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Reading guide

This manual is written for users of F2 Digital Post (e-Boks).

The manual contains a short introduction to F2 Digital Post (e-Boks) and a general
description of its functionality. The description adheres to best practice in digital
bureaucracy.

The manual is based on an F2 solution with all available add-on modules installed.
Users may notice some differences between their own F2 client and the one
presented here depending on the add-on modules included in their organisation’s
F2 solution.

In this manual, the names of commands are bolded. Commands are clickable
features such as buttons. The names of fields and lists are placed in “quotation
marks”.

References to other sections within the document and references to other
documentation are italicised.

We hope you enjoy using F2.

Page 3 af 13



CBRAIN

The Process Company

Introduction to F2 Digital Post (e-
Boks)

It is a legal requirement that public authorities must be able to deliver Digital Post
to citizens and businesses through a digital mailbox.

cBrain’s F2 Digital Post (e-Boks) offers an integration possibility with Digital Post so
public authorities can send and receive digital mail using e-Boks in F2.

F2 Digital Post is an integration component that not only saves delivery costs for
authorities and businesses, but also reduces time spent on case management. F2
Digital Post can be used by all users and is just as simple as sending an email from
F2.

In order to use Digital Post with e-Boks in F2, it is a prerequisite that the recipient
has either a CPR or CVR number and that this number is registered in F2’'s
participant register.

F2 Digital Post (e-Boks) works with authorities’, companies’ and citizens’ e-Boks. If
Digital Post is received through e-Boks, it is automatically transferred to F2.

For organisations that also use cBrain M4, it is also possible to send Digital Post
using M4.

Note: Through a configuration, it is possible to restrict which CPR and CVR
numbers the Digital Post can be delivered to. This is e.g. useful when testing.
The configuration is turned off by default. Configurations are performed in
cooperation with cBrain.
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Create deliveries for Digital Post
using e-Boks
Digital Post deliveries through e-Boks can be created both from F2’s main window

or from a record. The different options are discussed in the following sections. While
the creation methods differ, the delivery procedure remains the same.

Create Digital Post deliveries from the main window

The “New Digital Post” menu item for creating Digital Post is located on the main
window’s ribbon, as shown below.

New Digital Post

Main window

D G2 New email [& New Digital Post Q

Y e
={ New document New FOI request
New = ~ i New

record @@ New approval 53 New M4 mail chat -

Navigation New

Figure 1: The “"New Digital Post” menu item

It is also possible to create Digital Post I Open record
deliveries using the context menu in 4 Open cose
the main window:

4 New » [} New record

b | G4 New email

Forward £} New document

1) RIght-C“Ck on a record or case = Marka;unread @& New approval
in the result ||St @ Personal control: Klaus Salomon ~ » | (& New Digital Post New Digital
[* Flag (Me) » | 53 New M4 mail Post
2) Select New in the context 1= fiag () * | B New FOI request
Delete record + New chat

menu. Delete for everyone #+ New chat to all

3) Click on New Digital Post. . L .
Figure 2: Create a New Digital Post using

the context menu in the main window

The record window for the new delivery automatically opens in the Digital Post
view.
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Create Digital Post deliveries from the record window

Deliveries for Digital Post using e-Boks can be created in the record window of
already existing records. Click on Delivery type on the “"Advanced” tab and select

Digital Post in the drop-down menu as shown below. The record is then put in
Digital Post view.

F2 Record Advanced Participants

@& Main window 'fb° Cance _): D Clean up when sending  %# Add to meeting (0)

o8 Case ~ édit % Deleterecord - Confirm dE‘_“" up Open in calendar
Record record ~ - Physical mail Assign as reply

type g ply

Navigation Edit Move re... v Record (No delivery) Record actions

Title: Summary of meeting Email

Status: In progress Digital Post

Deadline: Mew M4 mail 2020- 11+

Responsible: Klaus Salomon Registered: Record No:

Case manager, HR

Calibri 12pt

€
i

Figure 3: Change the delivery type to "Digital Post”
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Send Digital Post through e-Boks

Start preparing the delivery by specifying a recipient. The recipient must be
registered in F2's participant register with either a CPR or a CVR number. Sending
Digital Post using e-Boks in F2 is only possible if the recipient has a CPR or CVR
number.

It is possible to check if the recipient is registered for Digital Post before sending.
To check, click on the Retrieve recipient’s registration status field as shown
below.

Send as Digital Post

Check if the recipient is
registered for Digital post Reaistration status

@ Pay slip July 2020 (Record ID: 55575)

The record document is not part of the dispatch

Figure 4: Check the recipient’s registration status

Sending Digital Post from F2 is in a few important areas different from sending
normal email records in F2.

Without using Digital Post through e-Boks, the email text is written in the record
document (the record’s editing window), and potential attachments are attached to
the email record. When sending, the recipient can see the text in the record
document.

When a record in F2 is sent as Digital Post, the record document is not sent.
Instead the first attachment on the record comprises the text which the recipient
will see in the delivered email.

It is therefore essential that the sequence of the attachments is correct when
sending emails as Digital Post.
The procedure for sending Digital Post in F2 is as follows:

Create a record and put it in Digital Post view as described above.

2. Attach a Word document that constitutes the email itself and add text in the
document.

3. Attach any additional documents after the first document to the record.
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Edit attachment titles before sending

It is possible to edit the attachment’s title before sending to e-Boks. This is
especially important if some of the attachments have identical titles as e-Boks will
then reject the delivery.

The warning dialogue illustrated below appears when an attempt is made to send a
Digital Post containing attachments with identical titles.

£3 Multiple attachments with the same title.

&-Boks does not allow Digital Post that contains multiple attachments with the same name.

‘o can change the title of a document when in editing mode by right-dicking it in the dooument tree and selecting ‘properties’”.

Figure 5: Warning - multiple attachments with the same title.

Besides the special management of deliveries using Digital Post, some restrictions
concerning e-Boks apply when sending Digital Post from F2:

e The attached documents must be convertible to PDF format, as Digital Post
is only compatible with PDF files.

e The complete delivery size must not exceed 10 MB.
e The delivery title must not exceed 50 characters.

e The record must not contain more than one main document and 10
attachments.

Click Send to send the record as Digital Post from F2 to e-Boks. The Digital Post
record is then delivered in the recipient’s e-Boks inbox. However, this requires that
the recipient is registered for Digital Post and has accepted receiving email through
e-Boks from the sender.

The record’s status will display if it is queued before delivery. It is not possible to
remove the record from the queue, withdraw it, or change the order of the queue.
It is, however, possible to change the status of the record, save the record, and
move on to the next one. The record is placed in the queue until it is delivered by
e-Boks.
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Track a Digital Post delivery through e-Boks

It is possible to see when the sent record was delivered to the recipient as Digital
Post through e-Boks. Click on My sent records in the list view in F2’s main window
and then open the email record that was sent as Digital Post. The delivery status
can be seen on the record, just above the record title as shown below.

Status:
The Digital Post is Last updated
delivered to the recipient

@ Pay slip July 2020 (Record ID: 55575)

05 Pay slip July 2020.docx l.g

s | The recipient with SSN '010605-2549' s signed up for Digital Post, Last updated: 17-06-2020 14:49 () Expand documents

Pay slip July 2020 docx &l

Pay slip July 2020

Due to technical problems this month’s payment has been delayed. We would like to
express our deepest apologies. We are doing our very best to get the system back on track
as soon as possible:

v
Case: 2020- 228 (3% Il Connection to the F2 server OK

Figure 6: The Digital Post delivered to the recipient

Click on Update as shown on the figure above to check whether the recipient has
received the email as Digital Post. This makes it possible to document whether the
email has reached the recipient.

If the recipient is not registered for e-Boks or has chosen not to receive e-Boks
deliveries from the sender, the record is marked with an error and sent back to the
sender’s inbox with the message that the recipient is not registered for Digital Post.

If a Digital Post record containing an error is opened, it is noted on the record itself
that it was not sent.

Note: It is possible to monitor Digital Post deliveries in F2. The configuration is
made on the organisation’s server in cooperation with cBrain. This ensures that
any failed Digital Post deliveries are reported directly to the organisation’s F2
responsible user.
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Receiving Digital Post through e-
Boks

A public authority can receive Digital Post through e-Boks directly in F2. This means
that F2 users do not have to log in to the authority’s e-Boks to check for new mail.
The Digital Post is instead delivered directly to the unit’s or user’s F2 inbox via e-
Boks. This saves a substantial amount of time which instead can be used for case
management.

Which units or users that receive Digital Post is configured in cooperation with
cBrain. It is also possible to configure that the default recipient receives all replies
to Digital Post sent from F2.

Received Digital Post in

Unit’s inbox
the unit’s inbox

¢Brain F2-TestRC

D 3 New email (@ New Digital Poy] Q'_ 1 Archive 3 é G+ ® % Open calendar
. N: [} New document 3 New FOI requ i 2 € Remove from list  Flag o | ALty Show all reminders =0
] Record * record @ Newapproval 57 NewMdmail | chare - endar % Delete record * i sesech| biskory>
i Nev Fasiione Me T Print
% Inbox (Mf1)
R ES &6 Show records  Show cal Show documents  Show requests. Record  Participants. 12}
e ENE When can | expect an answer?
Title Letter date Sorting date | From Case No
47 Standan T3 1 Whencan! expect an answer? 250620200055 1T 2020-23 Sy 010 S Y
O Acch D I Assessment-2020Q4 2506-20200051 MR 2020-2 < )
£, My intjox ) i Vacation plans 2020 250620200051 MR 2020-13 2 -
G My defitop 3 Sianiaey of mecting 25.0620200951 KR 2020-11 [} Record document @5 When can | expect an answer?docx 0T v
(3 My arhive o Quality report 250620200951 Dieter Davidsen 2020-4
7 My seqt records B Appendix 18 250620200951 KR 2020-1
@ Approfals © i Quality Report 2019 250620200951 Quality 2020-6
2. Outbo (6) ] Administration tasks 250620200951 Klaus Salomon 2020-6
2 Latest ocuments hi Appendix 24 250620200850  HR 2020-1
»oxE Units sefrches (B Case A 250620200050 Kiaus Salomon 2017-7
2 Personaf searches 0O New agenda 25-06-20200950  Vibeke Villasen 2017-5
40& Current fnit () o] Evaluation meeting 250620200950  Quality 2020-6
+ Inbox (M) (1) ] Strategy meeting 250620200950 Klaus Salomon 2020-6
G Desktop (I7) @ csR2020 250620200050 KR 2020-12
(@ Archive (M) 0§ Fol 25-06-2020 09:50 2020-17
¥ Folders (2] Thursday's agenda 250620200950 Kaj Kofoed 2020-6
» W Misc 5 | | Meeting agends 12:02-20201502  25-06-20200950  Klaus Sakomon 2020-7
10 fo 25-06-2020 09:50 2020-6
O | D Letterdait 250620200950 Kamilla Keller 2020- 24
@ I © Digital 2020 - project evaluation 250620200950 Kamilla Keller 2020-18
© i © Digital2020 - Project Description 25-06-2020 09:50 2020 - 18
@ il © suggestions 25-06-20200950  Kamilla Keller 2020- 24
© (I @ Evaluation template 25-06-202009:50  Kamilla Keller 2020-24

Items: 30 - updated todsy 10:09 (0 minutes 5g0)

Figure 7: Receiving Digital Post from e-Boks in the unit’s inbox

When the mail received from e-Boks is opened in F2, the record itself will show that
it has been sent and received as Digital Post.

Received Digital Post

When can | expect an answer? (Record ID: 55287)

& Mainwindow ("5 & E 1 Forward I:; q 4 New note ; @ = H] & Print * [T Copy record + @
2 Case - —1 X Dalete record - 3 = | n . & Copy lnk o this record -
2 Cuse ] ¥ Delee reco me o 3 e @ Lock documenns e & CoRyink Tt ond s Y
and close iy Deacline
[ Record document
Title: W xpect an answei? B When can | expect a0 answer? @~
from Ehbe Jahnsen (Ebbelchracn@msi dk) ~

Hugo Hugasen (Case manager, HE)

The record document is not part of the dispatch

Figure 8: Received Digital Post
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Click on Reply in the ribbon to reply to the received record.

Note: A record that contains a reply is automatically attached to the same case
as the sent record, unless the case has been closed. If the case is closed, the
Digital Post will be created as a record with a note explaining why it has not
been attached to a case.

Reply Copy record

[@ when can | expect an answer? (Record ID: 55287)

The record document is not part of the dispatch

Figure 9: Send a Digital Post reply through e-Boks

A record that has been received in F2 as Digital Post through e-Boks cannot be
forwarded.

If the record is to be forwarded, it must be copied first. Click on Copy record in the
ribbon of the record window. A new record is created with a copy of the documents
from the original record that was sent as Digital Post through e-Boks. If needed,
the new record’s title can be adjusted.

The sender must also be replaced as it is not possible to send on behalf of the
original sender (in the example above Ebbe Johnsen). It is also necessary to specify
one or more recipients for the new record.

If needed, text can be entered in the record document. Click on Delivery type on

the “"Advanced” tab, and in the drop-down menu that appears select Email. Finish
by clicking on Send on the “Record” tab. The record is then forwarded.
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Configuration options for F2 Digital
Post (e-Boks)

Any configurations made to F2 Digital Post (e-Boks) are made on a system level
and adjusted to the individual organisation and its work procedures. In cooperation
with cBrain it is possible for the organisation to perform the following
configurations:

e Through a configuration, it is possible to restrict which CPR and CVR
numbers the Digital Post can be delivered to. This is e.g. useful when
testing. The configuration is turned off by default.

e Through a configuration it is possible to select a standard recipient for Digital
Post and if they should receive all incoming Digital Post including replies to
Digital Post sent from F2.

e Through a configuration it is possible to support multiple Digital Post
mailboxes in F2. This means that incoming Digital Post is automatically
distributed to the inboxes of specific units or users.
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