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Introduction to F2 Desktop - 

Administrator User Manual 

This handbook is intended primarily for F2 administrators and describes the tasks 

administrators can perform in F2 depending on their rights. 

Commands i.e. the buttons in F2 on which the administrator has to click in order to 

activate a particular action are highlighted in bold while references to specific fields 

and areas in F2 are in "quotation marks". 

If this document contains references to other documentation where further 

information on a specific functionality or the like can be obtained, the name of the 

relevant document is in italics. 

The handbook also contains several screenshots that will make it fast and easy to 

find the described functionalities. Screenshots with lines and accompanying text 

indicate where to click in F2 while screenshots with a blue square designate an area 

with several functionalities. 

In general, this manual uses Outlook as external email client but it applies to any 

email client that supports Exchange. 

Enjoy! 

Other documentation 

The following relevant F2 documentation focusing on F2 Desktop is available in 

addition to this document: 

 F2 Desktop – User manual; 

 Upgrade manuals; 

 Installation manual (available only in English). 

In addition, there are several manuals for the various add-on modules. 

Support 

Please contact cBrain Customer Service at tel. +45 72 16 18 11 or send an email to 

dk@cbrain.com. 
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cBrain F2 installation 

F2 must be installed before F2 administrators can begin their work in relation to F2 

administration.  

A wide range of management decisions of both administrative and technical nature 

are taken into account before the final installation. For example: 

 Organisational structure; 

 User roles; 

 Security groups; 

 Users and their roles; 

 Keywords; 

 Case help; 

 Flags for personal control. 

 File types; 

 Request types; 

 Document templates; 

 Journal plan. 

In this connection, please refer to relevant technical installation guides and 

checklists. 

Basic F2 installation 

Based on the results from these configuration workshops with cBrain, F2 is installed 

with: 

 One organisation, i.e. F2's top unit. 

 One administrator role. 

On this basis, the administrator is now able to log into F2 for the first time. 
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Administrative tasks 

F2 administrator 

A user with administrator rights in F2 does the F2 setup administration.  

There are five administrator role types in F2:  

1. User administrator; 

2. Business administrator; 

3. Unit administrator; 

4. Technical administrator; 

5. Administrator. 

These built-in administrator role types and their rights are described further in 

section F2's built-in role types. Common to them, however, is that they give special 

rights to set up and change the basic functionality in F2. 

F2 Installation – Install manual describes how the first administrator is created. 

Additional administrators are created subsequently as described in the section 

Administration of users and units via Active Directory.  

Tasks for F2 administrators 

F2 is designed in such a way that many administrative functions can be performed 

directly in F2. An administrator usually handles these functions. 

Below is a list of the areas in F2 that an administrator usually deals with in order to 

adapt F2 to the structure and specific processes of each organisation.  

Administrator tasks are divided into the following categories: 

 Configuration setup of F2, including: 

a. Maximum email size. 

 User management, including: 

a. Users, units and role types; 

b. Privileges; 

c. Access security and security groups for confidential matters such as 

HR; 

d. Delegation of administrative tasks via system roles and privileges. 

 Communication, including: 

a. Register for external participants; 

b. Distribution lists. 

 Setup of the user interface of F2's main window, including: 

a. Standard searches; 

b. Column setup in the list of results. 
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 Setup of the user interface of the record window, including: 

a. Document templates; 

b. Keywords; 

c. Flags for personal and unit control.  

 Administration of miscellaneous value lists, e.g. keywords, status codes, 

journal plans and cPort.  

The administrator's handling of these tasks is described in this manual. 

User interface for F2 administrators 

The administrator shares the user interface with F2’s standard users. However, 

administrators have some additional functions at their disposal. 

Large portions of the administrator’s tasks are carried out via the tab 

"Administrator" which is accessed in F2’s main window. The tab contains 

administrator-specific functions for F2 setup and maintenance.  

 

Figure 1: Administrator tab 

 

  

Note: What appears in the administrator ribbon varies depending on the 

administrator role type assigned to the administrator and the add-on modules 

available in each F2 installation. 

As a result, in some situations users can discover that some functions described 

and presented in this user manual are not available in their F2 installation. 
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F2 setup 

In selected configuration setup, changes can be made directly in F2. This is done 

via the menu item “F2 settings” in the tab “Administrator”. 

 

Figure 2: Menu item “F2 settings” 

By clicking on F2 settings, the administrator can adjust a number of configuration 

parameters, including CPR encoding, URL configuration in connection with M4 

integration as well as email size limit. 

Defining the maximum email size 

In order to define the maximum size of emails sent externally, click on F2 settings 

in the tab “Administrator”. A dialogue opens. Right-click on the value concerning 

emails sent externally. Select Edit. Alternatively, you can select the value to be 

fixed and click on Edit F2 settings in the ribbon. Both approaches open a new 

dialogue. Enter the maximum email size for emails to external participants in the 

field “Value” and click on OK.  

F2 Settings 
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Figure 3: The dialogue “F2 settings” 

 

Figure 4: Edit maximum size of emails to be sent 

If a user does not comply with the defined maximum size, F2 will warn the user in 

question. 

 

  

Note: This setup does not overwrite any limits set in Exchange. 
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F2 unit structure 

In order to understand the administrative tasks, it is important to understand how 

F2 works. Please refer to F2 Desktop – User manual. 

Below is a short explanation of how F2 arranges authorities and units in a tree 

structure. All users in F2 are arranged in what in F2 terminology is referred to as 

units. 

In order for a user to be created, at least one unit must be defined. Unit structure 

can be a rough reflection of one's organisation, but usually not in all facets. The 

reason for this is that considerable access in F2 is related to reading and writing 

documents based on the unit structure. 

The F2 unit structure is displayed below: 

 “Top unit/Organisation”: This is the top unit in F2 which is created with 

the F2 installation. There can be only one top unit per F2 installation, e.g. a 

ministry, a group etc. 

 “Authority”: This unit represents a legal entity in F2. There is full 

separation between authorities in an F2 installation. Accordingly, there are 

no limitations in the number of authorities that can be created in F2. 

Authority can consist of, for example, a department and a number of 

agencies, or a group with several subsidiaries.  

 “Unit”: An unlimited number of units and subunits can be created within an 

authority to beneficially reflect the parent organisation of an authority. 

However, one must be aware of the consequences thereof in relation to 

access for viewing and processing records and documents (access 

restriction). 
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Figure 5: Example of F2’s tree structure 

Creating an authority 

The internal structure of an authority consists of units that are created in the 

dialogue “Units and users”. The procedure is as follows: 

 

Figure 6: The menu item “Units and users” 

Click on Units and users in the ribbon "Administrator" in F2's main window to 

open the following dialogue. 

An organisation called Doc Organisation is created in the dialogue. This organisation 

has one authority called Department. 

Now, an additional authority should be set up under Doc Organisation with the 

name Digital Authority. 

Authority  

Organisation  

Organisation
Unit  

Units and users 
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Click on Create… to 

open the dialogue 

above but with the pre-

set Organisation = Doc 

Organisation.  

 

Figure 7: Create new authority 

Enter all relevant 

information about the 

authority Digital 

Authority in the 

dialogue. 

 Select a unit 

type. 

 Location is 

assigned by the 

system after the 

unit is created. 

 Additional fields 

can be filled in 

as needed. 

Regarding 

synchronisation keys, 

please refer to the 

section on AD 

synchronisation. 

 

 

Figure 8: Dialogue “Properties of the unit Digital Authority” 

Create new authority 

Name of new 
authority 

Which unit 
type 

Location  

in the orga-
nisation 

Sync. key 
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The Tab “Email 

settings”. See section 

Creating units under an 

authority. 

 

Figure 9: Tab “Email settings” in dialogue “Properties for the 

unit Department” 

In the input field, “External info email” an email address from the units external 

participants. This is done, if an external participant is to receive a notification email 

if his unit receives a request. The participant also receives a notification email if 

changes are made to a unit request. External notification emails are primary related 

to concern requests. For more information see F2 Group request – User manual UK. 

 

Now the authority ‘Digital Authority’ is created and it is now possible to create 

devices and users in this authority. See the newly created authority in the figure 

below. 

 

Figure 10: Newly created authority 

It is only possible to create authorities under the top unit, cf. the description of the 

archive structure.  

Notice: The email input field is only visible if document import from server is 

active. 

The newly 

created 
authority 
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Creating units under an authority 

The organisational structure does reflect a series of units in F2. Units are created, 

and maintained by an administrator or a user administrator.  

The purpose of the units is for F2 to know where users are to be placed when 

matching roles and units are synchronised with the help of synchronisation keys in 

case of full AD integration. In case of standard AD integration, an administrator 

creates users in the individual units. For more information, see the section 

Administration of users and units via Active Directory. 

The users' location in individual units is important for their read and write access to 

records. 

The administrator accesses units by clicking on the menu item Units and users in 

the tab "Administrator".  

 

Figure 11: The menu item “Units and users” 

A dialogue opens and the administrator creates, edits, moves and/or disables units 

in it.  

 

Figure 12: F2 has only one top unit after the installation 

As mentioned earlier, F2 has one top unit (organisation). The name of this top unit 

is adjusted to the name of each organisation in connection with the F2 installation. 

The top unit/organisation looks as shown above under the tab “Other authorities”. 

The name can be edited by marking the unit and then clicking on Properties.  

Units and users 

Click on Properties, for 

example, in order to 
edit the name of the 
top unit 
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If the top unit is unfolded, the units of type Authority created in the tree structure 

are displayed, see the figure below. These can be unfolded in a similar manner in 

order to see the underlying units.  

The tab “Unit” shows the units in F2. They are defined in a tree structure. A new 

unit is created by marking the desired “unit” in the tree under which the new unit is 

to be created and clicking on Create….  

 

Figure 13: Create units under an authority 

This opens the dialogue 

“Create unit”. See the 

dialogue below. Fill in all 

relevant information in this 

dialogue. 

Select the unit type this 

unit is to represent in the 

field “Unit type”. See more 

information about the 

management of unit types 

below. 

Units are created in the 

same dialogue as when 

creating the authorities. 

A complete organisational 

structure under an 

authority can contain many 

units. 

 

 

Figure 14: Enter the name of the unit and select the unit 

type 

Unit name 

Create a unit 

under the marked 
authority 
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Creating unit types for specific units 

F2 categorises units into unit types. F2 contains definitions of some fixed unit types 

created in connection with the F2 installation. 

Some of these unit types can afterwards not be deleted, because they are used by 

F2. The names, however, may vary depending on each organisation. New unit 

types can be added later and units that are not in use can be deleted. 

 

Figure 15: The menu item ”Unit types” 

The dialogue below, in which unit types are managed, appears when you click on 

Unit types. 

Examples of unit types to choose 

from: 

 Authority; 

 Organisation; 

 Department;  

 Office;  

 Area; 

 Main office,  

whereas unit types such as “Team” 

and “Security group” are used for 

allocation of users to teams and 

security groups across the authority. 

 

Figure 16: Administration of unit types 

When the desired unit types are created, they can be used in connection with 

creating units (the organisational division). 

  

Unit types 
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Administration of users and units via 

Active Directory 

When installing F2, each organisation chooses whether the installation is to be 

based on standard or full Active Directory integration (AD integration). 

 With a standard AD integration, the administrator must associate roles and 

units to users in F2. 

 With full AD integration, users and units are created and maintained from 

AD, just as users and units are interconnected through roles. This minimises 

the need for manual administration of users and units in F2. 

 

Further information about the two types of AD integrations is outlined below. 

Standard AD integration 

When importing from Active Directory (AD) via standard AD integration, new AD 

users are created as F2 users. They are placed in a pseudo unit, for example “New 

users” in F2. I.e. a user’s affiliation via role types is not imported from AD but must 

be defined in F2. The administrator must therefore assign roles in F2 units to all 

users. 

If AD integration is set up, synchronisation usually takes place every night.  

The AD synchronisation job is based on an F2 function containing a search term for 

searching directly in AD. This function reads a configuration file that describes the 

pseudo unit and role that users are to be created with. 

In case of this type of integration, the administrator setup of the users’ affiliations 

(i.e. role and location) is kept in F2 in case of an AD synchronisation.  

Read more about creating users in F2 in the section Create user. 

It is the user's status in AD, i.e. whether the user is active or not, that determines 

whether to set the user as active or inactive in F2. This determines whether the 

user can log onto F2. 

Full AD integration 

F2 allows Active Directory (AD) to be used for managing users, their affiliation to 

units as well as their roles in the units. This type of integration between F2 and AD 

is called full AD integration. 

If full AD integration is selected, the administrator must be aware that if local 

changes are made in F2, these changes take effect immediately but after the next 

synchronisation from AD, the AD setup will take effect and will overwrite any 

changes made directly in F2. 

Note: Common for standard and full AD integration is that role types must be 

set up in F2 before running the synchronisation.  
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In other words, changes to user names, emails, units etc. must be managed via AD 

that does also include disabling users. 

Overview 

The following illustration provides an overview of the items that can be imported 

from AD to F2. 

 

Figure 17: Full AD integration 

Basic information 

Users are imported from AD with the following basic information. See an example 

of a field instance: 

AD field Information in F2 

samAccountName Login 

CN Name 

Mail Email (address) 

mailNickName Email account 

objectGuid Unique user identification 
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The “ObjectGuid” field in AD is used for identifying users by a subsequent import. It 

ensures, for example, that the right user is updated in case of a change in name, 

login and/or email. 

Units and role types are created before running the 

import 

In case of full AD integration, roles and units, as previously mentioned, are 

assigned in AD. This requires matching roles and units in F2.  

Before running the AD import, the administrator has to create units and role types 

in F2. 

Unlike roles, units do not have to be created in F2 before the AD import if the 

import is configured to create units, i.e. if full AD integration has been selected.  

F2 can create units if they do not exist. This, however, depends on the F2 server 

setting. 

In the event the import encounters an AD user, if the AD security group specifies a 

role in a non-existing unit, the unit is created with a name and synchronisation key.  

 

Figure 18: AD synchronisation key in a unit 

If this type of AD integration is used, the following are important for the 

administration: 

 The F2 administrator must manually delete/disable units in F2 even if they 

are empty in the AD import. 

Unit name 

Unit synchronisation 
key 
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 If a user is removed from AD, the integration will automatically disable 

him/her so an administrator does not have to do anything.  

 If organisational units are to be arranged in a hierarchy under the authority, 

the hierarchy has to include synchronisation keys BEFORE running the 

import. The import itself does NOT affect a hierarchy. 

 If F2 contains several authorities, an AD job must be run for each authority 

because the job can only create units and users under one authority. 

Creating role types with unit affiliation 

Role types are created in F2 and assigned in AD. A user's role affiliation in F2 is 

managed in AD by creating an AD security group for each role in F2.  

When a specific role has to be assigned to an F2 user in a certain F2 unit, the 

corresponding user in AD is registered in an equivalent AD security group 

(memberOf). The AD security group indicates both the role and unit. 

In order to allow free naming of AD security groups, roles and units in F2, each F2 

role and each F2 unit have a matching AD synchronisation key. Synchronisation 

keys govern all role assignments. The administrator specifies role type and the unit 

in which the role is to apply. 

This is done using "@". In other words, the administrator gives the AD security 

group the synchronisation key "role@unit" corresponding to the role type and unit 

the administrator has previously created in F2. 

Below is an example of full AD integration. 

The administrator must create a new role type with unit affiliation and start setting 

up a unit under the top unit, which in this case is called Doc Authority. F2 is 

installed with a default top unit and all subsequent units (corresponding to 

departments) are created under it. For further information about the unit structure 

of F2, see the section below. 

The administrator clicks 

on the menu item Units 

and users in the tab 

"Administrator" in F2's 

main window and the 

dialogue “Units and 

users” opens.  

 

Figure 19: The menu item ”Units and users” 

 
 

Units and users 
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The dialogue shows a F2 

organisation as a tree 

structure. 

The administrator marks 

Doc Organisation and 

clicks on Create… to 

create a unit.  

 

 

Figure 20: Create a new unit 

A new dialogue opens in 

which the administrator 

enters master data for 

the new unit. 

The synchronisation key 

of the unit is specified 

here too. 

After that click on OK to 

create the unit. 

In the example, the 

name of the unit is the 

same as the 

synchronisation key of 

the unit.  

 

 

Figure 21: AD synchronisation key in a unit 

After that, the administrator creates a role type, which is a prerequisite for running 

an AD synchronisation. In this case, the role type "Administrator" is created. 

Create a 
new unit 

Synchronisation key  



 

Page 24 of 117 

The administrator clicks on 

the menu item Role types 

and privileges in the tab 

"Administrator" and the 

dialogue “Role types and 

privileges” opens.  

  

Figure 22: The menu item “Role types and privileges” 

In the dialogue, the 

administrator clicks on New 

role type. 

 

 

Figure 23: Create new role type 

A new dialogue opens and 

the administrator specifies 

the name and, if applicable, 

enters a description of the 

role type.  

Next, the administrator 

enters a synchronisation key 

chosen by the administrator. 

Put a checkmark in the 

checkbox “Active” in order to 

enable the role type. A 

checkmark in the checkbox 

“Job” indicates that this role 

type is a job role. 

 

Figure 24: AD synchronisation key 

The role type is created by clicking on OK. This way, the administrator has created 

both a unit and a role type in F2.  

 

The administrator creates a corresponding AD security group in AD which is named 

using the synchronisation key in the newly created role type and unit in F2. In other 

Role types and privileges 

Create new role type 

Synchronisation key  

Note: In order for a user to log into F2, the user must be assigned at least one 
job role.  
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words, the administrator gives the AD security group the name "F2 case 

manager@HR" (role@entity). 

The users that are to have the job role “Case Worker” in the unit “HR” is added to 

the AD security group.  

Roles that are not job roles can be added without unit affiliation. Here, the AD 

security group must simply have the same name as the synchronisation key of the 

F2 role. 

AD security groups, which do not correspond to the roles in F2, are skipped in 

connection with synchronisation. If a user does not have any job roles, the user will 

not be created. 
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Email import 

It is possible to automatically or manually import all emails from Outlook or other 

mail system types to F2. 

If unit mailboxes are to be imported automatically to F2 from a common email 

address in, for example, Outlook, enter the following in the tab “Email settings” 

when creating the unit: 

 Enter the email address of the mailbox in Exchange in the field “Account”. 

 Enter the name of the Exchange server (the IT department of every 

organisation knows this name) in “Mail server”. 

 Put a checkmark in the checkbox “Get email”. 

 

Figure 25: Importing unit mailboxes to F2 automatically 

This way, F2 imports all emails from the specified email address to F2. Records, 

whose recipient is the specified unit, are automatically created based on the 

imported emails. 

The intention is thus to assign a single mailbox to a unit, i.e. a mailbox that belongs 

to the unit instead of to a specific person. This could be, for example, a unit inbox 

for all enquiries relating to HR cases. 

In addition, the folders “Move to F2”and “Transferred to F2” are created in Outlook 

Inbox. F2 also imports all emails in the folder “Move to F2” from Outlook. 

When emails are imported to F2, they are physically moved to the folder 

“Transferred to F2” in Outlook Inbox. In other words, if something is sent to the 

email address, it will end up in “Unit inbox” in F2, so everyone in the unit can see 

it.  

Enter the email address 

of the mailbox in 
Exchange. 

Enter the name 

of the Exchange 
server 

Put a checkmark in 
checkbox 
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Regarding mail import and the setting “Receive email externally”, there is a 

difference between user and unit mailboxes. 

cBrain mail import monitors the following mail boxes: 

 User mailboxes, where there is a checkmark in “Get email” or “Receive email 

externally”; 

 Unit mailboxes, where there is a checkmark in “Get email”.  

 

By default, mail import imports everything from the inbox and the folder “Move to 

F2”. It is possible to indicate that emails from the inbox are not to be imported. 

However, this setting applies to all mailboxes checked by mail import. 

There are three different methods for mail import from Outlook to F2, for which F2 

is set up depending on each user's wants and needs:  

 Full mail import: All emails in the Outlook inbox are automatically 

transferred to F2 via the folder “Move to F2”. 

 Manual mail import: Emails are manually moved by the user to the folder 

“Move to F2” in the Outlook inbox. The selected emails will then be 

transferred to F2, while the ones in Outlook are physically moved down to 

the folder “Transferred to F2”.  

 Mail import in case of F2 correspondence: All emails in the Outlook 

inbox are transferred only automatically if they are in response to 

correspondence that has started in F2.  

Shared mailboxes (add-on module) 

In addition to the mailbox of the unit, it is possible via the add-on module F2 

Shared mailboxes to support the needs of the organisation for managing several 

mailboxes/email addresses per unit. 

In order to make it possible to manage these additional mailboxes, there is a need 

for, for example, role shift. 

F2 Shared mailboxes contributes to making everyday life easier for organisations 

working with service centres or units, where the same users perform tasks in 

several units.  

The following six functions exist to better support unit mailboxes:  

1) Create several email addresses for the same unit inbox.  

2) Implementation of decentralised unit management.  

3) View unit lists (i.e. the inbox, desktop and archive of the unit) for all the 

units in which you have job roles.  

Note: The same email address may not be assigned to other F2 units or users.  

Note: The automatic mail import of F2 does not support any requests for 

importing emails from the inbox and the “Move to F2” folder to selected user 

mailboxes, or from “Move to F2” but not from the inbox to selected unit 

mailboxes. 
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4) Common read marking for the inbox of the unit.  

5) Fast role shift. 

6) Role shift help.  

For a detailed description of the functions in F2 shared mailboxes, please refer to F2 

Shared Mailboxes – User manual. 

The next section describes only administrator tasks associated with setting up 

shared mailboxes. 

Creating several email addresses for the same unit inbox 

It is possible to create one or several additional email addresses for each F2 unit, 

and mail import checks both the default email address of your organisation and any 

additional email addresses created for a certain unit inbox.  

 

It is an administrator, a user administrator or a unit administrator in F2 who 

creates edits and/or deletes additional email addresses for units. This is done by 

clicking on Extra unit emails in the “Administrator” tab in the main window.  

 

Figure 26: The menu item “Extra unit emails” 

A dialogue opens. Specify a unit in “Select unit” to enable the menu item “Create 

new extra email”. 

Note: It is not possible to reuse a deleted email address.  

Create additional emails for unit 
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Figure 27: Selecting unit 

In the dialogue, specify:  

 Name of the unit mailbox. 

 Name of the additional 

email address (i.e. the 

email address of the 

team). 

 Enter the email address of 

the mailbox in Exchange in 

the field “Email account”. 

 Enter the name of the 

Exchange server (the IT 

department of every 

organisation knows this 

name) in “Mail server”. 

 

Figure 28: The dialogue “Create extra email” 

 Put a checkmark in the checkbox “Get email” and F2 will import all emails 

from the specified mailbox to the unit's mailbox in F2. With this function, 

the mailbox belongs to the unit (team) instead of to a certain person. In 

other words, if something is sent to the email address, it will end up in 

“Unit Inbox” in F2, so everyone in the unit can see it. 

 

 If there is a checkmark in “Receive email externally”, emails are received in 

Outlook and must be moved to F2 manually via the folder “Move to F2”. 

 There may not be a checkmark in both “Get email” and “Receive email 

externally”. 

Select a unit 

Note: It is an F2 administrator or a user administrator that can put a checkmark 

in the checkbox “Get email”. 
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Any additional email addresses are corrected by marking the email address to be 

corrected in the dialogue and after that enabling the menu items “Edit” and 

“Delete” as shown below. 

 

Figure 29: Edit/delete additional email 

Implementation of decentralised unit management 

The unit structure in F2 makes it possible to create and manage units on 

decentralised basis. A unit of the type “Decentralised unit” operates as a completely 

normal unit, but unlike standard units, it is not synchronised with Active Directory 

(AD).  

An F2 administrator, a user administrator or a unit administrator creates 

decentralised units. The unit administrator is a new administrator role designed 

specifically for the management of decentralised units and users.  

The unit administrator is assigned a role by the F2 administrator or user 

administrator and has the power to give existing users decentralised roles on 

selected levels in the organisation. Hence, a unit administrator cannot create new 

users. 

A unit administrator can assign the following roles to existing users: 

1) Decentralised role 

A job role that gives a user access to log in and work in a decentralised unit.  

2) Decentralised read access 

The role gives access to search all records that are otherwise only available 

to users in a certain centralised unit, provided that these records have 

access = unit. The role corresponds to the role “Read access to other unit”. 

3) Decentralised read/write access  

The role gives read and write access to records that are otherwise only 

available to users in a certain decentralised unit, provided that these records 

Note: No other forms of communication are affected by the checkmark in 

“Receive email externally”. In other words, chats, submissions and records with 

distributed responsibility or sent internally are still found only in F2. 

Edit additional email 

Delete additional email 
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have access = unit or access = all (if the unit in charge is the decentralised 

unit). The role corresponds to the role “Write and read access to other unit”. 

Common to all decentralised roles is that they are not synchronised with AD.  

 

  

Note: A user cannot log into F2 if s/he only has decentralised roles. At least one 

normal job role is required in order to be able to log into F2.  
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User administration 

When a user is created in F2, it is done by assigning one or several roles to the 

user. Roles are in turn assigned one or several privileges depending on what 

actions each role assigned to the user has to be able to perform in F2. 

In order for a user to be created, the user must be associated with at least one 

unit. After that, one or more roles must be assigned to the user. At least one of 

these roles must be a job role since logging into F2 can only be done using a job 

role. 

Create user 

Access to the various functions in F2 is managed via roles. One or several privileges 

are assigned to each role. In order for a user to log into F2, one of these roles must 

be defined as a job role. The user is only able to access F2 via a job role.  

The administrator/user administrator creates users in F2 by clicking on the menu 

item Units and users in the tab "Administrator".  

 

Figure 30: The menu item “Units and users” 

Click on the tab Users in the dialogue that opens. In the tree structure, mark the 

unit under which the user is to be created and click on Create user. 

 

Figure 31: Create new user 

A dialogue opens in which the user’s master data must be entered. 

Units and users 

Crease user 
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Master data, including name, initials, email address, user name etc., must be added 

for each user. This is done in the tab “Information” as shown below. 

 

Figure 32: User’s master data 

Clarification of selected fields in the dialogue “Create user”: 

Field Function 

“Limited 

access” 

If there is a checkmark in the checkbox “Limited access”, the 

current user can only see the records where the user is added to 

the field “Access restricted to” for each record. In addition, the 

user must have access to the record or be added as a 

supplementary case manager.  

The access restriction is used in particular when each F2 user is 

to have very limited and controlled access to records. 

 

“Get email“  The effect of a checkmark in this field depends on how F2 is 

configured: 

In case of full mail import, F2 transfers all emails from the 

Outlook inbox to the user’s F2 inbox where one record is created 

Limited 
access 

Get 
email 

Receive email 
externally 
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Field Function 

for each transferred email. A checkmark in “Get email” will 

therefore be irrelevant in connection with full mail import. 

In case of manual mail import, the user must manually move all 

relevant emails in Outlook to the folder “Move to F2” in Outlook. 

After that, these emails appear in part in the folder “Transferred 

to F2” in Outlook and in part in the user's “My inbox” in F2. 

Finally, there is an option where all emails in the Outlook inbox 

are transferred automatically if they are in response to 

correspondence that has started in F2. It is configured on the 

server by a technician. 

“Receive email 

externally” 

If there is a checkmark in this checkbox, the user will always 

receive emails only in Outlook, i.e. emails sent internally from F2 

to the user. 

 

 

 

The section below provides examples of the roles, which can be used for a user in 

F2. 

  

Note: No other forms of communication are affected by the checkmark in 

“Receive email externally”. I.e. chats, submissions and records with distributed 
responsibility or sent internally are still found only in F2.  

Note: There must not be a checkmark in both “Get email” and “Receive email 

externally”. With “Receive email externally” the user can use another email 

client at the same time as F2 and move the emails manually to F2 via the folder 
“Move to F2”.  

Note: The Single Sign On function can be used even though AD synchronisation 

is not used for creating users. In other words, the user logs on once and gains 

access to all systems. 
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Roles 

F2's built-in role types 

When several roles are assigned to a user in F2, the user achieves the total of all 

the privileges. In other words, a user can never lose rights attributable to a role but 

can now gain additional privileges.  

F2 has several built-in role types for F2 administrators.  

Role type Tasks 

“User administrator” Creates and manages: 

 Users, including assign/edit/remove role types 

and privileges (disables users).  

 Units and unit types:  

 Security groups; 

 New role types; 

 System messages; 

 Decentralised units and users (add-on 

module: F2 Shared mailboxes). 

“Business administrator” Creates and maintains:  

 Standard document templates; 

 Document templates on unit level; 

 Keywords;  

 Flags for personal and unit control; 

 System messages. 

Has access to using cPort (add-on module). 

“Technical 

administrator” 

Creates and maintains: 

 Standard searches; 

 Searches on unit level; 

 Standard table layouts (column setups). 

Can delete personal table layouts. 

“Administrator” 

(The only user 

automatically created in 

connection with F2 

installation). 

Has basic access for performing all actions for which 

the other administrators together have rights. 

In the basic setup of F2, however, there will be 

roles/privileges, to which the administrator does not 

have access by default. The administrator can assign 

such roles/privileges to him/herself. 
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Role type Tasks 

“Unit administrator” 

(add-on module: F2 

Shared mailboxes) 

Creates and manages:  

 Decentralised units and users which: 

o Assign a decentralised role to a user; 

o Assign decentralised read access to a 

user; 

o Assign decentralised read/write access to 

a user. 

Note: A unit administrator cannot create new users 

but can ONLY give existing users decentralised roles 

on selected levels in an organisation. 

 

Other built-in role types in F2 

Especially in relation to the add-on module F2 Submission, which is primarily used 

by governmental authorities, this module is delivered with the following built-in role 

types (the names may vary for each organisation): 

 Minister 

Submissions can be sent to the Minister and the Permanent Secretary. F2 

uses the role type "Minister" to identify the person who is currently the 

minister. 

 Permanent Secretary 

In the same way as for the role type ”Minister”, the role type Permanent 

Secretary appoints the person who is currently the permanent secretary. 

 “On behalf of” Minister 

When a submission is the responsibility of the minister, the minister can 

approve or reject the submission. Persons who have a role of the type “‘On 

behalf of’ Minister” also have access to approve or reject the submission. 

  “On behalf of” Permanent Secretary 

Similarly, persons with a role of this type get access to approve or reject a 

submission on behalf of the Permanent Secretary. 

Role affiliation 

A user in F2 must have one or several roles. A role assigns several privileges to a 

user within a certain authority. 

If full AD integration is used, all role assignments are managed in AD. An 

administrator must not edit the roles him/herself even if they are created in F2 

Note: A user who is “Administrator” is created in connection with the F2 

installation. The rest must be set up afterwards. If an additional authority is 

created in a certain F2 installation, an administrator role must be created as in 

the first authority, which then carries out relevant tasks in the new authority. 
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because it is the setup in AD that takes effect and overwrites any changes made in 

F2.  

In general, this section uses standard AD integration, i.e. manual import and user 

setup.  

Linking a new role to a user 

Roles are linked to a user in the dialogue “Create user” under “Units and users” 

where the user’s master data is also added, cf. the description above.  

Below is a step-by-step review of how Anders Andersen from the unit 

“Administration” is assigned the role “Department head”: 

After clicking on the menu 

item Units and users in the 

administration tab, click on 

the tab Users. 

After that, find the user 

(Anders Andersen) to whom 

a role is to be linked. 

Then, click on Properties. 

 

 

Figure 33: Select user 

In the dialogue “Properties 

for the user Anders 

Andersen”, click on the tab 

Role and then on Add 

role….  

 

 

Figure 34: Add role to user 

Roles 

Add role to user 
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When a role has to be added, 

select the role from the drop 

down menu “Role type”, in 

this case Department head, 

and select the unit to which 

this role is to apply. In this 

case, this is the unit Finance 

Click on OK to link the role in 

this example to Anders 

Andersen. 

 

Figure 35: Adding a role type to a user 

Overview of roles and job 

roles associated with the 

user Anders Andersen. 

Once the desired action is 

completed, click on OK to 

close the dialogue. 

 

 

Figure 36: Add/remove role to/from user 

If a certain role has to be removed from a user, the procedure is to mark the role 

and click on Remove. The role is removed from the user. 

 

Note: It is important to mark in which unit the user is to be assigned the role in 

question because the role and its location in the unit determine which authorities 

the user has in the unit or hierarchy in question.  
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Role type administration 

The roles per se are called role types and they should make sense in the 

organisation. Role types are created by an administrator as needed. An administrator 

with a role of the type “User administrator” or “Administrator” can also create new 

role types.  

The available role types can be 

viewed by clicking on the menu item 

Role types and privileges in the 

tab “Administrator”. 

 

Figure 37: The menu item “Role types and 

privileges” 

A dialogue opens and the role types of the organisation are displayed by clicking on 

the down arrow in the field “Role type”. 

It is also in this dialogue that new role types are created by clicking on New role 

type and/or Edit role type. 

 

Figure 38: Role types and their maintenance 

 

Role types and privileges 

New role type Edit role type View role types 

Note: A role type cannot be deleted. It can only be disabled. 
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Click on New role type to open the 

dialogue “New role type”, which is 

used for creating a new role type. 

Enter the following in the dialogue: 

 Name of role type in the field 

“Name”;  

 A description of the role type 

of the function, for example, 

“Access for editing templates 

and keywords” in the field 

“Description”;  

 Synchronisation key in case of 

full AD integration in the field 

“Synchronisation key”; 

 Put a checkmark in the 

checkbox “Active” in order to 

activate the role type so that 

it can be assigned to users. 

 

Figure 39: Create new role type 

Removing the checkmark in the checkbox “Active” disables the role type. This 

means that the role type cannot be assigned to users any more. 

If there is a checkmark in the checkbox “Job”, this means that it is possible to log 

into F2 with this role type. A user must have at least one job role in order to log 

into F2.  

 

On some occasions, a user might need several job roles. When the user logs into F2 

with his/her username and password, F2 opens a new dialogue and asks the user to 

specify which role s/he would like to use for logging into F2. See the figure below. 

 

Figure 40: More job roles provide more login options 

In order for a user with a certain role type to be able to perform extended actions 

in F2, one or several privileges must be linked to the role type. This is described in 

detail in the section Privileges.  

  

Note: If you forget to put a checkmark in the field “Job”, you cannot do it at a 

later time and the role type has to be created again from scratch. 
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Privileges 

Privileges are linked to role types in order to allow them to perform extended 

actions in F2. This way, all users with a specific role type get the selected 

privileges. 

An administrator with a role of the type “User Administrator” or “Administrator” 

assigns selected rights to users, done by linking privileges to users via role types. 

To link clicking on the menu item Role types and privileges in the tab 

“Administrator”. 

 

Figure 41: Click on Role types and privileges to link privileges to role types 

A dialogue opens and privileges are created, edited and/or deleted in the dialogue.  

When privileges are to be linked to users via roles, select the specific role in the 

field “Role type” in the example “Technical administrator”. Then click on New 

privilege and a the dialogue “New privilege” opens.  

Role types and privileges 
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Figure 42: Privileges are linked to users via roles 

In this dialogue select privilege, 

authority and, if applicable, 

security group for the role in 

question.  

Finish by clicking on OK. 

  

Figure 43: The dialogue “New privilege” 

In this case, the role type, “Technical administrator” is linked to the privilege 

“Keyword creator”, which grants the role type the authority to create keywords.  

Overview of all privileges (example) 

The number of privileges varies between F2 installations. The specified privileges 

for an F2 installation can be listed as shown below. The types of privileges also 

depend on the number of F2 modules connected to the system. 

Create new privilege 

Select role types 
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Figure 44: Privileges that can be assigned to users 

The following rights are set up by an administrator with a role of the type “User 

administrator” or “Administrator” and are assigned to users in the form of 

privileges: 

Privilege  Permissions 

Archive access Used for linking a role to a security group. This 

way, an administrator can link participants to 

security groups. 

Create cases Given to the roles and hence the users that must be 

able to create new cases. 

Keywords creator Given to the roles and hence the users that must be 

able to create and edit keywords in F2.  

Distribution list editor Given to the roles and hence the users that must be 

able to create and edit the common distribution lists 

in F2. 

Administrator read access 

to all records 

Given to the role that is to function as a super 

administrator and to have the right to read all files in 

F2 regardless of the access level. 

Editor of participants Given to the roles and hence the users that must be 

able to create and edit the common external 

participants in F2. 

More information can be found in the section Editor 

of participants (add-on module). 
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Privilege  Permissions 

Can edit Ext. participant No. Given to the roles and hence the users that must be 

able to create and edit the synchronisation numbers 

of external participants. 

System message 

administrator 

Given to the roles and hence the users that must 

create and maintain system messages. 

Closer cases Given to the roles and hence the users that must be 

able to complete a case. 

Reopener cases Given to the roles and hence the users that must be 

able to reopen a case. 

Can change responsible on 

all records 

Given to the roles and hence the users that must be 

able to change the person responsible for a record. 

This privilege is intended for the users who distribute 

many records and sometimes must be able to 

change the person responsible. For example, if 

someone has been assigned the responsibility for a 

record by mistake. 

SSN Synchroniser Given to the roles and hence users that must be able 

to access the SSN from the properties dialogues of 

participants and users and from there update the 

information about a participant. 

cSearch access Given to the roles and hence the users that must be 

able to conduct searches with the help of the cSearch 

add-on module. 

Can delete notes Given to the roles and hence the users that must be 

able to delete record notes. 

Can add/change/remove 

task guides in existing 

cases 

Given to the roles and hence the users that must be 

able to edit the case guides of existing cases. 

Process Editor Given to the roles that must be able to start the 

ProcessEditor tool. The tool is used for adding task 

guide templates. 

Can quality assure cases This privilege enables the menu item “Can quality 

assure cases” in the case tab. 

Team creator Can create teams across the authority. 

Can change the responsible 

on all cases 

General change of case manager. 

Can see access information Makes it possible to view access information on 

records (right-click function), i.e. who can see the 

record and from where the access has been 
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Privilege  Permissions 

obtained. For more information, see F2 Desktop – 

User manual under the section Access information. 

Does not have day planner 

active in F2 

Prevents the transfer of the day planner mini 

application to one’s F2 Manager. 

Does not have submissions 

active in F2 Manager 

Prevents the transfer of the submissions mini 

application to one’s F2 Manager. 

Does not have approvals 

active in F2 Manager 

Prevents the transfer of the approvals mini 

application in one’s F2 Manager. 

Does not have bookmarks 

active in F2 Manager 

Prevents the transfer of the bookmarks mini 

application to one’s F2 Manager. 

Unit administrator Among other things, has the power to give existing 

users decentralised roles on selected levels of the 

organisation. A unit administrator cannot create new 

users. 

In general, privileges are delivered together with modules. cBrain can add new 

privileges to existing modules. 

The privileges of a role can be viewed, added, corrected or deleted via the dialogue 

below. 

 

Figure 45: Editing privileges in a role 

Further explanation of selected privileges 

Selected privileges are described in detail below. 

Archive access 

The purpose of this privilege is to link a group of users to a security group within an 

authority. It has to be determined which role to assign to the security group and, as 

shown below, to which role it is to be connected. 
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Figure 46: New privilege of the type “Archive access” 

A role to which the privilege above is assigned, grants users membership in the 

selected security group. This privilege is linked to a role type and describes the 

connection of a security group and an authority. 

Create cases 

Only users who have a role linked to the privilege “Create cases” can create new 

cases in F2. The privilege is a bridge between a role type and authority governs an 

authority, i.e. the access to creating cases. 

 

Figure 47: New privilege of the type “Create cases” 

In practice, this means that users with this privilege can create new cases in the 

selected authority. 

Keyword creator 

All users can attach existing keywords to records and/or cases, but only users who 

have a role that is linked to this privilege can manage keywords in F2. In other 

words, the access to creating new keywords, disabling existing keywords and 

changing the name of existing keywords is managed by that privilege. 

 

Figure 48: New privilege of the type “Keywords creator” 

For information about keyword management in relation to departments and 

authorities, see section Keywords.  
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Distribution list editor 

All users can create personal distribution lists, but only users who have a role that 

is associated with this privilege can create and manage the common distribution 

lists in F2.  

 

Figure 49: New privilege of the type “Distribution list editor” 

The very editing of distribution lists is described in F2 Desktop – User manual. 

Administrator read access to all records 

This privilege must be handled with care. Users who have a role with this privilege 

can search all records in the archive under the two top nodes in the F2 database 

(Ministry and Personal archives), regardless of access control but limited by security 

groups, if any.  

 

In practice, this means that users with this privilege can search all documents in all 

authorities and in all personal archives except for user records in “My private 

records”. 

 

Figure 50: New privilege of the type “Administrator read access to all records” 

Editor of participants  

Users that have a role with this privilege can view and correct all existing 

participants. External participants are split across authorities. 

All users can create private participants, but only users that have a role that is 

linked to this privilege can manage the common external participants in F2.  

Note: Keywords run across all authorities in an F2 installation. 

 

Note: The privilege takes effect when searching in “Archive” and “Search all 
over.” 



 

Page 48 of 117 

 

Figure 51: New privilege of the type “Editor of participants” 

Security groups 

Security groups are used as access groups for protecting the access to data in F2. 

An administrator links users to security groups via a role and gives the role a 

privilege to access the security group in question. Several roles can be linked to the 

same security group.  

Gradual approach in connection with creating security groups: 

 A security group is created under the menu Units and users. Security 

groups have a separate tab in the dialogue. 

 Once the security group is created, one or several privileges have to be 

assigned to it, which is done under Role types and privileges with New 

privilege. 

 After that, this security group can be assigned to users via the menu item 

Units and users by adding the role type to the user. 

A more detailed description can be found in the section Creating a security group. 

All administrator-configured security groups are created under an authority because 

they are created as a special entity type in F2’s organisational structure. 

Below is a graphic overview of the process of creating security groups. 



 

Page 49 of 117 

 

Figure 52: Security groups are a special entity type created under the authority 

As shown below, security groups are displayed in the level under the respective 

authorities. The following example shows “Doc security group A” and “Doc security 

group B” under the authority “Doc Organisation”.  

 

Figure 53: Authorities and security groups 

After a security group has been created, it can now be assigned to individuals. This 

is done by a user administrator or an administrator. Only security group members 

can add and remove security groups in the field “Limited access” on the case or 

“Access restricted to” on the record.  
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Creating a security group 

Security groups are created 

and edited in the dialogue 

“Units and users”, which 

opens after clicking on Units 

and users under the tab 

"Administrator" in the main 

window. 

 

Figure 54: The menu item ”Units and users” 

In the dialogue “Units and 

users”, click on the tab 

Security groups.  

Security groups are created 

under authorities. Mark the 

authority to which the 

security group is to be linked 

and click on Create…. 

 

 

Figure 55: Creating a security group 

Name the security group and 

finish by clicking on OK.  

 

Figure 56: Name the security group 

 

 

The newly created security group can then be found under the selected authority in 

F2’s tree structure. In the current example, the authority “Digital Authority”.  

Units and users 

The tab “Security groups” 

Create 

Mark an authority 

Note: The function “Create” is enabled only if an authority is selected.  
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Figure 57: The newly created security group can be found in F2’s tree structure 

Since a user can have many roles, the administrator must create roles only 

intended for defining security group affiliation. 

For example, the role type “Head of office” can be linked to the security group 

“Staff security group” in the authority “Digital Authority”.  

This means that all users that have a role of the type “Head of office” become 

members of the specified security group “Staff security group”, gaining access to 

cases and records that only concern the office heads. 

To create a new security group and make a user its member, proceed as follows: 

 Create the security group in the dialogue “Units and users”. 

 Create a new role type in the dialogue “Role types and privileges”. 

 Link a privilege to this role type, which designates the created security 

group and the relevant authority.  

 In the dialogue “Units and users” add the new role type to the current user. 

 

Privileges for security group membership are described in detail below in section 

Archive access. 

Security group management 

The section below describes how security groups are maintained in F2.  

The newly created security group 

Note: If a user is not linked to a security group via a role, the user will not be 

able to see the security group and cannot assign the security group to a certain 

record. 
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View security groups 

An administrator can view all security groups by clicking on Show security groups 

in the tab “Administrator” but will only have access to records protected by a 

security group if s/he is assigned a role that grants access to the security group and 

other users. 

An administrator, however, can temporarily add him/herself to relevant security 

groups if it is necessary to search for and/or edit a record subject to an access 

restriction.  

By clicking on Show security 

groups. the administrator can 

see the security groups created in 

the authority. 

 

 

Figure 58: The menu item “Show security groups” 

If there are many authorities in the F2 organisation, they will all be displayed in the 

security groups overview. 

In general, no member of a certain security group will be able to see the members 

that belong to a certain security group. This overview can only be displayed via the 

administrator role. 

 

Figure 59: Security groups by authority 

 

Figure 60: Security group participants 

Right-click on a certain security group and then click on Properties to open an 

overview of the participants in this security group. In the current example, it is 

Hugo Hugosen, Karin Simonsen and Lisbeth Andersen, who are members of the 

security group “Staff security group”. 

Show security groups 
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“On behalf of” management 

There can be a wide range of situations where it may be necessary to grant a user 

access to another user's inbox, either for a certain period or on a more permanent 

basis, for example, a secretary's access to a superior’s inbox. 

There are two ways to assign “on behalf of” rights - in part, permanently via the 

administrator and in part ad-hoc, which also can be granted by the respective user. 

To set up ad hoc “on behalf of” rights, open the dialogue “Setup”, by clicking on the 

menu item Setup under the tab “Settings”. 

The permanent allocation of “on 

behalf of” is managed by an 

administrator by clicking on the 

menu item “On behalf of” under the 

tab “Administrator”. 

 

Figure 61: The menu item “On behalf of” 

If “on behalf of” rights are granted to a user, the user will generally receive access 

to the other person's entire (on behalf of) F2 and his/her documents in “My private 

records”. 

“On behalf of” setup 

Clicking on the menu item On behalf of, opens the dialogue below, in which it is 

possible to see users that already have “on behalf of” rights to other users.  

“On behalf of” rights can be assigned and/or removed in the dialogue. 

On behalf of 
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Figure 62: “On behalf of” management 

To create a new “on behalf of” relation, click on New. A dialogue opens and in this 

dialogue the administrator specifies which user is to have “on behalf of” rights to 

another user.  

In addition, select whether the user “Can perform all actions” (i.e. full “on behalf of” 

rights) or, if the user only “Can handle approvals” (i.e. partially “on behalf of” 

rights). 

 

Figure 63: Allocation of “on behalf of” privileges for all areas 

If a user is set up to handle approvals for, for example, a manager, it is possible to 

choose how the user is to be notified when a new approval comes in.  

Create new “on behalf of” privilege 
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Choose between a 

notification in the user's 

personal inbox or the inbox 

of the unit.  

 

Figure 64: Choosing notification in connection with 

handling of approvals 

It is possible to specify a 

period during which the 

privilege is to be active. If no 

period is selected, the 

privilege will be active from 

the moment it is created 

until removed. Finish by 

clicking on OK. 

 

 

Figure 65: Create “on behalf of” privilege 

  

Administration of value lists 

Value lists contain a number of lists that go across your entire organisation. The 

individual value lists represent a group of standard texts used in connection with 

various tasks. 

It is possible to mention here, for example, other types that can contain text such 

as: “Office response” – “Report”– “Preparedness” – “For orientation purposes”. 

It is, among other things, also under the value lists that the journal plan of an 

organisation is maintained. 

Note: A standard user can assign “on behalf of” rights to another user (a 

colleague) on in connection with sick leave, holiday etc. This is done in the main 

window via the tab “Settings” under the menu item “Setup” and its tab “On-

behalf-of-me". For further information, please refer to F2 Desktop – User 

manual. 
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Value lists are generally created 

in connection with the F2 

installation and maintained in 

the dialogue which is opened by 

clicking Value list 

administration in the tab 

"Administrator”. 

 

Figure 66: The menu item “Value list administration” 

Click on the down arrow in 

“Administration of value lists” in 

order to select one of F2's value 

lists. 

The figure to the right shows 

examples of the value lists that 

can be available in an F2 

installation. 

The list can vary depending on 

the add-on modules. 

 

 

Figure 67: Select value list 

When a list is selected for 

administration, its elements 

are displayed in a window as 

shown above. 

Using the context menu (the 

right-click menu) it is possible 

to execute a number of actions 

in each element:  

 Create; 

 Rename; 

 Deactivate; 

 Import/Export;  

 Properties. 

 

 

Figure 68: Right-click menu in the selected value list 

Value list administration 

Select an F2 value list 
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Participant types (add-on module) 

Participant types is used for setting participant types to external participants for 

both records and cases in F2, as well as for users and units in cases.  

Participant types is used mainly in connection with the add-on modules F2 Merge 

Module and F2 Case guide, where it is used for automatically generating, for 

example, e-mails and documents, thereby merging correct information with an 

automatically generated document.  

 

Which participant types are to be set up is determined by each organisation and 

created by an F2 administrator. Participant types can thus be defined based on the 

specific procedures of an organisation. 

Creating a participant type 

Participant types are created by a user with an administrator or business 

administrator rights. This is done as follows: 

Click on the menu item Participant types in the tab “Administrator”. 

Note: It is not possible to delete a new element in a value list. A new element 

can only be disabled. It is therefore important that an administrator know when 

work is done in the dialogue. 

Note: A participant type for a record can only be assigned to external 

participants. 
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Figure 69: The menu item “Participant types” 

This way opens the dialogue below in 

which participant types are created, 

edited, disabled and enabled.  

In the dialogue there is a list of all 

existing participant types.  

 

Figure 70: The dialogue “Participant types” 

Click on New to create a new 

participant type and name it 

afterwards.  

 

When a participant type has been 

created, its title can still be edited by 

clicking on the participant type. Mark 

the participant type in blue and it will 

be possible to edit the title.  

 
 

Figure 71: Creating a new participant type 

Deactivating/activating participant types 

A participant type can be either active or inactive. An inactive participant type is 

not included in the list of participant types. When a participant type is deactivated, 

it cannot be selected when assigning participant types any more. 

Note: It is not possible to 

create several participant types 
with one and the same title. 

Save new participant type 

Delete new 
participant 
type 

Participant types 
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External participants, units and/or users to whom the deactivated participant type 

has been assigned on a case and/or record will still have this participant type, just 

as all merging based on this participant type will still be possible. For more 

information please see F2 Participant types - User manual. 

Progress code administration (add-on module) 

F2 Progress codes is used for supporting the case management of an organisation 

with the help of deadlines. 

When a case is assigned/marked with a progress code, the case deadline changes 

automatically in relation to the relevant progress code. Each progress code is 

created with a deadline, which is configured with a number of days from the date 

on which it is created.  

If, for example, an organisation has a procedure which requires the journalisation 

of all inquiries within 14 days, a progress code is created/used for this purpose. 

After that, a progress code icon on the case shows with the help of colours whether 

the case deadline is complied with in relation to the established case management 

deadline. Hence, progress codes are used for obtaining a fast and easy overview of 

the progress of the ongoing cases.  

Create progress code 

In order to be able to create progress codes in F2, you must have been assigned 

the role of administrator. The administrator creates progress codes by clicking on 

Progress codes administration in the ribbon of the tab ”Administrator” in the 

main window.  

 

Figure 72: The menu item “Progress code administration” 

A dialogue opens. Click on 

New in order to create a new 

progress code.  

A new dialogue opens. Specify 

the following there: 

 A title for the progress 

code; 

 A description of the 

progress code; 

 Number of days until 

deadline; 

 

Figure 73: Creating new progress code 

Create new progress code 

Progress code administration 
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 Number of days until 

deadline notification. 

 

Figure 74: Register new progress code 

The progress code is enabled by clicking on “Active” and is created by clicking on 

Save. 

Deadlines and deadline notification 

Deadlines and deadline notification always apply from the end of the day on which 

they are set, i.e. 0:01 a.m. on the next day. 

Example: Deadline = 14 days. 

Deadline notification 9 days before deadline expiry on 03/12 = 24/11 

The progress code is created on 19/11. 

 

Figure 75: Graphical representation of deadline processing 

Read more about progress code administration in F2 Progress codes - User manual.  

Keywords 

Keywords are set on records and cases, thereby giving the user greater flexibility, 

among other things, to find and organise information in F2. 

It is users with a role of the type “Business administrator” or “Administrator” that 

create, maintain and remove keywords in F2. 

Title 

Progress code 
description, if any 

Number of days 
until deadline 

Number of days until 

deadline notification 

Enable progress code Save 
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Administration of keywords 

The menu item “Administration of keywords” in the tab “Administrator” is used for 

keyword maintenance. 

 

 

Figure 76: The menu item “Keyword administration” 

Clicking on the menu item Keyword administration opens the dialogue below 

where keywords can be created, deleted and/or edited. 

 

Figure 77: The dialogue “Keyword administration” 

Keywords are divided into  keyword groups. New keyword groups are created by 

clicking on New keyword group. 

To create a new keyword, mark a keyword group and then click on “New 

keyword”. This way, the new keyword is created under the selected keyword 

group.  

A description and an active period can be linked to a keyword, i.e. a specific period 

during which the keyword is active. There is no need to specify an end date. 

Note: The keywords are the same for all users in all authorities. 

 

 

Administration of keywords 

Save 

Create new 

keyword 
group 

Edit 
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A keyword can only be used if it is active. Keywords that are no longer active will 

remain on the records and cases in which they have been used, and they can still 

be used in searches. 

The keyword is created after clicking on Save. 

Relevant keywords for units 

The menu item “Relevant keywords for units” in the tab “Administrator” is used for 

allocating specific keywords to individual units, thereby supporting the user in 

selecting relevant keywords. 

 

Figure 78: The menu item ”Relevant keywords for units” 

In the following figure, the organisation can choose to allocate the individual units’ 

keywords that are relevant for the unit. Carrying out this allocation facilitates the 

user's task in choosing the right keywords for his/her records and cases. 

Furthermore, as a result of allocation per unit, when the user starts typing a certain 

keyword, F2 automatically shows the relevant keywords.  

Administration of keywords 
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Figure 79: Select allocation of keywords 

Procedure for allocating keywords to a unit 

The dialogue “Relevant keywords for units” consists of three columns: 

 “Unit”: Shows the organisational units set up in F2. 

 “All keywords”: Shows an overview of all keywords divided by unit, which 

are created in F2. 

 “Relevant keywords for the unit [unit name]”: Shows which keywords from 

each unit have been dragged over to this column from the column “All 

keywords”.  

  

If keyword allocation is used, the user starts by typing the desired keywords 

(Typeahead), and F2 displays the possible keywords. 

The figure below shows that the user has typed “Q”, and F2 now shows displays the 

possible keywords in the user's unit that start with “Q”. Shown keywords can now 

be selected with the mouse. Records and cases can contain several keywords, for 

which reason this process is repeated. 

Note: All keywords for a given unit will be automatically dragged along the first 

time a keyword from a unit is dragged over to column 3 (“Relevant keywords for 

the unit [unit name]”). However, it is only the keyword dragged over with the 

mouse that will be active. If you want more keywords from the unit in question 

to be active (relevant), drag them over too. In the figure above Quality 
assurance and Employee case are active in column 3. 
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Figure 80: Typeahead and F2 displays possible keywords 

No keyword allocation 

If the function “Relevant keywords for the unit” is not used or when the user wishes 

to allocate a keyword to a record or case not found in the unit’s allocated keywords, 

the user has to click on the icon  in the field “Keyword” as shown below. 

 

Figure 81: Adding keywords on a record 

After that, the dialogue “Select keyword” opens where a keyword for the record in 

question is selected with the help of the arrow showing to the right. The keywords 

“Quality assurance” and “Employee case” are selected in the example below. After 

that, click on OK to add the keywords. 

Add keyword(s) 
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Figure 82: Keyword selection 

 

 

Meeting forum, administration of structured meetings 

(add-on module) 

Structured meetings in F2 Meetings 

All meetings in F2 Meetings are linked to a meeting forum selected by a meeting 

planner. An administrator in F2 creates individual meeting forums. Please refer to 

the section Creating meeting forums. 

In F2 terminology, the meetings created in F2 Meetings are called structured 

meetings and differ considerably from F2’s ad hoc meetings. Ad hoc meetings are 

described in the manual F2 Manager – User manual. Please refer to it for more 

information.  

F2 Meetings support creating and planning of meetings in the F2 Desktop client, 

where several persons can influence the agenda of the meeting.  

Creating meeting forums 

In order to create a meeting forum, click on Meeting forums in the tab 

“Administrator” as shown below. 

Note: If a keyword is used on records and/or cases, the keyword in the 

keyword overview cannot be deleted. It can only be made inactive by entering 

an end date in the field “Active period”. In other words, the keyword cannot be 

used after the end date, but it is still possible to search for it. 

 

Note: If a keyword used for records and/or cases is edited, the original keyword 

is automatically replaced with the edited keyword on all records and cases in 

which the keyword is used.  
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Figure 83: Creating meeting forums 

Then open the dialogue below, which shows an administration overview of meeting 

forums. The overview shows all established meeting forums. These meeting forums 

can be updated (corrected) and one or several existing meeting forums can be 

deleted. 

 

Figure 84: Overview of meeting forums 

Clicking on New in the dialogue creates a new meeting forum. 

Meeting forums 
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Figure 85: Meeting forum configuration 

Field Function 

“Title”  Is the name of the meeting forum. 

 “Template” Is a list of meeting templates used to create a consistent, 

unified PDF version of the agenda and the meeting minutes. 

“Security group” Used if you want to ensure that records and documents for 

processing at the meetings can only be accessed by certain 

people. 

“Category” An additional option for indexing of the same meeting 

forums, which, however, can only be used in F2 Manager. 

“Planner” Can be a single person, a unit or a team. When a case 

manager wishes to put a record for processing at a 

meeting, the planner is automatically linked to the record 

as supplementary case manager. This way, the planner 

gets access to the record and can then process it at the 

meeting. 

“Active” Only when a meeting is set to active does it become visible 

in the list of meetings. 

For more information, refer to F2 Meetings - User manual. 

Flag setup 

In the record window and the main window, users can manage and organise 

record-related activities with the help of guidelines for personal or unit 

management. Flags for personal control can be assigned to records as shown 

below.  
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The flags which users can assign to 

records are defined by a user with a role 

of the type “Business administrator” or 

“Administrator”. 

  

Figure 86: Example of flags for personal 

control record 

A management flag is created, edited 

and/or deleted in the dialogue which is 

opened by clicking on Flags for 

personal control in the tab 

“Administrator”.  

 
 

Figure 87: The menu item ”Flags for 

personal control” 

In the dialogue “Flags for personal 

control”, the administrator can maintain: 

 Creation of new flags; 

 Flag types; 

 Flag colours; 

 Flag no. sequence; 

 Deletion of flags. 

 

Figure 88: The dialogue ”Flags for personal 

control” 

Title, colour and priority are specified 

when creating a new management line. 

The priority determines the flag view 

sequence. Furthermore, it is possible to 

search for a flag and, for example, group 

flags. 

Click on OK to save the personal flag. 

 

Figure 89: Naming the personal flag 

Personal flags and colour choices are visible to and can be used by all users in your 

organisation.  
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If the name of a personal flag changes, it will be changed for all the users using the 

flag as well.  

If a flag is deleted, it is removed from all user-records using the flag as well. 

cPort (add-on module) 

cPort is used for preparing different reports (statistics) which cannot be 

immediately generated directly via F2’s search lists. In part, cPort is used for 

generating several log reports which are named below, and in part for generating 

ad hoc reports across F2. 

It is users with a role of the type “Business administrator” or “Administrator” that 

have access to using cPort. 

cPort is accessed by clicking on cPort in 

the tab “Administrator”  

 

Figure 90: The menu item “cPort” 

It is from the window “cPort” that information is obtained about the documents set 

by the different users and the searches conducted via an access log report.  

The access log is used by selecting the report “Access log” from the list on the right 

at the top. There are different ways to generate the report in the field “Setup”. For 

example, the setup “Searches” is used for displaying information about conducted 

searches. 

Different restrictions can be configured in the middle of the window, for example, 

time or user name. Data can be displayed directly in the "cPort" window or 

exported to Excel.  

 

cPort 

Note: Extracts go across access levels and security groups. They do not show 

any other content, but titles and records. 
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Figure 91: The dialogue "cPort" 

Select document to use for report layout 

Using “Selected document” in the middle at the top of the cPort dialogue window, 

the user can define which standard Excel report templates should the extract use. 

This function makes it possible to immediately format Excel extracts in accordance 

with the given report template. 



 

Page 71 of 117 

 

Figure 92: Select Excel template 

For additional information about cPort, see F2 cPort Analysis - User Manual. 

Document import from server (add-on module) 

The function “Document import from server” is used for importing a larger amount 

of documents from a certain external folder structure to the server.  

 

Figure 93: The menu item “Document import from server” 

 

When the function “Document import from server” is used, one record per 

document is created in F2. The following information is specified when a new import 

is created: 

 Source folder in the file system: The folder on the server from which 

documents are to be imported. 

  Destination folder (F2): The folder in F2 to import to. 

  Properties of imported records: The rest of the fields specify the 

properties of the records created: 

Select Excel template 

Document import 
from server  

Note: The menu item “Document import from server” is displayed only in the 

tab “Administrator” if the function is installed. This requires 
“DriveImportProgram” to be active. 
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o Status: In progress/Completed. 

o Access: Involved/Unit/All. 

o Responsible: Person/Unit/Team. 

o Record location: Inbox/Desktop/Archive. 

o Security group: Security group. 

o Active location: Normal/Library/Private. 

 

Figure 94: Document import configuration 

The import is conducted by DriveImportProgram, which must be started on the 

server. If applicable, it can be configured to run as a scheduled task at regular 

intervals. It is usually run on the integration server - in that case, the documents 

must be placed here, if applicable, via a shared folder. 

Location in F2 

When the import is executed, the folder structure on the server will be reflected in 

F2 under the folder Personal folders or Shared folders named in the dialogue “Start 

document import”. 

The content of these folders constitutes links to the individual records that have 

been generated. At the same time, the records are placed under the lists/searches 

which are also specified in the setup. After that individual users/units etc. organise 

the imported records and documents as requested. 

Status overview of document import 

The dialogue "Document import from server” will display a list of the import tasks that 
have been set up.  
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Figure 95: Status overview of document import 

The status can be one of the following: 

 Pending: The import has not started yet - usually because 

DriveImportProgram is not running. 

 Indexing: The import programme goes through the folder on the server 

and creates a list of the documents to be imported. 

 Import in progress: The documents are being imported. 

 Complete: The import is complete. 

 Error: An error has occurred and an error message can be displayed. 

In the event of an error (e.g. because there is no access to some of the 

documents), the cause of the error can be removed and the status can be set back 

to “Import in progress”. 

After that, the import will continue from where it left off. In general, Technical 

Service in cBrain executes these runs "update DriveImportOperation set 

operationStatus = 3 where ..." on the database.  

If the import fails already during indexing, the status can be set back to 1 or a new 

import can be set up. 
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Communication 

Internal and external participants 

F2 contains a common register of participants for the entire organisation. The 

participant register consists of participants, which can be used by all F2 users 

regardless of the unit.  

The participant register consists of three types of participants. 

 Internal participants: users created and maintained in F2 under units and 

users. If a user is moved from one unit in F2 to another, the change takes 

effect throughout the participant register. 

 External participants: participants which are either created manually by a 

participant editor or automatically. Participants are created automatically via 

F2 when an email is received or sent via F2 and where the participant 

register does not know the sender/recipient. 

 Private participants: Participants created manually where the creating 

participant does not have the role of participant editor will be automatically 

created under private participants. A recipient of an email where the sender 

is not known to the participant register can also be placed by the recipient 

under private participants. See more about this later. 

Participants created under “Private” can now be seen and maintained by the 

user who has created them. 

When an external participant is linked to a record or case, the participant's data is 

obtained from the participant register and copied over to the record/case with the 

information on the participant that applies at the moment of copying. 

This means that if at a later time a participant, for example, changes address and 

the address changes in the participant register, the address details will not be 

changed on records or cases to which the participant is already linked.  

Participants are created in a tree structure, for example, with the name of the 

organisation followed by the department, followed by contact persons. 

Administration of external participants 

The external participants are used as sender and recipient, as well as, if applicable, 

participant on a record or case. 

Users with the privilege “Participant editor” create and edit the common external 

participants in F2. I.e. contact information about individuals and their organisation. 

The participant register is displayed by clicking on the menu item Contacts in the 

tab “Main window”.  
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Figure 96: The menu item “Contacts” 

The participant register is maintained in the dialogue below.  

 

Figure 97: F2's participant register 

Manually creating and managing internal and external participants 

Users using the privilege “Participant editor” can create external participants 

manually. The participants are arranged in a hierarchy and can be moved around. 

This way companies and contact persons are managed in the participant register. 

 

Figure 98: Create external participant 

Right-clicking on the external participant (organisation SKI) opens the menu 

“Create participant” – “Move” – “Delete” – “Properties”. Clicking on Create 

participant… opens the dialogue “Create new participant”. 

Individual fields in “Create new participant” are filled out with relevant information. 

By clicking on OK, the participant is now registered as participant under the 

relevant organisation. 

Participant register 
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Figure 99: Create external participant 

Automatically create external participant 

If emails from/to F2 are received/sent and the external sender or recipient is not 

registered in the participant register, F2 will automatically suggest creating 

unknown senders/recipients in the common participant register, unless the user has 

put a checkmark in “Show match dialogue for unknown participants” under “Create 

participant” in the tab “Records” in “Setup”. 

The following example shows that F2 has received an email in which the sender is 

“Employee of the year”. The dialogue says that the participant is not in the 

database/participant register and can either be set up as a new participant or can 

replace an existing participant. 

At the same time the F2 register shows that the domain of the unknown sender is 

@cloudpost.dk, and there are other participants in the participant register with the 

same domain. For this reason F2 suggests to automatically place the unknown 

participant in the same domain group. 
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Figure 100: It is suggested to place a new participant under an existing participant that owns 

the domain 

When the email domain is found in an existing participant and there is a checkmark 

in “The email domain belongs to the participant”, F2 suggests placing a new 

participant with the same domain under the existing tree structure. For example, if 

the participant Klaus Jensen owns the domain @cloudpost.dk as shown below, click 

on OK in the abovementioned dialogue to save “Employee of the year” under the 

same participant as Klaus Jensen. 
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Figure 101: Participant that owns an email domain 

When the email domain is found in an existing participant and there is a checkmark 

in “Email domain belongs to participant”, F2 suggests placing a new participant with 

the same domain under the existing tree structure. For example, if the participant 

Klaus Jensen owns the domain @cloudpost.dk as shown above, an administrator 

should regularly ensure that participants are create in the right places in the 

hierarchy of external participants. 

Import of participants 

Users with the role “Administrator” or “User administrator” have the button 

“Import” at their disposal in “Participant search”.  

Email domain belongs  
to participant 
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Figure 102: Import participants 

Click on Import to import external participants from a CSV file (a format used for 

transferring large amounts of data between different computer programmes and 

databases). 

Each line in the CSV file corresponds to an external participant. If the participant 

already exists in F2's participant register, the participant is updated with data from 

the file being imported. If the participant does not exist, it will be created in the 

participant register.  

 

Figure 103: Import participants in the existing tree structure 

Using the dialogue “Import parties”, external participants are imported or updated 

based on the data from an CSV file.  

The checkbox “Set ‘E-Mail domain belongs to a participant’” determines whether a 

checkmark will be put in the field “The email domain belongs to the participant” for 

the participants mentioned in the import file. 

Select the file by clicking on Browse.... 

Then select a location in the participant register, where new participants are to be 

created. This is done by browsing the tree structure starting with “External 

participant” at the top. If the import file, for example, contains a list of 

municipalities, it is possible to create an external participant with the name “SKI” 

Import participants 
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under “External participant” and it is designated as location for new participants 

from the import file.  

The imported participants can then be moved to another location by clicking on 

Move… in the participant register. They retain their location even if they are 

updated by a new import. 

 

Figure 104: Move a participant 

Then the following dialogue will appear. It asks where the user Anders Andersen is 

to be moved. The unit SKI is marked in the dialogue. Clicking on OK moves Anders 

Andersen to the unit SKI. 

 

Figure 105: Select the unit to which the person is to be moved 

If the import file contains data for participants that have already been imported to 

F2, the data in F2 is updated so it corresponds to the data in the import file.  

If some of the participants cannot be imported, it is possible to save a new CSV file. 

It contains the participants that have not been imported with an additional column 

with error messages. 

A CSV file for participant import must contain the 31 columns in the table below. 

External ID and name must be filled out but the rest of the columns can be empty. 
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# Column Description 

1 External ID ID saved together with the 

participant. If the participant is 

imported again, the participant with 

this ID is updated with new 

information from the CSV file. 

2 (Not used)  

3 Name Name 

4 Name, continued 

5 (Not used)  

6 Contact person  

7 Address Address 

8 Address, continued 

9 Postal code  

10 By (Town/city)  

11 Country code  

12 Country name  

13 Telephone  

14 Fax/mobile The value in this field is saved both as 

fax and mobile 

15 Postage group Postage group. Displayed on the 

participant together with the address. 

16 Email  

17 Website  

18 SSR number  

19 SSR P number  

20 Date created If this field is blank, the current date 

is used for new participants. 

21 Date corrected If this field is blank, the current date 

is used. 

22 Group code 01 
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# Column Description 

23 Group code 02 DB07 codes. The codes are saved for 

the participant and can be viewed via 

the dialogue with properties for 

participants. 
24 Group code 03 

25 Group code 04 

26 Group code 05 

27 Group code 06 

28 Group code 07 

29 Group code 08 

30 Group code 09 

31 Group code 10 

The top of an import file is shown in the example below.  

 

 

Figure 106: Import file with external participants 

Establishing teams 

A team is an arbitrary group of F2 users from the same authority across units. 

Teams can be used in various contexts in F2: 

 As access group in the field (Case/Record access restricted to) on a record 

and a case. 

 As supplementary unit on a record. 

Note: Semicolons are used as separators and there are NO column headings in 

the file. 
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 As recipient of email records, chats and notes. 

 As a participant or stakeholder in ad hoc meetings and structured meetings, 

both of which are add-on modules. 

In addition to the administrator, the following users have the right to create teams: 

 Users with roles that have been given the privilege “Team creator”. This way 

it is possible to delegate the right to create teams to exactly those job 

functions in the organisation that you want to. 

 Users with the role “User administrator”. 

Teams are maintained in the dialogue “Teams” by clicking on Teams in the tab 

“Settings” in the main window.  

 

Figure 107: The menu item ”Teams” 

A dialogue opens in which a team can be added, edited, displayed and/or deleted.  

 

Figure 108: Dialogue that shows which teams exist within the authority 

When a team must be created, click on New. Add the following in the dialogue:  

 Title. 

 Description. 

 One or several team administrators intended to be the ones that ensure the 

maintenance of the team. 

 Synchronisation key, if the team is to be automatically updated via 

synchronisation. This synchronisation will often be to AD but can also be to 

Create and edit teams 

Create new team Correct marked 
team 

View marked 
team 
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other systems (e.g. cBrain M4 member system) where the team can also be 

managed. 

 Put a checkmark in the field “Active” in order to archive the team so that it 

can be used on records and cases. 

  

Figure 109: Dialogues for creating and editing a team 

 

Editing distribution lists 

All users in F2 can create distribution lists. These will generally be private 

distribution lists. The distribution lists for common use can be created by users with 

the role of administrator or users with the privilege “Distribution list editor”. 

Common distribution lists are created by clicking on Distribution lists in the tab 

“Settings”.  

 

Figure 110: The menu item “Distribution lists” 

A dialogue opens in which existing distribution lists can be created, edited and/or 

deleted.  

Note: For a certain team only its team administrators as well as users with the 

role “User administrator” are allowed to customise it. 

 

Distribution lists 



 

Page 85 of 117 

 

Figure 111: Create, edit or delete distribution lists 

If the administrator/distribution list editor creates a new common distribution list, 

there must NOT be a checkmark in “Private” as shown below. 

 

Figure 112: Edit distribution lists 

A distribution list is used for sending a record simultaneously to several users 

and/or units as well as external participants. Internal distribution lists can also be 

used in chats and notes. 

A distribution list contains several persons, units or external participants. For each 

unit on the distribution list it can be specified that the list must include all persons 

with a role in the current unit.  

In addition, it can be specified whether the distribution list is to include all sub-units 

of a certain unit. This way it is possible to create a distribution list, which, for 

example, can be used to send a record to all employees in a particular unit without 

having to designate all employees. 

The very dialogue “Edit distribution list” is described in F2 Desktop - User manual. 

Synchronisation of distribution lists from Exchange to F2 

In order to avoid having to maintain distribution lists in several places, the 

distribution lists from an Exchange server can be synchronised to F2. 

When a distribution list is synchronised from Exchange to F2, this list is locked for 

editing directly in F2 and it will be possible to see when the list was last 

synchronised. 

No checkmark in the checkbox ”Private” 
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Participants in a distribution list are matched against the existing participant 

register in F2. If the participant does not exist, it will be created in F2. 

 

Figure 113: A distribution list synchronised from Exchange 

The distribution list “Doc Authority” has been selected in the figure above. This 

distribution list is synchronised from Exchange  

 

  

Note: The synchronisation itself works only from Exchange to F2 and not the 
other way around. 
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Setup of the main window and the 

record window 

The main window 

This chapter outlines how a user with a role of the type “Technical administrator” or 

“Administrator” defines, creates and manages fixed and/or unit-specific searches 

and table layouts (column setups) in F2. 

Setup of fixed searches 

As described in F2 Desktop - Introduction and F2 Desktop – User manual, F2 

contains several pre-set default lists (fixed searches) which are accessed on the left 

side of the window. 

The fixed searches apply to one of the following: 

 The individual user (location: under “Personal”). 

 An organisational unit (location: under “Unit”). 

 All (location: under “Standard”). 

The latter two types of fixed searches can only be set up by a technical 

administrator or an administrator and can be used by all users, by authority, in F2. 

The following section outlines how fixed searches are created.  

Creating fixed searches 

An administrator creates fixed searches by clicking on Archive from which the 

search is to be made. After that, a search is conducted using either F2’s free text 

search box or the extended search fields located in different search groups, 

depending on which search criteria are to be used.  

The search groups are displayed by clicking on the down arrow in the field “Show 

search fields”. Each search group contains a number of subject-related search 

fields, for example, responsibility, approval procedure, requests etc. 
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Figure 114: Use of search groups for searching 

When relevant fields are filled out in the group or groups of search fields relevant to 

your search, click on Search to conduct a search. 

 

Figure 115: Search and save search 

The administrator specifies whether the search is to be set up as a fixed (click on 

Standard) or unit-specific search (click on Unit). If there is a unit-specific search, 

specify the unit for which the search is to apply. The search is given a title 

corresponding to the search content.  

By clicking on OK, the search is saved in the main window under the respective list 

group “Standard”, “Personal” or “Unit” as shown below. 

Search groups Metadata belonging 

to the selected 
group 

Metadata fields to use in 
connection with searching 

View or hide 
search fields 

Search Save 
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Figure 116: The conducted search is named and saved 

The searches can be classified further by filling out several search criteria. The table 

below shows an example of related values by title, location and default search. 

F2 comes with the following default searches, which an administrator can remove 

or edit. 

Title Location Derived from a default 

search 

My inbox  Standard Inbox for me 

My desktop Standard Desktop: My 

My archive Standard Archive: My 

My sent records Standard Sent records 

Inbox ([unit name]) Unit name Inbox for my unit 

Desktop ([unit name]) Unit name Desktop for my unit 

Archive ([unit name]) Unit name Archive for my unit 

In process: Me Unit name Being processed by me 

In process: Unit Unit name Being processed by my unit 

Case manager not stated: Unit Unit name The unit’s records for 

placement 

Deadline tomorrow: Me Unit name Deadline tomorrow for me 

Deadline tomorrow: Unit Unit name Deadline tomorrow for my unit 

F2 requests to unit Unit name F2 requests for my unit 

F2 requests from unit Unit name F2 requests from my unit 

Created where a fixed search for a unit is the search available to all users in the 

unit in question and any sub-units.  

Indicate 
visibility 
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In addition, a search can be set up so that everyone in an authority or the entire 

organisation (several authorities) can access it.  

Delete fixed searches 

Whoever creates and saves a personal search can also delete this search. 

If a technical administrator or an administrator creates a fixed search under 

“Standard” or “Unit”, an administrator, however, can delete this search. 

Such searches are deleted as shown below. 

1) In order for an administrator to be 

able to access all unit searches, 

these must be displayed in the 

administrator's main window. 

This is done by right-clicking on 

Records at the bottom of the main 

window, just above the dark blue 

line. 

This way, the menu item Show all 

to click on is displayed. 

 

 

Figure 117: View all units 
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2) After that, the main window is 

folded out in order for the 

administrator to view all F2 

units and the relevant search in 

the desired unit can now be 

deleted in the normal manner.  

3) In order to go back to the 

administrator’s default main 

window, right-click on Records 

again and then on Show as 

user. 

 

Figure 118: Unit overview 

Shared folders in the main window 

The shared folders can be created, edited and deleted by any user. However, it is 

suggested, for example, that an administrator undertakes the task to relate to the 

main structure and/or guidelines for building the folder structure. 

View 

other 
units 
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The shared folders are shared within 

one and the same authority, and, 

typically, it would be a good idea to 

arrange the structure into two main 

folders: 

 Area of responsibility or 

organisational folders. 

 Cross-organisational areas for, 

for example, projects etc. 

 

Figure 119: Shared folders in the main 

window 

User settings 

Under “User-settings”, several default user settings are defined, created and used. 

The user him/herself can obtain these user-settings or be assigned to selected 

users and role types. 

It is an F2 administrator or a user administrator that creates, manages and assigns 

user settings to other users.  

It is also an F2 administrator or a user administrator that links specific role types to 

user setups, so new users automatically get the settings that correspond to their 

role while existing users will retain their own setup. 

This way, it is possible to make user setups that vary from role to role.  

If a user has several roles, it is the priority of the role that is of decisive importance 

for the user setup assigned to individual users.  

With the default user setups, it is thus possible to re-use different user setups 

across the organisation. 

Administration of user settings 

It is an F2 administrator or a user administrator that adds, edits, updates, assigns 

and/or deletes default setups of user settings.  

This is done by clicking on 

Use settings in the tab 

“Settings” in F2’s main 

window 

 

Figure 120: The menu item ”User-settings” 
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A dialogue opens and in the 

tab “Administrate user 

settings” where the 

administrator maintains user 

settings. 

 

 

Figure 121: Manage user settings 

In the dialogue “User settings” the administrator manages and assigns user and 

column settings to users or role types. The dialogue contains three tabs: “User 

settings”, “Administrate user settings” and “New users”.  

The tab “User settings” is accessible to all users and is described in the section Get 

standard user settings in F2 Desktop user manual while the tab “New users” is 

described in the section Link role type to default user setup below. 

In the following, the tab “Administrate user settings” is described, starting with the 

menu items. 

Function Purpose 

 

Assigns a new user setting to the list of user settings. 

 Edits the marked user settings. 

 Permanently deletes the marked user settings. 

 

Fetches the users latest user settings and in doing so updates 

the marked user setting.  

 

Assigns the marked user settings to the selected users or role 

types.  

 

In the list under the tab “Administrate user settings”, the dialogue shows the 

following columns: 

 “User settings” – shows the name of the individual user settings. 

 “Setting type” – indicates whether the individual user settings are column 

settings or user settings.  

 “Visible” – Shows whether a user setting is visible (can be fetched by users) 

Tab ”Administrate user settings” 
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 “Last updated” – indicates the last time a user settings were updated. 

Create new user settings – User setup 

By clicking on New user 

settings, a new user setting is 

added to the list of user settings. 

The following are specified there:  

 Name of the new user 

setup.  

 Name of the user where 

the entire or parts of the 

user setup is to be 

transformed to a default 

user setup. 

 Select the type “User 

settings” 

 Put a checkmark in the 

field “Visible to users” so 

the user setup can be 

selected as default user 

setup. 

 

Figure 122: Create new user setting 
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Figure 123: The dialogue "Setup" with sliders 

After that, click on Next. The dialogue “Setup” opens. Setups to be part of the new 

user setting are selected and deselected here. Click on the slider to select and 

respectively deselect one or several selected setups in the dialogue. If the slider is 

blue, the setup is selected. If the slider is white, the setup is deselected and will not 

be included in the user setting. 

It is possible to select that all settings belonging to a given menu item is included in 

a new user setting. This is done by selecting the desired menu item in the menu to 

the left, and then selecting the slider in the upper right corner of the dialogue. This 

turns all the sliders in the right side of the dialogue blue, indicating that they have 

been selected to be included in the new user setting. 

It is furthermore possible to select that all user settings belonging to a given menu 

item become included in a new user setting. This is done by clicking on the menu 

item in question in the list in the left of the dialogue, and then clicking on the 

sliders belonging to the individual settings that are to be included in the new user 

setting. In doing this, the sliders that are blue will be included in the new user 

setting.  

Click on OK in order to save the setups to the user setting. The user setting is then 

added to the list with available user settings, which users themselves can obtain or 

an administrator can assign to selected users and role types. 

Slider for (de)activating all setups for the menu item 

Slider is  
active 

Slider is 
inactive 

OK 

Slider for (de)activating all setups for all menu items 
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Choice of columns as user setting 

Column settings can be selected as 

user settings. 

This is done by clicking on User-

settings in the tab “Settings”. Click 

on New user settings in order to 

create a new user setting. 

After that, the dialogue shown on the 

right opens: 

 Enter the name of the new user 

setting. 

 Enter the name of the user 

whose user setup is to become 

default user setting. 

 Select the type “Column 

settings”. 

 Put a checkmark in the field 

“Visible to users” so the user 

setting can be selected as 

default user setup. 

 

Figure 124: Select setup type 

Select user settings type 

Note: If new user settings are assigned or obtained, these will take effect when 

F2 is restarted. The assigned user settings will thus overwrite any self-made 
changes to the user setup. 
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Click on Next and the dialogue “Choose 

column settings” opens. Here, select which 

lists, folders etc. are to be stored as column 

settings.  

It is only those columns, which are saved by 

the user whose user setup is to become the 

default user setup that have to be active. In 

other words, the columns which, for 

example, are selected as “My Inbox”.  

At the same time, all display types are 

included. That is to say that: “View records”, 

“View cases”, “Show documents” and “Show 

requests”. This means that if the user whose 

user setup is to become default user setup 

has not selected column settings for, e.g. 

“Show documents” and “Show requests”, the 

new user will not have done it either. This is 

because the new user setting will match the 

selected user setting. 

Finish by clicking on OK and the column 

settings are added to the list of available 

user settings. 

 

Figure 125: The dialogue “Choose 

column settings” 

 

 

Note: It is not possible to assign/get columns individually. All columns in an 

associated list are assigned/obtained. 

Note: If column settings are obtained or assigned as column settings, then 
these will take effect when F2 is restarted.  
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Setting type 

In continuation of the 

implementation of 

column settings as 

user settings, the 

column “Setting type” 

is implemented in the 

dialogue “User 

settings” in the tab 

“New users”.  

The column “Setting 

type” shows what kind 

of user setting it i. In 

other words, whether 

it is a matters of a 

user setting or a 

column setting. 

 

Figure 126: Go to synchronisation overview 

The dialogue “User settings” used by the administrator for managing and assigning 

selected default setups to users or role types consists of three tabs “User settings”, 

“Manage user settings” and “New users”.  

The tab “User settings” is a tab to which all users have access. It is described in the 

section Default user setups in the tab F2 Desktop – User manual whereas the new 

users is described in section Allocate role types to default user setups in F2 Desktop 

– User manual. 

Below is a description of the menu items in the tab “Administrate user settings”.  

Function Purpose 

 

Adds a new user setting to the list of user settings. 

 
Edits the marked user setting. 

 Deletes the marked user setting in the list Permanent. 

 

Fetches the user’s latest user setup and through this updates 

the marked user setting. 

 

Assigns the marked user setting to selected users or role 

types.  
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Assign user setting to user or role type 

Furthermore, it is possible to assign a standard user setup to selected users or role 

types.  

 

Figure 127: Assign default user setting to user or role type 

The difference between “Allocate to users” and “Allocate to role type” is that 

“Allocate to users” is used for assigning default user setups to users, units, 

distribution lists and/or teams.  

“Allocate to role type” on the other hand is used for assigning a default user setup 

to users with a certain role type such as a user with the role “Technical 

administrator” in a specific unit, distribution list and/or team or to all users with the 

role type in question.  

Assign users to default user setup  

When a certain user setup is to be assigned to other users, click on Assign user 

settings in the tab “Administrate user setups” once the relevant default user setup 

is marked on the list in the dialogue “User settings. A new dialogue opens and the 

users, units, distribution lists and/or teams that are to be assigned to default user 

setup are added. Click on Continue.  

 

Figure 128: Allocate user setup 

It is possible to write a message to the users added to the dialogue, but it is not 

mandatory. Finish by clicking on Allocate. 

Assign user setting 
to user Assign user setting 

to role type 

Note: The menu items in the ribbons in the dialogue are enabled when a user 

setting is marked in the list. 
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Figure 129: Notification to selected users 

This way, the selected user setup is assigned to the relevant users, which is also 

marked by displaying a green ribbon with the text “The default user setup was 

pushed to X user(s)” as shown below. Close the dialogue by clicking on Close. 

 

Figure 130: Close the dialogue after assigning user setup 

When a new default user setup is allocated to users, they automatically receive a 

record in their inbox.  

The following information is evident from the record:  

 The user’s existing setup has been updated with a default user setup.  

 Time and date of the update.  

 If applicable, notification from an administrator.  
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If a user has logged in 

and tries to change 

his/her setup while an 

administrator is about to 

assign a specific default 

user setting to the user, 

the user is warned that 

the user is in process of 

overwriting the assigned 

default user setup with 

his/her setup. 

 

Figure 131: In case of overwriting assigned default user 

setups 

Newly assigned user setups take effect when F2 is restarted. 

Click on Yes in order to overwrite the assigned default user setups or on No, get 

latest in order to obtain the latest default user setups assigned.  

 

Link role type to default user setup 

Administrator can link a default user setup to a role type so new users 

automatically get the new default user setup which is linked to their specific role 

type. 

In other words, a user with a role of the type “Head of Office” has a completely 

different user setup than a user with a role of the type “Case manager”. This way, 

affiliations between default user setups and role types are used to ensure a 

reasonable setup in connection with implementation or ongoing operation. 

When a default user setup must be linked to a specific role types, click on the tab 

New users and then on the menu item Connect the default user settings to 

the role type. 

A dialogue opens and in this dialogue, the role type to be linked to a default user 

setup is selected.  

Note: It is recommended that users restart their F2 in order to be sure that the 
assigned default user settings are enabled.  
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Figure 132: Connect user setup to role type 

Finish by clicking on OK. The selected default user setup is thus assigned to the 

role type.  

Regulatory framework for default user setups: 

 Default user setups apply first to new users. Existing users with a default 

user setting assigned to their role type are not affected. 

 If a new user gets a role type, to which a default user setup is linked, this 

setup is automatically assigned to the user. 

 If a new user gets more role types, where a default user setup is linked to 

each role type, the default user setup, which has the highest role type 

priority, is automatically assigned to the user. This is independent of the role 

with which the user logs in. 

 Regardless of the default user setup assigned to a user, the user can change 

this setup at any time. 

Below is a description of the menu items in the tab “New users”. 

 

Function Purpose 

 

Saves changes and/or role types affiliation to default user 

setups. 

 

Links the default user setup with a role type, so that a specific 

default setting is given to a specific role type, when new users 

with this role type are created.  

Note: The menu items in the ribbon are enabled when a default user setup is 

marked in the list.  
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Function Purpose 

 
Deletes the marked affiliation between default user setup role 

type in such a way that users to whom the specific role is 

assigned will no longer automatically get the related default 

user setup.  

 

Advances up and down the role types in the list, so they can 

be given priority in relation to each other. The order is 

decisive for the default user setup that is to be assigned to a 

new user with multiple roles. The role type at the top is 

always the one with highest priority.  

Setup default table layouts for search results and folders 

Settings for displaying the list of results in F2 are called a table layout and will 

appear in the main, record and case window. The table layout includes information 

about: 

 What columns the table contains; 

 The order of the columns; 

 The width of the columns; 

 The sorting order; 

 The possible groupings; 

 Highlighting whether the current location is active or inactive; 

 The list of results shows records, cases, documents or orders. 

F2 defines the following table layout levels: 

 Basic table layout: Predefined column settings that F2 is born with during 

the F2 setup. 

 Default table layouts: Administrator-configured column settings. In F2 

referred to as “Global default column settings”. 

 Personal table layouts: The users’ own column settings. In F2 referred to 

as “Standard column settings”.  

The following applies to the three table layout levels. 

 The basic table layout is delivered with F2 and cannot be changed.  

 When a new unit search for an administrator is created, the current table 

layout is saved as default table layout for the new search.  

 When an administrator creates a new default table layout, it applies to all 

users throughout the organisation.  

 If a default user changes to table layout, it can be created as personal table 

layout (default column setting). 

For additional information about personal table layout (standard column settings) 

see F2 Desktop – User manual. 
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Set up default table layout (global default column settings) 

It is a user with the role “Technical administrator” or “Administrator” that defines, 

configures and maintains default table layouts in F2 and this setup applies to all 

users in the organisation. Four different default table layouts can be selected in F2 

based on the views: 

 “Show records”. 

 “Show cases”. 

 “Show documents”. 

 “Show requests”.  
 

Figure 133: Main window view 

In other words, a default table layout consisting of the following is prepared for 

each view:  

 Selecting which columns to be displayed; 

 The order of the columns; 

 Setting of the width of the columns; 

 A sort sequence, so the results are sorted by column, for example, the field 

“Responsible”; 

 Possible grouping. The administrator determines whether automatic 

grouping should be enabled or hidden.  

It is the administrator’s setting up of default table layouts, which is of decisive 

importance for how the list of results is presented. This way, administrators can 

help increase the value of the lists of results for users in F2.  

Example of creating a default table layout for displaying the records. 

1) Click on Show records in the 

field next to the free text search 

field.  

 

Figure 134: Default column layout based on 

“Show records” 

2) Right-click on a temporary column 

and click on the dropdown menu in 

Columns.  

 

Figure 135: Click on Columns 

Click on 
Columns 
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3) The desired columns are selected.  

When the relevant columns are 

selected, close the dialogue.  

 

Figure 136: Select the desired columns. 

 

4) Individual columns in the list of 

results are adapted to the desired 

ones. This is done by dragging one 

column at a time to an optimal 

location. The width of the columns 

can be adjusted by dragging the 

sides of the heading. 

 

5) Select the column based on which 

the list of results is to be sorted. 

In this case, click on the column 

“Title”.  

 

6) The auto grouping is turned on by 

clicking on Auto grouping in the 

tab “Settings”. 

 

Figure 137: Turn off auto grouping 

Listed below is the final default table layout for displaying documents.  
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Figure 138: Final default table layout for displaying documents 

7) The default table layout is saved 

by clicking on the down arrow in 

the field (Save standard column 

settings) in the tab “Settings” and 

then on Save global standard 

column settings.  

 

Figure 139: Save global default column 

settings 

All users who have not prepared a personal table layout (default column settings) 

will now use the standard table layout.  

 

The same approach is used for setting up default table layouts for displaying cases, 

documents and requests respectively.  

Column layouts 

The administrator should note that the defined default searches will be reviewed in 

case changes (additions/deletions) in the metadata fields are made in connection 

with the update of F2. 

Setting up document templates 

F2 makes it possible to save templates for Office programs. These templates are 

used when new documents in F2 are to be created. The tab “Settings” in the main 

window contains the menu item “Template”.  

All users can create private document templates that can only be used by them. 

Note: If global default column settings already exist, they will be overwritten 

when a new global table layout is saved. In other words, always the most 

recently saved default table layout applies. 
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Figure 140: Template administration 

Document templates are arranged in three levels in F2: 

 Default document templates 

A standard document template can be used by all users but only 

administrators can create, maintain and delete them. 

 Document templates on unit level 

A document template on unit level can be used by all users in the unit in 

question or subunits. Only administrators can create, maintain and delete 

document templates. 

 Personal document templates 

A personal document template can be used by the user who has created it. 

Only the user him/herself can create, maintain and delete a personal 

document template. 

The figure below shows how templates are organised in F2. Since the authority 

often uses many templates, it is possible to sort the template type view. The view 

can be divided into: 

 All template types. 

 Text templates. 

 Spreadsheet templates.  

 Presentation templates. 

 

Figure 141: Templates organised in three levels 

To an administrator the dialogue looks as follows: 

Enabling templates 

Templates on 

organisation level 

Standard templates 

Personal 
templates 
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Figure 142: Document templates are managed via the right-click menu 

Templates have a template format (e.g. a file with extension .dotx). These 

templates are created outside F2.  

To import a document template, first select where in the tree structure the 

document template is to appear and then right-click on the folder where the 

document template is to be located. Select Add template and get the template 

file. Name the template.  

F2 supports the following file types as templates: dot, dotx, dotm, xlt, xltx, xltm, 

pot, potx, odt, ods, odp, ott, ots, otp. 

 

Figure 143: A new template can be loaded from the local PC 

Existing document templates are maintained using the right-click menu that 

appears when right clicking on a template. If a template has to be updated, it is 

first saved locally, updated and imported again as mentioned above. The old 

template is deleted. See the figure below.  
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Figure 144: Administration of active templates 

Read more about the template dialogue F2 Desktop - User manual. 

Select from the available document templates in the record itself by clicking on 

Attachment and Attach from template in the main window of the record 

window.  

 

Figure 145: New document created using a document template 
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System messages 

There are users with a role of the type “User administrator”, “Business 

administrator” or “Administrator” which can create system messages to be 

conveyed to F2 users. 

These, for example, could be important messages such as unplanned downtime or 

other important information relating to the operation of F2 and that concerns all 

users. 

System messages appear on the screen before all other screens, however, F2 must 

be active on the user’s screen. 

A system notification is created by 

clicking on System messages. 

 

Figure 146: The menu item “System 

messages” 

System messages are opened, created, 

edited and/or deleted in the dialogue.  

There are two types of system 

messages:  

1) Start-up  

I.e. the system message is 

displayed only when starting 

the client.  

2) Push  

I.e. the system message is 

pushed to all users at a certain 

time, and a message appears 

instantly on the user's screen. 

 

Figure 147: The dialogue “System messages” 

The type with which a system message is to be created is specified by the 

administrator in the dialogue “System messages”, which is opened by clicking on 

New. This is done by clicking on the down arrow in the field “Type” and selecting 

the desired type. After that specify:  

System messages 

Create new user notification 
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 A 

meaningful 

title.  

 The period 

during which 

the system 

message is 

to be 

displayed.  

 The actual 

system 

message.  

 

Figure 148: Specify the system messages type 

  

Select the system message type 
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