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Reading instructions 

This manual is intended for existing, new and potential users of F2 Approvals. In 

addition to a brief introduction to F2 Approvals, the manual also contains a general 

functionality and configuration description. 

In this manual commands, i.e. the buttons you click on, are marked in bold 

whereas references to fields or lists in F2 are in quotation marks. 

If there are references in the manual to other documents, in which additional 

information about a specific functionality or the like can be found, the name of the 

document will be written in italics. 

The manual also contains several screenshots, which serve to support the described 

functionality. 

Screenshots with lines and corresponding text show where to click whereas 

screenshots with a blue square point to an area with several functionalities. 

Enjoy! 
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Introduction to F2 Approvals 

The option to create an approval in F2 aims to meet the need to create and 

implement approvals for produced material. The scenarios can vary from 

organisation to organisation, but F2 Approvals is an add-on module that allows for 

fast and effective quality assurance of ongoing work and ensures that a formal 

approval procedure has been complied with. 

Approvals are used in case the organisation needs one or several persons to 

approve a task, e.g. the agenda of a meeting, a response to a citizen or to a new 

authority, internal guidelines etc. 

In general, everyone in the organisation can initiate an approval, define who is to 

approve the attached material and set the approval deadline. 

Approvals contain, with a few exceptions, the same functionality as the cBrain 

module F2 Submission. However, F2 Submission users will notice that F2 Approvals 

is considerably more flexible when it comes to both handling and functionality. 

This manual aims to give the reader an introduction on how to handle F2 Approvals 

and its possible applications. 

In general, an approval has two main roles: 

 Responsible: The person who initiates the approval 

 Approver: One or more persons who are to approve the submitted material. 

The approver is linked to a step in the approval process and can carry out the 

following approval actions: 

 Approve 

 Return, including conditional approval. 

It is possible to add comments and to direct, as an approver, the approval process 

after a return or a conditional approval to the person in charge and his/her update. 

All approvals consist of several approval steps. The steps included in an approval 

are determined based on the current requirements relating to the approval type in 

question. The approval types can be saved as approval templates. 

Approvals can be processed both in F2 Manager and in F2 Touch. Read more about 

this in F2 Manager - User Manual and F2 Touch - User Manual. 

  



 

Page 6 of 57 

Overview of approvals in F2 Desktop 

Records with an approval (approval records) differ from other records. This also 

applies to how approval records are displayed in the main window. 

An approval record is displayed with an approval icon, whose colour and content 

change depending on the approval’s status. For a detailed description of approval 

icons and their meaning, see section Overview of approval icons. 

Overviews of e.g. returned or completed approvals can be created using searches 

with approval records’ metadata. 

Active approvals are always displayed in the list view under “Approvals” in the main 

window. 

View active approvals 

By default, F2 is installed with 

a standard search in F2’s main 

window with the name 

“Approvals”. 

Click on Approvals to display 

the current approvals, that the 

user is authorised to see. Below 

is an example of what it could 

look like. 

 

 

Figure 1: The “Approvals” list in the main window 

 

Click on Approvals in order to see 

the current approvals of the 

organisation. 
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Figure 2: Overview of active approvals 

There are several columns in F2, which can be used when the overview of approvals 

is displayed in the list of results: 

 “Approval Icon” column: Shows the current status of the approval 

 “Appl. Progress” column: Provides a graphical view of where the approval 

is currently (blue), where it has been (light blue) and where it is going (grey). 

Furthermore, each approver’s initials are specified on the approval steps. 

 “Location” column: Shows the current location of the approval with the 

approver’s initials. 

 “Approval Deadline” column Shows approval deadlines, if applicable. 

 

 

Approval deadline 

Status Approval process 

Progress Location 

Note: If there are two approvers or more on the same approval step, instead of 

initials, a number corresponding to the number of participants associated with 
the approval step will be specified. 

Note: The handling of initials displayed in the list of approvals is maintained in 

the participant register and is obtained from there. 

 

In general, the initials field in the register of participants is 

updated/synchronised via AD (Active Directory). If this synchronisation does not 

take place or if there are no initials in AD, the field will be filled with three 

asterisks (***). 
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Create specific searches for approvals 

In addition to the pre-defined search for active approvals called “Approvals”, it is 

possible to generate personalised searches based on metadata on created approval 

processes in F2: 

1) Open the main window 

2) Click on Archive 

3) Click on the down arrow in the menu item “Show search fields” and then 

click on Approval process 

4) The drop-down menu displays several search fields. One or several fields are 

filled out depending on the desired search 

5) It is possible to save the search by clicking on  and now it can be 

accessed under “Personal searches” in the list view. 

Below is a detailed description of the individual search options in the search group 

“Approval process”. 

Function Purpose 

 

Searches for approvals where 

the user or users specified in 

the search field is/are the 

person(s) responsible. 

If the user enters “me”, for 

example, the search covers 

approval processes initiated by 

the user him/herself. 

 

Searches for approvals where 

the user or users specified in 

the search field is/are the 

approver. 

If you search for a specific 

user, all approvals where the 

person in question is or has 

been the approver will be 

shown. 

 

Searches for approvals awaiting 

approval with the user(s) 

specified in the search field. 

 

Searches for approvals that are 

waiting for the approval of the 

user(s) specified in the search 

field on either the current step 
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Function Purpose 

or later in the approval process. 

Approval processes where the 

user(s) specified in the search 

field have already approved the 

approval will not appear in the 

search results. 

 

Searches for approvals with a 

deadline corresponding to the 

date specified. 

It is possible to search for a 

specific date or for a time 

interval. 

If you enter a “-” or a “+” in 

the deadline, the search will 

always show the period from 

today's date from “-” to “+”. 

Therefore, you can search for 

deadlines one week from today 

by entering +7. The search can 

be used for creating a dynamic 

list of approval deadlines since 

the search criterion changes 

every day with the date. 

 

Searches for approvals with a 

deadline corresponding to the 

date specified. 

The field “Deadline, current 

step” searches for partial 

deadlines that can be set for 

the current step. This way, 

searches where the approver 

step has a special deadline are 

created. 

 

Searches for approvals that 

have started within a certain 

interval. 

 

 

Searches for approvals which 

are either marked as urgent or 

not as urgent. 
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Function Purpose 

 

Searches for approvals based 

on their type. 

 

Searches for approvals which 

have or have not started. 

 

Searches for approvals which 

are in progress, completed or 

cancelled. 

 

Searches for approvals, which 

are returned, approved or 

conditionally approved. 

Depending on which search fields have been filled in, the user can perform specific 

approval searches. For example, it is possible to search for: 

 My active approvals 

 My completed approvals 

 All approvals for which I am/have been responsible 

 Approval type 

 Approval status (returned, approved or conditionally approved) 

 Approval deadline. 
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Figure 3: “Approval Process” search group 

For more information about performing and saving searches in F2, see F2 Desktop – 

Search Functions. 

Access approvals in preview 

As already mentioned, all current approvals to which the user has access can be 

displayed by clicking on Approvals in the list view in the main window. 

A single click on an approval record opens a preview of the record on the right side. 

Click on Approval in the preview to see an overview of the approval and a log of 

the approval process on the right side. 

 

Figure 4: Preview of an approval 

  

Possible search fields Show search fields 

for approval 

“Approval” in preview 
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Overview of approval icons 

An approval on a record is displayed with an icon, that provides information about 

the status of the approval. The status icon appears on a list, e.g. “My inbox”, in the 

main window’s result list. 

Below is a complete overview of the approval icons in F2 Approvals as well as their 

meaning. 

Icon  Function 

 
Approval without deadline. 

 

Current approval with a deadline of more 

than seven days. 

 

Current approval with a deadline of less 

than seven days. 

 
Current approval with exceeded deadline. 

 
Returned approval without deadline. 

 

Returned approval with a deadline of more 

than seven days. 

 

Returned approval with a deadline of less 

than seven days. 

 
Returned approval with exceeded deadline. 

 
Cancelled approval. 

 
Finally approved approval. 
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New approval 

An approval is a structured process initiated by a user. The user who creates and 

starts the approval process is specified as the person responsible for the approval. 

The foundation for the approval is the approval record that is created in the context 

of creating an approval process. 

There are two ways to create an approval: 

1) To create an approval record in F2’s main window 

2) Or to add an approval to an existing record in the record window. 

In both cases, the record becomes an approval record where an approval document 

is now found in addition to the record document. 

New approval via the main window 

To create an approval in the main window, click on New approval in the main 

window ribbon. 

 

Figure 5: The New Approval menu item in the main window ribbon 

Clicking on New approval opens the dialogue “New approval”. 

 

Figure 6: Create a new approval 

 

Create new approval 

Approval template 
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Fill out the following metadata in the dialogue: 

 Give the record a title 

 Select a specific approval template (i.e. an already created approval 

process)* or “New empty approval flow” 

 Place the record on a new or existing case 

 Click OK to finish. 

* Approval templates are discussed in the section Create approval template. 

If a specific approval template has been selected, the record with the selected 

approval flow opens. The approval flow can be initiated when the record is ready for 

sending and any eventual attachments have been enclosed to the record. 

If, on the other hand, “New empty approval flow” has been selected, the dialogue 

“New approval of [record title]” opens. The approval flow with the number of steps 

and approvers is set up in the dialogue. The dialogue is described in detail in 

section Set up an approval. 

Create a new approval on a record 

To create an approval on an existing record, click on New Approval in the current 

record’s ribbon. 

 

Figure 7: The New Approval menu item in the record window ribbon 

The dialogue below opens. 

 

Figure 8: Select an approval flow template 

Click on the down arrow in the field “New empty approval flow” and in the drop-

down menu that opens click on a specific approval template (i.e. an already 

created approval flow) or “New empty approval flow”. Click OK to finish. 

Create new approval 
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Set up an approval flow 

Regardless of whether an approval is created in F2's main window or on an existing 

record, the dialogue for creating a new approval appears as the one shown below. 

It is in this dialogue that the approval flow with its number of steps and the number 

of approvers is chosen. 

 

Figure 9: Create approval flow 

The following information is specified in connection with creating a new approval: 

Function Purpose 

 

Enter here the deadline for when the 

approval is to be finally approved. 

The date can be given with an exact 

time. 

 

By putting a checkmark in this field the 

responsible (i.e. the approval creator) 

specifies that the approval is urgent. 

 

Note: It is possible to create 

searches based on this field. Read 

more about this in section Create 
specific searches for approvals. 
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Function Purpose 

 

The type of approval is determined here. 

Individual approval types are defined by 

an administrator and will therefore vary 

from organisation to organisation. 

 

The approval document is replaced with 

another approval document here. 

 

 

Adds new approval steps to the approval 

flow. 

It is possible to add steps before and 

after an existing approval step. 

An unlimited number of steps can be 

added to an approval flow. 

 
Deletes the current approval step. 

 

Every approval step can be filled out 

with the following metadata:: 

 “Approvers”: This approval step 

requires an approver (a participant 

known from the register of 

participants). 

It is possible to select one or 

several approvers in the field. 

 “Copy to”: Informs users who are 

not part of the approval flow about 

the approval of the step in question. 

One or several users, units and/or 

distribution lists are specified in this 

field. 

Note: An approval document can 

contain a description of or comments 

about the approval flow. Read more 

about this in the section Approval 

document. 
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Function Purpose 

 

 “Deadline”: This is a deadline set 

by the person responsible (i.e. the 

person creating the approval) for 

each approver of the approval step. 

 “Limited visibility”: Put a 

checkmark in this field to hide the 

approval from this step's approvers 

and, if applicable, copy recipients 

until the approval reaches the step 

and it is the approver's step to 

approve. 

 “Notify approvers on this step, 

when changes are made”: Select 

whether the current approver on the 

approval step is to be notified when 

the approval is returned or when 

changes are made in the course of 

the approval flow. 

 

Once the necessary steps have been 

added to the approval flow, click on: 

 “Save as template”: The approval 

flow setup is saved as a template so 

the same setup can be used more 

than once (read more about 

approval templates in the section 

Create approval template). 

 “OK”: The approval flow is created 

based on the metadata fields that 

have been filled out. 

 Cancel: The created approval flow 

is cancelled. 

 

Note: The copy recipient 

cannot approve the approval 

but can comment on it until the 

approver on the approval step 

has approved the step. Read 

more about this in section  

Add copy recipient. 

Note: An approval cannot be created if it contains an approval step without an 

approver. 
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Add and move around approval step 

Before starting an approval, it is possible to add approval steps both before and 

after an existing approval step that has already been filled out. When necessary, 

individual approval steps can also be moved around. 

The function  can be found in-between every approval step. Click on Add 

step between two approval steps that have already been created to add a new 

approval step between them. It is possible to add steps before, after and between 

existing approval steps. 

 

The sequence of approvers can be changed by moving approval steps up or down. 

Click and hold the blue bar next to the approver in question. Drag the approval step 

to the desired location. A dark blue line shows where the approval step will be 

moved, as illustrated below. 

 

Figure 10: Move a step to a new place in the approval flow 

Release the bar to insert the approval step in question with its accompanying 

approver and metadata. The sequence of approvers is thus changed and the step 

numbers change automatically as well. This functionality facilitates the setup and 

editing of approval flows. 

Click on OK to save changes. 

 

Note: Once the approval flow has started, it is not possible to add additional 
process steps before or between already approved steps. 

The dark blue line, 

that indicates the 
new location of 
step 2 

Step 1 

Step 2 and the 

blue bar to drag 
when moving a 

step to a new 

location 
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Create approval template 

If a setup of an approval flow is to be used more than once, save it as an approval 

template. 

There are two template types: 

 Personal approval templates: Created by a user and can only be viewed 

and accessed by this user. 

 Shared approval templates: They are available to the entire organisation 

and/or selected units. Shared approval templates are set up by an 

administrator, who also determines who is to view and access the selected 

approval templates. 

Common for both template types is that they are created by clicking on Save as 

template in the dialogue below, which is used when a new approval is to be 

created (if applicable, see the description below). 

 In case of personal approval 

templates: The user names the 

approval template and saves it 

by clicking on OK. 

 

The template is now saved as a 

personal template and can be 

accessed by the user in question 

next time a new approval is to be 

created. 

 

Figure 11: Save as approval template as 
standard user 

 In case of shared approval 

templates: The administrator 

names the approval template, 

puts a checkmark in the field 

“Template location” and selects 

whether the template is to be 

available to all users in the entire 

organisation or only to a certain 

unit (the organisation/unit has to 

be marked). 

 

Save the template by clicking on 

OK. It can now be accessed by 

the selected users. 

 

Figure 12: Save approval template as 
administrator 

Personal and shared approval templates can be accessed in the dialogue “New 

approval”, as shown below. 

Putting a checkmark in “Template location” 

activates the location provision for this shared 

template 
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Figure 13: Access approval templates 

 

Delete approval template 

Personal and shared approval templates are deleted by clicking on the tab 

“Settings” in the main window and then on the down arrow in the menu item 

“Templates”. 

 

Figure 14: Menu item “Templates” 

The dialogue “Approval templates” will then open to show an overview of the 

approval templates, which the user is authorised to view and delete. 

 

If the user is the administrator, both personal and administrator-configured 

templates will be displayed, as shown below. Under the “Location” column the user 

sees where the different approval templates are placed. 

To delete one or several approval templates, mark the relevant template in the 

dialogue and click on Delete. This procedure continues until all the desired 

approval templates have been deleted. 

Access personal approval 
templates and administrator-

configured approval templates 

Note: Only the administrator can delete administrator-configured approval 

templates. 
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Figure 15: Delete approval template 

Deleted approval templates cannot be restored. 

 

Add copy recipient 

If a copy recipient is defined for a certain approval step, the copy recipient will 

receive the approval in his/her inbox once the approval flow reaches the approval 

step where the copy recipient is defined. As shown in the example below, Hanne 

Winter, as copy recipient, receives the approval in her inbox when Hugo Hugosen, 

as approver, receives the approval. 

A copy recipient can neither approve nor return an approval. A copy recipient can 

add a comment to the flow and call the responsible person’s attention to it as well 

as indicate that s/he has read the approval. 

The copy recipient’s processing period is limited to the processing time of the 

current step which starts from the moment the approver on the step receives the 

approval flow and continues until the approval is approved or returned. 

 

Figure 16: Copy recipient’s processing options of the approval 

 

Delete approval template 

Shows where the 
approval template 
is placed. 
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There are two ways in which a copy recipient can process an approval: 

1) “Mark as read”: The copy recipient acknowledges to have seen the 

approval. 

2) “Mark as read and notify responsible”: The copy recipient acknowledges 

to have seen the approval and the responsible person receives the approval 

in his/her inbox with information that the approval has been seen and 

commented on by the copy recipient. This way the copy recipient ensures 

that the person responsible is aware of the copy recipient’s comment. 

When an approval is marked as read, an eye icon is displayed against the copy 

recipient and it is registered in the activity log of the approval that the copy 

recipient has marked the approval as seen. 

 

Figure 17: “Seen” mark for copy recipient 

An individual participant or unit can be defined as copy recipient on an approval 

step. 
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Approval structure 

Once an approval is created, the approval record opens. It is the record on which 

the approval is placed. 

The approval record consists of several approval fields, which are the metadata 

specifically related to an approval. This metadata is displayed at the top, right side 

of the approval record and shows, among other things, the approval flow, key 

approval information and the handling options for the responsible and the approver, 

as shown below. 

 

Figure 18: Newly created approval record 

In addition, documents, comments etc. can be attached to the approval record. 

For the responsible person and the approval flow's approvers, this means that all 

approval-related information is gathered on one page. Hence, it is possible to 

create approval actions and make document changes at the same time as an 

integral part of the processing and execution of the approval. 

Changes to the approval flow can be made in the “Approval” tab. 

  

The “Approval” tab Approval document 

Approval flow The “Record” tab Meta data 

Approval document 
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Approval metadata 

The following metadata is displayed at the top of the approval record: 

 

Figure 19: Approval metadata and action flow 

Function  Purpose 

 
Specifies the title of the record and serves as 

the approval’s headline. 

 

Shows what the status of the approval is. 

“Under preparation” means that the approval 

has not yet started. 

The status will continuously change in the 

course of the approval flow. 

Click on  to see a detailed status clarification. 

 
Specifies when the approval has to be finally 

approved. 

 

If the approver has specified the approval as 

“Urgent” when creating it, the deadline will be 

followed by the word “urgent” to indicate this. 

“Urgent” is only displayed if the person 

responsible, has put a checkmark in the field 

when creating the approval. 

 

Indicates the purpose of the approval. Several 

different approval types can be defined 

depending on the F2 installation setup. 

Metadata 
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Approval document 

The approval document is placed above the record document on the right side of 

metadata fields.  

The approval document is different from the record document and is intended to 

contain a description of what the approval deals with. Text formatting in the 

approval document corresponds to the options in the record document. The 

approval document can contain information for the front page of the approval. 

 

Figure 20: Approval document 

If the record on which the approval is placed, is to be sent by email, it will still be 

the record document that is displayed as the email body. The approval document is 

not sent along when the record is sent as email. The approval document shall 

therefore be regarded as an internal document. 

 

The approval document can be replaced with another approval document by 

clicking on Replace approval document in the dialogue “New approval flow” or 

“Edit approval flow” depending on whether the current user is about to create or 

edit an existing approval flow. 

Clicking on Replace approval document opens the dialogue “Replace approval 

document”, as shown below. Click on the down arrow in the field “Keep the 

approval document as it is” in order to select a new approval document (a pre-filled 

approval document template) from the drop-down menu that opens. 

Approval document selected  

Record document Approval document view 

Note: Users can make changes to the approval document of each approval if 

they are authorised to do so = “Write access to documents” for the approval 

record in question. 
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Figure 21: Replace approval document 

 

When a new approval document has been selected, click on OK. At the top of the 

current dialogue (“New approval flow” or “Edit approval flow”) you can now see that 

a new approval document has been selected and what type it is, as shown below. 

 

Figure 22: F2 shows the user which approval document has been selected 

Click on OK at the bottom of the dialogue to replace the approval document. 

Replace 

approval 
document 

The dialogue “Replace 

approval document”. 
Select among the 

templates. 

Note: The number of approval document templates varies from organisation to 

organisation since these templates are set up by an administrator in cooperation 

with cBrain. Read more about this in the next section. 

 

New approval document is selected 
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A warning dialogue opens to inform the user that the current approval document 

will be overridden and any changes made to it will be lost. 

Click on Yes and the selected approval document will override the existing approval 

document. If the approval document is not to be overridden, click on No. 

 

Figure 23: Replace approval document - Yes/No 

Create approval document template as administrator 

If and when needed, an administrator can create a pre-filled approval document 

template, which can be incorporated as part of an approval template. This way, it is 

ensured that the approval flow in question has an approval document which 

contains the necessary information to be used in connection with the approval. 

Below is an example of an approval document based on a pre-filled template. 

 

Figure 24: Approval document based on a pre-filled template 

 

Approval document 

The inserted template “Specialised approval 
document” has added the displayed headlines 

Note: Approval document templates are added and maintained using the menu 

item “Server file explorer” in the tab “Settings” in the main window. Template 

content is created when setting up F2 in connection with an installation or 

upgrade. Content is created in cooperation with cBrain. 
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Start approval flow 

The approval is processed on the right side of the approval record where all the 

options for handling the approval are gathered. 

The approval view is divided into two different flow overviews. 

 Steps: The processing of the approval takes place here and the current 

location of the approval is displayed. 

 Log: An overview of the action flow and current status is displayed here. 

The log is described in detail in the section View activity log. 

 

Figure 25: Overview of the approval flow 

The table below reviews the functionalities in the “Steps” overview, which are 

available when an approval flow is started and in process. 

Function  Purpose 

Divider:  

 

Click on the up or down arrow to expand the 

document selector or the approval flow area. 

 

Of the two fields, the one indicated with blue 

font colour is the selected approval flow view. 

Switch between the two view options by 

clicking on them. 
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Function  Purpose 

 

The approval flow is displayed step by step, 

each with its own box. The person responsible, 

i.e. the person who has created the approval, 

is at the top of the list. 

The remaining steps present each part of the 

approval with the desired approvers. 

The different colour indicates where in the flow 

the approval is located. In this example, 

Hanne Winter is blue, which means that the 

approval is in the hands of Hanne Winter. 

Show: 

 

Unfolds the processing options, which are 

available to the person responsible or the 

approver, as well as a field for comments. 

 

Hide: 

 

The icon is displayed when the processing 

options of the approval step are unfolded. 

Click on the icon  to fold the processing 

options. 

 

“Responsible”: Creates and initiates the 

approval flow, Hanne Winter in this case. 

“Comment”: Can be filled out with relevant 

information in relation to the approval of the 

responsible person (or approver once the 

approval reaches the approval step of the 

person in question). 

Click on  to save a comment. 

 

”Start”: Starts the approval flow. 

 

Step 1: Is the first approver. In this example, 

this is Vibeke Villasen. 

The approval step specifies a personal deadline 

for the approver of step 1 (deadline at 

15/10/2017). 

Note: The icon is only visible to the person 

responsible or approver when the approval 
is on the current approver’s step. 

Note: All approvers can see the comments 
when processing the approval. 
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Function  Purpose 

 

Step 2: Is the next approver in the approval 

flow - in this case, Hugo Hugosen. 

Copy recipients are specified on the approval 

step. Click on Show copy recipients in order 

to see the copy recipients of the approval step 

(see below). 

 

Click on Show copy recipients, the title 

changes to “Hide copy recipients” and the copy 

recipients on this approval step are displayed - 

in this case Ann Sekner. 

Click on Hide copy recipients to hide the 

specified copy recipients and the name title 

changes back to “Show copy recipients”. 

 

There can be several approvers on the same 

approval step and in that case they are listed 

under one another on the approval step, as 

shown on the side. 
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View activity log 

Click on “Log” in the approval flow to switch from an overview of the approval flow 

and its accompanying processing options to an activity log. 

The activity log describes line by line the approval actions taken in the approval 

flow, as shown below. 

 

Figure 26: Overview of the authentication process associated with “Activity log” 

To create a visual overview, all the changes made by the approver who is currently 

viewing the activity log, are marked with bold. 

Any comments to the individual approval steps can be copied in the activity log by 

clicking on Copy comment. Insert the copied comment by pressing Ctrl + V. 

 

Note: Changes made in the approval record and/or attached documents do not 

appear in the activity log. 
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View document versions 

Click on Log, to activate the icon for viewing document versions on the approval 

record (document versions can also be accessed via the approval tab). 

Click on Show document versions , and the record version of the approval will 

appear above the document selector. Furthermore, a set of numbers in parentheses 

appear in front of each document and indicate the version of the document in 

question. 

 

Figure 27: Show document versions in activity log 

When show document versions is activated a user can click on the different action 

lines in the activity log, and view the version the record and respectively its 

attached documents had at the given time in the flow. This makes it possible to 

follow the document’s development and informs about the work procedure. 

Similarly, it will be possible to access previous document versions when they are 

chosen in the document selector. 

The first number in the sequence of numbers shows the document version that will 

be displayed or opened if when the document is clicked on. The last number in the 

sequence of numbers shows how many different versions the document has in 

total. E.g. the set of numbers (2/4) means that the document version to be 

displayed is the second out of four. 

The previous versions are also displayed in the preview so that it is not necessary 

to open the document to see a previous version. This facilitates version comparison 

and the ongoing preparation of approval documents. 

New document versions are created every time a document is updated. 

Correspondingly, the record version changes when changes are made to the 

approval record itself or to the approval flow. 

Turn off version management by clicking on Show document versions one 

more time. 

  

Activates display of 

document versions  

View 

document 
versions 

Note: As long as the option “Show document versions” is turned on, it is not 
possible to make corrections to the approval record or the approval flow. 
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Receive and handle approvals 

When the approval is started, the first approver on step 1 receives the approval in 

his/her inbox. 

Hold the cursor above the approval icon in the list of results as shown below to see: 

 The approval step the approval has reached 

 Which user the approval is awaiting approval from 

 If applicable, whether the approval has been returned. 

 

Figure 28: Approval received in the inbox 

When the record with the approval is opened, the approver can start processing it. 

The approver has the following processing options: 

 Return 

 Approve. 

The table below describes the approver’s processing options in detail. 

 

Function Purpose 

 

The blue marking in the approval flow shows 

that the approval is now on step 2, in this 

case with Hugo Hugosen. 

Note: The table below is based on an approval flow where the approver on the 

first approval step has already approved the approval. The approver on the 

second approval step has thus received the approval and can now start 

processing it. 
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Function Purpose 

Comment to the approval 

 

Shows whether the person responsible 

and/or the approver has/have linked a 

comment to the approval. 

Open the comment by clicking on the icon 

. The comment contains the date, time, 

approver’s name and the action by which 

the comment is sent. See the example of a 

comment below. 

 

Figure 29: Example of a comment 

 

An approval can be withdrawn by the person 

responsible or by the current approver by 

clicking on the icon  (withdraw 

approval) on the step of the person 

responsible. 

Read more about this in section Return, 

undo and withdraw an approval.  

 

An approval can be withdrawn by a previous 

approver by clicking on the icon  (undo 

approval) on the approver’s own approval 

step. However, the approver must have 

approved the approval. 

Read more about this in section Return, 

undo and withdraw an approval. 

 

“Changes have been made to record 

documents/metadata” This field is only 

visible if changes have been made to the 

approval record after sending the approval 

to the next step. 

“Comment”: Regardless of whether 

accepted or returned, it is possible to link a 

comment. In case of a return, e.g. why the 

approval is returned. 

“Return”: Dark grey means that the button 

is inactive. Click on Return to display the 

return functions. 
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Function Purpose 

“Approve”: Light grey means that the 

button is active. 

Click on Approve and send to [user’s 

name] for approval and to send the 

approval to the next step in the flow - in 

this case, Hugo Hugosen. 

When you click on Approve on the last 

approval step in the approval flow, the 

approval is finally approved. The approval 

flow will thus be completed. 

 

Select the step to which the approval is to 

be returned in the field “Return to”. Any 

approval step except for one's own can be 

selected. 

Be default, the approval is returned to the 

person responsible for the approval. 

Click on Return and resume after [the 

name of the person responsible] to 

return the approval to the person 

responsible, in this case Hanne Winter. The 

approval flow starts from there and the 

record must then be approved again on all 

subsequent steps. 

“Return and resume with me” returns 

the approval to the specified approver 

(here, to the person responsible: Hanne 

Winter). After processing, the approval is 

repeated by the same approver (i.e. Hugo 

Hugosen on step 2). Step 2 skips step 1. 

“Return and resume after me” 

(conditional approval): The approval is 

returned (here to the person responsible: 

Hanne Winter) and after processing the 

approval flow is resumed following the 

current approver’s step, i.e. step 3, as if the 

approval had been approved by step 2. 
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Function Purpose 

 

The option “Resume with” is displayed when 

an approval has been returned, undone or 

withdrawn. 

“Resume with” is used when the approval is 

to be re-started. 

The person responsible/approver has the 

following options: 

1) To restart the approval process 

and go through all approval steps 

again: In other words, the approval 

is resumed with Vibeke Villasen (step 

1). 

2) To skip the approval step before 

the current approver’s own 

approval step (“Resume with me”): 

The approval is resumed with Hugo 

Hugosen (step 2) and step 1 (Vibeke 

Villasen) is skipped. 

 

3) To resume the approval flow 

after the current approver’s step: 

Hugo Hugosen has approved 

conditionally and the person 

responsible is thereby advised to 

resume the approval process with 

Anders Andersen and Peter Petersen 

(step 3). 

The different return options depend in part 

on the approval step of the approval, and in 

part on what has been recommended by 

previous approvers. 

 

Note: The person responsible does not 

have to follow the recommendation if 

there are several options for resuming the 

flow. 
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Return, undo and withdraw an approval 

When an approval has been returned to the person responsible for the approval, 

undone or withdrawn, the approval flow stops. 

Return approval 

By clicking on Return an approver returns the approval to a previous approval step 

with a notification that the approval cannot be approved. This can be done in three 

different ways, each of which indicates the degree of changes necessary before the 

approval can be approved (see the table above). 

1) “Return and resume after [user’s name]” The selected return recipient 

starts the approval flow from the beginning and the approval has to go 

through all the approval steps again (full return). 

2) “Return and resume with me”: The approval is returned to a previous 

step in the approval flow. The return recipient returns the approval to the 

current approver (return for correction). 

3) “Return and resume after me”: The approval is returned for processing of 

a few corrections before the approval flow can continue to the next approval 

step in the original flow (conditional approval). 

In connection with a return, the approver can attach a comment, which indicates 

why the approval is returned. 

When the approval is returned, the approval process stops temporarily, which 

requires the approval to be resumed after the return. 

The return process is part of the approval process because it contributes to flexible 

communication and content improvement among the approval participants. 

Undo approval 

“Undo” is used when an approver wants to undo his/her approval of the approval 

flow. The approver pulls back his/her approval from a subsequent approver to 

his/her own step earlier in the approval flow. This can only be done so long as the 

approval has not been finally approved. The approver can only withdraw his/her 

own approval. 

To withdraw his/her approval, the approver clicks on  on his/her own step. The 

approval flow is thereby temporarily stopped. 

Withdraw approval 

Unlike “Undo”, “Withdraw” covers the entire flow and does not just undo an 

individual step. When an approval is withdrawn, it is pulled back to the person 

responsible. To withdraw an approval click on  on the step of the person 

responsible. The person responsible may withdraw his/her approval at any time. 
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Unlike “Undo”, any approver can withdraw the approval by pulling it back to the 

step of the person responsible. Withdrawal temporarily stops the approval flow and 

is not the same as cancelling an approval. A withdrawn approval is still an active 

flow, which can be resumed from the beginning, if applicable. 

Resume approval 

An approval that has been returned, undone or withdrawn is no longer displayed in 

the overview of active approvals. If an approval is resumed, it will be displayed in 

the overview of active approvals again. 

Make changes to the approval flow 

The approval record is processed in the approval flow that has been created. 

If changes are to be made in the approval flow, the options to make changes can 

be accessed from the tab “Approval”. The individual menu items related to 

approvals in particular are described below. 

 

Figure 30: Approval tab 

Function Purpose 

 

Shows the current version of the approval 

record’s approval document, record document 

and, if applicable, attached documents in the 

document selector. 

When document versions are displayed, the 

approval flow cannot be processed by an 

approver. The approver also receives a warning 

about this from F2 with the dialogue below. 
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Function Purpose 

 

Figure 31: Edit approval flow 

 

 

Click on Hide document versions to change 

the menu item back to “Show document 

versions” and the approval will no longer display 

version numbers. 

 

Makes it possible to make changes to an already 

initiated approval flow. 

The approval flow can be changed completely 

provided that the approval has not yet started. 

If the approval has started, the approved steps 

cannot be modified. Only the forthcoming flow 

can be modified, where steps can be edited, 

deleted and/or added. 

The approval flow in a finally approved approval 

cannot be changed. 

 

Allows users, who are not participants in the 

approval flow, to take over a certain approval, 

e.g. in the event of illness or holiday. It is 

necessary, however, that this user has write 

permission to the record. 

It is thus possible to take over an approval and 

replace/remove users on an approval step even 

though they have already received the approval. 

If this happens, a note will automatically be 

created on the record. This note describes the 

changes made and the participants the change 

concerns (i.e. the person responsible for the 

approval as well as the approvers that have 

been added and/or removed) are notified via the 

note in their inbox. 

Approvers or approved steps cannot be removed 

and/or replaced. 

Tip: There is a corresponding function in the 

activity log. 
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Function Purpose 

 

Stops an ongoing approval flow and the approval 

is removed from the “Approvals” list in the main 

window. 

When an approval is cancelled, a note is 

automatically created that informs that the 

approval has been cancelled. 

 

Reopens a cancelled approval. The approval will 

be resumed from the approval step from which 

the approval was cancelled. 

The approval is then again displayed in the list 

of “Approvals” in the main window. 

The menu item “Reopen” changes automatically 

to “Cancel”. 

The approval note is updated automatically with 

the information that the approval has been 

reopened after cancellation. 

 

Users with write permission to the approval 

record can cancel an approval and then also 

delete it. An approval can only be deleted after it 

has been cancelled. 

 
Shows the latest changes/additions to the 

approval. 

 

Creates a PDF version of the current approval, 

which contains the approval document and the 

approval information. Read more about this in 

section Send approval to an external . 

 

Adds users, who are not directly involved in a 

certain approval, as subscribers. Subscribers 

receive a notification in their inbox every time 

the approval goes to a different step in the 

approval process. This applies also in connection 

with the return of an approval. 
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Edit approval flow 

Changes can be made to the flow and the approval metadata provided that the 

approval flow is in progress. However, it is not possible to edit steps that have 

already been processed the approval. 

Click on Edit approval process in the tab “Approval” and the dialogue “Edit 

approval process for [name of approval record]” opens as shown below. 

It is only users with write permission to the record who can edit the approval flow. 

 

Figure 32: Edit approval flow 

All corrections in the approval flow are displayed in the activity log. What has been 

changed is not displayed in the activity log but there is a note “[user’s name] edits 

the approval”. A user who makes changes to the approval flow can explain these 

changes with a description in the comment field, if desired. The comment is 

displayed under the line “[user’s name] edits the approval”, as shown below. 

 

Figure 33: Example of a comment on a change in the approval flow 

  

Step 1 and 2 have been 

processed. Changes cannot 

be made to step 1 or 2’s 

metadata and it is not 
possible to add steps before 
step 1. 

Step 3 has not been 

processed yet.  
It is possible to edit the 

metadata of step 3 and 

to add steps both 

before and after step 3. 

The main metadata of the 

approval can be changed 

throughout the entire flow. 

Add a comment to 

clarify the changes. 
Comments will appear 
in the activity log. 
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Take over approval 

Unlike “Edit approval process”, it is not possible to create new approval steps or 

add more approvers when taking over an approval. This way, it is not possible to 

change the structure of the approval flow. 

The take-over of an approval can, for example, be useful in case an approver is 

absent or ill because his/her place in the flow can either be removed or replaced 

with another approver. Users with write permission to the record can take over the 

approval and thereby make changes to the flow.  

Click on Take over approval in the approval tab to open the dialogue below. 

The dialogue shows the entire approval flow. The grey field is the person 

responsible and the blue fields are the different steps. 

It is possible to replace and/or delete approvers and approval steps. Approvers and 

approval steps, however, cannot be replaced and/or deleted if the step has already 

been approved. 

The dialogue below shows a flow where no steps have been approved yet and 

therefore everything can still be taken over. 

 

Figure 34: Take over approval 

Clicking on the icon for replacing an approver  opens the dialogue below. Here 

you can select a new approver from the register of participants. 

Replace the 
approver on step 1 

Delete step 

Delete one of 

the approvers 
on the step 
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Figure 35: Replace approver 

The user who makes changes under “Take over approval” can choose to write a 

comment, which will appear in the activity log of the approval. 

If no comment is entered in the comment field, the activity log will only show who 

and on which step the takeover has taken place. The comment is therefore used to 

clarify the background for the change. 

 

Figure 36: Comment in the activity log 

Regardless of whether or not there is a comment, a note on the approval record is 

automatically generated when changes are made via the “Take over approval” option. 

The note describes the performed action. Participants on the note include: 

 The user, who has taken over the approval and made changes 

 The person responsible for the approval 

 Approvers who have been removed from or replaced in the approval. 

 

Figure 37: Note with a description of the changes 

Cancel, reopen and delete approval 

When an approval is cancelled, it is removed from the list of active approvals, as 

already mentioned. In addition, a note regarding the cancellation of the approval is 

automatically generated. The note is also displayed on the approval in the main 

window. 

Comment to activity 

registered in the 
activity log 
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Figure 38: Note for the approval 

 

Figure 39: Note with description of reopening of approval 

Cancelled approvals are inactive and can always be reopened. The approval record 

continues to exist and the created approval flow can still be seen on the record. 

To activate the approval again, click on Reopen in the approval tab and the 

approval flow will be resumed. 

It is possible to create searches on cancelled approvals. Read more about this in 

section Create specific searches for approvals. 

Approvals can only be deleted after they have been cancelled. Click on the menu 

item Delete to open the case help below. 

 

Figure 40: Delete 

Click on Yes and the approval will be deleted. This action cannot be undone. 

When an approval is deleted, the approval record becomes an ordinary record. 

Documents, the record document and other metadata are kept this way. If needed, 

it is possible to create a new approval on the record.  

Note for the approval 
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Final approval 

When the last approver receives the approval and clicks on Approval process 

final approval, the approval is finally approved. 

 

Figure 41: Final approval 

As a result, the status of the approval changes to completed, which is also evident 

from the approval icon in the list of results. Hold the cursor over the approval icon 

and to see that the approval has been completed and finally approved. The 

approval will therefore no longer appear in the list of active approvals. 

The person responsible is notified that the approval has been finally approved by 

receiving the approval in his/her inbox. 

 

Figure 42: Approval finally approved 

 

  

Note: An approval, which has been finally approved, cannot be edited. 
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Send approval to an external 
participant 

If the approval record is to be sent to an external recipient, the sender should be 

aware that the approval document and the approval information are not included 

when the record is sent as an ordinary email. 

Click on Export as PDF in the tab “Approval” or Create record as PDF in the tab 

“Record” and the approval document and the approval information will be included 

on the first page in the generated PDF, as shown below. 

 

Figure 43: View approval documents when generating a PDF 
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Appendix 

Basic approval flow 

The following pages describe how a basic approval flow is created and executed. 

The approval process is reviewed step by step using two approvers and one person 

responsible (approval creator). 

Approval creator: 

 Case manager Vibeke Villasen 

Approvers: 

 Head of office Hans Hansen 

 Department head Anders Andersen 

Case manager Vibeke Villasen has written a draft to a minister in response to a 

written inquiry. The draft response has to be approved. It is about a draft in 

response to a Section 20 question: “Q424 Whether citizens are being monitored on 

the Internet”. 

The case manager has the draft response approved by following these steps: 

Step 1: Create an approval 

Case manager Vibeke Villasen opens the record with the draft response to be 

approved. The name of the record is “Draft response to Q424 Whether citizens are 

being monitored on the Internet”. The record is located on case 2017 - 13 with the 

title “Section 20 Q424 Whether citizens are being monitored on the Internet”. 

Vibeke clicks on New approval in the record window ribbon. This opens the 

dialogue “New approval”. 

Since there is no suitable template for this approval process, Vibeke clicks on New 

empty approval flow and then on OK. 
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Figure 1: Create an approval 

 

 

Figure 2: Select an approval template 

 

Step 2: Set up an approval flow 

An empty approval flow opens and Vibeke proceeds as follows: 

 Vibeke writes “+5” in the “Deadline” field and presses Enter because the 

Danish Parliament has to receive the response in five days. 

 Vibeke clicks on the down arrow in the field “Type” and selects For 

approval. 

 In the field “Approvers” on step 1, Vibeke enters the name of the head of 

office Hans Hansen because he is the first person who has to approve the 

draft response. 

 In the field “Deadline” on step 1 Pia enters “+2” and presses Enter. This 

way Vibeke ensures that Hans Hansen will approve the response in time to 

allow the department head to approve it too before the deadline expires. 

New approval 

Select a template for the approval flow 
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Figure 3: Set up an approval flow 

 In order to be able to add an approver after the head of unit, Vibeke clicks 

on  in the bottom left corner. 

 “Step 2” is now added to the approval. In the field “Approvers” on step 2 

Vibeke enters the name of the department head, Anders Andersen, because 

he is the one to approve the response after the head of office. 

 The approval flow is now configured and Vibeke clicks on OK. 

 

Figure 4: Record with attached files and an approval flow 

  

Enter the approver’s name Select approval type Enter deadline 

Add a step 

after step 
1 

Deadline 
on step 1 

Complete 

the setup of 
the approval 
flow 

The record document is opened 

Attached 

files 
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 Vibeke is back in the record window where the record document is opened. 

 As a result of the created approval, the record also contains an approval 

document in addition to the record document. Vibeke clicks on Approval 

document in the record preview and enters the following in the approval 

document: Please approve the attached draft response to Q424. The 

approval document is displayed in the figure below. 

 Vibeke clicks on Save in the record window ribbon. 

 

Step 3: Start the approval 

 In order to start the approval flow, Vibeke clicks on Start in the approval 

overview on the right of the record window. 

 

Figure 5: Start approval flow 

 

Step 4: The approval is processed on step 1 (Approved) 

 Approver on step 1: Head of office Hans Hansen receives the record with the 

approval in his inbox. The name of the record is “Question 424 Whether 

citizens are being monitored on the Internet”. 

 Holding the cursor above the approval icon next to the record, Hans notices 

that there is an approval waiting for his approval. 

 He marks the record. 

Start approval 
flow 

The person 

responsible 

(creator of 

the approval) 

Open approval 

document 
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Figure 6: Approval in the approver’s inbox 

 In the approval document preview, to the right of the record window Hans 

reads that the approval concerns the attached draft response. 

 Using the record preview, Hans opens the question and the draft response 

by double-clicking first on the Word document “Question 424 Whether 

citizens are being monitored on the Internet” and then on the Word 

document “Draft response Q424”. 

 Hans reads the two documents. 

 Hans is satisfied with the draft response and closes both Word documents. 

 Hans wants to approve the draft response. 

 Hans opens the record, which he has been viewing in the preview so far. The 

name of the record is “Draft response to Q424 Whether citizens are being 

monitored on the Internet”. He opens the record by double-clicking on it in 

the inbox. 

 The status of the approval flow is displayed on the right of the record. Here, 

Hans clicks on Approve and send to Anders Andersen. 

 The approval is thus now on step 2 in the approval flow - in the hands of 

department head Anders Andersen. 

Approval icon 

Cursor above the approval icon 

shows the status of the approval 
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Figure 7: Approval of an approval 

 

Step 5: See the current location of the approval 

Case manager Vibeke knows that the approver on step 2, department head Anders 

Andersen, is going on holiday tomorrow. Since he has to approve the response, 

Vibeke checks whether the approval has reached the department head’s step or 

whether it is still on step 1 in the hands of the head of office Hans Hansen. 

 On the left side of the main window Vibeke clicks on the standard search 

“Approvals” in order to find the record with the approval. 

 Vibeke finds the record “Draft response to Q424” and marks it. 

 In the column “Appl. Progress” Vibeke notices that the field with the 

department head’s initials, AAN, is dark blue (the initials VVI are in bold 

because they are Vibeke’s own initials). 

 The dark blue colour in the field with the department head’s initials means 

that the head of unit has approved the response and it is now waiting for 

approval on step 2 - from department head Anders Andersen. 

 

Figure 8: Column ”Appl. Progress” 

 

Current step 

marked in 
blue 

Approve 
and send to 

the next 
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Column “Appl. Progress” 

Current approval location 
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Step 6: The approval is processed on step 2 (Final approval) 

 Department head Anders Andersen receives the record with the approval in 

his inbox. 

 Anders goes to his inbox and double-clicks on the record “Question 424 

Whether citizens are being monitored on the Internet” in order to open it. 

 In the approval document on the record Anders reads that he has to 

approve the attached draft response. 

 Anders reads the two Word documents (the question and the draft response) 

attached to the record. 

 Anders has an addition to the draft response. A reference to the response to 

Q424 is missing. Since it is only a matter of adding a few words, Anders 

decides to edit the document. (Anders could instead have chosen to return 

the record to case manager Vibeke with a comment stating that she had to 

make the necessary changes). 

 In the document “Draft response Q424” Anders adds four words “as well as 

Q424”. He saves the draft response and closes it and then closes the 

question. 

 Anders is now back in the record. The dialogue “New version” opens. Anders 

clicks on Yes to open a new version of the record. 

 On the right side of the record the department head writes the following in 

the field “Comment”. “I have added a reference to Q424” and clicks on the 

grey Save icon on the right, above the comment field. 

 After that, Anders clicks on Save in the record ribbon and approves the draft 

response as the last approver by clicking on Approval process final 

approval. 

 

Figure 9: Approval finally approved with comment 
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Step 7: The approval is finally approved and completed 

 As case manager (approval creator) Vibeke receives the record with the 

approval in her inbox. 

 Vibeke holds the cursor over the approval icon belonging to the record 

“Question 424 Whether citizens are being monitored on the Internet” and 

can read that the approval has been finally approved. 

 Vibeke can also tell by the approval icon belonging to the record that the 

approval has been finally approved. There is now a diploma inside the icon 

circle. 

 The approval is thus completed. 

The response to the Section 20 question “Whether citizens are being monitored on 

the Internet” can now be forwarded to the minister for response in the Danish 

Parliament. 

Since the approval has been finally approved, it is no longer visible in the list 

“Approvals” in the main window. 

All approvals that have been completed can always be found using the search fields 

in the search group “Approval process” in the main window. 

 

Figure 10: Approval completed 

 

Step 8: Show document versions 

 Vibeke would like to know if there has been made any changes to the 

document “Draft response Q424” during the approval flow. 

 Vibeke is in her inbox and has marked the record “Question 424 Whether 

citizens are being monitored on the Internet”. 

 Vibeke double-clicks on the record to open it. 

 On the right side of the record just above the individual steps of the 

approval Vibeke clicks on Log. 

The approval flow 
is completed 

Text is displayed when holding the 
cursor above the approval icon 
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 Vibeke can now see an overview of all the actions in the approval flow. Here, 

Vibeke reads that the approver on step 2 - Anders Andersen has written the 

comment: “I have added a reference to Q424”. 

 Vibeke would like to compare the original draft response to the finally 

approved response. Therefore, Vibeke clicks on the document version icon 

located above the log on the far right. 

 Vibeke notices from the record preview that on step 2 of the approval the 

document “Draft response Q424” is on version 2 of 2. This is the version 

Vibeke opens by double-clicking on the document in the record’s preview. 

 

Figure 11: Show document versions 

 Vibeke would also like to see the original version of the draft response. For 

this reason, she clicks on Hans Hansen (step 1) approver in the log. 

 In the record preview, the document “Draft response Q424” is now on 

version 1 of 2. Vibeke opens this version too. 

 Vibeke has read both the original and the final approved version of “Draft 

response Q424) and has a full overview of the change that has been made 

in the approval flow. 

 Vibeke closes both versions of the document and the record itself. 
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