
How to use F2 Touch 

Quick Guide to F2 Touch version 5.1 



Login Login 
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Click here after 
entering your 
username and 
password 

Tick this box if you 
want the app to 
remember your 
username and 
password in future. 

Click here to get 
information about 
this app. 

This screen shows if 
you have more than 
one role in F2. 
Choose the role you 
want to login in with. 
Mark your choice for 
the application to 
remember it the next 
time you log in. 



Lists 
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Click here to display 
a record 

Shows if there is a 
chat on the record. 
Press to go to chat 
preview 

Click here to move to 
other lists or folders 

Swipe to the side for 
easy archiving, 
deletion or to mark 
as read/unread. 

Create new record 

Go to cSearch 

Indication that there 
is a flag on the 
record 

Refresh the list 

Indication of record 
type 

Enter search text 

The advanced search  
fields are displayed 
automatically. 
Choose searching for 
title, to, from or 
responsible person.  

Shows if there is an 
attachment on the 
record 

Go to Approval 
overview 

Go to Submission 
overview 

Click to archive 
record 

Click for more 
options 

Click here to choose 
records, cases for 
documents for 
display 

Select records, 
cases, or documents 

Archive record 

Open chat 



Show a pdf of the 
record. 

Show drop down menu with 
additional functions 

Show or hide details 

Go to a list of 
records attached to 
the same case as 
this record. 

Record view 

Go to next or previous 
record 

Show attachments  

Show attachment as a pdf 

Create new chat 

Open existing chat 

Various functions on 
the record 

If you are an 
approver then enter 
comment here (If 
you are on cc you 
can mark the 
approval as seen) 

Choose to approve or 
return approval. 

Save comment 

Approve record and send it 
to the next step in the 
approval flow.  
If return is chosen, the 
button will then be 
renamed ‘return’ and you 
can decide who to return 
the approval to and 
recommend how to proceed 
with the approval flow.  

Create new chat 

Overview of the 
approval flow. Dark 
blue indicates the 
current step. Light 
blue indicates earlier 
steps. Grey indicates 
future steps.  
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Reply/forward mail.  
(Is only shown if the record 
is received as email) 

Please note that the fields for ”Documents”, ”Chats” and ”Approvals” will 
only show if that function has been added to the record. 

Create new chat to 
all 

Create new note, 
annotation e.g. 

Archive record 

Go to chat section. Marked 
with bold text for an 
unread chat.  

Choose version of 
the record 

Set unit flag 

Set personal flag 

Choose which 
personal list the 
record should be 
displayed in 

Choose which unit 
list the record should 
be displayed in 

Metadata for the 
case if the record is 
on a case.  

Set access level 

Register record 

Set unit deadline 

Set personal deadline 



Record editing 
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Record creation 

Go back 

Enable or disable 
the case help  

Edit title, to, Cc 
etc. 

Save the record 
with the given 
changes 

Add attachment 

Mark attachment 
for deletion. The 
deletion will take 
place when Save 
is pressed. 

Add attachment 

Save the record 
with the given 
changes 

Enter recipient. 
When you start 
typing, F2 will 
suggest names 
from the 
participants 
register. You can 
also simply enter 
an e-mail 
address. 

Press and type in 
the record 
document 

Enable or disable 
the case help  

Go back 

Enable or disable 
the case help  

Edit title, to, Cc 
etc. 

Send record. 
Only possible if a 
person is 
specified in the 
To field 

Add record to an 
existing case 

Secure send 

Text in e-mail 

Opret sag ved 
klik på + 

Specify Case title  

Choose Action 
code 

Choose Disposal 
code 

Choose Journal 
plan 

Create case 



Chats Approvals 

Submissions 

Enter the search 
word 

Press to go to the 
record 

Clear the text in the 
search field 

Press to go to the record with 
the submission 

The dashboard contains the 
following content:  
The green cell shows where 
the submission currently is.  
A green check mark shows 
that the submission includes a 
permanent secretary and a 
minister.  

cSearch 

The approval dashboard 
contains the following content: 
A line for each record in an 
approval process. 
 Green/Yellow/Red icon 
showing whether the deadline 
is met. An arrow/a check mark 
indicates whether the approval 
has been returned/approved.  
Dark blue: the current step in 
the approval process. Light 
blue: previous steps. Grey: 
next steps. Bold text: the step 
where the logged-in person 
currently is.  

Press to go to the record with 
the approval 

Press here to access this 
dashboard 

Press here to access this 
dashboard 
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Choose whether to 
delete the chat after 
30 days 

Enter the message 
here 

Send the chat to the 
participants specified 
below 

Press here to add 
participants 

Mark the chat as 
unseen 



Go back to the 
record 

Enter or edit title 

Choose category  

New F2 Manager 

Show advanced 
information 

Add stakeholders 

How to use F2 Touch                                             Page 6 of 7 

Enter description 

Enter how long 
before the meetings 
the ratings should be 
shared.   

Enter how long 
before the meeting 
the case should be 
closed for ratings 

Shows whether 
synchronisation with 
F2 Manager is active. 

Whether new 
elements should be 
included 
automatically or 
manually.  

Which time period 
the case should be 
accessible on F2 
Manager 

Show whether this is 
an all-day meeting Enter meeting 

duration 

Enter participants 

Whether the record is 
to be included in the 
meeting on F2 
Manager 

Record title 

Show more columns  

Prevent content 
export 

Set the record to be 
rated  

Save changes 



Submission view 

Insert comment  

Either approve, 
conditionally return 
or return the 
submission. 

Overview of the 
submission process. 
The bold text shows 
the current step.  
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Similar to record view but 
contains the following 
additional elements: 

This section is only 
visible if the 
submission is 
currently placed with 
the user 

Main menu 

Shows the same 
lists and folders as 
the desktop client 

Go to the list 

Settings 

Favourites 

Standard searches 

Folders 

Fold in and out 


