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Welcome to cBrain F2 

cBrain F2 represents a new generation of Case Management System products and is 

centred around a fully integrated e-Government model. The model is based on case 

process support implemented via the actions and tasks performed by a case 

manager. This model is therefore called "action-oriented case management".  

F2 is designed to accommodate the case managers need for a well-arranged and 

flexible tool that focuses on the user and where the need for registration is supported 

automatically as a by-product of the case managers work. 

Manual reading instructions 

This document is part of the manual for the F2 Desktop client (hereafter F2) and has 

been prepared as a guide to help you understand the functions and flows of F2. All 

the sections can be read independently according to need.  

The F2 Desktop client manual has been divided into seven sub-manuals that consist 

of: 

1. The main window 

2. Search functions 

3. Working with records, cases and documents in the main window 

4. Settings and Setup 

5. Records and Communication 

6. Working with cases 

7. Management and Organisation 

The sub-manual that you are currently reading is marked in blue. To gain a better 

understanding of the sub-manuals 2-7 it is recommended to read the first sub-

manual “The main window”. 

The document uses a F2 version in which all add-on modules are enabled. Depending 

on how many add-on modules each organization have included in their F2 solution, 

users may notice that their F2 looks different than the one discussed in this manual. 

In this document, the commands, i.e. the buttons to click on, are highlighted in bold 

while references to boxes or lists in F2 are in "quotation marks". 

If this document contains references to other documentation where further 

information on a specific functionality or the like is provided, the name of the relevant 

document or section is in italics. 

The document includes several screenshots to find the described functionality quickly 

and easily. Screenshots with lines and accompanying text indicate where to click in 

F2 while screenshots with a blue square designate an area with several 

functionalities.  

All screenshots are taken in F2’s recommended resolution. Though the functionalities 

are the same, users with a lower resolution might find that some icons look different 

than the ones in this document. 
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Add-on modules for F2 

In addition to the areas described in this document, F2 offers support for a number 

of processes and functions in the form of add-on modules. Please contact cBrain for 

further information.  

Other documentation 

There is also documentation relating both to F2 and to a wide range of technical 

areas.  

Below is a list with a few examples: 

 F2 Desktop - Administrator Handbook 

 F2 Desktop - Installation manual 

 F2 Desktop - Operations manual 

Enjoy! 
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Management and organisation 

In F2, the individual user may work with their personal management as well as 

unit-level management, which includes, amongst other elements, unit deadlines, 

viewing of inboxes, etc. The relevant features can be found in the ribbon of both 

the record window and the main window. 

Part of the management and organisation of the work is done through add-on 

modules such as requests and approvals. For more information on these, please 

see the respective user manuals, F2 Requests - User manual and F2 Approvals - 

User manual. 

In the next sections a discussion of how to manage and organise work using the 

ribbon in the main window will follow. The procedure applies for all windows. 

 

Figure 1: Management records for personal and unit management in the main window 

Personal management 

When a user either selects a record in the result lists, opens a record to read it or 

becomes otherwise involved in the record, F2 creates a personal management 

record on the file. The values in the personal management field are only visible to 

the individual user, and these values can be seen in the record’s and/or main 

window’s ribbon when the user opens or highlights a record in the results list. 

The figure below shows how the user can choose whether to display a record in the 

inbox and on the desktop using the top two buttons. In the middle, the record can 

be flagged, and by using the bottom button the record can be given a deadline. 

 

Figure 2: Personal management 

Using the personal management function, the user can manage and organise 

his/her work on the record. The record can be placed as follows: 

Icon Description 

 
The record is located in the user’s inbox. 

 
The record is located on the user’s desktop. 

 The record is located in both the user’s inbox and on the user’s desktop. 

Personal management Unit management 
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Icon Description 

 

 
When these icons are not highlighted (see highlighting above), the record 

is neither shown in the user’s inbox nor on the user’s desktop. However, 

the record will always be retrievable from the “Archive”, “My Archive” or 

another search where the record matches the search criteria.  

The record may also be assigned a personal management flag, which is only visible 

to the user. The flags, that are assignable to a record, are defined by an F2 

administrator and may therefore vary from installation to installation. The value of 

the flag is for example used in personal searches. Read more about this in the sub-

manual F2 Desktop - Main Window. 

 

Figure 3: Assigning a personal flag 

In addition, a user can also set a personal deadline for his/her work on the record, 

which is also only visible to the user. The date of the deadline is entered directly in 

the field, or click on the calendar icon to choose a deadline, as shown below.  

 

Figure 4: Assigning a personal deadline 

Unit management 

The unit management function is a collaborative tool. It allows the user to involve 

the unit in several different ways, while it can also be used to create a general 

overview of tasks and processes for unit members. 

Just like the ability to control whether records are displayed in the unit’s inbox or 

on the unit’s desktop, deadlines and flags can help categorise the work, thereby 

creating a general overview and knowledge-sharing. 

Note: It is the same record that opens, regardless of the list 
from which it is opened.  
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Users in the unit can manage and organise the appearance of the record in the 

unit’s lists, that is, "Inbox (unit name)", "Desktop (unit name)" and "Archive (unit 

name)". This can be done using the “Unit management” menu item on the ribbon in 

either the record window or the main window. 

 

Figure 5: Unit management 

The procedure is identical to that of personal management: 

Icon Description 

 
The record is located in the unit’s inbox. 

 
The record is located on the unit’s desktop. 

 
The record is located in both the unit’s inbox and on the unit’s desktop.  

 

 
When these icons are not highlighted (see highlighting above), the record 

is neither shown in the user’s inbox nor on the user’s desktop. However, 

the record will always be retrievable from the “Archive”, “My Archive” or 

another search where the record matches the search criteria. 

The users in the unit may also assign a unit management flag, which is only visible 

to the unit. The flags, that are assignable to a record, are defined by an F2 

administrator and may therefore vary from installation to installation. The unit may 

use the value of the flag in searches, for example. Read more about this in the sub-

manual F2 Desktop - Main Window. 

 

Figure 6: Assigning the unit flag 

In addition, the users in the unit may also determine a unit deadline for their work 

on the record, which is only visible to the unit. The date of the deadline is entered 

directly in the field, or by clicking on the calendar icon to choose a deadline, as 

shown below.  

Note: It is the same record that opens, regardless of the 

list from which it is opened. 
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Figure 7: Assigning a unit deadline 

The unit line related to case processing 

Management information regarding the receiving unit's casework can be added to 

the record using an additional management line. 

"Unit casework" is used for formal enquiries, where the recipient is responding to 

an enquiry. This could, for example, be a record sent for consultation with a legal 

department. 

 

Figure 8: The unit line related to casework 

A deadline and a responsible user for the receiving unit's case management can be 

assigned using the unit line. The formal responsibility for the record remains with 

the sender; however, with the feature “Unit casework”, the recipient may delegate 

the responsibility for the record to another user within the same unit. 

Management information on the recipient unit's casework is shared with all users 

who have access to the record. This allows the sender to keep track of the 

recipient's work; the sender may see, amongst others: 

 Whether the receiving unit and the receiving unit’s responsible user for the 

record have seen the record. 

 Whether the responsibility for a record has been delegated to an individual user. 

 The status of the record. 

 Whether the receiving unit has assigned an internal deadline to the record.  

Because the sender has this opportunity to follow the work process of the receiving 

unit, management information on the receiving unit's casework may be 

complementary to for example requests. More information about requests can be 

found in F2 Requests - User manual. 

If a record is sent to one or more persons and/or units via the "Send" function, the 

sender may allow the recipients to work with their own responsibility management. 

This is done by checking the field "Unit line related to case processing" on the 

"Advanced" tab in the record window before sending the record. 
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Figure 9: Menu option "Unit line related to case processing" 

A recipient of an email without the unit casework line, can add the line him/herself, 

if required. This is done by clicking on Show all fields in the record window’s 

ribbon, selecting Extended and then clicking on the link Unit casework in the 

bottom left-hand corner, as indicated below.  

 

Figure 10: Set up the unit casework line on a received email 

In that way, the line for the unit casework appears as illustrated below.  

 

Figure 11: Recipient unit’s case management 

The "Unit casework" line will be created for each recipient unit if a record is sent to 

several internal users and/or units. 

 

Unit line related to case processing 

Set up the unit 

casework line 

Show all fields 
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The fields "Seen" and "Responsible" in the unit casework line 

The field "Seen" next to the field "Responsible" indicates whether the responsible 

user has seen the record. Even though a record has been sent to a user in a unit, 

the unit is only displayed until a user has actively seen the record. This is because 

all users in the unit can see the record and that it may, therefore, be a different 

user than the intended recipient who processes the record. 

 

Figure 12: The fields "Seen" and "Responsible" 

When a user opens the record and clicks on Edit, e.g. to add his/her own deadline 

(see below), F2 automatically ticks the "Seen" field and designates that user as 

"Responsible." 

The sender of a record can therefore always see on the record, whether it has been 

received by the unit and whether it is the person, to whom the record was sent, 

who processes the record, or another user in the unit. 

However, a recipient can open the record and view it, but deselect the “Seen” 

marking in case the person does not have time to act on it. 

With the field "Responsible", the responsibility for the record can be allocated to a 

user in the unit. It is not possible to allocate the responsibility for the record to a 

user outside the unit. When a user is specified in the field "Responsible", the record 

is placed in the inbox of the specified user, who is then notified of the allocation of 

responsibility. 

The field “Status” in the unit casework line 

The recipient puts his/her own status in the status field, which informs the sender 

whether the record is “Completed" or is still "In progress". Thus, the sender of the 

record may follow the status of the record as well as observe the progress of the 

record. 

 

Figure 13: The field "Status" in the unit casework line 

The field “Deadline” in the unit casework line 

The recipient may add his own deadline, which shows the sender when something 

needs to be done on the record. In this way, the sender may keep track of how the 

recipients have determined their internal deadlines for when they will work on the 

record. 

A deadline is added to the record by clicking  or by entering the date in the field 

“Deadline”. 
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Figure 14: The field "Deadline" in the unit casework line 

The deadline may also be designated by a set number of days from today’s date, 

e.g. +10 (for designating it 10 days from today), in which case F2 automatically 

states the date when the user clicks out of the field. 

Teams 

 

Figure 15: Teams under the tab “Settings” 

In F2, a team is a random collection of users from the same authority. Thus, the 

members of a team do not have to belong to the same unit. In F2, teams can be 

used in different contexts: 

 As an access group in the field "Access restricted to" on both a record and case. 

 As an additional case manager on a record and/or a case. 

 As an email file recipient (configurable). 

 As a participant or interested participant at ad hoc meetings (add-on module). 

Teams are created and maintained by clicking on Teams on the "Settings" tab in 

the main window. The following users have the right to create teams: 

 Users in positions that have been assigned the privilege "Team Creator". An 

organisation can delegate the right to create teams for the exact job functions 

of the organisation that require this. 

 Users designated "User Administrator". 

Teams 
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Figure 16: The dialogue listing the teams of the organisation 

When creating a team, the organisation may designate one or more team-

administrators, who are intended to be the individuals maintaining the team.  

  

Figure 17: The dialogue for creating and editing a team 

Any user may search for teams in the dialogue window; however, one of the roles 

previously mentioned is required to create and edit teams. Read more about this in 

F2 Desktop – Administrator manual.  

Reminders 

Reminders fall under the category personal management, and offers the user the 

option of pop-up reminders on due dates. 

Reminders are set up by right-clicking on a record in the main window. In the right-

click menu, select Reminder and then Add Reminder as displayed below. 
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Figure 18: Add reminder 

The reminder is created in the dialogue window that opens. Date, time and, if 

required, a description is added. Then click OK.  

 

Figure 19: Create a reminder 

The reminder is created and added to the record that was right-clicked at the 

beginning of the process. Thus, a reminder is always associated with a record. A 

record with a reminder is given a reminder icon in the results list. 
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Figure 20: Reminder icon in the results list 

When a reminder has been created, it may be either edited or removed by right-

clicking on the record that contains the reminder. Then, in the right-click menu, 

click Edit reminder or Remove reminder.   

 

Figure 21: Edit or remove a reminder 

 

On the selected time for the reminder, the dialogue “Reminders” appears on the 

user’s screen. The dialogue appears even if F2 has not been selected. 

By clicking Show all reminders in the top bar of the main window’s ribbon, all the 

relevant user reminders are shown in the dialogue window “Reminders”. The 

section below describes the individual features of this dialogue box.  

 

Figure 22: “Show all reminders” in the top bar of the main window 

 

The dialogue window “Reminders” 

When a reminder is selected in the dialogue window “Reminders”, the individual 

features are activated, as indicated below.  

Reminder icon 

Show all reminders 
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Figure 23: A reminder is selected 

Below, the individual features are described in detail.  

Feature Consequence 

“Dismiss all” Dismisses all reminders. 

“Show all”  On selecting “Show all”, all reminders are shown – both future 

and overdue.  

If “Show all” has not been selected, only overdue reminders are 

shown, as indicated in the dialogue box below. 

 

Figure 24: Overdue reminder 

“Open record” Opens the record, with which the reminder is associated.  

“Open reminder” Opens the reminder, permitting it to be edited.  

“Dismiss” Removes the selected reminder. 

“Postpone” Postpones the reminder by an individually appointed time 

interval from the drop-down menu below.  



   

  Page 16 of 20 

 

Feature Consequence 

 

Figure 25: Possible time intervals, with which a reminder can be 
postponed 

 

The toolbar “Quick access” 

The toolbar “Quick access” is found at the top-left side of the main window and is 

displayed using the icon .  

It is the choice of each individual user to add menu items from the top bar of the 

main window ribbon to the quick access toolbar. Thus, the user has quick access to 

the features most frequently used for performing tasks in F2.  

 

 

Figure 26: The too bar "Quick access" in the main window 

Customising the toolbar “Quick access” 

The toolbar “Quick access” is customised by clicking on arrow down at the top-left 

side of the main window. A drop-down menu opens and the menu items which are 

to be included in the toolbar are ticked. 

Note: The record and case windows feature similar toolbars.  

The tool bar “Quick Access” 
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Figure 27: Customise the tool bar “Quick access” 

The F2 standard view always includes the selected menu items of the drop-down 

menu. 

If additional menu items are to be added to the toolbar, click on Customise Quick 

Toolbar at the bottom of the drop-down menu and the dialogue window below 

opens.  

 

Figure 28: The dialogue window “Customise the ‘Quick access’ toolbar” 

Click on arrow down in the drop-down menu to select the tab, from which the 

menu items are to be chosen. 

 

Figure 29: Select tab 

Select tab 
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Select the menu items which are to be added to the overview field of the selected 

tab.  

Then click on Add to transfer the selected menu item to the summary on the right-

hand side. Complete by clicking OK.  

The selected menu items are now shown in the toolbar. 

 

 

Figure 30: Add menu items 

 

 

Note: It is not possible to click the arrow down button for icons in the summary. 

Only once the menu item has been added to the toolbar, can the menu item be 

unfolded using the arrow down button. 

Select menu item 
Add menu item 

to the summary 

Complete by 

clicking OK 

Note: It is also possible to add menu items to the toolbar by right-clicking on the 

menu item in question in the top bar of the main, record or case window and then 
click Add to Quick Access Toolbar. 
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