Hildasen
4
Attached documents  Record document
Record attachment, 1D No 549: Renewal of Harbour ~
Preparation of Enwironmental Report ~
N Documents with no POF . B
Version (not attached)

Generated 20/05/2019

Figure 95: PDF file created from record
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Description

2 Adjust combined record

Opens the “Settings for the combined record PDF” dialogue.
Here the user selects which documents to include and
whether a header for each should be included.

@ Settings for the combined record PDF — | X

Choose which documents you want to include and whether or not to add
header information to the documents

Name Include Add header

Metadata front-page L
Record document
Verification of information regarding e.

Figure 96: “Settings for the combined record PDF” dialogue

M| Create F2 Manager PDF

Displays the record as it will appear on F2 Manager on iPad.

This function is only available as a part of the F2 Manager
add-on module. For further information on this, see F2
Manager — User manual.

[ Copy record ~
%1 Copy record
2’5 Copy to ancther case

# Merge to case parties

“Copy record” contains three menu items:
e Copy record
e Copy to another case
e Merge to case parties.

For further information on copying records and merging to
case parties, see the Copy record section.

" Copy link to this record ~

Copy link to this record
# Copyrecord ID

Link one record to another via either title or ID.

“Copy link to this record” copies a link to the clipboard and
can be pasted into another record document. The link will be
displayed as the record’s title.

Note: When clicking a copied link, make sure that only
one instance of F2 is running. Otherwise F2 may attempt
to open it in the wrong instance. Additionally, the record
to which the link refers cannot be in edit mode when the
link is used.

“Copy record ID"” copies the record ID to the clipboard which
can then be pasted into e.g. a record document, a chat or a
search field.

Q

cSearch

Opens cSearch, an advanced, intelligent search engine for F2.
cSearch is an add-on module. For further information, see F2
cSearch - User manual.
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The record ribbon functions

This section describes selected functions of the menu items in the record ribbon.

Delete record

The function of the “Delete record” menu item depends on whether the record has
been shared.

A record is defined as shared if the creator has involved another user on it, or if
another user has searched for and opened the record.

Involving another user may happen through e.g. a chat, emailing the record,
reallocating responsibility or adding a supplementary case manager.

A record with the access level “All” or “Unit” is only counted as shared if it has been
opened by a user other than its creator. Once a record has been shared, it cannot
be deleted even if the means by which it was shared, e.g. a chat, is deleted.

F2 asks for confirmation before the user deletes a record.
The record cannot be deleted if:

e The user does not have full write access for the record.
e The record is in edit mode.
e There is an unread annotation on the record.
e The record has a record number on a case, i.e.:
o The record is attached to a case.
o The record has been registered.

The tooltip for the "Delete record” button will explain why deleting the record is not
possible.

Hover the cursor over the “Delete record” button to view the tooltip.

Delete record (Delete)

Delete record

! This command is currently
disabled.
The record 'Re: Verification
of information regarding
employment rates’ cannot

be deleted, because you are
currently editing it

Figure 97: Example of “"Delete record” tooltip

Deleting unshared records
Unshared records can be deleted from F2.

If the record has not been shared, clicking Delete record has the following
consequences:

e The record is removed from all lists and personal folders.

e The record is transferred to "My deleted records” from which the user is able
to restore it or delete it permanently.
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Note: When deleting a record, it is removed from all lists, including the
“Archive”, and can only be found in "My deleted records”. The record is kept
there for 30 days after which the deletion is permanent. The 30-day period can
be adjusted to accommodate the needs of the organisation.

Deleting shared records

Only users with the privilege “"Can delete shared records for everyone” are able to
delete shared records.

If the record has been shared, clicking Delete record has the following
consequences if the user does not have the aforementioned privilege:

e The record is removed from “My inbox”, "My desktop” and any lists created
therefrom.

e The record is transferred to "My deleted records” from which the user is able
to find any records that they have deleted.

e The record stays in the “Archive” and may still be found via searches.
e Any other users with whom the record has been shared are still able to see it
on their lists.

Delete for everyone

The “Delete for everyone” menu item is used to delete a record even if it has been
shared. Only users with the “Can delete records for everyone” privilege have access
to “"Delete for everyone”. For other users the menu item is invisible.

Delete record = “Delete for everyone” is found in the drop-
down menu for “"Delete record”. Using this, a
Delete record shared record can be deleted.

Delete for everyone

Figure 98: "Delete for everyone”
menu item

The following conditions will block deletion of a record for everyone:
e The user does not have full write access for the record.
e The record is in edit mode.
e There is an unread annotation on the record.
e The record has a record number on a case, i.e.:
o The record is attached to a case.
o The record has been registered.
Clicking Delete for everyone has the following consequences:

e The record is transferred to "My deleted records” from which the user is able
to find any records they have deleted.

e The record is removed from all other lists, including the “Archive”.
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e The record may still be found through “Search all over” by users with access
to the record before it was deleted.

Deleting a record permanently
A user with the “Can delete records for everyone” privilege can delete shared
records permanently. Other users may only permanently delete unshared records.

To permanently delete a record, go to the main window. From here, select the "My
deleted records” list.

Navigation New Reply

[ My deleted recor.

& E &2 Show records  Show cases  Show documents  Show requests
Search in lists Search for records here
Favourites Title | Letter date
¥ Sorting date: Today: 1 itemis)
» [ Standard s L
(] Test o
Open record
»0(® Units searches pen reces
HNew
2 Personal searches R
» o8 Current unit (Digital Administrati. renwar
(=) Mark as unread
¥ (&8 Folders @ Personal control: Amin Salima
4 B Misc. | Flag (Me)

| Flag (Digital Administration)
Delete recard Delete record
[ Restore record in context menu

2 Access control

4 My private records

Library

My deleted records {" My deleted records

2 Search all over

£ Show access infarmation
Add record to case
Select as answer record to a request

£9 External acces:

Reports

& Copy link to this record
[ Export search result to Excel

2% Related

Figure 99: Delete record from "My deleted records”

Select the record and click the Delete record menu item in the ribbon, or either
right-click to open the context menu and delete the record from there.

F2 asks for confirmation before the user deletes a record.

Attaching documents

This section describes the options for attaching documents to a record. Managing
and working with documents are described in the section The record’s documents.

The user may add one or more attachments to a record, e.g. Word, Excel or
PowerPoint files. Besides these, other records can also be added to a record.

The figure below depicts a record with four attached Office documents and a PDF
record attachment.
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Attach Attached documents and records

[ Keyword management (Record ID: 393)

G L Meowrene & print -
(% New annotation
Sme r Prepare et New
. = sending s o chate B Newreauest® . sporovel feldse

o

- Attschment Creste record

Mavgation et Deinery status Hew Sham
Title: Keyword management | Record documer
Status In progress T Leterdae
Deadlne m| cose Choose case oetypa s’ to crente 3 new case 0 Kepword Select keywords || |81 Appendin 1 dock

3| | 8% Appende 2

Responsitie: [ Docadmn (Case manager, Doc Authoryl = 2| agend [ Racord e Crawddie 030420171007 by IeeneTodd @ Presemtatonppix

St s [Opem 5 Recond stachment, 0 o 670 Tempise - Upgrae

Appendix 1.docx

Date: August 17, 2016

Cae number:

Desr

the 67 of October 20163t & 308m

Figure 100: Documents and a record attached

Attachments are added via the “Attachment” menu item in the record ribbon.

The “Attachment” drop-down menu contains the
following options:

5 Attach from template e Attach from template
i Attach document e Attach document
([ Attach record
B Import file e Attach record
Attach document from same case ° Import file
Include original documents
e Attach document from same case
Figure 101: “Attachment” e Include original documents.
menu item

These options are described below.
Attach from template

All users may create document templates. Shared templates and unit templates are
created by users with the “Template administrator” privilege.

7 Attach from template  Use “Attach from template” to create new Office
documents directly from the record. Creating documents
Figure 102: “Attach this way will help F2 track them, since they will already be
from template” attached to a record.

Click to open the “*New document” dialogue which shows all available document
templates.

In this dialogue, the user can choose between personal and shared document
templates as well as sort them by type, e.g. text or spreadsheet templates.
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Sort by type
[2) New document - 0O x
Create a new document from a template.
Click on the folder you want to chose the template from and then select the templatq
[ All Text Spreadsheet Presentation J
—» Personal Title File type Created Description
o Authority: Doc Organistaion : All keys dotx 17/08/201...
= Department; Administration 4= Copy of simple xlsx 13/12/201...
@=| October orientation meeting dotx 17/08/201...
. ;
ﬂ Evaluation of October meeting dotx 17/08/201...
! Standard letter odt 18/11/201... _
4 »
Enter title — Document Title: | Meeting invitation
OK Cancel

Figure 103: Select document template

Choose a document template in the dialogue. Enter a title and click OK.

F2 opens the document in an associated programme. If the user has selected a text
document, Word or another text editor will open. The user can then work on the
document as if they had opened the programme directly from Windows.

computer.

Note: The programme that opens depends on the file associations on the user’s

Note: Since the document is attached to the record, the user only needs to

work in the programme and save the work there. F2 will automatically update
the record with the document’s changes.

Note: Even if the associated programme crashes, the user will not lose their
work since F2 regularly saves a version of the document.

Attaching a document from F2

The “Attach document” menu item lets the user search and copy attachments from
other records to the open record.

:] Attach document

Figure 104: “Attach

document”

Clicking “Attach document” opens the “"Choose
documents” window which has the same search
options as the main window. Use these to attach one
or more documents.

Select Show documents above the result list. When a document is selected, a
preview appears in the right side of the window.
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Show documents Document preview

Choose Documents

Search window Settings
v © Cancel 0 [ How to.dofx ® Preparation of Environ... 3¢ x cr
ok Add Removeall  Advanced
document(s) documents | search
ok Document choice Selected documents Search fielas
B % Show records  Show cases  Show documents  Show requests
Search in lists Search for documents here Qq, OF Search criteria ~
4 Favaurites Advanced search
£ Myinbox W Favourite search fields
@ My desktop W Al search fields
@ Approvals Title | Modified v | Modified by | Versic |4
4 [ Standard @ Presentation 22022021 1541 Ireene Todd 1
O Archive @t Appendix2 22-02-2021 1541 Ireene Todd 1
2, My inboox @ Appendic 1 22.02-2021 1540 Ireene Todd 2
G Wy deskiop B Kepword management 22.02-2021 1540 Ireene Todd 2
03 yarchive (8 users relation 22022021 1458 Ishwar Tagore 1
7 My sent records. @t Howto 22-02-2021 1415 Ishwar Tagare 6
© Approvals @5 Schedule 22022021 1343 Ishwar Tagore 1
. Qutbox (1) @ Presentation 22022021 1341 Ishwar Tagore 1
F) bt FOI request 12-02-2021 1245 Ireene Todd 1
FOl request 12-02-2021 0944 Ireene Todd 1
PO @5 Massinvitation 21-10-2019 1531 Kiauz Salomon 1
4 =¢§ Doc Organisation (doc@cbraindk} Preparation of Enviro... 11-06-2018 1242 Chester Clarkson 1
5 n process: Me Preparation of Enviro.. 11-06-2018 1242 Fatima al-Safar 1
5 in process: unit Preparation of Envira.. 11-06-2013 12:42 Eatima al-Safar 1
0 Deadiines tomorrow: Me 7 Preparation of Envira... 11-06-2018 12:42 Hally Rogers 1
O Deadiines tomorrow: Unit [7] © Requisition data file... 19-07-2016 1007 Hedrek Runnalls 1
B F2 Requeststo unit £ Request #60 (Doc Au... 19-07-2016 1007 Hedrek Runnalls 1
1 P2 Requests from unit [] © Requisition data fle.. 19-07-2016 1002 Hedrek Runnalls 1
<=8 IT Office £ Request #56 (Doc Au... 19-07-2016 1002 Hedrek Runnalls 1
B sops [8] image 24-06-2016 1538 Fatima al-Safar 1 [+
< » v

ltems: 28 - updated today 16:02 (a minute ago)

Figure 105: The “Choose documents” dialogue

Double-click a document to attach it and close the dialogue. The document is then
copied and attached to the open record.

To attach multiple documents to the record, click Add document(s) in the search
window'’s ribbon. Find the wanted documents and add them to the “Chosen
documents” field. Click OK to copy and attach the documents to the record.

The “Search window"” tab offers the following options:

Function Description

¢ When one or more documents have been added to the
“Selected documents” field in the dialogue ribbon, click OK
0K to attach them to the record.

€ Cancel Exit the window without attaching any documents.
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Description

® Choose one document

Choose multiple documents

Click Choose multiple documents to display the
“Selected documents” field. When this field is visible, the
function is inactive regardless of the number of documents
shown in “Selected documents”.

F2 automatically switches when the user selects one or
more documents and clicks Add document(s).

If all documents are removed from the “Selected cases”
field, F2 automatically switches back to Choose one
document. This makes it easier to see if one or several
documents are being added to the record

Add
document(s)

Adds the document(s) selected in the result list. The
selected document(s) can be seen in the “Selected
documents” field in the dialogue ribbon.

The “Selected documents” field shows the documents

selected by the user.

To remove a document from the field, click the ® next to
its name.

x Removes all documents in the “Selected documents” field
in the dialogue ribbon.

Remove all
documents

cr Perform an advanced search using metadata fields.
Advanced
search

For further information on advanced searches, see the F2
Desktop — Searches manual.

Note: Record documents from other records can also be attached, but these
attachments cannot be edited.

Select and copy multiple documents to a record

It is possible to copy multiple documents to a record by selecting them in the main
window and dragging them to the record window.

Arrange F2’s main window and the record window to which the documents must be
copied next to each other as shown below. The record must be in edit mode.

Then select a list, e.g. "My inbox”, and click Show documents to view the
documents of the selected list.

Select the documents to copy to the record and drag them with the mouse from the
main window to the record window as shown below.

Drop the documents in the document area to attach copies of them to the record.
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Show documents Select one or Drag selected documents
Select a list in the result list more documents to document area

cBrain AcCloud02

8 e o [T ONc)) A

Figure 106: Copy documents from main window to record

Attach record

The “Attach record” menu item lets the user add a record as an attachment to a
record.

@ Attach record Click Attach record to open the “Choose records”
window which contains the same search options as
Figure 107: “Attach record”  F2’s main window. These are used for adding one or
more records to the open record.

The search window and the attachment process are identical to those described
above in the section Attaching a document from F2.

The one difference is that the user must also select the record format, i.e. whether
it is attached as a “"Record attachment” or “"PDF”.

A “Record attachment” contains the record document, a PDF of its metadata, and
its attached documents (if any) in their original format. A record attachment is
shown in the document area as a folder that can be expanded to show a list of
documents.

The “PDF” option will add a PDF file containing the record metadata, the record
document and its attachments.

The section Record attachments in the document area describes this in further
detail.
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Select format Show records

4 Favaurites

& Myinbox 0. 0.
I3 My desktop e ——
© hpprovels Klaus Salomen 11 Record document.
Hilda Hilgasen 8% Msss imvitatien doc
47 Standard Hilda Hildasen
@ Archive

Hilda Hilasen
Hilda Hiliasen
Petar Patersen

% Myinbox
G My deskaop

Request:Recuest Summes seminar 19-07-2016 1007
Qusity Asurance

18092015 1039

erns: 25 - upsdated today 14406 (s minute age)

Figure 108: Choose attachment format

It is possible to select multiple records in the main window and drag them to a
record to add them as copies.

The procedure is the same as when copying documents from the main window. For
further details, see the section Select and copy multiple documents to a record.

Record attachments in the document area

A record attached in PDF format ==
is shown in the document area & Ann Sekner (Administeation] _*
with the other attachments. n Sy ©

Cmaord & Copy link to this record = cS?’a::h
A record attached as a record as PDF = o o

attachment is displayed with a
folder icon which can be

Format for all documents ¥ (2)

expanded to show a PDF with S;":“”jf“"‘“m n
’ Record attached = Agendadocx vy
mEtadata and the record S as PDF Record attachment, ID No 519: New bud...
attachments in their original Record—— 4 Fecord document B
format. attachment Metadata for ID No 554,pdf

JEE

05 Em ployee B.docx

Figure 109: Record attachments
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y The attached record is a copy of the
8 Ann Sekner (Administration &3 origin a| .
| 2 Copy B tis rcord Q It is possible to perform changes to the
Create record cSearch
2ePDE - documents of an attached record. To
Other b"o apply these changes to the original
Format for all documents ™ (2 document as well, right-click the
[ Record document _ document in the document area and
US Agendadocr v~ select “Overwrite original”.
Record attachment, ID Mo 519: New bud...

Before the content is overwritten, F2

[€
Metadats for ID No 554 pdf asks for confirmation from the user.

0| Employee B.d-— s
[} Edit document

[¥] Show PDF
Show document
El Exportfile..
& Replace content..
2 Check out

4 Record document

E% overwrite original
Delete

] Upload new PDF...

[# Regenerate PDF

(1) Pro perties

¢ Copy link to document

Figure 110: Overwrite original document

It is not possible to attach a record as a record attachment if that record has a
record attachment itself. If the user attempts to attach such a record, the following
dialogue appears:

® Attach record as attachment x

The record Q3 meeting 2018 Agenda you are trying to attach contains also record
attachments.
The system does not support multiple levels of attached records.

Do you want to attach the record Q3 meeting 2018 Agenda without its attachments?

No

Figure 111: “Attach record as attachment”
Click Yes to attach the record without its record attachment.

It is possible however, to add the record including its record attachments by
selecting the “PDF” option.

An email record may contain other email records as attachments which in turn may
contain attached email records or documents. When such an email is imported into
F2, all its attachments are created as documents on the record, i.e. the structure
from the email will not be reflected in F2.

Import file

This function lets the user search for and attach documents from various external
sources, such as the user’s PC, memory sticks, DVDs, etc.
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5= Importfile Click Import file to open the File Explorer from
which a file can be selected and imported into F2.
Figure 112: “Import file”

Note: Only files — not folders — may be transferred to F2.

Importing a file through the import folder

A file can be imported to F2 through the import folder in File Explorer. The import
folder can be found here: %AppData%\cBrain\F2\F2 Archive folder.

Add files to this folder to import them into F2. A record will be created for each file,
with the record title being the file name. The user will be set as responsible for the
record.

The image below shows an example of an import folder in Windows containing the
PDF file "Overview plans for the harbor renewal 2017"”. When the F2 window
becomes active, a record will be created to which this file is attached.

| ¥ < | F2-en-doc Archive folder - O X
Home Share View o

= v 4P « Roaming > cBrain » F2-en-doc > F2-en-doc Archive folder v  Search F2-en-doc Archive folder
~
Name Date modified Type
# Quick access
@ Overview plans for the harbour renewal 2017 21/11/2018 15.50 Adobe Acrobat Docu...

& Dropbox
@ OneDrive
9 This PC

¥ Network

1 item =

Figure 113: Import folder in Windows

Attach document from same case

The “Attach document from same case” menu item is similar to the “Attach
document” menu item. The difference is that the former function narrows down the
documents that may be attached to those of the case to which the current record
belongs.
ftachdecumentfiom |MEEE  Click Attach document from same case to open the

. “Choose documents” window. The window
dF'gure 114: “Attach automatically shows the documents from the case to

ocument from same . .

case” which the record is attached. Select one or more
documents to attach to the record.
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Include original documents

Include original documents s 60 ction is active when an email record has

. . been created as an answer record.
Figure 115: “Include original

documents” This is a simple way of attaching all documents from

the original email record to the answer record.

Copy record and merge to case participants

[l Copy record ~ The following describes the options for copying a

[l Copy record record and merging a document template to the
518 Copy to another case case participants.

[@ Merge to case participants These functions are found in the drop-down menu
 ViergeTocas “ipa of the “Copy record” menu item on the record

ribbon.
Figure 116: “Copy record”

menu item

Copy record

(9} Copy record Click Copy record to open the “New record” dialogue from

which it is possible to create a copy of the open record.
Figure 117: “Copy

record”

[3 MNew record x
Create a new record.
You can assign the record to a case now, or do it later.

Title: | Copy of: HR - Hiring process and tools

Case: | Select a case HH Use case number (2018 - 12)

Record attachments
Current record: HR - Hiring process and tools
Cio not attach
@) Include attachments from the current record

Relate the new record to the current record

+'| Copy metadata

@ Add approva

OK Cancel

Figure 118: Create new record via “Copy record”
When copying a record, the user must take the following fields into account:

Field Description

“Title” Enter the record title here. F2 automatically adds “Copy of [title
of original record]” in this field.
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Field Description
“Case” Add the record to an existing case by entering the case number
here, or search for a case by clicking the =2 icon.
Note: Suggestions in the “Case” field can be configured so
they are more relevant to the individual user. The
configuration is performed in cooperation with cBrain.
It is also possible to create a new case for the record. For further
information on creating new cases, see the section Adding a
record to a new case.
“Use case If the original record is attached to a case, the user can tick this
number” box to add the new record to the same case.
“Record Choose whether to copy the attachments from the original record
attachments” | to the new record.

By default, the option “Include attachments from the current
record” has been selected, which means that all attachments
from the original record will be copied to the new record.

If the attachments are not needed, use the “Do not attach”
option.

“Relate the

Tick this box to create the record as an answer record to the

new record original one. This relation is shown in the “Related records” menu
to the item on the “"Advanced” tab of the record window.
curren’t’ For further information on related records, see the section Menu
record . w
items on the “"Advanced tab.
“Copy By default, the "Copy metadata” box is ticked.
metadata” . . . .
Since the new record is a copy of the original record, it is often
desirable to copy the metadata as well.
“Add Requires the add-on module F2 Approvals.
approval”

Displays fields related to approvals, so the record can be created
with an approval flow attached. For further information, see F2
Approvals — User manual.

Copy to another case

2's Copy to another case

This function is a quick way of copying a record to
another case.

Figure 119: “Copy to another
case”

Click Copy to another case to copy the record as well as its metadata and
attachments to another case. The dialogue below appears. From here a case is
selected to which a copy of the record is added.
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=?= Copy to another case x

The record is copied, and the copy is assigned to the case you select
below.

You are set as the responsible for the new record - other metadata
are copied unchanged. The copy does not become part of the record
copy overview.

Case: | 2015-8 2

OK Cancel

Figure 120: “Copy to another case” dialogue

From this dialogue it is not possible to choose between variations of the record,
whether to include metadata, or to create a relation.

Click OK to open the new record.

Merge to case participants (add-on module)
[ Merge to case participants . "o
Merge to case participants” is an add-on module for F2,

and the menu item is available only if the module is
Figure 121: “Merge to installed
case participants” )

This function will add a document from a template to the open record. This
template contains one or more merge codes, which may collect information from
the participant register, metadata or the phrase archive.

This lets the user merge standard mail templates with the participants identified on
a given case.
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Menu items on the "Advanced tab”

The record window’s “"Advanced” tab contains menu items for working with a
record. Whether a menu item is active depends on the user’s role and the record’s
status. For example, the active menu items of an email record differ from those of a
standard record.

D HR - Hiring process and tools (Record ID: 583)

Participants H ~

@ Main window |—| € Cancel l:_) D Clean up when sending D History ®
T Delete record * Confirm clean up

18 Case ™ Delete record Opel
Save Move  Delivery Versions
[] Record record~  type- L Prysical mai 53 Assign as reply

Navigation Edit Mowve rec... Email Record actions Case help

Case help

Unit line related to case processing

History Versions
Figure 122: Menu items on the “Advanced” tab
The access restrictions on a record also affect which menu items are active.

The menu items of the “Advanced” tab are described below.

Menu item Description
# Main window Navigate between the main, case and record windows
&8 Case by clicking one of them.
Tewere By clicking the drop-down arrow next to “Case”, it is

possible to navigate to the case participants. If the case
has been added to F2 Manager (add-on module), the
“F2 Manager” tab is also shown.

&5 Case~
Nl Case
.== Participants
@ F2 Manager

Figure 123: Drop-down menu for “Case”

It is possible to navigate to the case and participant
windows from the record window even when the record
is in read-only mode.

The “Record” menu item is only active in the main or
case window.
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Menu item Description
"4'}0 When a record is in read-only mode, the user may click
L/ the Edit button to make changes to the record
Edit document, its attachments and its metadata fields.

When the record is in edit mode, the “Edit” icon is
replaced with the “Save” icon.

2

Save

The user may save changes to the record document, its
attachments or its metadata fields by clicking Save.

The record cannot be saved if a validation error is
found. This error occurs e.g. when an invalid value has
been entered into a metadata field. The field will turn
red and the “Save” button becomes inactive.

€ Cancel

Use to cancel any changes made to the record
document, its attachments or its metadata fields.

Delete record

Depending on whether the record has been shared,
“Delete record” works in two different ways.

For further information on deleting records, see the
section The record ribbon functions.

Users with the “Can delete records for everyone”
privilege have access to the “Delete for everyone” menu
item via a drop-down menu.

Delete record ~

Delete record

Delete for everyone

Figure 124: Drop-down menu for “"Delete record”

3

Move
record

: & Move to private

Move to library

The “Move record” drop-down menu contains three
items:

e Move to archive
e Move to private
e Move to library.

These items are described below.

.| Move to archive

The menu item “Move to archive” is active for records
placed in "My private records”. Use it to move a record
from here to the shared archive.

| ‘ Move to private

Click Move to private to move a record to "My private
records”. Only records with the access level “Involved”
can be made private.

F2 asks for confirmation before a record is made
private.
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Description

If the record is attached to a case, it is removed and a
new version of the record is created.

Records from “My private records” may be moved back
to the “Archive”.

Only the user who moves the record to "My private
records” is able to view and access the record.

For further information on the "My private records” list,
see the F2 Desktop — The Main Window manual.

Below is a list of situations in which it is not possible to
move a record to “My private records” list.

e The record is shared with other F2 users.
e The record is an email record and has been sent.
e The record has been shared via a chat or a note.
e The record’s access level is “Unit” or “All".

e The responsibility for the record has been
allocated to another user.

e The record has a supplementary case manager.

Move to library

This function moves a record to the “Library” list.

Note: A record that is moved to the “Library” retains its
access level. If its access level is “Involved”, only
involved users will be able to see the record in the
“Library” .

The “Library” list is an archive shared between all F2
users, so records with access level “All” in the “Library”
can be seen by all users in the authority. Certain
conditions must be met before a record can be moved
to the “Library”.

An existing record may only be moved to the “Library”

list if it has not been shared. This means that its access
level must be “Involved” and no other users in F2 must
be involved with the record, e.g. via a chat.

After it has been moved to the “Library”, a record’s
access level, attachments and metadata may still be
edited.

If a record that is moved to the “Library” was added to
a case, a copy will be created and the original record
will be removed from the case.

Note: Records can be created directly in the “Library”
by selecting the list and clicking on New record.
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Menu item Description
D The “Delivery type” drop-down lets the user choose how
Bz to send the record.
type -
v Record (No delivers} When the delivery type has been chosen, the relevant
Email metadata fields are added to the record.
Digital mail

MNew M4 mail

The menu item’s icon will change to reflect the delivery
type. This change also applies to the title bar of the
record window:

[ 1 Record (no delivery)
& Email

[@] Digital Post
A4 M4 mail
The delivery type may be changed even when the

record is not in edit mode.

Changing the delivery type happens instantaneously,
and it is not necessary to save the record for the
change to take effect.

Note: The “Delivery type” options depend on the add-
on modules of the organisation.

| Clean up when sending
| Confirm clean up

Physical mail

These menu items may be used when sending email
records.

e “Clean up when sending”: Tick this box to
remove the record from “My inbox” and change
the record’s status from “In progress” to
“Complete” when sent.

e "“Confirm clean up”: Tick this box to display the
“Clean up when sending” dialogue before
sending, allowing the user to confirm or dismiss
certain actions relating to the record.

e Physical mail: Informs F2 that the email record
will be sent as a physical letter and lets the user
add e.g. a letter date to the record.

Via “Setup” on the “Settings” tab of the main window,
the user can choose that F2 ticks all boxes
automatically.

Regardless of personal settings, it is possible to decide
F2's actions each time an email record is sent.

%.* Add to meeting (0)

Use this menu item to add a record to a specific
meeting.
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Description

The number of meetings to which the record is added is
shown in brackets.

F2 Meeting is an add-on module that aims to facilitate
meetings by assisting the user in preparing an agenda,
managing meeting documents and producing minutes.
For further information, see F2 Meeting— User manual.

71 Open in calendar

This menu item is active if integration with Microsoft
Outlook is enabled on the F2 installation and the record
contains a compatible calendar invitation.

Click Open in calendar to open an attached invitation
in Outlook.

e Assign as reply

This menu item is used to assign a record as a reply to
an incoming email.

Click Assign as reply to open the “Choose record”
dialogue in which the email record can be selected.

v| Case help

Tick this box to make the “Case help” dialogue appear
when the record is saved.

The case help is set up during the initial configuration of
F2 and supports users in following the organisation’s
established guidelines for working in F2.

For further information, see the Case help section.

Unit line related to case processing

When a record is sent to internal users or units, the
“Unit casework” line is created for each recipient.

The “Unit casework” line appears when the record is
sent and is visible when the advanced metadata fields
are shown.

For further information on this line, see the section The
unit line related to case processing.

2~ Access information

Opens the “Access information” dialogue which lists all
users with access to the record. Viewing this list
requires the “Can see access information” privilege.

For further information on this dialogue, see the Access
information section.

, Related records (1)

F2 automatically relates an incoming email with other
records when the user clicks Reply, Reply all, Assign
as reply or Forward. It is also possible to manually
relate records to each other when creating a new
record.

This menu item opens the “Related records” dialogue
which lists any related records that may be part of the
correspondence.
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Description

This menu item becomes active when the record is
linked to another record. The number in brackets shows
the number of related records.

Related records o x®

To Sent This attached Attached to this

Figure 125: “Related records” dialogue

This dialogue contains information about sender,
recipient, and when the email record has been sent. The
columns at the far right show whether the related
record precedes or follows the open record.

= FOI Requests (1)

This menu item is active when the record is part of an
FOI request. The number in brackets shows the number
of FOI requests in which the record appears.

Clicking FOI Requests opens a dialogue with a list of
the FOI requests in which the record appears. FOI
request is an add-on module. For further information,
see FOI Request, Advanced - User manual.

History

Opens the “Record history” window which lists all
activities registered on the record.

For further information, see the History section.

©

Versions

() New version
~ Version 2 - 21/05/2019 16:16:15
Version 1 - 21/05/2019 16:12:46

Create a new version of the record and view previous
versions.

For further information, see the Versioning section.
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Functions of the "Advanced” tab

This section describes the functions of the “"Advanced” tab.

Case help

F2's case help assists users in following the organisation’s rules and guidelines for
case processing.

The case help is set up during the initial configuration of F2 and supports users in
following the organisation’s established guidelines for working in F2. This means
that it may contribute to keeping case work in line with the organisation’s wishes
regarding its conduct.

An F2 installation typically comes with case help enabled. Depending on its
configuration, it may be optional or mandatory for users to follow the case help’s
suggestions.

The case help also facilitates that deliveries to the National Archives or a similar
institution are performed with a minimal search for records that are not associated
with a case, but should have been. Registering a record is insufficient if it must be
delivered to the National Archives; it must also be associated with a case. The case
help can be set up to remind users of this.

Note: If needed, case help can be disabled for individual users. These users are
assigned the privilege “No case help for saving or sending records”. For further
information on assigning privileges, see the F2 Desktop — Administrator.

In the case help dialogue “"Suggested changes when [action]”, the dialogue title
informs the user which action that caused the dialogue to open. The action may be
saving, sending, forwarding or replying to a record.

The dialogue text offers more context. Suggested changes are based on one of five
categories:

e Save record.

e Save record from external participant.

e Send record internally.

e Send record to own unit.

e Send record externally.

The figure below is an example of F2 supporting the user via case help when
sending an email record. In this example, management has decided that outgoing
email records must be registered, that they must be attached to a case, and that
their access level must be “All”.

If the sender has not performed these actions already, the case help will open and
suggest that the user perform them.
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You are sending the record:
Verification of information regarding rates (Record 1D: 635).

‘When sending a record externally, the case help suggests the following

+| Mark record for registration
Attach case?

Select a case

+/| Set access to All

Ask again later For this record do not ask again

Figure 126: Case help: Suggested changes

CBRAIN

The Process Company

When the user has selected the actions to be performed on the record, three

options exist:

Field

Description

\\OK”

The case help will perform the selected actions on the

record.

“Ask again later”

The case help will not perform any actions, but remains
active. The dialogue reappears when relevant.

“For this record do
not ask again”

The case help will not perform any actions and is
deactivated for this record. It may be reactivated via the

“Advanced” tab.

Note: The case help does not suggest retaining the currently selected access
level or restricting it.

Case help on answer records

If the organisation has decided that records be created with case help, the following

applies:

e Case help is activated for records created as a reply to or a forward of a
record with case help activated.

e Case help is activated for records created as a reply to or a forward of a
record without case help.

e Case help is activated for records that are replies to other records.

If case help is activated for an incoming email record, and the user clicks either
Reply, Forward or Reply all, F2 performs the following actions:

e Access level is set to that of the incoming record

e “Case help” is ticked.

e The responsibility is allocated to the user.

e The record is marked as read.

e Flags are removed from “Unit line to case processing”.
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Note: The case help configuration is done by cBrain.

Access information

Access information shows users with:
e Read access to the record

e Write access to the record’s attached documents (including the record
document)

e Full write access to the record and attached documents (including the record
document).
To access a record, the following conditions must be met:
e The user has read access to the record.
e If the record has an access restriction, the user must be included in at least
one of the access groups.

On the “Advanced” tab of the record window, click Access information. The
“Access information” dialogue lists all users with access to the record and their
access rights.

/  Access information - 0O x

This window shows which users have read access, write access to documents or full write access to the record. Generally a user has
access to a record if both of the following two conditions are met:

Condition 1: The user is an involved participant on the record.
Condition 2: If the record is subject to access restriction, then the user is 2 member of at least one of the related access groups.

Users with access to the record

User name | Read access | Write access to documents | Full write access -

Anders Andersen
Anne Christiansen
Dieter Davidsen
Docadmin

Dorthe Duess
Hanne Winter
Hans Hansen
Haral Haralsen

Helene Helenesen -

Show deactivated users — [ | Show deactivated users

Reason

the record with influence on access conditions

Condition 1: User is an involved participant. Show invaolvements on

Show involvements on the
record with influence on Condition 2: Not relevant for this record, as it is not access restricted
access conditions

Close

Figure 127: The “Access information” dialogue

Tick the box next to “Show deactivated users” to include these in the list of users
with access to the record.

To see further details about users’ access conditions, click Show involvements on

the record with influence on access conditions, which opens the following
dialogue.
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£ Involvements on the record with influence on access conditions - o x

This window shows those involved on the record that has influence on access conditions.

When ‘Expand units and teams' is ticked, units and teams are expanded so that the potential access rights for the individual members of these are displayed.

Expand units, ————[" expand units, teams and groups
teams and groups

Involvements

Involvement | Name | Involved by | Read access | Write access to documents ¥ | Full write access -

Executor Huge Hugosen v v v

Creator Hanne Winter v v v

Responsible Hanne Winter v v v

Responsible unit HR

Responsible unit HR

Executor Quality

Executor Quality

Access: All Doc Crganisation

Access: All Doc Organisation v
Show deactivated
users and units ——— | | Show deactivated users and units

Close

Figure 128: Influence on access conditions

This dialogue shows which users have read access, which have write access to
documents, and which have full write access. If a unit or team has any influence on
the access condition, users who are a part thereof may be seen by ticking the
“Expand units, teams and groups” box. It is also possible to view deactivated users
and units in this dialogue by ticking the box below the list.

The unit line related to case processing

When a record is sent to one or more users or units using the Send function, it is
possible to follow the recipients’ processing of the record. This is done using the
“Unit line related to case processing”, which is used in cases of formal enquiries
that require a reply from the recipient, e.g. a record sent to the legal department in
connection with a hearing.

To enable this line, go to the "Advanced” tab and tick the field “Unit line related to
case processing” before sending the record.

Unit line related to case processing

[] Front page - Design (Record ID): 615)

Participants K ~

# Main window I—I 9 Cancel l:_) D Clean up when sending Add to Case help @ History ®
o8 Case ~ U D ord * Confirm clean up Op Unit line related to case processing
[ Record Save Move  Delivery o oo —_ N Versions
ecort record = type~ 53 Assign as reply .
Navigation Edit Move rec. Email Record actions Case help History | Versions

Figure 129: Add “Unit line related to case processing”

This creates a new group of fields on the record, “Unit casework”, when it has been
sent. A “unit casework” line is added for each recipient when a record is sent to
multiple users or units.

Unit casewaork:

Doc Organistaion Responsible:  Hugo Hugosen Status: In progress Deadline:

Figure 130: The unit line related to casework

When the email record is received, the recipient user or unit can use the line in
their work. A deadline and a responsible user can be assigned using the unit line.
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The formal responsibility for the record remains with the sender; however, with the
“Unit casework” line, the recipient may delegate the responsibility for the record to
another user within the same unit.

Information regarding the recipient unit’'s management of the record is shared with
all users with access to it. This allows the sender to keep track of the recipient's
work and for example see:

e Whether the receiving unit and its responsible user have seen it.
e Whether the responsibility for a record has been delegated to a certain user.
e The status of the record.

e Whether the receiving unit has assigned an internal deadline to the record.
Each field is described in the following sections.

If necessary, recipients of emails without the unit casework line can add the line
themselves. This is done by clicking on Show all fields in the record window’s
ribbon, selecting Extended, and then clicking on the Unit casework in the bottom
left-hand corner as shown below.

Show all fields

Lx ] Case help L q g
% M Casehep 2 & B4 2021 budget - maintenance evaluation (Record ID: 681)
Record Advanced Participants
# Main window Cancel V. |v_‘| & Reply all = q 4 New note D e} 2
1= Case ~ - Delete record = - € (3 Forward ew annotatio + o Flag:
Edit Archive  Reply Reopen  New New A Show all
anddose  ~ ccord  chate record - fieldsy |  Deadline:
avigation Edit Delivery Status New Show all fields
Email sent internally: 18 February 2021 14:08 (6 days ago) Deivery felds
Title: 2021 budget - maintenance evaluation Standard
Access Suppl. v Extended type
restricted to: case mgr.: "
revious cas
Case access: Record participants: Remind date
restricted to: R dd
eceived da
Case access @ SSN/CVR no:
Unit
casework 1ine ——unit casework:
ul E

Figure 131: Add the unit casework line on a received email

This adds the unit casework line, as illustrated below.

B2 2021 budget - maintenance evaluation (Record ID: 681)

& Reply all ~ New note
G3 Foward e atio g v
Reply eo New Add h - S ™
N - chate BB Newrequest™ ooy = Deadline: Selectdate $  Deadline: Selectdate 14
Delivery Statu N Show M o Documents
Access Suppl Record type: Internal
restricted to: <case mgr:
Previous case Nox
Case access: Record participants: Remind date:
tricted t
“ Received date: 18/02/2021
Case access @ SSN/CVR no:
Unit K
Seen | T Office Seen Responsible: | Ishuar Tagore. Status: In progress Deadline:

Figure 132: Recipient unit’s casework line
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If a user adds the unit casework line on a record received in their inbox, F2
automatically allocates the responsibility for the record to this user. The following
section describes the field in further detail.

The unit casework line’s “"Seen”, “"Recipient”, and “"Responsible”
fields

“Unit casework” contains two sets of fields indicating who has seen the record: one
set for the recipient and one for the user to whom the responsibility has been
allocated.

The first “"Seen” field, followed by a field with the recipient unit’s name, indicates
whether a user in that unit has seen the record. The second “Seen” field, which is
followed by a “Responsible” field, indicates whether the responsible user has seen
the record.

Even though a record has been sent to a specific user in a unit, only the recipient
unit is shown until a user has actively seen the record. This is because all users in
the unit can see the record and it may be a different user than the intended
recipient who processes the record.

Seen Responsible: | Ishwar Tagore s

Figure 133: The “"Seen” and “Responsible” fields

When a user opens the record and clicks on Edit, e.g. to reallocate responsibility or
add their own deadline (see below), F2 automatically ticks the “Seen” field and
designates that user as “Responsible”. If the user reallocates responsibility after
this, F2 removes the tick in the relevant “"Seen” field.

This allows the sender to monitor on the record when it has been received by the
unit and whether it will be processed by the user to whom it was sent or by another
user in the unit.

However, the recipient can open the record to view it and untick the “Seen” field in
case they cannot process it immediately.

Using the “Responsible” field, the responsibility for the record can be allocated to a
user in the unit. It is not possible to allocate the responsibility for the record to a
user outside the unit. When a user is specified in the "Responsible" field, the record
is placed in the inbox of that user, notifying them of the reallocation of
responsibility.

The “Status” field on the unit casework line
The recipient updates the status field to inform the sender whether work on the

record is "Completed” or still *In progress”. This lets the sender of the record follow
its status and its progress.
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Status In progress

Complete

Figure 134: The “Status” field on the unit casework line

The “"Deadline” field on the unit casework line

The recipient may add their own deadline to inform the sender when action on the
record is expected. This lets the sender keep track of the recipients’ internal
deadlines for processing the record.

Add a deadline to the record by clicking = or by entering the date in the
“Deadline” field.

Deadline 02/07/2018 [«

1 July 2018 4

Mo Tu We Th Fr Sa Su

Figure 135: The “"Deadline” field on the unit casework line

The deadline may also be set by entering e.g. "+10”, (i.e. 10 days from today), in
which case F2 automatically fills in the date when the user leaves the field.

History

When a record is edited, F2 adds a description of the activity to the record history.

Click History to see a list of all activity on the record. The record history can be
filtered by either record changes, documents, or metadata using the filter fields
below the column titles. F2 starts filtering the list when the user enters text or
makes a selection from the filter's drop-down menu.
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Select history type

Record history

Record history
Refresh - O
histor Refresh
Home
Show record changes  Show documents  Show memdala}
Columns F Time + | Description [ User |
Filters - hd }
18022020 10:39  Annetation created: Check with HR Helene Helenesen
18-02-2020 10:30 Annotation seen: Please check with HR befare you use this image. Helene Helenesen
18022020 10:29  Create new record version Helene Helenesen
17-02-2020 16:50 Annotation created: Please check with HR before you use this image. Hanne Winter
170220200941 Created record (IT image) Hanne Winter

Figure 136: The “"Record history” dialogue

The dialogue can be kept open while working in F2. Click Refresh to update the list
of actions on the record.

The record history is divided into three tabs which are described in the following
sections.

Show record changes

Click Show Record changes to display information about changes on the record,
including creation time and date and selected metadata.

Show record changes  Show documents  Show metadata

Time ¥ | Description | User

w
05-03-2021 14:13 Changed Status from 'In progress' to 'Complete’ Ishwar Tagore
05-03-2021 14:13 Access group added: IT Office Ishwar Tagore
05-03-2021 14:11 Create new record version Ishwar Tagore
05-03-2021 14:10 Created record (Mass invitation for Friday seminar) Ishwar Tagore

Figure 137: History: Record changes

Show documents

Click Show documents to display information about changes to the record’s
attached documents, including creation time. The record document is included in
this list.

Show record changes  Show documents  Show metadata

Time | Description | User

A4

05-03-2021 14:27 Copied decument 'OLD_2021 budget - maintenance items' from'2021 budget - maintenance evaluation (2021 - 1)’ to 'B... Ishwar Tagore

18-02-2021 14:08 Document content changed: 'Record document’ Fatima al-Safar
18-02-2021 09:58 Document content changed: ‘Record document’ Fatima al-5afar
18-02-2021 09:56 Created document '2021 budget - maintenance items" Fatima al-Safar
18-02-2021 09:36 Document content changed: ‘Record document’ Fatima al-5afar
18-02-2021 09:54 Created document 'Record document” Fatima al-Safar

Figure 138: History: Record documents
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Show metadata

Click Show metadata to display information about changes to the record’s
metadata, including notes, approvals, and requests.

Show record changes  Show documents  Show metadata

Time ¥ | Description | User -
v
05-03-2021 14:24 Approver Fatima al-5afar: Changed Write access from ‘No' to Yes' Ishwar Tagore
05-03-2021 14:24 Approval process has started Ishwar Tagore
05-03-2021 14:24 Responsible unit IT Office: Changed Write access from "No' to "Yes' Ishwar Tagore
05-03-2021 14:24 Responsible unit IT Office: Changed HasAccessToMode from "No' to "Yes Ishwar Tagore
05-03-2021 14:24 Responsible unit IT Office: Changed GetModeAccessType from 'NoAccess' to "Write' Ishwar Tagore
05-03-2021 14:24 Changed Record number from "<empty>' to ‘4" Ishwar Tagore
05-03-2021 14:24 Changed Registered from "No’ to 'Yes' Ishwar Tagore
05-03-2021 14:24 Changed Access from 'Involved’ to "Unit’ Ishwar Tagore

Figure 139: History: Record metadata
Versioning

Versioning of records is managed by F2. A record and its attachments only appear
once in F2. When a new version of a record is made, all users will see the newest
version only.

It is possible to check the record’s version number and each version’s creation date
and, if the user has at least write access to the record’s documents, make an earlier
version active again. F2 retains all previous versions of the record, and they can be
accessed from the record window.

Versioning is described in further detail below.

Creating a new version of a record

@ To create a new version of a record, go to the
Versions “Advanced” tab, open “Versions” drop-down menu,
T and click New version.

() New version
' Wersion 2 - 21/05/2019 16:16:15
Version 1 - 21/05/2019 16:12:46

Sometimes F2 creates a new record version
automatically. This happens when the case number
on the record is changed, i.e. when a record is moved
from one case to another. The new record version is
Figure 140: New version created before any other changes are saved.

In certain instances, F2 suggests creating a new record version. This happens e.g.
when a user saves a record’s attachments who were previously edited by someone
else. A dialogue is shown from which the user may choose to let F2 create a new
version.

Note: If a user makes several successive document changes, F2 only asks to
create a new version once.
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Previous versions

@ A list of previous record versions can be found on the
Versions record window’s “Advanced” tab. Click the drop-down
S arrow on the menu item “Versions”. Each version is
() New version assigned a number, with the highest being the most

¥ Version 3 - 23/05/2019 11:15:45 recent version of the record.

Version 2 - 23/05/2019 11:09:32 By default, users are shown the most recent version

Version 1 - 03/07/2018 15:20:14 of the record. To see a previous version, click on it in

the list. For further information, see Versions and
Figure 141: Select previous access.

version
F2 will then open the previous version of the Record - version 2/3
record, and a purple b_ar_ abovg the record Title: Q3 meeting 2018
metadata shows that it is version x of y.
From: Ann Sekner (Case
This means that a user can always access To: Administration (D

previous versions of a record and its attachments
in F2 regardless of any changes and edits. Note
that old versions of chats, notes, and requests are
not retained. These can only be seen on the Status: In progress
active version.

Figure 142: Version 2 of 3

Note: The record must be in read-only mode for the “Versions” drop-down
menu to be active.

A previous version of the record cannot be edited, but the user may make a copy of
the record in the desired version and continue working with this version in a new
record.

A previous version of the record can be set as

the active version. @

When a previous version of the record has been  |[Versians

selected in read-only mode, click Make version T

X the active version. () Make version 2 the active version
F2 then creates a new version of the record Version 3 - 23/05/2019 11:15:43
based on the currently selected older version. + Version 2 - 23/05/2019 11:09:52
In the example on the figure to the right, Version 1 - 05/07/2018 15:20:14

version 2 would be the basis for a newly

created version 4. Figure 143: Make current version

the active version

Creating a new record version from e.g. version 2 means that attachments added in
later versions are removed and changes to the record document or metadata after
version 2 are reverted.

Note: Only the active version of a record can be edited.
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Versions and access

The “Access” value on the newest version of a record determines whether it is
accessible to a user.

The record’s access level is retained when a new version is created.
For example:

Three versions of a record exist. All have the same case manager and responsible
unit, but version 1’s access level is “Involved”, version 2’s is “Unit”, and version 3’s
is “All".

Because the newest version of the record has the access level “All”, all users have
at least read access to version 3. The responsible case manager and other involved
users can access all three versions (by accessing them from the “Versions” menu
item). Users in the responsible unit can only access versions 2 and 3, while users
outside of the responsible unit can only access version 3.

A similar principle applies to the “Suppl. case mgr.” field. A supplementary case
manager with full write access cannot accidentally restrict their own access rights.
If the supplementary manager reverts the record to a previous version to which
they previously only had read access, they keep their full write access from the
current record version.

Access restrictions on a record also affect uses’ access to a given record version.
For example:

Two versions of a record exist, both with the same responsible user and access
level “All”. In version 1 the responsible user’s unit is added to the “Access restricted

to” field. This means that users outside of this unit are only able to access version
2.
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Menu items of the "Participants” tab

The “Participants” tab shows a list of participants involved on the record.

D Meeting in June (Record ID: 440)

Advanced

& Main window s Al cases with these participants
- 2+ All records with these participants

© Reread related searches

Navigation Related
Type a | Name a | SSN/CVR no | Unit | Role

Creator Hugo Hugosen HR Case manager
Recipient Dieter Davidsen Secretariat of the man... Chief consultant
Responsible Hugo Hugosen HR Case manager
Responsible unit HR Administration

Sender Hugo Hugosen HR Case manager

Case: — - — (DO Connection to the F2 server OK

Figure 144: The “Participants” tab in the record window

O
Note: F2’s participant register can also be accessed by clicking the &= icon
above the search lists to the left of the main window or by using the keyboard
shortcut Ctrl+K. For further information, see F2 Desktop — Searches.

It is possible to edit the list view.
Right-click a column in the list,
then click Columns in the context
menu. Show only selected columns.

7T Select columns -

The “Select columns” dialogue
opens. From here, it is possible to v - .
add or remove columns. Address i Mobile

Participant No Telephone

Access Limitations Name Role

Close

Figure 145: Select columns on the “Participants”
tab

Right-click a participant in the list to perform a related search and view which
participants are involved on which records and cases. For further information, see
the F2 Desktop — Searches manual.

Menu items for working with the record participants can be found on the
“Participants” ribbon. These items are described below.
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Description

@ Main window

2's Case ~

Navigate between the main, case and record windows by
clicking one of them.

By clicking the drop-down arrow next to “Case”, it is
possible to navigate to the case participants. If the case has
been added to F2 Manager (add-on module), the “F2
Manager” tab is also shown.

2k Case -
s Case

2% Participants
LE F2 Manager

Figure 146: Drop-down menu for “Case”

It is possible to navigate to the case and participant
windows from the record window even when the record is in
read-only mode.

The “"Record” menu item is only active in the main or case
window.

w» All cases with these participants

This menu item is active when the user selects a participant
from the list.

Clicking All cases with these participants opens a new
search tab in the main window showing all cases in which
the selected participant or participants is/are involved.

= All records with these participants

This menu item is active when the user selects a participant
from the list.

Clicking All records with these participants opens a new
search tab in the main window showing all cases in which
the selected participant or participants is/are involved.

e
O Reload related searches

Click Reload related searches to update the search
options added with the add-on module F2 Related Searches.

If a user with the “Related searches editor” privilege has
created a new related search option, click Reload related
searches to make the search option available without
restarting F2.

Note: Changes to a related search option from the F2
Related Searches add-on module are applied
immediately if a user clicks Reload related searches as
described above. They are otherwise applied upon the
next F2 startup.

For further information on related searches, see the F2
Desktop — Searches manual.
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Configuration options

There are certain configuration options available in connection with records and
communication. In cooperation with cBrain, these can be implemented to fit each
organisation and its work processes. These options apply to the entire F2
installation:

The option of displaying the record document and HTML attachments in
compatibility mode by right-clicking in the document. Useful for emails that
are displayed incorrectly. Note that in this mode, the spell check is
deactivated. By default, this is deactivated.

The option of automatic deletion of chats after a certain number of days
without new messages. A number of days, e.g. 30 or 60, is selected. It is
also possible to decide if new chats are automatically marked for deletion.

The option of F2 suggesting another location than “External participants”
when creating a new participant.

The option of configuring the default access level for imported emails to
“Unit” instead of “Involved”.

The option of applying the access level from the original record when a reply
record or a forwarded record is created.

The option of marking records in connection with customer-specific
integrations. Requires F2 External Access (add-on module).

The option of adjusting the time period in which a record is kept in “My
deleted records” before final deletion.

The option of enabling better suggestions for the “"Case”, “Record
participants”, “To”, "Cc”, and “Xbc" fields in the record window and the “Add
participants” field in the chat window.
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