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Reading instructions

This manual is written for users of F2 Touch.

The manual contains a short introduction to F2 Touch 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.
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Introduction to F2 Touch

F2 Touch supports case work on the go across different devices such as iPhones,
iPads, and Android smartphones and tablets, as well as common Internet browsers
for PC and Mac.

F2 Touch can be downloaded as an app using either Apple App Store or Google
Play. The F2 Touch client also functions in the browsers of the above mentioned
mobile devices. This manual is primarily based on the F2 Touch app.

F2 Touch is a lighter version of F2 Desktop containing selected functions such as
case and email processing, chats, approvals, requests and more. There are minor
differences in the functionality between F2 Desktop and F2 Touch. These differences
are described where relevant.

F2 Touch supports two different layouts that are automatically applied depending
on window size:

e Compact layout: For devices with smaller screens such as iPhones and
Android phones.

e Wide layout: For devices with larger screens such as iPads, Android tablets,
Mac, and PC.

There are no functionality differences between the compact and the wide layout.

This manual is primarily based on an iPhone version with the compact layout. If
there is a variation between iPhone and Android, it will be mentioned.
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Download and set up F2 Touch

F2 Touch is available in the Apple App Store for iPhone and in Google Play for
Android.

As settings and setup vary according to the operating system of the device, the
following setup sections are divided based on operating system: Setup and settings
for iOS and Setup and settings for Android.

F2 Touch Intune

cBrain offers an F2 Touch module that is compatible with Microsoft Intune. F2
Touch Intune has functions similar to that of F2 Touch, but is subject to the security
model configured in Microsoft Intune by the organisation. Contact cBrain for further
information.

Note: F2 Touch Intune requires the F2 Touch add-on module.

Setup and settings for i0OS

In order to use F2 Touch, the app must first be set up to the correct server
address.

- To set up F2 Touch on an iPhone or iPad,

< setting: F2 Touch

tap Settings k= on the device. Tap F2
Touch in the menu to navigate to the F2
settings screen.

—Notifications Next to the “Server Address” field, enter
the URL for F2 Touch. The URL is provided
D orauace by cBrain.

URL

Figure 1: Server address on iOS

Log in to F2 Touch on iOS

When F2 Touch is set up and the app is opened, a login screen appears. Depending
on the setup and the device running the application, there are several ways to log
in to F2 Touch: Using one’s password, fingerprints or Face ID, or by selecting
“Remember me”. The desired method is chosen upon login.
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If the “fingerprint” or “Face ID” login features are enabled in addition to
“Remember me” in the organisation’s configuration, the user can choose which
login method to use. It is possible to switch login method as long as the
configuration allows it.

For safety reasons a user must enter their password every 30 days.

Log in using a password on iOS

No SIM =

It is possible to log in using a
password as when using F2
Desktop.

Fill in the “Username” and

cBrain F2 “Password” fields using the same
information used to log in to F2
Desktop.

Username

Password

Then tap Log in to log in.

LOG IN

Log in with password v

Figure 2: Log in using a password

Log in using Touch ID on iOS

No SIM = -

Devices such as iPhone 5S or
& Language newer models support Touch ID
(fingerprint).

E Note: Touch ID is activated
cBrain F2 through a configuration that is
performed in cooperation with
Hugo Hugosen cBrain.

Enter username and password,
and then select the option “Log in
with fingerprint” in the dropdown
Logiinwithingerprnt s menu, as shown in the figure to
the left. The user’s finger is then

scanned to activate the fingerprint
scanner.

Select “Log in with fingerprint” in the menu

Figure 3: Activate Touch ID

Note: Touch ID can only be
activated after logging in using
a password.

Page 8 of 81



Touch ID for “F2 Touch”

Use fingerprint to activate login with
fingerprint

Cancel

Figure 4: Log in using Touch ID

NoSIM = 09.06 -

& Language
cBrain F2

Hugo Hugosen

LOG IN

Log in with fingerprint v

Change user

Change user

Figure 5: Change user

Log in using Face ID
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When Touch ID is enabled, the
finger is scanned to log in to F2
Touch. The figure on the left
illustrates the login screen when
using the fingerprint login option.

Unsuccessful Touch ID login
attempts are handled by the
device’s operating system. iOS
allows three failed login attempts,
after which the password must be
entered. Tap Cancel to return to
the login screen.

If a user cancels the login and
returns to the login screen, F2
Touch allows the user to change
user as shown in the figure to the
left.

Tap Change user and enter the
new login details. Then tap Log in.

F2 Touch for iOS supports Face ID on iPhone X (or newer), which makes it possible

to log in to F2 Touch using facial recognition.
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{ Language

cBrain F2

Hugo Hugosen

seveee

LOG IN
Log in with Face ID -

Select “Log in with Face ID” in the menu

Figure 6: Activate Face ID

Log in using "Remember me” on iOS

No SIM = 16.15 LN

& Language

cBrain F2

Username

Password

LOG IN
Remember me v

Figure 7: Log in using "Remember me”
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Note: Face ID is activated
through a configuration that is
performed in cooperation with

cBrain.

Enter username and password, and
then select the option “Log in with Face
ID” in the dropdown menu, as shown
in the figure to the left. The user’s face
is then scanned to activate the
scanner.

Note: Face ID can only be
activated after logging in using
a password.

When using the login method

“Remember me”, the user does not
need to enter their login credentials
every time they log in to F2 Touch.

Note: Face ID can only be
activated after logging in using
a password.

Enter the same username and password
as in F2 Desktop. Then tap Log in.

Note: The login page remembers the
latest user, unless the user manually
logs out of F2 Touch.
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The login role selector

No SIM = 14.08 -

cBrain F2

Doc Organistaion (Minister)

HR (Case manager)
Do not show again

Do not show again

Figure 8: Select role at login

Personal settings on iOS
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If a user has multiple roles in F2, they can
choose between them during login.

Tap “Do not show again” to avoid being
presented with the role selector during the
next login.

It is possible to choose a default role in the
“Setup” dialogue on F2 Desktop. If a default
role has been set up, the user is
automatically logged in with this role on F2
Touch.

For more information about default roles, see
F2 Desktop - Settings and Setup.

Personal settings can be adjusted in F2 Touch.

To do this, swipe right on a list or tap

the menu icon that is shown above the E

lists and folders view.

Figure 9: The menu icon

Then tap the settings icon in the upper E

right corner.

Figure 10: The settings icon
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12.33 12.33

Show lists

= Log out i
and folders 4 Settings
or swipe A
right My inbox A
Search
I Seminar, political landscape and opportunities Alya Qajmkhani
From: Karin Simonsen (Depantment secretary, Quality)
Resp.: Karin Simansen
1 Data extraction, May 16
From: Hugo Hugosen -
Resp.: Hugo Hugosen &
B Meeting agenda E Archive
From: Karin Simansen
My inbo:
Resp: Karin s éw s My
k4 Proposed regulations 2019 2511012018 0 My desktop
From: Quality B My archive
Resp.: Klaus Salomon
= My sent records
\l Data extraction, June 16
From: Hugo Hugosen = My chatted records
Resp.: Hugo Hugosen
@ Approvals
W New tablets (Technical Support).
From: Hugo Hugosen s Outhox
Resp. Hugo H
UNITS SEARCHES ~
kad Distribution lists 13/08/2018
From: Klaus Salomon » =2 Doc Organisation (doc@cbrain.dk)
Resp.: Kamilla Keller
CURRENT UNIT (QUALITY) ~
i Inbox (Quality)
Figure 11: Open settings on iOS
w . VTR . .
Go back Save In “Settings” it is possible to adjust the number of

records shown in the inbox.

No 3IM = 10.42

L Settings

It is also possible to choose when to automatically
download documents in the inbox. There are three

Show 100 records in your inbox. (0] pt| ons.:

Settings

O e Always. Documents are downloaded
whenever there is an Internet connection.

Download documents in the inbox

e — e Wi-Fi only. Documents are downloaded
when the device has a Wi-Fi connection.

Show role selection at login

¢ Never. Documents are not downloaded

Figure 12: iOS settings automatically.

Finally, it is possible to either show or hide the role selector when logging in. This
selection applies to both F2 Touch and F2 Desktop.

Save the settings by tapping Save. Return to the former list by tapping the back
button M in the top left corner.

Setup and settings for Android

In order to use F2 Touch, the app must first be set up to the correct server
address. The first time F2 Touch is opened on an Android device, a server address
must be entered. In the “Server URL” field, enter the URL for F2 Touch provided by
cBrain. Here the user can also choose whether or not to use a secure connection.
Then tap Continue to proceed to the login screen.
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When the F2 Touch server address is entered, a login screen appears. Depending
on the setup and the device running the application, there are several ways to log
in to F2 Touch: Using one’s password or fingerprints, or by selecting "Remember

me”. The desired login method is chosen upon login.

If the "Remember me” and “fingerprint” login features are both enabled in the
organisation’s configuration, the user can choose which login method to use. It is
possible to switch between the different options as long as the configuration allows

16:20 owa

Return to € Settings
login page

Connection

Server URL

Secure connection.

Enable to ensure a secure connection 1o the O

Notifications

Receive Push Natifications

Activate this and you will receive notifications

when there is activity related to you

Contacts

Synchronize contacts a

Privacy policy

Figure 13: Android settings

Log in using fingerprint on Android

Fingerprint Login

Log in with fingerprint

o

CANCEL

Touch sensor to log in
with fingerprint

Figure 14: Activate Fingerprint Login

Some settings can be adjusted before
logging into F2 Touch.

Tap Settings E in the upper right
corner of the login page to open the
settings.

Enter the server URL and choose whether
F2 should use a secure connection.

These settings also allow the user to
toggle notifications and to synchronise
contacts with F2 Touch.

Tap the arrow in the upper left corner
to save any changes and return to the
login page.

It is possible to log in using the
fingerprint login function on Android
devices that support this feature.

Enter username and password and tap
Log in. A new dialogue in F2 Touch
appears, asking the user to “Touch
sensor”. This is displayed in the figure on
the left.

Now scan the finger to activate the
fingerprint login function.

Once the fingerprint login is activated, the
user simply scans their finger to log in to
F2 Touch.

Note: The fingerprint login function
can only be activated by logging in
once using a password.
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Unsuccessful fingerprint login attempts are handled by the individual device’s
operating system. Tap Cancel to return to the login screen.

cBrain F2

Hugo Hugosen

After cancelling a login and returning to
the login screen, it is possible to "Change
user” as shown on the figure to the left.

Tap Change user and enter the new
login details. Then tap Log in.

If it is not possible to log in using the

fingerprint login option or if the user does
T © not want to log in this way, it is possible
Change user ——————— Change to choose to log in the same way as in F2

Desktop.

Figure 15: Change user
Log in using a password

It is possible to log in using a password
similarly to logging in on F2 Desktop.

E Enter the same username and password
f— as in F2 Desktop. Then tap Log in.
Username User nama
Password Password

Log in with password -
Figure 16: Log in using a password

Log in using "Remember me”

16:24

When using the login method “"Remember
me”, the user does not need to enter their
login credentials every time they log in to
F2 Touch.

F2 Touch

carain F2 Enter the same username and password as
in F2 Desktop. Then tap Log in.

Username

Password

Remember me -

Note: The login page remembers the
latest user, unless the user manually
logs out of F2 Touch.

Figure 17: Log in using "Remember
mel'
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The login role selector

- If a user has multiple roles in F2, it is
possible to choose between them during

= login.

cBrain F2

Tap “Do not show again” to avoid being
Select I presented with the role selector during the
Job role next login.

Do not show again

Doc Organistaion (Minister)

Figure 18: Select job role on Android

It is possible to choose a default role in the “Setup” dialogue on F2 Desktop. If a
default role has been set up, the user is automatically logged in with this role on F2
Touch.

For more information about standard roles, see F2 Desktop — Settings and Setup.

Select language

Select the language for F2 Touch on the
login page.

Tap Language and select the wanted
language in the dialogue. This is only
possible if the F2 installation supports more
than one language.

Dansk

Select
language English UK

Note: F2 Touch always displays the
language that was selected at the
initial login.

Figure 19: Select language on Android

Personal settings for Android

Once logged in, it is possible to customise the personal settings in F2 Touch.

To do this, swipe right on a list or tap
the menu icon that is shown above the
lists and folders view. Figure 20: The menu icon

Then tap the settings icon in the upper
right corner.

Figure 21: The settings icon
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Tap or

swipe right o Settings
to view .
lists and My inbox
folders
Search
& Re: Department meeling Q1, agenda 3Jan Hugo HugOSen
From: Hilda Sunesen (Case manager, HR)
Resp.: Hilda Sunesen @
@ Department meeting Q1, agenda 2Jan
From: Hanne Winter
FAVOURITES
Resp.: Hanne Winter L
- " N ea My inbox
Testing of candidate final round
From: Hanne Winter 2 My desktop
Resp.: Hanne Winter ¢e
[Z Archive
[ Assessment for HR
From: Hanne Winter [ My archive
Resp.: Hanne Winter ]
@& Approvals
[l Request: Protocol setup 18/07/2016

w4 My personal search
Resp.: Hugo Hugosen

. & Library
£ Q4 meeting 2018
From: Vibeke Villasen & Search all over

Figure 22: Open settings on Android

16:27 &

In “Settings”, it is possible to adjust the

F2 Touch number of records shown in the inbox.

<A Settings

It is also possible to choose when to
automatically download documents in the
inbox. There are three options:

Settings

Show 100 records in your inbox.

—
e Always. Documents are downloaded
Download documents in the inbox automatically: Whenever there |S an Internet
Wi-Fi onl - H
' connection.

#| Show role selection at login

e Wi-Fi only. Documents are downloaded
Figure 23: Customise settings on when th_e device has a Wi-Fi
Android connection.

e Never. Documents are not downloaded.

Finally, it is possible to either show or hide the role selector when logging in. This
selection applies to both F2 Touch and F2 Desktop.

Save the settings by tapping Save. Return to the former list by tapping the back
button M in the top left corner.

Managing personal settings

The following sections describe how to manage the personal settings in F2 Touch
and apply to both iOS and Android devices.
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10.44

Settings

Out of office

Activate "Out of Office’

On behalf of

User Area Period

No ‘on behaif of set.

- New
Time zones
Use the time zone of the unit -

Europe/Copenhagen

Use the time zone of the server -
Europe/Paris

Version: 8.0.0.1560

Send log

Figure 24: Managing personal
settings

“Out of office”

CBRAIN
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In F2 Touch, a user can grant “on behalf of”
rights to another user and set themself as
“Out of office”.

Swipe right and tap Settings 23 to manage
personal settings.

The following sections describe how to
manage personal settings in F2 Touch.

As with F2 Desktop, it is possible to edit and set up an “Out of office” message in F2
Touch. The procedure is the same as in F2 Desktop.

No SiM F 10.67

<M Settings

Qut of office

Activate 'Out of Office’
1 'am out of office during this period:

24/05/2021 X

Auto reply only once to each sender with the
following text:

Figure 25: Setting up “Out of office”

Tap Activate 'Out of Office’ and specify:

e Return date. Specify a period by
filling out the two date fields. Tap a
field to open a calendar.

e The automatic reply that is sent to
those who contact the user during
the absence. This applies both
internally and externally.

Tap Save to save and apply the setup.
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“On behalf of” rights

No SIM & 09.18 -
LN} Settings Save
On behalf of
User Area Period
Docadmin Can perform all Always

actions active

Show ‘on behalf of created by
administrator

Ny —— - New

Figure 26: New “On behalf of”

1058

SN Save

On behalf of

User Area Period

Sadie Can perform all  Notset -

Maxwell actions 23/05/2021
User: Select user Select user
Area: Can perfor...

Active from:

Active to:

——eaneet—— Create

Figure 27: Setting up “On behalf of”

Settings
On behalf of
User Area Period
Hedrek  Can perform all actions  Always
Runnalls active
Sadie Can perform all actions Not set -
Masxwell 23/05/2022

Chester Can handle approvals Always —— Remove

Clarkson  (The user's inbox) active

@ishow 'On behalf of created by administrator

New

Figure 28: Remove "On behalf of”

CBRAIN

The Process Company

A user can assign “on behalf of” rights to
another user in F2 Touch by tapping New
under the “On behalf of” header.

It is then possible to specify:

e Which user the privilege is given
to.

e If the user receiving the privilege
can perform all actions on behalf of
the original user or only handle
approvals (requires the F2
Approvals add-on module).

e When the “on behalf of” rights
start.

e When the “on behalf of” rights
expire.

Tap Create to complete.

Remember to tap Save to keep the
changes.

Remove the “On behalf of” rights from a
user by tapping the delete icon ' next to
their username.

Tick the “Show ‘on behalf of’ created by
administrator” box to display any users
with “on behalf of” rights created by a
user with the “On behalf of administrator”
privilege.

By default, only the users with “on behalf

of” rights created by an administrator are
hidden.
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Select time zone

12.55 - By default, F2 Touch’s time and date are
_ based on the unit’s time zone.
{ # Settings
Time zones F2 Touch can be configured to allow the use
of the server’s time zone. If the configuration
O e o e e deioe is available, select the desired time zone in
Use the time zone of the server - Eurape/Paris “Settings". The Conﬁguration is performed in

cooperation with cBrain.
Flgure 29: Select time zone The selected time zone is used for deadlines
and similar fields. If the user has chosen the
device’s time zone, deadlines will be shown
in their native time zone when abroad. This
also applies when a time and date is set for
e.g. deadlines or searches. F2 users in a
different time zone will see the date and time
in their local time. If the time and date is
generated on the server, it will always reflect
the server’s time zone.

Send log manually

9)
L

12.55

At the bottom of the “Settings” page, it

< & Settings Save is possible to send logs manually.
version: 9:1,0.16653 Tap the Send log button to send a log
to cBrain. This option can be used to
report any errors experienced in F2
Touch.

Figure 30: Send log

Log out and "Remember me”

12.33

To log out of F2 Touch, swipe right and

Log out Log out tap LOg out.
A Depending on the configuration of F2
Touch, "Remember me” can be
Alya Qaimkhani disabled by logging out on all devices

(Department secretary, Quality)

on which this function is active.

Search

STANDARD
|2 Archive

w4 My inbox

Figure 31: Log out of F2 Touch
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Log out

Do you want to log out of all other
'Remember me' sessions also?

Cancel Log out of all sessions

Figure 32: The “Log out” dialogue
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By tapping Log out, a dialogue
appears as displayed to the left. In this
dialogue there are three options:

e Log out: The user is logged out
of F2 Touch, but F2 Touch will
keep the tick in the "Remember
me” box.

¢ Log out of all sessions: F2
Touch logs the user out and
removes the tick in the
“Remember me” box.

e Cancel: Cancels the action and
returns the user to the list view.

Page 20 of 81



CBRAIN

The Process Company

Lists and folders

F2 Touch contains the majority of all the lists and folders that a user has access to

”n

in F2 Desktop, such as "My desktop”, "My archive”, and favourite and personal

searches. The “Latest documents” list is not available.

Show lists and folders

Swipe right from the inbox or a
list to see an overview of lists
and folders. Swipe left to hide
the overview again.

The user identification is
displayed above the overview.
From here the user settings can
also be accessed.

The displayed lists can be
filtered. To filter a list, enter a
word in the search field. F2
Touch will then automatically
show lists containing the search
word. This provides a quick
overview in a large number of
lists.

Lists and folders can also be
accessed by tapping the menu
icon & in the upper left
corner.

My inbox

13.56

Log out Settings

User

identification A
Alya Qaimkhani
(Department secretary, Quality)
Search field Search
_FA‘J’OUR\TES
hea My inbox
=, 1S0 guidelines
Lists —| STANDARD A
B Archive
et My inbox
2 My desktop
L_ # i archiva

Figure 33: The overview of lists and folders

Access lists and folders

My inbox

Search

Figure 34: Access lists and folders

When F2 Touch is opened, "My inbox” is displayed as shown below.
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Unread record

My inbox

[ Data extraction, May 16

From: Hugo Hugosen

Responsible Resp. Hugo Hugase
B Meed " Attached
eeting agenda
From: Karin Simansen documents,
Resp.: Kari « & — chats, notes
or annotations
Record — w4 Proposed regulations 2019 2501002018
type From: Qualiy
Data extraction, June 16
From: Huga Hugosen
2esp. Hugo Hugosen
New tablets (Technical Support).
Sender From: Hug Hugosen

4 Distribution lists 1zosn01s— Letter date

From: Klaus Salomon

Figure 35: My inbox

CBRAIN
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The following is displayed for
every record:

o Title.

e The name of the user
responsible for the record.

e Record type (can be
identified by the icon).

e Sender, if the record has
been sent.

e Attached documents,
chats, notes, and
annotations.

e Letter date, if the record
has been sent.

Titles of unread records are
shown in bold.
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Navigating the result list

When F2 Touch is opened, there are a number of options for navigation, archiving,
etc., in the result list. These options apply to all lists in F2 Touch.

Tap the home icon to go
to "My inbox”.

Tap to change between
the record, case,
document or approval
views.

Tap the menu icon to
view lists and folders.

My inbox

Free-text search field. Search for advanced searches

Tap to expand the fields

and cSearch.

[ Data extraction, May 16

From: Hugo Hugosen

Resp.: Hugo Hugasen &

. . I Meeting agenda
Swipe right to mark the o
om: Karin Simonsen
record as read/unread. Resp: Karin Sifonsen
19 25/10/2018 Swipe left to delete, set
a flag or archive the
record.

Data extraction, June 16
Shows the flag set on From: Hugo Hugosen

the record. Resp.: Hugo Hugasen o Tap to open chat or
note.

New tablets (Technical Support).
From: Huga Hugosen

Resp.: Hugo Hugasen

b Distribution lists 13/08/2018
Tap a record to open it. From: Klaus Saloman
Resp.: Kamilla Keller &

| Create new email or
| approval.

Swipe down to refresh
the list.

Figure 36: Navigation options for lists
The record, case, document and approval views in the result list

By default, the inbox appears as a list of records. The inbox can also be displayed
as a list of cases, documents or approvals. This will display the cases in which
records in the inbox are included, the documents attached to the records, or the
approvals in which the user is involved, respectively.

Tap the View mode icon to switch
= between the different result list views:

My inbox Change record (default view), case, document,

and approval list view.

Show as
ch

Records
1 Data extraction, May 16

Casee The list view determines the

Rasp. Hugio Hogosen parameters by which items are sorted.
B Veeting agenda pomene Each set of parameters are a default

e — oprove for the given F2 installation.

Figure 37: Change list view
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Record view Case view Document view Approval view

W Daletion rportor 1 cases

2 Quality conirel mestings 2020 # Deletion report for case 2015 - & Guality - New © Quality conirel rept draft aca
é P Dcuscn g o 1 cases e Kt KSA
 YOUr Lser seMings e bean Upded 15 Fen
Frun reene Too
B O - Digitat2020: New # Gua Report 2020 GRAFT (anotais. © Evaluaiian tomplaie qca
e s

w018 Quiiey ol repem s =
o YOUT T SEMINGS Nave beEn upciled 15 e " -
Frum: e Toot

P —— 52 FO reparding the harbour renewsl projects ', & Quality Control Reper 2020 DRAFT oc aca
s b a1 Quity e reper ot o
. . o
O Evaluation iemplace
[Eep—  csr 2020 & Tempiats FINAL (aotated by KS).g0n © Digiazua0 - Proect Descripion | €60
J— F] s - [ra— cac
w102 i
© Suggesions
e
 case s # Templats FINAL doce © Digis 2020 project avaualion ek
© Digenl2020 - Prejecs Descipsion st Evaluaon e e famil Kok cqu
0 . © o 0

-7 Smains Kt Keter KsA

Figure 38: The four viewing options of the result list
Limitation to the number of displayed unread records

The F2 Touch app icon displays the number of unread records. No more than 99
unread records are shown, which is identical to the behaviour of F2 Desktop.
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Searches

The following section describes the search functions in F2 Touch. Searches are
performed the same way in F2 Touch as in F2 Desktop.

Read more about searches in F2 Desktop - Searches.

Search field Expand search options The search field is located above the
result list. Use it to search in the current
list.

My inbox F2 Touch will find record and case titles in

the list that contain the entered search
words. Tap to view other search
[ Seminar, political landscape and opportunities . . .
options as well as filter options.

Resp.: Karin Simonsen

Search

{3 Data extraction, May 16
From: Hugo Hugosen

Resp.: Hugo Hugosen &

Figure 39: Search in a list

This allows searches for:

My desktop e Title or parts of words that appear
Tile in the record or case title.

Earctant e Participant, i.e. records
Reat: [ o [ containing certain participants or
Tz units from the participant register.

Filters

cSearch

The list can be sorted using the following
B Roles required in SoM filters:
[l Rule for record registering ® A"/U“read/Read
S——— » Personal flag, which filters
i FOI request on measures take.. 270442017 records with the chosen flag.

From: Dieter Davidsen

Resp.: Stanley Matihews

Resp.: Sion Mayninan

- Tap cSearch (add-on module) to search
Figure 40: Expanded search options using this functionality. Read more about
cSearch in the F2 cSearch section.

Clear search If the expanded search options are
hidden while one or more are in use, any
active search criteria are displayed next
to the search field.

My inbox
— Clear the search by tapping X.

Figure 41: Search criteria
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Sorting the search results

Search results are sorted in chronological order, so that the most recently updated
record is at the top of the result list.

All actions related to a record affect its placement in the result list. This applies to
the lists "My Archive”, "My desktop”, and "My inbox” along with “Inbox (Unit)”,
“Archive (Unit)” and “Desktop (Unit)"”. For example, changes to visible chats on a
record are considered updates, thus affecting the placement of the record in the
result list.

Search for records by their participants

It is possible to search for records on which a specific participant is involved. A
participant is either a user or a unit from F2’s participant register. Enter the name
of the participant in the “Participant” search field. This search yields records in
which the participant is involved as e.g. the responsible user or sender.

= #

My desktop

Sienna Marton (Case manager, Secretarial
of the management)

Sitin Moynihan (Chief consultant,
Secretariar of the management)

Read: Unread Read

Personal flag = -

Switch to cSearch

B Roles required in SoM

From: Stanie Manhruws

Figure 42: Search for a participant

In F2 Touch it is possible to search for records with deactivated participants. The
name of a deactivated participant is displayed in italics with a grey font.
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Working with records in F2 Touch

The following section describes the different views and functions for records in F2
Touch.

Show record

Navigate to case Tap a record in a list to open the
No St = =3 record window. From here it is possible
Navigate < A B A v to work on the record document and
"™ _ n @ m any attached documents, chats, notes,
approval, chats etc.
and notes Record
Department meeting Q1, If the record is attached to a case,
agenda W navigate to the case by tapping the
e o case icon in the blue ribbon at the
top.
Record Dear colleagues, p
document ——
Please see the attached agenda for our Q1 . . .
meelinginllhet;;parlmeﬁl Use the ICONS INn the upper grey rlbbon
to navigate between the record
Documents document, chats, and notes. If the
Atachod o1 mesting agenda record contains an approval ora
document BB request, their icons are also displayed
here.
Recod w0 o ° The grey ribbon at the bottom of the
functions e ca hare M record window contains a number of
. . functions for working with the record.
Figure 43: The record window These are described in the following

section.

Functions in the record window

The bottom of the record window contains a humber of functions for working with

the record.
, S S °

Figure 44: Functions in the record window

The user’s access rights to a given record determine which functions are available.
The functions are described in the table below.
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Icon Menu item Description
<> Archive Archives the record.
L]
Archive
7 Edit Opens a sub-menu with the following options:

e Edit record

e Edit approval document (add-on module)
e Edit approval (add-on module)

e Change responsible

e Set supplementary

e Set keywords.

g Reply Opens a sub-menu with the following options:
Reply e Reply
e Reply all
e Forward.
.(: Share Opens a sub-menu with the following options:
Share e Copy link to this record
e Email as PDF
e Approval document as PDF (add-on module)
e Generate combined PDF.
: More Opens a sub-menu with the following options:
More

e Mark as unread

e Delete record.

Tap the add icon ° in order to perform the following actions on the record:
e New chat
e Chat all
e New note
e New approval (add-on module)
¢ New request (add-on module)

¢ New annotation.

Note: Menu items relating to approvals require the F2 Approvals add-on
module. The new approval menu item is only visible if the user has the
necessary rights to create an approval on the record.
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Show/hide details in the record window

oS Tap Show details to view and edit the

e . following metadata:
A e .

— e Responsible
2021 budget for new e Letter date
peripherals

From: Klaus Salomon Not sent s TO/FI"OI’T\
Responsible: Klaus Salomon Hide details — Show/hide

. details e Record ID
e " e Last updated
Last updated 20 January 2021 13:01

Case No: 2021-1

e Version (see the note below)

Case tile:  IT purchases and upgrades in 2021

GG e Record location
Record location: Deskiop =
S - e Record flag
Personal Deadline: ° Personal dead“ne
Unit control. Archive =
Unit flag - e Unit control
Unit deadline:
Access: IT Office - ® U n It ﬂ ag
Registered Yes v ° Unit deadline
Figure 45: Show/hide details for the e Access

record’s metadata .
e Registered.

Note: It is not possible to make
changes to older versions of the
record as in F2 Desktop.

Archive record

TR 5 - In F2 Touch it is possible to archive a

< Lol record directly from the record window.
E o =&

Record

<
. . . Tap Archive ¥ in the bottom left
Testing of candidate final corner of the record window to archive
round
the record.

From: Hanne Winter Not sent

sponsible: Hanne Winter
T i el e o After the record has been archived, F2
displays the next record in the list.

Archive record— % 7/ < °

Figure 46: Archive record
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Tapping Archive L4 on a record with
unread chats will display the “Archive”
dialogue. The figure to the left illustrates
the dialogue.

Archive

The record still has unread chats. Da you still
want to archive the record, show an unread
chat or cancel?

R o | v

In the dialogue F2 Touch presents the
following options: to archive the record
despite its unread chats, to show the
chats, or to cancel the action.

Figure 47: Archiving a record with
unread chats

Undo action

Na SIM = 14.33 -

{ A oA v
| ]

Record

Re: Distribution lists

From: Klaus Salamon ot sent

Responsible: Klaus Saloman Show details

To:  Quality {Distribution list)
From: Klaus Salomaon (No sender)
Title: Distribution lists.

Sent: 13082018 10:10

Dear colleagues,

Please find the distribution lists information
attached,

Kind regards,
The record is archived UNDO

w < °

Undo action

Figure 48: Undo “Archive record” action

In F2 Touch it is possible to undo certain
actions on a record. An UNDO button
appears at the bottom of the screen
when the following actions are
performed:

e Archive record.
e Delete record.

e Send record. Undoing will stop the
record from being sent, but any
changes to the record will be
saved.

Note: The “Undo” button is only
available for a few seconds.
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Allocate a flag by swiping

It is possible to allocate a flag to a
record directly from the result list using
a swipe action. Swipe left on the record
to show the options Delete, Set flag
and Archive.

Select Set flag to display the available
flags at the bottom of the screen as
shown in the figure to the right.

Personal flags can be set on personal
lists, while unit flags can be set on unit
lists.
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My inbox

Search

Archive

N Done

Urgent
What | am currently working on
Must be answered (by me)

Awaiting answer (from someone else)
To iPad

Figure 49: Allocate a flag directly from the
result list

Include participant in access restriction

If access to a record is restricted through the “Access restricted to” or “Case access
restricted to” fields, an asterisk “*"” appears in the “"Access” field on the record.

09.48

< # =

[ ]
Job ad text - DRAFT

From: Holly Rogers

Responsible: Holly Rogers

D No

Last updated

Not sent

Hide details

797
29 April 2022 09:46
2022-11
HR- Recruiting 2022
loflw
Desktop v

v

Archive v

v

All* v
Information about
Booess f access restriction

No »

Figure 50: Information about access restriction

Internal participants can be given access to records that are access restricted.
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It is possible to give a participant access to a record with an access restriction when
performing the following actions in F2 Touch:

e Send a chat

e Add chat participant

e Save a record

e Attach record to a case
¢ Send a record

e Approval action.

10.00

If a user attempts to share a record ¢ & Chat Jobadtext- ..
with internal participants who do not
have access to the record, F2 suggests
adding them to the record’s access
restriction.

The dialogue that appears makes it
possible to add participants to the
access restriction. If a participant is not
added, they cannot see the record or
the chat.

For more information about access
restriction on records and cases, see F2

Send chat message: Job ad text - DRAFT

The participants listed below are not included in the

Desktop - Records and e
Communlca tlon . Do you want to add them to the record's access
restriction?
Chat participant: Harper Ross (Office secretary, HR)
YES NO CANCE
> 8

Figure 51: Include participant in the
access restriction

Create email or record

Records can be created from every list in F2 Touch. To create a new record, tap the

add icon ° in the bottom right corner and then Create email. The menu item is
named by its most regular use, as F2 Touch users often create records to send
them as emails. If no recipient is added to the “To” field, the record is created as a
regular record.

Enter a title for the new record and enter a recipient in the “To” field to send the
record as an email. Read more about sending emails from F2 Touch in the Send
email section.

Attachments can be added to the record using the Add function in the "Documents”
section of the “Create email” window. Read more about adding attachments in the
Add document in F2 Touch section.

The record can be assigned to an existing or a new case in the “Case” section.
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< A

Create email Save Send

Case help —m case help
* Title:
To: hd

M A~ b 7 u A~

Documents

Tip: Share a document from another app.

Add document

Add

Case

Attach record to case |- Creale new case

Select existing case

Figure 52: Create record
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Save or send record

Tap Save to save the record or Send to send it as an email. If the “Case help” field
is ticked, consider the case help dialogue’s suggestions before saving or sending

the record.

Case help

Set access to 'Secretariat of the
management’

Register
Case

{ Create new case

Select existing case

Skip “

For this record do not ask again

Figure 53: Case help

The case help in F2 Touch functions and appears similar to the case help in F2
Desktop. It also appears under the same conditions. Read more about the case help

function in F2 Desktop — Records and Communication.
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Edit record

e - s Existing records can be edited in F2 Touch
SLi el e e depending on the individual user’s privileges.
® Case help
*Title: Invitation Set a record in edit mode by tapping Edit &
Tor v and then Edit record.

A 4T BIU @

When the record is in edit mode, it is possible
to edit its title, the record document, recipients
(for emails), attached documents, and case
RS association.

Tip: Share a document from another app.

- Add

Case

-+ Create new case

2021 - 61: Department event June ‘21

Figure 54: Edit record

The functions of toolbar in the record document are similar to those in F2 Desktop.
Expand the toolbar by tapping the three dots *** to the right on the toolbar. Read
more about editing options in the record editor pane in F2 Desktop — Records and
Communication.

10.35 -

{ A Edit record save Send

Case help

* Title: Job ad text - DRAFT

To: v
Undo/Repeat typing L) M A b 7 u A~ *—— Expand toolbar
P~ E F F = S & =
DRAFT- E ¥ 3 & & °F _
Holly Rogers Insert signature
Insert table X X5 W~ _
Table 1

Figure 55: Expanded toolbar in a record document

When the record is in edit mode, it is also possible to edit any attached documents.
These can be added, updated or deleted, which the following sections describe.
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In edit mode, a new document can be created using other apps opened through F2
Touch. This action attaches the new document to the current record.

Add document in F2 Touch

In F2 Touch it is possible to upload an attachment of up to 40 MB. This may be a
document or image from the device’s file system.

Note: This function is available in F2 Touch for iPhone, iPad or web browser.

Tap Edit record in the bottom grey ribbon to set the record in edit mode.
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< # Edit record save Send

Documents

Tip: Share a document from another app.
Add attachment —— - add
Case

i~ Create new case

Select existing case

Figure 56: Add document

Take Photo or Video
Photo Library ID

Browse ees

Cancel

11.35

< M Edit record save Send

Documents

Tip: Share a document from another app.
|- Add

Selected
file

Contract (6K) | Original
Case

Create new case

2022 - 11: HR- Recruiting 2022

Figure 58: Add document,
then save the record

Edit document
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Tap Add in the "Documents” section to
open the device’s file system.

The following options are available when
using an iOS device:

e Take a photo or record video.

e Transfer one or more photos from
the image library.

e Transfer a file from another app
using the “"Browse” feature. Browse
through all files saved on the
device.

Using one of the above methods, select a
file from the device’s system.

Note: On an iPad, one or more files
can be dragged and dropped from
another app onto the “"Add” button
by using the Split View function.

To cancel the attachment process,
deselect the file before tapping Save.

Tap Save to attach the selected file to
the record.

In F2 Touch there are two ways to edit a document that is attached to a record:

e Select an existing file from the device’s file system. If F2 Touch is accessed
from a web browser, the existing document will be overwritten.

e Open the document in another app to edit, and then re-import the

document to F2 Touch.

The two methods are described in further detail in the following sections.
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Edit document by overwriting it with an existing file

Note: This method applies only when accessing F2 Touch via a web browser.

Tap Edit record in the bottom grey ribbon to enter edit mode.

X Edit record Save Send
Documents
—+ Add

Event Agenda [ original Update Delete

Update

Figure 59: Update attached document

Overwrite an attached document by tapping Update in the “"Documents”
section. This will open the unit’s file system from which the desired file can be
selected.

Once the file has been selected, tap Save to attach it to the record. The new file
replaces the existing attachment.

To cancel the replacement, deselect the new file before tapping Save.

Edit document using an external app

Note: This method applies when accessing F2 Touch via a mobile device such as
iPhone, iPad or Android phones/tablets.

Editing an attached document consists of three steps: exporting the document to
an external app, editing in the external app, and then reimporting the edited
document to F2 Touch. This process is described in detail below.

No SIM = 1518 -

< a - - First, open the document in F2 Touch
A by tapping its title. The record must be
in read-only mode.

Record

Department meeting Q1,
agenda

From: Hanne Winter
Respansible: Hanne Winter l

ase see the attached agenda for our Q1
mecting in the department.

Documents

Q1 meeting agenda

Attached document

Figure 60: Attached document on a record
in read-only mode
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@ AirDrop. Tap to turn cn Wi-Fi and Bluetooth to
share with AirDrop.

o= 22

Message Mail AddtoNotes  Dropbox

B Ao

Copy Print Save to Files More

——

Figure 61: Document interactions on

iPhone

Select “Copy to F2 Touch”

AirDrop. Share instantly with peaple nearby. If they
@ turn on AirDrop from Contrpl Centre on iOS or from
( ) Finder on the Mac, you'll sqe their names nere. Just
tap to share.

=

Copy to {Books Copy to Copy ta More
unes U F2 Touch

Save 1o Files More

Figure 62: Copy to F2 Touch
via document interaction
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With the document open in F2 Touch,
tap the document interaction icon:

e Tap m on an Apple iOS device.
e Tap % on an Android device.

From here, select the external app in
which to edit the document.

When editing is done, save the document. Then the document is ready to import to
F2 Touch. This is done in the following way:

Tap the document interaction icon in
the app:

e Tap |i-| on an Apple iOS device.
e Tap ‘: on an Android device.

Select Copy to F2 Touch. The
document is then sent back to F2
Touch. F2 Touch asks for confirmation
before replacing the original document
on the record.
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Save

No SIM = 1316 49 80

Save Send

< #H Edit record

To: v

A 4T BIU @ £ = E

See the altached PDF for our June event
schedule.

Documents -
Tip: Share a document from another app.
Add

Detailed event description
Original ~ () Delete

Event Agenda Original ~

Creaie new case

2021 - 61: Department event June ‘21

Untick to cancel
replacement of original document

Figure 63: Document added
from external app
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An edited document can also be sent
back to a record in edit mode. In this
instance the edited document appears
on the record in the same manner as a
new attachment in the "Documents”
section. It is not possible to keep both
versions of the document, but it is
possible cancel the addition of the
edited document and keep the original.
To do this, untick the box next to the
edited document’s title.

Tap Save to finish the operation.

Note: Documents attached to a record in F2 are displayed without an F2 ID
when opened in F2 Touch in a PC browser. The document’s title is displayed
instead. In the F2 Touch app, attached documents are displayed with both title
and F2 ID, making it possible on a mobile device to open an attached document
from F2 in another app and save it to the same record in F2 again.

Selecting the format of documents

It is possible to select the format of a document that is attached to a record.
Selecting a document format applies only when records are sent as external emails.
For records that are shared internally in an F2 authority (including internal emails),

the document retains its original format.

NoSIM = 1314 49% @
< A Edit record

A 4T BIU @ E =

Save Send

Select the same
format for all —socomens—

documents
Add

Detailed event description

Format selector ———— * original ~ Delete
Event Agenda Original Delete
Case

N Vv Done
Drop-down PDF cleaned

menu

Figure 64: Format selector

Set the record in edit mode. The
document format can be selected next
to the attached documents in the
“Documents” section. It is both
possible to choose the format for all
documents attached to the record or
for each document.

Select one of the two options to
display a drop-down menu at the
bottom of the screen. From here,
select a format.
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The following format options are available:
e PDF
e Original
e PDF cleaned (requires the F2 Metadata Remover add-on module)
e Original cleaned (requires the F2 Metadata Remover add-on module).

The default format in F2 Touch corresponds to the format selected by the user in
their individual setup in F2 Desktop.

Delete document

107 - If an attached document must be deleted
from a record, it can be done in the
following way.

{ A Edit record 2 Save

Documents =

ip: Share a document from another app

A Switch to edit mode. Tap Delete ' next
Jobadtext-DRA.. | Orginal = (7 Delete Delete to the attached document as displayed in
attachment . .
30 ad Soe Original = () Delete the figure to the left. The document will

then be deleted after tapping Save.

SEO Original ~ Delete

Figure 65: Delete document

1422 s The title of a document that is about to
< M  Editrecord  Sawe sens be deleted is written in strikethrough
text as shown in the figure to the left.

Documents v
Tip: Share a document from another app
Add
Job ad text - DRA... Original  ~ Delete
Job-ad-SeMe

SEO Original + Delete

Title in strikethrough

Figure 66: A deleted document
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Communication options on the record

14.41 T
< N m o v
. . Navigate to chats,
E *® & L notes, requests, and
annotations
Record
Budget draft

From: Fatima al-Safar Not sent
Responsible: Fatima al-Safar Show details

Record for the 2023 budget.

Figure 67: Communicating on the record

A record may contain chats,
requests, notes, and annotations. If
any of these are present on the
record, they can be accessed using
the icons on the upper grey ribbon.

Tap an icon, e.g. the chat icon .,
to quickly navigate to the record’s
chats. The same applies to requests,
notes, and annotations.

A little blue dot next to a communication icon indicates an unread item the
record. For example, the ® jcon indicates an unread request.

If a record contains an unread chat, note, request, or annotation, its title is
marked in bold until the record is opened. If a record contains unread chats,
notes requests, or annotations, the chat is shown first. Then follows notes,

requests, and finally annotations.

Send email

No SIM = 13.34 48 % )

{ A Create email TR Send

Case help
* Title: Invitation to speak at our June event

To: EELESEURNEVE(ENELERY -~
Secretary, Secretariat of the
management)

Ce: Si

Sienna Morton (Case manager,
Secretariat of the management)

Sitin Moynihan (Chief consultant,

o

Figure 68: Sending an email record

Enter a recipient in the “To” field. As in
F2 Desktop, F2 Touch then searches
the participant register for participants
matching the entered data. The same
applies to the “Cc” and “Xbc” fields.

The Send button appears when a
participant has been entered in the
“To"” field.

Tap Send to send the record as an
email.
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15.42 - In F2 Touch it is also possible to use
< M Create e... Save Secure send Secure send the “_Secure_ Send” funCtlon
(configuration).
Case
I Creale new case “Secure send” activates the relevant
Select existing case software in Microsoft Exchange that
encrypts emails sent from F2.
Secure send Tick

“Secure send”

To send securely, tick the “Secure
send” box at the bottom of the record.
Figure 69: Secure send The “Secure send” box is only visible
when a participant has been entered in
the “To” field.

“Secure send” functions the same way
in F2 Touch as in F2 Desktop. For more
information, see F2 Desktop — Records
and Communication.

Tap an email address to create a new email record

Tap an email address link in a record document to create a new email record. The
new email record is created with the email in the “To” field.

16:14 A m
< A Create email save Send
. [ case help
*Title: |
Email
v
Catherine's email
From: Fatima al-Safar 3 May 2022 16:08 M N b 7/ u A~
Responsible: Fatima al-Safar Show details
Hi Ishwar,
You can reach Catherine at cajo@domain.org.
Sincerely,
Fatima Figure 71: A new email record with the

email address as recipient

Figure 70: An email address in the record
document

Creating chats, notes and annotations

Tap the add icon ° in the record window to add a chat, note, request, or
annotation. Requests are described in the F2 Request section, while the other
communication options are described below.

Create new chat
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Tap the add icon ° and select New chat to open the chat window. Selecting
Chat all adds all email related participants to a new chat, i.e. sender, recipient(s),
and any Cc and Xbc recipients.

The figure below provides an overview of the functions available in a newly created
chat. The functions are described in further detail below.

09.39
Tap the homeicon to go , . .. Tap to go to the record
£6 "My inbox". { A Chat: Ministry tem... window.
Picture and name of the
chat creator. N Participants
Y
N
N
™ Maisy Moore ®© Icon indicating the chat
is marked as read.

Tap to enter the name
of a participant and 7|f\dd participant
show predefined groups.

Sender and recipients

Approvers who have approved

Responsible userfunit and supplementary case - Predefined groups.

managers

My secretariat

- Archiverecord.
//
Enter chat message. }7 1] ., i __ | Openmenuwithmore
g P > "9 L J options.

‘ Send chat message. ‘ ‘ Go to "Add participant”.

Figure 72: Newly created chat

Tap the Add participant field in the chat window to enter the name of a chat
participant. Just as in F2 Desktop, F2 Touch suggests participants from the
participant register matching the entered name.

Tapping Add participant also displays a drop-down menu containing a number of
predefined chat groups. Tap a group to add its users to the chat. The predefined
chat groups contain users who are involved on the record in different ways. The
chat groups are as follows:

e "Senders and recipients” (corresponds to the “Chat all” function).
e "“Approvers who have approved” (requires the F2 Approval add-on module).
e "Responsible user/unit and supplementary case managers”.

e "My secretariat” (requires the F2 Gateway Approvals add-on module).

Tap a group’s name to add its users.
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C-ter a chat message in the text field in the bottom grey ribbon. Tap the send icon
to send the message.

The bottom grey ribbon also contains
Mark chat as unseen the three following functions:

e Add participants to chat.

Name chat
Archive record.

Deactivate notifications
Menu.

> %

Figure 73: The chat window’s bottom grey
ribbon and menu

The menu : offers the following options:

e Mark chat as unseen

e Name chat / Edit chat title

e Toggle notifications

e Toggle automatic deletion (if configured)
Read more about chat functions and available configurations in F2 Desktop -
Records and Communication.

Accessing chats

Access a chat by navigating to the chat
message overview or by tapping the

chat icon o next to a record in the
result list.

A little blue dot appears next to a new
chat or a chat with new messages ® .

Chat

DRAFT Response to Q173 - How funds
are spent on involving citizens in
political processes

Chats with more than two participants
show the number of participants and
their initials in the title.

Myles McDougall
Sienna Morton: Hello Myles, didn't we have a simil...

STM, SHM (3 participants)
Sienna Morton: Hi all, thanks you for a fast turnaro...

Figure 74: Chat overview
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< #& SAM, SIM (3 partic...
L] 8

Participants

Myles McDougall
Q” °
Sadie Maxwell X
Out of office f
a Sienna Morton ® X
Online !
Add participant
Chat read

Figure 75: The participants tab

found on chats and notes
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The participants tab found on both
chats and notes shows information
about each participant. This includes
their picture or initial letter, their status
(e.g. “online”), and their out of office
information. The participants tab shows
an eye icon next to a participant if they
have read all messages in the chat.

The chat window shows information about the participants as well.

14.39

< #& AYA SIM, SAM (4 ...

L 3

Hi Sadie, were these also approved by
your office?

Today at 14:24

Sadie Maxwell

Hi Myles, actually no - as per Ann's note
on the record. Or am | missing

something?

Sienna, perhaps you know more about

Offline —— e this than | do?
Sienna Morton
Let me check
I'l let you know before Friday
Out of office —— e At noon
Thanks you both
@Ayanna FYI
Last read
message (5]
marker

2 new messages

Ayanna Asad

Thank you, Myles.

I'm available Friday if you need my

i — approval.
Online 8 P

Figure 76: Status and last read message
indicated in the chat window

>

& W

As on the participants tab, a
participant is depicted with their
picture or initial letter, and their
status is shown.

In contrast to the participants tab,
the chat window shows exactly
how far each participant has read
in the chat. Below a participant’s
last read message, their initial
letter or picture appears.

Longer chats may contain more messages than the chat window can show on one
screen. Navigate to the first unread message in either direction of a longer chat
with Jump to. "Jump to” appears regardless of the user’s current position in the

chat.
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13.24
< A
[ J

SAM, MMD, SIM (...
S

Jump to

Yesterday at 12:40
Myles McDougall

Hi Sadie, were these also approved by

@ your office?

Yesterday at 14:24
Sadie Maxwell

Hi Myles, actually no - as per Ann's note
on the record. Or am | missing
something?

Sienna, perhaps you know more about

a this than | do?

Sienna Morton

Let me check

I'll let you know before Friday

e At noon

Myles McDougall
Thanks you both

@ @Ayanna FY!
Thank you, Myles.

2 new

4 Jumpto X .

2

% oW

Figure 77: Jump to new messages

Notes

Tap New note to add a note

View note participants

No SIM =

to the record and open the note window.

In the top ribbon the user can navigate
between viewing the note participants

10.26 -
N R e et (Y Nevigate and the note text.
The bottom ribbon contains the
Today at 10:25 following functions:
This assessment procedure is
to be used as standard in future ° Enter note text
recruiting
e Add note participants
Mark note as unseen
" — Menu e Archive record
ame note
Deactivate notifications o M e n u
> 5 % | — Open

| menu
Enter note message .
Archive record

Add participants to note

Figure 78: Note

Tap the menu :
options:

for the following

¢ Mark note as unseen
¢ Name note/Edit note title

e Toggle notifications.
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Read more about note functions in F2 Desktop — Records and Communication.

fosm= 10 - Access the note by navigating to the
< # o notes overview or by using the note
A & W Y _
- icon next to a record in the result
list.

Assessment for HR
If a note is unread or new messages in
Hugo Hugosen the note have appeared, a small blue

This assessment procedure is to be used as ...

L4 < o
2 .
Share

Archive More

\.
dot & appears with the note icon.

Figure 79: Notes overview

Annotations

Tap New annotation to create a new annotation and open the annotation window.

resm = “:zd - Similarly to F2 Desktop, it is possible
S e to select an annotation type and add a
Remarks description when creating an
1 would like to talk to annotation.
Submit to me
See text below Save the annotation by tapping Save
in the upper right corner. It will then
Deseription be visible on the record.
The documents have been reviewed and
approved by the head of office.
Figure 80: Newly created annotation
oS 568 o On the record, annotations can be
SR e accessed in the “Annotations” field.
created by S Mo, T Here an annotation must be marked as
Marked en b Sadie Maxwell, 17 May 2021 “Seen" before a case can be
as “seen” - 13:52 . . . .
completed. This functionality is the
Remarks same as in F2 Desktop.

Description

Figure 81: A “"Seen” annotation
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Push notifications

It is possible to answer a chat or archive an email or a record with a chat directly
from a push notification on both iOS and Android.

When a chat push notification appears on a locked screen, it is possible to reply
using a “3D Touch” or “Haptic Touch” (depending on the device). Both a 3D Touch
and a Haptic Touch are performed by placing a finger on the notification for a short
while. It is also possible to swipe right and tap on Show. This opens the “Archive”
and “Reply” shortcuts. The shortcuts are shown in the figure below.

Note: The exact method of opening a push notification depends on the device’s
operating system.

Tap Reply to write an answer directly without opening F2 Touch. Tap Send and
unlock the device to send the reply.

w
1442

Thursday, 5 May

@ rzoucH now = @
Ministry templates Ministry templates Ministry templates
Sadie Maxwell: The projector in meeting room 4 is out Sadie Maxwell: The projector in meeting room 4 Sadie Maxwell: The projector in meeting room 4
of order. | booked meeting room 3 instead. is out of order. | booked meeting room 3 is out of order. | booked meeting room 3
- instead. instead.
Archive
Reply
— =
| Thank you, Sadie| Send
you | the
qiwlelrjtijfyjuljijolp
- alsldlfllglnlilx|!

0 o 123l IS space return

Push notification “Reply” Enter chat reply
Figure 82: Push notification - Chat

This procedure also applies to receiving and replying to an email via push
notification.

The only difference is that F2 Touch will open a “Reply” dialogue when tapping
Reply on an email, as shown in the figure below.

Tap Send to send the email reply. To archive an incoming email record or a record
with a chat, tap Archive.
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i
15.08

ursday, 5 May

*Title: Re: Minister's pref

F2 TOUCH

Sadie Maxwell M- A+ b
Minister's preferences

To:  Myles McDougall (my
From: Sadie Maxwell (samd]
Title: Minister's preferenced
Sent: 0510512022 15:08

Hi Myles,
Could you please take
and let me know what t

prefer?

Thank you,
Sadie

Documents
Tip: Share a document fr

+ Add

Secure send

RAIN
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save Send

ferences

pd@doc.gov.uk)
heioc gov.uk)

lock af the attachment
e minister would

another app.

Push notification “Reply” Answer email

Figure 83: Push notification — Email
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Working with cases in F2 Touch

In F2 Touch it is possible to navigate
between the different records on a case
as well as adding a record to an existing
case.

A case icon E is shown in the blue
ribbon if the record is attached to a
case.

Tap the case icon to view the case
along with a list of its associated
records.

No SIM =

< M

Case: 2019-10

Search

I Presentation at HR's Q1 meeting

From: Hugo Hugosen

Resp.. Hugo Hugosen &

kad Department meeting Q1, agenda 14:45
From: Hanne Winter

.

Resp.: Hanne Winter A

Figure 84: The case record’s view

As in F2 Desktop, there are limited options for editing a completed case. This
default behaviour can be disabled in cooperation with cBrain. Read more in F2

Desktop — Cases.

Attach a new record to a case

No SiM

< A

It is possible to create a new record and
add it to an existing case using F2 Touch.

Case: 2021-61 © To do this, open the relevant case, tap the
Search add icon , and then Create email.

% Invitation to speak at our June event

From: Stanley Matthews

Resp.: Stanley Matthews

B Event schedule
From: Sadie Maxwell
Resp.: Sadie Maxwell L

B Invitation
From: Stanley Matthews

Resp.: Stanley Matthews

Create email

Create email

Create approval

Figure 85: Create new record on a case

Note: The Create email function is
used for creating both emails and
records. If no recipient is added in the
“To"” field, F2 creates a regular record.

Page 50 of 81



No SiM & 14.35 40 %@
{ A& Createemail Save Send
Case help

* Title:
To: v

A T BIU @

Documents

Tip: Share a document from another app.

- Add

Case
Create new case
2021 - 61: Department event June ‘21

Use case: 2021 - 61: Department event
June ‘21

Figure 86: Attach a new record to a case

No SIM & 1.46 57 % @

< A Edit record save Send

Case help

*Title: Invitation

To:

[
iii
Il

A 4T BIU @

Documents

Tip: Share a document from another app.

Add

Case

i~ Create new case

Select existing case

Figure 87: The “Case” field on a record

— Attach record
to case

Attach existing record to case

Create
new case
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At the bottom of the newly created
record is the “Use case” tick box as
shown to the left. Tick Use case,
and the newly created record will be
added to the case.

An existing record can be attached to a
case by opening the record and
entering editing mode.

Enter edit mode on a record by tapping

Edit and then Edit record in the grey
ribbon at the bottom of the record.
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{ A Edit record

Documents

Tip: Share a document from another app.

i~ Add
Case

—— Create new case
SoM

2021 - 12: SoM - Bills - Presentation of the
new bill 1568C

2021 - 11: SoM - Citizen application -
Daisy Miller

2021 - 10: SoM - Administrative - 2021 Q1
meeting

2021 - 2: SoM - Bills - Suggestion for new
bill regarding conservation of digital
histary

Figure 88: Case search result list

The case metadata

Tap case title
to view metadata

Mo SiM &

< #

Case: 2019-190

Search

[ Presentation at HR's Q1 meeting
From: Hugo Hugosen

Resp.: Hugo Hugose &

kad Department meeting Q1, agenda 14:45
From: Hanne Winter
Resp.; Hanne Winler ¢«

Figure 89: View the case’s
metadata
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To attach the record to a case, go to
the “Case” field and search for a case
by tapping the field and entering a
search word.

F2 Touch then suggests cases that
match the entered words, as shown in
the figure to the left.

In the list of search results, tap on a
case to select it.

Then tap Save to attach the record to
the selected case.

A case’s metadata can be accessed directly
from the case. Tap the case title in the blue
ribbon to view its metadata.
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A

2019 - 1: Organisation of
department meetings
2019
Case title

Organisation of department meetings 2019
Case No, 2019-1
Created by: Hanne Winter

Finalised by

Key
Deadline

Responsible

Status In progress
Progress code

Created date: 2 Jan 2019 14:45
Completed date

File plan

Action code:

Disposal code

] ;P °
ase to ‘Complete’ Edit

Figure 90: View the case’s
metadata

Edit the case metadata

No SIM ¥ 10.54 -

{ A

2019 - 1: Organisation of
department meetings
2019

Case title:
Organisation of department meetings 2019
Case No: 2019-1

Created by: Hanne Winter

Deadline

Responsible
Status: In progress

Proar

Created date 2 Jan 2019 14:45
Completed date:

File plan

Action code:

Disposal code

-a ;P °
Complete’ Edit Copy link

|
Edit
Complete/reopen
the case

Copy link

Figure 91: The case metadata

CBRAIN

The Process Company

The following is displayed in the case metadata:
e Case title
e Case number

e Information about the creation of the
case (case creator and creation date)

e Information about the completion of the
case (case completer and completion
date)

e The case’s keywords, if one or more
keywords are attached

e Deadline

e The user or unit responsible for the case

e The case’s status

e The case’s progress code

e The case’s file plan, action code and
disposal code

For iPads and Android tablets, the case’s
metadata is displayed on the same screen as its
records.

It is possible to edit the case metadata directly
in F2 Touch.

Go the case’s metadata and tap Edit in the
bottom grey ribbon. Changes to the metadata
are saved by tapping Save.

From the grey ribbon, a case can also be closed
or reopened, and a link to the case can be
copied. The link is copied to the unit’s clipboard
and can be inserted as a reference to the case
either in F2 or in another programme.
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Case

Create new case

Create new case

Figure 92: The “Case” field on a record

Case

Select existing case

* Title: ___ Case
creation

Responsible:  [FEEEREEN (R TS fields
manager, HR)

File plan: File Plan

Disposal code: -

Figure 93: Create a new case
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A new case can be created using a
record. This can be done using either a
newly created record or an already
existing record.

Either open an existing record and
enter editing mode by tapping Edit and
then Edit record, or create a new
record by tapping Create record.

In either case, scroll down to the
“Case” field.

To create a new case, tap the plus
icon next to "Create new case” in
the case field. This opens a number of
fields for case creation.

Fill in the case fields and tap Save to
create the case.

Note: Some fields may be
mandatory depending on F2’s setup
and the organisation’s internal
guidelines. Some fields may be
already filled in. Which fields that
are mandatory in the "New case”
dialogue may differ. The fields for
creating a new case are identical to

those of F2 Desktop.
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Offline functionality in F2 Touch

Using F2 Touch it is possible to access and manage records in F2 even when offline.
This facilitates work in the case of Internet connectivity issues. The offline
functionality is available in the F2 Touch app, but not through a web browser.

By default, F2 Touch shows the top 99 records in "My inbox” even when offline. In
all other lists, F2 Touch shows the top 25 records as long as the list was previously

opened while connected to the Internet.

If a record is accessed from a different list than "My inbox”, e.g. "My desktop”, it
must have been opened while online in order to be accessed and managed offline in
F2 Touch.

In F2 Touch it is possible to perform the following record actions offline:

Create, save, and send records.

Edit the record’s metadata (update personal and unit control, flag, deadline,

registered, and access control).

Mark records as unread.
Archive records.

Delete records.

Search for users in own authority as well as external participants on locally
saved records. This makes it possible to answer emails while offline.

It is also possible to perform all actions related to chats and make use of the case
help while offline.

Go to the synchronisation overview

A

Hugo Hugosen
(Case manager, HR)

S
&

Log out

Search

M4 My inbox
iZ My desktop

[E Archive

Figure 94: Go to the synchronisation
overview

Actions that are performed offline in F2
Touch are automatically placed in a
queue on the device and can be viewed
in the synchronisation overview. Tap

the cloud icon D above the list view to
view the queue.

This is a list of actions waiting to
synchronise as displayed below.
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< #

Mo network

Synchronisation overview

Action Status Title
Save record Waiting Invitation to
speak at our
June event
Send chat Waiting Roles required
message in SoM :
Change Waiting Rejection
personal letter template ©
control
Drop action
Set personal Wait P act]
flag

Open record
Set personal Waiting Rejection

deadline letter template
(round 1)

Figure 95: The synchronisation overview
showing queued actions

No SIM = 14.51 I7%Ee)

< &

Synchronisation overview

Action Status Title
Save Failed Invitation to speak .
record at our June event

Save record: Invitation to speak at our ...

The action cannot be executed, as the record has
been modified in the mean time

OPEN RECORD DROP ACTION

Error message with
handling options

Figure 96: A failed action on a record
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When F2 Touch is back online it
automatically updates the actions that
were performed while offline.

If multiple actions have been performed
on a record while offline, they will be
updated in the order they were
performed.

If actions have been performed on more
than one record, they will be updated
simultaneously when F2 Touch is back
online.

.

Tap menu * next to a record to cancel
the action or open the record.

If an action related to a record fails due to
e.g. a server or synchronisation error, the
user must decide how F2 Touch proceeds.

F2 Touch informs the user why the action
failed and depending on the error will
suggest possible further actions.

Failed actions are managed directly from
the overview. Tap the wanted action and
it will be performed instantly.

The error handling options include:

¢ Cancel action (applies to all
actions).

¢ Open record (applies to all actions
when the record is not open).

e Try again (in case access is lost or
server error).

¢ Perform anyway (in case of
synchronisation error in connection
with personal control).

e Show offline record (when editing
a record, F2 shows the local version
saved offline).

e Open record for editing (when
editing record fails due to server
error).

e Create draft record (when editing
record).
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Note: When multiple actions are performed on the same record and one fails, all
subsequent actions on the record will also fail.

Offline actions with the “"Unknown” status

If an offline action such as “Send record” or "Send chat” are not synchronised with
F2, the record in question receives the “Unknown” status. Critical actions such as
these are shown at the bottom of F2 Touch in the same way as failed actions. The
user must decide what to do with an “Unknown” record. The following actions are
possible:

e Open record to see if the action in question has been performed.
e Try again to attempt to perform the action again.

e Cancel action to cancel any changes.
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F2 Touch Light

F2 Touch Light is a configuration that provides limited access to data in F2 Touch
while connected to an unsecured network. A user can only access and view records
in "My Archive”.

F2 Touch Light is set up in cooperation with cBrain.

With F2 Touch Light set up, a user has

access to cases but can only see records Archive
on a case if they are located in "My
a rCh i ve ” ] sensitive information

Note: Only records in your archive are shown
A user can access their lists as in F2
Touch, but only the records located in Figure 97: Example of list that is not based
the user’s archive will be displayed. on a “My archive” search

For lists based on personal searches in the “Archive”, a notification is shown at the
top reminding the user that only the records in the user’s archive are displayed.

The notification does not appear on lists based on personal searches in "My
Archive”.

The purpose of F2 Touch Light is to ensure that unauthorised persons do not have
access to the organisation’s data (i.e. the “Archive”) if a user loses their phone.

It is possible to set up automatic activation of F2 Touch Light when a user switches
from an organisation’s network to an external or unsecured network.
F2 Touch Light affects use of the following add-on modules in the described way:

e F2 cSearch:

Can only be used to search for records located in the user’s archive. It is
not possible to search for cases.

e F2 Manager:
Cannot be accessed from F2 Touch Light.
e F2 Management Cabinets:

Cannot be accessed from F2 Touch Light.
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Using add-on modules in F2 Touch

The four sections below describe how certain add-on modules function in F2 Touch:
e F2 Request
e F2 Approvals
e F2 cSearch
e F2 Manager

The described functionality is only available if the relevant module has been
purchased.

F2 Request

There are three types of requests:

e The internal request, which is a formal request to a user or unit to perform a
task within the organisation.

e A group request, which is a request to a user or unit to perform a task, sent
from one authority to another within the same F2 installation.

e An external request, which is a request to perform a task from one F2
installation to a user or unit in another F2 installation.

Read more about the different types of requests in the user manuals F2 Request,
F2 Group Request, and F2 External Request.

Create and manage internal requests
No SIM = 15.22 - .
A new request is created from a
{ A . Y

B record. Tap the add icon ° and then
New request.

Record

Department meeting Q1,
agenda

From: Hanne Winter 2 Jan 2019 14:45
Responsible: Hanne Winter v det:

Dear colleagues,

Please see the attached agend:

L New chat

meeting in the department.
Chat all

Documents
New note

Q1 meeting agenda Create new

New request request

New annotation

; » <) —~ H
hed 4 = e N °

Figure 98: Create new request
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When creating a request, the user must enter certain request metadata along with
the request’s recipient. This procedure is the same as when creating requests in F2
Desktop.

15.47

Reqgest When a user receives a record with a
Types request on it, it is placed in the user’s
L]
A inbox with the request icon W . The
Add type request is accessed through the record.

The request can also be accessed from

Recipients .

' the answer record that is created when
a request recipient formally initiates the
Add additional recipients eXGCUtlon Of the request-

Visible to the unit

Note: In F2 Touch, the answer
record is always attached in a
alteoi lease format predetermined in F2
Desktop. This means that the
format cannot be changed in F2
Touch.

Notify creator and 'Return to' upon
executed

Deadline

Return to

Description -

Please send content for developing onboarding
materials for your new employees.

Send and set responsible
Send

H

e

Figure 99: Newly created request

Unread request Open the record with the request and

tap the request icon | , as shown in
the figure to the left.
[ | L ] m

—_— This opens the request, as shown in
the figure below.

Requests

Department meeting Q1,

agenda A reply to a request received in F2

Touch is created, processed and
completed in the same manner as in
F2 Desktop.

B 15/01/2019 - Hilda Sunesen L]

Figure 100: A request on a record
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< A& Requestnumbe...

Types

See text field

Recipients

Secretariat of the management

Visible to the unit

Deadline

Return to

Hally Rogers (Case manager, HR)
Notify creator and 'Return to’ upon

executed

Description

Please send content for developing onboarding
materials for your new employees.

Executor

Select executor

Execution comment:

H B D 4

Figure 101: A request

Show request history

NoSIM = 13.26

-
< #& Reguestnumbe... B

___Show/hide
details

Hide details

Hugo Hugosen
03/01/2019 13:09
Hugo Hugosen
03/01/2019 13:09
Hilda Sunesen
03/01/2019 13:11
Hilda Sunesen
03/01/2019 13:11
Hilda Sunesen
03/01/2019 13:23
12d 10h 35m before deadline

Figure 102: The request history

F2 Approvals
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Group requests appear in both the
recipient’s personal inbox and the
unit’s inbox. In F2 Touch it is possible
to open the request on the record and
view all related details, but it cannot
be edited.

External requests appear in the unit’s
inbox only. Contrary to group
requests, it is not possible to open or
view details for external requests
when using F2 Touch. However, the
external request is still visible on the
record under “Requests”.

To gain an overview of the request’s
history tap Show details as shown to
the left. An overview is then displayed
with information about all activities
related to the request. This may be the
request creator, the user who accepted
it, creation time for an answer record,
etc.

Read more about the different types of
requests in the user manuals F2
Request, F2 Group Request, and F2
External Request.

F2 Approvals meets the need to execute formal approvals of produced materials.
Approvals can be accessed from the list view.
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Tap the list view mode icon - and then
My inbox Approvals to view a list containing all the
records in an active approval flow. The list
will only contain approvals that the user has

Search

© Test 54 permission to view.
Resp.: Klaus Salomon VI
HHU
AAN
& Q4 meeting 2018 Wi
Resp.: Vibeke Villasen HWI
28 Oct 2018 HHU
) Q1 meeting 2018 KSA
Resp.: Klaus Salomon Wi
22 Oct 2018 Urgent HHU
PPE
| New budget HHU
Resp.: Hugo Hugosen KSA

HWI

& Approval 2018
Resp.: Vibeke Villasen
13 Jan 2018 HH

Figure 103: A list of records in an
approval flow

Show approval

Switch to the approval view by tapping the approval icon o located in the
record’s upper grey ribbon.

A user added as an approver can approve or return the approval with or without a
comment. If a unit as added as an approver, the unit’s users have the same
options.

A copy recipient can mark the approval as “seen” and has the options of notifying
the responsible user and adding a comment.
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{ & AW
© Approve  Return

Approval process final approval

Approval process overview

Responsible: Vibeke Villasen » Approval
process has started + Tirsdag, 23 okt 9:49

Step 1
Hanne Winter = Approved » Tirsdag, 23 okt
9:51

Step 2
Hugo Hugosen = Current approver

‘ N

Archive Edit Share More

Figure 104: Processing the approval as an

approver

NoSIM = 133 -

< # AW
O V]

Approve © Return

Return to

Recommendation on next steps:

Retumn and resume after Vibeke Vi [R8

Approval process overview

Responsible: Vibeke Villasen « Approval
process has started « Tirsdag, 23 okt 9:49
Step 1

Hanne Winter « Approved « Tirsdag, 23 okt
9:51

Step 2

Hugo Hug n + Current approver

¢ / -

Archive Edit Share More

Figure 106: Returning an approval
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NoSIM = 13.38 -
< n AW
[ ] @

Mark as read and notify responsible

Approval process overview

Responsible: Vibeke Villasen « Approval
process has started - Tirsdag, 15 aug 9:55
* Please note the different document versions.

Step 1

Hanne Winter » Approved = Tirsdag, 15 aug
12

Step 2

Hugo Hugosen « Current approver » Current
approval is process

Copy to: < Ann Sekner

. .
o £
.

Share  More

Archive

Figure 105: Processing the approval as a
copy recipient

An approval is returned as in F2
Desktop.

When returning, it is possible to select
to which user the approval is returned.
It is also possible to recommend with
which user the approval should
resume.
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Status: Completed - result: Approved
Deadline: 16 May 2022
Type: For approval

Approval process overview

Responsible: Sienna Morton
« Approval process has started
* Wed, 11 May 2022 13:14

Step 1

Stanley Matthews
* Approved
* Wed, 11 May 2022 13:41

Step 2

Shapoor Mousavi
* Approved
* Thu, 12 May 2022 12:55

| have added a reference to the draft response
document.

Figure 107: Status and approval process
overview

Approval log

Thu, 12 May 2022 12:55
© Shapoor Mousavi (step 2) has approved

| have added a reference to the draft response
document.

Wed, 11 May 2022 13:41
@ Stanley Matthews (step 1) has approved

Wed, 11 May 2022 13:14
© Sienna Morton starts the approval

0y .

Archive Edit Share More

Figure 108: The approval log

Create and edit approvals

CBRAIN

The Process Company

The approval’s status and process
overview are shown below the approval
record. The approval status shows
which step the approval is currently on
or if it is finally approved. Its deadline
and type, if any, is also shown here.

The “Approval process overview”
section shows information about each
approval step.

An approval can be processed when it
is on the step of the following:

e A user or unit who is an
approver.

e An approver with “On behalf
of” rights.

e A copy recipient.

The “Approval log” section is found
below the “Approval process overview
section”. The log shows all actions
performed in relation to the approval
process and any comments related to
the actions.

The log is presented in reverse
chronological order, so the latest
approval action is shown at the top.

It is possible to create, start and edit approvals in F2 Touch. The options for
creating and editing approvals are dependent on the configuration settings.
Configurations are performed in cooperation with cBrain.

The following is possible by default:

e Approvals can be created on existing records using a template.

e Approvers and copy recipients can be edited on every step.

e Approval steps can be deleted.
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The individual functions are described in the following section.

Create new approval

It is possible to create a new
approval using existing templates in
F2 Touch.

The templates are created and
maintained in F2 Desktop.

An approval can be started in F2
Touch.

Options available to a user when
creating approvals with or without an
approval document can be
configured. Any configurations are
performed in cooperation with
cBrain.

Create approval

*Title:

Select a template for the appraval flow.
New empty approval fiow -

@ Create recard document

Deadline: hh:mm

Cancel m

Done

Choose between New empty approval flow

existing templates

For internal use

Figure 109: Create a new approval using a
template
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Edit approval

Approvals can be edited in F2 Touch. "°<5"“‘: it o | =
. . . . it approval Save
The following actions are available: Toggle editing
Hide advanced = = gptions
d Add Step' Deadline: 20/05/2021 X  12:00 Urgent
Edit deadline and
. . Type: For approval - — approval type
e Edit the approval deadline.
Step 1
e Select type from the drop-down .
pprovers:
menu. Stephen Murray (Case manager, Secretariat
of the management)
e Delete step. Copy tos
Deadline: 21 12
e Add or remove approver or copy Notity approvers of changes:
recipient. v &

Limited visibility
° Ed|t other metadata fle|dS, e_g. Give approvers write access to the case
“Limited visibility”, “Notify
approver”, etc.

ed by th
Add step before
|- Add step ———— “Step 2”

The following actions are not Step 2
possible in F2 Touch: Approvers:
Add or remove

. . . .. Secretariat of the management)
e Edit deadlines for individual
approvers and/or

StepS. copy recipients

[o.7-"3 LH Sicin Moynihan (Chief consultant,
Secretariat of the management)

— Delete step

Tap Show advanced/Hide

advanced to toggle the options for Deadline: b
ed | tl n g . Notify approvers of changes:
No hl | Edit the metadata
. . . L fields
It is only possible to edit steps that Limited visibility
the approval has not yet reached. Give approvers write access to the case
Add step Add step after

“Step 2"

Figure 110: Edit approval

Offline approval actions

It is possible to perform a number of actions in F2 Approvals when F2 Touch is
offline:

e Processing/saving/approving approvals.

e "“Seen” marking of approvals as a copy recipient.

e Editing an approval document.

For more information on these functions, see F2 Approvals — User manual.
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F2 cSearch

F2 cSearch enables a quick free text search across all data in F2 to which the user
has access.

o cSearch can be found by expandinh
the search options in any list. Tap
My desktop next to the search field above the

Tile result list and then Switch to
cSearch to open cSearch.

Participant

Read: All Unread Read

Personal flag + -

Open cSearch

B Roles required in SoM
From: Stanley Matthews

Resp.: Stanley Matthews

B Rule for record registering
From: Stanley Matthews

Resp.: Stanley Matthews

kd FOI request on measures taken.., 27/04/2017
From: Dieter Davidsen

Resp.: Sitin Moynihan

Figure 111: Open cSearch

Quick search

Search quickly by entering the search word in the search field. The search will then
start automatically.
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Figure 112: A search using cSearch

Search word

No S F 1355

< 1 cSearch

Recruitment

Results (17) Priority

@ For internal use
Recruitment information.odt
Brain Recruitment Information Personal Information
Name: Jespersen Henrik Last name First name M.
Address: Hejdevang 2

@ Re: Department meeting Q1, agenda
Recruitment information.odt

sonal Information

Brain Recruitment Information
N i Ve First name M|

en Henrik Last

N spe
Address: Hejdevang 2

@ For internal use
Recruitment information.docx
etter ter
mukiple p
Smergepa;

= For internal use
Approval document.htmi
Recruitment information

I Forinternal use

Recruitment information forlinternal use

Search results

Advanced search
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The search finds all contexts in which
the search word/search text is
included, both as a complete word and
as part of a word.

To treat the search text as a completed
word, enter a space in the search field
after the last letter.

Tapping a result will display the
corresponding record.

cSearch in F2 Touch contains the same advanced search features as in F2 Desktop.

No SIM =

A

Include the words:

Created:

From

Figure 113: Advanced search

13.55

cSearch

Expand the
advanced search
fields

The advanced features allow e.g.
searches for values in metadata fields
such as “From”, “To"”, “Created” or for
the specific content of a record, case,
chat, note, etc.

For more information, see F2 cSearch -
User manual.
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F2 Manager

F2 Manager is developed for iPads. F2 Manager provides both online and offline
access to cases, meetings, and approvals for the organisation’s employees and
executives.

Transfer cases and records directly
from F2 Touch to F2 Manager by
opening a case and tapping the case
title in the blue ribbon to view the case

2021 - 62: HR - Recruiting
2021 - SoM, may

N . details.

Case title HR - Recruiting 2021 - SoM, may

Case No 2021 - 62 .

Cremed by Holly Rogers From the case details, tap the add
Finalised by icon ° and then New F2 Manager.
Keywords If there is already a meeting on the
peadine case, the option is called F2 Manager.
Responsible Holly Rogers

Status In progress

Tapping New F2 Manager opens a
Create email synchronisation page for F2 Manager.
On this page, relevant information

Progress code:

Created date:

Completed date: Create approval . !

File plan associated with the transfer to F2

Acion code Now F2 Manager —i— o P2 Manager can be added. Read more in
Disposal code ° Synchronisation with F2 Manager.

Copy link

Figure 114: Transfer to F2 Manager

The same procedure is used here as when creating an ad hoc meeting in F2
Desktop. Read more about ad hoc meetings in F2 Manager — User manual.

Synchronisation with F2 Manager
The synchronisations screen consists of sections in which the relevant meeting

information can be added when a meeting is created from F2 Touch. Each section is
described in the following.
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No SIM = 16.21

< & HR - Recruiti...

Show advanced 2

iPad synchronisation

Active
Period
18/05/2021 X - 17/06/2021 X

New elements included:

Automatically -

Date and category
All-day
Date

21/05/2021 X  10:00 -

21/05/2021 X 11:30

Participants

Holly Rogers (Case manager, HR)

Sienna Morton (Case manager, Secretariat
of the management)

Stephen Murray (Case manager, Secretariat
of the management)

Participants

Your screen is too narrow to show all columns,
you can try to flip the screen.

Include  Title

Onboarding materials for ne...
The remaining
records of that
case

New records are inserted below
the line

Org hierarchy and departme...

Figure 115: Synchronise to F2 Manager
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iPad synchronisation

Show advanced >

iPad synchronisation

Active
Period

18/05/2021 X 17/06/2021 X

New elements included:

Automatically -

Figure 116: iPad synchronisation

Date and category

Date and category

All-day

Date
21052021 »  10:00 -

21/06/2021 X 11:30

Figure 117: Date and category

Participants

Participants

Holly Rogers (Case manager, HR)

Sienna Morton (Case manager, Secretariat
of the management)

Stephen Murray (Case manager, Secrefariat
of the management)

Participants

Figure 118: Participants

The synchronisation list
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Tick the “Active” box to synchronise the
records on the synchronisation list to
F2 Manager. Records are synchronised
only in the specified period and to the
specified participants.

Outside the specified period, the
records do not appear on the iPad.

Use the “"New elements included” drop-
down to choose whether to include new
element automatically or manually.

Use the fields in the “Date and
category” section to specify a meeting
date and time. Tick off the “All-day”
box if the meeting lasts longer than a
day.

Entering a date is required, while
entering a time is optional.

Use the “Participants” field in the
“Participants” section to add meeting
participants. These receive:

e The option of evaluating each
agenda item up for evaluation.

e Read access to records that
serve as the basis of the agenda
items.

The synchronisation list shows which records are transferred to the iPad when
synchronising. Untick a record on the list to exclude it from synchronisation.
Unsynchronised records are shown in the list "The remaining records of that case”.

Page 71 of 81



CBRAIN

The Process Company

Your screen Is (oo narrow o show all columns,
yvou can try to fiip the screen
Include Title

Included in
synchronisation list

Onboarding materials for ne... Drag and drop

The remaining
records of that
case

Remaining records — Org hierarchy and departme...
of the case

Mew records are inserted below
the line

Figure 119: The synchronisation list

It is possible to change the order of the records or move records from one list to
another. Press and hold the drag and drop icon and drag the record to the
desired location.

To show all columns of the synchronisation list, rotate the device. The columns “To
be rated” and “Disallow export” are then visible.

HR - Recruiting 2021 - SoM, may

Date
2U0SR2021 x 10000 -

210052021 ¥ 11:30

To b Disallow
1
Include  Tithe 1 expart

Onboarding materiats for new SoM employees

The remaining records of

ihat case M records are ingerted belody the line

Org hierarchy and department intro

To be rated Disallow export

Figure 120: The expanded synchronisation list

Tick the box in the “To be rated” column to let the meeting participants evaluate
the agenda item. Advanced options related to evaluation also exist. These are
described in the Show advanced section.

Tick the box in the “Disallow export” column to prevent the agenda item from being

exported from the F2 Manager app. This means that the agenda item and its
attachments cannot be shared with other apps on the iPad and cannot be printed.
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Show advanced

LBELINS el Tap Show advanced in the upper right
< A& HR - Recruiti... = corner of the synchronisation screen to
open the advanced F2 Manager
Show advanced 2 synchronisation options.

iPad synchronisation
These are briefly described below. Read

Figure 121: Show advanced more in the F2 Manager user manual.
Mo SiM 16.23
< &% HR - Recruiti... — Save
Participants
Participants
Stakeholdere Add stakeholders

Additional information

Title
HR - Recruiting 2021 - SoM, may

Add meeting title

Description S
P and description

Ratings

Can only be submitted until:

hours before the start . . .
Specify evaluation period

Mot shared until: hours before the
start

Figure 122: Advanced synchronisation options

The advanced synchronisation options include:

e Add stakeholders to the meeting. Stakeholders cannot evaluate agenda
items, but otherwise have the same rights as meeting participants.

e Add meeting title and description, such as meeting place and room.

e "Can only be submitted until” specifies in hours the end time of the period in
which meeting participants can submit their evaluation.

e “Not shared until” specifies in hours the start time of the period in which
meeting participants can view everyone’s evaluations.

Once the relevant information has been entered, tap Save in the upper right
corner.
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Note: In F2 Desktop, an F2 Manager tab is added to the case when a New F2
Manager is created via F2 Touch.

Annotations made in F2 Manager

In F2 Manager, it is possible to annotate documents attached to a meeting. This is
a quick and easy way to add comments and highlight important sections in the
document for later use.

Opening F2 Touch after making annotations in F2 Manager will automatically
display the case with which the annotation record/document is associated.
Annotation records can be found by searching the “Archive”: Specify the user who
made the annotation in the “"Record/case responsible” field, and then enter “F2
Manager archive” in the free text search field to perform the search.

The search shows all records annotated by that user and may be saved to allow
quick access to future annotations.

The annotations will not be visible if F2 Touch uses Apple’s PDF viewer, which does
not support these annotations. To accommodate this, F2 Touch allows the user to
export the document to another app that can read annotations (such as Acrobat
Reader).

For more information on annotations, see F2 Manager - User manual.
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Supported browsers

F2 Touch is optimised for the following browsers:
e Google Chrome, latest version.
e Mozilla Firefox, latest version.
e Apple Safari for Mac, latest version (not on a Windows PC).
e Apple Safari for iOS, two latest versions.
e Android version 4.1 and later.

e Microsoft Edge, latest version.
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Configurations

F2 Approvals can be configured to fit the needs of the individual organisation. The
following functions can be configured in cooperation with cBrain:

Log in to F2 Touch using Touch ID on iOS devices with this functionality
available.

Log in to F2 Touch using Face ID on iOS devices with this functionality
available.

Log in to F2 Touch using "Remember me”.

Allow the user to select whether the dates and times displayed in F2 Touch
depend on the time zone of the server or the device.

Set up the users’ options for creating, starting, and editing approvals (add-
on module), including whether the approval is created without a record
document attached.

When an answer record to a request (add-on module) is created in F2 Touch
it is automatically attached to the request record depending on the
organisation’s setup. The format is configured in F2 Desktop.
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