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Communication

F2 offers various means of communication. Each of these is intended for use in a specific situation.

Sometimes an email is the best form of communication, sometimes it is more efficient to use the
chat feature or the option of reallocating responsibility for a record instead.

Below is a list of the various forms of communication in F2.



Communication form

Email

Chat

Note

Responsible user/unit

Supplementary case
manager

Description
Send, forward and reply to records.

These functions are used for formal communication and for
communication external to F2.

Unlike an external email, when an email is sent internally in F2,
recipients do not receive a copy of the record. All F2 users see the
original record in their inbox.

Sent records cannot be modified.

Read more about emails.

Chat is used for informal communication in relation to tasks or other
types of coordination and knowledge sharing in the organisation.

Since chats must be created on a record, the context of the chat will
always be clear, ensuring effective communication.

Read more about chats.

Like the chat, a note is an informal type of communication. Unlike the
chat, the note is visible to all users with read access to the record to
which it is added. Recipients can be added to the note to notify them of
its creation.

You can also add notes to cases.

Read more about notes.

Allocation of responsibility is used when assigning tasks to a unit or a
user.

The intention is to allocate tasks in F2 as one would place a task in a
physical inbox or on a colleague’s desk.

Read more about allocating responsibility.

Adding a user or unit as a supplementary case manager in the “Suppl.
case mgr.” metadata field notifies the user/unit that they are now a
supplementary case manager on the record.

This means that they now have access to edit the record. The extent of
this access is specified in the personal settings of the user who adds
them.

Read more about supplementary case managers.
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Communication form Description

ATl An annotation adds formal information visible to all users to a record.
Read more about annotations.

Request (add-on) In F2, it is possible to request tasks from other users/units/authorities
within the same F2 installation.
Read more about requests.

Approval (add-on) In F2, it is possible to submit records for a formal approval with other

users and units within the F2 installation.

Read more about approvals.
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Email

In F2 it is possible to send, forward and reply to emails in the style of traditional email systems.

Emails may be sent internally or externally and are mainly used for formal communication. When
an email is sent internally in F2, recipients do not receive a copy, but see the original record in
their inbox.

The email’s icon and its status text in the main and record windows show if it has been forwarded
or replied to, regardless of who has performed the action. This means that the 4 icon is shown on
a forwarded record, also when either action has been performed by another user.

New email

Emails can be created in either a simple mode or a detailed mode. The simple mode is similar to
emails created in other email clients, while the detailed mode is based on F2’s record window.

The simple email mode can only be enabled if the organisation’s configurations

NOTE .
allows it.

Click on New email in the main, record or case window to create a new email.

Main window

=i‘= D D- G4 Mew email

@. Mew document
Goto Goto MNew

case *» record = record Q- MNew appmval

Mavigation

Figure 1. The “New email” menu item in the main window

The record is created in simple or detailed mode depending on the user’'s personal setup. For
detailed emails, it is possible to decide how many metadata fields are shown on the newly created
email.

New simple email

When an email is created in simple mode, the “New email” window opens instead of the record
window, and only the delivery fields are visible.

In simple mode, files on the local computer can be attached by clicking Attach file in the ribbon.

It is not possible to attach a template, document, or record from F2 in simple

NOTE .
email mode.


file:///home/docker/antora/pdf-generation/pdf-cache/components/en-GB/docs/docs-en/10/modules/communication/settings-and-setup/pages/configurations.html
file:///home/docker/antora/pdf-generation/pdf-cache/components/en-GB/docs/docs-en/10/modules/communication/settings-and-setup/pages/setup-personal-user-settings.html#records-tab
file:///home/docker/antora/pdf-generation/pdf-cache/components/en-GB/docs/docs-en/10/modules/communication/settings-and-setup/pages/setup-personal-user-settings.html#record-view-tab
file:///home/docker/antora/pdf-generation/pdf-cache/components/en-GB/docs/docs-en/10/modules/communication/documents/pages/attaching-documents.html#attach-file

New email - a x

il Attach file ¥ Casework

To: | Select recipients =
Ce
Hbe

Title:

4
4
12
4
1=
“
2]

- Ignore - w | 100%w Insert Fatims al-Safar ¥

Figure 2. The “New email” window

In the “New email” window, most of F2’s case processing functions are disabled. This means that
creating and sending simple emails is faster than detailed emails, but several functions are
different:

» Case help is disabled. Consequently, simple emails may not comply with the guidelines of the
authority.

 No clean-up is performed, though the email is removed from “My desktop” when sent. For
further information about clean-up when sending, see the article Menu items on the “Advanced”
tab.

e Sender cannot be changed. The user’s default sender is listed as both creator and sender of the
email. The default sender is defined in the "Setup" dialogue’s "Records" tab.

o Attachments cannot be edited.

e The format of attachments cannot be changed before sending because the Metadata Assistant
is not supported.

e The email text is not autosaved.
» Signatures from the detailed email format must be edited before they can be used with simple

emails.

Click Casework in the upper right corner to switch from simple mode to the detailed record
window with the delivery fields visible and all regular functions enabled.

An email sent in simple mode does not affect how it is received. A simple mode email sent
internally in F2 is received as a regular incoming email with the same processing options for the
recipient. The access level of simple mode emails is determined by the organisation’s choice of
access level for new records, which is “Involved” by default.

New detailed email
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Figure 3. Create email
The email’s metadata fields

When creating an email, whether in simple or detailed mode, the user must consider the following
metadata fields:



Field

“Title”

“From”

HTOH

IICCII

“Xbc”

Description

Corresponding to the subject field in an email, the user must enter a title in
the email window.

Contrary to the standard record creation process in which F2 needs the user
to enter a title before the record is created, this field is not filled in
automatically.

This field is only visible in detailed mode and is filled in automatically when
a new email is created.

It is possible to select whether the default sender for emails is the user or
the user’s unit. Read more about the default sender in "Setup" dialogue’s
"Records" tab.

F2 allows for the following to be inserted as sender:

The user

The user’s unit

Another user in the unit

The authority.

When text is entered in the field, F2 will search for names of internal users,
distribution lists and external participants. Participants may also be added
by clicking on the participant icon g8, which opens the “Choose participant”
search dialogue.

Enter the recipient(s) of the email here.

There are three ways to add participants as recipients:

o By typing in the field directly. F2 will search for names of internal users,
distribution lists and external participants.

« By clicking the participant icon g8, which opens the “Choose participant”
search dialogue.

» By copying and pasting email addresses from e.g. an Excel file.

Enter any Cc recipients of the email here.

Cc recipients are added in the same manner as “To” recipients.

Enter any Xbc recipients of the email here.
Xbc recipients are added in the same manner as “To” recipients.

Adding an external participant here is similar to adding a recipient in the
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Field Description

“Bcc” field of traditional email systems.

There is no difference between adding an internal participant here and in Cc.
Xbc is not hidden for other F2 users and only affects outgoing external
emails.

Suggestions in the “To”, “Cc”, and “Xbc” fields can be configured so they are more
NOTE relevant to the individual user. The configuration is performed in cooperation with
cBrain.

The “Choose participants” dialogue

Click the participant icon &8 in the “To”, “From”, “Cc”, or “Xbc” fields to open the participant
search dialogue.

In this dialogue the user selects participants to add to the desired field. To add a participant and
close the dialogue, double-click the participant’s name or select the name and click on the OK
button. To add a participant and keep adding, click the Add participant(s) button. The dialogue
will show any added participants in the “Chosen participants” list.

Click on OK when all desired participants have been added to the list.

Choose participants

Search window Settings

¢ € Cancel O Choose one participant O S» Daisy Miller x x C)i‘
@ Choose multiple participants
0K Add Remove all Advanced
participant(s) participants search
OK Participant choice Chosen participants Search
| Search in lists | | Search the participant register Q Y Fiter v OF Search criteria ¥
s Al Mame T Email SSN/CVR no Mabile Telephone
» o Secretariat of the management Daisy Miller dm@miller.com 010170-1234
- . John Smith Johnsmith@mail.com 311299-4321
» =5 Doc Autharity
Sister Authority
» o5 Doc Organisation
Thomas Anderson thomas@anderson.com 191191-9119
w» External participant
o Private
[« | (]

Figure 4. The “Choose participants” dialogue

Read more about creating participants and editing their placement and properties.
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Figure 5. Drag and drop participant

Display participants

Recipients in the “To”, “Cc”, and “Xbc” fields can be displayed as a list, making it easier for the
sender to see their names.

Clicking on [z] expands the field and displays a list with all recipients.

D 2021 budget - maintenance (Record ID: 681)

Record Advanced Participants Help
—] *© Cancel AN Q + New note D
) = (3 + e G
i Delete record g. Mew annotation
Go to main Open the Save Archive Send Set record to Mew MNew Ad
window record’s case - and close - Complete chat = B New request ~ record * appr
MNavigation Edit Delivery Status New
Title: | 2021 budget - maintenance evaluation |
From: |. Fatima al-Safar (Case manager, Finance) ==|
Tor Christopher Fletcher (Case manager, Finance)
Ce Ishwar Tagore (Case manager, IT Office)
- Administration
Kb Quality Assurance
Quality Centrol
Status:
|
Deadline: @ Cas= ZHET-T" HH Keyword: Select keywords L3
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Figure 6. Participants displayed as a list

It is possible to view additional information on an added participant. Hover the cursor over the
participant’s name to view a tooltip with online status, out of office status (if any), and details
regarding their job roles.
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Figure 7. Participant tooltip

The participant properties can be accessed from the email by right-clicking on the participant and
selecting Show properties.

Participanits Help
. =1 “ Cancel "!
A H O ]
Go to main Open the Save R Archive Send
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From: | ® Sadie Maxwell (Case manager, Secretariat of the management) +
Tor Daisy Miller (dm@miller.com) ™ Shapoor Mousavi (Department he
Copy
Cut
- Paste
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#£bc . :
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& Select participant type  # * b 7 u A~
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Figure 8. Participant properties

This will open the participant properties dialogue named after the participant.
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The participant properties dialogue

This dialogue displays information on the participant in question sorted across several tabs. The
titles and contents of said tabs depend on whether the participant is external or a user. Users are

displayed with the following tabs:

 The General tab contains fundamental information such as login and contact information.

e The Private tab contains address and SSN.

e The Other tab contains information on any email domains owned by the user, and the user’s

setup as a participant in F2.

External participants are displayed with the following tabs:

 The General tab contains fundamental contact information such as phone number and address.
« The Identification tab contains information from external registries such as CPR.

o« The Other tab describes how the participant is set up in F2 and contains additional contact

information including website.

& Abigail Anderson -

(1) Participant properties were applied to this recard. These may vary from
the participant's current properties. Show current properties

General Private  Other

@ -
Mame
Mame

| Abigail Anderson

User name |

Initials | AAN

Title |

Contact

Email | AAN@doc.gov.uk

Phone

Mobile

Local No

Fax

OK

& Abigail Anderson

General Private  Other

@ -

Name
MName | Abigail Anderson
User name | Abigail Anderson
Initials | AAN
Title |
Contact
Email | AAN@doc.gov.uk
Phone |
Mabile |
Local No |
I

Fax

oK

Figure 9. Properties for the user [participant] (Record edition)
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The information displayed in this dialogue is configurable. Configurations are made in cooperation
with cBrain.

cBrain recommends regular maintenance of the participant register to ensure up-

Tip to-date information.

Create participants from emails in F2’s participant
register

F2 automatically checks whether an external participant already exists in the participant register
based on the fields “Name” and “Email”.

If F2 detects a participant on an email that cannot be found in the register, it may be added in one
of the following ways.

e When a record containing unknown participants in the delivery fields is set in edit mode, F2

prompts the user to add them to the participant register if the related setting is enabled in the
user’s personal settings.

o Create the participant from the “To”, “Cc” or “Xbc” fields directly by right-clicking on the
unknown participant’s email address, or by clicking on the “Create participants” link which
appears when these fields contain unknown email addresses. If the email is sent from the user’s
personal archive, F2 suggests creating the participant in the private register.

Title: Invitation to bid on tender

From: @ Ann Sekner (Case manager, Administration) >

[ moira_walsh@firm.net* company@mailcom ™  firm@postuk™~

Ce Copy

Xbc Cut

Create participants Pests
Remove

- Calibri Show maore information u A~

Create participant

Select participant type  #
Figure 10. Create external participant in the participant register
Both actions open the “Create participants in the participant register” dialogue where the

participants can be added. General management of the created external participants is described
in The participant register.

The “Create participants in the participant register”
dialogue

Saving an unknown participant to F2’s participant register is done via the “Create participants in
the participant register” dialogue.

From here it is possible to create a new participant or replace an unknown participant with an
existing one. This is done by clicking either Create participants or Replace selected. Through
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this dialogue, the location of the participant is also selected.

«4 Create participants in the participant register - i x

The following participants do not match anyone in the participant register. Do you want to create them as new participants?

You can choose to manually replace the participants if they are already in the register. If you create new participants, you can choose
their location in the participant register.

Email | Name | Location
company@mail.com company@rnail.com External participant
firm@paost.uk firm@postuk External participant
moira_walsh@firm.net moira_walsh@firm.net External participant
Replace selected Skip selected Select location
Create participants Skip

Figure 11. Create participants in the participant register

Select one or more participants in the dialogue to create, replace, or skip. The participants are
removed from the dialogue once a decision has been made.

To replace an existing participant with one of the unknown ones, click Replace selected. The
“Choose participant” dialogue opens, from which the relevant existing participant can be found.

If necessary, click Select location first to select which node to create the new participants in
rather than the one suggested in the “Location” column.

Click Create participants in the bottom right to create the highlighted participants as new
participants in the participant register.

To skip the highlighted participants, click Skip selected. It is also possible to dismiss the entire
dialogue by clicking Skip in the bottom right. The participants will be present in the dialogue the
next time it opens as long as they are unknown.

F2 can be configured to allow multiple participants with the same email address.
In this case, the “Create participants in the participant register” dialogue will
display a warning for each participant with a duplicate email address. F2 is
configured in cooperation with cBrain.

NOTE

Placement of new participants

Click Select location in the “Create participants in the participant register” dialogue. The “Choose
participant” dialogue opens. Here, select a location for the participant by double-clicking on a node
or by selecting a node and then clicking OK.
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Search window
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search
OK Search
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.+ External participant Daisy Miller dm@miller.com 010170-1234
- John Smith Jjehnsmith@mail.com 311299-4321
e Private
Sister Authority
Thomas Anderson thomas@anderson.com 191191-9119
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Figure 12. Set participant location

The default location for new participants is the “External participants” group. Placing a participant
here requires the “Editor of participants” privilege. Without this privilege a participant can only be
created in the “Private” node. This default node can be changed during the installation of F2.

Format selector for emails

Before sending an email, it is possible to select the file format for any attached documents. If the
delivery metadata fields are shown, the user will be able to change formats in the document area.

Right-click on the attached document in the document area. From the context menu, select
whether the attached document should be in PDF format or the document’s original format, e.g.
Word or PowerPoint format.

If the F2 Metadata Remover (documentation available in Danish) is available in your organisation’s
F2, you can use it to clean up your document before sending.
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Figure 13. Format selector

The format selector has no effect on emails sent internally in F2. It only affects
NOTE emails sent to external participants who will receive attachments in the format
selected by the sender.

If there are several documents attached to the record, it is possible to mass-select the format.
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Figure 14. Selecting the same format for all documents

Email details

The record window for an email shows when it has been sent or received and whether it has been
exchanged internally in F2 or externally. Any issues during the sending of the email are also
registered. These details are shown directly below the record ribbon.

Record Advanced Participants Help

ITK-" Cance W fdl Re
& [ » o

i = W Delete record = - B4 R
Go to main Open the Edit Archive Reply
window record’s case - and close -
Mavigation Edit Delive

Email is sent to external participant: 12 February 2021 11:47 (7 days ago)

Title: FOI Request Report

From: @ Ireene Todd (Case manager, [T Office) »
To: Daisy Miller (dm@millercc) *

Cc

Abc

Figure 15. Email details

Receiving external emails

When an email is received in F2, its text and any attachments will be locked so they cannot be
edited.

17



However, it is possible to edit certain metadata for an incoming email, if the user has full write
access to the record:

o “Title”
e “From” (sender)
e “To” (recipients)

o “Cc” (recipients)

Changes to the record’s metadata can be seen via the “Advanced” tab of the record window. From
here, click the History menu item and then the Show metadata view as shown below.

Record history

Record history

Refresh

Home
Show record changes  Show documents  Show metadata
Time » | Description | User | E

| | |

24-05-2023 10:42 Added CC recipient John Smith to record Sadie Maxwell
24-05-2023 10:42 Recipient Daisy Miller: Changed SSN/CVR from "010170-1234" o '0101701234° Sadie Maxwell
24-05-2023 10:42 Remnoved Recipient Shapoor Mousavi from record Sadie Maxwell
24-05-2023 10:42 Changed To from 'Daisy Miller ([dm@miller.com); Shapoor Mousavi' to 'Daisy Miller [dm@mi... Sadie Maxwell
24-05-2023 10:42 Changed Cc from "<empty>" to 'John Smith (johnsmith@mail.com)’ Sadie Maxwell
24-05-2023 09:52 Added Recipient Shapoor Mousavi to record Sadie Maxwell
24-05-2023 09:52 Added Recipient Daisy Miller to record Sadie Maxwell
24-05-2023 09:52 Responsible unit Secretariat of the management: Changed Write access from "No' to 'Yes' Sadie Maxwell
24-05-2023 09:52 Changed Title from 'Record without title' to 'Request for expert input’ Sadie Maxwell L]
24-05-2023 09:52 Changed Te from '<empty>' to 'Daisy Miller (dm@miller.com); Shapoer Mousavi' Sadie Maxwell
24-N5-2N77 NA-57 Channed Rarard nuimhber from " amndus' 30 10 Cadia Mavwell

Figure 16. History of the record metadata

It is possible to search for both the record’s current as well as its original title via
NOTE the “Record title” and “Record/case title” search fields in the "General" search
group. The search result always displays the email’s current title.

Automatic case linking when external participants reply to
emails from F2

F2 can be configured to link replies from external users to the record to which they are replying.
This can be configured during the installation of F2.

When the setting is enabled all email replies from the external address are automatically
associated with the original email. If the record to which the incoming email is related has a case
number, the incoming email is automatically added to the case.
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Permission request 2638973 Klaus Salomon Lise Laursen (cbrain... 16-01-2019 12:43 v

Close

Figure 17. The “Related records” dialogue

Additionally, it is possible through a setting to automatically add the record ID or case number in
the “Title” field to all outbound emails from the authority. This setting is described here.

Access levels and emails

Various factors determine the access level assigned to emails depending on how the email is
created in F2. These factors are described in the following sections.

Access level for external emails imported into F2

If F2 is configured to import emails from a mail server, records are automatically assigned an
access level when created in F2. This is a critical issue to consider for the F2 organisation.

For many organisations it is an advantage that emails which are NOT private can be viewed and
processed by various employees, and that these emails are available to the organisation e.g. when
employees are ill or leave their position.

By default, F2 is configured to respect employee privacy. This means that F2 automatically assigns
the “Involved” access level to imported emails, so only the recipient will be able to view the email
unless the access level is changed.

It is also possible to assign the access level “Unit” to imported emails. This configuration is done in
cooperation with cBrain.

The access level for imported emails can be viewed and configured from on “Settings” tab in the
“Setup” dialogue, specifically the "General" tab.

Access level for replying and forwarding

Records that are replied to or forwarded are automatically given the access level corresponding to
that of a newly created record. As with new records, the user also has the option of using case
help. The access level for new records depends on the organisation’s configuration.

In cooperation with cBrain, F2 can be configured to copy the access level of the

NOTE original record when it is replied to or forwarded.
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Case help for emails requiring formal processing

F2 can be configured to expand the access level for formal emails while restricting the access level
of users' private emails. This is done with case help.

If an imported email requires formal processing, the recipient ticks the “Case help” box in the
record window.

Request for expert input (Record ID: 881)

Participants Help

1 iat o
s sijm —1 & Cancel E W Clean up when sending  %2* Add to meeting (0) Clmmn [ ©/ History @
(- s L 'l 1 G A Confirm clean up - L] Unit casework line Relab
Gotomasin  Open the Save Archiv Move  Delivery e Versions
N Physical mal 3 Ass "
wandow record’s case = - recond « type « &+ Assign as reply -
MNavigation Bt MOVE MEd.. Ema: Recond actions Cage help ACCESS History VETSiOns

Figure 18. “Case help” on the “Advanced” tab

Read more about the case help.
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Chat

Chat is used for informal coordination and communication related to work tasks or knowledge
sharing. The chat function is used for chatting with other F2 users in the same authority about a
particular record.

The chat function in F2 is particularly effective because the chat is always related to a specific
record. The subject of the chat, i.e. the record, is automatically shared, which allows for easy

orientation for the chat recipients.
New

chat=

"+ New chat
+ New chat to all

+ New note

Figure 19. The main window’s “New chat” menu item

A new chat can be added to a record, including an email, via the main and record window ribbons.

Users can access all records from which they have chatted via the main window search list, “My
chatted records”. Read more about this list and its contents in Standard lists.

Only chat participants can see the contents of a chat, but via the “Participants” tab anyone with
access to a given record is able to see which users are added as chat participants.

D Event sch
Record
ﬂ =!= A h;_;-:_ :-“ ::;s:|:;::::3nt5
Goto main  Open the
mFrdlern porEmalE e o & Reload related searches
Mavigation Related
Type 1  Mame Unit Role 58
Additional case manager Stanley Matthews Secretariat of the m..  Department secretary
Chat participant Sadie Maxwell Secretariat of the m..  Case manager
Chat participant Shapoor Mousavi Secretariat of the m..  Department head
Chat participant Stanley Matthews Secretariat of the m.. Department secretary
Creator Sadie Maxwell Secretariat of the m..  Case manager
Extended access Secretariat of the management Doc Authority
Resnnnsihle Sarlie Mawwell Secretariat of the m...  Case mananer

Figure 20. Chat participants shown on the “Participants” tab
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Chat advantages

Chats have a number of advantages to sending internal emails, for example:

A chat can only be seen by the users who are added as chat recipients.

A chat can be deleted from a record.

A chat makes it possible to edit a record without sending it.

Several chats with several users can be created and opened on the record simultaneously.

A chat can be used as a to-do list for the chat creator, since it is only visible to other users if
they have been added. This way a user can have one or more to-do lists on a record that are

only visible to themself.

Create a new chat from the main window ribbon

A

chat can be created directly from the main window. Select a record in the main window and click

on New chat. A new chat is then created without the record being opened.

Main window Settings Help
.i. D | j B4l New email @ New Digital Post F—i MNew FOI request Q Re
o & New document [E) New e-Boks E New M4 mail - Fo
Goto Goto MNew New Repl
eze meTETle | eI @ New approval  Ej New output manager chat ~ . Oy
Mavigation Mew 3 Mew chat %

3 MNew chat to all

+ MNew note

Figure 21. Add new chat from the main window ribbon

Create new chat from the record window ribbon

A chat can be created from the record window ribbon. Click on the menu item New chat to create

a

chat linked to the open record.

Request for expert input (

Advanced Participants Help
ﬁ (11 f Cance E‘l’; E¢j D ( +‘| + MNew note
. — _ Delete record i o ﬁ. Mew annotation
Gotomain  Open the Edit Archive Send Setrecordto | New
window  record’s case = and close - '‘Complete’ chat= B New request -
Mavigation Edit Delivery Status F Mew chat Mew

“# Mew chat to all

Figure 22. Add new chat from the record window ribbon
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When a new chat is created, either from the main window or from the record window, the chat
window opens.

The chat window

In the chat window it is possible to add participants to a conversation (1) and exchange messages
(2). If there is more than one chat on a record, a list of chats is shown at the left side of the window

(3).

A new chat can also be created from the chat window by clicking New chat (4).

Q Request for expert input - Sienna Morton (2 participants) - 0 X
- o 2] =
@ New chat Wednesday, 24 May |Add chat participant =P| =
) SMO, PPA (3) 11:46 Sienna Morton 11:39
e Hi you two, | just Hi Sadie, 0 Sadie Maxwell @ XK
wanted to say thank...
e Mr Mousavi has asked me to proofread the request letter o Sienna Morton &
o S!E""a Marton _ () 11:38 before you send it. Will you let me know when you have -
Sienna Marton: Hi finished writing the draft?
Sadie,
Thanks in advance!
Note 11:33

Me: Appendices 2 and
3 have been importe...

Write message and type ctrl + enter to send =

Figure 23. The chat window

Add chat participants

Chat participants can be added via the “Add chat participant” field in three ways:

e By writing the name of a user. As a name is entered in the “Add chat participant field”, F2
suggests relevant F2 users in a drop-down menu.

« By clicking the participant icon g2 in the right side of the field. Read more here.
« By pressing the down arrow key to select a predefined participant group. Read more here.
Suggestions in the “Add participants” field can be configured so they are more

NOTE relevant to the individual user. The configuration is performed in cooperation with
cBrain.
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Q Request for expert input - Sienna Morton (2 participants) - 0 X

@ New chat Wednesday, 24 May |Add chat participant :;l =
) SMO, PPA (3) 11:46 Sienna Morton 11:39
Me: Hi you two, | just Hi Sadie, o Sadie Maxwell @ M
wanted to say thank...
o Mr Mousavi has asked me to proofread the request letter o Sienna Morton @&
! Sienna Morton (2) 11:39 before you send it. Will you let me know when you have -

Sienna Morton: Hi
Sadie,

finished writing the draft?

Thanks in advance!
MNote 11:33

Me: Appendices 2 and
3 have been importe...

Write message and type ctrl + enter to send =

Figure 24. Conversation in the chat window

A warning message is shown in chat window if the user is the only participant in a chat.

- (| b4

Add chat participant e =

You are the only chat participant.

Q Hanne Winter @ M

Figure 25. Chat window warning message

Add participants via the participant register

Click the participant icon g8 in the right side of the "Add chat participant" field to open the
“Choose participant” dialogue. Locate the relevant user in F2’s participant register. If you have
"Choose one participant" selected (1), you can double-click on the user to add them to the chat
and simultaneously close the dialogue.

If you have "Choose multiple participants" selected (1), the user will be added to the "Chosen
participants" field (2) when you double-click them. You can then add more users. Click OK (3) to
add all selected users to the chat and close the dialogue.

Multiple chat participants can be added simultaneously by selecting the relevant users and clicking
Add participant(s) (4) in the dialogue ribbon. This way, multiple participants are added to the
chat. When all relevant users have been selected, click OK to add the users as chat participants.
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Choose participants

Search window

“ € Cancel O Choose one participant O Za Penelope Poole 4 x (:ﬂ'
0K

@ Choose multiple participants Z» Brian Baxter x

Add Remove all Advanced
participant(s) participants search
oK Participant choice o Chosen participants Search

| Search in lists | | Search the participant register

Q Y Filter ¥ O Search criteria
:u All Mame T Email SSN/CVR no Mobile Telephone
4 o Secretariat of the management Maisy Moore mmo@doc.gov.uk
o Ministry Myles McDougall mmd@doc.gov.uk
oF Politics
» =3 Doc Authority
2+ Private
[« | []

tems: 2 - updated today 13:07 (0 minutes ago)

Figure 26. Add chat participants from the participant register

Add predefined participants group

By pressing the down arrow key while focus is in the “Add chat participant” field, predefined

participant groups become available. The groups are comprised of users who are involved on a
record in the following ways:

Senders and recipients corresponding to the Chat to all function. The function is described in
Chat to all.

Responsible user or unit and supplementary case managers.

» Approvers who have approved the record.

The user’s secretariat if one exists. The secretariat is defined as users with “On behalf of” rights
that allow them to manage approvals for a user such as a minister.
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Q Budget proposition for public political forums - New chat

New chat Add chat participant - =
) New chat Appi who have app
- Responsible user/unit and supplementary case managers
) Myles McDou... (2) 02/12/21
My secretariat

Me: Please book a

meeting with mr... .
Sender and recipients

Fion Fitzgerald (Head of office, Finance)

Write message below

Write message and type ctrl + enter to send

Figure 27. Add group in the “New chat” dialogue

View chat participants' status

A chat participant is able to see whether other chat participants are online, offline, or “Out of
office”. Hover the cursor over a chat participant who is “Out of office” to see their return date if

they have entered any.

) Preparation of Environmental Report - HHU, HHI (3 participants) - B X
@ New chat Friday, 31 May | Add chat participant .33| =
) HHU, HHI (3) 1253 Hanne Winter 1247

Me: Hilda, feel free to Hi Huge, just updated this record. Let me know if something else should be added. 0 Hanne Winter @ X
add any comments.
Hugo Hugosen 1251 o Hilda Hildasen @ %
Thank you, Hanne. Nothing to add.
@
1953 o Hugo Hugosen @ X

Hanne Winter
Hilda, feel free to add any comments. Hugo Hugosen
# Out of office

Back the d. 23-07-2018
Read

Write message and type ctrl + enter to send

Figure 28. View chat participants' status
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Remove participant from chat

To remove a participant from the chat, click the “remove” icon next to their name. While only
the creator of the chat can remove themself from the participant list, all other participants can
remove themselves as well as any other participants.

Write a chat message

To write a message, click the compose box in the lower part of the window.

() Request for expert input - Sienna Morton (2 participants) - B X
@ New chat Wednesday, 24 May |Add chat participant s | =
) SMQ, PPA (3) 1146 Sienna Morton 11:39
Me: Hi you two, | just Hi Sadie, o Sadie Maxwell @ K
wanted to say thank...
o Mr Mousavi has asked me to proofread the request letter o Si Mort &
' Sienna Morton (2) 11:39 before you send it. Will you let me know when you have enne Hertan '

Sienna Morton: Hi

h finished writing the draft?
Sadie,

Thanks in advance!
MNote 11:33

Me: Appendices 2 and
3 have been importe...

Write message and type ctrl + enter to send —

Figure 29. Compose a chat message

Send the message by clicking the “send chat” icon p> or pressing Ctrl+Enter. Previous messages
from all users are displayed above the compose box.

Unsent chat messages are kept when the user cycles between chats or notes. If the user attempts
to close the window while there are unsent messages, a warning dialogue appears. The chat
window also remembers when the user adds participants to an unsaved chat.

When a chat is sent to one or more participants, its record appears as unread in their inboxes in F2.
Read more about the receiving a chat.

When a participant has read the latest message in the conversation, the “read” icon appears
next to their name.

Chat overview

The left side of the chat window displays the list of chats and notes in which the user involved.
Both the chat titles and their participants are displayed. The number of participants is shown in
brackets.
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An unnamed chat will use the initials of the participants as its title. The full names of the
participants are displayed in a tooltip. If there are only two participants on a chat, the other user’s

name is used as the title.

The list of chat participants is sorted after the latest chat message, i.e. the latest user to enter a

message is the first one listed.

Q Preparation of Environmental Report - HHU, HHI (3 participants)
Hewehat Wednesday, 15 May

) Mew chat Hanne Winter
Hi Hugo, I just wanted to check if you had any thoughts on this?

) HHU, HHI (3) 15/05 Hugo Hugosen
Me: Thanks for Just my original comment for page 3
checking. e e

Participants: Hugo Hugosen, Hilda Hildasen, Me jter
hecking.
Last entry: 05-08-2018 15.00

Me: Thanks for checking.

Me: Hi Hilda, this is
well received, thanks!
Figure 30. Participants' initials and full names in chat window

The functions of the chat window

The chat window's functions are found in the drop-down menu in its top right corner.

- (| b4

| Add chat participant 2 =

— MName chat

] H Huq &
“ UG AUC & Mark as unread

. . ) .
o Anders Ar 'I Deactivate notifications »
[ Copy text

o Anne Chnl 0 Open racord
o Hanne Wi ¥ Delete chat

'.'EI Leave chat
A

Figure 31. Chat window functions

The functions are described below.
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Function

“Name chat”

“Mark as unread”

“Deactivate
notifications”

“Copy text”

“Open record”

“Delete chat”

“Leave chat”

Description
Opens a dialogue that lets the user name the conversation.
This may be useful if there are several conversations on the record.

The chat title is shown in the format “[Record title] - [Chat title]”. If the
chat has not been named, the participants’' names are displayed
instead of a chat title. If there are more than two participants, only their
initials are shown.

Mark the latest message as unread. When the user selects this
function, the chat window will close and the unread chats icon @
appears on the record.

Disables notifications for a given chat for one, eight or 24 hours, or
until the user reactivates them.

|| Deactivate notifications  » 1 hour
8 hours
24 hours
Until | activate them again

Figure 32. Options for deactivating notifications

Records with chats for which the user has deactivated notifications do
not appear in the user’s inbox if a new message is added within the
selected period of time.

Copies the entire conversation.

Opens the record to which the chat is linked.

Deletes the chat. Can only be done by the creator. F2 asks for
confirmation when a user deletes a chat.

Leave the chat.

Users who remove themselves from a chat that
NOTE granted them access to an otherwise inaccessible
record will no longer be able to access said record.

Receiving a chat

When a chat participant receives a message, the record to which the chat is linked appears in their
inbox. The record title is shown in bold, and if the “Message icon” column is displayed in the result
list, a chat icon with a blue circle is visible. This icon indicates a chat with an unread message. The
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blue circle disappears when all new chats have been opened and read. If the “Message icon”
column is not displayed in the result list, it can be added.

Main window Settings Help
1] D | j ] MNew email (& New Digital Post % New FOI request ( ”'F
@. MNew document E MNew e-Boks Bl Mew M4 mail -
Goto Goto Mew MNew Reply
rmeo mETETle | MEEET @ New approval  Ej New cutput manager chat = .
Mavigation Mew

* Myinbox (1) <+

B 52 B 22 & Show records  Show cases  Show documents
Search in lists Search for records here
Favourites Title Letter date
4[] Standard “ Sorting date: Today, 1 unread
[ Archive [ | “* Request for expert input
* My inbox (1) ~ Sorting date; Older
E M}"dESHOP [ T TR N WO D SN . [P | e

Figure 33. New chat in inbox

The chat message can be read by hovering the cursor over the chat icon as shown below.

Show records  Show cases Show documents  Show requests

Search for records here

Title Letter date Sorting date 4 From

“ Sorting date: Today, 1 unread

B @ . Request for expert input 24-05-2023 11:39 Sadie Maxwell
“ Sorting datl Latest message 11:39
© (|l # Sienna Morton: Hi Sadie, Lisbeth Anderse
6] Mr Mousavi has asked me to proofread the request letter before you send it. Lene Lang
Will you let me know when you have finished writing the draft?
Thanks in advance!

Figure 34. Tooltip showing chat message

If the main window preview is enabled, the chat icon is displayed above the record document. Click
on the chat icon to view an excerpt of the chat content. If there are several chats on the same
record, these are displayed below each other as shown in the example below.
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ol LAy = ( ﬂ- %! Open calendar
= ©

Flag: Selectflag W ] Show all reminders

P __— wy Print  Advanced Search cSearch
eadline: Select date | . rarh histary =

Secretanat of the management Print Search Calendar cSearch

Record Participants bl
Request for expert input
Sadie Maxwell (sam@doc.gov.uk)

To:  Daisy Miller ([dm@miller.com);
CC:  John Smith (johnsmith@mail.com);

¥ Chats (1) = Notes =

[ Chats (1) 1 unread by 1

SMQ, PPA {2 participants) today 11:46 (0 minutes ago)
Me: Hi you two, | just wanted to say thank you again for the tips on whao to contact! If y...

Sienna Morton (2 participants) today 11:39 (7 minutes ago)
Sienna Morton: Hi 5adie, Mr Mousavi has asked me to proofread the request lett...

Open chat window Mark zll as read

Figure 35. Preview of chats in the main window preview

In the record window chats are located above the document area near the upper right corner.

& Print - [ Copy record ~ @
~ . B
Lock d t & Copy link to th d ~
it i hock dociment= Attachment  Create record TR e cSearch
2 - as PDF -~
Documents Other cSearch
¥ Chats (1) = Notes +
Chats (1) 1 unread by 1
SMO, PPA (3 participants) today 11:46 (a minute ago)

Me: Hi you two, | just wanted to say thank you again for the tips on who to contact! If y...

Sienna Morton (2 participants) today 11:39 (8 minutes ago)
Sienna Morton: Hi Sadie, Mr Mousavi has asked me to proofread the request lett...

Open chat window Mark all as read

Ly 1

Figure 36. Chat preview in the record window

Hover the cursor over a chat to display a tooltip showing the entire content of the latest message.
This is useful for particularly long messages. The tooltip is displayed for ten minutes.
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“* Chats (1) =

Chats (1) 1 unread by 1

SMO, PPA (3 participants) today 11:46 (0 minutes ago)
Me: Hi you two, | just wanted to say thank you again for the tips on who to contact! Ify...

Sienna Morton (2 participants) today 11:39 (7 minutes ago)
Sienna Morton: Hi Sadie, Mr Mousavi has asked me to proofread the request lett...

Participants: Sienna Morton, Me
5 read
Latest message: 24-05-2023 11:39
Sienna Morton: Hi 5adie,

Mr Mousavi has asked me to proofread the request letter before you send it.
Will you let me know when you have finished writing the draft?

Thanks in advance!

Figure 37. Chat tooltip in preview

Regardless of the user’s current unit, it is always possible to check all chats in which they are a
participant. Switching job roles is not required to read chat messages addressed to the user.

The read/unread indication is applied to the user across all of the units in which they have a job
role.

The chat recipient’s record access rights

When a record is shared through a chat, it is subject to the basic principles for user access rights to
records. Unless the chat recipient already has a higher access right to the record, they are granted
the access right one level lower than the chat creator.

This means that if a user with full write access to a record sends it to another user via a chat, the
chat recipient receives write access to its documents. The access rights for chat recipients are
listed in the following table.

Chat sender’s access right Chat recipient’s access right
Full write access Write access to documents
Write access to documents Read access
Read access Read access

NOTE A user’s access right to a record will never be reduced via a chat.

Chat recipients gain access to the shared record depending on the access level on the record and
the access right of the chat sender.

Example 1: Henry in HR creates a record which is automatically assigned the access level
“Involved”. Henry sends a chat to his colleague, Hugo, on the record. Because Hugo becomes
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involved through a chat, his access right to this record is governed by the above table: Hugo gains
write access to the record’s documents.

Example 2: Now Henry expands the record’s access level to “Unit”, in this case HR. He adds his HR
colleague, Hilda, as a chat recipient. If Hilda were only a chat recipient, she would have gained
write access to the record’s documents, but since Henry has changed the record’s access level to
“Unit”, Hilda already has full write access to the record. In this case, Hilda's access right to the
record is not affected by her being a chat recipient - only the highest level of access granted a user
applies.

Example 3: Henry expands the access level again, this time to “All”, before sending a chat to Ann
in Administration. The new access level grants all users in the authority read access to the record.
Ann, being a chat recipient, is also granted write access to its documents. Hilda and Hugo are
unaffected by the new access level and retain full write access.

Access levels may change when a user is placed in a new unit or if a new user

NOTE becomes responsible for the record.

Chat to all

The “New chat to all” function can be used on emails to create a chat to all involved participants.

@

MNew
chat =

+ Mew chat
' } Mew chat to all

4+ New note

Figure 38. Create “New chat to all” in the main window

Instead of manually entering participants from the “From”, “To”, and “Xbc” fields in a new chat,
click on New chat to all.

F2 then creates a chat in which all participants on the email are added as chat recipients.
Click on New chat to all to add the following participants to the chat:

Sender of the email

» Recipient(s) of the email

o Cc recipient(s) of the email

Xbc recipient(s) of the email.
This function is available from both the main window and the record window ribbon.

NOTE Only internal F2 participants, and not external participants, are added to the chat.
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Notes

As with the chat, a note is an informal way of communicating in F2. A considerable difference is
that all users with read access to a record are also able to see its notes. In addition, a note cannot
be deleted automatically, but remains on the record unless a user with the “Can delete notes”
privilege deletes it.

Notes can be added to both records and cases without entering edit mode. Notes can also be
added to records and cases that are completed. There is no limit to the number of notes that can
be added to a record or case.

Participants can also be added to a note, but only on records. When a participant is added to a
note, it appears with the record to which it is linked in the participant’s inbox. Adding participants
to a note may be useful e.g. when a user adds a telephone memo to an email and wants to inform
other users about this via their inboxes.

NOTE Deleting notes requires the “Can delete notes” privilege.

Create a note via the main window

You can add notes to records directly from the main window - i.e. without opening the actual

record.
@

Mew
chat -

+ MNew chat
-+ Mew chat to all

+ New note

Figure 39. Create a new note in the main window

In the main window, click on New note. The menu item New note is found in the drop-down
menu of New chat. This opens the note window for the selected record, and the user can enter
text and add recipients.

Create a note via the record window

In the record window ribbon, click on New note in the “New” menu group. This opens the note
window, and the user can enter text and add recipients.

@ + Mew note Di-

5 Mew annotation
Mew - MNew

chat - E Mew request = r=EErE] o
Mew
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Figure 40. Create a new note in the record window

Create a note via the case window

In the case window ribbon, click on New note in the case window ribbon. It is not possible to add
participants to a note on a case.

4

Mew
note -

Figure 41. Create a new note in the case window

Read more about notes on cases.

The record’s note window

Enter the note text in the compose box at the bottom of the window and click on the “send note”
icon > or use the keyboard shortcut Ctrl+Enter to send.

The note text will then appear above the compose box as shown below.

Preparation of Environmental Report - Hilda Hildasen (2 participants) - B X
. —

@ New chat Wednesday, 15 May Add chat participant &= =
CJ HHU, HHI (3) 1605 Hanne Winter 16:13

Me: Thanks far ‘We need an elaboration of page 3. Q Hanne Winter @ %

checking.

Hilda Hildasen  (2) 16:13 0 Hilda Hildasen @ %

Me: We need an

elaboration of page 3.

Hilda Hildasen (2) 15:49
Me: Hi Hilda, this is
well received, thanks!

HHU, HHI (2) 30/05/18

Hugo Hugosen:
Page 3 is of si...

fNrite message and type ctrl + enter to send —

Figure 42. The record note window

If a record has multiple notes or conversations, a list is shown to the left in the window.

The following sections present the functions of the note window. These differ in some ways from
the note functions available on case notes.
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Add note participants

Recipients can be added to a record note. These are added the same way as chat recipients. See
the The chat window section.

When a note recipient is added, their name is shown in the participant list to the right-hand side of
the window. Added participants can add additional users to the note. If a user has a profile picture,
it is displayed in the note participant list.

Preparation of Environmental Report - Hilda Hildasen (2 participants) - 0 X

& New chat Wednesday, 15 May Add chat participant ®s =
) HHU, HHI (3) 16:05 Hanne Winter 16:13

Me: Thanks for We need an elaboration of page 3. Q Hanne Winter @ X

checking.

Hilda Hildasen (2) 16:13 Q Hilda Hildasen @ X

Me: We need an

elaboration of page 3.

Hilda Hildasen (2) 15:49
Ie: Hi Hilda, this is
well received, thanks!

HHU, HHI (2) 30/05/18

Hugo Hugosen:
Page 3 is of si...

fNrite message and type ctrl + enter to send —

Figure 43. Note participants

When a note is sent to one or more participants, its record appears as unread in their inboxes in
F2.

When a participant has read the latest note text, the “read” icon appears next to their name.

To remove a participant from the note, click the “remove” icon next to their name. While only
the creator of the note can remove themself from the participant list, all other participants can
remove themselves as well as any other participants.

The functions of the note window

The note window’s functions are found in the drop-down menu in the top right of the note window.
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| Add chat participant

]
t“_

— Mame note

o Hanne W @& Mark as unread

Figure 44. The record window'’s note functions

These functions are described below.

i{< Deactivate notifications
[ Copy text

[ Open record

¥ Delete note

'.'EI Leave note

.4
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Function

“Name note”

“Mark as unread”

“Deactivate
notifications”

“Copy text”

“Open record”

“Delete note”

“Leave note”

Description
Opens a dialogue that lets the user name the note.
This may be useful if there are several notes on the record.

The chat title is shown in the format “[Record title] - [Note title]”. If the
note has not been named, the participants’' names are displayed
instead of a note title. If there are more than two note participants, only
their initials are shown.

Mark the latest note message as unread. When the user selects this
function, the note window will close and the unread notes icon ©@
appears on the record.

Disables notifications for a given note for one, eight or 24 hours, or
until the user reactivates them.

|| Deactivate notifications  » 1 hour
8 hours
24 hours
Until | activate them again

Figure 45. Deactivate notifications

Records with notes for which the user has deactivated notifications do
not appear in the user’s inbox if a new message is added within the
selected period of time.

Copies the entire note text.

Opens the record to which the note is linked.

Deletes the note. Requires the “Can delete notes” privilege. F2 asks for
confirmation when a user deletes a note.

Leave the note.

Users who remove themselves from a note that
NOTE granted them access to an otherwise inaccessible
record will no longer be able to access said record.

Receiving a note
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Help

Settings

Main window

cBrain Ac(

| j &) New email @ New Digital Post F—l New FOI request ( p
a N & New document [B) New e-Boks £4 New M4 mail N
Goto Goto Mew ew | Reply
core nemnle | neEmd) @ New approval =] New output manager chat ~
Mavigation Mew
¥, My inbox (1) +
B 5% B 228 & Show records  Show cases Show documents

Show requests

| Search in lists | | Search for records here

Sorting date o

4 Favourites Title Letter date
L1 "
© My inbox (1) » Sorting date: Today, 1 unread
Approvals
© App G2 i *® Requestfor expert input 24-05-2023 1321 !
| Urgent tasks
™ Sorting date Latest message 11:33
4 [ standard O Sadie Maxwell: Appendices 2 and 3 have been imported from the "17-'22
[ Archive O C archive system and are thus not subject to change
[ I"-, == TS TS T O T | TV, TTWODUST TR
¥ My inbox (1) ! = ) mee
. i Mew hill rearding ranservation n... 04-02-2021 16:16

Figure 46. Unread note in the inbox

Double-clicking the [® icon opens the note directly.

Notes can also be opened from the main window preview as shown below.

v 3 = Oll- ® 2! Open calendar
Selectflag W ] Show all reminders
wy Print  Advanced Search
1 Selectdate 3] . search  history -
iat of the management Print Search Calendar

Record Participants

Request for expert input

Sadie Maxwell (sam@doc.gov.uk)

Te:  Daisy Miller (dm@miller.com);
CC:  John Smith (johnsmith@mail.com);
) Chats + * Notes (1) ~

[ Record document @5 Reguest for expert input.docx

Figure 47. Open note from main window preview

Q

cSearch

cSearch

2]

In the record window the note is found above the document area to the right, as shown below.

Click the note icon

to view the note text as a drop-down box. Click the note text to open the
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note window.

AT = Print * [l Copy record ~ @

& Copy link to this record *

Mew document Attachment  Create record cSearch

1
' from template = as PDF -
Documents Other

ﬂ Lock documents

cSearch

) Chats = * Motes (1) ~

MNotes (1) 1 unread by 1

D Record ¢
N Sadie Maxwell (2 participants) today 11:33 (1 hours ago)
U= Request o ie Maxwell Appendices 2 and 3 have been imported from the "17-"22...

Open note window Mark all as read

Figure 48. Note in record window

Record access rights of note participants

As with a chat, note participants receive access rights depending on certain conditions. See the
access levels in the section The chat recipient’s record access rights.
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Allocation of responsibility

The allocation concept is a central feature of F2. It can be thought of as a digital version of an
organisation’s physical mail distribution in which incoming mail pertaining to formal cases are
allocated to units or users without using the email function.

Organisations with a central postal unit scanning letters may have this unit allocate responsibility
for letters to other units which in turn may allocate/distribute them to individual users. The
selected unit or user will then have responsibility for the record.

The responsible participant

The allocation of responsibility typically means that the formal responsibility lies with a specific
unit or user, the responsibility of the unit being derived from one of its users.

All records that are created in F2 or imported via an email system are born with an allocation of
responsibility, either to the user or to the unit creating or receiving the record. The record manager
can always allocate the responsibility of the record to another user or unit.

If responsibility for a record is reallocated, the record appears in the inbox of the newly appointed
responsible user or unit.

When a user allocates the responsibility for a record to themself, the record does
not appears in the user’s personal inbox. To add a record to the personal inbox,
click the % icon in the record ribbon. Read more about personal record
management.

NOTE

When the responsibility for a record is reallocated, the following happens:

« If a unit is inserted in the “Responsible” field, the record will appear in the unit's inbox and no
longer appear in the user’s “In process: Me” list.

e If a new user is inserted in the “Responsible” field, the record will appear in their inbox. F2
automatically adds the “Responsible unit” based on the user’s affiliation. This lets records
whose responsibility rests with specific users appear in the “In process: Unit” list and makes it
possible for users to sort F2’s result list using the “Responsible unit” column.

Reallocate responsibility

In order to reallocate the responsibility for a record, it must be in edit mode. Enter a new user or
unit in the “Responsible” field and click Save.
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Record Advanced Participants Help

. anm FI € Cancel * Q + New note [
ﬁ l!. ] ~ m w s = .
i Delete record i ﬁ. Mew annotation
Go to main Open the Save Archive Send = Setrecord to MNew I
window record's case = and close - Complete chat- W Newrequest~ o
MNavigation Edit Delivery Status New
Title: | Request for expert input
Status: In progress Letter date:
Deadline: | %| Case: 2023 -8
Responsible: |. Sienna Morton (Case manager, Secretariat of the :;| Registered: Record Mo 1
M4: | Don't show in MR4 for

Figure 49. Reallocating responsibility

When the record is in edit mode, the participant icon g8 appears in the “Responsible” field.
Clicking on the icon opens F2's participant register in which a user or unit may be found via the
“Choose participants” dialogue.

Suggestions in the “To”, “Cc”, and “Xbc” fields can be configured so they are more
NOTE relevant to the individual user. The configuration is performed in cooperation with
cBrain.

The record creator’s access when reallocating responsibility

The record creator may lose write access when reallocating the responsibility. This happens when
the responsibility for a record is reallocated to a user in another unit, for example. The new user
receives full write access to the record, while the record creator retains read access only. As a
consequence, reallocating the responsibility of a record to another unit or user cannot be undone
as the reallocating user loses full write access to the record in the process.

However, if the user or unit in the “Responsible” field is removed, the full write access reverts back
to the record creator. The “Participants” tab in the record window shows both the currently
responsible user or unit as well as the record’s creator.
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window  record's case -

MNavigation
Type
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Chat participant
Chat participant
Chat participant
Chat participant
Creator
Extended access
Recipient

Responsible
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& Al cases with these participants
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@ Reload related searches
Related
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Sienna Morton
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FigZ/;é 50. The ”Participantsr” téb .

Unit
External participant

Politics

Secretariat of the m...
Secretariat of the m...
Secretariat of the m...
Secretariat of the m...

Secretanat of the m...

External participant
Politics

roa

Rale

Case manager
Case manager
Case manager
Chief consultant

Case manager

Case manager

A user who is removed from a record’s “Responsible” field will also lose read
access if no other circumstances grant the user access. For records with the
access level “Involved”, this means that only the users/units currently involved in
the record have read access to it.
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Supplementary case manager

The “Supplementary case manager” field is used for appointing users, units, teams and/or
distribution lists to assist with processing a record or case without being directly responsible. Any
supplementary case managers remain unchanged when the responsibility for a record is
reallocated.

Adding a supplementary case manager

In order to add a supplementary case manager, the record or case must be in edit mode. Add a
user, unit, team and/or distribution list to the “Suppl. case mgr.” field and click on Save.

Participants Help
= — =
T | € Cancel 'ﬁ Q + Mew note
) = (K 4 + : 4 =
i Delete record . E'q. New annotaticn
Gotomain  Open the Save \rchive Set record to New New Add Show a
window  record's case - an e & chat- B Newrequest™ ooy, approval fields -
Mavigation Edit New Show
Title: | Request for expert input
Status: In progress Letter date: %|
Deadline: | %| Case: 2023 -8+ HH
2]
Responsible: |. Pouria Pasdar (Case manager, Politics) ¥ :;| Registered: Record No: 1
(EY Don't show in MR4 for members, who are recipients, ¥
Access Select security groups, units, teams or users :,‘. Suppl. ® Sienna Morton (Case manager, Secretariat of :,‘.
restricted to: case mgr.:
¢ o)
Case access: [ Record participants: Select participants =
restricted to:
Case access 2 SSN/CVR no: |

Figure 51. Add supplementary case manager to record

When a user or unit is added as a supplementary case manager to a record, it appears in the
user’s or unit’s inbox.
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Main window Settings Help

| : 4 Mew email @ Mew Digital Post F—l Mew FOI request ( "F. Reply all ~
N a & New document [B) New e-Boks £ New M4 mail - Forward
Goto Goto MNew MNew Reply
sz el | mEsIoo) @ New approval £ New output manager chat ~ . Open in ci
MNavigation MNew Reply

* My inbox (1) +

B % F 22 & Show records  Show cases  Show documents  Show req
Search in lists Search for records here
| Favourites Title Letter date Sor
* -
* My inbox (1) ~ Sorting date: Today, 1 unread
Approvals .
© App 0 (1! Speech notes 24-

[ urgent tasks

&z 0 24-

You have been added as a supplementary case manager.

4 ["] Standard
[ Archive

“ Sorting date: Older

mMa .-

Figure 52. Supplementary case bvanégéf notification in inbox

Users will see the info icon (i) next to the record, indicating that they have been added as a
supplementary case manager.
Access rights for supplementary case managers

In the record window it is possible to add a user/unit/team/distribution list as a supplementary case
manager.

The supplementary case manager’s access rights are based on what is defined in the responsible
user’s personal setup.

It is possible for the responsible user or unit to change the access rights to a record. Three levels
exist:

 Read access: The supplementary case manager or unit has read-only access to the record.

e Write access to documents: The supplementary case manager or unit can edit the
documents attached to the record (including the record document), but not its metadata.

* Full write access: The supplementary case manager or unit can edit the documents attached
to the record (including the record document) as well as its metadata.

By default, the access right for supplementary users and units is “Full write access”.

A supplementary case manager’s access rights can be viewed and changed by right-clicking the
participant. In the context menu, select “Access rights for the record”. Here, the current access
rights are shown and may be changed.
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= Remind date:
Paste

Received date:
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Access nights for the record  » Read access
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Figure 53. View access rights for supplementary case manager

A user who is removed from the “Suppl. case mgr.” field on a record will also lose
read access if no other circumstances grant the user access. For records with the

access level “Involved”, this means that only the users/units currently involved in
the record have access to it.



Annotations

An annotation is a formal comment that is added to a record or a case. This function is typically
used if senior employees must annotate others' work or when an employee wishes to annotate a
record or case with formal information.

The annotation is visible to all users with access to the record or case.

The annotation is a type of formal communication and cannot be deleted. This sets it apart from
chats and notes.

If an organisation periodically delivers its documents to e.g. the National Archives,

NOTE . . . .
o any annotations are included in the delivery.

Create annotation

On the record ribbon, click New annotation to open the dialogue below.

Mew annotation — O oy

An annotation is a formal note on the record.

Created by:
Seen by:

Remarks

| would like to talk to Submit to me See text below

QK Cancel

Figure 54. “New annotation” dialogue

Tick off one or more annotation types. The annotation type options can be configured and is
maintained by a user with the “Value list administrator” privilege, so dialogue content may vary.

If needed, add an annotation text in the editing pane to elaborate.

Click OK to save the annotation.

Access an annotation

The annotation icon is shown on the record above the document area. A blue circle is shown on the
icon if the annotation is unread.
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.= Sadie Maxwell (Secretariat of the management)

b Q

& Copy link to this record =
Attachment  Create record c5earch

- as PDF =
Other cSearch

= Annotations (1) +

D Record document

Figure 55. Annotation on the record

An annotation is accessed from either the record window or the main window. Click the annotation
icon to view its text in a tooltip. Click the text to go to the annotation window.

= Shapoor Mousavi (Secretariat of the management)

c = ( ﬂ' ¥ Open calendar
| ©

tflag W - Show all reminders

wy Print Advanced Search cSearch
tdate = = search histor}rv
management Print Search Calendar cSearch

Record Participants =l

Speech notes
Sadie Maxwell (sam@doc.gov.uk)

= Annotations (1) ~

[ Annotations (1) 1 unread by 1

Created: 25-05-2023 (Sadie Maxwell)

Must be presented to the minister before final approval

Open annotation

Figure 56. Access annotation

An annotation may be accessed from the main window without opening the record. Either double-
click the annotation icon in the result list, or open the annotation from the main window preview.

The annotation text can be viewed in the result list via the annotation icon tooltip.

48



cBrain AcCloud02

Main window Settings Administrator Help
D ) New email [@ New Digital Post % New FO request ; & Archive 3 L0
_ N & New document B Mew e-Boks 4 New M4 mail . - € Remove from list  Flag: Select flag
Go ew ew  Rep
. record @ New approval B3] New output manager Fio : Delete record Deadline: Select date
Navigation New Remove Me
3 Desktop (Secreta..  +
B ¥ E £ & Show records  Show cases  Show documents  Show requests
| Search in lists | | Search for records here Q.| Y Filter =
Favourites Title Letter date Sorting date 1 From Case No
» 7] Standard ™ Sorting date: Today
- @ fil @ Minutes from the 1568C hearing 25-05-2023 08:54 Myles McDougall 2021-2
» =2 Units searches
[) [l © Event schedule 25-05-202308:54  Sadie Maxwell 2021 - 61
S Personal searches
0 # Speech notes 250520230854  Sadie Maxwell 2023-8
4 =8 Current unit (Secretariat of the man New annotation 0847

¥ Inbox (Secretariat of the managen

I Desktop (Secretariat of the manag

Mark an

Must be presented to the minister before final approval

& Shapoor Mousavi (Secretariat of the management) A~

== B = O
== ©
¥  Flag Selectflag ¥
B Deadine Selectd ay  Print  Advanced Search
B Deadline: Selectdate 1 search  history -
Secretariat of the management Print Search
Record Participants

OF Search eriteria =

3 item(s)

Speech notes
Sadie Maxwell (sam@doc.gov.uk)

7 Annotations (1) =

[) Record document

Figure 57. Access annotation from the main window

notation as seen

14 Open calendar

Show all reminders

Calendar

cSearch

cSearch

&l

An annotation is marked as seen by opening the annotation window and clicking the Seen button.

Annotation

O >

An annotation is a formal note on the record.

Created by:

Klaus 5alomon, 12-02-2027 10054

Seen by:

Rermarks

| would like to talk to Submit to me

See text below

This invitation is ready for use and may be used as a template for future invitations.

Save and seen | |

Seen | |

Close

Figure 58. Mark an annotation as seen
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Annotation

An annotation is a formal note on the record.

Created by:  Klaus Salomon, 12-02-2021 10:54
Seen by:  Ireene Todd, 04-03-2021 11:17
Figure 59. Annotation seen by user
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