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Reading guide

This manual is written for users of F2 FOI Request.

The manual contains a short introduction to F2 FOI Request 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

F2 FOI Request meets the need of being able to create a Freedom of Information
request report and ensures an efficient administration of the records that are
subject to this report.

F2 FOI Request makes it easier to create an FOI request report that contains
materials from selected cases, records and documents. The user decides what to
include or exclude from the report, while the F2 FOI Request module ensures a
complete numbering of the records, so all involved participants can see whether
something has been excluded.

Generating the FOI request report starts by selecting the relevant records.
Hereafter the content of the report can be adjusted by deselecting records or
documents before the final version is created.

Comments can be added to the selected content down to the document level. This
makes it possible to add documentation for the exclusion of certain parts of the
material.

Once the relevant records are selected, F2 FOI Request automatically creates a
complete FOI request report. The report is generated as a PDF file including all the
relevant metadata information and documents.

For more information about legal considerations in connection with FOI requests to

the Danish public authorities, see the document The legal basis for cBrain’s F2 FOI
Request module.
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Create an FOI request

Before an FOI request can be generated, the records to be included must be located
in F2. This can be done by performing a search, so they appear together as shown
below. If the material is split between multiple cases, it is beneficial to use a folder
when collecting the material.

Hold down the Ctrl key and click on the relevant records to select them.
Afterwards, right-click on the selection. Select Reports to subsequently click on
Create FOI request and finalise the action.

. cBrain AcCloud01 § Pesmons
3 Open cases
= Mai ? e Ml S Kaussaomon iRy A
‘ [ Fhenens @ Nevdsiaiman  Archive : + o . s ) R
- & 3 New document 5 New FOI Request % Remove fromiist  Flag 1 fla o Show all reminders
| 03 Record + @ Newapmovel [ NewMa mad % Delete records - sine el ) Mark all a5 unvead K
2 N k @ Personal control: Klaus Salomon ’ 4 "
* My inbox = Flag (Me) ’
RO ES 25 Show records  Show cases  Show documents  Show requests i ' ‘
| - - % Delete records
| 4+ Favourites ©) Delete for everyone
*. My inbox Title Sorting date v | Case title From Case No |
€2 Wy desacy Strategy meeting 26-03-2020 1433 Kiaus Salomon Move to library
© Approwals Evaluation meeting 26-03-2020 1433 Quality & Access control ’
New agenda 26-03-2020 1433 Organisation of team meetings 2018 Vibeke Villasen 2017-7
CaseA 26-03-2020 1433 Organisation of team meetings 2018 Klaus Salomon 3 Add records 2017-7
|4 Standard C Administration tasks 26-03-2020 14:33 Klaus Salomon % Remove records from case
W Archies o Quality Report 2019 26-03-2020 1433 Quality Report 2019 Quality 2020-6
* Myinbox ) Appendix 18 26-03-2020 14:32 Quality report 2020 HR o Register records 2020-1
F My desktop Appendix 2A 26-03-2020 14:32 Quality report 2020 HR £3 External access ’ 2020-1
‘:‘ m: ::':‘:;Om Assessment - 2020 Q4 26-03-2020 1432 Meetings in 2020 HR 3 Set records to ‘Complete’ 2020-2
O ian 0¥ csr2020 26-03-20201432  CSR2020 HR 2020- 12
2. Cubon ) ) Vacation plans 2020 26-03-2020 1432 Vacation HR % Add supplementary case manager 2020-13
D Latest Dot [% % Summary of meeting 26-03-2020 14:31 Cases HR 2 Change responsible 2020- 11
LA Sarehas Meeting agenda 120220201633 HR meetings 2020 Kiaus Salomon Reminder v 200-7
£ Personal searches o Quality report 27-01-2020 1340 Quality report Dieter Davidsen 2020-4
» o< Units : Agenda for meeting 27-01-2020 1339 Meetings Dieter Davidsen Reports v P Create £Oi request
| » i Folders o Re: Renewal of harbor 27-01-2020 1339 Harbour Renewal Dieter Davidsen Creatq report
| » W Misc. ) Meeting in June 27-01-2020 13:39 Hugo Hugosen [ Export search result to Excel @1 £xpor] to Excel
record test 121220181326 Evaluations 2018 Ann Sekner 24 Related » o 2018]10
Record relating to agenda item ‘Ancther... 20-11-2018 11:58 Quality Klaus Salomon
Record relating to agenda item ‘Not-so-p... 20-11-2018 11:58 Case relating to meeting: Meeting Quality Klaus Salomon 201842
Record relating to agenda item "Public thi... 20-11-2018 11:58 Case relating to meeting: Meeting Quality Klaus Salomon 201842
Case help 14-09-2018 09:44 Organisation of team meetings 2018 Vibeke Villasen 14-09-2018 09:44 Klaus Salomon 201747
a Tasks for 2018 13-08-2018 15:17 Huao Huaosen Hanne Winter v

Items: 27 - updated today 15:58 (0 minutes ago)

Create FOI request

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

Clicking Create FOI request opens a new dialogue. In this dialogue the title of the
FOI request can be changed using the “Title” field.

= FoI - B X

Select which documents, annotations and requests to be included in the FOI Request and add comments. If the list is sorted, this sort is applied to the FOI Request in additional to the
standard case sort

Title —— 1. FOI
Content ———content: | Full (with document- requests- and annotation content) v Remove unwanted content (2
Reclnr Title Responsible Letter dat  Case title External access Case No Record num  Includes Comments
# 645 CSR 2020 Klaus Salomon CSR 2020 Open 2020-12 v
# 644 Summary of meeting  Klaus Salomon Case 5 Open 2020- 11 v

Create FOI request Cancel

Figure 2: The “"FOI"” dialogue
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Click on the drop-down menu in the “Content” field to open an overview of the
detail levels available when generating an FOI request report.

Full {with document- requests- and annotation content) A 4

Case and records
Case

Overview

Figure 3: Select the content for the FOI request

The following detail levels are available:
e Full (with document- requests- and annotation content)
e Case and records
e Case
e Overview.
All the detail levels contain an overview of the selected records (also called the

record list). Read more about detail levels in the section Detail levels of the FOI
request report.

The functions in the “FOI” dialogue will be elaborated in the following section.

Adjust FOI request report

In the following subsections the different available options for adjusting the FOI
request report in the “FOI” dialogue are elaborated. The detail level and content to
be included in the FOI request report are selected in the dialogue.

Detail levels of the FOI request report

The FOI request report can be created with different degrees of detail. The detail
level of the content of the FOI request report is chosen in the drop-down menu in
the “Content” field in the “FOI"” dialogue.

Full overview

To create a complete FOI request report, click on Full (with document-
requests- and annotation content) in the “"Content” field’s drop-down menu in

the “"FOI” dialogue. This will show the selected records sorted by case.

The FOI request report contains the documents of the records and any requests and
annotations.
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] == Dokument 1

Please see the attached document for the full CSR report.
CBRAIN
Record Insight Summary
Record Summary

Case Title: CSR 2020
Case Number: 2020 - 12

Record Date Title Record # From Until Excluded Comment
id no.
&5 29 2020 11511 CeR g0z F]

‘Atschmanis

Facord documant himl
G55 2020 (amnotatsd
by WU el

F= rambar of reieted docments

== Dokument

Record Details
Record Title: CSR 2020 CBRAIN

The organization will in 2020 apply a brand new and improved CSR strategy. In the
Record Number: following sections the strategy will be elaborated.
Case Number: 2020 - 12

CSR Report

Fecnt e Introduction
o 20932020 113 14 Sed ut perspiciais unde oms ste natus error sit voluptatem accusantium doloremaue Iaucantium,
e of Document: el tatam rem aperiam, eaque ipsa quae ab illo inventore veritatis et quasi architecto beatae vitae dicta sunt
explcabo. Nema snie ipsam voluptatem quia valuptas S ssperatur aut ot aut fugit, sed cuia
Documents: * [1]Record docurent bmi consequuntur magni dolores eos qui ratione voluptatem sequi nesciunt sed quia non numquam
AT ——r—

Figure 4: Example of FOI request with “Full” content

Note: Record numbers only appear on relevant records if the records are
attached to a case and registered.

Case and records

To create a complete list of the selected records sorted by case, click on Case and
records in the "Content” field’s drop-down menu in the “FOI"” dialogue. This will

give an outline of every document, annotation and request the records contain, but
not their content.

CBRAIN CBRAIN

Record Insight Summary Record Insight Summary
Record Summary

Case Title: Case 5 Case Title: CSR 2020
Case Number: 2020 - 11 Case Number: 2020 - 12

Record Summary

Record Date Title Record  # From Until Excluded Comment Record Date Title Record # From Until Excluded Comment
id i no.
2 76032020 14 0628 Surnmary of mesing z = TR0 5070 15T CSAAE F)
Attachments Atachments
Racord documsrtaeml

CSR 2020 (annotatedt

= ¥
= nurmber of relsted documents.

b of elaied documents.

Record Details Record Details

CBRAIN Record Title: CSR 2020 CBRAIN

Record Title: Summary of meeting - y
Record Number: Record Number:
Case Number: 2020 - 11 Case Number: 2020 - 12

Recors s
Recard id 644

D 26022000 141314
oste 25032020 140825

Type of Document  lnteml
Type of Document:  Intermal

Documents:  [1] Record document himi
Documents = 1) Rocord document i « [2) SR 2020 annotated by Wyt

* [2] Surnmary of meeting.docx

Figure 5: Example of FOI request with “Case and records”
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Case

To create a complete list of the selected records sorted by case, click on Case in
the “Content” field’s drop-down menu in the “"FOI"” dialogue. This will create an FOI
request report with one page per case. Records that are not attached to a case are
placed on a separate page.

CBRAIN

Record Insight Summary
Record Summary

Case Title: Case 5
Case Number: 2020 - 11

Record Date Title Record # From Until Excluded Comment
id no.
644 26-03-2020 14:08:28 Summary of meeting 2

Record
document.html
Summary of
meeting.doc)

# = number of related documents.

CBRAIN

Record Insight Summary
Record Summary

Case Title: CSR 2020
Case Number: 2020 - 12

Record Date Title Record # From Until Excluded Comment
id no.
645 26-03-2020 14:13:14 GCSR 2020 2

Record document html
CSR 2020 (annotated
by HW) pdf

# = number of related documents,

Figure 6: Example of FOI request with "Case"
Overview

To create a complete overview of the selected records sorted by case, click on
Overview in the “"Content” field’s drop-down menu in the “FOI” dialogue.

This will remove all unnecessary page breaks, showing a compact list of all the
records. This detail level is suitable as an overview for e.g. a requestor if the extent
of the material to be disclosed is still being debated.

Note: The FOI request report groups records by case. Records that are not
attached to a case are grouped separately.
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Record Insight Summary
Case Title: Case 5
Case Number: 2020 - 11
Record Date Title Record # From Until Excluded Comment
id no.
644 26-03-2020 14:08:28 Summary of meeting 2
Record
document.html
Summary of
meeting.docx
# = number of related documents.
Case Title: CSR 2020
Case Number: 2020 - 12
Record Date Title Record # From Until Excluded Comment
id no.
645 26-03-2020 14:13:14 CSR 2020 2

Record document.html
CSR 2020 (annotated
by HW).pdf

# = number of related documents.

Figure 7: Example of FOI request with “"Overview"”
Filtering unwanted content

On an installation level, a filter can be applied to automatically remove unwanted

content before an FOI request report is generated. Unwanted content can e.g. be
records or files with a certain name.

The filter is only applied if the "Remove unwanted content” box is ticked in the
“FOI” dialogue. See the figure below.

Remove unwanted content
from the FOI request Show FOI request filter

| |
= Fol - B X

Select which documents, annotations and requests to be included in the FOI Request and add comments. If the list is sorted, this gort is applied to the FOI Request|in additional to the
standard case sort.

Title: FOI
Content: | Full {with document- requests- and annotation content) v Remove unwanted content (2.
Recor  Title Respansible Letter dat  Case title External access Case No Record nur  Includes Comments
+ 645 CSR 2020 Klaus Salomon CSR 2020 Open 2020-12
+ 644 Summary of meeting  Klaus Salomon Case 5 Open 2020-11

Create FOI request Cancel

Figure 8: "Remove unwanted content” in the “"FOI"” dialogue

Click on the question mark icon @ to display an overview of what the filter will
remove. See the example below.
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(i) FOI Request filter
The following content can be removed from the FOI Request.

Records
Record title

Documents

File name

File extension

Other items

ltems

Close

Figure 9: The FOI request filter

The configuration of the content removal is performed in cooperation with cBrain.

Exclude content

In the dialogue “FOI”, it is possible to manually deselect the records, requests,
annotations and/or the documents that must be excluded from the FOI request

report.

If any records, etc., should be excluded from the FOI request report, simply right-
click on the unwanted record or document. Then, using the context menu, remove
the check mark next to “Includes” by clicking on it. The unwanted record and/or

document is then excluded from the FOI request report.

=, FOI

standard case sort

Title: Fol
Content: | Full (with document- requests- and annotation content) v
Rec’or Title Responsible Letter dat  Case title External access Case No
Click here for —— EREEFA Klaus Salomon CSR 2020 Open 2020 - 12
an overview of b . ¥ Indudes
ocuments
the record Title Includes Comments Add comment
document and Record d .
attached @ Record documen v
e CSR 2021
documents e CSR 2020 (annotated £ -

¥ Includes

@ 644  Summaryof meeting  Klaus Case 5 Open 2020 - 1

Add comment

Select which documents, annotations and requests to be included in the FOI Request and add comments. If the list is sorted, this sort is applied to the FOI Request in additional to the

Remove unwanted content (2

Record num

- ] x

Includes Comments

Create FOI request Cancel

Context menu for documents Context menu for records

Figure 10: The context menu options for excluding records, etc. in the FOI request report

If the check mark is removed using the context menu, the green check mark in the

“FOI” dialogue is also removed. See the figure below.
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= fol Box

Select which documents, annotations and requests to be included in the FOI Request and add comments. If the list is sorted, this sort is applied to the FOI Request in additional to the
standard case sort

Title: FOI
Content: | Full {with document- requests- and annotation content) v Remove unwanted content (2
Recor  Title Responsible Letter dat  Case title External access Case No Record num  Includes  Comments
CSR 2020 Klaus Salomon CSR 2020 Open 2020 - 12 _

Documents
Title Includes Comments
Record document

The document - -

is excluded  — | IR
from the FOI

[+ 644 Summary of meeting  Klaus Salomen Case 5 Open 2020-11 v
request

Create FOI request Cancel

Figure 11: The document is excluded from the FOI request report

Add comment

Comments can be added to the FOI request report by right-clicking on a record or
document. The comment field can be used to state the reason for excluding a
record, request and/or document. This can e.g. be necessary when dealing with
sensitive personal data.

Add a comment by selecting the wanted record, request and/or document, right-
clicking on it and then selecting Add comment.

= Fol 5 x

Select which documents, annotations and requests to be included in the FOI Request and add comments. If the list is sorted, this sort is applied to the FOI Request in additional to the
standard case sort.

Title: Fol
Content: | Full (with document- requests- and annotation content) v Remove unwanted content (2
Rec’ur Title Responsible Letter dat: Case title External access Case No Record numr  Includes Comments
=] 645 CSR 2020 Klaus Salomon CSR 2020 Open 2020 - 12 v
Documents
Title Includes Comments
@ Record document v
= CSR2020 Gannotated |
Includes
* 644 Summary of meeting  Kla| Add comment Case 5 Open 2020 - 11 v

Create FOI request Cancel

Add a comment to the document in the FOI request

Figure 12: Add a comment to the FOI request report

A new dialogue opens in which the comment can be written. When finished click on
OK.
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[4]  Add comment - 0 X

Add comment

This document has been excluded as it contains confidential
information.

QK Cancel

Figure 13: The “"Add comment” dialogue

After clicking on OK the comment is added and appears under the comment field in
the record overview.

CBRAIN

Record Insight Summary
Record Summary

Case Title: CSR 2020
Case Number: 2020 -12

Record Date Title Record # From Until Excluded Comment

id no.

645 26-03-2020 14:13:14 C8R 2020 2 EXCLUDED This document has
been excluded as it
contains confidential
infermation.

Att: its
Record
document.html
CSR 2020
(annotated by
HW).pdf
# = number of related documents.

Comment added

Figure 14: Comment added in FOI request report
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Delete or edit a comment

A comment that has been added can be deleted or edited before creating the FOI
request report.
The following describes how to delete or edit the comment.

e In the context menu, click on Add comment on the relevant record,
request or document.

e The dialogue with the comment that is to be deleted or edited opens up.
e Delete the entire comment, or edit the text.

e Complete by clicking on OK.

The final FOI request report

Once the desired content for the FOI request is selected, click on Create FOI
request in the "FOI” dialogue. When F2 has generated the FOI request, the user
receives the FOI request report as unread record in "My inbox”.

The FOI request report is
received as unread record

cBrain AcCloud01

D 3 New email & New Digital Post 2 & Achive s ] S cr ® 4 Open calendar @
+ B x B NewF s .
o B Newdocument [ New FOI request  * € REmove from list g e | A e Show all reminders ="
record @ Newapproval 53 NewMdmail  chate 3 Dhlete record + ) search  history +
* My inbox (1)
R B g 2 5 Show records  Show cases  Show documents  Show requests Record  Participants 7]
4 - Favourites = | Q .
Sl B .,
nbox Title | Sorting date v | Case title From -
13 My desktop L] 21-04-2020 1412 ) Record document taml FOI fequest pdf
© Aoprowats [ SR 2020 01-0420201227  CSR2020 HR —
FOI request.pdf
Strategy meeting 26-03-20201433  Case5 Klaus Salomon
Evaluation mesting 26-03-2020 1433 Case5 Quality L i
4 ] Standard ) New agenda 26-03-2020 1433 Organisation of team meetings Vibeke Villasen Record Insight Summary
& Archive b CaseA 26-03-20201433  Organisation of team meetings 2018 Klaus Salomon Case Title: Case 5
* My inbox (1) Administration tasks 26-03-2020 14:33 CaseS Klaus Salomon Case Number: 2020 - 11
Gk My deskiop ] Quality Report 2019 2603-2020 1433 Quality Report 2019 Quality
(3 My archive
Appendix 18 26-03-20201432  Quality report 2020 HR
sk A 2A 260320201432 Qual 2020 HR
© Approvais ppendix wality report
* Outbox 2) Assessment - 2020 Q4 26-03-2020 14:32 Meetings in 2020 HR Record Date Title Recor
B s Vacation plans 2020 26-03-20201432  Vacation HR 'd‘ = no:
58 Uit saachas Summary of meeting 260320201431 Case’ HR o £ 2000 140020 Dunmaryof mest).
& Personal seaiches &) §§ | Meeting agenda 1202-202016:33  HR meetings 2020 Klaus Salomon Record
» o< Units o Quality report 27-01-20201340  Quality report Dieter Davidsen Summary of
» o Folders = Agenda for meeting 270120201339 Meetings Dieter Davidsen =
» W Misc. [« 7 Re: Renewal of harbor 27-01-2020 13:39 Harbour Renewal Dieter Davidsen
Meeting in ) 27-01-20201339  Cases Hugo H CaseTitle: CIR 2020
= 7 .
o e e M0 N Case Number: 2020 - 12
record test 121220181326 Evaluations 2018 Ann Sekner
Record relating to agenda item "Another... 20-11-2018 11:58 Case 5 Quality Record Date Title Recol
Record relating to agenda item 'Not-so-p... 20-11-2018 11:58 Case relating to meeting: Meeting Quality id no.
Record relating to agenda item "Public thi... 20-11-2018 11:58 Case relating to meeting: Meeting Quality 2] 20032020 H:1314  CIR00
1 Case help 14-09-201809:44  Organisation of team meetings 2018 Vibeke Villasen |+ v
) » 2103x2972mm < >

Items: 26 - updated today 14:37 (0 minutes ago)

Figure 15: The FOI request report in "My inbox”

Page 13 of 18



CBRAIN

The Process Company

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

Attached FOI request report

[ FoI (Record ID: 683)

Advanced Participants

e 6 i = . [} - s & pri .
[ 0- a y/ D 3 s {r} o8 Lri & Prin @ @
% Delete record + L Flag Selectflag W  Flag: Selectflag v ark documents
Edit Achive  Prepare  Set record to Add  Showstandad - i - nt ot Search
1 andclose | sending~ | 'Complele’ o roe] fielde ~ Deadline: Selectdate {1  Deadiine: Selectdate 15 ~ ’
Navigation Edit Delivery Status Show Me HR Documents eSearch
Title: FoI [ Reford document
From: @ FOl requestpef @
o
Xbe 2]
Status: In progress Letter date: Access: Invalved Vd
Deadline: Case: Missing t Keyword:
2]
Responisible:  Klaus Salomon Registared: Record No: 21-04-2020 1256 by Klaus Salomon

Case manager, HR Open

Access Suppl Internal
restricted to: case mor:

Case access: Record participants:

restricted ta:

Caseaccess o () SSN/CVR nox

&

FOI request.pdf

CBRAIN

info@cbrain.dk

Record Insight Summary www.cbrain.dk

Case Title: Case 5 16. Apr 2020
Case Number: 2020 - 11

—- OO Connection to the F2 server OK

Figure 16: A record containing a generated FOI request report

The user can process the record containing the FOI request report as any other
record. The user can e.g. send it or allocate the responsibility to a colleague or even
perform extractions in an external programme such as Adobe Reader.

Extraction means the user can redact parts of the text that are confidential,
resulting in information being left out of the FOI request report before it is sent to
the recipient.

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

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

question.

Deregistration of records

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

[ Fo (Record ID: 656)

The “Registered” field and record no.

Figure 17: Register a record

Records are assigned record numbers in the order they are registered. Once a
record number is assigned to a record, the number cannot be reused. This means if
a record is deregistered, its record number is no longer available.

If the record is registered again, it will be given 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.
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Find a record that is deregistered and removed from 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.

History

2020 - 16: Case 10

Participants

& Mainwindow  [] © Cancel 3 Newemail [ Mew digital mail = =) [ Hide folder structure I:- —= 9 History o2 /o] O
. H s = i B % e = & 2 Q
o Case- [} New document i New M4 mail © Refresh record list - %, Related cases (0) .
Save New New Add AddF2 Add case Auto Edit Participant Copy link1o  cSearch
record @ New approval note - FOI Manager guide Preview.  Right alignmt * grouping grouping types - this case «
Navigation Edit New Status View Other cSearch
Title: Case 10
Responsible: HR 22 swaus In progress
(%) Show more fields
2 Case 10202016 EE | fecors  panicpants =
Sorting date - | Title | From | Case No |
D) 0 020420201400  FOI 2020 - 16 FOI
W 020420201229  Ewsluztion HR 2020-16 [ Record document @@ FOI request pof
[ § 020420201356  Strategy HR 2020- 16
FOI request report generated 2/4/2020
Items: 3 - updated today 14:00 (2 minutes ago)

Figure 18: Access the case history from the case window

In the “History” dialogue, a log with all the actions made to the case can be seen.
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.

The “Moved from case” description

Case history
Case history
()) 7] Show record
Refresh
Home
Time w | Current record title | Description | User | -
M| I I \
02-04-2020 12:29 Evaluation Moved from case '<empty>' to case 2020 - 16: Cage 10 Klaus Salomon
02-04-2020 12:29 Evaluation Changed case no from "<empty>"to 2020 - 16’ Klaus Salomon
02-04-2020 12:28 Evaluation Moved from case '2020 - 16: Case 10’ to case ‘<empty>" Klaus Salomen
02-04-2020 12:28 Evaluation Create new record version Klaus Salomon
02-04-2020 12:28 Evaluation Created record (Evaluation) Klaus Salomon
02-04-2020 12:26 Strategy Moved from case '2020 - 16: Case 10’ to case "<empty>" Klaus Salomon
02-04-2020 12:26 Strategy Create new record version Klaus Salomon
02-04-2020 12:26 Strategy Created record (Strategy) Klaus Salomon
02-04-2020 12:25 Evaluation Changed record number from ‘2" to "<empty>" Klaus Salomen
02-04-2020 12:25 Evaluation Changed registered from "Yes' to 'No’ Klaus Salomon
02-04-2020 12:25 Strategy Responsible unit HR: Changed write accgss from ‘No' to "Yes' Klaus Salomon
02-04-2020 12:25 Strategy Responsible Klaus Salomon: Changed regd from ‘No” to 'Yes® Klaus Salomon
02-04-2020 12:25 Strategy Changed record number from '<empty’ to 3" Klaus Salomon
02-04-2020 12:25 Strategy Changed registered from 'No' to "Yes' Klaus Salomon
|u_2|.m_2n7n 1225 Stratany Channed acrace fram Tnunluad” ta 'l init] Klaiie Salamen DE

Last updated 13:28

This shows that the record has been deregistered

Figure 19: The “History” dialogue

Once the wanted record is found, it can be searched for in the “Archive” using the
record’s title.
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F2 FOI Request configuration options

The configuration of F2 FOI Request 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:

e Select a default setup for adjusting the FOI request report. The “FOI”
dialogue can be assigned a specific standard for the entire F2 installation.
This means that FOI request reports are generated using the same setup.
However, users can still adjust FOI request reports themselves if necessary.

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

e Define an empty record document in F2. An empty record document appears
as an empty page when the FOI request report is generated. This can be
avoided if the organisation defines the content of an empty record
document. In that case, F2 automatically removes any empty pages from
the FOI request report. This filter is invisible to individual users.

e Decide what text appears on the black bar found at the top of each appendix
when the FOI request report is generated.

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