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Reading guide

This manual is written for users of F2 FOI Request, Advanced.

The manual contains a short introduction to F2 FOI Request, Advanced and a
general description of its functionality. The description adheres to best practice in
digital bureaucracy.

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.

We hope you enjoy using F2.
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Introduction to F2 FOI Request,
Advanced

The add-on module F2 FOI Request, Advanced meets the need to efficiently
gather and create the basis for an FOI request report. The module supports quick
and effective identification and administration of the records and cases that will
form the FOI request.

F2 FOI Request, Advanced makes it easy to create an FOI request report that
contains material from selected cases, records, and documents. The module
supports the entire process - from the received FOI request to the complete FOI
request report.

The module helps the user select the elements that the FOI request report needs
to contain. The user can perform the following actions:

e Add content to the FOI request report on an ongoing basis using searches
or former FOI request reports.

e Include, remove or edit FOI request elements such as documents,
annotations, and requests along with adding comments and extracting
sensitive information.

e View ongoing and completed FOI request reports in the main window.

e Save and send FOI request drafts for internal approval.

The first step of generating the FOI request report is selecting the relevant
records. The contents of the report can then be adjusted by deselecting records
and documents before the final version is created.

F2 FOI Request, Advanced ensures a complete overview so that the requester can
see if anything has been left out.

Comments can be added to all individual FOI request elements. This makes it
possible to document why parts of the material may have been excluded.

F2 FOI Request, Advanced automatically generates a complete FOI request report
once the relevant FOI request elements are selected. The amount of details to be
included in the report can be adjusted. For example, the attached documents may
be given individual titles or the report can be adjusted so that it contains all the
relevant metadata and documents.

F2 provides a number of options for setting up the FOI request report. However, it
is up to the organisation to determine the final setup of its FOI request reports.

F2 Data protection is an add-on module that can be bought for F2 FOI Request,
Advanced. F2 Data protection helps the organisation select the elements that a
personal data request must contain. The organisation selects a user who can use
the module to search for, assess and select the material for the personal data
request.
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Working with FOI requests

This section provides an introduction to working with FOI requests and describes
the “FOI” tab in the case window along with its associated functions and fields.

New FOI request

An FOI request is created as a case in F2. Select one or more records in the main
window’s result list and click on New FOI Request in the main window’s ribbon
or use the context menu and select New and then FOI.

It is not necessary to find all the needed records before the FOI request is
generated as records can be added afterwards as well.

When a record is added to an FOI request, all its attached elements such as
documents, annotations and requests are added to the basis of the FOI request.
Chats and notes on the record are not included.

New FOI Request Context menu

cBrain AcCloud01

zzzzzz

Select one or g
more records
that will act as
the basis for

the FOI request

§ e Agenia fo Mesing huly 26

© 1§ @ New budget !

O 01 fesRemeal o habor

11 11 Propass regarding new harbor
7O recues:on megsures aken .

e 7 - updited today WeAS fan hour s56) [o—Ty

Figure 1: Create a new FOI request from the main window

The “New FOI request” dialogue opens and the FOI request can be given a title.

% New FOI Request x

Title
FOI Request regarding CSR

Keyword
HR

Case Guide:

The selected record will be included in the FOI
request.

Cancel

Figure 2: The “"New FOI Request” dialogue

Page 6 of 34



CBRAIN

The Process Company

Note: Depending on F2’s setup, adding a file plan number, action code,
disposal code, or a case type and/or a case guide may be required when
generating a new FOI request. It may also be possible to select a case
template, which affects which metadata fields are mandatory.

Click on OK to open the FOI request as a case. The case consists of copies of the
records selected in the main window.

The following sections provide a short introduction to the structure of an FOI

request in the case window and describe the FOI request functions and fields in
more detail.

An FOI request in the case window
This section provides a short introduction to the “FOI” tab in the case window.
When a new FOI request is created in F2, the case window opens with the “FOI"”

tab added. The top of the case window contains the case number and title. The
case title corresponds to the title the user gave the FOI request.

Case number and title User identification

2020 - 17: FOI regarding the harbour renewal projects in *17 and ‘20

Participants FO & Kamilla Keller (Quality Control A~

& Main window O ) Include  =» Export PDF S} Comment Select as original docu @ [& Copy FOI Request J
i — | o8 Case- € Exclude € Import PDF Remove record ) Open d t + Histo
The ribbon Add  Import from another L ) @zt Create FOI Finish FOI Remove
ord record(s) FOI Request request + 28] Export to Excel Request
Navigation Add Include Redact Edit Documents Create Completed
Title [ Status | History | Number of duplic. | Overview plans for the harbour renewal 2017
Content filters —— v -

¥ CaseNo: 2017 -8(5)
[Ta [ Proposal regarding new hart @ Included
[E Harbor Procurement @ Included
4 [ Re: Renewal of harbor Partly included
) Record document Excluded
@ Overview plans for the h @ Included
¥ CaseNo: 2017 -7 (9)
The basis of the || 4 [] 02 mesting2018Agends @ Included

FOI request | [ Recard document @ Included
@% Agenda @ Included
4 [ New budget Partly included
[ Recard document @ Included
85 New budget ® Included
B Request (id: 77) Excluded
& Annotation (id: 8) Excluded
& Annotation (ic: 11) ® Included -

Items: 0 - updated today 15:55 (2 minu es ago) Case: 2020- 17 GO 1
Shows if the FOI request elements are “Included”, Preview of the selected
“Partly included” or “Excluded” FOI request element

Figure 3: The “FOI” tab in the case window

Working with FOI requests is done primarily on the case window’s “"FOI"” tab. A
number of menu items for navigation, communication and managing the FOI
request can be found in the tab’s ribbon.

Below the ribbon of the “"FOI” tab are the FOI request elements that make up the
basis of the FOI request. It is possible to see which elements have been included
and excluded in the FOI request. The FOI request elements are grouped first by
records and then by the cases to which they are attached. Records that are not
attached to a case form their own group. In the basis of the FOI request, unique
column settings can be configured as needed. Use the content filters underneath
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the names of the columns to filter the displayed content, e.g. by entering text or
selecting an option from a drop-down menu.

A preview of the selected FOI request element is shown to the right.

The content of the FOI request report

The FOI request report always contains a summary of records divided between
their cases. The FOI request report can be adjusted with different levels of details
for the included records and FOI request elements. For further information on
adjusting the FOI request report, see the section Editing the FOI request report.

Record Insight Summary CBRAIN

28-04-2020

Record Summary

Case Title: Harbour Renewal
Case Number: 2017 - 8

Record Date Title Record # From Until Excluded Comment
id no.

418 27-04-2017 15:10:30 Re: Renewal of 2
harbor

Record EXCLUDED

document. html

Overview plans

for the harbour

renewal

2017.0dt

448 10-05-2017 10:15:42 Proposal 1 Dieter Davidsen

regarding new (Chief consuitant,

harbor Secretariat of the
management);
Dorthe Duess
(Department head,
Secretariat of the
management);
Hugo Hugosen
(Minister, Doc
Organisation})

nts

Harbor
Procurement. txt

# = number of related documents.

Figure 4: Record summary in the FOI request report
The different fields in the record summary are described below.

Field Description

“Record no.” When a record is registered it is assigned a record
number. The record number appears in this field.

Once an FOI request report is generated, its elements
can be sorted by record number. Records that are not
registered and therefore do not have a record number
are listed either before or after records with a record
number. Read more about sorting FOI request
elements in the section Editing the FOI request report.

“Date” The date in this field corresponds to the creation date
of the record.

“Title” The “Title” field shows the record’s title.

“Record ID” Every record in F2 has a unique record ID. The record
ID appears in this field.
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Field Description

e The “#" field shows how many related documents that
are attached to the record. Included in this number are
the record document along with any documents,
annotations, etc., that are attached to the record.

“Comments” If a comment has been added to a record in the basis
of the FOI request, it appears in this field. Read more
about comments in the section Add comment.

Managing record numbering in an FOI request

If a generated FOI request has a gap in its sequential record numbering, the
reason may be that a record has been deregistered and/or removed from the
case.

Deregistration of records

A record is assigned a record number once it is attached to a case and the
“Registered” checkbox has been ticked.

[) Fol (Record ID: 645)

[‘; (;\i + New note

% New annotation
rchive epare  Setrecordto  New e
andclose  sending>  ‘Complete’  chat~ W New request recor
Navigation Edit Delivery Status New Show Me Quality Documents

tflag ¥ Flag Selectflag ¥

Deadline: Selectdate M Deadline: Selectdate (%
Title: Fol
Status n progress Letter date: Access: Quality

Deadline: Case: 2019 - 13, Keyword:

Responsible: | Klaus Salomon Registered: ¥ Record No: 1 Created date: 21-10-20190648 by Klaus Salomon

Case manager, Quality External access:  Open

The “Registered” checkbox and record no.

Figure 5: Registering a record

Records are assigned record numbers in the order that they are registered. Once a
record number has been given to a record, the number cannot be reused. This
means that if a record is deregistered, the record number it was assigned is no
longer available.

If the record is registered again, it is assigned a new record number - the next
record number available and not the one it was originally given.

Record numbers are connected to cases. If a registered record is removed from a
case, it will be given a new record number if it is attached to the same case again.

Finding a record that is deregistered and removed from a case
Records that have been deregistered and removed from a case can be found again

using the case history. Click on History in the case window’s ribbon to view the
case history.
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History

2020 - 17: FOI regarding the harbour renewal projects in *17 and "20

Participants

# Main window ';5‘ Cancel D 7 New email (& New Digital Post D. [Z}. Hide folder structure — & History o;) @
8 Case~ - B New document 73 New M4 mail + + © Refresh t = £ Related cases (0)
- Edit New Nex AddF2  Setcaseto Auto Participant Copy linkto  cSearch
Record ~ record @ New approval Manager  'Complete’  Preview: [Right alignme = [\ grouping types=  this case
Navigation Edit New Status View Other cSearch
Title: FOI regarding the harbour renewal projects in '17 and '20
Responsible: Status: In progress

(%) Show more fields

Figure 6: The case history in the case window

The “Case history” dialogue contains a log of all actions made on the case. Using
the “Description” column it is possible to see if a record has been removed from
the case. It is also possible to see if the record has been deregistered.

Case history

Case history

o [ Show record
Refresh

Home
Time ~ | Current record title | Description | User | E
| I[ Il |
15-04-2020 15:59 New agenda Moved from case '2017 - 7: Organisation of team meetings 2018 to case... Klaus Salomon
15-04-2020 15:59 New agenda Creatk new record version Klaus Salomon
15-04-2020 15:59 New agenda ‘Chanped date created from '15/04/2020' to '13/08/2018' Klaus Salomon
15-04-2020 15:59 New agenda Creatpd record (New agenda) Klaus Salomon
15-04-2020 15:51 Q3 meeting 2018 Agenda ‘Chanfed to from ‘Administration (Distribution list) to "Anders Andersen;... Ann Sekner
15-04-2020 15:51 Q3 meeting 2018 Agenda ‘Chanfed record number from '6' to '<empty>" Ann Sekner
15-04-2020 15:51 Q3 meeting 2018 Agenda ‘Chanfjed registered from 'Yes' to ‘No’ Ann Sekner
25-02-2020 14:21 Addefd responsible unit HR to case Hanne Winter
25-02-2020 14:21 ‘Chanped keywords from '<empty>" to ‘faS" Hanne Winter
25-02-2020 14:21 AddeH keyword (group): CaS Hanne Winter
03-01-2019 10:33 New biydget Anncfation seen: The documents have Been reviewed and approved by t.. Hans Hansen DE\
Last updated 15:59
The record’s title Shows that the record
has been deregistered

The “Moved from case” description

Figure 7: The “History” dialogue

Once the wanted record is identified, it can be found in the “Archive” by searching
for the record title.
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The FOI Request ribbon

The menu items for working with an FOI request are located in the ribbon of the
“FOI"” tab.

2020 - 17: FOI regarding the harbour renewal projects in 17 and ‘20

Participants FO 8 Kamilla Keller (Quality Control ~

# Main window O = Include =¥ Export PDF 5} Comment Select as original docume: @ 3 Copy FOI request J
o2 Case~ Exclude 4= Import PDF 3 Remove record Open document + o History -
Add Import from another Create FOI Finish FOl Remove
record(s) FOI Request request + 28 Export to Excel Request

Navigation Add Include Redact Edit Documents Create Completed
Figure 8: The “FOI” tab in the case window
The menu items for the “FOI” tab are described below.

Function Purpose

o Navigate between the main, case and record windows
i Wi winciow by clicking on the corresponding menu item.

SR Case~
The “Record” menu item is only active if a record is
open.

Mavigation
Click on the “Case” drop-down menu to navigate to
the case participants.

Add one or more records to the basis of the FOI

O request.

Add
records) For more information about added records, see the

section Adding records to an FOI request.

Import records and FOI request elements from

F‘:_ another FOI request.
m| from anather
| piglniqlles?tle Read more about importing from another FOI request
in the section Import from another FOI request.
Choose to include or exclude a record, a document,
® Include or another FOI request element such as an
Exclude annotation from the FOI request.

For more information, see the section Include or
exclude elements.
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Purpose

=» Export PDF
& \mport PDF

It is possible to extract an FOI request element by
exporting the element from F2. This can e.g. be used
to remove sensitive personal data from the FOI
request. Click on Export PDF to export the element.
Once the element is exported it can be edited as
needed.

Once the element has been extracted it must be
imported back to F2. Click on Import PDF to import
the edited element.

For more information about exporting and importing
elements, see the section Export and import
elements.

Comment

Adds a comment to the FOI request element. This
can e.g. be used to add the reason why a record or a
document has been excluded or extracted.

For more information about comments, see the
section Add comment.

X Remove record

To remove a record from the basis of the FOI
request, first select the wanted record and then click
on Remove record. The record and all its attached
FOI request elements are then removed. This
function is useful if a record has accidentally been
included in the FOI request.

B! Select as original document

The chosen document is selected as the original
document for duplicates (identical documents).

For more information about duplicates, see the
section Show duplicates.

Open document

The chosen document is opened. The document can
also be opened by selecting it and pressing Enter.
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Function Purpose
D To generate the FOI request report, click on Create
m‘r‘”m FOI request. Once F2 has generated the FOI
request - request report, it appears in "My inbox” as an unread
| Create FOI request record_

Edit FOI Request
] To adjust the FOI request report before it is
generated, click on Edit FOI request. The following

dialogue opens:

3 Edit FOI Request - B x

Figure 9: The “Edit FOI request” dialogue

In the dialogue unwanted content can be removed,
the FOI request type can be selected, and the
filtering of the FOI request report can be edited.

For more information on creating and editing the FOI
request report see the sections Create an FOI request
report and Editing the FOI request report.

Click on Copy FOI request to copy the FOI request
to another case using the dialogue displayed below.

Copy FOI Request

5% Copy FOI Request x

By filing in the details and pressing OK, a new case is crealec
for the FOI Request.

Figure 10: The “Copy FOI request” dialogue
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Purpose

e History

Once a record is selected from the basis of the FOI
request, the History item becomes active. Click on it
to open a dialogue that shows if the record is a part
of other FOI requests.

Hy History -
Below isshown o st of FOI Requests wherein ‘CSR report 2018 appears.

Tite Case No St Remark

CSR 2019-13 Mot closed

FOI Request regarding CSR 201818 Not closed

Figure 11: The “History” dialogue

Note: The “History” column, if visible in the basis of
the FOI request, also shows whether the record is a
part of other FOI requests.

: X Export to Excel

The basis of the FOI request can be exported to Excel
as a CSV file by clicking on Export to Excel.

To complete the FOI request, click on Finish FOI
request. The dialogue below opens.

Finish FOI
Request (?) Finish FOI Request x
Are you sure you want to finish the FOI Request?
Mo
Figure 12: The “Finish FOI Request” dialogue
Click Yes to complete the FOI request. It is then no
longer possible to create an FOI request report or to
edit the basis of the FOI request.
To remove the FOI request from the case, click on
Remove FOI. The dialogue below opens.
Remove
FOI (%) Remove FOI x

Are you sure you want to remove the FOI request?

No

Figure 13: The “"Remove FOI” dialogue

This menu item is only active when the basis of the
FOI request is empty.
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FOI Request functions

This section explains a number of the functions related to working with FOI
requests.

Adding records to an FOI request

To add more records to the basis of the FOI request, click on Add records in the
ribbon of the “FOI"” tab.

Add records

2020 - 17: FOI regarding the harbour renewal projects in 17 and "20

Participants £ Kamilla Keller (Quality Control
& Main window + L] Include E} Comment document @ 2 Copy FOI request J
s Case - € G F | % Remove record e + 0 istory _
- Add  Import frem another Create FOI Finish FOI Remove
ecord ~ record(s) FOI request request - [ Export to Excel request  FO
Navigation Add Include Redact Edit Documents Create Completed

Figure 14: Add records

The “Choose records” search dialogue opens and the wanted records can be
searched for. To add only a single record to the FOI request, simply click on OK
after the record has been found and selected in the result list.

To add multiple records to the FOI request, use the Add records menu item.
Selected records from the result list are then added to the “"Chosen records” field.
Once all the wanted records are found and added to the “Chosen records” field,
click on OK.

OK Add records Selected records

Choose 1ecords - a copy of the selectec records are added to the FOI Request

Search window Settings

‘/  Cancel 100se one recor 0 Y CSRreport 2019 (632) 3¢ x G-I-
@ Choose multiple recorc
oK Add Remove all  Advanced
record(s) dossiers  search
oK Record choice Chosen records Search fields
| R Show records ~ Show cases  Show documents  Show requests
45 Favourites o, | -
# My inbox Title | Modified ~ | Modified by CSR ref
G My desktop @ FOIrequest 21-10-2019 06:48 Klaus Salomon
0 Archive @ Vacation plans 2020... 23-09-2019 1043 Vibeke Villasen
g CsRreport 17-09-2019 10:17 Hugo Hugosen
@ Vacation plans 2020 17-09-2019 10115 Hugo Hugosen
4T Standard g |.../CSR report 16-09-2019 1523 ek The result list
= g CsRreport 16-09-2019 1459 Vibeke Villasen
0 Archive
. @ Vacation plans 2020 16-09-2019 10:19 Vibeke Villasen
. My inbox
@ Vacationplans 2020 16-09-2013 10:19 Hugo Hugosen
G My desktop
) o Approval letter 17-07-2019.09:16 Klaus Saloman
8 My archive Employee Information 19-05-2017 09:14 Huge Hugosen
*7 My sent records & image 14-01-2016 08:22 Vibeke Villasen
@ Approvals
*. Qutbox (1)
B

[5) Latest documents

45 Doc Organisatien (doc@cbrain....
() In process: Me

L In process: Unit

1O @@

T F2 Requests from unit
£ personal searches
» =% Units (5)
4 » v

Items: 11 - updated today 11:26 (a minute ago)

Figure 15: The “Choose records” search dialogue
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Once the selected records are added, they appear in the basis of the FOI request.

If a record is added to the basis of the FOI request, but has already been added
previously, a validation error message appears and the record is not added a
second time. See the figure below.

Adding records to the FOI request
failed.

FOI request

Figure 16: Validation error

Import from another FOI request

To import material from another FOI request, click on Import from another FOI
request on the ribbon of the "FOI"” tab. This can e.g. be relevant if another office
needs to contribute material to the basis of the FOI request and has created their
own FOI request case.

Import from another FOI request

2020 - 17: FOI regarding the harbour renewal projects in '17 and 20
Participants FO 2 Kamilla Keller (Quality Control} ~

@ Main window o = Include ) Comment @ 3 Copy FOI request «
o8 Case - € Exclude mport PDE 3 Remove record Ope ent +  E History . )
Add  Import from another Create FOI Finish FOI Remove
record(s) FOI request request - %) Export to Excel request

Navigation Add Include Redact Edit Documents Create Completed
Figure 17: Import from another FOI request

In the “Import from another FOI request” dialogue, select the wanted FOI request
in the list and click on OK. Records from the selected FOI request now appear in
the basis of the original FOI request.

=2 Import from another FOI Request - 0 x
Title | Case No | Completed |

-
Environmental Report 2018 -1
FOI 2018-4 v

Preparation of Environmental Report 2018 - 3

OK Cancel

Figure 18: The “Import from another FOI request” dialogue
If the imported FOI request contains a record that is already a part of the basis of

the FOI request, a validation error message informs the user that the record is not
added a second time.
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(i) Validation error X

The following records are already included in the FOI Request:

Employe information: Dieter Davidson (Record 1D: 37)

Figure 19: Validation error for “"Import from another FOI request”

Include or exclude elements

FOI request elements can be excluded from the FOI request report if necessary.
To exclude an element, first select it in the basis of the FOI request and then click
on Exclude in the ribbon of the "FOI"” tab. In the basis of the FOI request it is
possible to see if an element is “Included”, “Partly included” or “Excluded”.

If an excluded element must be included again, select it and click on Include.

Include/exclude

20:'0 - 17: FOI regarding the harbour renewal projects in '17 and 20

& Kamilla Keller (Quality Control) ~

= Include = Export PDF 5 Comment @ ) Copy FOI Request v
€ Exclude € Import PDF Remove record Open document =+ Histo R
Add  Import from another Create FOI Finish FOI Remove
record(s) FOI Request request = [ Bxport to Excel Request  F
Add Include Redact Edit Documents Create Completed
Title | Status | History | Number of duplic.. _ {2/| Overview plans for the harbour renewal 2017
- -

¥ Case No: 2017 -8 (5)
4 [ Proposal regarding new hart @  Included
[E Harbor Procurement @ Included
4 [ Re:Renewal of harbor Partly included
[ Record document ® Excluded
@' Overview plans for the h @  Included
¥ Case No: 2017-7(9)
4 [) Q3 meeting 2018 Agenda @ Included

Overview plans for fhe harbour renewal, 2017

[ Record document @ Included
0% Agenda @ Included
4 [ New budget Partly included

[ Record document @ Included
® included
® Excluded
® Ecluded
® Included =

Items: 0 - updated today 15:55 (2 mint tes ago) Case: 2020- 17 N

Shows if the FOI request element is “Included”,

Selected element
“Excluded” or “Partly included”

Figure 20: Include/exclude element

Export and import elements

An FOI request element must be exported from F2 in order for the user to perform
extractions. This may be relevant if an element contains sensitive personal data
that cannot be included in the FOI request report.

Select the wanted element in the basis of the FOI request and click on Export
PDF.

Page 17 of 34



CBRAIN

The Process Company

Export PDF

2020 - 17: FOI regarding the harbour renewal projects in *17 and 20

Participants F £ Kamilla Keller (Quality Contral)

& Main window o B} Include  =» Export PDF Comment @ [& Copy FOI Request J
o8 Case - Exclude € Import PDF no d Open document + Histo
Add  Import from another Create FOI Finish FOI
record(s) FOI Request request - 123l Export to Excel Request
Add Include Redact Edit Documents Create Completed
| Status | History | Number of duplic.. | %|| Cerview plans for the harbour renewal 2017
v v

¥ Case No: 2017 - 8(5)

4 [7) Proposal regarding new hart @  Included vervion plans fo e harbet renewel, 2017

[Z] Harbor Procurement @ Included Lo g e
Egtleab g
4[] Re:Renewal of harbor Partly included 1 N5t et s Pramsert a st
2 . SE—
[} Record document @ Excluded S e . e o i, AP 3SR . ot O

Exam i e v, ciper s P 2 D0 e s, s ot s
Corais melesse s e G, % 3 raleaiod ement. = i Hote b sedls-
i i 25 e i VBUP 533 i, B 28 et R 2, 1A 5 e Summensata e
mosme es oy

[ Overview plans for the h. @  Included
¥ Case No: 2017 -7 (9)
4[] 03 meeting 2018 Agenda @ Included e
[ Record document @ Included vt acaper 2 2y e o e e e
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Figure 21: Export PDF

Save the element locally on the PC or on another device and then open it using a
programme in which the element can be edited or extracted. Remember to lock
and/or ensure protection of the document before it is saved again.

"L CSR report.pdf - Adobe Reader - O X

CSR report 2019

Lorem | M. o scctetur adipiscing elit, sed do eiusmod tempor incididunt ut
labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco
laboris nisi ut aliquip ex ea commodo consequat. Duis aute irure dolor in reprehenderit in
voluptate velit esse cillum dolore eu fugiat nulla pariatur. Excepteur sint occaecat cupidatat

non proident, sunt in culpa qui officia deserunt mollit anim id est laborum.

Lorem ipsum dolor sit amet, consectetur [ N SJlll <-c do eiusmod tempor incididunt ut
labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco
laboris nisi ut aliquip ex ea commodo consequat. Duis aute irure dolor in reprehenderit in
voluptate velit esse cillum dolore eu fugiat nulla pariatur. Excepteur sint occaecat cupidatat

non proident, sunt in culpa qui officia deserunt mollit anim id est laborum.

Lorern | NI o ccictur adipiscing elit, sed do eiusmod tempor incididunt ut
labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco
laboris nisi ut aliquip ex ea commodo consequat. Duis [ MMM i reprehenderit in
voluptate velit esse cillum dolore eu fugiat nulla pariatur. Excepteur sint occaecat cupidatat

non proident, sunt in culpa qui officia deserunt mollit anim id est laborum. ~

Figure 22: Edit PDF

Note: If a PDF file is edited or contains extractions, the user must ensure
that the PDF file is locked and/or protected so that other users or external
recipients cannot edit the FOI request report. This can be done in
programmes such as Adobe Acrobat or LibreOffice.

Once the element has been edited, it must be imported back into F2 where it will
replace the previously exported element. Select the exported element in the basis
of the FOI request and click on Import PDF.
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2020 - 17: FOI regarding the harbour renewal projects in '17 and "20

Participants

The Process Company

& Kamilla Keller (Quality Control

# Main window O = Include =¥ Exflort PDF ) Comment Select as original document

Open document

18 Case-

Excude €= ImportPDF ¥ Remove record
Add  Import from another

record(s) FOI Request

Navigation Add Include Redact Edit Documents

Figure 23: Import a PDF

El B2 Copy FOI request «

& Histo
Create FoI 28 Fistory Finish FOI Remove
request [) Export to Bxcel Request

Create Completed

A dialogue opens in which the edited element can be selected from a location on
the PC. Click on Open to import the edited element to the basis of the FOI

request, replacing the selected element.

Remember: The element must be locked and/or protected before it is imported,

otherwise other users can revert the editing.

1 Open
+ « Documents » FOI Request ~ O
Organize = New folder
Name . Date maodified
» o Quick access
@ CSR report pdf 21-11-2019 08:45
> & Dropbox P
&* Lrop! & FOI request pdf 21-10-2019 12:28
> @ OneDrive
> ' This PC
» Wb Network
File pame: v

Search FOI Request

Type
PDF File
PDF File

PDF files (*.pdf)

Size

38 KB
225 KB

Cancel

s
»
m e

Figure 24: Select the edited element from a location on the PC

Once the edited element is imported, it appears in the basis of the FOI request

along with the & icon. The status of both the imported element and the
associated record will be shown as “Partly included” since the element is not

included in full in the FOI request report.
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2020 - 17: FOI regarding the harbour renewal projects in "17 and 20

Participants 2 Kamilla Keller (Quality Control) ~

& Main window O = ®) Include  =» ExportPDF S} Comment Select g @ 2 Copy FOI request J

o8 Case~ _) Exclude €= Import PDF Remove record 2] Open document =+ History
N Add  Import from ancther Create FOI Finish FOI Remove
Record ~ record(s) FOI request request+ 5] Brport to Bxcel request  FO
Navigation Add Include Redact Edit Documents Create Completed

Title | Status | Remark | Record number | Agenda

[ I Al Il |

¥ CaseNo: 2017 -8 (5)
4 [ Proposal regarding new hart @  Included
Harbor Procurement @  Included

4 [ Re:Renewal of harbor @ Partly included
[ Record document ® Excluded Agenda for Q3 meeting, October
@ Overview plans for the h. @  Included
10:00 - 11:30
¥ CaseNo: 2017-7(8)
4 [ Q3 meeting 2018 Agenela Partly included [
[} Record document Included 1. Election o r<port=r

L]
LJ
Agenda ' Partlyincuded .
4 [ New budget @ Partly included
[ Record document ® Included
B New budget ® included
B Request (id: 77) @ Excluded
Annotation (id: &) @ Excluded
Annotation {id: 11) ® Induded

[4] ]

Items: 0 - updated today 09:31 (28 minutes ago)

210x 287 mm

[

Case: 2020-17 B 11

The icon for imported elements The imported element

Figure 25: The imported element in the basis of the FOI request

Add comment

Comments can be added to all FOI request elements. This function may be used
for stating the reason why an element was excluded or edited.

Add comment

2020 - 17: FOI regarding the harbour renewal projects in *17 and 20

2 Kamilla Keller (Quality Control)

# Main window O = ®) include  =* Export PDF =) Comment Select as original document @ 2 Copy FOI request V

o8 Case~ € _J) Exclude 4= ImportPDF % Remove record Open document 8 History )
) Add  Import from another Create FOI Finish FOI
Record record(s) FOI Request request %8l Export to Excel Request
Navigation Add Include Redact Edit Documents Create Completed

Figure 26: Add comment

Select the wanted element and either click on Comment in the ribbon of the
“FOI"” tab or select Comment using the context menu. The “Edit comment”
dialogue opens as shown below. Enter the comment here and click on OK to
complete.

2 Edit comment - 0 X

Excluded, as material contains a high level of sensitive information.

| OK | | Cancel

Figure 27: The “Edit comment” dialogue
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field in the basis of the FOI request. Place the cursor over the icon to view the

comment.
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' icon appears in the "Remark”

2020 - 17: FOI regarding the harbour renewal projects in *17 and 20

2 Kamilla Keller (Quality Control ~

Participants
# Main window F_H Indude =3 Export PDF
o8 Case - Exclude €= Import PDF
Add  Import from another
record(s) FOI request
Navigation Add Include Redact
Title | Status | Remark
-

¥ Case No: 2017 - 8 (3)

[Z] Harbor Procurement
4 [ Re:Renewal of harbor
[ Record document

¥ Case No: 2017 -7 (9)

4 [ Q3 mesting 2018 Agenda
[ Record document
0% Agenda

4[] Newbudget
[ Record document
B5 New budget
W Request (id: 77)
Annotation (id: 8)
Annotation fid: 11)

4 [ Proposal regarding new hart @  Included

@ Included
Partly included
® Excluded

@5 Cverview plans forthe b @  Included

Partly included
@ Included
Partly included &
Partly included
@ Included
@ Included
' Excluded
[ ]
[ ]

Excluded
Included

ltems: 0 - updated today 09:31 (an hour ago)

) Comment

Edit

| Record number

Comment icon

g @ 2 Copy FOI request «
[ Open document F 0 biston )
Create FOI Finish FOI Remove
request - 3] Export to Excel request
Documents Create Completed
| Request (id: 77)
Remark:

Excluded, as material contains a high level of sensitive information.

Bastiling #77 [Do¢ Organizstion)

Case: 2020 - 17 A 11

Figure 28: A comment in the basis of the FOI request

If needed, the comment can be edited. Select the wanted element and click on
Comment. The “Edit comment” dialogue opens again. The comment can be
removed by deleting all the text in the dialogue and clicking OK.

When a comment is added to a record, it appears in the record overview in the
FOI request report and on the record detail page for the record in question. If a
comment is added to another element such as a document or an annotation, the
comment appears on the record detail page for this element.

Record Insight Summary

Record Summary

CBRAIN

Case Title: Organisation of team meetings 2018

Case Number: 2017 -7

Record Date
id

Title

Record # From Until Excluded Comment
no.

519 15082018 09:08:07 _New budget

5

‘Attachments

3 27112018 135355

Attachmants

EXCLUDED  Gomment: Document s
Imalavan 1o the

#= number of related documants

Record id
Date

Type of
Document

Record Title: New budget
Record Number: 4-2020
Case Number: 2017 -7

Decuments:

Record Details

CBRAIN

519
15-06-2018 08:06:07

intarnal

& [1] Record document hiemi

» [2] Mew budget sisx

= [3] Order; (NOT INCLUDED)
Comment. Excluded as i contains sensitve information

* [4] Endorssmant: Naeds 1o ba approved by the COO.

= [5] Endorsemant: Tha documents hawe besn reviewsd and soproved by
the head

Figure 29: Example of a record with a comment

Show duplicates

F2 shows if any identical documents (duplicates) appear in the same FOI request
and will then appoint one of them as the original document.
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On the “FOI” tab, the "Number of duplicates” and “Record ID for original record”
columns can be added to the FOI request basis.

2020 - 17: FOI regarding the harbour renewal projects in 17 and "20

3 Kamilla Keller (Quality Control ~

& Main window O = Include ocument @ [® Copy FOI request ,
o8 Case~ € Exclude F ecord ent + History
Add  Import from another Create FOI | Finish FOI Remove
tecord ¥ record(s) FOI request request - ) Export to Excel request
Navigation Add Include Redact Edit Documents Create Completed
Title | Status | Number of duplicates | Record ID for original record | Rec.ID |
i A4
¥ Case No: 2017 -8 (3)
4 [ Proposal regarding new hart @  Included 448
|5 Harbor Procurement @ Included
4 [ Re:Renewal of harbor Partly included 1 418
[] Record document @ Excluded

M5 Overview plans forthe h @  Included
¥ Case No: 2017 -7 (9)

4 [ Q3 meeting2018 Agenda @ Partly included 586
[7] Record document @ Included
05 Agenda @ Partly included 4

4 [ New budget @ Partly included 519
[ Record document @ Included
B New budget @ Included
B Request (id: 7T7) @ Excluded
Annotation (id: 8) @ Excluded

Annotation (id: 11) @ Included

¥ Case No: (Non) (3)

4 [ Re:Renewal of harbar @ Included 1 418 668
[[] Record document @ Included
M5 Overview plans for the h. @  Included

ltems: 0 - updated today 10:41 (a minute ago) Case: 2020-17 GO I

Number of duplicates Record ID for oriainal record

Figure 30: Display of duplicates

Column Description

Number of The column shows the number of duplicates for a given
duplicates document.

Record ID for The column shows which record contains the original
original document.

record

Select the original document

F2 automatically selects an original document for B Select as original document
every duplicate, but it is possible to manually
select another document. To do this, select the Figure 31: The "Select as

wanted document and click on Select as original original document” menu item
document in the ribbon of the “FOI" tab.
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Remove duplicates (add-on)

Duplicates can be removed by clicking on the drop- D
down menu Create FOI request and then on Edit CmtelFol
FOI request. PEquest =
. Create FOI request
In the “Edit FOI request” dialogue tick the ) Edit FOI Request
“Remove duplicate documents” checkbox. See the
figure below. Figure 32: The “Create FOI

request” menu item

[  Edit FOI Request - B X
Remove unwanted content (3

When a neu FOI Request is created | Override existing record v

Mo active FOI Request. What shal the title of the FOI Reguest be?

Record title FOI Request report

FOI Request type Full FOI Request

Sort column Title hd

Sort sequence Ascending bl
Separate per case

+| Remove duplicate documents

Save and close Create FOI request Cancel

|
Remove duplicate documents

Figure 33: The “Edit FOI request” dialogue

F2 FOI Request, Advanced can be configured to have the "“Remove duplicate
documents” checkbox ticked by default.

Information about duplicates in the FOI request report

If duplicate documents are removed using the “Edit FOI request” dialogue it will
appear on the final FOI request report. It also shows if a document is a duplicate
or an original.

Information regarding duplicates is displayed in the FOI request report types that
contain documents:

e Full FOI request

e Overview: Cases, records, documents, etc.
In the “Record details” section on the original document, the number of duplicates
is listed. On a duplicate the “Record details” section states that the document is a

duplicate and lists the record containing the original document. If the duplicate
has been removed from the FOI request, this is also stated.

Editing the FOI request report

To edit the FOI request report before it is created, click on Edit FOI request in
the ribbon of the “FOI"” tab.
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Edit FOI request

2020 - 17: FOI regarding the harbour renewal projects in *17 and "20

Participants 2 Kamilla Keller (Quality Control

# Main window 3 = Include ) Comment e l‘ B [@ Copy FOI request “
o8 Case~ € Exclude port PDF 3 Remove record Open document = I History .
Add Import from ancther edte FOI Finish FOl Remove
record(s) FOI request Eefuestn) 12 Export to Excel request

Navigation Add Include Redact Edit Documents =

2| Create FOI request Completed

[ Edit FOI request
Figure 34: Edit FOI request

Click on the “Edit FOI request” menu item to open the dialogue in which unwanted
content can be removed, the FOI request type can be selected, and the filtering of
the FOI request can be adjusted.

A standard setup for the “Edit FOI request” dialogue can be configured on an
installation level.

[ Edit FOI Request - 0 x

Remove unwanted content (9
When a neu FOI Request is created | Override existing record A

Mo active FOI Request. What shal the title of the FOI Request be?

Record title FOI Request report

FOI Request type Full FOI Request

Sort column Title v
Sort sequence Ascending hd

Separate per case

| Remove duplicate documents

Save and close Create FOI request Cancel

Figure 35: The “Edit FOI request” dialogue

The available functions in the “Edit FOI request” dialogue are described below.

Function Purpose
“"Remove A filter that automatically removes unwanted
unwanted content” content before the FOI request report is created

can be set up for the organisation. Unwanted
content may be records or files that contain a
certain name.

To activate the filter, tick the "Remove
unwanted content” box. Click the question
mark icon next to the field for an overview
showing what will be removed by the filter. See
the figure below.
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Function Purpose

(1) Fol Request filter - B8 x

The following content can be removed from the FOI Request.

Records

Record title

Documents

File name

File extension

Other items

Items

Figure 36: FOI request filter

“When a new FOI Select whether to create a new record or to
request is created” overwrite the existing record when a new FOI

request is created. Choose between the
following options:

e Create new record

e Overwrite existing record.

“Record title” Specify a title for the FOI request report. An
organisation can decide on a standard title if
wanted.

“FOI Request type” Select the type of FOI request report to create.
The type refers to the level of detail the report
contains:

e Full FOI request

e Overview: Cases, records and documents, etc.
e Overview: Cases and records

e Overview: Cases and records (compact).

The different detail levels are described in the
section Detail levels for the FOI request report.

“Sort column” Select the sequence by which to sort the FOI
request report elements. Choose between the
following columns:

o Title
e ID no.
e Letter date

e Record number.

“Sort sequence” Sort the chosen column by the following values:

e Ascending
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Function Purpose

e Descending.

“Separate per If this box is ticked, the FOI request report is
case” separated for each case.

“Remove duplicate If this box is ticked, all duplicates are removed
documents” from the FOI request report (add-on).

For more information on removing duplicates,
see the section Remove duplicates (add-on).

Detail levels for the FOI request report

The next sections describe the different detail levels available when generating an
FOI request report.

Full FOI Request

Select “Full FOI request” to create a complete FOI request that shows the selected
records divided between the cases to which they are attached.

The FOI request report contains all the included FOI request elements in full, i.e.
documents, requests, annotations and any comments.

CBRAIN

Record Insight Summary

Lors ipsum ool

Record Summary

CGase Title: Harbour Renewal
Case Number: 2017 - &

Record Date Title Record # From Until Excluded Comment
id no.

™ TR A e
namer

EE

Record Details BRAIN
y C Endorsement (ID 11)
Record Title: Re: Renewal of harbor -
Record Number: o e w CBRAIN

Case Number: 2017 - 8

R b o

Ty f Dt 1t

Figure 37: Example of a full FOI request report
Overview: Cases, records and documents, etc.

Select "Overview: Cases, records and documents, etc.” to get a complete
overview of the records that make up the basis of the FOI request divided
between the cases to which they are attached. In addition, an overview of the
documents, annotations and requests is displayed for every record, but the
content of these is not shown. If a comment has been added to an element of the
basis of the FOI request, then this also appears.
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Record Summary

Case Title: Harbour Renewal
Case Number: 2017 - 8

Record Date Title Record # From Until Excluded Comment
id

TR0 TET030 e

Suachmerts
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Record Details

Record Title: Re: Renewal of harbor CBRAIN
Record Number:
Case Number: 2017 - 8
L— s
[ 042017 183030
Tyoa f Cocument. el
Bocumanis « 1) Fecont cumant it
« 2 Ovara paes o . i et 7017 08
Record Details
CBRAIN

Record Title: Proposal regarding new harbor
Record Number:

Case Number: 2017 - 8

L us

e 10082007 101842

Tyoe ofDocument.  inersl

Documerts 11 Harter Procursment e

Figure 38: Example of an FOI request report showing cases, records, documents, etc.

Overview: Cases and records

Select “"Overview: Cases and records” to get a complete overview of the selected
records divided between the cases to which they are attached.

CBRAIN

Record Insight Summary
Record Summary

Case Title: Harbour Renewal
Case Number: 2017 -8

CBRAIN

Record Insight Summary
Record Summary

Records without linked cases

Record Date Title Record # From Until Excluded Comment Record Date Title Record # From Until Excluded Comment
id no. id ne.
TR = g
Anachmerss

Aachmants

Aschrmanis

b o e S

Figure 39: Example of an FOI request report showing cases and records

Overview: Cases and records (compact)

Select “"Overview: Cases and records (compact)” for a complete overview of the
records that make up the basis of the FOI request divided between the cases to
which they are attached. This option removes all unnecessary page breaks. This

provides the user with a compact overview.

This level of detail is suitable to use e.g. in a dialogue about the material to be

delivered as part of the FOI request.
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o Tho Process Company
28-04-2020
Record Insight Summary
Case Title: Harbour Renewal
Case Number: 2017 -8
Record Date Title Record # From Until Excluded Comment
id no.
418 27-04-2017 15:10:30 Re: Renewal of 2
harbor
Record
document htmi
Overview plans
for the harbour
renewal
2017.odt
448 10-05-2017 10:15:42  Proposal 1 Dieter Davidsen
regarding new (Chief consultant,
harbor Secretariat of the
management);
Dorthe Dusss
(Department head,
Secretariat of the
management);
Hugo Hugosen
(Minister, Doc
(Minist
Harbor
tut
# = number of related documents.
Records without linked cases
Record Date Title Record # From Until Excluded Comment
id no.
668 16-04-2020 10:33:22 Re: Renewal of harbor 2
Record document.html
Overview plans for the
harbour renewal 2017 odt
# = number of related documents.

Figure 40: Example of a compact FOI request report
Create an FOI request report

Once the content of the FOI request is selected, click on Create FOI Request in
the ribbon of the “FOI” tab. It is possible to continue working in F2 while the FOI
request report is being generated.

Create FOI request

2020 - 17: FOI regarding the harbour renewal projects in 17 and ‘20

Participants 2 Kamilla Keller {Quality Control Lol
@ Main window G = Include E} Comment document i~ B Copy FOI request «
o8 Case - € Exclude mport PDF - 3 Remove record nt [ History » R
~ Add Impart frem another Create kO Finish FOl Remove
Record record(s) FOI request request=| %) Export to Excel request
Navigation Add Include Redact Edit Documents @ Cleate FOI request Completed

@ Edit FOI request
Figure 41: Create FOI request

The progress of the PDF creation is displayed by a status bar at the bottom right
corner of the FOI window.

Case: 2019 - 13 D N Action 1/2: Preparina records for FOI item 0 of 6

Figure 42: The status bar

Once F2 has generated the FOI request the user is notified that the FOI request
report is ready in "My inbox”".
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The FOI request is ready in your
inbox.

Figure 43: Message regarding the ready FOI request

The FOI request report is attached to the record. See the example below.

Record with an FOI request The attached FOI request report

«cBrain AcCloud01

£ My inbox (1)

R RS £ h Show record|
4 Favourites
© My inbox (1)
& My desktop
@ Approvals

Show cases  Show documents  Show requests. Record  Participants

[ Sorting date [ Case No [ From [ Case title [4
21.042020 1412 2020 17 FO regant [ Record document it | B FOI request.pdf
010420201227 2020-12 R CSR 2020

26-03-2020 14:33 Klaus Salomon Access to records created on the 21-04-2020
26-03-2020 1433 Quality

26032001433 2017-5 Vibeke Villssen Organisati

260320201433 2017-7 Kiaus Salomon Organisat

» (7] Standard (1)
=& Units searches
26-03-2020 1433 Kiaus Salomon
260320001433 2020-6 Quality
26032001432 2020-1 R

¥ Units

¥ Folders
VE Misc 26032001432 2020-1 HR
- 26032001432 2020-2 R
26-03-2001432  2020-13 HR
26-03-2001431  2020-11
12022001633 2020-7
27012001340 2020-4
27012001339 2020-3

Items: 26 - updated today 16:58 (0 minutes ago)

Figure 44: The FOI request report in an inbox

A new FOI request report can be created if there is need for further editing or if
another type of FOI request is needed. Click on Create FOI request to create a
new FOI request report.

The user can process the FOI request just like any other record. It may be
forwarded or the responsibility may be allocated to a colleague. The user can also
send the FOI request for approval using the add-on module F2 Approvals.

Send the FOI request for approval

Using the add-on module F2 Approvals a generated FOI request can be sent for
approval within the organisation. This may be relevant if the FOI request must be
approved by another department or unit before it is sent to the requester.

Approvers can see and edit both the FOI request report (i.e. the generated PDF
version of the FOI request) and the basis of the FOI request as well as what has
been included and excluded (i.e. the FOI request case itself).

To create a draft of the FOI request that can be sent for approval, click on Create
FOI request in the ribbon of the “"FOI” tab in the case window.

The FOI request creator then receives a record in his/her inbox to which the FOI
request report is attached as a PDF.
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Open the record and set it in editing mode. Then click on New approval in the
record window’s ribbon.

The new approval dialogue opens and the user can enter the relevant information.

Tick the “Give approvers on this step write access to the record’s case” box, then
click on Save and the approval is created.

@ New approval for FOI (record ID: 645) - 0 X

Deadline:
Urgent

Type: -

Add step
Step 1 x

Approvers: Hugo Hugosen (Case manager, Doc Organistaion), st
Copy to:

Deadline:
Notify approvers on this step, | No v
when changes are made:

Limited visibility (3

Tick this box | Give approvers on this step access o the record's case

Add step

Save as template Save Cancel

Figure 45: Give approvers access to the FOI request report

The box must be ticked on each approval step to ensure that all approvers have
write access to the case containing the FOI request. They can then edit the basis
of the FOI request.

Note: The box “Give approvers on this step write access to the record’s case”
must be ticked before the approval is started.

Start the approval. All the approvers are now able to add or remove content from
the FOI request case and edit the PDF version of the FOI request report. An
approver has the same permissions on the FOI request case as the FOI request
creator.

Once the FOI request report has passed through the approval process and is back
with the FOI request creator, the user has the following options depending on the
outcome of the approval process:

e If the FOI request report has been finally approved without any comments
or the PDF version of the FOI request report has been edited/extracted
directly, it can be sent to the requester.

e If content has been added or removed from the FOI request case itself, a
new FOI request report must be generated before it can be sent to the
requester.
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Note: If a PDF file is edited or contains extractions, the user must ensure that
the PDF file is locked and/or protected so that other users or external recipients
cannot edit the FOI request report. This can be done in programmes such as
Acrobat Reader Pro or LibreOffice.

For more information about approval flows, see the F2 Approvals — User manual.

View ongoing and completed FOI request cases in the
main window

FOI request cases are accessed
from the navigation bar in the
main window.

b # New email
+

+ New docu

Click on the navigation line ) New

shortcut “ below the main Dl oo~ | rocora ChNawappr
window ribbon. The list of .
ongoing FOI request cases opens.
R N ™
Double-click or right-click on the 4 Favourites
wanted FOI request case to % My inbox

open and view the basis of the e

FOI request.

_| Archive

FOI request cases can be added » " Active FOI Requests View active or
to “Favourites” using the context » B Finished FOI Requests finished FOI requests
menu.

Click on Finished FOI Requests
to see the FOI request cases that
are completed.

|
The right-click options for finished
FOI request cases are the same Figure 46: Navigate to active and completed FOI
as for active ones. requests in the main window

Note: A user can only see the FOI request cases to which they have write
access, i.e. the user must be involved or specified as a supplementary case
manager. Cases with access set to the user’s unit or to “All” are also
displayed.
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Configuration options for F2 FOI
Request, Advanced

The configuration of F2 FOI Request, Advanced is performed on an installation
level and adjusted to fit the individual organisation and its work procedures. The
following can be configured in cooperation with cBrain:

Select a default setup for editing the FOI request report. The “Edit FOI
Request” dialogue can be set up with a configuration that applies to the
entire F2 installation. This means that FOI request reports are generated
using the same setup by default. However, the individual user can still
adjust a given FOI request report.

Add a filter that automatically removes unwanted content before the FOI
request report is generated. This may be records or file content with a
certain title.

Decide that requests and annotations are excluded when a new FOI
request is created or when new records are added to an existing FOI
request.

Define an empty record document in F2. A record document without text
becomes an empty page in a FOI request report. This can be avoided if the
organisation creates an empty record document definition. In this case, F2
will automatically remove pages from the FOI request report that would
have been empty. This filter is invisible to the users.

Decide the text of the black bar at the top of appendices of the FOI request
report.

Define a standard layout for the FOI request report including a standard
front page.

Include a front page in the FOI request report with a list of contents.
Choose between multiple different FOI request templates.

Add page numbers in the FOI request report. The format of the page
numbering is configurable.

Display page numbers as roman numerals.

Configure the format of title bookmarks for records, cases, documents,
requests, and annotations in the PDF when an FOI request report is
generated. Bookmarks may also be omitted.

Add a bookmark for a group of records not associated with a case in the
PDF when generating an FOI request report.
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