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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

Settings and setup
Records and communication

Cases

o v kW

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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Searches in F2

Fundamentally, F2 offers its users two different search options. The first is the
possibility to perform searches in the F2 Desktop client, and the second is using the
add-on module cSearch. This manual will describe the first option - searches
performed in the F2 Desktop client. The latter option is described in F2 cSearch -
User manual.

In F2 all users work in one shared archive. All emails to and from users, documents
from the shared drives of the organisation, from user PCs, etc. are gathered here.
This means that all information in F2 exists in one place only - the “Archive”. For
this reason, F2 uses the “Archive” as a starting point when performing a search.

Lists and folders in F2 are all part of the “Archive”. A user can search in any of the
lists or folders displayed on the left side of the main window. The user only needs
to go to the desired list and perform a search.

The search results are confined to items (e.g. records or cases) from the chosen
list. Additionally, users will only be able to see records and cases to which they
have access. The number of search results displayed depends on each user’s setup.
In the “Setup” dialogue on the “Settings” tab the user can determine the number of
search results displayed by F2. For further information, see F2 Desktop - Settings
and setup.

The easiest way to perform a search in F2 is by using the free-text search field. To
ensure that a search is precise, it is possible to use search operators and specific
metadata criteria. The various search options are described in the following
sections.

Free-text search
By default, a free-text search searches in all the records that the user has access
to. The searchable text consists of:
¢ Documents
o Content
o Title

o External ID

Participants

o Email address

o Name
o Unit
o Role

Annotations

o Annotation text
The record itself

o Record ID

o Title
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o Keywords

o Searchable extended data (requires a special setup)

e The case the record is attached to
o Title
o Keywords
o Progress code
o Searchable extended data (requires a special setup)
e Chats and notes on the record where the user is a participant
o Text
o Title.

The free-text search field is located above the result list in the main window.

Select a list on the left side of the main window by clicking on it and enter a search
string in the search field. The search is executed by pressing Enter or by clicking
on the magnifying glass. If the user has selected the “Archive” list, the search will
be performed throughout the entire archive. If the user selects another list, e.g.
“My inbox” or "My archive”, the search will be performed only within the boundaries
of that specific list.

Deleted and private records are not included in the “Archive”. If the user wants to

“Search all over”, which is the bottom option in the “"Misc.” node on the left side of
the main window, the search will cover not only the “Archive”, but also "My private
records” and “My deleted records”.

The various lists and their contents are described in detail in F2 Desktop — The main
window.

When the user enters a search string in the free-text search field and then presses
Enter or clicks the magnifying glass, F2 will search for the string in the content of
records, cases, metadata and attached documents.

Show results as “Records” The free-text search field Search

Show records Show cases  Show documents  Show requests

Figure 1: The free-text search field

Searches performed with the free-text search field search for complete words as a
standard. For example, if the user enters the word “day” in the free-text search
field and presses Enter or clicks on Search, F2 automatically adds a space after
the search word. This means that F2 searches for results that contain the specific
word but not variations like “days” or “daytime”.

It is possible to search for a word that starts with “day” by adding an asterisk after

the search word (“day*”). F2 then searches for results containing “day”, and results
that start with “day” such as “daytime”.
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If multiple words are entered, e.g. department head, F2 will search for both words
and include results in which both words appear.

F2 does not distinguish between upper- and lowercase letters.
When performing a search using the free-text search field in the main or case

window, three dots appear in the bottom right corner indicating that a search is in
progress.

A search is in progress

Figure 2: Search performed in the “Archive”

When a search is performed in the main window, the loading of records in lists is
staggered. This means the first search results are available quickly and the user
can begin working, while the remaining results load in the background.

The number of records can be adjusted or the functionality can be disabled in
cooperation with cBrain.

Search with filtering

The free-text search field may also be used to filter a list of search results, which is
useful for narrowing down a search with many results. Filtering does not start a
new search, but filters an existing one. This means that filtering can also be used in
saved lists that contain a large volume of records or cases.

When a search has been performed, the user can filter the results by typing a
search string into the free-text search field. F2 then starts showing results in which
the string appears.

F2 performs a fresh search with the chosen criteria when the user presses Enter or
clicks on the search icon.

Filtering can be disabled under “General” in the “Setup” dialogue on the “Settings”
tab in the main window. Here the user can choose between “Search with filtering”
and “Standard search”. A standard search requires the user to press Enter or click
on the search icon.
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“Perform the search on this list”

After performing a search on a list, the user can perform a search with the same
criteria on another list without selecting it. Right-click on a list, e.g. the “Archive”
(without left-clicking on it first), and select “Perform the search on this list” in the
context menu. Note that the search criteria will be lost if the new list is selected
before right-clicking.

“Perform the search on this list” can only be used with standard lists. Standard lists
are lists without other search criteria than a standard search, such as "My Inbox"” or
“My Desktop”.

Add to faverites

Open in a new tab

Delete search

Rename search

Perform the search on this list

Perform the free text search on this list

Figure 3: “Perform the search on this list” in the context menu

From the context menu, the user also has the option to search another list for only
the text from the free-text search field, “Perform the free text search on this list”.
This search applies the current content in the free-text search field to the list on
which the user has right-clicked. Note that the search criteria will be lost if the new
list is selected before right-clicking.

Using f2p links in the free-text search field

F2p links can be used in the free-text search field. F2p links are links created in F2
that lead directly to either a record, case or document. An f2p link is created using
the menu items “Copy link to record”, “"Copy link to case” or "Copy link to
document”. Read more about f2p links in F2 Desktop - Records and
communication.

Insert an f2p link in the free-text
search field by either using the right-
click menu or the shortcut Ctri+V.
Press Enter to open the record or case f2p://dossier/24507]

directly. Title | Sorting date

Show records  Show cases  Show documents  Show requests

Figure 4: An example of an f2p link

Note: Since an f2p link refers to a certain record, case or document, it will
always be the record/case in question that is opened despite what the result list
is set to display.

Search using operators

Performing a free-text search can yield an extensive list of results. Using operators
may help narrow down the results.
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Operators can be used in both free-text searches and when searching via search
fields. For further information on search fields, see Advanced searches.

The following operators are available in F2:
e Asterisk (*)

e AND
¢ OR
e NOT

e Quotation marks (* ")

F2 regards the list above solely as operators. It is not possible to perform searches
that consist only of these symbols/words as they are used for defining a search. In
other words, *, AND, OR, NOT and “” cannot be used as search strings.

It is possible to combine several operators in one search.
Search using *

The user can enter a search string followed by * to search for words in which that
string is included. If day* is typed into the search field, all records in the chosen list
whose content, title or case title contain words that begin with day (e.g. days or
daytime) will appear in the result list.

Strings written in a search field without the asterisk (*) are perceived as whole
words. For example, if the user types day in a search field, any records that contain
the word day are found, but not records that, for example, contain the word days.

Note: It is only possible to use one asterisk per search word. If two asterisks
are inserted in a word (e.g. T*hursday*), F2 will perceive it as two words and
search for results that contain words starting with “t”. This will usually result in
F2 not responding, as searches for only one letter yields too many results.

Search using AND

Typing AND between two search words will search for records that contain both
words. This means that typing minister AND department only yields results
containing both words.

If the user searches for two words separated by a space, the search will be carried
out as if there were an AND between the words. AND is thus the implicit operator
between two words when nothing else is specified.

Search using OR

Typing OR between two search words will search for records containing either word.
This means that entering minister OR department will find all records containing

either minister or department.

Using OR, F2 will also search for records whose content, record title or case title
contains both search words.
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Search using NOT

The NOT operator is for searches in which a user needs results whose content or
title contain search word A, but exclude search word B. This can be done by
entering [search word A] NOT [search word B].

For example, searching for ministry 2012 NOT department will return all items in
the selected list whose content, title or case title contain both the words “ministry”
and “2012". It will exclude results containing the word “department”.

It is not possible to perform a search that contains only "NOT” followed by a word.
The reason is that the database has to generate a positive search list before it can
remove records which do not contain the term specified after *NOT".

A\\V/4

Search using quotation marks

If a word combination is put in quotation marks ("), for example “Mary Smith”, F2
will search for this exact search string. This means that items containing “Mary Jane
Smith”, *Mary and John Smith”, etc. will not appear in the result list.

Search using parentheses

Search words are grouped by using parentheses. For example, a search for
"meeting” AND "agenda” OR "participants” will give results that contain either the
two words “meeting” and “agenda” or results containing the word “participants”.
The search can be more precise by adding parentheses around some of the search
words. For example, a search for "meeting” AND ("agenda” OR “participants”) will
give results containing both "meeting” and “agenda”, along with results containing
“meeting” and “participants”.

Stop words configuration

A function called “Stop words” can be applied to searches. This is done in
cooperation with cBrain. Stop words are words, symbols, etc. that should NOT be
included in free-text searches.

These include common words such as “and”, “but” or “for”. If the user enters a stop
word in a search or metadata field while the “Stop words” function is active, no
results will be displayed.

Advanced searches

A search using the free-text search field is often a very broad search. F2 offers to
search for specific metadata. This is an advanced search.

The advanced search can be accessed via the Advanced search menu item in the
main window ribbon. Using the metadata fields of the advanced search, users are
able to specify various search criteria. “Advanced search” also contains the “Save
search” option, which is described in the section Saving a search.

Click on Advanced search in the main window ribbon to display the groups of
search fields.
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Free-text search field Search for a search field Search groups Advanced search

cBrain F2-en-doc

Main window

D 3 New email B New FOI Request] C_i\_ 1t} Archive s G e (v} =1 Q-l- ®
=+ [ New document € Remove flom list  Flag: Selectflag W[ Flag: Selectflag v =]
New New  Reply Print |Advanced Search
ord ~ record @ New approval Fo 0 = Delete Deadline: Selectdate (4] Deadline: Selectdate {4 . [,
Navigation New Reply Me HR Print Search
& My inbox
h 2 E & 2F Show records  Show|cases ~ Show documents  Show requests
4 Favorites Advanced search
£, My inbax Clear || Savesearch |[ Search
i My desitop W Favorite search fields -
A I
@ Approvals A All search fields
@ Urgent
) GorbipEees Do you search for a field? Write it's name here
General
Responsibility
4[] Standard
[ Archive Delivery
¥ My inbox Case related
& My desktoy
v P Chat
[ My archive
7 My sent records Other fields
@ Approvals 3 .
B (o Created by Access limitation on record/case: ¥ SSN/CVR No of record/case ¥ Record/case involved participants ¥ =
X Outbox
[ . Title | Letter date | Sorting date | From = | Record form | Record type | Appl: Progr [~
-
pecilo Bhearch= Submission concerning citizen lette... 11-01-2016 11-01-2016 14:05 Submission Internal

Figure 5: Advanced search

It is possible to search for a specific search field by entering a search string in the
field above the search groups. F2 will then show all search fields in which the
search string appears. Pressing Enter is not required.

The search fields are divided into groups. Click on a search group to expand it and
view its search fields. See the figure below.

General

Record status v 1D No:

Record/case title v Content

Title Records where a document matches the... | | Status - in process/completed ¥ | | Record with defined ID No

Records » Personal flag » Record or case keyword ¥ External access of the record ¥

From - T = | Flag? ¥ | |Select keywords T | | External access -
7

Figure 6: The "General" search group

A field with a drop-down arrow ™ next to its title allows the user to choose between
certain values.

For example, under “Record status” the user can Record status ¥

choose whether to search for records with the
status “In progress” or "Complete”. The search
field can also be left empty.

Status - in progress/completed

In progress

Complete

Figure 7: Search options for the
“Record status” field
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Note: A search for a user or unit can be performed in the following ways:

e By typing the name of the user or unit in the search field.

[ ]
e By clicking on the =% icon in certain search fields to find the user in F2's
“Participant register”.

e By clicking on the =2 jcon in certain search fields to find the unit in F2’s
“Participant register”.

When the desired fields in one or more search groups are filled in, click Search
next to the free-text search field or press Enter to display the results of the search.

Note: It is important to delete previously defined searches from the search
fields before a search is performed. This can be done by clicking Clear.

Filled-in search fields are highlighted

If one or more fields in a search group is filled in, the group’s title will be bolded.
This makes it easier to determine which fields are filled in when the groups are
collapsed.

Clear search
Icon indicating

Show records Showcases Show documents  Show requasts K that some search
Advanced search fields are filled in
Cl S: rch Search
 Favorite search fields -
A All search fields
[ ame her
General
Responsibili .
s i Groups with
Delivery filled-in

search fields

Case related
Chat
Other fields

Approval process

Figure 8: Search field groups
The advanced search icon is shown above the search fields if any are filled in. The

icon indicates that there are filled-in search fields even if the user has deselected
“Advanced search” to hide the search groups. Clicking on Advanced search
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displays the search fields once more. Entered search strings can be removed by

pressing Clear.

The tooltip on the icon indicating
an active advanced search
displays the explicit active search
criteria. Hover the cursor over the
icon to see the tooltip.

Search groups

Icon indicating an active advanced search

cBrain AcCloud01

= Ay =l O-'-
Flag: Selectflag -
\ . Print | Advanced
i Deadline: Selectdate {7 . search
HR Print Sear
1S4 Record  Participants

Advanced search:

2070 A tooltip displays the
Archive: T active search criteria
RESPONSIBLE("Me");

REGISTERED("Na");

£ -
SE—— e S T T

Searcl

Figure 9: The advanced search tooltip

The metadata search fields are divided into groups. The number of groups may
vary according to add-on modules to the F2 installation.

The user can perform searches with operators in the search fields. For more
information on the available search operators, refer to the section Search using

operators.

The metadata fields of each group are presented below.

The “Favourites” search group

Edit favorites search fields

Users can create a search group with their personal

favourite search fields.

Figure 10: Menu item “Edit
favourites search fields”

This is done by clicking on Edit favourites search

fields in the main window ribbon.

A dialogue with a wide range of predefined search fields will open. Click on
Records on the left side of the dialogue. Tick off fields to add them to the favourite

search group as shown below.
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[T] Edit favorites search

[

i Perticipants

fields

Approval process
[/] Approval status
[] Current step
[] Deadline, current step
[ Started

Case related

[ ] Action code
[] toumal plan
[ Record N

[ "] Registered
Chat

[] Chatentry by
[] chattitle
Delivery

[ From

[] Received date
Omw

General

[] Content

["] Personal flag
[] Recordrease title
Other ficlds

[ Aecess limitation on record/ease:

[] Created date

[ Approval type
[ ] Current step or thereafter

[] Respensible
[ ] State of approval

[] Case
[ progress code
[ "] Record/case participants

[] Chat participant

[] Letter date
[ Record type

[ ] External access of record/case
[ Record or case keyword

[ ] Records

[] Annotation text
[] Extemal case ID

[/] Approvers
[ "] Deadline
[] start date

[] urgent

[ ] Case guide
[ Quality stamped
[] Record/Case prior case No.

[] Chat text

[ Read
[ ] sent

11D e

[ Record or case status

[4] Created by

["] Record/case involved participants =

Figure 11: “Edit favourites search fields”

The ticked-off search fields are now included in the search group “Favourites” as
shown in the example below.

Displaying favourited search fields

cBrain F2-en-doc

Latest documents.

3 New email % New FOI Request - Q-I- ® 4 Open calendar
B} New d it Flag Flag Show all remindk
I New  Reply 5 ¢ print  Advanced  Search ow sl ISMINGEE  Search
@ New approval chat~ | - Open in calendar Deadline Deadline: > search | history~
Navigation New Reply Remove Me HR Print Search Calendar cSearch
[0 Archive
R EZF £ F Show records | Showcases  Show documents  Show requests.
¥ Favorites Advanced searfh
|| Ctear || Save search || Search |
A Favorite search fields
4O Standard Letter date Record/Case prior case No. ¥ Created by Approvers
O Archive 0
N [From IR 21| [ Search for previous case No | [Selecta participant 2] [Approvers S
=
© My desktop
B My archive Appraval status
7 My sent records Approval status v
@ Approvals W All search fields
2 Outbox

- Title

| Letter date

| Sorting date.

| From

| Case No

Figure 12: Example of the “Favourites” search group

& Hanne Winter (HR) &

The user can also add search fields to favourites when viewing a search group. To
do this, hover the mouse over a search field to make a grey star appear. Click on
the grey star to add that search field to favourites. The star turns yellow. Click the
yellow star to remove the search field from favourites.
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Comment

“Record/case title”/
“Record title”/“Case
title”/"Current
record title”

Search string

A search is performed
for records or cases
whose title contains the
search string.

“Record/case title”:

e Search for the
current record or
case title.

e For email records, F2
searches both for the
original title and the
new title, if any.

The search result will
display the current
title of the email
record.

"Record title”:

e Search for the
current record
title.

e For email records, F2
searches both for the
original title and the
new title, if any.

The search result will
display the current
title of the email
record.

"Case title”:
Search for the case title.
"Current record title”:

Search for the record’s
current title only.

Note: The search field
"Current record title” is
only displayed if it has
been enabled in
cooperation with
cBrain.

“Content”

Search string

Search for records with
attachments whose
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Search field Possible values Comment
content matches the
search string.

“ID No” Number Search for records with

a specific ID number.

“Record or case
status”/“Record
status”/"Case
status”

In progress/
Complete

Search for records
based on whether they
are in progress or
completed.

“Records”/"Mine”/
“Unit:”/"Deadline,
case
handling”/"“Cases”/
“Records and

Date or one of the
special values
Yesterday, Today,
Tomorrow, or
Undefined.

Records and/or cases
whose deadline is within
the specified interval.

Records and/or cases
with the user’s personal

cases It is also possible to deadline within the
use + and -. specified interval.
Searches for Records and/or cases
records with the with the unit’s case
specified deadline management within the
specified in the specified interval.
input field. Records and/or cases
Dynamic searches. with the unit’s deadline
If an end date is mltt::\r;atlhe specified
not specified, the )
search will include
results from the
start date and
onwards.

“Personal Flags, a value list Search for records with

flag”/“Unit flag”

managed by an
administrator.

the specified flag.

“Record or case
keyword”/“Record
keyword”/“Case
record”

A certain keyword.

A keyword within a
specific subject.

A keyword or
subject which
contains a specific
text.

Search for keyword(s)
specified on the record
or case. Makes it
possible to create lists
based on a certain
keyword.

“External access of
the record/case”/
“External access of
the record”/
“External access of
the case” (add-on)

Undefined/Open/Pa
rtly open/Closed

Search for records
shared with external
parties via the add-on
module “F2 External
access”.

Page 17 of 57



The “"Responsibility” search group

CBRAIN

The Process Company

Search field Possible values Comment
“Record/case User/Unit/Me/My Search for records or
responsible”/ unit cases for which the
"Record specified user or unit is

responsible”/”Case
responsible”

responsible.

Entering “Me” performs
a search for the current
F2 user.

If the responsible part
is set to "Me” and this
search is made
available to several
users, F2 identifies
“Me” as the user
performing the search.

“Seen”

Yes/No

Search for records
marked as seen on the
“Unit registration line”.

“Unit responsible
for case/record”/
“Unit responisble
for record”/"Unit
responsible for

Responsible unit/My
unit

Search for
records/cases for which
the specified unit is
responsible.

My unit is the unit to

case which the current user
belongs.

“Record/Case User/Me Search for

suppl. case records/cases for which

mgr.”/"Record the specified user is set

suppl. case as supplementary case

mgr.”/"Case manager.

suppl. case mgr. This option can be used
for finding records for
which the user is
supplementary case
manager and for
records on whose case
the user is
supplementary case
manager. It is possible
to search for either one
of the options or for
both.

“Record/case Unit/My unit Works as the preceding

suppl. search, except this

units”/"Record search is for records

suppl. and cases for which a
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Comment

units”/"”Case
suppl. units”

unit is set as
supplementary case
manager.

“Case work”

User/Unit/Me/My
unit

Search for records for
which the specified
unit/user is specified in
the unit registration
line.

Note: Searching for a
specific unit will yield
both results for said unit
as well as results for
individual users in the
unit.

“Receiver seen”

All/Some/Not
all/Nobody

This field makes it
possible to sort search
based on whether the
recipient(s) has/have
seen the record/email.

Note: Only applies to
unit registration.

“Access”

Undefined/Involved/
Unit/All

The “Delivery” search group

Search field

Possible values

Search for records by
the specified access
level.

Comment

“From”

Participant/User/Unit
/ Me/My unit/email
address

Search for emails sent
by the specified
participant, user or
unit.

Note: Searching for a
specific unit will yield
both results for said unit
as well as results for
individual users in the
unit. This only applies to
units in the participant
register or selected
through the auto
completer.
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\\TOII

Participant/User/Unit
/ Me/My unit/email
address

Search for emails
received by the
specified participant,
user or unit.

Note: Searching for a
specific unit will yield
both results for said unit
as well as results for
individual users in the
unit. This only applies to
units in the participant
register or selected
through the auto
completer.

“Sent”

Yes/No

Search for emails
based on whether they
have been sent.

“Record type”

Undefined/Inbound/
Outbound/Internal

Search for records sent
to or received from
external participants,
or records for internal
use.

“Read”

Yes/No

Search for emails
based on whether they
have been read.

14

“Received date

Date or one of the
special values
Yesterday, Today,
Tomorrow, or
Undefined.

It is also possible to
use + and -.

If an end date is not
specified, the search
will include results
from the start date
and onwards.

Search for a date or an
interval within which
an email has been
received.

Using Yesterday,
Today, or Tomorrow
launches a dynamic
search based on
current date.

Undefined = no date of
receipt.

“Letter date”

Dates/Intervals.

If an end date is not
specified, the search
will include results
from the start date
and onwards.

Similar to the
“Received date” field.
This search is for date
of letter and not by
date of receipt.
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Comment

\\Casell

Search by string,
case number or by
Defined or
Undefined

F2 automatically
suggest case titles
when the user starts
typing in this field.

A case can also be
selected via the case
icon.

Searching for Defined
will display records
added to any case.

Searching for
Undefined will display
records not added to a
case.

The search terms
Defined and Undefined
are especially useful
when combined with
other search criteria.

“Registered”

Yes/No

Search for cases
attached to records
based on whether they
have been registered.

“Record No”

Record number or
Undefined

A record is
automatically assigned
a humber when it is on
a case that is
registered.

“Record/case prior

Case number or

Search for records or

case No.”/"Record, Undefined cases via a previous
prior case case number.
No.”/"Case, prior

case No.”

“Record/case Users/Units/Externa Search for cases in

participants”/”Reco
rd
participants”/”Case
participants”

| participants

which the specified
users/units/external
participants are
involved.
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Comment

Note: A system
configuration managed
by cBrain is available
to further specify the
search.

If this setting enabled,

the icons ™ and @
appear in this field.

Click on ™ (union) to

show records/cases in
which at least one of
the specified
participants.

Click on =~
(intersection) to show
the records/cases in
which all the specified
parties appear.

“Journal plan”

Values in the
journal plan list, set
up by an
administrator

Search for cases
matching the specified
journal plan.

“Action code”

Action codes, set up
by an administrator

Search for cases with
the specified action
code.

“Case guide”

Predefined case
guides

Search for number of
cases with the specified
case guide.

“Progress code”

Pre-defined
progress codes
assigned to cases

Search for applied
progress codes.

“Quality stamped”

Yes/No

Search for cases based
on whether they have
been quality assured.
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Comment

“Chat text”

Search string

Search for chats
containing the specified
search string.

“Chat participant”

User/Me

Search for chats in
which the specified
user is a participant.

Note: Search results will
only include chats in which
the user performing the
search is a participant.

“Chat title”

Search string

Search for chat titles
containing the specified
search string.

“Chat entry by”

User/Me

The "Other fields” search group

Search field

Possible values

Search for chat
messages written by
the specified user.

Note: Search results will
only include chats in which
the user performing the
search is a participant.

Comment

“Record or case
created by”/
“Record created
by”/"Case created
by”

User/Unit/External
participant

Search for
records/cases created
by the specified
user/unit/external
participant.

“Record or case
created”/“Record
created”/"Case
created”

Date, interval or
one of the special
values Yesterday,
Today, Tomorrow,
or Undefined.

It is also possible to
use + and -.

If an end date is
not specified, the
search will include
results from the

Search for records
and/or cases created
within the specified
interval.
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start date and
onwards.

“Access limitation
on
record/case:”/“Acce
ss limitation on
record:”/“Access
limitation on case:”

Security group/
Unit/Team/User

Search for records and
cases with an access
limitation.

“SSN/CVR No of

SSN/CVR number

Search for records

record/case”/"SSN/ and/or cases with the
CVR No of specified SSN/CVR
record”/"SSN/CVR number.

No of case”

“Record/case User/Unit/External Search for documents
involved participant and/or cases with the
participants”/“Reco specified

rd involved user/unit/external

participants”/"Case
involved
participants”

participant as a
participant involved in
the record/case.

“External case ID"”

Case number

Search for records with
the specified external
case ID.

Standard-search

Predefined searches
created by an
administrator

Predefined searches
are available in this
field.

“Reminder date”

Date, interval or
one of the special
values Yesterday,
Today, Tomorrow,
or Undefined.

It is also possible to
use + and -.

If an end date is
not specified, the
search will include
results from the
start date and
onwards.

Search for records with
a reminder date within
the specified interval.

“Annotation text”

Search string

Search for annotations
containing the specified
search string.
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The “"Approval process” search group (add-on module)

Search field

Possible values

Comment

“Responsible”

User/Unit/Me/My

Search for approvals

unit for which the specified
user or unit is
responsible.
“Approvers” User/Me Search for approvals

for which the specified
user is the approver.

“Current step”

The approver on
the current step

Search for records with
the specified approver
for the current
approval step.

“Current step or

Approver on the

Search for records with

thereafter” current step or the specified approver
thereafter for either the current
or a pending approval
step.
“Deadline” Date, interval or Search for approvals

one of the special
values Yesterday,
Today, Tomorrow,
or Undefined.

It is also possible to
use + and -.

If an end date is
not specified, the
search will include
results from the
start date and
onwards.

with deadlines within
the specified interval.

“Deadline, current
step”

Date, interval or
one of the special
values Yesterday,
Today, Tomorrow,
or Undefined.

It is also possible to
use + and -.

If an end date is
not specified, the
search will include
results from the
start date and
onwards.

Search for approvals
with current step
deadline within the
specified interval.
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Comment

“Start date”

Date, interval or
one of the special
values Yesterday,
Today, Tomorrow,
or Undefined.

It is also possible to
use + and -.

If an end date is
not specified, the
search will include
results from the
start date and
onwards.

Search for approvals
that have been
initiated during the
specified interval.

“Urgent”

Yes/No

Search for approvals
with or without urgent
status.

n”

“Approval type

Value list created
by an
administrator.

Search for approvals of
the specified type.

“Started” Yes/No Search for approvals
that either have or
have not been
initiated.

“Approval status” In Search for approvals

process/Completed/
Cancelled

that are either in
process, completed or
cancelled.

“State of approval”

Returned/Approved
/ Conditionally
approved

Search for approvals
that have either been
returned, approved or
conditionally approved.

The “"Request” search group (add-on module)

Search field Possible values Comment
“Creator” User/Unit/Me/My Search for requests
unit created by the
specified user/unit.
“Type” Predefined request Search for requests

types managed by
an administrator

based on type.
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Comment

“Deadline”

Date, interval or one
of the special values
Yesterday, Today,
Tomorrow.

It is also possible to
use + and -.

If an end date is not
specified, the search
will include results
from the start date
and onwards.

Search for requests
with a specific
deadline.

Using - and + it is possible
to perform a dynamic
search. Entering e.g. +7
will always search for
deadlines seven days from
the current date.

n”

“Internal deadline

Date, interval or one
of the special values
Yesterday, Today,
Tomorrow.

It is also possible to
use + and -.

If an end date is not
specified, the search
will include results
from the start date
and onwards.

Search for requests
with a specific internal
deadline.

Using - and + it is possible
to perform a dynamic
search. Entering e.g. +7
will always search for
deadlines seven days from
the current date.

“Description”

Search string

Search for requests
whose description
contains the specified
search string.

“Recipient”

Users/Unit/Me/My
unit

Search for requests
sent to the specified

user/unit.
“Executor” Users/Unit/Me/My Search for requests for
unit which the specified
user/unit is the
executing party.
“Executed” Yes/No Search for requests

that either have or
have not been
executed.

“Return to”

User/Unit/Me/My
unit

Search for requests to
be returned to the
specified user/unit.

“Approved”

Yes/No

Search for requests
that either have or
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Search field ‘ Possible values ‘ Comment

have not been
approved.
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The search result view

The results of any search are displayed in the result list in F2’s main window. The
user can choose to view the result list as a list of records, cases, documents or
requests. In the example below the result list is shown as records.

Result list showing records

«cBrain F2-en-doc

B
% New FOI Request
o+

New  Reply cSearch
chats Open in calenda
Reply Calend. Search
By E S LE Show records  Show cases  Show documents  Show requests Record  Participants =
Questions
Title | Letter date | Sorting date | From | Record form | Record type Hugo Hugoser

=
fiy

15-08-2012 0917
13-08-2018 09:57
13-03-2018 09:57
13-08-2018 09:57
13-08-2018 09:52

© Approvals Normal Internal [} Record dor
Normal Internal
Normal Internal
Normal Internal
Normal Internal
13-08-2012 09:52
13-08-2018 09:51
13-08-2018 09:51
08-01-2018 09:00
05-01-2018 1221

Normal Internal
Normal Internal

Normal Internal

Normal Internal

Normal Internal

=

04-10-2017 14:35
15-08-2017 14:02

Normal Internal

==

Normal Internal
15-08-2017 12:00
15-08-2017 11:38

Normal Internal

(oY -Ne-N-N-N N wiwiwl || = wiw) ]

Nermal Internal

=

ltems: 27 - updated today 10:29 (0 minutes ago)

Figure 13: Result list showing records

Note: The user can navigate a finished search by entering a search string. If a
search is done and sorted by e.g. the “Title” column, the user may enter text in
the free-text search field (without pressing Enter), and F2 will jump to the first
list result matching the user’s text.

It is possible to limit the number of displayed search results through the user’s
personal settings. For example, changing the number to 200 will result in lists of
200 results displayed at most.

View records, cases, documents or requests in the result list
The user can choose to view the result list as either records, cases, documents or

requests. This is done by clicking on the desired view above the free-text search
field in the main window.
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Choose how to view the result list Result list showing records

<Brain F2-en-doc

Main window

Main window D 7 New email % New FOI Request q 18 ArcHive -3 LR
Case ~ " -+ B New document N . = Rempove from list  Flag: Select flag
ew ew ply .
Record ~ record & New approval chat = . Open in calendar 3 Delgte record Deadline: Select date
Navigation New Reply Rgmoave Me
My inbox
£ = [ Show records  Show cases  Show documents  Show requests
574 = q
4 Favorites |
My inbax Title [ Letter date [ Sorting date - | From
13 My desktop
© Approvals @ i & Newbudget 15-08-2018 09:17 Huge Hugosen
[} Case help 13-08-2018 09:57 Huge Hugosen
0 Tasks 2018 13-08-2018 09:57 Hugo Hugasen
+ [ Standard 0 Questions 13-08-201809:57  Hugo Hugasen
¥4 Units searches ] Tasks for 2018 13-08-2018 09:52 Hugo Hugasen
& Personal searches 0 Set case as complete 13-08-2018 09:52 Hugo Hugasen
# @ Current unit (HR) 0 Renewal of harbor 13-08-2018 09:51 Hugo Hugesen
b Folders [} Weeting in June 13-08-2018 09:31 Hugo Hugasen

Figure 14: View the result list as records, cases, documents or requests

Note: Not all records are associated with a case. Records that are not assigned
to a case will not be visible when the user chooses the “Show cases” view.

Show records

Select Show records to display records in the result list. The result list consists of
all records that match the user’s search criteria.

It is possible to view any attached documents by clicking on 0 to the right of the
record icon [ as shown below.

Click the paper clip icon to view the attached documents

Main window

Main window D E3 New email F_.;'. Meg FOI Request Q Reply all ~ 1‘%? Archive 2 LA P
Case E;'. New decument Forward = Remove from list ~ Flag: Selectflag
MNew New Reply . .
ecord record @ New approval chat~ - Open in calendar ~ 3 Delete record Deadline: Select date [}
Mavigation New Reply Remove Me
& My desktop
[ ] ‘\E!' E & 52 B Show redords  Showcases  Show documents  Show requests
4 Favorites |
v .
s My inbox Title | Letter date | Sorting date ¥ | From
12 My desktop
) Approvals <@ Q1 meeting 2018 02-10-2018 1315 Hanne Winter
(/] Approval 2018 08-01-2018 08:36 Hanne Winter
Q i Q1 meeting 2018 04-01-2018 09:48 Hanne Winter
» [7] standard @ 05 Q1 meeting 2018 agenda.odt -2017 1838 Hanne Winter
» o5 Units searches (] For internal use 23-11-2017 1838 Hanne Winter
£ Personal searches [ ] For internal use 23-11-2017 16:35 Hanne Winter

Figure 15: View records with attached documents

Show cases
Select Show cases to display cases in the result list. Records associated with a

case are displayed in the search list view to the right of or below the case list as
shown below.

Page 30 of 57



CBRAIN

The Process Company

«cBrain F2-en-doc

B2 New email B} New FOI Request Reply all = Archive
+ [} New document st Flag: Flag
New Mew  Reply
ecord ~ record @ New approval chat~ . Open in cale Deadline: Deadline:
Navigation New Reply Me HR
G My desktop
e E & & F Show records ~ Show cases  Show documents  Show requests
4 Favorites
£, My inbox || [Tite | Case No | Created by -
G My deskiop —————— List of cases
© Approvels o Recruitment of a new employee in support 2015-3 Kaj Kofoed
o Employe information 2015 -8 Hanne Winter
2" Case relating to meeting: Meeting July 2016 2016-19 Dieter Davidsen
» [ Standard ] Convention october 2016 2016 - 20 Vibek Villasen
» =28 Units searches m Social arrangement in the unit 2016 - 26 Hanne Winter
2 Personal searches & Mestings infermation - compiled for 2016 2016- 27 Hanne Winter
» =3 Current unit (HR) b Agenda in HR december meeting 2016 - 31 Hanne Winter
b Folders i Distribution 2017 -1 Hanne Winter
DL Oz & Verification of information regarding employment rates 2017 -2 Hanne Winter
FoY Initiatinn of emvironment sualiation oM7-3 Hanne Winter d
Title | Letter date | Sorting date ~| From | A ____ Choose which records
o to display
@ (i Forintemaluse 231120171802 Hanne Winter B = Unread
0 New employees september 12-08-2016 1220 Vibeke Villasen
[l Systemacces 14-01-2016 0822 Vibeke Villasen
£ [l Rethiring of a new employe in sup... 07-01-2016 1245 Hanne Winter
=] Re: hifing of a new employe in sup. 211220151452 Docadmin
B  RE hiring of 2 new employe in sup... 26-11-2015 1426 Vibeke Villasen Result list showing
. 4 records from

Items: 12 - updated today 11:10 (0 minutes ago) selected case

Figure 16: Case and records lists displayed in the result list

Note: Certain conditions apply to this view:

e Only cases with records that match the search are displayed. Records
without a case will not be displayed, even if they otherwise match the
list or the search criteria.

e Next to the case list’s free-text search field, it is possible to select which
case records to display. Selecting “All” (as shown in the example above)
displays all records on a case including ones that do not meet the search
criteria.

e The records that match the search criteria appear with a green
background (as shown in the example above). Select Match to display
only those that match the search criteria.

Show documents

Select Show documents to display documents in the result list. A padlock icon o
is displayed next to a document if it is locked. A locked document cannot be edited.
A document may be locked if it is attached to an email or if the responsible user
has chosen to prevent it from being updated.
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g = cBrain F2-en-doc
F2 Main window Settings
Main window E g Preview:  Right alignment - [ Reset layout ~ B’ @ mﬁ
Case - Setup  User Case list:  Top alignment = [ Save standard column layout Fpris | leree | Tk
Record - settings Edit favorites search fields -
Mavigation Setup View Lists Signatures = Language = Templates
*+ My inbox
[ ] ‘\.} E & s! E Show records  Show cases  Show documents  Show requests
4 Favorites m
2, My inbox Title | Madified | Modified by | Version | ID
& My desktop
(2) B 05 New budget 15-08-2018 09:07 Hugo Hugesen 1 4006
M5 Q1 meeting 2018 ag... 04-01-2018 1348 Hanne Winter 2 3926
o5 Recruitment informa... 04-10-2017 12:41 Huge Hugosen 2 3849
4 [7] Standard M5 Interal regulations  15-08-2017 13:57 Huge Hugasen 2 3826
0 Archive M5 Approval process gui.. 15-08-2017 11:37 Hanne Winter 1 3823
* My inbox 2  Employee Information 19-05-2017 09:14 Huge Hugeosen 1 3753
& My desktop M= ™ Meeting invitation ... 09-08-2016 10:51 Vibeke Villasen 1 3068
3 myarchive =L 2 Minutes from Meetin... 08-07-2016 1040 Dieter Davidsen 1 2931
My sent records = [} Agenda for Meeting... 08-07-2016 08:57 Dieter Davidsen 1 2923
@ Approvals image 14-01-2016 08:22 Vibeke Villasen 1 2548
*. Outhox M5  Recruitment informa... 17-08-2015 12:04 Vibeke Villasen 1 2349
Latest documents
»oif Units searches
.= Personal searches
»otf Current unit (HR)
» Folders
P E Misc
4 (]

Items: 11 - updated today 12:17 (0 minutes ago)

Figure 17: Show documents in the result list

Double-clicking on a selected document opens the document directly while the
associated record is opened in the background.

The result list displays all documents attached to records matching the search
criteria. If a record has multiple documents attached, they will all be displayed as
long as at least one matches the search criteria.

Show requests

Select Show requests to display requests in the result list.

Double-clicking on a request opens its record. If there are several requests on the
same record, the record will appear several times in the list as only one request is
displayed per line.

Page 32 of 57



CBRAIN

The Process Company

cBrain F2-en-doc

3 New ema: P Mew FOI Request {5 Open calendar
N: B Mew dacument e | Flag, Show sl eminders | =
..... o @ New chate - g
Remoe Me HR cSearch
R ES 2R Show records Show cases  Show documents Show requests ) e e e e e
-
£ My inbox D Deadline v | Raceiver Evscutor - ient= | Fugo Hugosen (Case mansger, HR) 5-07-2016 1036
3 My destiop 5.07.2016 1036
© Appromas ¥ Deadine: Oider (12)
10:05-2017 Hugo Hugosen
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20-09-2016 Hanne Winter Natify crestar and Retum ta upon executed (7
30-07-2016 Quality
30-07-2016 Qualty
207206 Hugo Hugosen
22405-2016 Vibeke Villasen
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Figure 18: Display requests in the result list
Additional filters

Additional filters that can be used in the result list are “All”, “Unread”, “"With chats”,
“With documents” and “With flags” as shown below. The filters can only be used
when the result list shows records or cases.

Click the icon to view the filter options in a drop-down menu. See the figure
below.

Choose filter option

Show records  Show cases  Show documents  Show requests

Title | Letter date | Serting date | From | Recard All ype

& 0 2 New budget 15-08-2018 09:17 Huge Hugasen Normal g Unread

0 Case help 13-08-201809:57  Hugo Hugosen Normal] & With chats

] Tasks 2018 13-08-20180857  Hugo Hugosen Normal| [ With documents

[} Questions 13-08-2018 09:57 Huge Hugosen Nermal| [® With flags

B Tasks for 2018 13-08-2018 09:52 Huge Hugosen Nermal Internal

(| Set case as complete 13-08-2018 09:52 Huge Hugaosen MNormal Internal

(] Renewal of harbor 13-08-2018 09:51 Huge Hugasen Normal Internal

(| Meeting in June 13-08-2018 09:51 Huge Hugaosen MNormal Internal

[] Approval 2018 08-01-2018 09:00 Hanne Winter Normal Internal

Figure 19: Filter options in the result list

The table below describes each search filter option.

Filter Function

ij “All” Standard view that shows
all results from the search.

59 “Unread” Shows unread search
results.
C) “With chats” Shows records with chats.

@ “With documents” | Shows search results with
documents attached.
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“With flags” Shows search results
marked with a flag.

Sorting the search results

All search results are sorted using columns. The applies both to search results
generated by searching for metadata in an advanced search or by using the free-
text search field.

As when sorting the inbox and other lists, the user chooses how to sort the list by
clicking on a column. Each column can be sorted in ascending or descending order.

F2 lets the user sort by two columns at once. First, click on a desired column to sort
by. Then press and hold the Shift button and click on a second column by which to
sort the search results.

F2 remembers which column the user last used to sort each list. All lists are
individually sorted.

Columns
The table below describes each column in the result list and its use.

The number of columns may vary from installation to installation. Several of the
listed columns may only appear if the installation has one or more add-on modules.

The columns available may depend on whether the user has chosen to show
records, cases, documents or requests.

For further information on setting up columns, see the F2 Desktop - Settings and
setup user manual.

Column Purpose

“Access” Shows the access limitation for a record.

“Active FOI

Request icon”
(add-on) The icon shows the record containing the most

recent PDF-generated FOI request report. This
column is intended to be shown to the left of the
“Title” column, making the arrow icon point to the
relevant record.

Displays the 2 icon.

“Annotations” Displays the number of annotations on a record.

“Appl: Days left” Displays the time in days until a deadline for the
approval of a record expires.

“Appl: Progress” Displays a colour coded overview of the approval
progress with the current approver highlighted in blue.
Any previous approvers are highlighted in light blue,
while future approvers are grey.
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Column Purpose
The users set as approvers can be identified by their
initials. The user’s own initials are displayed in bold.
“Approval Displays the deadline for the approval.
deadline”

"

“Archive area

Shows whether the record is located in:
e “Archive”
e “Library”
e "My deleted records”

e "My private records”.

“Attached file
icon”

Displays the @ icon on any records with
documents attached.

“BCC"

Displays any Bcc recipients of an email.

“Case folder”

Displays the case folder in which the record is
placed.

“Case help”

Shows whether case help is activated on a record.

“Case keyword”

Displays any keywords associated with a case.

Note: If the result list is showing records, this
column displays the keywords of the case on which a
record is placed.

“Case No.”

Shows the number of the case on which a record is
located.

Note: If the result list is showing records, this
column displays the number of the case on which a
record is placed.

“Case title”

Displays the title of the case.

\\CCII

Displays any copied recipients (Cc) on a record.

“Created by”

Displays the user that has created the record.

“"Request reply
date”

Displays the time when a request has answered,
i.e. the time when the reply record been sent.

“Date created”

Displays the date automatically allocated to a
record when it is created.

“Deadline”

Displays the formal deadline of a record.
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Purpose

“Deadline, the
unit’s case
handling”

Displays the deadline a recipient unit has set for its
own management.

“Deleted by”

Displays the user who has deleted the request.

Note: This column only contains values if the chosen
list is either "My deleted records” or “"Search all
over”.

“Document
locked”

Shows whether the documents attached to a
record have been locked for editing.

“E-mail title”

Displays the original title of an incoming email.

“External access”
(add-on)

Shows whether external sharing of a record is:
e Open
e Partially open

e Closed.

Note: This setup can be customised and may vary
from organisation to organisation.

“Forward of

Displays the title of the forwarded record.

record”
“From” Displays the sender of records containing sent or
received material.
Note: In case of scanned letters, it is possible to edit
the record recipient so the column shows the original
sender.
“Icon” Displays icons for, respectively:
) Record
Email
Request
(v Approval
See F2 Icon appendix for more information about the
icons and their variations.
“Keywords” Displays the keywords associated with the record.
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Purpose

4

“Latest update

Displays the time of the most recent change in a
record, the metadata of a record or the documents
of a record. These changes are also found in the
history of the record.

Note: “Latest update” should not be confused with
“Sorting date”.

“Letter date”

Displays the letter date registered in the record.

In case of scanned letters, this should indicate the
actual letter date.

“Location”

Displats the current location of an approval (add-
on module).

“Locked”

Displays whether a case is included in the periodic
delivery to the National Archives.

Note: The period shift function (ongoing delivery) to
the National Archives is active only if the technical
service called period shift is enabled. Therefore, it is
not possible to select the value, it can only be
searched for.

“Mail received
date”

Displays the registered receipt time of incoming
letters and emails.

Note: In case of scanned letters, it is possible to edit
the record date. In case of emails, the date is set
automatically by F2.

“Message icon”

Shows the icon for:

e Chat Q

e Note
¢ Annotation

e Orientation @

Only one icon is displayed per record, and the more
formal icon takes precedence. If the record has a chat
and a note, the note icon is displayed. If the record has
an annotation as well, the annotation icon is displayed.

“My deadline”

Displays the deadline the user has allocated to the
record via personal management in the menu item
“Deadline”.
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“My flag”

Displays the flag the user has allocated to a record
via personal management in the menu item “Flag”.

"My unit deadline”

Displays the deadline the user has allocated to the
record via unit management in the menu item
“Deadline”.

“My unit flag”

Displays the flag the user has allocated to a record
via the unit management in the menu item “Flag”.

“Original file path”

Displays the path used as the basis for a record if
the record has been imported via document import
from a server. This way it is possible to see where
the underlying document for the record was
located before being imported.

“Previous case
No ”

Indicates the previous case number for the record
or case. The number can originate from a different
system or from a case in F2. The field can also be
filled in manually.

“Rec.ID”

Displays the ID (key) that is automatically
allocated to a record when created.

“Record form”

Displays what kind of record it is. The available
kinds of record varies from installation to
installation.

“Record number”

Displays the consecutive humber allocated to a
record when it has been registered.

Note: A record that is registered has only one record
number. The record number should not be confused
with the record ID.

“Record type”

Shows whether the record is:
e “Internal” - i.e. available to internal users

e “Incoming” - i.e. received from external
participants

e "Outgoing” - i.e. sent to external participants

“Registered”

Shows whether a record has been registered.

Note: This column is empty if the record’s
“Registered” field has not been filled in.

“Remind Date”

Displays the date set by a user for management
purposes.
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Note: The reminder date does not pop up as a
reminder but can be used as a basis for searching or
sorting lists.

“Reminder icon”

Shows whether there is a reminder on a record.

“Reply to record”

Displays the title of the record to which a specified
record is a response.

“Request” Shows whether there is a request on a record.
“"Request Shows whether the record’s request has been
completed” marked as completed.

“"Request created”

Shows the date and time for the creation of the
request.

“Request created
byll

Displays the user who created the request.

“"Request Displays the deadline for the request set by the
deadline” creator.
“"Request Displays when a request was executed.

execution date”

“Request
executor”

Displays the user or unit that executes a request
on a record.

“"Request, internal

Displays the request recipient’s own deadline.

deadline”
“Request Displays the user or unit set as the request
recipient” recipient.

“Request reply
date”

Shows when a request has been replied to (when
the answer record was sent).

“"Request sender”

Shows the name of the user who sent the request.

“Request sent”

Shows the date and time for when the request was
sent.

“"Request status”

Shows whether the request is:
e Sent
e Accepted
e Cancelled

e Executed
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Purpose

e Completed

“"Request text”

Displays the content of the text field of the
request.

“Request type”

Displays the request type.

Note: Request types may vary from organisation to
organisation as the types are configured on an
organisational level.

“Responsible”

Displays the user or unit responsible for the
record.

“Responsible unit”

Displays the unit responsible for the record.

Note: If the responsible party a user, the column
displays the unit with which the user is associated.

“Responsible, the
units case
handling”

Displays the user who is formally responsible for
the recipient unit.

Note: If the user responsible for the record has not
yet been specified, the recipient unit will be
displayed as the responsible party.

“Secure email”

Shows whether the user has selected “Send
securely” when sending the record to external
recipients.

“Sent”

Shows whether the record has been sent. The field
changes automatically from “"No” to “Yes” when the
“Sent” function is used and for incoming emails.
This field makes it possible to filter out unsent
draft records for which sender and recipient have
been filled.

“Sorting date”

Displays when a record has been placed in a user’s
/Y

personal lists such as "My desktop”, "My inbox”
and “My archive”.

The sorting date of a record in one of the personal
lists is only affected by the changes that would
cause the record to be added to the given personal
list, in which it is already placed.

For example, if a chat on a record, which is already
in the user’s inbox, is sent to the user, the sorting
date will be updated. The last updated date in this
example will not change.
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Purpose

Note: In the lists or searches with no personal
management of the individual users, the sorting date
is the same as the “Latest updated” date of the
record.

“SSN/CVR No”

Shows the SSN/CVR number a user has written in
the record.

“Status”

Shows whether the record has been formally
completed or is still being processed. It is still
possible to edit a record which status has been set
to "Complete”. A case can only be set as
“Complete” if all its associated records have been
set to "Complete” as well.

“Suppl. case mgr.

"

Shows the supplementary case managers on a
record or case.

“Task guide type”

Shows the case guide type set in a case.

Note: If the result list is displayed as records, the
column indicates the case guide of the case, in which
a certain record is placed.

“Title”

Shows the title a user has allocated to a record.

\\TOII

Shows the recipient of a record containing sent or
received material.

Note: If the field is filled in manually, when F2
contains sent and received letters that have been
scanned, the column also shows the recipient of the
scanned letters.

“Urgent”

Shows whether an approval has been marked as
urgent.

“Version No”

Auto grouping

Shows the version number of the record.

It is possible to group F2’s result list based on a selected column by using auto

grouping.
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Click on Auto grouping in the “Settings” tab to enable or disable auto grouping.

Auto grouping

cBrain F2-en-doc

Settings ~

Preview: Right alignment - Reset layout ~ s52 Teams —=
@ § o e Do > 9 B B
Case list: Top alignment {7 save standard column layout  __ @ Distribution lists
Setup  User Signatures  Language  Templates Auto Edit
Record = settings Edit favorites search fields = grouping  grouping
Navigation Setup View Lists Signatures | Language  Templates Teams & Lists Grouping

Figure 20: “Auto grouping” in the “Settings” tab

5 If its menu item is dark grey, “Auto grouping” is

enabled.
Auto

grouping

Figure 21: “Auto grouping”
enabled

E". If its menu item is light grey, “Auto grouping” is
=G disabled.

Auto
grouping

Figure 22: “Auto grouping”
disabled

Each subgroup header displays the number of items it contains as well as the
number of unread items. This applies to both the main and case windows.

Subgroup header showing items in total and items unread Auto grouping enabled

cBrain F2-en-doc

Settings & Hanne Winter (HR}
Main window EI 3 Preview: Right alignment + (B Resetlayout ~ I:', @ @3 sis Tesms E,-
E= @ it Topalignment | | [ Save standard columnlayout = @ oistribution fists | =
Setup  User Signatures  Language  Templates Auto Edit

Record ¥ s Edit favorites search fields . IR i

Navigation Sewp View Lists Signatures | language  Templates  Teams & Lists Grouping
& My inbox (1)
R ET & B Show records  Show cafes  Show documents  Show requests. Record  Participants. =
4 Favortes \ |5 Q |

Yo ‘ B Minutes from Meeting July 2016 - 2. ed

My inbox (1) Title | Letter date v | Sorting date | From | Case No y

G My eskiop 8 July 2016 10:40 (2 years ago)

© approvals ¥ Letter date: Today: 1 item(s), 1 unread Dieter Davidsen

= Holiday notice 03-10-2018 14:05 03-10-2018 1405 Kiaus Salomon Tor  Anne Christiansen;Hanne Winter, Dieter Davidsen;
Lone Larsen:
¥ Letter date: Older: 5 item(s)
=] First meeting - invitation and agenda 00-08-2016 10:54 00-08-2016 1054 Vibeke Villasen 2016 - 20 1) Record document

4 [ Standard = § Minutes from Meeting July 2016 - 2. adition 08-07-2016 10:40 08-07-2016 10:40 Dieter Davidsan 2016- 19 = Minutes from Meeting July 2016 - 2. edition.pdf

0 Archive =] Agenda for Meeting July 2016 - 2. edition ~ 08-07-2016 08:58 08-07-2016 08:58 Dieter Davidsen 2016 - 19

o

ML) = Letter 17-06-2016 1002 17-06-2016 1004 Vibeke Villssen

G My deskiop = Request for information from the council  26-11-2015 11:49 261120151149 Vibeke Villasen

B Myarchive ¥ Letter date: (no items}: 22 tem(s)

77 My sent records [l Employe information: Dieter Davidson 17-08-2015 1614 Hanne Winter 2015 -

@ approvals a0 RE: hiring of a new employe in support 07-01-2016 1245 Vibeke Villasen 2015-3

»

i Outbax Q0 System acces 14-01-2016 0823 Vibeke Villasen 2015-3

latEstdociments = request on office supply 16-11-2016 1052 Vibeke Villasen
X5 Units searches e

Introduction to HR 140820171352 Vibeke Villasen
2 Personal searches S - .
[

Items: 28 - updated today 14:20 (0 minutes ago)

Figure 23: Auto grouping enabled in the main window

It is possible to set a future date as the letter date on a record. This may be useful
if a case manager has written a letter before it has to be sent. In the result list, a
“Future” subgroup allows the user to keep track of records with a future letter date.
The “Future” subgroup will appear as the top group in the result list when the
results are sorted by letter date.
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Edit grouping

The standard columns in the result list are chosen during the configuration of F2.
Users can also configure the result list by creating their own grouping of columns.

Edit grouping

cBrain F2-en-doc

Settings -
Main window E £}  Preview: Rightalignment  + [T Resetlayout ~ ’,’c: @ @ £t Teams E,- —=
Case = - Caselist: Top alignment  + [ Save standard column layout ~ = B Distribution lists =0 =
Setup  User Signatures  Language  Templates Auto Edit
Record ~ =Hitan Edit favorites search fields . grouping [N
Navigation Setup View Lists Signatures Language = Templates Teams & Lists Grouping

Figure 24: “Edit grouping” in the “Settings” tab

Click on Edit grouping in the “Settings” tab to view group headers in the result
list.

Drag a column header into this field

«cBrain F2-en-doc

& Hanne Winter (HR)

Settings
= g Preview:  Rightaignment - (7] Respt layout = _Z. @ E’ﬁ LTS |§0 |_§.
Caslist Topalignment ~ [ Savp standard column layout @ Distribution lists :
Setup  User Signatures  Language  Templates Auto Edit
ez Edif favorites search fields - grouping [ERES
Navigation Setup View Lists Signatures  Language Templates Teams & Lists Grouping
G My desktop
R BEF & F Show records  Show cases  Show dpcuments  Show requests Record  Participants  Approval 7
4 Favorites | Q
1 meeting 2018
& My inbox (1) Q 9
Dr { header here t by that col . ne Wi
O My deskiop rag  column header here to group by that column Hanne Winter
rovals itle tter date orting date | From iment
P Titl Letter d Sorting d: Fi ] al docus
@ [l Q1 meeting 2018 02-10-2018 13:15 Hanne Wint [ Record document
] Approval 2018 08-01-201808:56  Hanne Wint 2 Q1 mesting 2018.0dt &}
4[] Standard Q0 Q1 meeting 2018 04-01-2018 09:48 Hanne Wint
[J Archive @ [|  Forinternal use 23-11-2017 1858 Hanne Wint

Figure 25: The grouping area

The results are grouped by dragging the desired column header to the grouping
field, thereby creating a folder structure as shown below.

Column headings dragged to the grouping field

«cBrain F2-en-doc - =]

2 Hanne Winter (HR) e

Settings

window E Eel Preview: Right alignment - [ Reset layout ~ /l_\l @ m"‘g‘i £t Teams E_- —=
® Tep alignment [ Save standard column layout [ Distribution lists. =9 =
Setup  User Signatures  Language  Templates Auto Edit
Record settings Edit favorites search fields - grouping | grouping
Navigation Setup View Lists Signatures  language Templates  Teams & Lists Grouping
£ My inbox
2 ES & F Show records ~ Show cdses  Show documents  Show requests

4 Favorites

£ Myinbox

Title | Letter date | Sorting date | From
4[] standard
[ Archi ¥ Sorting date: Today: 1 item(s)
rchive
e | P Letter date: Todays 1 tems)
© Myinbox
o Myd i ¥ Sorting date: Older. 27 item(s)
esktoy
g My . i P Letter date: Older: 5 item(s)
archive
Y P Letter date: (noitems): 22 itemis)
7 My sent records

@ Approvals

Items: 28 - updated today 15:04 (0 minutes ago)

Figure 26: User-created folder structure

Note: Grouping into several levels is possible by dragging several column
headlines into the grouping field.
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To remove the subgroup headers as well as the grouping option, click Edit
grouping again or drag the chosen column header back down to the result list.

The Edit grouping menu item is only active when “Auto grouping” is disabled.

Note: Any user-created folder structures will be removed when the user
selects “Auto grouping”.
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Saving a search

It is possible to save a search so it is easy to perform again. To do this, click Save
search when “Advanced search” is enabled.

When the “"Save new personal search” dialogue appears, name the search and click
OK to save it to “"Personal searches” in the main window.

=l Save new personal search - 0 x

Title: |

Cancel

Figure 27: To save a search, enter a title

A user with the “Search administrator” privilege can make the saved search
available to a unit or as a fixed search for the entire organisation. See F2 Desktop -
Administrator for further information.

Personal searches are useful for creating lists of frequently used records, keywords
or flags, or for providing the user with a better overview. Saved personal searches
are dynamic, which means that new records or cases that meet the search criteria

are automatically added to the list.

In the figure below, a user has saved a personal search and added it to his
favourites. When the cursor is hovering over the list (on the left side of F2’s main
window), its search criteria are displayed.

In this example the search criteria are "FLAG (“Personal: Urgent”)” and
“"RESPONSIBLE("Me")”. The user can click on the list to display all records for which
urgent” flag.

I\\

he is responsible and has set his persona

D G4 New email FT;.NewFD\RequEst
+ [E} New document

Flag:

Mew New Reply .
ecord * record @ New approval L . ’ Op Deadline:
Navigation New Reply
[ My urgent tasks
| & B F I Show records  Show cases  Show documents  Show requests
E = - ]
4 Favorites
v .
= My inbox A Title | Sorting date | From | Case Mo
G My desktop
@ Approvals (| Tasks 2018 13-08-2018 09:57 Hugo Hugosen 2017 -7
[ My urgent tasks Q0 Q1 meeting 2018 02-10-2018 13:15 Hanne Winter
My urgent tasks:
FLAG("Personal: Urgent");
RESPONSIBLE("Me");
Criteria for the saved search Search results

Figure 28: A saved search as a list
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Personal searches, also called personal lists, are displayed under the node “Personal
searches” in the list view. The icon to the left of a personal search indicates where
the list performs its search.

The icons correspond to the lists as follows:

E Archive

L My inbox

o
oo

My desktop

P

E My archive

(A My private records

3 My deleted records
Library

4] Search all over

Figure 29: The icons indicate from where a search was created

Search lists can retain the search field view

The search lists can remember if the search fields were displayed or hidden the last
time a list was shown. When a list is chosen on the left side of the main window,
the search fields will appear in the same way as when the list was last viewed.

Chosen list The “General” search fields are displayed Show/hide search fields

«cBrain F2-en-doc

Main window
D 7 New email B! New FOI Request c*t ©
+ |= + - -
E} New document ¢ Flag: Flag:
New | New  Reply 3 5 Print Advanced| Search
cord record |@ New approval drio o Open in calenda C Deadline: Deadline: search  history -
Navigation New Reply Remove Me HR Print Search
[ Archive
R 2 EF &|F Show records  Show cases  Show documents  Show requests
4 Favorites Advanced search
£, My inbox Clear || Save search || Search
K3 My desktop W Favorite search fields -
Ay I
@ Approvals A Al search fields
[0 My urgent tasks
Do you search for a field? Wite it's name here
General
4 [7] Standard
Record/case title ¥ Content Record status ¥ D No:
[ Archive
. Title Records where 2 document matches th...| | Status - in process/completed ¥ | [Record with defined ID No
& My inbax
13 My desktop Records ¥ Personal fiag ¥ Record or case keyword ¥ External access of the record ¥
[3 My archive From [ To | | Flag? w | |Select keywords & | | External access v
7 My sent records 7
@ Approvals
0 Gt Responsibility
Latest documents o e
- Title | Letter date | Sorting date | From | Case No

» 35 Units searches

Figure 30: Search fields displayed in the result list

It is always possible to display or hide search fields by clicking the Advanced
search menu item in the main window ribbon.

Page 46 of 57



CBRAIN

The Process Company

The option to retain search fields is found on the “Settings” tab. Click the Setup
menu item and then on the Main window tab in the dialogue. Tick or untick the
box “Always hide my search fields when I change lists” to select the preferred
search field display option.

For more information about personal settings in F2, see the F2 Desktop - Settings
and setup user manual.

Naming of searches performed in unit lists

When a user performs a search in a unit’s inbox, desktop or archive, F2 does not
automatically remember from which unit’s list the search was performed. It is up to
the user to give the search a title that takes the name of the unit into account.

The reason for this is that a user can be associated with multiple units, and F2 does
not automatically show the unit list in which the search was performed. This applies
to both personal searches and when a user with the “Search administrator”
privilege performs searches on a unit level.

For example:

Hugo Hugosen has several job roles and thus access to the inboxes, desktops and
archives of several units, including the HR unit. Hugo now performs a search in
HR's inbox using the search criterion: record manager = Hugo Hugosen.

Hugo saves his search, but since F2 does not save the unit list from which the
search is performed, Hugo should not name the search “"Records in the unit's inbox
with me as manager”. This title is too general and does not show Hugo in which
unit the search is performed. Instead, Hugo saves and names the search, “Records
in HR's inbox with me as manager”.

Note: Personal searches (e.g. searches in "My inbox”, "My desktop” and
“Archive”) correspond to user’s current unit. This also applies to the unit's flag,
deadline, read/unread, etc.

Deleting and renaming personal searches

A personal search can always be deleted or renamed. Right-click on a personal
search to open the menu shown below.

4 2 Personal searches

O My urgent #==l=

»o® Current uni Add to favorites

> Folders Open in a new tab

» B Misc. Delete search

Rename search

Figure 31: Delete or rename a personal search
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Search for participants

F2’s participant register contains the internal and external contacts of the
organisation as well as the user’s private contacts.

@
To open the participant register, click on 2% (the contacts icon) on the navigation
line above the lists and folders on the left side of the main window.
The participant register will be displayed in the result list as shown below.

Access the participant register

«<Brain F2-en

=] g Preview: Hidden [ Reset layout ~ Bv @ IE']

Caselist Top alignment [ Save standard column layout
Setp  User Signatures Language Templates
Edit favorites search fields o

settings
Navigation Setup View Lists Signatures  Language = Templates

=3 HR
e E S 2FE

Pl Favorites

*, My inbox
G My deskiop Name | Participant No [ Unit Role
@ Approvals Vibeke Villasen 57 HR Case manager
[0 My urgent tasks Hugo Hugosen 8 HR Case manager
[ My urgent tasks Hilda Sunesen 37 HR Chief consultant
Hilda Hildasen 36 HR Case manager
Helene Helenesen 35 HR Case manager
= A Haral Haralsen E7 HR Case manager
o® HR Hans Hansen 3 HR Head of office
Hanne Winter E7) HR Office secretary

» =8 Doc Organistaion

Figure 32: Access the participant register from the main window

o o
Note: The navigation menu icon changes colour from £* to £* when the
participant register is open.

With the participant register open, click on the desired node in the list view to see
its associated contacts.

To perform a search in the participant register, click on the magnifying glass or
press Enter. As with clicking on “Archive” in the main window’s list view, a search
is not performed automatically when clicking on All (i.e. all contacts in the
participant register).

It is only when the user clicks on the magnifying glass next to the free-text search
field that F2 performs a search in the participant register.

A general search in the participant register can be performed by entering the

search term in the free-text search field while search groups can be utilised for
more specific searches. Read more about this in the next section.

Performing a search

To perform a search in the participant register, click on the node in which you
would like to perform a search.
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Zo Al
4 o Quality
o Quality Assurance
=8 Quality Control
» 2 Doc Organistaion
» 2 Doc Organisation

¥ o External participant

o Private

Figure 33: Nodes of the participant register

When a node has been chosen, the user performs the search either via the free-
text search field or by clicking on Advanced search in the main window ribbon.

Clicking on Advanced search opens a drop-down menu of search groups in which
it is possible to search for specific metadata.

See the example below.

Metadata search fields Advanced search

4 Favartes Acvanced ssarch

 Favorite sesrch fields
A Al search fieds

Figure 34: Use metadata to search for participants

An advanced participant search is similar

to the advanced archive search. For
further information, see the section
Advanced searches.

Favourite search fields

Users can create a search group with
their personal favourite search fields.

This is done by clicking on Edit
favourites search fields in “Settings”
ribbon.

|:| Reset layout ~
|:| Save standard column layout =

Edit favorites search fields
Lists

Figure 35: Menu item “Edit favourites search
fields”
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predefined search fields will open.
Click on Participants to the left of
the dialogue and tick off the
preferred search fields.

Click OK to finish.
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[T Edit favorites search fields - B0 x

[ Aecora: Basic
Name: Partcipant b Partcpants with imited access:
e Portcipants SSNCVR na

Contact
Adelress: Ema Mobile

Telephane

Figure 36: “Edit favourites search fields” -
participants

The selected search fields will be added to the group “Favourites search fields” as

depicted in the example below.

Favourites search group

Advanced search

cBrain F2-en-doc

New  Reply
chats v

Name Participant Nex

a2 Qualty Control
# = Doc Organistaion Contact.
¥ Doc Organisation

+ 34 Extermal participant Name * | Email
o Pivate

Brnt | Advanced Sescch
. search  history +

Motsie Telephane Adkdress Participant No unit |

Figure 37: Search the participant register

The user can also add search fields to favourites when viewing a search group. To
do this, hover the cursor over a search field to make a grey star appear. Click on
the star to add that search field to favourites. The star turns yellow. Click the star
again to remove the search field from “Favourites search fields”.

Participant search fields

The table below describes each search field and its use.
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Comment

“Name”

User/unit

A search is performed
for a participant with
this name.

“SSN/CVR no”

Number

A search is performed
for a participant
associated with this
SSN/CVR number.

“Participant No”

Number

A search is performed for a
participant with the number
that was automatically
assigned by F2 when the
participant was created in
the register.

“Participants with
limited access”

Yes/No

The “"Contact” search group

Search field

Possible values

A search is performed
for an external
participant with limited
acces (add-on
module).

Comment

“Email”

Email address

A search is performed
for a participant
associated with this
email address.

“Mobile”

Number

A search is performed
for a participant
associated with this
mobile telephone
number.

"Telephone”

Number

A search is performed
for a participant
associated with this
telephone number.

“Address”

Address, town/city
and postal code

A search is performed
for a participant with
this address, town/city
or postal code.
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Filtering search results

As in the main window, it is possible to filter the search results in the participant
register.

The following filters exist: “All”, “Active” and “Inactive”.

Filter options

Name | Participant No [ Unit | Role | Email | SSN/CVR no | Mobile | Tels = A =
2 Active

Kuno Konradsen 50 Quality Control Case manager @ Inactive

Kasper Klausen 48 Quality Control Head of office

Karina Salversen 48 Quality Control Office secretary

Karina Kortsen 47 Quality Control Case manager

Kamilla Keller 15 Quality Controi Case manager

Kalla Clausen 45 Quality Control Chief consultant

Kaj Kefoed a4 CQuality Control Case manager =

4 »

Figure 38: Filter options in the participant register

The table below describes each filter option.

Filter Function

o2 Shows all participants in the

== All participant register.

° Shows all active participants in the
& Active participant register.

Q Shows all inactivate participants in
Inactive the participant register.

Note: Click on the desired filter option in the drop-down menu to activate the
filter.

Related searches

Related searches are used to keep track of the participant involved in a number of
records and/or cases. This provides the user with a comprehensive overview of the
participants involved in selected records and/or cases simply by right-clicking.

This search also works in the opposite direction so that it is possible to see records
and/or cases in which selected participants are involved.
Related searches are used for:
e Searching for participants based on records/cases
e Searching for records/cases based on participants
This search can be performed by right-clicking in either the main, record or case

window as well as the record and case previews.

F2 comes with the following pre-defined related searches:

Page 52 of 57



CBRAIN

The Process Company

e All participants involved in one or more selected records*.
e All participants involved in one or more selected cases.
e All records in which the selected participants are involved.

e All cases in which the selected participants are involved.

Note: The term “Involved” includes everything from “Responsible”,
“Supplementary case manager” to email sender and recipient.

A related search always displays its results in a new search tab in the main window.

Note: In cooperation with cBrain, it is possible to create customer-specific
searches. These searches are created and maintained via the Server file
explorer (add-on module) and require the “Can edit related searches” role.

An example of a related search:

Hugo Hugosen wants to see which participants have been involved in a number of
records in his inbox. Hugo highlights these records and right-clicks to open the
context menu. Here he selects Related and then clicks on All participants on
these records.

G Appeevl document | .
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D W Salomon | e el s
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Figure 39: Find all participants involved in the marked records

F2 will now open a new search tab called “All” in Hugo’s main window. The search
tab shows all participants involved in the records that Hugo marked.

Now Hugo wants to narrow down his search. He wants to know in which cases the
participant “Hanne Winter” has been involved. For this reason, Hugo selects “Hanne
Winter” from the search results in the “All” search tab and right-clicks to open the
context menu. He selects Related in the menu and clicks on All cases with these
participants.
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Figure 40: Find all cases with the selected participants

F2 opens a new search tab with the search results, which shows all cases in which
the participant "Hanne Winter” has been involved. Using related searches, Hugo can
continue searching from records or cases to participants and from participants to
records or cases.
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Search history

It is possible to view the most recent searches by clicking on the Search history
menu item in the main window tab.

®

Search
history =
Archive: ALL INVOLVED PARTICIPANTS("Hanne Winter");
Archive: ALL INVOLVED PARTICIPANTS("Vibeke Villasen");
My desktop: STATUS("Records: In progress"); CHAT{™); CHAT PARTICIPANT{"Hugo Hugosen (Case manager, HR));
Inbox
Archive: STATUS("Records: In progress”);
Archive: FLAG("Personal: Urgent");
My inbox: FLAG("Personal: Urgent");
Desktop
Archive
Archive
Desktop
ALL INVOLVED PARTICIPANTS("Anders Andersen");
ALL INVOLVED PARTICIPANTS("Kaj Kofoed ");
Inbox (HR) (22)
Desktop (HR)
Inbox (HR) (22)

Figure 41: “Search history”
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