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Reading instructions 

This manual is intended for existing, new and potential users of F2 cPort Analysis. 

In addition to a brief introduction to cPort Analysis, the manual also contains a 

general functionality and configuration description. 

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

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

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

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

document will be written in italics. 

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

functionality. Screenshots with lines and corresponding text show where to click 

whereas screenshots with a blue frame point to an area with several functionalities. 

Enjoy!  
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Introduction to F2 cPort Analysis 

F2 cPort is an extraction tool that is accessed by F2 administrators. By using F2 

cPort an administrator can extract and create reports based on available 

information from F2. 

An extraction can for example be: 

 Case production divided into what a specific organization, unit and 

caseworker has produced within a given timeframe. 

 The processing time of cases. 

 The number of created, ongoing and closed cases within a given timeframe. 

 The average response time on pre-defined areas for example inquiries from 

citizens, hearing responses or the like. 

 The number of cases that have been approved before the deadline. 

The extractions and reports from F2 cPort provide a data foundation with 

measurable results. These results can for example create a basis for optimising 

procedures and/or following through on an authority’s specific work procedures. 

When cPort is installed, the F2 organisation defines which types of F2 data that is 

supposed to be accessed using cPort. The data is handled in cPort by F2 “Data 

fields”, and is extracted using these fields. 
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 Managing cPort 

When activated, the add-on module f2 cPort functions as an integrated part of F2 

and the cPort menu item will become visible under the tab Administrator in the 

main window.  

Report choice and configuration, standard 

Open the Administrator tab and click on cPort on the right side of the ribbon to 

activate the cPort function. 

 

Figure 1: Open cPort 

A dialogue with the title “cPort” will open. The first step of the process is to select 

which report type you wish to use. Every report type has been allocated a number 

of fields that can be applied. 

When a report type is selected, all the fields that can be used for a given report 

generation are displayed. Click on the down arrow next to the field Select report 

and select the desired report type to use for the generation of the report. 

 

Figure 2: Select report 

  

cPort 

Select report 
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Select a report type and all the fields that are available for that specific type 

become visible. Click on arrow down next to “Setup” to choose a predefined 

report setup. 

A number of time limited report configurations have been established. For example, 

choosing the option “Year to date” will result in a generation of all the chosen fields 

within this time frame. 

Likewise, the report layout is established when choosing a timeframe that is specific 

for authorities, units or caseworkers. 

 

Figure 3: Choose the report type under setup 

Report choice and configuration, ad-hoc reports 

If desired, it is possible to generate ad-hoc reports, i.e. reports that are not 

predefined under configuration. Click on the arrow down in “Select report” and 

select the report that contains the wanted fields. Under “Setup” choose “No 

configuration”.  

When the report type has been chosen, select the field values that should be 

included in the report.  

On the left side, there are two working areas under “Select columns”. The area on 

the left contains the field names that can be included in an extraction. The area on 

the right is, as a starting point, empty. 

To add a field name, and thereby a column, to the selected report, click on the 

wanted field name and thereafter on the right arrow. The selected field name will 

then move from the left area to the empty working area on the right side and will 

be included in the report extraction. 

Setup 
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Figure 4: Setup of ad-hoc reports 

This process continues until all the wanted field names and thereby columns, are 

chosen and placed in the working area on the right side. 

The sequence of the chosen field names can be changed as desired. Click on a field 

name and thereafter click on the arrow up/down to move the field name into the 

wanted place in the report.  

To save the chosen column setup click on Save at the top of the dialogue.  

Choose filter to optimise the report 

When all the fields are chosen and the setup is saved, it is possible to add different 

report filters and filter the extracted data. This can make the report’s results more 

precise. 

To do this click on the arrow down outside the field “Select filters” and then click 

on the wanted filter(s) for the specific report. View the different options for filtering 

in the figure below. 

Select columns 

Add field name and thereby column 

Decide the sequence of the field names 

Remove field name and thereby columns 
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Figure 5: Select how to filter the report’s results 

 

If there is a need to select more filters, click on the green checkmark paper icon 

every time that another filter is chosen. This ensures that the filter is saved. All the 

selected filters are lined up under the field “Select filters”. 

It is also possible to remove a filter again. Click on the red square paper icon to 

delete a filter. 

 

Figure 6: Selected filters 

A filter can be edited by clicking on the pencil paper icon. A filter can be cancelled 

by clicking on the red cross paper icon. A cancelled filter will be deleted from the 

list. 

Filtering options 

Save Cancel 

Note: It is only possible to select one filter at a time.  

 

Edit filter 

Delete filter 
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Generating a data extraction 

Click on one of different views Here, In new window, Export the list to Excel or 

Reset to view the data in the open cPort dialogue window.  

 

Figure 7: Example of a data extraction 

When the wanted report is generated including the use of any eventual filters, the 

report extraction can be generated by clicking on Save or Save As.  

Create new standard report in cPort 

If new reports, that are relevant to use on an ongoing basis, are generated they 

can be named and saved during configuration which makes it possible to retrieve 

and use them again. 

The starting point for a new report may be an existing setup that will then be 

changed and saved using the Save as option. 

 

Figure 8: Save new report 

Create standard Excel report templates for use in cPort 

The cPort tool makes it possible to select an Excel document that can be used as a 

template for exporting data via cPort to Excel. This function is especially relevant if 

data needs to be extracted and presented in the same format on an ongoing basis. 

The starting point is the Excel template that for example contains column setup, 

pivoting of data etc. This Excel template is then inserted into F2 under 

“Templates”. 

When an Excel template has been inserted into F2 under “Templates” it becomes 

selectable in the cPort report configuration. 

Show 

report 

here 

Show in 

new 

window 

Export the 

list to Excel 

Reset 

search 

Save Save as Delete 
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The Excel document has to contain a tab with the name “xData” for it to be viable 

as a template in cPort. The column headings in the “xData” tab have to match the 

chosen fields in cPort. 

Data from the “xData” tab will be replaced with data from the cPort report. 

Step by step creation of an Excel template for use in cPort 

1) Open cPort and select the wanted report 

2) Choose Export the list to Excel and open the Excel file 

3) Rename the Excel tab to “xData” 

4) Organise the Excel document with the wanted layout including the use of 

pivot tablets if needed. 

5) Save the file locally with a relevant name (it should not be a template 

format) 

6) In F2 find “Templates” and import the Excel document here 

7) Open cPort and select the relevant report 

8) Attach the Excel document as a template “Merge into Excel-document”

 

Figure 9: Add Excel template to report 

9) Save the configuration and overwrite the former one 

10)  Run the extract by exporting to Excel 

Be aware that pivot tables drag data from fixed defined columns. This means that if 

the data in the xData tab changes, the report no longer works as intended. 

The solution can be to use Excel’s dynamic references in Excel under the menu 

“Name Manager” (For more information please see Excel’s user manuals). 

  

Select Excel template 
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