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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 F2 Desktop client manual and has been prepared as a 

guide to help you understand the functions and flows of F2. At the end of this 

document you can find an overview of the icons in F2 and what their functions are. 

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. 

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. 

Add-on modules for F2 

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 
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this manual. 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 
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Records and communication 

The records and communication sections are divided into the following sub-areas: 

 General structure of a record:  

Describes how a record is built in F2.  

 Communication: 

Reviews the functions in relation to communication in F2, including the 

options F2 provides for this.  

 Record metadata:  

Describes the individual metadata on a record. 

 Record functions:  

Reviews the functions in the record window. 

The record window structure 

This section provides a brief introduction to the structure of the record window 

(record). The individual functions and fields in the record window are described in 

detail in the next section. 

At the top, in the middle of the record window (the title bar), is the title of the 

record and its ID number. This makes it possible for the user to quickly find out 

which record is open.  

In the main tab “Record”, in the record window, there is a ribbon with menu items 

for communication, processing and management of the record, which corresponds 

to the main window ribbon. The tab “Advanced” contains clean up functions and an 

overview of the parties involved, version management and history. The tab 

“Participants” displays an overview of the participants involved in the record in 

question. In addition, there is access to F2’s help functions in “F2”. 

Farthest on the right is the user identification which shows, among other things, 

who the user is and the current unit into which the user is logged.   

Under the record window ribbon there are several fields for tagging the record. It is 

here that the person responsible for the record, the record deadline, keywords etc. 

is specified. Next to these fields, on the right side, is the document selector, where 

the documents attached to the record are located.  

At the lover part of the record window is the record document editor (the record 

document itself), where the user enters and/or edits the text.  

The record window view varies depending on whether the document selector is in 

the record document or in an attached document.  

Click on an attached document and the document editor will be replaced with a 

preview of the chosen document. Change the view by clicking on the documents in 

document view.  

The structure of the record window is displayed below. 



   

 

Page 9 of 131 

 

 

Figure 1: Record window structure 

The record structure 

This section provides an introduction to the functions related to the record window 

in F2. The starting point is F2’s main window. 

 

Figure 2: Menu item ”New record” in F2's main window 

You can access the record window in two ways:  

1) By creating a new record 

2) By opening an already existing record.  

New record 

The record window can be opened in several different ways - either by opening an 

existing record, or as described below by clicking on New record in F2’s main 

window. 

 

Figure 3: Create new record 

This opens the following dialogue where basic information for creating a new record 

is entered. 

Record 

window 

ribbon 

Record 
appendices 

Write pane 

Metadata 
fields 

User 

identification 

New record 

Create new record 
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Figure 4: Creating a new record 

The following information has to be specified when creating a new record: 

Field Purpose 

“Title” Specify the title of the record here. 

“Case” It is possible to add an existing case to the record by entering its 

case number or by creating a new case for the record.  

“Use case 

number” 

If there is a checkmark here, the case number of the case, whose 

record was marked/opened at the time of clicking on New record 

in the main, record or case window, is inserted automatically.  

 

“Record 

attachments” 

In addition, the following options are provided in connection with 

creating a record. The following options are only active if the user 

is already in an active record before clicking on New record: 

 Do not attach: No records or record attachments are 

enclosed to the new record. 

 Include attachments from the current record: An 

attachment from the record you are in, is copied to the 

new record. 

 Attach a copy of the current record: Attaches the 

record you are in as a record attachment to the new 

record. 

 Attach current record as PDF: Attaches the record you 

are in and the new record, as a consolidated PDF 

document. 

Clicking on OK opens the record window below, which shows a new record with the 

smallest number of visible metadata fields. Whether the record should display the 

metadata fields in single or extended mode is configured in the user’s setup 

window. 

Note: The manual deletion of the proposed case number 

automatically removes the checkmark in the field “Use case 

number”. 
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Figure 5: Newly created record 

  

New record on existing case 

As mentioned above, when a record is created, it can be linked to an existing case. 

If a record is marked in the list view or if you click on New record in a case 

window, it is possible to use an existing case.  

 

Figure 6: Use case number 

The new record is automatically linked to the case. For more information about 

cases and creating cases, see the manual F2 Desktop – Working with cases. 

  

“Record without title” appears in the title field of the record.  

Note: In order to ensure that there are no records without titles in F2, a record 
cannot be saved (or sent) unless it has a title.  

Use an existing case 
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Access to the record 

All users can access all data in F2 if they have the right access permissions to do 

so. F2's access levels and permissions secure which parties have access and what 

data they have access to. It is the individual user and to a certain extent the 

governance model of an organisation that determine who may view and access a 

record.  

The access to a record in the record itself is managed in F2. The following section 

reviews F2’s access levels and the applicable permissions. 

Access levels on a record 

There are three access levels in F2: 

1) Involved, i.e. it is only users and units actively involved in the record who 

can look for the record. This is the most restricted access. 

2) Unit, i.e. in addition to the parties actively involved in the record, users in 

the unit in which the record manager is a member can also view the record.  

3) All, i.e. all users under one and the same authority can view/look for a 

record. 

When a new record is created, its access level is always “Involved” until the record 

responsible changes the access level or shares the record with other users. 

 

Users’ permissions for a record 

There are three types of permissions a user can have for a record. These are:  

1) Full write access, i.e. changes can be made both to the documents 

attached to the record and to the record metadata.   

2) Write access to documents, i.e. changes can be made to the documents 

attached to the record but not to the record metadata.   

3) Read access, i.e. changes cannot be made to the record metadata or to the 

documents attached to the record.   

The highest permission to a record is full write access, followed by write access to 

documents and finally read access.  

The above permissions to a record are assigned to a user in one of the following 

ways: 

1) Access to the record: Based on the access level specified in the metadata 

field “Access” in the record.  

2) Record sharing: By sharing the record in F2 with the user, e.g. via chats, 

send, specifying a supplementary case manager etc. The different ways for 

sharing a record are discussed in section Communication.  

 

Note: Users are not notified when changes in connection with the access level of 

the record are made.       

Note: A user may only search and find a  case if s/he has permission to view at 

least one of the records on the case. 
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Users’ permissions via access level on a record 

An access level must always be specified for a record. If the record has not been 

shared yet, a user’s permissions for the record depends on the access level set on 

the record and on whether the user is in the same unit as the record manager.  

An overview can be found in the table below. 

Access specified 

on the record: 

Users in the same unit as 

the record manager 

Users not in the same 

unit as the record 

manager 

Involved No access to the record. No access to the record. 

Unit Full write access to the 

record. 

No access to the record. 

All Full write access to the record Read access to the record. 

In general, this applies until the record is shared internally in F2. Read more about 

this in the next section. 

Users’ permissions after a record is shared 

When a record is shared in F2, other users become involved in the record. This is 

done via chats, notes, requests, specifying supplementary case managers etc. The 

basic principal for access in connection with sharing in F2 is: The user, with whom 

the record is shared, receives access under the access of the user sharing the 

record.  

 

The above does not apply if the user is set as record party or supplementary case 

manager.  

Users specified in the field “Record participants” always have read access to the 

record. 

The permissions for a supplementary case manager depend on the setup of the 

user who specifies the participant as supplementary case manager. 

Communication 

F2 offers many different communication options, including options that do not use 

the email function in F2. Each of these communication forms is tailored to the 

user’s advantage in a certain situation. 

Sometimes an email is the best form of communication, sometimes it is more 

efficient to use the chat feature or the option for assigning responsibility for a 

record instead of sending it. 

Below is a list of the different forms of communication in F2: 

Note: A user’s permissions for a record may not be reduced even if the record is 

shared. 
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Communication form Description 

Email Send, forward and reply to records almost as you do in 

traditional email systems. 

The difference is that copies of the record are NOT 

created for recipients. All users see one and the same 

record from their respective inboxes. This means that 

the sent records CANNOT be modified once they are 

sent. 

The send, forward and reply functions are used for 

more formal communication. 

Chat Chat is used for more informal coordination and 

communication in relation to tasks or other forms of 

coordination and information sharing. 

The chat is an effective form of communication, as 

chatting always takes place in the context of a record. 

Note Like the chat, a note is an informal form of 

communication. Unlike the chat, the note is visible to 

all users who can view the record in which the note is 

located. The note can have one or several recipients, if 

the note author wants to draw attention to the note.  

Responsible user/unit Responsibility allocation is used for assigning tasks to a 

unit or user. 

Tasks are allocated in the same way as if the user 

physically has placed a task in another user’s mailbox 

or desktop. 

Supplementary case 

manager 

Setting a person or unit as supplementary case 

manager in the metadata field “Suppl. case mgr” 

means that these people receive a notification in their 

inbox that they have now become supplementary case 

managers on the record in question. In other words, 

they receive permissions to edit the record. The extent 

of these permissions is specified in the personal 

settings of the user who adds others users as 

supplementary case managers.  

Request In F2 it is possible to request tasks with other 

persons/units/authorities under the same F2 

installation. 

Requests are a controlled way to request tasks where 

the requesting party can follow the status of a certain 

request. Furthermore, the requesting party finally 

approves a certain request. 

If a request is created, the person/unit specified as 

request recipient receives the request in his/her inbox. 

Read more about this in F2 Request – User manual. 
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The section below discusses the functions and fields for these forms of 

communication. 

As email 

 

Figure 7: “New email” 

Click on New email in the main window to display the 

metadata fields used for sending a record as an email 

(email record). 

The function “New email” can be found both in the main 

window ribbon and in the case window ribbon. 

Click on New email to open the email record below: 

 

Figure 8: Email record by clicking on “New email” 

Title 

When “New email” is used this field is not filled out automatically as opposed to 

when “New record” is selected, where F2 asks for “Title” before opening the record 

itself. 

“Title” shall be specified directly in the email record. 

From 

This field is filled out automatically when “New email” is enabled. 

F2 allows the user to use the following as sender: 

 The user him/herself 

 The user’s unit 

 Another user in the same unit 

 The authority (Found in the tab “Doc organisation”). See below: 
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Figure 9: Top unit as sender 

See section Dialogue “Participant search” for more information about the search 

dialogue. 

To 

Participants are added as recipients in the following three ways: 

1) Click on the button  to open a dialogue to search for recipients and 

senders. Use this dialogue to find the desired participant. See below under 

the item Dialogue “Participant search”. 

2) Write directly in the field and F2 searches among the specified internal 

users, distribution lists and external participants. 

 

Figure 10: Search dialogue in the field “To” 

3) Copy and insert email addresses from columns and rows in an Excel sheet 

to, e.g. the “To” field of an email record in F2.  
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Figure 11: Copying data from an Excel sheet directly to F2 

Recipients in the “To”, “Cc” and “Xbc” fields in a list can be displayed so that a 

recipient can easily see who is specified as email recipient.  

Clicking on  unfolds the lines and a clear list of all recipients is displayed.  

 

Figure 12: Unfold options 

 

View recipients by unfolding 

 

Figure 13: View recipients in list form 

The participant’s properties can be viewed directly from the user interface by right-

clicking on the participant as shown here. 

Unfold option 
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Figure 14: Properties for a new participant 

The following dialogue opens. 

 

Figure 15: Dialogue “Properties for the user...” 

The functions delete participant, edit master data or move participant in place in 

the structure are carried out in the Dialogue “Participant search”. 

If an unknown email address is added to the record, it can be registered in the 

participant register in two ways: 

1) F2 asks the user to decide whether the participant should be created when 

sending the record.  

2) The user can create the participant directly from the field “To” by right-

clicking on the email address as shown here. 
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Figure 16: Create external user in the participant register 

Cc 

A Cc participant is added as follows: 

1) Click on the button  to open a search dialogue for recipients and senders 

and use this dialogue to find the desired participant. See below under the 

item Dialogue “Participant search”.  

2) It is possible to write in the “Cc” field in the same way as in the “To” field. 

 

Figure 17: Cc field 

Xbc 

Setting an internal participant under Xbc is the same as setting it under Cc. Read 

more about this in section Cc above.  

 

Dialogue “Participant search” 

 

Figure 18: Dialogue “Participant search” 

Note: Setting an external party under Xbc is the same as setting it as Bcc.  

Til/To-> 

Cc/Cc-> 

Bcc/Bcc-> 

OK 
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The buttons To ->, Cc->, Xbc-> and From-> are enabled when a participant is 

selected in the left side of the dialogue. The participant is transferred to the list of 

recipients in the right side of the dialogue by clicking on OK. 

 

Another way of adding an external participant as recipient is by right-clicking on the 

party. After that select Add to, which makes it possible to add the party under To, 

Cc or Xbc, as shown below. 

 

Figure 19: Right-click on the party to add to 

Receiving external emails 

F2 locks the email text and any attachments. However, some metadata in the 

received emails can still be edited. 

The following options are available for records based on an imported email: 

 Title can be edited if the user has write access to the record. 

 From (sender), To (recipient) and Cc (recipient) can be changed if the user 

has write access to the record. 

After changing the sender or recipient, “matching against the participant register” is 

performed again as described below, where an example email is displayed in which 

the record is edited but the original information is visible in the email text.  

 

Figure 20: Received email with “Title”, “From” and “To” edited by the user 

The changes can be found in the record history. 

Note: Xbc is not hidden to other F2 users, which is why it is only useful in 
connection with sending external emails. 
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Participant matching/Automatic creation of new participants in the 

participant register 

F2 suggests creating senders and recipients (including Cc and Xbc) in the common 

participant register in the following situations: 

1) When F2 receives emails, F2 suggests that unknown senders in the From 

field be created as participants in the common participant register when 

opening the email. 

2) When a user wants to send emails from F2 and writes new recipient 

addresses in the To, Cc and Xbc fields, F2 suggests that these be created as 

participants in the common external participant register (if the user is NOT 

working in the private archive). 

3) If the user is working in the private archive and sends records from there, F2 

suggests that unknown recipients be created as participants in the private 

participant register. 

As the example below shows, an external participant can send an email to an email 

account imported to F2. 

 

Figure 21: Person outside cBrain F2 has sent an email 

When such an email is opened as a record in F2, F2 opens the dialogue below. 

 

Figure 22: Dialogue “Save external parties” 

Whether the party 

is to be created Replace existing party  

Select party 

location 
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In the dialogue, the user must consider the following: 

 Whether the participant is to be created (checkbox with column heading 

“Create participant”).  

Whether the participant is to be created, put a checkmark in the checkbox 

and click on OK. 

 Whether the participant is to be placed in a hierarchy under another party 

(column with heading “Location”). 

The user can change where the participant is to be placed by marking the 

line and clicking on Set location for selected parties. 

 Whether the participant is to be replaced with an already existing participant 

(column with heading “Replace with”). 

Location (of new participants) 

By default, F2 suggests that a new participant be created under the top of the tree 

structure called “External participants”. This is determined in connection with the 

installation. 

 

Figure 23: “Save external parties” 

If an email domain can be found on an existing participant and there is a 

checkmark in “Email domain belongs to the part.”, F2 suggests placing the new 

participant under the existing one. A participant can be specified as the owner of a 

domain. 

If the user wants another location, mark the relevant party in the list above and 

then click on Set location for selected parties.  

Use the dialogue below to select the participant under which the new participant is 

to be created and then click on OK. 

 

Figure 24: Set location for selected parties 

Location of 

party 
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Replace with (existing participant) and check for duplicates 

F2 checks for duplicates against the existing participant register. A duplicate check 

is performed on the following values: Name and email address. 

If an external participant is displayed in “Save external participants” under “Existing 

parties”, it can be used instead of the unknown participant. Click on the field under 

the column title “Replace participant” for the relevant party in the list under 

“Existing parties”. The name of the party to use as replacement is displayed in the 

field as shown below.  

 

Figure 25: Replace with existing party and check for duplicates 

Automatic linking to the case when external participants reply to emails 

from F2 

It is possible to configure F2 to link replies from external users to the record they 

reply to. This is part of the F2 installation and can be turned on or off. 

Hence, an external participant receives an email with an ID number in the title, as 

shown below. 

 

Figure 26: cBrain F2 sends ID in the title of external emails 

The Title now contains an ID for the record based on which the email is created.  

ID number 
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If the external recipient replies to the email above, this ID recognises F2 as shown 

below.  

 

Figure 27: External user replies to email from cBrain F2 

When the email above is received in F2, the ID is recognised and the new incoming 

record is linked to the right context. 

If so configured in F2, the new record is linked via related records as reply to the 

record with the ID in the title and if the record to which the reply is to be linked has 

a case number, it is automatically linked to the same case. 

Access level of external emails imported in F2 

If F2 is set up to import emails from an email server, the records created 

automatically will be assigned an access level. This is a critical point to consider for 

the F2 organisation. 

For many organisations, it will be an advantage that emails which are NOT private 

can be viewed and processed across employees, and that these emails are available 

to the organisation when employees are sick or leave their jobs. 

By default, F2 is set up to respect each employee's “private life”. This means that 

F2 automatically assigns the access level “Involved” to imported emails. In other 

words, in practice, only the recipient can view the email message in question until 

s/he extends the access level. 

Note: The ID description must be configured by an administrator in F2 and can 
therefore differ from this example. 
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The access level for imported emails can be viewed and set up under the personal 

setup as shown below. 

 

Figure 28: Access “Involved” is a standard setup in connection with email import 

It is possible for each user to change this standard setup. The available options are 

“Involved”, “Unit” and “All”. 

Access to email that requires formal processing can be managed by the 

case help 

F2 can also be configured to support extending the access to formal emails so that 

each user can keep his/her private emails private while the emails subject to formal 

processing are automatically given extended access. 

The case help is configured during the installation of F2 in cooperation with cBrain. 

If an imported email requires formal processing, the user receiving it should put a 

checkmark in the case help field on the record. 

If the case help is configured for this in F2, the case help suggests, either 

automatically or via the dialogue below, changing the access level when the user 

saves the record. 

 

Figure 29: Example of case help changes 

Change access level for imported emails 
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After that, the record is updated with the user’s choice. If the user selects Skip, no 

changes will be made. 

Read more about case help and its functions in section Case help, menu item. 

As chat 

 

Figure 30: Menu item 
“New chat” in the main 

window 

It is possible to add a new chat to a record/email via 

the main and record window ribbons. 

In order to enable the menu item “New chat” in the 

main window, mark the record in which the chat is to 

be used in the results list.  

When a record is open, the chat is automatically connected to the record in 

question. Chatting always takes place in the context of a certain record. 

The chat function is used for chatting with other F2 users in the same authority 

about a particular record.  

 

The advantage is that the chat is visible only to the added chat participants and can 

be deleted from the record. Furthermore, the chat makes it possible to share the 

record with other users and, depending on the permissions, the record can be 

edited. Hence, the record does NOT need to be sent as email record and thus be 

impossible to edit.  

There can be several simultaneous chats with different chat recipients in the same 

record. 

Click on New chat to open the dialogue below. 

 

Figure 31: The dialogue “Chat” 

In the dialogue, one or several participants are added to the chat by writing their 

names in the field “Select participant” or by  clicking on  to the right in the same 

field to open the participant register. If applicable, see section Dialogue “Participant 

search” for more information about handling the participant register.  

Note: Internally amongst F2’s users the function can be advantageously used 

for cooperation associated with the same record. This may involve brief 

questions to the attached documents or less formal orientation about the status 

of a task. 
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Figure 32: Chat with recipients 

Enter the chat message in the message field at the bottom of the dialogue and send 

the chat by clicking on the button  or using Ctrl. + Enter. The chat message is 

displayed at the top, above the message field. 

The user can allow the system to delete a chat by putting a checkmark in 

. 

Alternatively, the record manager him/herself deletes the chat by clicking on the  

in the menu at the top.  

Other chat participants can delete themselves from the chat by clicking on the  

next to their name in the overview to the right, but they cannot delete the chat 

itself as they have not created it.  

The user can use the Seen mark  to acknowledge that a chat has been read. 

Close the chat by clicking on the X in the top right corner or by using the shortcut 

key Esc.  

Receiving a chat 

When you chat with a chat participant, the chat participant receives a record, after 

which the chat is placed in his/her inbox. The record is marked in bold and the icon 

 is displayed, as shown in the example below. This indicates that the participant 

has received a new chat and that the chat is unread.  

 

Figure 33: New chat in the inbox 

When the chat participant opens the record, the chat is displayed with a number in 

the blue circle . The blue circle disappears once the chat is opened because it is 

then read.  

New chat 
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Chats that have not been read (i.e. have a checkmark in “Seen”) are displayed in 

the user's results list with the chat icon . The chat content can be read by 

holding the mouse above the speech balloon as shown below. 

 

Figure 34: Mouse-over view of chat messages 

 

A chat recipient can see whether the chat participants are online, offline or have 

marked themselves as “away”. This is shown in the right side of the chat dialogue. 

See the example below.   

 

Figure 35: View chat participants’ status 

Each user can read his/her chats in all units in which the user has job roles 

regardless of the job role the user has logged in with. Therefore, the user does not 

need to change roles to read the chats the user has personally received in units 

other than the one s/he has logged in with.  

The Seen/not seen mark is for the user alone as well as for all the units in which 

the user has job roles.  

Note: You can use the chat as memos if you are the only chat recipient. This 
way you can decorate a record with memos which only you can see. 

Hold the mouse over the chat icon to view 

some of the chat content.  

Note: The chat is used regardless of whether the chat recipient is online. If the 

recipient is offline, the chat will wait in the user's inbox until the user logs into 

F2. 

 

Chat participant 

online  

Chat 

participant 

offline  

Chat participant 
”away” 
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If preview is enabled in the main window, the chat icon will be displayed above the 

content of the record. Click on the chat icon once to see two lines of the chat 

content in the preview view. If there are several chats in the same record, these 

will be displayed below each other as shown in the example below. 

 

It is also possible to use the preview to mark the received chats as read. The same 

chat view is also available in the record window. 

 

Figure 36: Several chats on one record 

Hold the mouse above a chat in the preview to display a tooltip showing the entire 

content of the chat, if the chat is particularly long, for example. The tooltip is 

displayed for ten minutes so the user has enough time to read the content. 

Note: The above also applies to the preview of notes, annotations and requests 
in the main, record and case windows.  

Click on the chat icon to see all chats on 

the record. 

Mark chat as 
read 
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Figure 37: Chat tooltip in preview view in the main window 

  

When a record is shared using the chat, the basic principles concerning permissions 

for a record will be followed. The user will be granted permission under the 

permission of the user sending the chat unless the user who receives the chat 

already has a higher permission for the record. 

This means that if a user with full write access to the record, sends the record to 

another user via the chat, the recipient will get write access to the documents. The 

permissions in connection with chat are described in the following table.  

Chat sender’s write permission Chat recipient’s write permission 

Full write access to record and 

document 

Write access to documents 

Write access to documents Read access 

Read access Read access 

 

Example 1: If the record has access = Unit and the record responsible chats with a 

colleague in the same unit, the chat recipient’s permissions as displayed in the 

diagram are reduced to write access to documents. But since both chat participants 

are in the same unit and the record has access = Unit, the chat recipient still has 

full write access. 

Chat tooltip in preview in the 

main window 

Note: Corresponding tooltips are also found in notes, annotations and requests 
in the preview view in the main, record and case windows.  

Note: A user’s access to a record may not be reduced even when chatting.  
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Example 2: If the record has access = All and the record responsible chats with a 

colleague in the same unit, the chat recipient’s access as displayed in the diagram 

is reduced to write access to documents. But since both chat participants are in the 

same unit and the record has access = All, the chat recipient still has full write 

access. 

Example 3: If the record has access = All and the record responsible chats with a 

colleague outside the unit. Even if access = All gives read access, the chat 

recipient’s permissions are upgraded to write access to documents. 

 

Chat to everyone 

 

Figure 38: Add “New chat to everyone” in 

the main window 

The function “New chat to everyone” is 

used when an email record is received.  

Instead of entering participants from 

the From, To and/or Xbc fields 

manually in a new chat, click on New 

chat to everyone.  

 

This way F2 creates a chat where all 

email record parties are added 

automatically as chat participants.  

Click on New chat to everyone to add the following parties to the chat:  

 Sender of an email record 

 Recipient of an email record 

 Cc recipient of an email record 

 Xbc recipient of an email record 

The function is located in the main window ribbon and in the record window ribbon.  

As note 

Another type of communication, which is very similar to the chat, is a note. A 

considerable difference between the chat and note is that all users who can see a 

record can also see the note in the record. In addition, a note cannot be deleted 

automatically but remains on the record until a person with “Can delete notes” 

privileges, deletes the note. 

Another major difference is that a note can be added both to a record and to a 

case. The note icon looks like the one below depending on the window the user is 

in. 

As in a chat, a note can be added to a record without having to put the record in 

edit mode. It is also possible to add a note to records with status = completed. 

Note: The access conditions could change if a person changes a unit and/or the 
record gets a new record manager. 
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In addition, a note can also be applied to participants, however only on record 

notes. When a participant is added to a note, the note is displayed together with 

the record in the added participant's inbox. This can take place, for example, when 

the user adds a telephone annotation in the note to an email record as well as when 

the relevant participants receive direct information about it in their inboxes. 

 

Figure 39: Adding new 
note in the main window 

In the main window, enable the note by clicking on 

New note. The menu item “New note” is located in a 

sub-menu of “New chat”. 

As with a chat, a record must be active in the main 

window in order for the menu item “New note” to be 

active. 

It is possible to add recipients to the note. 

 

Figure 40: Adding new 
note in the record window 

 

Figure 41: Adding new 
note in the case window 

In the record window ribbon, a note is displayed 

directly as a menu item next to “Add new chat”. 

There is no limit as to the number of notes per record. 

 

On the case, click on New note in the case window 

ribbon. 

It is NOT possible to add participants to a note on a 

case. 

The note itself looks like the one shown below and is quite similar to the chat 

dialogue.  

 

Figure 42: Note dialogue on a record 

It is possible to add recipients on a note on a record. Furthermore, it is possible to 

add “Reply wanted” and mark as seen. 

The icons on the far right  are partly for copying content in the note and  

partly where the user returns to the record. 
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Otherwise, the handling of a note is the same as in records. The note gives the 

same access as the chat. See the access diagram in section Receiving a chat. 

Below you can see the note dialogue when a note is linked to a case. 

 

Figure 43: Note dialogue on a case 

As already mentioned, it is not possible to add parties to a note on a case and a 

note on a case does not result in a change of the access to the case. 

Responsibility allocation 

Responsible 

The allocation concept is a central feature of F2. The distribution can be used as an 

electronic version of a company's physical mail distribution, where incoming emails 

or letters that belong to formal cases are distributed to units or people’s mailstops 

without having to use the traditional email function. 

The distribution typically reflects that the formal responsibility is placed on a 

specific unit or a specific person, where the responsibility of the unit is derived from 

the unit to which the person belongs. 

Distribution (of records or cases) to a person or unit 

 

Figure 44: The field “Responsible”  

All documents are created either directly in 

F2 or are transferred via an email system 

with a record responsible. It is either the 

person or the unit that creates/receives the 

record. 

The record manager can always change the 

record responsible to another person or unit. 

If the record responsible changes, the record appears in the inbox of the new 

record responsible user or unit. 

As elsewhere in F2, the button  opens the participant register where a relevant 

person or unit can be searched for. 

For example, if an organisation has a central mail distribution which scans incoming 

mail, the mail distribution can advantageously allocate the responsibility for the 

mail to the relevant units, which in turn can allocate responsibility/distribute to 

individual persons in the department. The selected unit or person will then become 

the record responsible. 
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If the responsible is removed from a record again, the edit privilege is given back to 

the person or unit that has created the record. 

 

Figure 45: Dialogue “Involved participants saved on the record” shows who can edit the 
record 

Open the dialogue by clicking on  in the tab “Advanced” in the record 

window. 

Supplementary case manager 

Suppl. case mgr. {Suppl. case mgr.} 

The field “Supplementary case manager” is used for appointing persons, units 

and/or teams that help with the case processing without being responsible for the 

case. What a supplementary case manager can do on a certain case depends on the 

supplementary case manager’s access. See below. 

Note: It is the record responsible (user or person) in the responsible unit that 

can edit a record. If the record responsible  is deleted, the record creator still 

has access to the record and can edit it.  

When a record responsible is not specified, the person who creates the record 

will be the only one who can edit the record. When external emails are 

imported into F2, the recipient also becomes creator of the record = 

responsible. 

Allocation to a person or unit in a different unit than the user cannot be undone 

after saving the record because the responsibility for the record in this case is 
placed with another unit. 
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Figure 46: Field “Suppl. case mgr.” 

In the record it is possible to give a 

person/unit/team the status of 

supplementary case manager. 

The supplementary case manager remains unchanged even if the responsible part 

for the record changes. 

The starting point for the access level of a supplementary case manager is based on 

the access control the record responsible has defined in the general F2 setup. 

Regardless of this setup, the record responsible can change this access control on 

the individual record. 

See the setup option below in the dialogue under “Access control”. 

 

Figure 47: Select type of access for supplementary units and case managers 

As evident under “Access control” in the dialogue “Setup”, one of the following 

three access levels is given:  

1) Read I.e. the supplementary unit and/or case manager gets only read 

access to the record. 

2) Write I.e. the supplementary unit and/or case manager gets write access to 

the metadata of the record, the record itself and its attached documents. 

3) Write access to documents I.e. the supplementary unit and/or case 

manager gets only write access to the documents attached to the record and 

NOT to the record and its metadata.  
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Depending on what the user has configured in the setup, the user is generally given 

access in connection with establishing the supplementary case manager. 

Below, “Peter Petersen” is added as supplementary case manager on a record. 

 

Figure 48: See the supplementary case manager’s permissions for the case 

Right-click on the supplementary case manager’s name (in the case above, on 

“Peter Petersen”) to open a dropdown menu. After that, click on Access rights for 

the records in order to individually grant “Read access”, “Write access” or “Write 

access to documents” to Peter Petersen. 

When the user saves this record, Peter Petersen receives the record with an info 

icon  in his inbox and this way he sees that he has been set as supplementary 

case manager. 

Record metadata 

The record’s view of metadata files depends on what each user has selected in 

his/her personal setup. A record can be displayed with: 

1. Email metadata fields (i.e. the metadata fields used when sending an email 

record) 

2. Standard metadata fields  

3. Advanced metadata fields.  

The record’s view can be changed by clicking on Show all fields in the record 

window ribbon. Read more about this in section Show all fields, menu item. 

The different record views with accompanying metadata files are described below.  

Metadata fields on an email record 

 

Figure 49: Metadata fields on an email record 

The individual metadata fields linked to an email record are reviewed below. 
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Metadata field Description 

“Title” “Title” is a free-text field that describes the record. The 

title is specified when creating the email record. The 

title can be changed later. 

“From” Who the email record is from. This field is filled out 

automatically when writing in the recipient or the Cc 

field. 

“To” One or several recipients of the email record. 

“Cc” One or several recipients that are Cc on the email 

record. 

“Xbc” One or several recipients that are Xbc on the email 

record. 

The difference between xbc and bcc is that xbc is 

visible to all F2 users who can see the record whereas 

to external email recipients it serves as bcc.  

 

Default metadata fields on the record 

 

Figure 50: Metadata fields on a record 

The individual metadata fields on a record in non-expanded mode are reviewed 

below. 

Metadata field Description 

“Title” “Title” is a free-text field that describes the record. The 

title is specified when a user creates a record. 

The title can be changed. 

“Status” The status of a record indicates whether the status of 

the record is “In progress” or “Completed”.  

Note: All F2 recipients on an email record see all 

recipients on the record, including the ones added 
as Xbc recipients. 



   

 

Page 38 of 131 

 

Metadata field Description 

“Deadline” In this field a deadline is set on the record. This value 

is used among other things for deadline searches and 

for sorting different lists. 

“Responsible” The field “Responsible” specifies the user or unit 

formally responsible for the record.  

“Letter date” If the record is sent or received, it is supplied with a 

letter date, which is the date on which the record is 

sent or received in F2.  

If it is a matter of a physical letter, a user him/herself 

can add the letter date, which corresponds to the date 

specified on the physical letter.  

“Case” If there is a case number in this field, the record is 

placed on a case. If the field is empty, it is here that 

the record can be allocated to  a case. 

“Registered” A checkmark in “Registered” means to some public 

organisations that the record is included in the 

National Archives. In addition, this field, like any other 

record metadata, can be used for miscellaneous 

searches, groupings etc. 

“Record no.” The record number is allocated consecutively within a 

case when the record is registered. In other words, 

only registered records have a record number. 

“Access”  F2 uses three access levels:  

1) Involved: Records with the access level 

“Involved” can only be seen and edited by 

persons involved in the record.  

2) Unit: Records with access level “Unit” can be 

seen and edited by all users linked to the unit.  

3) All: A record with access level set to “All” can 

be seen by everyone in the organisation. The 

unit and the participants involved keep their 

permissions as outlined above. 

“Keyword” Pre-defined keywords are linked in the keyword field. 

“External access” 

(add-on) 

Used to share the record with external partners.  

 

Note: The field is only visible if the module F2 
External access has been purchased. 
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Advanced metadata fields on a record 

 

Figure 51: Advanced metadata fields on a record 

The advanced metadata fields on a record are reviewed below.  

Metadata field Description 

“Access restricted to” The number of access groups (persons/teams/security 

groups/etc.) for the record are specified here.  

If an access restriction is added to a record, users 

outside the specified access group cannot access the 

record. If non-involved participants try to open the 

record, the dialogue “Participants does not have access 

to the record” is opened as shown below.  

The dialogue warns the user if the following users do 

not have access to a record due to the access restriction 

of a record.  

 Chat and note recipient 

 Record creator  

 Request-executing part, recipient and sender 

 

Figure 52: Dialogue “Participants does not have access to the 
record” 
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Metadata field Description 

“Case access restricted 

to” 

Several access groups for the case under which the 

record is placed can be seen here. 

“Case access” If there is a checkmark in this field, the access 

restriction set on the record's case is automatically 

transferred to the record. 

“Suppl. case mgr.” Specify the supplementary case managers on the record 

here. These are users/teams and/or units that help with 

the case proceeding without being responsible for the 

record. 

“Record participants” Used for manually linking participants, which are not 

necessarily the sender, recipient, case manger, 

supplementary case manager or the unit responsible, to 

the record. 

“SSN/CVR no.” Used for specifying the SSN or CVR number of the case.  

“Record type” Used to distinguish between records sent to external 

participants, received from external participants and for 

internal work. It is distinguished between: 

 “Outbound” 

If an email record is sent to an external part, the 

record type is automatically set as “Outbound”.  

 “Inbound” 

If an email record is sent from an external part, 

the record type is automatically set as 

“Inbound”.  

 “Internal”  

All records for internal work and communication 

are automatically assigned the record type 

“Internal”.  

“Previous case no.” If the case already exists or if it exists in another 

system, specify a reference to the original case here. 

“Remind date” The reminder date is a date set on the record and used 

in connection with changes the user can make on a 

record. This way the user is reminded to do something, 

e.g. follow up on a consultation in good time before the 

expiry of the deadline of the record. 

 

Note: The reminder date does not pop up in the 

same way as reminders but is used as basis for 
searching for or sorting lists. 
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Metadata field Description 

“Received date” Received date is the date on which the record is 

received. It is specified automatically when the record is 

sent electronically.  

If the record is not sent electronically, it is possible to 

manually enter date received in case the physical mail 

has a letter date (namely the date specified on the 

letter) and another date received (when the mail 

service delivered it).  

If the record is sent electronically, a value will be 

automatically specified in the date received field and it 

will be identical with the letter date. 

“Created date and 

created by” 

This field shows the date when the record is created 

followed by the name of the user who has created the 

record. 

 

Metadata fields on a record with unit casework line 

 

Figure 53: Meta data fields on a record with unit casework line 

When a record is sent to an internal user or unit, the “Unit casework line” is created 

for each recipient unit regardless of whether the record is sent to a user or unit. 

The unit registration line becomes visible when the record is sent. The metadata 

fields are described in the table below.   

Metadata field Description 

Seen by the unit 

 
 

Specifies whether a user in the unit has seen the 

record. 

Note: “Created date” in connection with a received 

email is the date on which the record is created in 
F2. 
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Metadata field Description 

Seen by the responsible 

 

Specifies whether the responsible user has seen the 

record. 

Responsible 

 

The field “Responsible” specifies the responsible user 

for the record in the recipient unit. Even if a record is 

sent to a specific user in a unit, only the unit is 

displayed until a user has seen the record. 

Status 

 

The recipient specifies his/her status in the receipt 

registration which shows the sender, whether the 

record has been completed or is still in progress. 

Deadline 

 

Here, the record recipient adds his/her deadline. 

Update the field “Deadline” by clicking on  on the 

right side of the field or by entering the date in the 

field in the format dd-mm-yyyy or in a corresponding 

format. 

A user can also specify the deadline as a number of 

days starting from today, e.g. +10, where F2 

automatically specifies the date when the user clicks 

to leave the field. 

Consequences of editing a deadline: The record is 

included in the fixed searches “Deadline tomorrow at 

the latest: me” and “Deadline tomorrow at the latest: 

Unit” once the specified deadline passes. 

The record's document selector 

 

Figure 54: Document selector 

Next to the metadata fields of the record, on the right side, is the document 

selector, where the documents attached to the record are located. 
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Function Purpose 

Locked 

 

 

The small padlock icon above the document selector is 

used for locking the record’s documents for editing. This 

locking of the documents of a certain record is 

temporary. Click on  to lock the documents of the 

record. 

When a record is locked, the icon changes to:  

The documents on a locked record cannot be edited 

unless the same user or other users with edit access to 

the record unlock it.  

The lock cannot be removed if the record has been sent 

or received as email. 

 

Attached documents This area, as shown in the figure above, contains the 

documents attached to the record. It is from here that 

the user works with documents. 

Expand the 

document area 

 

 

If there are several documents attached to a record, the 

document area can be expanded to make the content of 

the document visible. 

Record editing area 

 

Figure 55: The record document’s editing area 

The record document’s editor is a standard editor with functions common for editing 

documents and is used when writing in the record document itself. 

However, please note the following functions: 

Note: When a user has locked a record’s 

documents, the record document is locked too. 
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Icon Name Description 

 
Undo/Cancel 

undo 

Clicking on the left undo arrow cancels the last action 

in the record document editor. Clicking on the right 

undo arrow cancels the last undo. 

The function works as long as the changes are not 

saved. 

 
Add/Edit 

hyperlink 

Hyperlinks are added and/or edited in the editor. 

Clicking on  opens the following dialogue.  

 

Figure 56: The dialogue “Add/edit hyperlink” 

The text/name to be displayed in the record document 

is specified here and then the hyperlink is inserted in 

the field “URL”. Click on OK to add the specified text 

as a hyperlink in the record document. 

The hyperlink becomes active after the record has 

been saved. 

 

 

Preview of attached documents 

F2 generates a preview of all documents linked to the record. Click once with the 

mouse on a certain attached document to display a preview of the document at the 

bottom of the record window where the record document is normally displayed. 

Note: If you want to insert a hyperlink in the 

record document using the right-click function Copy 

link to document in the main window. This is done 

by clicking on the hyperlink icon. 

 

Specify the text you want to display in the 

document. After that, place the cursor in the field 

“URL” and then press Ctrl + V. Finally, click on OK 

and the specified text will be inserted and will 

function as a hyperlink to the record in which the 
document is placed. 

Note: F2 comes with Calibri as default typeface and single line distance in the 
record document editor.  
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Figure 57: Preview of attached document 

 

Attached images are scaled down so that the picture is automatically adapted to the 

record preview and displayed in full size. See the example below.  

 

Figure 58: Attached picture is adapted to the record preview 

Description of the record’s metadata 

Quite a number of metadata which are linked to a record is enabled only in relation 

to the status of the record and the individual user's permissions for a certain 

record. 

Preview of attached document Attached document 

Note: The preview always shows comments and change marks in Word 

documents. This means also that print via PDF shows these unless they are 
removed from the original Word document. 



   

 

Page 46 of 131 

 

 

Figure 59: The record’s metadata 

How, the selected metadata on a record is handled in F2 is described below.  

“Responsible” metadata ,  

 

Figure 60: “Responsible” 

The field “Responsible” specifies the 

unit or user formally responsible for the 

record. This field is used for 

responsibility allocation in the record.  

Consequences of changing the responsible user/unit:  

 Updating “Responsible” to a unit corresponds to adding the record to the 

inbox of the selected unit. This way it disappears from the list “In progress: 

Me”.  

 Updating “Responsible” to a user corresponds to placing the record in the 

inbox of the specified user. When “Responsible” is set to a user, F2 sets 

“Responsible Unit” automatically via the user’s affiliation to the unit. 

This means that records allocated to users also appear in the list “In 

progress: Unit” and that “Responsible Unit” can be seen as a column in F2’s 

results window. 

The field “Responsible” contains the button . This button opens a dialogue 

(participant register), in which units and users in the authority can be appointed as 

responsible as shown below.  
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Figure 61: Select unit or person 

Click on + to unfold the structure on the left side of the dialogue. The Responsible 

part is selected by clicking on the desired user or unit and pressing OK or Enter. 

“Case”, metadata 

 

Figure 62: Metadata field “Case” 

If there is no case number in the case 

field, the record is not linked to any 

case. If the record is linked to a case, 

the case number is displayed in this 

field. 

A case contains own metadata. Read more about work with cases in the manual F2 

Desktop – Working with cases. 

If a record is already linked to a case, the record can be moved to another case by 

changing the case number.  

If the record is linked to a case, it is possible to remove it from the case if the user 

has write access to the record.  

To remove a record from a case, delete the case number in the field “Case” in the 

record. There is no requirement to replace the original case affiliation of the record 

with a new case. 

If a record is to be linked to a case, known in advance, enter the case number or 

case title in the field “Case”. After that, select the desired case and press Enter or 

double-click with the mouse.  

Linking a record to an existing case 

If a record is to be linked to a case whose title or case number the user does not 

know or cannot remember, it is possible to find the case by clicking on , and the 

dialogue “Choose Cases” opens. Here you will find the case to which the record is to 

be linked. Read more about the dialogue “Choose Cases” in the section below. 
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When a case is found, double-click on the case or click on OK to link the record to 

the selected case.  

Linking a record to a new case 

If a user needs to create a new case to which the record is to be linked, this can be 

done in one of the following ways: 

1) Write “New” or “+” in the field “Case” to open the dialogue “New case” as 

shown below.  

2) Click on  in the field “Case” to open the dialogue “Choose Cases”. Here, 

click on New case. Find out more about this in section Choose cases. 

Use one of the approaches above to open the following dialogue: 

 

Figure 63: Dialogue “New case" 

Specify the case title in the dialogue and select whether the case is to have a case 

guide. A case guide is a function linked to the add-on module F2 Task guides, which 

is used for supporting internal work processes. Read more about this in F2 Task 

guides – User manual.  

Linking a record to a new case with a file-plan 

Several organisations need file-plan codes to be added to all cases. If this 

functionality is enabled, creating a case looks like the dialogue below. 

 

Figure 64: Creating cases with forced file-plan 

Creating cases with forced file-plan forces the case creator to specify a file-plan and 

action code. A disposal code is specified either manually or by allowing the action 

code to specify the type of disposal code which is automatically applied. After that, 

click on OK and the case is created. 
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F2 now opens the case window. Read more about the case window and how to work 

with cases in the manual F2 Desktop – Working with cases. 

Choose cases 

Click on  in the field “Case” on a record to open the dialogue “Choose Cases”. 

The dialogue shows all the lists and search options available in F2’s main window. 

These are used for designating one or several cases. 

 

Figure 65: Dialogue “Choose Cases” 

The following options are available in the dialogue’s ribbon. 

Icon Description  

 

When one or several cases are selected and are placed 

in the search window's ribbon, click on OK to link the 

record to the selected case or copy the record to the 

selected recipient. 

 
Closes the window without attaching the record to a 

case. 

 

Open the dialogue “New case” where a new case can 

be created. 

 

If the record is to be linked to several cases, click on 

One case. The user finds the desired cases and selects 

them by double-clicking, right-clicking or clicking on 

Add case(s) in the search window ribbon. 

 

Adds the selected cases from the results list. The 

selected cases are displayed in the dialogue’s ribbon.  



   

 

Page 50 of 131 

 

 

If the record is to be linked to a single case only, double-click on the case in 

question and it will be transferred to the record’s case field. 

If the record is to be copied to several cases, click on One case in the dialogue's 

ribbon. The user finds the desired cases and they are transferred to the record’s 

case field by double-clicking, right-clicking or clicking on Add case(s) in the search 

window's ribbon. 

The selected cases are displayed in the dialogue’s ribbon, as shown below. 

 

Figure 66: Copy record to selected cases 

 

When the desired cases are selected and placed in the ribbon, click on OK.  

If more than one case is selected, a copy of the record in question is placed on case 

number two, three etc. This is evident also from the dialogue below which opens 

when you click on OK as shown below.  

Click on OK in the dialogue and the record will be copied to the selected cases.  

If, in the future, the dialogue is not to be displayed in connection with copying 

records to cases, put a checkmark in the checkbox “Do not ask before copying to 

cases” before clicking on OK. 

 

Note: If you click on Add case(s) and the record is 

already linked to a case, the case in question is 

displayed in the case window’s ribbon together with 

other possible designated cases.  

 

Click on OK to copy the record to 
the selected cases Selected cases 

Note: If you click on Add case(s) and the record is already linked to a case, 

the case in question is displayed in the case window’s ribbon together with 
other possible designated cases. 
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Figure 67: Dialogue “Copy dossier to several cases” 

 

Record with record copies on several cases 

When a record is copied to several cases, it is possible to view copy records on 

other cases by using the record. To do this, click on the two case icons  next to 

the field “Case”, as shown below. 

 

Figure 68: Show record copies on other cases 

The dialogue “Copy overview” which opens displays an overview of all the cases to 

which the record in question is linked. The overview shows:  

 Case number 

 Case title 

 Record ID  

 Record title 

 When the record has been copied  

 Who has copied the record 

The green mark shows which record is open. 

Note: If the record is linked to a case, it is possible to remove the record from 

the case again or assign the record to another case. This requires, however, 

that the user has the necessary rights to do so. There is no requirement to 
replace the original case affiliation of the record with a new case affiliation. 

Click on the icon to view copies of the record on other cases. 
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Figure 69: Copy overview 

The dialogue makes it possible to access individual cases and copy records by 

clicking on the case number or record ID.  

“Registered”, metadata 

 

Figure 70: The field “Registered” 

To some public organisations, a checkmark 

in the field “Registered” means that the 

record will be included in the records, 

which are later submitted to the National 

Archives. 

For non-public organisations this field is often used to mark that this record is 

important and may not be deleted. 

 

Figure 71: The field “Created date” 

 

The field “Created date” shows the date 

when the record is created and by whom.  

In case of a received email, “Created date” 

is also the date on which the record is 

imported in F2. 

Control info – access 

 

Figure 72: Access control on the record 
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“Access”, metadata 

 

Figure 73: “Access” 

F2 uses three access levels:  

1) “Involved” 

Records with the access level “Involved" can 

only be seen by the persons involved in the 

record.  

2) “Unit” 

Records with the access level “Unit” can be viewed and edited by all users 

linked to the unit responsible for the record. The unit is either directly 

specified in the field “Responsible” or indirectly via the responsible user. 

Users outside the unit that have previously been involved still have the same 

rights to the record. 

3) “All”  

A record with access level set to “All” can be viewed by everyone in the 

organisation but can only be edited by users in the same responsible unit.  

It is possible to configure F2 so that everyone in the organisation can edit 

the record if access = all. 

 

“Access restricted to”, metadata 

 

Figure 74: “Access restricted to” 

The field restricts the access to the 

persons and/or groups specified in the 

field. I.e. regardless of the general 

access to the specified record, it is 

only persons/groups specified in this 

field that can view and access the 

record in question.  

The access level continues to apply. In order for a user to view or access the 

record, the user must have both access to the record and be specified in the field 

“Access restricted to”. 

Here you can select one or several types of persons and groups: Security groups, 

units, persons, teams, distribution lists.  

 

Note: Records can only be edited by a person linked to the responsible unit for 

the record or users that have been involved in the record before, e.g. 
supplementary case manager. 

Note: If a user with restricted access is activated (in the user's properties) in 

the field “Access restricted to”, the authority or a unit must be added to the 

field, and access = all.  

 

If this is not done, the access to the record is reduced for the user with 

restricted access.   
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“Case access”, metadata 

 

Figure 75: “Case access” 

F2 can be configured to have a 

checkmark in this metadata field by 

default. 

If there is a checkmark in this field, the access restriction is inherited from case to 

record. This means that if an access restriction is added to the case, it will apply to 

all records in the case. If the case processing is not to be inherited from case to 

record, remove the checkmark from the record. 

Help function for case access 

Next to the field “Case access”, there is a clarifying help function. Hold the mouse 

over the help icon  to understand what case access means. 

 

Figure 76: Help function for case access 

“Case access restricted to”, metadata 

 

Figure 77: “Case access restricted to” 

Content in the field is only displayed if 

the record is on a case where a 

checkmark is put in the field “Case 

access” to the record and the case has 

an access restriction.  

If the three conditions above are met, F2 automatically transfers the units, persons, 

teams and/or security groups from the access restriction of the case to the field 

“Case access restricted to” on the record. 

 

Note: If an access group is added to or removed from the access restriction, it 

is registered who changed it and when. 

 

 Note: It is important to understand that if a user specifies an additional access 

group on a record to which one or several access groups have already been 

linked, this will not reduce the number of users who can see the record, on the 

contrary.  

 

Help icon 

Note: If a user with restricted access is activated (in the user's properties) in 

the field “Case access restricted to”, the authority or a unit must be added to 

the field, and access = all.  

 

If this is not done, the access to the case is reduced for the user with restricted 

access.   

 

 



   

 

Page 55 of 131 

 

“Supplementary case manager”, metadata 

 

Figure 78: “Suppl. case manager” 

Supplementary case manager is a 

permission given to units, teams 

and/or users on the record, thereby 

allocating supplementary responsibility. 

For example, this could be the 

participants responsible for review or 

for delivering input to the task solution. 

Select one or several units, persons and/or teams from “Supplementary case 

manager” to help with case processing. In general, a supplementary case manager 

receives read access to the record in question. 

It is possible to individually change the access of a supplementary case manager. 

To do this, right-click on each party and the specified access level as shown below. 

This access handling can also be configured as a default setting in the user’s 

“Setup”. 

 

Figure 79: Change access permissions for a supplementary case manager 

Distribution lists can also be used like supplementary case manager. 

The field “Suppl. case mgr.” contains the button . This button opens the 

participant register as mentioned before where units and users in the authority can 

be designated as supplementary case manager. 

When users are set as supplementary case managers, they are notified when the 

record is placed in their inbox with the icon . 

“Keyword”, metadata 

 

Figure 80: “Keyword” 

In the keyword field one or several keywords 

are linked to the record. 

Enter the keyword directly in the field and F2 

will help find the desired keyword. 

The keyword is selected by using Enter or double-clicking on the desired keyword. 

This way, the selected keyword is linked to the record. 

If the user does not know/cannot remember the keyword or wants to add several 

keywords to the record, s/he can do so by clicking on . After that, the dialogue 

below opens. 
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Figure 81: The dialogue “Keyword selection” 

On the left side of the dialogue there is a list of all the keywords created in F2 

(centrally for the entire authority). Here, the user finds the desired keyword(s). 

Select several keywords to link to the record by marking one or several keywords in 

the list and then clicking on the arrow to the right. Click on OK to transfer 

keywords to the record. 

“Previous case number”, metadata 

 

Figure 82: “Previous case No.” 
If the record is transferred from another case 

system, this field is automatically filled out with 

the previous case number of the record. The 

field can be filled out manually too.  

Description of menu items in the record ribbon 

Many functions linked to a record can only be enabled in relation to the status of 

the record and the individual user's permissions for a certain record. 

Below is a description of the options and consequences of selected menu items and 

metadata fields. The record window is used as a starting point. 

 

Figure 83: Menu items of the record 

Navigation between the different windows, menu item 

 

Figure 84: Navigation options 

Click on one of these menu items to navigate 

quickly and easily to the main, case and/or record 

windows. The items are enabled when a record 

and/or a case window is opened.  
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Edit record, menu item 

 

Figure 85: “Edit” 

The menu item Edit is active when a record is in view 

mode (i.e. read-only). Click on Edit to put the record 

in edit mode and make it possible to edit the record 

document, the documents attached to the case and 

the metadata fields of the record. 

Save record, menu item 

 

Figure 86: “Save” 

When the record document/the record’s metadata 

fields or any documents attached to the record are 

edited/changed, the changes are saved by clicking on 

Save. 

Cancel, menu item 

 

Figure 87: Cancel changes 

This function is used for undoing all the changes 

made in the record document, the record’s metadata 

fields or the documents attached to the record. 

Delete record, menu item 

 

Figure 88: “Delete” 

Before deleting a record, 

F2 asks the user to 

confirm that the record is 

to be deleted as shown in 

the dialogue on the side.   

Click on Delete to move the record to the list “My 

deleted records” where the user can find the records 

deleted by the user. Read more about “My deleted 

records” in the manual F2 Desktop – Main window, 

section Lists and folders in F2. 

 

Figure 89: Dialogue in connection with record deletion 

The record cannot be deleted if: 

 The user is not authorised to edit the record  

 The record is in edit mode 

 The record contains an annotation which has not been seen yet  

 There is a submission sent on its approval route 

 The record has a record number on a case, i.e.: 

o The record is linked to a case 

o The record is registered. 
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There is also a tooltip for the Delete 

button in the record window ribbon 

which explains why a record cannot be 

deleted.  

Hold the mouse over the Delete button 

to see the tooltip.  

See an example of this to the side.  

 

Figure 90: Example of tooltip for the 
Delete button 

 

 

The rules mean that users can delete most things NOT formally registered on a 

case. However, a user must note that if the user deletes records shared with other 

users, the records will be deleted at their end as well. A user must therefore be 

careful when using “Delete”, because the consequences in F2 may different from 

those in e.g. Outlook. 

Delete permanently 

If you want a record to be deleted permanently, go to the main window and find 

the record to be deleted permanently in “My deleted records”. 

 

Figure 91: “Permanently 
delete record” 

After a record has been deleted, it can be found by 

clicking on the list “My deleted records”. 

Mark the record and right-click on it to open a right-click menu. The function 

“Permanently delete record” appears in the right-click menu. Select this function to 

delete the record permanently. 

The function corresponds to emptying the recycle bin in Windows. When this 

function is selected, the following dialogue will be displayed: 

 

Figure 92: Confirming permanent deletion of record 

Note: There is a corresponding tooltip for the Delete button in the main 

window. 

Note: When deleting a case, it is removed from miscellaneous lists, including 

the “Archive” and “My archive” and can only be found in the list “My deleted 

records”. Here the user can find the records the user has deleted up to 30 days 

after deletion. The period of 30 days is configurable and can be changed based 

on the needs of the individual organisation. 
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Restore record, menu item  

 

Figure 93: “Restore record” 

This menu item is visible only if a record is deleted 

and the record is then opened in the list “My deleted 

records”. Click on Restore record and then confirm 

that you want the record to be restored.  

Archive and close, menu item 

 

Figure 94: “Archive and 
close” 

When a record is archived, F2 helps the user clean up. 

This means that the record is automatically removed 

from the inbox and desktop. 

 

Furthermore, if the user is the record responsible the record can be automatically 

set to “Completed” instead of “In progress”. This means that F2 updates the 

metadata field “Status” for the user. 

Archive a record and the following dialogue will be displayed. 

 

Figure 95: Dialogue “Archive and close” 

Prepare sending, menu item 

 

Figure 96: “Prepare 
sending” 

The menu item “Prepare sending” is used for unfolding 

the email data fields in the case when the record is to 

be sent as email.  

After adding a recipient, the menu item changes 

depending on whether “Send” or “Send secure” is 

selected. Read more about this below.   

Send, menu item 

 

Figure 97: “Send” 

The menu item “Send” is used for sending email 

records (both internally and externally). 
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Send secure, menu item  

 

Figure 98: “Send secure” 

“Send secure” is an add-on module which can be used 

for secure sending of an email record from F2 to the 

recipient. 

It is assumed that the organisation has an agreement 

with a third-party provider to cover the signing and 

encryption of the email records marked by F2 as 

requested in “Send secure”.  

Email records sent securely receive the icon . 

Complete case, menu item 

 

Figure 99: “Set record to 
‘Complete’ status” 

The menu item is used for completing a case. I.e. the 

status of the record changes from “In progress” to 

“Completed”.  

When the record is completed, the menu item 

automatically changes to “Reopen record”. See the 

description below. 

Reopen record, menu item 

 

Figure 100: “Reopen 
record” 

This menu item is used for reopening a case. I.e., the 

status of a record changes from “Completed” to “In 

progress”. This function depends on the configured 

user permissions. 

Add new chat, menu item 

 

Figure 101: “Add new 
chat” 

The chat function is used for communicating and 

collaborating with a record and other F2 users within 

the same authority.  

The chat function can thus be used advantageously for 

asking colleagues questions or getting familiar with, 

for example, the status of a task.  

The use of chat has several advantages compared to sending email records 

internally, among others: 

 The chat can only be viewed by the participants set as chat participants 

 The chat can be deleted from a record 

 The chat makes it possible to edit a record WITHOUT having to send the 

record 
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 Several chats can be created and opened simultaneously in the same record 

 The chat can be advantageously used as reminder if the user is the only one 

participating. This way the user can decorate a record with one or several 

memos which only the user can see.  

Add new chat in the main window ribbon 

When a record in the main window is marked and you click on New chat, a new 

chat is created on the marked record. It is not necessary to open the record first.  

 

Figure 102: Adding a new chat in the main window ribbon 

 

Adding a new chat in the record window ribbon 

If a record opens, a new chat is added to the folder by clicking on Add new chat in 

the record window ribbon. This way, the new chat is added to the record itself.  

 

Figure 103: Add new chat in the record window 

Chat 

Both of the actions above open the following dialogue. 

 

Figure 104: Chat dialogue 

Note: A new chat is tied to a record. I.e., a user can only create a chat via a 

record. 

 

New chat 

Enter name of participant(s) Select participants 
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One or several participants in the case are added by writing their names in the field 

“Select participant” or by clicking on the icon  to the right. 

Clicking on the icon  opens the dialogue “Participant search", from which the 

chat participants are added.   

 

Figure 105: Add/remove participants in the chat via the participant register 

To add a user as chat participant, find the desired user in the participant search. 

Double-click on the user and the user will appear in the list “Chosen participants” at 

the bottom of the dialogue. After that, click on OK and the selected user is now a 

chat participant. 

It is possible to set up a list of users before transferring them to the chat by clicking 

on OK. This way more participants are linked to the chat. 

When chat participants are added to the chat, they appear in the list of participants 

on the right side of the chat.  

Enter a chat message in the message field at the bottom of the dialogue. Send it by 

clicking on the button  or press Ctrl+Enter. The chat conversation is displayed 

at the top, above the write field, as shown below. 

 

Figure 106: Chat conversation 

If the chat recipients have seen the chat, this becomes marked in the chat with the 

help of the icon .  

Chat message field  

Random number 

of chat 
participants 
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Figure 107: Expire chat after 30 days 

The user can configure F2 to delete a 

chat by keeping the checkmark in the 

field “Expires after 30 days without 

new entries”.  

Alternatively, a chat can be deleted by clicking on the button . It is only the 

creator of a chat that can delete the chat itself. Other participants can delete 

themselves or other participants. 

The Seen mark  is used to acknowledge that a chat has been read.  

It is possible to copy all content of the chat by clicking on the icon . 

Chat participants see the chat icon next to the record in a selected list. A chat 

which the user has not seen and where there is a checkmark in “Seen” is displayed 

in the recipient’s inbox with a blue symbol on the chat icon . 

 

The chat function is used for chatting with other F2 users within the same 

authority.  

 

The advantage is that the chat is only visible to participants and can be deleted 

from the record, and that there is NO need to send the record (where after 

documents cannot be edited any more). 

 

Access chats 

The icon  is displayed if there is an unread chat on a record. Read the chat by 

holding the mouse above the speech balloon as shown below.   

Note: When a chat is sent to one 

or several chat participants, it is 

sent to the chat recipient’s inbox 

where it remains until the recipient 

logs into F2 and opens it.  

Using the icon to the left of a chat 

participant, it is possible to tell 

whether this chat participant is 

online, offline or “away”. 
 

Figure 108: Online/offline chat participants 

 

 

Note: Internally amongst F2’s users the function can be advantageously used 

for cooperation associated with the same record. This may involve brief 

questions to the attached documents or less formal orientation about the status 

of a task. 

 

Note: The chat is used regardless of whether chat recipients are logged into F2 

or not. If the chat recipient is not logged into F2, the chat simply remains in the 
chat recipient’s inbox until the chat recipient logs into F2.  
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Figure 109: Mouse-over view of chat messages 

It is also possible to open the chat without having to open the record first. This 

way, you open only the chat. This is done by double-clicking on the chat icon .  

If the record to which the chat is added is to be opened, click on the icon  to 

open the record.  

If there already are existing chats on the record, you can find them on the right 

side, above the document selector.  

 

Figure 110: Chat location in the record window 

Chats can also be accessed from the preview in the main window as shown below.  

Chat icon 

on a 
record 
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Figure 111: Access chats from the preview in the main window 

New note, menu item 

 

Figure 112: “New note” 

A new note functions as a new chat. However, unlike 

the chat, the note is not automatically removed after 

30 days. 

Another major difference between a chat and a note 

is that the note is available to all F2 users who can 

see the record.  

The note is therefore used advantageously for sending a message or announcing 

something all users need to know.   

 

Figure 113: A note 

If a recipient is specified in the note dialogue, the note creator believes that the 

recipient is in particular need to gain insight into the note. In that case, the note 

recipient will receive the note in his/her inbox as in the case of a new chat.  

 

If the record already contains notes, these are found to the right of the record, 

above the document selector.  

Chat 

Note: A special privilege is required to delete notes. 
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Access notes 

If a recipient is set on a note, it is located unread on the record in the note 

recipient’s inbox with the icon . Read the note by holding the mouse above the 

icon as shown below. 

 

Figure 114: Mouse-over view of note messages 

Open the note without opening the record first by double-clicking on the note icon 

.  

If the record to which the note is linked is to be opened, click on the icon  in the 

right corner of the dialogue to open the record.  

If notes on the record already exist, these are found to the right, above the 

document selector.  

 

Figure 115: Note location in the record window 

Notes can also be accessed from the preview in the main window as shown below.  

 

Figure 116: Access notes from the preview in the main window 

Note 
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New annotation, menu item 

 

Figure 117: “New 
annotation” 

An annotation is a way of writing a formal comment 

with “a pen” on a record. This function is usually used 

when senior employees certify employee records or 

when employees wish to add formal information to a 

certain record. 

A new annotation is created by clicking on New annotation and the dialogue 

below opens. 

 
 

Figure 118: Dialogue “New annotation” 

The annotation types (see the field “Annotations”) in the dialogue are configurable 

and maintained by a system administrator. The content of the dialogue can 

therefore vary from installation to installation. 

Formulate specific annotation text in the text field. Put a checkmark in one or 

several annotation types. Save the annotation by clicking on OK. 

The annotation can be viewed by all users who can see the record. An annotation 

cannot be communicated to a user as opposed to a chat or a note. 

The annotation is of formal nature and cannot be deleted from the record. If an 

organisation is to periodically deliver documents to the National Archives, 

annotations will be included in the delivery. 

Access annotation 

The icon  is displayed if there is an unread annotation on a record. Read the 

annotation by holding the mouse above the speech balloon as shown below.   
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Figure 119: Mouse-over view of the annotation 

It is also possible to open the annotation without having to open the record first. 

This way, you open only the annotation. This is done by double-clicking on the 

annotation icon .  

Annotations can also be accessed from the preview in the main window as shown 

below.  

 

Figure 120: Access annotations from the preview in the main window 

New request, menu item 

 

Figure 121: “New request” 

The function “New request” is used for creating a 

formal request to another user to carry out a task. 

Using the built-in functionalities of the request, the 

requesting participant can follow the execution of a 

certain request. Furthermore, a requesting 

participant has the power to assess and determine 

whether an order has been executed as desired. 

“Add new request” on the record makes it possible to add several requests in the 

same record independently of one another. 

Internal, external and group requests can be made. Both external requests and 

group requests are add-on modules supporting, respectively: 

 Group request: Between F2 authorities on one and the same F2 installation 

 External requests Between two independent F2 installations. 

For information about requests, please see F2 Request – User manual. 

Unseen 

annotation 

Annotation 

preview 



   

 

Page 69 of 131 

 

New record, menu item 

 

Figure 122: “New record” 

The menu item “New record” has five sub-menus 

each of which generally generate a new record. 

Depending on the selected menu item, the format of 

the document and its meta data are tailored to the 

selected item: 

 New record 

 New email 

 New document 

 New submission 

 New approval (if the add-on module F2 

Approvals has been purchased)  

The individual items are reviewed under menu items below. 

New record, sub-menu item 

 

Figure 123: “New record” 

When the function “New record” is selected, the 

dialogue below containing information about the new 

record appears, after which the record window with the 

new record can be opened. 

The function “New record” is the same as the one in 

the main window. 

 

Figure 124: Create new record 

The following information has to be specified in connection with creating a case: 

 Title: The title of the record. Specifying a title is mandatory. 

 Case: If a user has designated a record in the results list, clicking on New 

record allows the user to link the new record to the same case as the one to 

which the designated record belongs. 
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It is possible to add the record to an existing case or create a new case in 

the case field just as this is done in the record window. 

Finally, the user can also choose to assign a case number to the record at a 

later time. 

 Use case number: If you put a checkmark in this field, the case number is 

automatically inserted on the case to which the record belongs and which 

was designated in the results list when the user clicked on New record.  

 

 “Record attachments”: It is selected in this group whether to attach one 

or several records to the new record. 

o “Do not attach”: No records are attached to the new record. 

o “Include attachments from the current record”: If a user has 

marked a record with attached documents in the results list or in the 

record window and clicks on the function “Include attachments from 

the current record”, the record’s original attachments are copied to 

the new record. 

o “Attach a copy of the current record”: If a user has marked 

several records in the results list, the user has the option to attach 

the records in question as record appendices to the new record. A 

record appendix consists of the documents to the attached record as 

well as of a PDF document describing the metadata of the attached 

record. 

o “Attach current record as PDF”: If a user has already marked 

several records in the results list, the user has the option to attach 

PDF documents containing metadata about the records in question. 

 “Relate the new record to the current record”: If a checkmark is put in 

this field, F2 automatically creates a relation between the original (i.e. if the 

user has already marked a record) and the new record, which can be 

displayed later under relations between records. 

Note: If the case number is deleted manually in the case field, the 

checkmark in the field “Use case number” is removed automatically.  
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New email, sub-menu item 

 

Figure 125: “New email” 

If a user knows in advance that an email record must 

be sent, the function “New email” can be used.  

This way a new record is created. The record creator is 

inserted as sender and the record is opened with the 

email metadata unfolded. See section As email. 

 

New document, sub-menu item 

 

Figure 126: “New 
document” 

Click on New document to open a dialogue with 

document templates as shown below. This way a user 

can create a new record with the selected document 

template as basis for a document attached to the 

record. 

The record opens in the background whereas the 

document itself is opened so that the user can start 

editing the document immediately. 

 

Select a document template to work with from the templates below. 

 

Figure 127: Select document template when creating a new document 

Note: The newly created record receives the same 

title as the document when the document was 
created. 
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New submission, sub-menu item 

 

Figure 128: “New 
submission” 

As in the main item, on a certain record a user can go 

directly to the menu item “New record” and open a 

“New submission”. 

The submission is an add-on module for F2. 

The advantage of opening a “New submission” directly 

from a record, where the material the submission is to 

process is located, is that a user can attach any 

relevant documents directly in the submission's open 

window to the case the user is in when opening the 

submission. 

See dialogue “New submission” below.  

 

Figure 129: Creating a new submission 

As shown above, this dialogue corresponds to the dialogue for creating a new 

record with the same options. The options are described in detail in section New 

record, sub-menu item. 
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New approval, sub-menu item 

 

Figure 130: “New approval” 

As in the main item, on a certain record 

a user can go directly to the menu item 

“New record” and open a “New 

approval”. 

The approval is an add-on module for 

F2. For a detailed description see F2 

Approvals – User manual.  

Click on New approval to create a 

new record with approval. The user can 

copy a material from the record the 

user was in when it was clicked on 

New approval to the new record with 

approval.  

See the dialogue below. 

 

Figure 131: Create new approval 

As shown above, this dialogue corresponds to the dialogue for creating a new 

record with the same options. The options are described in detail in section New 

record, sub-menu item. 

See F2 Approvals – User manual for additional information about “Approval 

template” in connection with creating approvals.  
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New approval, menu item 

 

Figure 132: “New 
approval” 

F2 Approvals is an add-on module for F2, which meets 

the need of creating and implementing approvals of 

produced materials. 

Unlike the submission module, the approval module 

ensures a very flexible approval process. For example, 

the approval module allows an unlimited number of 

approvers regardless of the organisational level. 

For a detailed description of approval module, please refer to F2 Approvals – User 

manual. 

Show all fields, menu item 

 

 

Figure 133: “Show all 
fields” 

The type of record you wish to display is defined here. 

The record is unfolded based on what each user has 

selected in his/her personal setup.  

A record is opened as a standard record with the 

desired metadata fields using one of the following 

options:  

1) Standard metadata fields 

2) With extended metadata fields (advanced) 

3) Email metadata fields 

4) Standard metadata fields, extended metadata 

fields and email metadata fields 

Depending on the personal setup, the record view can always be changed by 

clicking on the down arrow in the menu item “Show all fields” and selecting the 

desired view in the drop down-menu.  

 

Me - personal management, menu item 

 

Figure 134: Personal 
management 

Each F2 user has several personal record management 

options.  

 Where the user wishes a certain record to be 

placed (“My Inbox”/“My Desktop”)  

 If the user wishes to set a control flag on a 

certain record 

 If the user wishes to set a deadline on a certain 

record 

Note: Use the Ctrl + L shortcut to open and respectively close all metadata 
fields on the record simultaneously.   
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The personal management options are reviewed in detail in connection with the 

description of the main window. 

Unit - unit management, menu item  

 

Figure 135: Unit 
management 

Each F2 user has several options for record 

management on unit level.  

 Where the user wishes a certain record to be 

placed for the unit (“Unit Inbox”/“Unit Desktop”. 

 If the user wishes to set a flag on a certain 

record. 

 If the user wishes to set a deadline on a certain 

record for the unit. 

The options in connection with the use of unit management are reviewed in detail in 

connection with the description of the main window. 

Print, menu item 

 

Figure 136: “Print” 

Two types of printing are possible on record level:  

 “Print record document”: 

Select this print method to print the record 

document itself, including the metadata entered 

and the text in the record document. 

 “Print attachments”: 

Use this option to print the attachments to the 

record. Click on a relevant attachment to enable 

this menu item. After that, it is possible to print 

the attachment.  

Document management 

The options relating to attaching and managing documents on a record are 

reviewed below. 

 

Figure 137: Document management on records 

The bottom pane of the record constitutes “The record document” itself. This area is 

used for writing, e.g. what a record is about, draft, reminder list etc. 

If a record is created based on an imported email, the title of the record document 

will be taken from the email subject field. 
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In addition, a record can contain one or several attached documents, such as Word, 

Excel and PowerPoint documents. Besides the documents, one or several additional 

records can be attached.  

When a record is attached as appendix to an existing record, you can select among 

three formats:  

1) “Include attachments from the current record” 

2) “Attach a copy of the current record” 

3) “Attach current record as PDF”. 

If “Include attachments from the current record” is selected, a new record 

with a copy of the attachments will be created from the record the user is in when 

“New record” is selected. 

If “Attach a copy of the current record” is selected, the record and its original 

attachments will be enclosed to the new record. 

If “Attach current record as PDF” is selected, a PDF document describing the 

metadata for the selected record and containing PDF versions of the enclosed 

record attachments (corresponding to the PDF file displayed when clicking on 

Create record as PDF) will be attached. 

An attached record is displayed in the document selector as a line that can be 

“unfolded” to a list of documents. 

The figure below shows the list of documents for a record where documents are 

attached. 

 

Figure 138: Records as attachments to a record 

It is possible to drag a document to another location above or below another 

attached document in the document selector. This is particularly important when 

you want to print the consolidated record as PDF, where the order of attachments 

can be important. 

If a record contains several attached documents, click on Expand documents. 

This way, the document selector is expanded and a complete list of the attached 

documents is displayed.  
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Figure 139: Expand documents 

 

Figure 140: Minimise documents 

Attachment, menu item 

The menu item “Attachment” offers the following ways to attach documents to a 

record: 

 

Figure 141: Attachment menu 

 Attach from template  

 Attach document (from F2) 

 Attach records  

 Import file 

 Include original documents  

 

The individual sub-menu items are reviewed below.  

Expand the document area 

Minimise the document 

area 
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Attach from template, sub-menu item 

 

Figure 142: “Attach from 
template” 

This function makes it possible to create new Office 

documents directly on the record. The advantage of 

doing so is that you work with the record as a 

starting point and F2 keeps track of the Office 

document for the user. 

Select the function to open the dialogue with 

available document templates and select the relevant 

document template. 

As evident from the screenshot below, document 

templates are divided into common, unit and private 

document templates.  

All users can create their own document templates. Unit and common document 

templates are created by users with a role of the type “Business administrator” 

and/or “Administrator”. 

Select the desired document template in the dialogue “New document”. Specify a 

title for the document and click on OK. After that Word opens the selected 

document template. Users can now work in Word as they would have done if the 

document had been opened from a computer. 

 
 

 

Figure 143: Select document template 

 

Note: It is important to specify a document title which clearly shows what the 
document is about. 

Note: The document is also connected to the record. Therefore, the user 

simply needs to write in Word and close the document once the draft is written. 
F2 automatically saves the document on the record. 
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Figure 144: Documents are written directly in Office 

 

 

Attach document (from F2), sub-menu item  

 

Figure 146: Dialogue “Choose documents” 

 

Figure 145: “Attach document 
from F2” 

The menu item Attach document allows the user 

to find and copy attached files from other records in 

F2 to the current record. 

Click on Attach document to open the dialogue 

“Choose documents” as shown below. This dialogue 

offers search options in all lists of the main window. 

Note: It is the local computer setup that determines which program will be 

opened when a file type is selected. 

Note: If Word stops working for some reason, F2 will save the current versions 

so that the user will not lose any text or changes. 
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If a document is to be attached to the current record, designate and double-click on 

the relevant document in the preview, as shown above. The current document is 

copied and attached to the current record immediately.  

If several documents are to be attached to the current record, click on Add 

document(s) in the search window ribbon. This way the user can designate and 

attach several documents from several different records in one and the same 

procedure. The designated documents are placed in the search window ribbon as 

shown below. Once the desired documents have been designated, click on OK and 

the documents will be copied and attached to the current record.  

 

Figure 147: Designated documents 

If, nonetheless, a designated document is not to be copied and attached to the 

record, click on  next to the name of the document in the search window ribbon 

to remove the document. 

If, nonetheless, none of the designated documents in the search window ribbon are 

to be copied and attached to the record, click on  and all designated documents 

will be removed.  

 

Mark several documents and copy them together to a record 

It is also possible to copy several documents to a record by marking one or several 

documents in the main window in order to then drag them to the record.  

Open F2’s main window and the record to which the document is to be copied and 

place them side by side on a screen, as shown below.  

Then click on a list, e.g. “My inbox” to the left of the main window and then click on 

Documents to display all documents in the results list.  

Click on OK to copy 

and attach the 

designated 

documents to the 
record. 

Click on Add 

documents when 

several documents 
are to be 

designated 
Designated 
documents 

Click on a document 

to see the preview 

Remove all 

designated 
documents 

Note: It is also possible to attach record documents from other records but the 
attached record documents CANNOT be edited. 
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Mark the document or documents to be copied to a record and then drag the 

documents from the main window to the record using the mouse as shown below.  

Release the mouse in the document selector, and the documents are hereby copied 

to the record.  

 

Figure 148: Copy documents from main window to record 

Attach record, sub-menu item 

 

Figure 149: “Attach record” 

This function allows you to add records as 

attachments to a record. 

The function opens the dialogue below in which one 

or several records are selected as attachments. 

After that, click on OK to transfer the selected 

records with their attachments to the current 

record. 

Below is the search window that opens when records are to be attached to a 

current record. The structure of the search window and attachment are as 

described above in section Attach document (from F2), sub-menu item. The only 

difference is that after designating the records, you have to choose an attachment 

format, i.e. whether the copies are to be “Record attachments” or “PDF”.  

Click on a 

certain list 

Mark one or several 
documents 

Display the results list 
as documents 

Release the marked documents in the 
document selector 
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Figure 150: Select attachment format  

If “Record attachments” is selected, the record will be attached as a record 

attachment. A record attachment contains the record document, an overview of the 

record's metadata in PDF version as well as all the record’s attached documents in 

original format. See section Attached records in the document selector for more 

information about what an attached record looks like.  

If “PDF” is selected, a consolidated PDF version of the record, which contains the 

record’s metadata, the record document and the record’s attached documents, is 

attached.   

Attach the selected records by clicking on OK. 

Import file, sub-menu item 

 

Figure 151: “Import file” 

This function makes it possible to find and attach 

documents from several different external media 

such as user PC, USB flash drive, DVD etc. 

 Click on Import file and Windows will open 

File Explorer. Select the file you wish to 

import to F2 here.  

 

File import using the F2 folder “F2 for archiving” 

The first time F2 is installed on the client, F2 generates two folders on the computer 

desktop. The names of these two folders can be, e.g. “F2 for archiving” and “F2 

check-out”. Drag a file from File Explorer to the folder “F2 for archiving” to 

automatically transfer the file to F2. A record containing the transferred file is 

created on F2’s desktop.  

Select attachment format 

Note: Folders cannot be transferred to F2, only their content (files) can. 
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Include original documents, sub-menu item 

 

Figure 152: “Include original 
documents” 

Include original documents is active if the email 

record has been created as a reply record to 

another record. 

This menu item provides a fast and easy way to 

attach all documents, which are attached to a 

record to which the record in question is a reply.  

 

Attached records in the document selector 

As already mentioned, several records 

can be placed on a record. However, it is 

not possible to attach a record under a 

record which has already been added to 

the current record. 

As seen to the right, Record attachment 

ID no. 348 has been added to the 

current record. Record appendix ID no. 

348 contains several files: 

 

 

Figure 153: Attached records 

 

Figure 154: Overwrite original document 

Attached records are displayed in the 

document selector with a folder icon 

and an ID reference. 

The attached record is a copy of the 

original.  

To make corrections to the original 

appendices of an attached record, 

right-click on the document and select 

“Overwrite original”.  

F2 has the following record attachment 

restrictions: 

F2 supports max. 2 levels of 

"attachment to attachment”. If the user 

tries to attach additional levels to 

records of a record, the user will 

receive a notification. 

Click on OK to the message and record A will be placed on the new record D, but 

without record A’s record attachments. 
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If the format “PDF” is selected instead, record A will be attached as an appendix to 

another record. The PDF file contains metadata and PDF versions of A’s record 

attachments but in PDF: 

An email record can contain other email records as attachments, which in turn can 

contain attached email records or documents. When such an email is imported to 

F2, all attachments are created as documents on the record, i.e. the structure of 

email is not reflected in F2. 

Attached documents in the document selector 

 

Figure 155: Attached documents 

The icon of an attached document depends on the user’s installed programs. F2 

always shows the icon of the program, which is the default program for a certain 

file type on the user’s computer. 

Right-click menu on an attached document 

If a record contains attached documents, right-click on the document to open a 

right-click menu as shown below:  

 

Figure 156: The right-click menu of an attached document 

The following explains the individual functions of the right-click menu. 
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Function Purpose 

 

This function is active when the record is in edit mode, 

and the user has write access. The function opens the 

attached file in the editing program, i.e. Word, Excel or 

PowerPoint. 

Write, save and close the file in the editing program. 

When closed, the document is automatically updated on 

the record. 

 

This function opens the document as a PDF file. 

 

This function opens the attached file in the editing 

program, i.e. Word, Excel or PowerPoint. The document 

is in read-only mode. Therefore the user cannot update 

the document using this function. 

 

The function opens a Windows window, which makes it 

possible to place the document on a local computer. 

 

This function opens File Explorer and allows the user to 

replace the attached document with another document. 

 

The function makes it possible to check an attached 

document out of F2 to a local computer and continue 

working outside F2 in order to later check the document 

in again. This function is used when working offline with 

documents.  

The procedure is as follows: 

 “Check out” is enabled via the right-click menu of 

an attached document, which requires the record 

to be in edit mode. 

 “Check out” adds the document in the folder 

desktop/cBrain F2/Check out/{RecordID}/. 

 Documents that have been checked out have a 

padlock symbol in the document selector. In other 

words, the documents are temporarily locked in 

F2.  

 If a user tries to edit a document that has been 

checked out by another user, F2 blocks the editing 

and shows an error message. 

 If the user right-clicks on a document that has 

been checked out in the document selector, the 

user can click on Check in in the menu if the 

document has been checked out. Otherwise, the 

user can select Cancel check out. 

a. Selecting Cancel check out removes the 

other user’s option to check in the document 
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Function Purpose 

again. On the other hand, the user can now 

edit the document. 

b. When a document is checked in again, F2 

looks for the file in the folder: 

desktop/cBrain F2/Check out/{RecordID}/ 

and updates the document on the record 

with the corrections. 

The difference between “Export file” and “Check out” is 

that: 

 In the case of “Export file” the user selects 

where the document is to be placed on the local 

computer and F2 does NOT keep track that the 

document has been copied out of F2. 

 In the case of “Check out”, the document is 

copied to a specific F2 Windows folder with the 

same name as the record ID under the folder 

“cBrain F2-Check out” and F2 keeps track that the 

document has been checked out. 

 
The function deletes the attached document on the 

record. 

It is not possible to delete a document if the user is 

allowed to edit the record and the record is not locked. 

 
The function makes it possible to upload a PDF file as 

PDF version of the attached document. This option is 

usually used when an original document is access-

protected but a PDF version which everyone can see and 

which provides some information about the content of 

the document is still necessary. 

 
The function makes it possible to force the system to 

create a new PDF version of the document. This can be 

required when the current PDF version does not look as 

expected. 

 

 

This function opens the dialogue below and shows the 

properties of the document. 
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Function Purpose 

 

Figure 157: “Document properties” 

The document title and information about the archiving 

method and archive location are displayed here. 

In the field “Archiving type” state whether the document 

is archived only electronically and thereby 100% archived 

in F2 or whether parts of the document (or possibly the 

whole content) is physically archived. For example, this 

may be the case when receiving big hardback books or 

very large-format maps not suitable for scanning.  

The options are “Fully or partly digital”, “Paper” and "Not 

relevant”. 

For documents with archiving method “Fully or partly 

digital” and “Paper”, the user can specify in the field 

“Archive location” where the document can be found, e.g. 

“Archive, shelving unit 4, shelf 3, place 5”. 

The field “Size” specifies the size of the document. 

 

Figure 158: Document properties, PDF version 

The tab “PDF version” shows information about the PDF 

version of the attached document. 

Here you can see whether the PDF version is created by 

the system or if a version has been uploaded by a user, 

when the PDF version is created as well as the status of 

the PDF generation of the attached document.  
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Function Purpose 

 Copies a link to the relevant document and places it in 

Windows’ Clipboard. 

You can insert the link in a record, chat etc. by pressing 

Ctrl+V or right-clicking and “Insert”. The link is displayed 

as the document name and clicking on the link opens the 

record with the document in question. 
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Create record as PDF, menu item 

 

Figure 159: “Create record 

as PDF” 

Click on the down arrow on the menu item Create 

record as PDF to open a sub-menu with two menu 

items Create record as PDF and Adjust combined 

record. 

Below is a description of how these functions work in 

F2. 

Create record as PDF, sub-menu item 

 

Figure 160: “Create record 
as PDF” 

Click on Create record as PDF and F2 will generate 

a consolidated PDF file which contains a standard 

front page, the record document as well as the 

documents attached to the record. 

The generated PDF file has a header on each page 

containing the name and number of the record and 

attachment. 

The generated PDF file mentioned below shows the 

first page of the consolidated PD file. 

 

Figure 161: Example of a record displayed as PDF file 
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Adjust combined record, sub-menu item 

 

Figure 162: “Adjust 
combined record” 

Click on “Adjust combined record” if you do not 

want to attach all documents.  

This function opens the dialogue “Settings for the 

combined record PDF”, as shown below. Here, select 

the documents to be included in the combined PDF file 

and whether to include a document header on every 

page. 

This way, a combined record is generated as PDF file 

based on the user’s specific needs and requirements.  

 

Figure 163: Dialogue “Settings for the combined record PDF” 

Copy record, menu item 

 

Figure 164: Menu item 
“Copy record” 

The menu item “Copy record” contains three menu 

items: 

1) Copy record 

2) Copy to another case 

3) Merge to case parties 

The individual sub-menu items are reviewed below. 
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Copy record, sub-menu item 

 

Figure 165: “Copy record” 

When a user has opened a record, a new record is 

created as a copy of the record the user has opened 

by clicking on Copy record.  

Select whether the user should copy the documents 

of the existing record to the new record or if the user 

should only copy metadata from the record.  

Below you can see the options available when 

selecting Copy record. 

 

Figure 166: Creating a new record in connection with “Copy record” 

As evident from the dialogue above, several options are available in connection with 

copying an existing record:  

 The record can be placed on a specific case. If the original record is already 

placed on a case, F2 will highlight the case number in the dialogue. 

 By default, there is a checkmark in the field “Include attachments from the 

current record”. This means that all attachments of the original record will be 

copied to the new record. 

 If you do not want to copy the attachments of the original document to the 

new record, put a checkmark in “Do not attach”. 

 In addition, by default, there is a checkmark in “Copy metadata”. It is 

exactly because a copy of the original record needs to be copied that 

metadata also has to be copied to the new record. 

 If you put a checkmark in the field “Relate the new record to the current 

record”, the new record will be connected to the original record and it will be 

possible to see the relation in section Related records, menu item. 
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Copy to another case, sub-menu item 

 

Figure 167: “Copy to 
another case” 

The sub-menu item “Copy to another case” is a fast 

way of copying a record to another record. 

There is the option to choose among several different 

versions of the record, whether to copy metadata 

together with the record, or whether to create a 

relation. 

Click on Copy to another case to copy and add the 

consolidated file with metadata and record 

attachments to a new case, selected by the user. See 

below. 

 

Figure 168: Dialogue “Copy to another case” 

In this dialogue select the case in which the record copy is to be placed. 

Merge to case parties, sub-menu items 

 

Figure 169: “Merge to case 
parties” 

Merge to case party is an add-on module to F2 and 

the sub-menu item will appear only if this module has 

been installed. 

When merging, a document from a template is added 

to a record. This template contains one or several 

merge codes which, depending on the code design, 

retrieve information from the participant register, 

metadata or the phrase archive.  

This way it is possible to merge standard templates to the participants identified by 

a certain case. Find out more about this in F2 Merge module - User manual. 

Copy link to this record, menu item 

Under the menu item Copy link to this record it is possible to link records with 

each other. This applies both to linking record titles and record IDs. 
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Copy link to this record, sub-menu item 

 

Figure 170: “Copy link to 
this record” 

The sub-menu item Copy link to this record is used 

for creating a link to the current record, which can then 

be added to another record to which the user wishes 

the link to be related.  

 

Copy record ID, sub-menu item 

 

Figure 171: “Copy 
record ID” 

Click on Copy record ID to copy the record ID of the 

current record and then insert it on another record. This 

way the two records are linked. 

 

cSearch, menu item 

 

Figure 172: “cSearch” 

cSearch is an extended intelligent search engine for 

general F2 search functions. cSearch is an add-on 

module. 

Description of the ribbon in record tab “Advanced” 

The record contains the tab “Advanced” where you can find several menu and sub-

menu items for handling individual cases. When a menu item will become active 

depends partly on which role the person opening the case has in F2 and partly on 

the status of the record. For example, the active menu items of an email record are 

different from the ones of a record. 

Furthermore, active menu items also depend on the status of the record and the 

access set on it. 

Below is a review of the individual menu items in the tab “Advanced”. 

  

Note: There may not be several F2 installations 

open and a record may not be in edit mode when 

you click on the link. 

 

Note: It is not possible to copy links to received 

emails because they are locked for record updating. 

If you would like to add a link to a received email, do 

this by adding the link in a note to the email. 
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Navigation between the different windows, menu item 

 

Figure 173: Navigation 

options 

In all windows it is possible to quickly and easily 

navigate to the main, case or record windows. The 

menu items are active if a case or a record is open.  

Edit record, menu item 

 

Figure 174: “Edit” 

The menu item Edit is active when a record is in view 

mode (i.e. read-only). Click on Edit to put the record 

in edit mode and make it possible to edit the record 

document, the documents attached to the case and 

the metadata fields of the record. 

Save record, menu item 

 

Figure 175: “Save” 

When changes are made to the record, the metadata 

of the record or attached documents, these changes 

are saved in F2 by clicking on Save. 

Cancel menu item 

 

Figure 176: Cancel changes 

This function is used for undoing all the changes 

made in the record, the record’s metadata or the 

documents attached to the record. It is active only if 

corrections are made to the record and they have not 

been saved yet. 

Delete record, menu item 

 

 

Figure 177: “Delete” 

Click on Delete to move the record to the list “My 

deleted records” where the user can find the records 

s/he has deleted. Read more about “My deleted 

records” in the manual F2 Desktop – Main window 

and search functions, in section Lists and folders in 

F2. 

Before deleting a record, F2 asks the user to confirm 

that the record is to be deleted as shown in the 

dialogue below.   
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Figure 178: Dialogue in connection with record deletion 

Email type, menu item 

 

Figure 179: Menu item “Email type” 

The type of record you wish to display 

is defined here.  

  

Record, sub-menu item 

 

Figure 180: Sub-menu item “Record” 

Select “Record” to open the record as a 

standard record with the desired 

metadata fields (either standard 

metadata fields or advanced metadata 

fields).  

Based on what each user has selected 

in his/her personal setup the record is 

unfolded either as standard or as 

extended with all metadata fields. 
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Email sub-menu item 

 

Figure 181: Sub-menu item “Email” 

This option shows the record with email 

data fields as well as the metadata 

fields of the record either as standard 

or as extended with all metadata fields. 

 

Remote printing, sub-menu item 

 

Figure 182: Sub-menu 
item “Remote printing” 

F2 Remote Printing is an add-on module for F2 which 

allows public authorities to send electronic mail from 

F2 to citizens and companies via the remote printing 

provider.  

The remote printing provider which handles the 

electronic mail of public authorities is responsible for 

delivering the message electronically or physically. In 

other words, the sender does not have to decide 

whether the recipient is to be notified via digital 

mailbox or not. 

If the recipient does not have a registered digital 

mailbox, the remote printing provider prints, envelopes 

and sends the notice to the recipient’s physical 

address. This takes place without the sender's 

involvement, which saves the sender time.  

The record and remote printing view are as shown below with several metadata 

fields.  

 

Figure 183: Record view with remote printing 

In order to send electronic mail via F2 Remote Printing, a CPR number or a CVR 

number has to be linked to the recipient in F2. 
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If, on the other hand, the sender decides to use a physical letter instead, an 

address has to be linked to the recipient in F2. This is so because it is the physical 

address that is merged into the main document if the message is sent physically. 

Digital Mail, sub-menu item 

 

Figure 184: Sub-menu item 
”Digital Mail” 

Public authorities are required by law to be able 

to deliver electronic mail to citizens and 

companies via a digital mailbox. 

F2 Digital Mail is an add-on module for F2, which 

offers integration between F2 and Digital Mail so 

that it is possible to send and receive mail from 

public authorities via e-Boks in F2.  

F2 Digital Mail is an integration component which not only saves authorities’ and 

companies’ money, but also frees up time for case processing. F2 Digital Mail can 

be used by all users and is generally as simple as sending an email record from F2.  

In order to use digital mailbox via e-Boks in F2, the recipient must have a CPR or 

CVR number and F2 (the participant register) must know this number.  

F2 Digital Mail integrates with the e-Box of authorities, companies and citizens. If 

electronic mail is received via e-Boks, it is automatically transferred to F2.  

 

Figure 185: Record view in connection with Digital Mail 
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Move record, menu item 

 

Figure 186: “Move 
record” 

The menu item “Move record” contains three menu 

items: 

1) Move to archive 

2) Move to private 

3) Move to library 

The individual sub-menu items are reviewed below.  

Move to archive, sub-menu item 

 

Figure 187: “Move to 
archive” 

The sub-menu item “Move to archive” is active if there is 

a record in “My private records” and the user wants to 

move it to the common archive. 

Move to private, sub-menu item 

 

Figure 188: “Move to 
private” 

Click on Move to private to move a record to “My 

private records” provided that access to the record = 

involved, thereby making the record private. Moving a 

record to “My private records” corresponds to setting 

the security group “Me” for the record so that only the 

user can access it.  

See also the description in the manual F2 Desktop – 

Main window in section Misc. lists. 

Below is a list of several conditions which make it impossible to move a record to 

the list “My private records”. 

A record cannot be moved to the list “My private records” when it: 

 Is shared with other F2 users 

 Is sent as an email record 

 Is communicated via chat and/or note 

 Is placed on a case 

 Has access = unit or all 

 Is allocated to another person 

 Has a supplementary case manager. 

If F2 allows moving a record to “My private records”, the record is moved from the 

big archive (“Archive”) to the list “My private records” in the main menu. In this 
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connection, the dialogue below is displayed so that the user can confirm that the 

record is to be made private. 

 

Figure 189: Confirm moving to private 

As already described, it is possible to move a record from “My private records” back 

to the “Archive”. 

Move to library 

 

Figure 190: “Move record 

to library” 

The sub-menu item “Move to library” is used for 

moving a record to the library.  

 

Please note that the list “Library” is a common archive for all F2 users so if a record 

has access “All” in the library, all users in the authority can see it. There are several 

pre-conditions that have to be met in order to make it possible to move a record to 

the library. 

An existing record can only be moved to the list “Library” if there is no participant 

involved in the record, i.e. the record has access = Involved and it is not shared 

with other users in F2.  

When a record is moved to the library, it can be edited as usual. It is possible to 

change the access and changes can also be made to documents, metadata etc.  

If an existing record is on a case, a copy of the record on the case will be created 

when the record is moved to “Library”. 

 

Add to meeting, menu item 

 

Figure 191: “Add to 
meeting” 

The menu item “Add to meeting” makes it possible to 

add a record to a specific meeting. 

Note: The status of a record moved to the library 

does not change automatically. If access = 

involved, access = involved in the library. This way, 

only the users involved can see the record in the 

library. 

 

Note: It is always possible to create records directly in the library by going to 
the library and clicking on New record.  
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F2 Meetings is an add-on module which facilitates the entire meeting process from 

drawing up the agenda, to managing the meeting materials and sending the 

minutes. Find out more in F2 Meeting – User Manual. 

Open in calendar, menu item 

 

Figure 192: “Open in 

calendar” 

The function is active if the record marked by a user is 

a calendar invitation. 

Click on Open calendar to open the invitation itself in 

Outlook Web Calendar. 

Assign as reply, menu item 

 

Figure 193: “Assign as 
reply” 

In certain situations, it is appropriate to link a specific 

record as reply to a previously received email. 

The menu item “Assign as reply” allows just that. 

Click on Assign as reply to open F2’s main window to choose from the available 

records.  

Setup functions in connection with “Send email” 

The following three items deal with how an email record is to be sent. These menu 

items are all items every user can configure in his/her personal setup under 

“Settings”. Regardless of the personal setup, these settings can be changed in 

connection with sending an email record. 

 

Figure 194: Processing in 
connection with send record 

 Clean up when sending: 

Put a checkmark in the field and the 

record will be deleted from “My inbox”, 

thereby automatically changing the record 

status from “In progress” to “Completed”. 

 Confirm clean up: Clean up activities are 

displayed to the user, who can change 

them in connection with send. 

 Physical mail: Pinpoint to F2 that the current email record is not sent as 

email but as physical mail and the sender has the option to set a letter date 

on the record. 

Case help, menu item  

As already mentioned, “Case help” is configured in connection with the F2 setup. 

Case help can often be derived from the company’s governance model/guidelines. 

This means that if “Case help” is configured, it can support the rules and guidelines 

of the organisation as to how it wishes case processing to be handled. 

Normally, case help is generally connected to an F2 installation but this does not 

prevent a user from turning off case help for a certain record. 
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Depending on the F2 setup, the proposals for handling records offered by case help 

can be optional or mandatory.  

 

 

 

 

Figure 195: “Case help” 

Case help is configured in connection with the setup of 

F2 and facilitates the organisation and F2 users in 

complying with certain established governance rules 

(rules which must be used in F2 as per the decision of 

the management of the organisation). 

The figure below illustrates an example of how F2 can support the user when an 

email record is sent from F2. In the example, the management has decided that 

when sending an email record out of the premises, it must be registered, the letter 

date must be set to today's date and the access must be set to all. 

If the sender of the email record has not already done so, case help opens the 

following dialogue and suggests executing the abovementioned activities. See the 

figure below. 

 

Figure 196: Case help: Proposed changes 

 

 

If case help has been enabled on a received email record and the user clicks on 

Reply, Forward or Reply all F2 will automatically: 

 Set the access level to be identical to the access level of the record replied to 

 Put a checkmark in “Case help” 

 Set the user as “Responsible” 

 Mark the record as “Seen” 

 Remove the flag in “Unit line related to case processing” 

Case affiliation in case help 

As mentioned above, case help is used for supporting the rules and guidelines of 

the organisation as to how the case processing of the organisation is to be handled. 

However, case help can also contribute to ensuring that a delivery to the National 

Note: Case help does NOT propose changes to access, which is the same as or 

lower than the access already selected on the record. 

 

Note: The matter of letter date no longer applies if the letter date is already set 

to today's date. 
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Archives can take place without leaving a large amount of records with no cases for 

clean up.  

When a delivery has to be made to the National Archives, it is insufficient that 

records are marked as registered. Records must also be linked to cases, otherwise 

they cannot be delivered to the National Archives. 

It is also possible to configure case help to recommend the users to link a record to 

a case when a record is marked as registered, as shown in the example below. 

 

Figure 197: A record must be linked to a case when the record is marked as registered 

In the example above, case help recommends to link the current record marked as 

registered to a case as well as to extend the access level of the record to access = 

Unit (in this case “HR”).   

Click on Skip in case 

help and F2 will open 

a warning asking the 

user whether s/he is 

sure that the case 

affiliation is to be 

skipped.  

 

Figure 198: Dialogue “Skip case affiliation?” 

If you click on OK the record will be displayed as registered but will not be linked to 

a case and therefore it cannot be delivered to the National Archives  

 

Unit line related to case processing, menu item 

 

Figure 199: “Unit line related to 
case processing” 

When a record is sent to one or several users 

and/or units via the function “Send”, the sender 

can follow the recipient’s processing of the 

record by putting a checkmark in “Unit line 

related to case processing”. 

This creates an additional field “Unit casework line”, which shows: 

 Whether the record has been seen 

 Who the responsible participant is in the recipient’s unit 

Note: The configuration setup is proposed by cBrain. 
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 What the status of the record is 

 The deadline of the record.   

The formal responsibility for the record remains with the sender but the recipient 

can allocate responsibility for the record within his/her own unit under the field 

“Unit casework line” as shown below.  

 

Figure 200: Function “Unit casework line” 

The function “Unit casework line” is used, among other things, in connection with 

formal requests where the recipient must respond to the request. This can be a 

record sent for consultation to a legal department. Find out more in section Unit 

line related to case processing, menu item.  

Access information, menu item 

 

Figure 201: “Access 
information” 

The function “Access information” helps find 

information about who has access to the current 

record. However, the user must be granted 

appropriate privilege by an administrator in F2. 

The access information specifies who has: 

 Read access to the record 

 Write access to the documents attached to the record 

 Full write access to the record and the documents attached to it. 

In order to gain access to a record, both conditions below must be met: 

 The user has read access to the record 

 If the record is subject to an access restriction, the user must be a member 

of at least one of the linked access groups. 

Click on Access information to display the information below. 
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Figure 202: Dialogue “Access information” 

If information about why the user has access to the case is necessary, click on 

Show involvements on the record with influence on access conditions, as 

shown above. Then you will see the following information. 

 

Figure 203: Influence on access conditions 

In the overview above you can see who has read access, write access to documents 

and full write access. If units and/or teams are among those who influence the 

accessibility, the participants in units and teams can be displayed by putting a 

checkmark in “Unfold units and teams”. 

Involved parties, menu item 

The menu item “Involved parties” provides information about who is and has been 

involved in a certain record. 

 

Figure 204: Menu item 
“Involved parties” 

Click on Involved Parties to open the overview 

below of the parties involved in the record in 

question. 

Show involvements on the record, which 
affects the accessibility. 

Unfold teams and units 
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The information is divided into: 

 Type:  

Examples are Creator, Responsible, Sender, Recipient. 

 Title:  

The name of the involved part(s) (unit and user) 

 Email address:  

Email addresses are displayed if the record has been sent or received. 

 Record seen:  

Who has seen the record is displayed only to record recipients. 

 

Figure 205: Dialogue “Involved parties saved on the record” 

Click on Original or Latest to display the participant's properties in the participant 

register: 

 “Original” shows what the participant looked like when it was linked to the 

record  

 “Latest” shows what the participant looks like in the current version. 

Related records, menu item  

 

Figure 206: “Related 
records” 

The menu item “Related records” becomes active when 

the record is related with another record. 

F2 automatically relates a received email to other 

records when you click on Reply, Reply all, Assign 

as reply or Forward.  

The number in brackets shows the number of relations the original email record has 

with other records.  

Click on Related records to display an overview of the other cases that constitute 

part of the email correspondence which followed after the original email record. See 

an example of related records below.  

Original Latest  
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Figure 207: Dialogue “Related records” 

Use the icon farthest to the left in the dialogue to display the direction of the 

relation via a small green arrow. Information about the sender, recipient and when 

the email record was sent is also provided.  

History, menu items 

 

Figure 208: “History” 

F2 continuously registers what happens on a record. 

All activities are registered in the record's “History”. 

Click on History to display an overview of all activities 

on the record, which are divided into the following 

three areas: 

1) Record changes: All changes on the record are registered in the tag 

“Record changes”, including when the record was created with a date and 

time as well as what selected metadata has been added or modified 

throughout the life of the record. 

 

Figure 209: History: Record changes 

2) Documents: Everything relating to the documents attached to the case is 

registered in the tab “Documents”, including creating and amending the 

documents. Creating and amending the record document is registered as 

well.   

Each attachment added to the document will be listed in the documents 

window with date and time when it was created and name of document. 
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Figure 210: History: The record's documents 

3) Metadata: Changes to the metadata of the record are registered in 

“Metadata”. Notes and requests are also registered under metadata.  

 

Figure 211: History: The record’s metadata 

Versions, menu item 

Sometimes it can be difficult to keep track of the version of a certain document, 

especially when a document has been shared among several employees across the 

organisation. The employees involved often have their own copies and confusion 

arises quickly in regards to which version is actually valid. 

Versions in F2 are managed by F2. Since there is only one instance of a certain 

record and its attachments in F2, all users see this one record and its attachments. 

If a new version is created, all F2 users will only see the new version. 

It is possible to see the version of a certain record and it is also possible to update 

a previous version to the current version if a user has the permissions to do so.  

 

Figure 212: “Versions” 

In F2 all previous versions of a record are saved in the 

record itself, but as described above, only the current 

version is displayed.  

How versions are managed in F2 is described below. 

Create a new version 

Click on New version in the dropdown menu under “Versions” to create a new 

version of the current record.  
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In several cases a new version of a record is created automatically. This happens 

when: 

 A record is moved from one case to another. F2 automatically creates a new 

version of the record before other changes, if any, are saved. 

 A user other than the responsible part for the record makes changes to the 

documents attached to the case. Since the user does not own the document 

to which changes are made, once the editing is complete, F2 asks whether a 

new version of the record must be created. 

 

Previous versions 

The dropdown menu displayed after clicking on Versions contains a list of previous 

versions of the current record. When a new version of a record is created, the 

version number of the record is automatically increased by one and the previous 

version numbers appear in the list.  

 

By default, all users always see the 

latest version of the record. A previous 

version of the record can be accessed 

by clicking on a previous version in the 

list, as shown in the figure on the side.  

 

 

Figure 213: Select previous version 

F2 opens the record in the 

previous version and a purple 

ribbon above the record shows 

that the record is open in version 

x by y. See the figure to the side.  

This way access is granted to 

previous versions of a record and 

its attachments in F2 and this 

way it is possible to navigate 

between the different versions 

regardless of the person who has 

opened and made changes to the 

record and its attachments, if 

any.  

 

Figure 214: Version 3/6 

 

Note: If the same user saves several document changes one after the other, 

the user will be asked only once whether a new version of the document must 

be created. 

 

Note: It is only possible to choose from previous versions in the dropdown 
menu provided that the record is in read-only mode. 
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It is not possible to edit a previous version of the record but a copy of the record in 

the version in question can be made so that you can continue working with it in a 

new record. 

Make a previous version of a record the 

active version by clicking on Make 

version X the active version in the 

dropdown menu under “Versions”. 

The function “Make version X the active 

version” is enabled by clicking on the 

previous version, as shown to the side, 

while the record is in write-protected 

mode.  

Click on Make version X the active 

version and F2 will create a new 

version of the record based on the 

previous version. In the example to the 

side, this corresponds to version 6.  

 

Figure 215: Make the current version the 
active version 

This means that any enclosed attachments that have not been attached yet at the 

time of the version in question will not exist, just as any changes made to the 

record document and/or the metadata of the record will change based on what they 

looked like in the version in question.  

 

Versions and access 

The value “Access” in the latest version of a record determines whether a user can 

find and display a certain record.  

The access level of the record is maintained despite the new versions that are 

created. For example: 

Let us assume that record A has three versions (with the same case manager and 

unit responsible) where version 1 has “Access = Involved”, version 2 has “Access = 

Unit” and version 3 has "Access = All”. 

Since the latest version has “Access = All”, everyone can find and display version 3. 

The responsible case manager and the involved participants can see all three 

versions (e.g. by selecting them from the menu “Versions”). Persons in the 

responsible unit can only see versions 2 and 3, and persons outside the responsible 

unit can only see version 3.  

  

Note: Only the latest version of a record can be edited. 
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Description of the ribbon in record tab “Participants” 

The tab “Participants” displays an overview of the participants involved in the 

record in question as shown in the example below.  

 

Figure 216: Tab "Participants” in the record window 

 

More and/or other columns 

can be added to the 

overview by right-clicking 

on a random column in the 

overview.  

In the dropdown menu that 

opens, click on Columns 

and the dialogue shown to 

the right will open. 

Select/deselect the desired 

columns here.   

Figure 217: Select columns 
in the tab “Participants” 

If you right-click on a party in the overview, it will be possible to create a related 

search which is used to see the participants involved in records and/or cases and 

the records and/or cases these participants are involved in. Read more about this in 

the manual F2 Desktop – Main window and search functions in section Related 

searches. 

Below is a review of the individual menu items in the tab “Participants”. 

Note: There is a corresponding tab in the case window, which similarly to the 

tab “Participants” can also be accessed in the preview of the main, record and 

case window.  
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Navigation between the different windows, menu item 

 

Figure 218: Navigation 
options 

In all windows it is possible to quickly and easily 

navigate to the main, case or record windows. The 

menu items are active if a case or a record is open.  

All cases with these participants, menu item 

 

 

 

Figure 219: Menu item “All 
cases with these participants” 

 
 

Click on a participant in the overview to enable this 

menu item.  

Click on All cases with these participants to 

open a new search tab in the main window, which 

shows all the cases the marked participants are 

involved in.  

All records with these participants, menu item 

 

 

Figure 220: Menu item “All 
records with these 

participants” 

 

Click on a participant in the overview to enable this 

menu item.  

Click on All records with these participants to 

open a new search tab in the main window, which 

shows all the records the marked participants are 

involved in. 

Reread related searches, menu item 

 
 

 

Figure 221: Menu item 
“Reread related searches” 

 

Click on Reread related searches to 

add/remove/update the search options set up in 

connection with the add-on module F2 Related 

Searches. In other words, if an administrator sets 

up, e.g. a new related search option, click on 

Reread related searches to make the new search 

option available to each user without having to 

restart the desktop client. 

 

  

Note: Changes/additions to or removal of a related search option via the add-

on module F2 Related Searches will take effect immediately when a user clicks 

on Reread related searches as described above or when the desktop client is 
restarted at the latest.  
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Appendix 

Overview of the icons in F2 

Below you can find an overview of the icons used in F2’s windows. 

Main window 

Grouping Icon Name Function 

The ribbon on 

the tab ”Main 

window”  

Main window Navigate to the main 

window. 

 

Case Navigate to an open case. 

 

Record Navigate to the an open 

record. 

 

New record Create a new record. 

 

New email Create a new email record. 

 

New document Create a new document. 

 

New submission Create a new submission. 

 

New chat Add a new chat to the 

marked record. 

 

New note Add a new note to the 

marked record. 

 

Reply  Reply to the marked email. 

 

Reply all Reply all receivers on the 

marked email. 
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Grouping Icon Name Function 

 

Forward Forward the marked email. 

 

Archive Archive the marked record. 

 

Delete Delete the marked record. 

 

Inbox Add/remove the marked 

record in the inbox. 

 

Desktop Add/remove the marked 

record on the desktop. 

 

Print Print the marked record 

document. 

 

Open calendar Open a calendar invitation 

in an external calendar. 

 

Show all reminders Shows all reminders. 

 

Contacts Open F2’s participant 

register to search for 

participants. 

 

Search history Shows the search history. 

 

Edit favourites search 

fields 

Edit the favourites search 

fields. 

 

cSearch Opens cSearch. 

 

Setup Setup of personal settings 

in F2. 
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Grouping Icon Name Function 

The ribbon on 

the tab 

”Settings”  

User-settings Setup and viewing of 

standard user settings. 

 

Column settings Setup of personal column 

settings. 

 

Signatures Setup of personal 

signatures. 

 

Language Choose language in F2. 

 

Templates Maintenance of document 

templates. 

 

Teams Editing and creation of 

teams. 

 

Edit distribution lists Editing and creation of 

distribution lists. 

 

Auto grouping Turn auto grouping on/off. 

 

Edit grouping Create a user specific 

grouping. 

The lists on 

the left side of 

the main 

window 
 

Archive Shows all the records in the 

authority, that the specific 

user has access to view. 

 

My inbox Shows all the records in the 

user’s inbox. 

 

My desktop Shows the records that the 

user either creates 

him/herself or moves to ”My 

desktop”. 

 

My archive Shows the records that the 

user has been in contact 

with. 
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Grouping Icon Name Function 

 

My sent records Shows the user’s sent 

records. 

 

Approvals Shows all the approvals that 

I have access to view. 

 

Latest documents Shows all the latest 

documents that I have had 

open. 

 

Unit Unit node. Under the unit 

node are the specific unit’s 

mutual lists. 

 

Folders Miscellaneous folders. 

 

Shared folders Miscellaneous shared 

folders. 

 

My private records Shows the records, that 

only the user him/herself 

has access to. 

 

Library The authority’s library. 

 

My deleted records Shows the records that the 

user has deleted. 

 

Search all over Searches in all the records 

that the user has access to 

incl. the library, my deleted 

records and my private 

records. 

The results list 

(the icons are 

shown, when 

the column 

”Icon” is 

ticked) 

 

Internal record An internal record without 

email metadata. 

 

Email record Both incoming and outgoing 

email records. 

Note: The email icon does 

not change to open, once 

the email has been read. 
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Grouping Icon Name Function 

 

Send secure Outgoing email record that 

is sent as a secure email 

record. 

 

Email record draft  A record where the email 

metadata field ”To” has 

been filled.  

 

Forward email record Email record that is 

forwarded. 

 

Reply email record Incoming email record that 

has been replied. 

 

Supplementary case 

manager 

The user has been 

appointed as supplementary 

case manager on the 

record.  

 

Approval Approval. 

 

Approval in process Approval in process with 

more than seven days until 

deadline. 

 

Approval in process Approval in process with 

less than seven days until 

deadline. 

 

Approval in process Approval in process where 

the deadline has been 

exceeded. 

 

The approval process 

is awaiting your 

approval 

The approval had reached 

your step in the approval 

process and awaits your 

approval. 

 

Returned approval Returned approval without a 

deadline. 

 

Returned approval Returned approval with 

more than seven days until 

deadline. 
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Grouping Icon Name Function 

 

Returned approval Returned approval with less 

than seven days until 

deadline. 

 

Returned approval Returned approval where 

the deadline has been 

exceeded. 

 

Cancelled approval Approval that has been 

cancelled. 

 

Final approved 

approval 

Approval that has received 

its final approval and is 

therefore complete. 

 

Request in process  Request without a deadline. 

 

Request in process Request with more than 

seven days until deadline. 

 

Request in process Request with less than 

seven days until deadline. 

 

Request in process Request where the deadline 

has been exceeded. 

 

Changed request  Changes have been made 

to a request, without 

deadline, after sending the 

request. 

 

Changed request Changes have been made 

to a request, that has more 

than seven days until 

deadline, after sending the 

request. 

 

Changed request Changes have been made 

to a request, that has less 

than seven days until 

deadline, after sending the 

request. 

 

Changed request Changes have been made 

to a request, where the 

deadline has been 
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Grouping Icon Name Function 

exceeded, after sending the 

request. 

 

Request executed Request has been executed. 

 

Cancelled request Request has been cancelled. 

 

Request completed Request has been 

completed. 

 

Submission in process The submission is underway 

in the submission process.  

 

Returned submission The submission has been 

conditionally approved and 

has been returned to the 

case manager. The 

submission approval will be 

resumed on the step after 

the current approver. 

 

Returned submission The submission has been 

returned to the case 

manager. The submission 

must now be approved by 

all steps. 

 

Final approved 

submission 

The submission has 

received its final approval 

and is therefore completed. 

 

Note One or more notes are 

attached to the record. 

 

Chat One or more chats are 

attached to the record. 

 

Annotation One or more annotations 

are attached to the record. 

 

Attachment One or more documents are 

attached to the record. 
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The record window 

Grouping Icon Name Function 

The tab 

”Record” 

 

Save Save changes made on 

the record. 

 

Edit Put the record in editing 

mode. 

 

Cancel Cancel changes made 

on the record. 

 

Delete Delete the record. 

 

Archive and close Archive the record and 

close the record window. 

 

Send Send email record. 

 

Send secure Send email record as a 

secure email. 

 

Set record to ’Complete’ Change the record’s 

status to ”Complete”. 

 

Reopen record Change the record’s 

status to ”In process”. 

Note: The icons in the results list, in the main -and case window, are shown 

after their prioritisation level. E.g. the icon for an approval ranks higher than 

the icon for a request, remote print or digital mail (if one or more of these add-

on modules have been purchased). 

 

This means that if a record has an approval, the approval icon will always be 

shown. This applies even if a request is later added to the record or the record 

is sent as digital mail or by remote print. 

 

The icons for remote printing and digital mail are only shown if there is no 
request or approval on the record.  
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Grouping Icon Name Function 

 

Add new chat Add a new chat to the 

record. 

 

New note Add a new note to the 

record. 

 

New annotation Add a new annotation to 

the record. 

 

New request Create a new request on 

the record. 

 

New record Create a new record 

with the possibility to 

inherit metadata and 

attachments from the 

original record. 

 

New approval Add a new approval to a 

record (add-on module). 

 

Show all fields Change how the record’s 

metadata fields are 

showed. 

 

Print Print the record 

document. 

 

Attachment Attach document etc. to 

the record. 

 

Create record as PDF Create PDF-version of a 

record and its attached 

documents (if any). 

 

Copy record Copy record. 

 

Copy link to this record Create a hyperlink to 

the record and put it in 

the clipboard. 
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Grouping Icon Name Function 

The tab 

”Advanced” 

 

Move record Move record to the 

”Archive”, ”My private 

records” or ”Library”. 

 

Add to meeting Add record to a meeting 

(add-on module). 

 

Open in calendar Open calendar invitation 

in an external calendar. 

 

Assign as reply Attach record as reply to 

another record in F2. 

 

Access information Opens the dialogue that 

shows an overview of 

who has access to the 

record. 

 

Involved parties Shows the involved 

participants on the 

record. 

 

Related records Shows the record’s 

related records. 

 

History Shows the history of a 

record including changes 

in the attached 

documents and the 

record’s metadata. 

 

Versions Change between the 

record’s versions. 

 

Grouping Icon Name Function 

The tab 

”Participants” 

 

All cases/records with 

these participants 

Find cases/records that 

the chosen participants 

are involved in. 

 

 

Reread related searches Adds/removes/updates 

the search possibilities 

made in connection with 

the add-on module F2 

Related Searches.  
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The case window 

Grouping Icon Name Function 

The tab 

”Cases” 

 

Set case to ’Complete’ Closes case and the 

status is automatically 

changed to ”Complete”. 

 

Reopen case Reopens case and the 

status is automatically 

changed to ”In process”. 

 

Add F2 Manager Adds the tab ”F2 

Manager”. 

 

Add task guide Adds task guide to a 

case.  

 

New note Adds a new note to a 

case. 

 

New quality stamp Creates quality assurance 

on a case.  

 

Hide folder structure If the case’s attached 

records have been put in 

case folders, the folder 

structure will be hidden. 

 

Refresh record list Updates the list with the 

case’s attached records. 

 

Related cases Shows related cases to 

the case and new 

relations between cases 

are created. 

 

Participant types Shows available 

participant types. 

 

Copy link to this case Copies a hyperlink to the 

case and puts it in the 

clipboard. 
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