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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 manager’s need for a well-arranged and 

flexible tool that focuses on the user and in which the need for registration is 

supported automatically as a by-product of the case manager’s work. 

Reading instructions 

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

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

Each section can be read independently.  

The F2 Desktop client manual has been divided into seven submanuals 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 submanual that you are currently reading is marked in blue. To gain a better 

understanding of submanuals 2-7 it is recommended to read the first submanual 

The main window. 

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

Depending on how many add-on modules each organization has included in its F2 

solution, users may notice differences between their F2 and the one discussed in 

this manual. 

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

in bold while references to boxes or lists in F2 are in “quotation marks”. 

If this document contains references to other documentation in which further 

information on a specific functionality may be found, the name of the relevant 

document or section is in italics. 

This document includes several screenshots to help demonstrate the described 

functionality. Screenshots with lines and accompanying text indicate where to click 

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

functionalities.  

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

functionalities are the same, users with a lower resolution might find that some 

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

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

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

further information.  

Other documentation 

Documentation relating to F2 and a wide range of technical subjects also exists.  

Below is a list with a few examples: 

 F2 Desktop - Administrator manual 

 F2 Desktop - Installation manual 

 F2 Desktop - Operations manual. 

We hope you enjoy using F2. 
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Working with cases 

This user manual provides a brief description of the case window structure and 

describes in detail the functions and fields of the case window. 

Creating a case 

In F2 a case is always attached to one or more records. A case can be created 

either when a new record is created or by attaching an already existing record to a 

new case. When a new case is created, it is given a case number. The case number 

is a combination of the year the case is created and the next available number in 

the list of cases from that year. For example, a case with the case number “2018 – 

96” means that it was the 96th case to be created in 2018. 

Creating a case when creating a new record 

When creating a new record, it is possible to either attach the record to an already 

existing case or to create a new one. To create a new case, enter either a “+” or 

type “New case” in the “Case” field in the “New record” dialogue and press Enter. 

 

Figure 1: Create a new case on a new record 

The “New case” dialogue opens. Here it is possible to enter a case’s title and any 

relevant metadata such as file-plan, action code and task guide (add-on module). 

Depending on the setup of F2, it may also be possible to select a case template. 

This can influence which metadata fields that have to be filled in. 

Case templates is an add-on module for F2. Depending on the organisation’s fields 

of work, it is possible to have more than one case template in the F2 installation. 

For example, a case template for HR cases could be configured to suggest a specific 

file-plan number and automatically add a security group to the case. 

When the fields have been filled in, click OK to create the case. 

The “Case” field 
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Figure 2: The “New case” dialogue 

 

Creating a case from an existing record 

It is possible to attach an already existing record to a new case. This is done either 

in the record window or via the right-click menu in the main window. 

In the record window (when in editing mode), enter either a “+” or type “New case” 

in the “Case” field. Then press Enter, and the “New case” dialogue opens. 

 

Figure 3: Create a new case in the record window 

Enter the relevant metadata in the “New case” dialogue, and click on OK to create 

the case. 

When the record has been saved by clicking the Save button, it is attached to the 

newly created case. 

 

Note: Depending on F2’s configuration and the guidelines of the organisation, 

the mandatory fields of the “New case” dialogue may differ. There may also be 

fields that are filled in automatically. 

The “Case” field 

Note: Depending on F2’s configuration and the guidelines of the organisation, 

the mandatory fields of the “New case” dialogue may differ. There may also be 

fields that are filled in automatically. 
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To attach an already existing record to a new case in the main window, select it in 

the result list. Right-click on the record and select Add record to case. 

The “Assign records to case” dialogue opens. Type a “+” or enter “New case” in the 

“Case”. Press Enter and the “New case” dialogue opens. 

 

Figure 4: The “Assign records to case” dialogue 

Enter the relevant metadata in the “New case” dialogue, and click on OK to create 

the case. 

When the case has been created, click on OK in the “Assign records to case” 

dialogue to attach the records to the new case. If the selected records are already 

attached to a case, they will be moved to the new case. 

 

The case window structure 

The case window opens when the user clicks on a case. At the top of the window, 

above the ribbon, the case number and title are displayed. This allows users to 

identify the case at a glance. 

The main tab in the case window is entitled “Case”. Its ribbon contains several 

menu items for navigating, communicating, processing and managing the case. The 

case window also contains the “F2” tab with several functions for the general use of 

F2, including F2 support, and the “Participants” tab, which shows the involved 

participants. Depending on the available add-on modules, there may be additional 

tabs, such as the F2 Manager tab. 

Farthest on the right is the user identification, which shows which user is logged in 

and his/her current unit. Read more about user identification settings in the 

submanual F2 Desktop – The main window. 

Below the ribbon is the case metadata such as title, user or unit in charge of the 

case, and case status, i.e. whether the case is in progress or completed. This is the 

simple case view. 

The “Case” field 

Note: Depending on F2’s configuration and the guidelines of the organisation, 

the mandatory fields of the “New case” dialogue may differ. There may also be 
fields that are filled in automatically. 
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Click on  or Ctrl + L to display additional metadata fields on the case. 

Using these it is possible to e.g. assign responsibility, tag the case and specify 

participants. 

The case folder(s) can be found on the left side of the window under the metadata 

fields. It is possible to create a number of case subfolders here for the purpose of 

organising the case records. 

To the right of the case folders are the records assigned to the case. It is possible 

to sort, group and apply unique column settings as needed. 

If the preview is activated, it displays a preview of the chosen record from the 

results window. The preview can be hidden at any time. 

 

Figure 5: The case window structure 

The case window’s ribbon 

Menu items for working with cases are found in the case window ribbon.  

 

Figure 6: The case window ribbon 

The menu items in the case window ribbon are described below. 

User identification 

Case records 

Ribbon 

Metadata 

Folders 

Preview 

Case number and title 
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Function Purpose 

 

Navigate quickly and easily between main, case 

and record windows by clicking on the desired 

menu item. 

The menu item “Record” is only available if a 

record is open. 

Click on the drop-down menu for Case to navigate 

to the case’s participants, F2 Manager (add-on 

module) and F2 Task guides (add-on module). 

 

Figure 7: Navigation to F2 Manager and Task guide 

For more information about F2 Manager see the F2 

Manager – user manual. 

 

Click on Edit to enter editing mode.  

Cancel is only available when the record is already 

in editing mode. 

 

Click on Save to save any changes. 

 

Opens the “New record” dialogue form which it is 

possible to create a new record. 

Read more about this function in the user manual 

F2 Desktop – Records and communication. 

A record created from the case window is attached 

to the case unless deselected in the “New record” 

dialogue. 
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Function Purpose 

 

 

Add to the case a:  

1) New email 

2) New document 

3) New approval (add-on module) 

These functions are described in the manual F2 

Desktop - Records and communication. 

New additions in the case window are linked to the 

case unless deselected.  

 

Add to the case:  

1) New note 

2) New annotation 

3) New quality stamp (add-on module). This 

is a special note indicating that e.g. a 

selected keyword or action code has been 

quality assured. 

The “Quality assurance” dialogue indicates who has 

quality assured the case, when it has been done 

along with any comments. 

 

Figure 8: The “Quality assurance” dialogue 

 

Adds an FOI request to the case. 

F2 FOI request is an add-on module. 

 

Makes the case available on F2 Manager (iPad). 

F2 Manager is an add-on module. For more 

information about the module please see the F2 

Manager – user manual. 

 

Link a case guide to the case. 

F2 Task guide is an add-on module.  
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Function Purpose 

 

 

Completes the case and changes its status from 

“In progress” to “Completed”. 

Completing the case requires certain privileges. 

A case may only be completed once all records on 

the case are completed as well. The following 

dialogue opens when clicking on Set case to 

‘Complete’. 

 

Figure 9: The “Set case to ‘Complete’” dialogue 

Click on Yes to complete any incomplete records 

on the case. If the user who wishes to complete 

the case has the necessary access rights to do so, 

the case will be set to completed. If not, the case 

cannot be completed. 

The menu item switches automatically to “Reopen 

case” when a case is completed.  

 

Reopens the case.  

After a case has been completed, it can be re-

opened. A special privilege is required for re-

opening cases. 

 

 

Shows/hides the folder structure of the case. 

 
Updates the list of case records. 

 

Drop-down menu for selecting the location of the 

preview. 

 

Activate auto grouping of case records. For more 

information about auto grouping please see the 

user manual F2 Desktop – Search functions. 
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Function Purpose 

 

Edit auto grouping of case records.  

This function is disabled when auto grouping is not 

selected. 

For more information please see the user manual 

F2 Desktop – Search functions. 

 
Shows the case history. 

 
Shows any cases related to the case. 

 

 

Functions: 

1) Participant types shows the case’s 

participants. 

F2 Participant types is an add-on module. 

Read more about participant types in the F2 

Participant types – user manual. 

2) Show all participants of the case and 

its records shows the participants involved 

in the case and its records. The participants’ 

access levels to the case and records are 

also displayed. 

 

Figure 10:  The “All parties of the case and its records” 
dialogue 

 

Functions:  

1) Copy link to this case creates a link to the 

case. 

2) Copy case number copies the case 

number. 

 

Opens the search tool cSearch. 

cSearch is an add-on module. For more 

information about cSearch please see the F2 

cSearch – user manual. 

Case functions 

This section describes a selection of functions related to cases. 
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Edit case 

A user with write permissions to a case can click on Edit to change the case 

metadata.  

 

Figure 11: Edit case 

Save case 

Any changes to the case can be saved with the Save button. This button is only 

active in editing mode. 

 

Figure 12: Save case 

Cancel changes to a case 

Any changes are made to a case can be undone by clicking on Cancel. This reverts 

the case metadata to their status before the user clicked on Edit. 

Click on Edit to enter editing mode 

Save is active 
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Figure 13: Cancel changes to case 

Case history 

Click on History in the case window ribbon to view the full history of a case.  

 

Figure 14: Open case history 

The history shows any changes made to the case and all its records. It is possible 

to view only the case history by unticking the field “Show records”. 

 

Figure 15: Case history 

Cancel changes to case 

Click on History 

Show records 
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Related cases 

It is possible to relate cases to each other. Click on Related cases in the case 

window ribbon to open the dialogue “Related cases”. Here an overview is displayed 

that shows existing related cases. From here it is also possible to create and edit 

relations between cases. 

 

Figure 16: Open the “Related cases” dialogue here 

Click on New in the dialogue to create a new relation. 

 

Figure 17: The “Related cases” dialogue 

Select a case to relate to the opened case and determine the relationship between 

the cases as shown below. 

 

Figure 18: Determine relations with the cases 

When the cases are related, they appear in the overview of related cases which can 

be opened by clicking on Related cases in the case window ribbon. If the user 

wants to edit, delete or open a related case, this is done by right clicking on the 

wanted case. A case can also be opened by double-clicking on it. 

Related cases 
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Figure 19: Overview of related cases 

Viewing the case metadata 

A case can be displayed in one of the following ways: 

1) Simple case view 

2) Extended case view. 

The case layout is described in the following sections. 

Simple case view 

The case opens in a simple case view unless the user has changes his/her personal 

settings. 

 

Figure 20: Simple case view 

For more information on personal settings, see the user manual F2 Desktop – 

Settings and setup. 

A case is tagged by adding metadata to the case. The table below describes the 

metadata fields used when tagging cases. 

Field Function 

“Title”  Denotes the title of the case. 

 

“Responsible” Denotes the user or unit responsible for the case. 

The user who is responsible for the case can modify this in the 

metadata. 

“Status” Indicates whether the case is in progress or completed.  

Note: When the first record is added to a new case, F2 

automatically uses the record title as the case title. This title 

can be changed to a title more relevant to the case. 
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Expanded case view 

Open the extended case view by clicking  in the case window. Clicking on 

 collapses the extended case view. The shortcut Ctrl + L can also be used 

to either expand or collapse the case view. 

 

Figure 21: Extended case view 

The extended case view’s fields and their functions are described below. 

Field Function 

“Suppl. case 

mgr.” 

Here, users/units/teams can be added to the case as 

supplementary case managers. 

A supplementary case manager has access to the case and 

permissions to edit its metadata. These permissions cannot 

be changed as opposed to those of users who are added as 

supplementary case managers on a record.For more 

information about supplementary case managers see F2 

Desktop – Records and communication. 

Users/units/teams do not automatically receive a 

notification when they are added as supplementary case 

managers to a case.  

“Limited access” Allows the case manager to limit the access to the case and 

its records so that it only includes the security 

groups/users/units/teams added to the case. 

This access restriction is reflected in the records on the 

case, which inherits the access restriction (default). 

For more information about limited access see F2 Desktop – 

Records and communication. 

“Deadline” Determines when the case is to be completed. 

“File-plan” Specifies the file-plan to which the case is linked. 

 

“Keywords” Used for tagging the case. Typically this field is used to 

organise cases, so they are easier to find via a seach. 

Note: This field is only visible if F2 has been configured 

to display file-plans. 
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Field Function 

“Case 

participants” 

Specifies the participants related to the case. Read more 

about case participants in F2 Desktop – Records and 

communication. 

“SSN/CVR No” Indicates whether the case concerns a single person or a 

company. 

“Action code”  Indicates the action code to which the case is linked. 

 

“Previous case 

No” 

Indicates that a case is a further processing of a previous 

case. 

“External ID” Used for additional identification of the case. One example 

of this could be a student ID.  

“Progress code” 

(add-on) 

If a user chooses to use status codes for his/her cases, the 

current status of the case must be specified. The case 

deadline will change when the status code changes. This 

ensures that deadlines for smaller case tasks are complied 

with.For more information see F2 Progress codes – user 

manual. 

 

“External access” 

(add-on) 

Used to share the case with external participants.  

 

“Disposal code”  Specifies when and if the case can/should be disposed of 

after a certain period of time. 

 

Write access to case metadata 

Write access to record and case metadata is identical. This means that write access 

to cases does not depend on the role with which the user is logged in. A user with 

multiple job roles does not need to log into the unit to get write access to the case, 

but has it automatically through his/her job roles. 

Access restriction on cases 

A user can search for and find a case as long as he/she has access to at least one 

of the records on the case. However, if a user wishes to attach a record to a case, 

Note: This field is only visible if F2 has been configured 

to display action codes. 

 

Note: This field is only visible if the module F2 Progress 

codes has been purchased. 

Note: This field is only visible if the module F2 External 

Access has been purchased. 

Note: This field is only visible if F2 has been configured 

to display disposal codes. 
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the case can be searched for and found even though the user does not have access 

to any of the records attached to the case. The user can open the case if he/she is 

included in the case’s access restriction or if the case does not have any access 

restrictions. 

If a user tries to open a case without having access, the dialogue below appears. 

 

Figure 22: The “You don’t have access to the object” dialogue 

It is possible to restrict access to a case and its records to only certain users. This 

is done by selecting the desired security groups, users, units or teams in the 

“Limited access” field on the case. 

 

Figure 23: Access restriction on cases 

By default, the records on the case inherit its access restriction. 

On a record, it is possible to view its case’s access restriction in the “Access 

restricted to” field. It is also possible to select whether the record inherits the case’s 

access restriction by ticking its “Case access” box. F2 can be configured so this box 

is ticked by default. 

Hover the cursor over the  icon and a tooltip appears with the text: “A checkmark 

in the ‘Case access’ box on the record, indicates that the ‘Case access restriction’ 

on the record will be a combination of the access restriction between the record and 

the case”. 

Limit acces to the case 
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Figure 24: Case access for the records on the case 

Case folders 

The records of a case can be placed in folders to better organise them. The folders 

are shown on the left side of the case window while the records in the selected 

folder are located to the right. 

The top folder is named after the case and cannot be deleted. All new records on 

the case are displayed in this folder. 

 

Figure 25: The top folder 

Create folder 

To create a new case folder, right-click on an existing folder and then click on 

Create folder. A new folder is created, thereby creating a folder structure. 

Access restricted to  

Case access 

Case records 
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Figure 26: Create case folder 

There is no limit as to the number of folder levels. 

An example of a folder structure is shown in the figure below. 

 

Figure 27: Case folder structure 

In this case, there are no records in the folder “F2 Project 2018”. Records are 

placed in a folder by dragging them to the folder or by right-clicking on them. After 

that click on Move to case folder in the right-click menu. 

Create new case folder 
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Figure 28: "Move to case folder" using the right-click menu in the case window 

The dialogue “Move to case folder” opens and the user selects a case folder for the 

record. Finish by clicking on OK to move the record to the folder. See the example 

below. 

 

Figure 29: The dialogue “Move to case folder” 
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Rename folder 

To rename a case folder, right-click on the folder and select Rename folder as 

shown below. 

 

Figure 30: Rename case folder 

Then enter a new name for the folder. 

Delete folder 

To delete a case folder, right-click on it and select Delete folder as shown below. 

The records in the deleted folder are not deleted. They remain stored on the case in 

the top folder. 

 

Figure 31: Delete case folder 

Show/hide folder structure 

It is possible to hide the folder structure of the case, which may be practical if a 

case contains many records and a complex folder structure has been created.  

Click on  in the case window ribbon to show the case folder 

structure. 

Click on  in the case window ribbon to hide the case folder 

structure. All records will be displayed in one list. 

A user can choose to whether to display case folders automatically when the case 

window is opened. 

The standard display settings for case folders are found through the menu item 

Setup on the “Settings” tab in the main window. Read more about the setting 

options in the user manual F2 Desktop – Settings and setup. 
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Case records 

The column settings for case records is determined by the user and can be modified 

under menu item Columns, which can be opened by right-clicking on one of the 

column titles.  

 

Figure 32: Select columns 

Select the desired columns to display in the column overview. It is possible to 

search for column titles using the search field. 

As a standard all column titles are displayed in the dialogue below. Tick the box 

“Show only selected columns” to show only these in the dialogue. It is possible to 

search for columns in the dialogue.  

 

Figure 33: A selection of columns selected in the case window 

A description of these columns can be found in F2 Desktop – Search functions. 

Search field 

Show only 

selected 
columns 
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Right-click functions for cases 

Right-click functions in the case window are identical to those in the main window. 

This makes it possible to carry out various tasks on a single case or as mass 

operations on multiple cases simultaneously.  

 

Figure 34: Right-click functions in the case window 

The options in the right-click menu depend on the modules that the organisation 

has purchased. For a detailed description of each menu item in the right-click 

menu, see the submanual F2 Desktop – Working with records, cases and 

documents in the main window. 

Preview of case records and documents 

A preview of the records and documents of a case can be displayed in the case 

window.  
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Figure 35: Preview in the case window 

Select where to display the case records preview via the case window ribbon. 

Click on Preview to open a drop-down menu. Here the user can choose between 

Right alignment and Bottom alignment in the case window or to have the 

preview Hidden. 

 

Figure 36: Select preview location 

 

 

  

Preview Select preview location 
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