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F2 Manager 2

The content of this manual is updated to F2 version 11.1. If you are on a later
IMPORTANT version, you can read about the latest features and changes in our release
notes. If you are using F2 Manager, you can read more here.

F2 Manager 2 provides you with both online and offline access to meeting materials, cases, and
approvals on your iPad.

Meeting materials and cases are synchronised from F2 Desktop. Here you or someone like a
ministerial secretary can synchronise material, making it available on F2 Manager 2.

Approvals are automatically synchronised with F2 Manager 2 when the approval reaches your step
in the approval process.

If you are a gated approver, your gatekeeper will select which approvals are

NOTE transferred to F2 Manager 2. Read more about the F2 Gateway Approvals add-on.

F2 Manager 2 options

The F2 Manager 2 app is divided into four sections where you have different options for working
with meeting material, cases, and approvals:

o—0 Meetings: Access meeting materials and cases synchronised from F2 Desktop.
- o

\3/

Approvals: Annotate documents and process approvals by returning or approving
them.

Copy recipient: Read and process approvals where you are a copy recipient.

Chats: Chat on approvals and agenda items of meetings, and get a full overview
of all your chats on F2 Manager 2.
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Set up F2 Manager 2

F2 Manager 2 for iPad can be downloaded from Apple’s App Store on the device. The setup of the
F2 Manager 2 app is done through the iPad’s Settings.

Setup through "Settings"

Once you have downloaded the F2 Manager 2 app, open Settings on the iPad and then select F2
Manager 2 as shown below.
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Figure 1. F2 Manager 2 setup

You should have received a URL either from cBrain or your IT department. Enter this URL in the
"Server address" field.

Above the server address, it is possible to choose the language for F2 Manager 2. F2 Manager 2 is
available in Danish and English. If another language is not selected in the setup, the app will
display in the iPad language.

Log in on F2 Manager 2

The first time you open the F2 Manager 2 app, you will be asked to log in. Enter your username
and password from F2 and tap Login.



F2 Login

User name

Password

Figure 2. Log in to F2 Manager 2
F2 Manager 2 opens, and you are now ready to get started.

It is also possible to log in via AD FS through IdentityHub, if it has been configured.

NOTE Configurations are made in cooperation with cBrain.



Synchronise material F2 Desktop

The following sections describe how to synchronise F2 Manager 2 material using F2 Desktop.
Synchronise cases, records, and documents for meetings and projects.

You can also synchronise material using the F2 Meetings add-on (documentation available in
Danish).

Approvals are automatically synchronised with F2 Manager 2 when the approval reaches your step
in the approval process.

If you are a gated approver, your gatekeeper will select which approvals are

NOTE transferred to F2 Manager 2. Read more about the F2 Gateway Approvals add-on.

Synchronise cases and records

All F2 cases can be made accessible in F2 Manager 2. F2 Manager 2 is designed to provide access
to materials in connection with meetings. This is why the synchronisation of records and cases to
F2 Manager 2 is done through ad hoc meetings in F2 Desktop. Ad hoc meetings can also be
created and viewed in F2 Touch. Read more about the F2 Touch procedure.

To add a case to F2 Manager 2 click on the Add F2 Manager menu item in the case window as
shown below.
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Figure 3. Add case to F2 Manager 2

An “F2 Manager tab” is then added to the case. The “F2 Manager” tab is found furthest to the
right, next to the “Participants” tab in the case window. The figure below shows the tab and its
sections. The format of the sections resembles a meeting where the case and its associated
records and documents are available during a selected time period. Users are added as either
meeting participants or stakeholders.
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Figure 4. The “F2 Manager” tab in the case window

Click on Edit in the ribbon to enter edit mode and set up the synchronisation of the F2 Manager 2
meeting.
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Figure 5. Switch meeting to edit mode

The upper part of the tab contains metadata fields that are related to the iPad synchronisation to

F2 Manager 2. The lower part of the tab is dedicated to managing the availability of records and
documents.

The relevant metadata fields are the following:



Field Description

"Synchronise to iPad" Choose the period of time where the case is synchronised with F2
Manager 2.

"Date and category" Choose the time and category of the meeting.

"Participants" Choose which meeting participants should have the meeting

synchronised with their F2 Manager 2.
"Additional information" Add a title and an optional description to the meeting.

"Synchronisation list" Choose which case records to synchronise with F2 Manager 2.
Here you can also order the agenda items.

When you have filled in all relevant metadata fields, click on Save in the ribbon to apply your
changes and synchronise the case with F2 Manager 2.

iPad synchronisation

iPad synchronisation

Activated: '
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Figure 6. Synchronise to iPad

Tick the “Activated” box to synchronise the records on the F2 Manager tab’s synchronisation list.
The records are only synchronised within the specified time period and to the added participants.

Data is not synchronised to the iPad outside the specified time period.

The “New elements included” field is described below in the Automatic vs manual inclusion
section.

Ticking the “Activated” box automatically fills in the other sections' date and time
NOTE fields with standard values unless they already contain data. This is useful if the
user wants a meeting time of “Now” with a standard synchronisation period.

Date and category

|,iimage8
Figure 7. Date and category



A start and finish time can be specified for the meeting. If the meeting lasts an entire day, tick the
“All-day” box. Meetings marked as “All-day” are placed at the top of F2 Manager 2’'s meetings for
the relevant day. Meetings can also last longer than a day even if they have specified “From” and
“To” times.

A category can also be selected. This is an optional field used for categorising the meeting.
Categories are created by users with the “Value list administrator” privilege. For example, a
category named “Administration” can be created for an authority to indicate meetings concerning
this topic.

Participants
Participants
Participants Select persons, units, teams or distribution lists st
r]
External: Anders Andersen (andersi@andersen.com); st

[y + - " Y 4 } ~
~elect persons, units, teams or distributio st

Stakeholders:

Figure 8. Participants

Meeting participants and stakeholders, both internal and external, are added in the fields of the
“Participants” category. Only participants that exist in F2’s participant register can be added.

F2 can be configured so that ministers and heads of department can only be
NOTE added to meetings by users who can act on behalf of them. The configuration is
performed in cooperation with cBrain.

Participants

The “Participants” field is used to add meeting participants. Meeting participants receive:

» Read access to the records on the agenda.

e Access to the synchronised records on their iPad in the specified period.

External

The “External” field is used to add external participants who are attending the meeting. A copy of
the meeting material can be sent to the added participants using the F2 Web Meetings add-on
module (documentation available in Danish).

Stakeholders

The “Stakeholders” field is optional and used to expand the group of F2 users whose iPads are
synchronised with the meeting. Stakeholders have the same rights as normal meeting participants
except that they cannot rate agenda items.
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Additional information

Additional information
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Figure 9. Additional information

When an ad hoc meeting is created it inherits the case title by default. The meeting can be
renamed in the “Title” field.

The “Description” field in the “Additional information” category is an optional field used for adding
information about the meeting, such as the meeting location or a specific meeting room.

F2 Manager 2 shows the description alongside meeting participants above the agenda in the
preview.
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Figure 10. The description as shown on F2 Manager 2

The synchronisation list and other records on the case

The elements on the synchronisation list are the records that will be visible on the iPad after the
synchronisation process.

As the name "Other case records" indicates, this field consists of records that have been
deselected for synchronisation either manually or automatically. Once the "F2 Manager" tab is



added to a case, all case records are automatically added to the synchronisation list.
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Figure 11. Records in the synchronisation list

Automatic vs manual inclusion

If new records are added to a case, they will synchronise with the iPad depending on the “New
elements included” field. This field is found in the “iPad synchronisation” category and is set to
either Automatically or Manually using a drop-down menu.

« Automatically means that all records on a case are added to the synchronisation list except for
ones the user manually drags to the "Other case records" field. Use automatic inclusion to
automatically synchronise new records with the iPad as they are added to the case.

« Manually means that none of the records on the case are synchronised except for ones the
user drags to the synchronisation list and the records already on it. Use manual inclusion to
manually select the agenda items to synchronise with the iPad and avoid synchronising new
records on the case along with already synchronised records.

iPad synchronisation

Activated. o

From: 10/09/2019 gl
To: 10/10/2019 al
Mew elements included: Automatically ¥

Figure 12. Include new elements

It is only possible to synchronise records automatically if the user has access to all

NOTE .
the case records. If not, manual synchronisation must be used.

A standard value (Automatically/Manually) can be configured to apply for all users. This
configuration is performed in cooperation with cBrain.

Select items for synchronisation

Records on the synchronisation list are synchronised with F2 Manager 2 when the synchronisation
is activated.
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Drag records between the synchronisation list and the “Other case records” list to determine the

records for synchronisation.
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Figure 13. Records in the synchronisation list

Pay special attention to the “New elements included” function as it determines if the records are
automatically synchronised or not. The field is further described in the section Automatic vs

manual inclusion.

Structuring the agenda items (records)

The records used as agenda items can be ordered on the synchronisation list using the blue arrow
icons to the left of the record titles. You can also update the order by dragging and dropping the list
items. Similarly, you can drag and drop the items out of the synchronisation list.
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Figure 14. Structure the agenda items
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Create multiple ad hoc meetings for the same case

There may be several reasons for a user to create multiple meetings for the same case. For
example, if a meeting participant does not have access to all the relevant records.

Click on the Ad hoc meetings menu item and select New ad hoc meeting in the drop-down
menu to create a new ad hoc meeting for the same case. From here, it is also possible to choose
between existing ad hoc meetings on the same case.
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Figure 15. Create and select other ad hoc meetings

Click on New ad hoc meeting to create a new meeting on the “F2 Manager” tab. From here you
can fill in all relevant metadata fields to set up synchronisation of the new meeting.
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The F2 Manager 2 app

The F2 Manager 2 app is split into four different sections (1): Meetings, Approvals, Copy recipient,
and Chats.

Each section contains a list of the content in the selected section (2), a search field (3), content
preview (4), a ribbon with functions relevant to the selected content (5), and an overview of
metadata for the selected content (6).
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Figure 16. Structure of the F2 Manager 2 app

Press Full screen in the ribbon to display the selected content in the preview on the entire screen.
Press Split screen to return to the default view.
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Appendix

To: lan Teller (iatel@digi.co.uk)

From: Myles McDougall (mmd@doc.gov.uk)
Title: Question regarding data security
Sent: 26-08-2022 08:29

Dear lan
I would like to look into the preservation of data when sending emails between authorities on the same F2.

Best regards
Myles

%3 Meetings @ Approvals © Copy recipient Q) Chats

Figure 17. Full screen display
You can use F2 Manager 2 in both horizontal and vertical format.

Push notifications

F2 Manager 2 supports push notifications, ensuring you continuously receive notifications about
new activities and updates in F2 Manager 2. Push notifications are received when:

« An approval reaches a step where you are an approver or copy recipient.

» You receive a chat on an approval.

» You receive a chat on an agenda item in a meeting that is available on F2 Manager 2.

Push notifications also show the title of the approval or agenda item.
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Monday, 29 April

Submission concerning citizen letter 4324
Penelope Poole: Mrs Moore, will you kindly
confirm that your position as copy recipient is
purely a formality in the case of citizen letters?

ot SRR SR N RN, v A A o
Myles McDougall 18m ago
Notes for the Ministry presentation (The approval
is placed in your inbox.)

Press Home to unlo;:k
Figure 18. Push notifications from F2 Manager 2
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Meetings in F2 Manager 2

On F2 Manager 2 you have access to cases, records, and documents that have been transferred to
the app for meetings and projects. The material is available during the period selected in F2
Desktop when cases and meetings are synchronised via the meeting types referred to as ad hoc
meetings and F2 Meetings.

Tap Meetings in the bottom ribbon on F2 Manager 2 to open an overview of your meetings.
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Figure 19. Overview of meetings

In the left side you can see the meetings (1). You can search for meetings using the calendar and
search field above the calendar (2). When you tap a meeting in the list, its agenda will be
displayed in a preview on the right side (3). Above the preview are functions for reading the
meeting (4). Above the functions are the metadata of the selected meeting in the form of title,
meeting time, and the number of agenda items (5).

Types of meetings

F2 supports two different types of meetings: ad hoc meetings, and meetings created through the
F2 Meetings add-on (documentation available in Danish). Both types of meetings appear on F2
Manager 2 in the same view, except that the record document is displayed as a separate
document on the agenda for meetings created with F2 Meetings.
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Ad hoc meetings are transferred to F2 Manager 2 when a case is synchronised to the iPad from F2
Desktop.

Meetings are created in F2 Desktop and are available through the F2 Meetings module. Unlike ad
hoc meetings, which are automatically transferred when a case is synchronised to F2 Manager 2,
F2 Meetings are used for the purpose of creating and scheduling meetings in F2 Desktop
independently of F2 Manager 2. The state of agenda items must be set to "Draft" or "Final" for
them to be synchronised to F2 Manager 2.

The meetings

Meetings are displayed in the meetings with their title, meeting time, and the number of agenda
items. The list is sorted by meeting time. Meetings set to last all day are found at the top of the
list.

11.10 Mon 29 Apr

O\ Search for meeting

30 Apr 2024

T

M T W
29@12

Tomorrow 3 meetings

Monthly status, May 2024
08:00-09:30 4 agenda items

Event permit applications
10:00-12:00 2 agenda items

Interview strategy
12:30-15:00 2 agenda items

Figure 20. The meetings list

Search for a meeting

To find a specific meeting, select the day of the meeting in the calendar. The calendar shows one
week at a time. Use the arrows to switch between weeks. In the search field above the meetings,
you can search for meetings on the day you have chosen. You search by meeting titles.
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Figure 21. Search for meetings

Meeting ribbon functions

The ribbon above the preview contains menu items for working with the meeting.

"y Full screen = Display all agenda items

Figure 22. Functions in the meetings ribbon

When the ribbon is shortened, the menu items are gathered in the "More" drop-down menu.

The functions are as follows:

Function Description

"Full screen" Display the selected content on the entire screen.
"Split screen" Restore the default view.

"Display all Expand all agenda items.

agenda items"

"Hide all agenda Collapse all agenda items.
items"

Read and annotate agenda

Each meeting has an agenda, which consists of records that form the individual items. You can
read and annotate agenda items and their attached documents.
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When you tap a meeting in the list on the left, its agenda is displayed in the preview on the right.
Agenda items are collapsed, and the number of attached documents is shown next to the
attachment icon on each item. Tap an agenda item to expand it and view the item’s attached
documents. Unread documents are bolded. Above the agenda are meeting participants and any
meeting description.
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Figure 23. Read through the agenda

Tap Full screen in the ribbon to display the agenda on the entire screen. Tap Split screen to
restore the default view.

Tap Display all agenda items to expand all agenda items for the selected meeting. Tap Hide all
agenda items to collapse the items again.
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Figure 24. Expand agenda

Read through agenda items and documents

While an agenda item is expanded, you can read its attached documents. Tap a document to open
it or tap Open agenda item to open the actual document related to the agenda item. The agenda
item document corresponds to the record document of the relevant record.

DRAFT - Reply to parliament inquiry 20 A~

Reply Approval document

Open agenda item
Record ID: 755 P g

Figure 25. Agenda item

When you open an agenda item or a document on an item, the agenda view opens.

In the agenda view, the agenda is displayed as a list on the left side. Tap an item to expand a list of
its attached documents. The number of documents attached to an agenda item is shown next to
the attachment icon on the item. Unread documents are bolded in the list.
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Case no: 2022 -2
Approval document Date: 19-01-2022
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Thank you for your inquiry. My reply is as follows:
Yadda, yadda, yadda.
Sincerely
Minister Maisy Moore
Ssignature:signature_mmo$
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Figure 26. The agenda view

Tap an agenda item or an attached document to preview it on the right.

Tap Full screen in the ribbon to display the selected document on the whole screen. Tap Split
screen to restore the agenda view.

The agenda for meetings created with F2 Meetings

Meetings in F2 Manager 2, created with F2 Meetings (documentation available in Danish), display
agenda items in a different way than meetings created as ad hoc meetings. When records are
added to agenda items, their record documents and any attachments are added as appendices.
For this reason, it is possible to toggle whether the record documents are included as documents
on F2 Manager 2. The agenda item document displays any description added to the agenda item
via F2 Meetings.
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Figure 27. Access records attached to an agenda item

Annotate agenda items and documents

You can annotate an agenda item and its attached documents. Tap the relevant document in the
agenda view, and then tap Annotate in the ribbon to open the selected document in annotation
mode.

~. Full screen # Annotate (3 New chat

Figure 28. Start annotating from the ribbon

In annotation mode the annotation toolbox is placed at the bottom of the screen by default. You
can move the toolbox by tapping it and dragging it to the desired location. F2 Manager 2
remembers where you placed the toolbox next time you open a document in annotation mode.

Tap the desired tool to start using it. Read more about annotation tools in Apple’s online
documentation.
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Tap Cancel in the upper toolbar at the top to undo your recent annotations and return to the

agenda view.

Tap Save in the upper toolbar at the top to save your latest annotations and return to the agenda

view.

The annotated document is saved as a PDF file on F2 Manager 2 and in F2 Desktop. When you
reopen the document on F2 Manager 2, you can choose to view the PDF file with your annotations
or you can choose to hide the annotations and view the original document.

The PDF file with the annotations can be accessed from F2 Desktop, where all annotated

documents from meetings are gathered in one case. The filename for the PDF will be "[Original
title] (annotated by [username])".

A pencil icon in the list of the agenda view indicates that the document has been annotated.
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< Interview strategy

Agenda

DRAFT - Reply to parliament inqui... 2

Reply s

Approval document

Reply to parliament inquiry 10
Figure 30. A pencil icon indicates annotations

If changes have been made to the original document after you annotated it, e.g.
another user has updated the document in F2 Desktop, you may end up
overwriting your original annotations if you annotate the new version of the
original document.

WARNING

Accessing annotated documents from F2 Desktop

F2 automatically collects all annotated documents on one case entitled “F2 Manager archive for
[Username]”. This is done regardless of the documents' original case attachment. This case
contains all the records with documents annotated by the user in PDF format. F2 creates a record
for every record on the case that has an annotated document. If one of the original records has
several annotated documents attached, they are all saved on the same record as shown in the
figure below.

2021 - 3: F2 Manager archive for Maisy Moore

Participants Help & Maisy Moore (Ministry) ~
$ © Cance g = — f ©
fl I 4 New email [ New Digital Post E3 New output manager “ |'_1 |:|.+ =!5 [} Hide folder structure IE'.O History zg o,f) @
. [2 New document B New e-Boks @ Refresh record list = - % Related cases (0) ;
Gotomain Gotorecod  Edit New i New Add AddF2  Seteaseto — Auto Ed Participant Copy linkto  cSearch
window o this case = record @ New approval 53] New M4 mail note= FOl Mansger  ‘Complete  Preview: |Rightalignme ~ [grouping grouping types+  thiscase -
Mavigation Edit New Status View Other cSearch
Title: F2 Manager archive for Maisy Moore
Responsible: Status: In progress
() Show more fields
I8 F2 Manager archive for Maisy Moore 2021 - 3 Q Record Participants 9]
Title Letter date Sorting date 4 From s
Annotations for '2018 - 3 - Preparation of Environmental Report - Ve
™ Sorting date: Older 3 item(s)
[ 6 Annotstions for 2021 - 12- SoM... 31-05-2021 1639 [7] Record document | (2 FOI Request Report (annotated by MM).pdf
[ i Annotations for 2018 - 3 - Prepar.. TR T Metadata for ID No 669 (annotated by MM).pdf
[ 0 Annotstions for 2021 - 2- SoM-.. 2001-2021 1603 This record is created to keep user specific annotated documents relating to
meeting (No): Preparation of Environmental Report (2018 - 3), agenda item-
Versions of FOI request reports.

Items: 3 - updated today 07:30 (a minute ago) Case: 2021-3 A I

Figure 31. Annotated documents on the same record

By default, only the user who made the annotations can access the “F2 Manager archive for
[Username]” case and its annotated documents, because their access level is automatically set to
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“Involved” and case access is restricted to the user. The annotations are thereby kept private and
cannot be found by others. As with other records in F2 it is still possible to share the records with
other users, e.g. by changing the access level or by chatting the record to another user.

The automatic access restriction on the case can be disabled through a

NOTE . . . .
configuration. The records on the case will retain the "Involved" access level.

Toggle annotation visibility

You can hide your saved annotations. Tap Hide annotations in the ribbon above the preview to
see the original document without your annotations.
" Full screen # Annotate @ Hide annotations (3 New chat

Figure 32. Hide annotations in the document

Tap Show annotations to view your annotations again.

Chat from an agenda item

You can chat on the individual agenda items from F2 Manager 2. When you chat on an agenda
item, you are chatting on the record that constitutes the item. If there is a chat on an agenda item,
it will be displayed on the "Chat" tab above the preview of the agenda item. From the ribbon, you
can create a new chat.

You have a complete overview of all your chats on F2 Manager 2 in the chats list.

Create a new chat on an agenda item

Tap New chat in the ribbon to create a chat on the selected agenda item.

", Full screen & Annotate (3 New chat

Figure 33. Create a chat on an agenda item

A dialogue opens where you can add chat participants. F2 Manager 2 suggests your most
frequently used chat participants. When you start typing in the "Search for chat participants" field,
F2 Manager 2 searches for users in F2’s participant register. You can add multiple chat participants
at once.

When you have added your desired participants, tap OK to create the chat. Tap Cancel if you do
not wish to create the chat.
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Cancel Chat participants

Search for chat participants

Favourites

Myles McDougall
Case manager, Ministry

Sadie Maxwell
Case manager, Secretariat of the Management

Figure 34. Add chat participants

After you tap OK, the chat window opens.

Your selected chat participants are displayed at the top of the chat window. You can write your
message in the compose box at the bottom. Tap the send chat icon to send your message.
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2%0 )
< Interview strategy DRAFT - Reply to parliament inquiry
Agenda Ny Full screen ¢ Annotate G New chat
Reply to parliament inquiry 10 Agenda item

Chat

BRAET ™ Rephy ko patisment 1920 W Myles McDougall, Maisy Moore, Sitin Moynihan (3 participants)

29/04/2024 12:22
Reply i Myles McDougall

Approval document I've added the draft version as agreed, making it possible to verify that no changes

have been made post-approval

1 new message

29/04/2024 13:26
Myles McDougall

Keep in mind that the finalised reply has been sent, and that we are only using it as a
@ reference for the upcoming interview

Send message

%3 Meetings @ Approvals € Copy recipient Q) Chats

Figure 35. The chat window

The chat is also available on the chats list.

View chats on an agenda item
When there is one or more chats on an agenda item, the "Chat" tab will be displayed above its

preview. If there is an unread chat on an item, the "Chat" tab will be bolded for the given item, and
the chat itself will also be bolded.
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< Follow-up to interview Example of grant reply
Agenda " Full screen G New chat
Interview strategy 20 Agenda item Chat
Example of grant repl 29 10
. 2 P w Myles McDougall, Maisy Moore 12:42
Grant application reply Myles McDougall: However, | have made annotations on any areas that we should be careful discussin...
w Maisy Moore, Sadie Maxwell, Stephen Murray 11:44

Maisy Moore: Please hold off on reworking the reply template before the interview has been conducted

%3 Meetings @ Approvals € Copy recipient Q) Chats

Figure 36. Chats on an agenda item
Tap a chat to open the chat window.

A chat icon in the list of the agenda view indicates that chats exist on an agenda item. The number
of chats on each item is also displayed.

DRAFT - Reply to parliament ... |1 Q2 0

Reply s

Approval document

Figure 37. Chat icon on an agenda item

View chats from the agenda

Chats are also shown as part of the agenda when you expand an agenda item. Unread chats are
bolded.
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Date: 30 April 2024 12:30 - 15:00

30 Apr 2024 N Full screen B Display all agenda items

<)

2%E )

Agenda items: 2

M T W T S .,
29 @ 1 2 Participants: Siun Moynihan, Penelope Poole, Maisy Moore, Myles McDougall

Description: We're going to prepare for the upcoming interview which will dive into old grant

Tomorrow 3 meetings delays and related inquiries

Monthly status, May 2024

Reply to parliament inqui 10 v
08:00-09:30 4 agenda items A i
Event permit applications DRAFT - Reply to parliament inquiry 19 20 A~
10:00-12:00 2 agenda items

Reply # Approval document Q Chat with MM, MM, SM.
Interview strategy
12:30-15:00 2 agenda items
Open agenda item
Record ID: 755
%3 Meetings @ Approvals € Copy recipient Q Chat®

Figure 38. Chats on an agenda item
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Approvals in F2 Manager 2

F2 Manager 2 gives you access to active approvals where you are the approver at the current step.
An approval is transferred to F2 Manager 2 when it is sent to a step where you are an approver.
The approval disappears from F2 Manager 2 when you return or approve it and it thus leaves your
step.

Tap Approvals at the bottom of the ribbon on F2 Manager 2 to display a list of all available
approvals.

14.54 Mon 29 Apr Xy 214%0 )
Approvals Notes 0
8 Full screen ¢ Annotate ° G Newchat & Return @& Approve

Urgent 1 approval o

Budget proposition for public polit...

° 10 Background:

Inquiry from Parliament

Tomorrow 1 approval - New bill recently passed
Upcoming interview regarding the inquiry

Notes for the Ministry presentation Topic:
Tomorrow, 00:00 20 - Data security concerns as a consequence, but not immediate focus, of new bills
For discussion:
Notes Our stance on this particular bill
Our learnings to implement in future bills
Record attachment, ID No 756: - How the rest of the authority can back us in this work
y HETY
no deadline 3 approvals

IT infrastructure budget

10
Public forum format and outline
00
Ministry templates
00
%% Meetings & Approvals € Copy recipient O Chats

Figure 39. Overview of approvals

On the left you can see a list of transferred approvals (1). You can search for approvals using the
search field above the list (2). When you tap an approval in the list, the approval document will be
displayed in a preview on the right (3). Above the preview are functions for processing the
approval (4). Above these functions are the metadata of the selected approval such as title,
deadline, and record ID for the record associated with the approval (5).

If you are a gated approver, your gatekeeper will select which approvals are
transferred to F2 Manager 2. Some approvals may not be transferred to F2
Manager 2 even though you are an approver on the current step of the approval.
Read more about the F2 Gateway Approvals add-on.

NOTE
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The approvals list

Approvals are displayed in the approvals list with title, deadline, and the number of attached
documents. The list is sorted by approval deadline. If there are multiple approvals with the same
deadline, they are grouped. The deadline and the number of approvals in the grouping are shown
in the grey band above a group of approvals.

Approvals

Q. Search for approval

Urgent 1 approval

Budget proposition for public polit...
10

Tomorrow 1 approval

Notes for the Ministry presentation
Tomorrow, 00:00 2 0

Notes

Record attachment, ID No 756: ...

no deadline 3 approvals

IT infrastructure budget

10
Public forum format and outline

0on
Ministry templates

00

Figure 40. The approvals list

Approvals marked "Urgent" are placed at the top of the list. Approvals without a deadline are
placed at the bottom of the list. Approvals that are both marked "Urgent" and have a deadline are
placed in the "Urgent" group.
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If the user is a gated approver, the gatekeeper is able to edit the order in which

NOTE
the approvals appear.

Search for approvals

You can search for approvals using the search field above the approvals list. You search by the title

of the approval.

14.15 Fri10 May

Approvals

Urgent 1 approval

Budget proposition for public polit...
10

no deadline 1 approval

Public forum format and outline
00

Figure 41. Search for approvals

Approvals ribbon functions

The ribbon above the preview contains menu items for working with the approval.

"y Full screen & Annotate (3 Newchat & Return @ Approve

Figure 42. Functions in the approvals ribbon
When the ribbon is shortened, the menu items are gathered in the "More" drop-down menu.

The functions are as follows:
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Function Description

"Full screen" Display the selected content on the entire screen.

"Split screen" Restore the default view.

"Annotate" Open the selected document in annotation mode.

"Hide Toggle annotation visibility in the selected document. The menu item is

annotations"/"Show  only visible for annotated documents.
annotations"

"New chat" Create a new chat on the approval.
"Return" Open a dialogue where you can return the approval to a previous step.
"Approve" Open a dialogue where you can grant approval.

Read and annotate approval

You can read and annotate approvals on F2 Manager 2 before processing them. You can:

« Read through the approval and its attached documents.

» Annotate the approval and its attached documents.

Read through approvals and their documents

When you tap an approval in the list on the left, its approval document opens in the preview on the
right, and the list of its attached documents is expanded. The number of documents attached to an
approval is shown next to the attachment icon on the item. Unread documents are bolded in the
list.
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Approvals Notes

# Annotate 3 New chat G Return Q Approve

Urgent 1 approval

Budget proposition for public polit...
10 Background:

Inquiry from Parliament

Tomorrow 1 approval - New bill recently passed
Upcoming interview regarding the inquiry

Notes for the Ministry presentation Topic:
Tomorrow, 00:00 20 - Data security concerns as a consequence, but not immediate focus, of new bills
For discussion:
Notes Our stance on this particular bill
Our learnings to implement in future bills
Record attachment, ID No 756: - How the rest of the authority can back us in this work
y HETY
no deadline 3 approvals

IT infrastructure budget

10
Public forum format and outline
00
Ministry templates
00
%% Meetings & Approvals € Copy recipient @ Chats

Figure 43. Read approval
Tap an attached document to preview it on the right.

Tap Full screen in the ribbon to display the selected document on the whole screen. Tap Split
screen to restore the approval view.

The approval document

By default, the approval document is a comprehensive document containing:

» Approval metadata.
e The actual approval document.
e Record information including relevant record metadata.

e The record document of the approval record.

Annotate documents

You can annotate the approval document and the approval’s attached documents. Tap the relevant
document in the approvals list, and then tap Annotate in the ribbon to open the selected
document in annotation mode.

"y Full screen | & Annotate (3 New chat @ Return @& Approve
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In annotation mode the annotation toolbox is placed at the bottom of the screen by default. You
can move the toolbox by tapping it and dragging it to the desired location. F2 Manager 2
remembers where you placed the toolbox next time you open a document in annotation mode.

Tap the desired tool to start using it. Read more about annotation tools in Apple’s online
documentation.
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Report
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" Figure 45. A document in annotation mode

A e

Tap Discard in the upper toolbar to undo your recent annotations and return to the approvals list.
Tap Save in the upper toolbar to save your latest annotations and return to the approvals list.

The annotated document is saved as a PDF file on the approval on both F2 Manager 2 and in F2
Desktop. When you reopen the document on F2 Manager 2, you can choose to view the PDF file
with your annotations or you can choose to hide the annotations and view the original document.

If changes have been made to the original document after you annotated it, e.g.
another user has updated the document in F2 Desktop, you may end up
overwriting your original annotations if you annotate the new version of the
original document.

WARNING

The PDF file with the annotations can be accessed from F2 Desktop by all approvers on the
approval. The filename for the PDF will be "[Original title] (annotated by [username])" as in the
example below.
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& Approval document
@ Budget proposition.xlsx
Budget propaosition (annctated by MM).pdf
Figure 46. The annotated document as a PDF file in F2 Desktop

A pencil icon in the approvals list indicates that the document has been annotated.
no deadline 3 approvals

IT infrastructure budget

Budget spending report &

Public forum format and outline
00

Figure 47. A pencil icon indicates annotations in F2 Manager 2

An approval can only contain one F2 Manager 2 PDF. This means that an
annotation risks being overwritten if more than one user makes annotations on F2
Manager. The PDF file name always indicates the first annotating user, but not any
subsequent users.

NOTE

Toggle annotation visibility

You can hide your saved annotations. Tap Hide annotations in the ribbon above the preview to
see the original document without your annotations.

"y Full screen & Annotate <« More (2 Newchat & Return @ Approve

@ Hide annotations
Ap
Figure 48. Hide annotations

Tap Show annotations to view your annotations again.

Process approval

You can process approvals on F2 Manager 2 by returning them or granting approval.

"y Full screen & Annotate (3 Newchat & Return @ Approve

Figure 49. Approval processing options
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When you process an approval as a gated approver, your gatekeeper may apply
NOTE or adjust your decision to either return or approve before the approval is sent to
the relevant approval step. Read more about F2 Gateway Approvals.

Return approval

Tap Return on the ribbon to return the selected approval to a previous approval step. A dialogue
opens where you choose who the approval should be returned to and where you recommend
resuming the approval. You can write a comment detailing why you are returning the approval.

13.06 Mon 29 Apr eee 2% @ )

Cancel Return approval

Return to: Step 0: Responsible

Resume with: Resume with: Step 0: Responsible

Comment

Figure 50. Return approval
Tap OK to return the approval to the selected approval step.

Tap Undo if you do not wish to return the approval.

Read more about returning approvals.

Grant approval

Tap Approve in the ribbon to approve the selected approval. A dialogue opens where you can add
a comment before approving.
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Cancel Approve

Comment

Figure 51. Grant approval

Tap OK to grant approval. The approval will move on to the next step or be approved finally if you
are the last approver.

Tap Cancel if you do not wish to grant approval.

Read more about processing approvals.

Chat from an approval

You can chat on approvals from F2 Manager 2. If there is a chat on an approval, it will be displayed
on the "Chat" tab above the preview of the approval document. From the ribbon, you can create a
new chat.

You might receive chats on approvals where you are not an approver. These chats will only be
available through the "Chats" section of the chats list. The approvals will not show in the approvals
list.

You have a complete overview of all your chats on F2 Manager 2 in the chats list.

Create a new chat on an approval

Tap New chat in the ribbon to create a chat on the selected approval.
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Ry Full screen & Annotate (3 New chat | @ Return @ Approve

Figure 52. Create chat on an approval

A dialogue opens where you can add chat participants. F2 Manager 2 suggests your most
frequently used chat participants. When you start typing in the "Search for chat participants" field,
F2 Manager 2 searches for users in F2's participant register. You can add multiple chat participants
at once.

When you have added your desired participants, tap OK to create the chat. Tap Cancel if you do
not wish to create the chat.

14.52 Fri 10 May eee 2 100 % ([@42)

Cancel Chat participants

Search for chat participants

Favorites

Sadie Maxwell
Sagsbehandler, Secretariat of the Management

Myles McDougall
Sagsbehandler, Ministry

Stephen Murray
Sagsbehandler, Secretariat of the Management

Figure 53. Add chat participants

After you tap OK, the chat window opens.

Your selected chat participants are displayed at the top of the chat window. You can write your
message in the compose box at the bottom. Tap the send chat icon to send your message.
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Approvals Budget proposition for public political forums
Deadline: Record ID: 737

Q, Search for approval

RN Full screen G Newchat @ Return & Approve
Urgent 1 approval

Approval document Chat
Budget proposition for public polit...
10 w Maisy Moore, Myles McDougall (2 participants)

» 02/12/2021 12:35
Budget proposition

Please book a meeting with mr Fitzgerald to go over this. I cannot approve this until
no deadline 3 approvals then

@
IT infrastructure budget
10
Public forum format and outline
00
Ministry templates
00
Send message >
%% Meetings & Approvals € Copy recipient @ Chats

Figure 54. The chat window
The chat is also available on the chats list.

View chats on an approval

When there is one or more chats on an approval, the "Chat" tab will be displayed above its
preview. If there is an unread chat on a item, the "Chat" tab will be bolded for the given item, and
the chat itself will also be bolded.

Tap a chat to open the chat window.

40



13.03 Mon 29 Apr Xy 230% @ )

Approvals Budget proposition for public political forums
Deadline: Record ID: 737
Q, search for [
~ earc Or approva
_ RN Full screen G Newchat @ Return & Approve
Urgent 1 approval
Approval document Chat
Budget proposition for public polit...
10
w Myles McDougall, Maisy Moore 14:55
Budget proposition Myles McDougall: Fyi, the deadline is due to the SoM needing guidelines to move forward with prepar...
no deadline 3 approvals
w Maisy Moore, Myles McDougall 2 December 2021
IT infrastructure budget Maisy Moore: Please book a meeting with mr Fitzgerald to go over this. I cannot approve this u...
10

Public forum format and outline

00
Ministry templates
00
%% Meetings & Approvals € Copy recipient Q Chat®

Figure 55. Chats overview on an approval
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Copy recipient in F2 Manager 2

F2 Manager 2 gives you access to active approvals where you are a copy recipient. An approval is
transferred to F2 Manager 2 when it is sent to a step where you are a copy recipient. The approval
disappears from F2 Manager 2 when you mark it as read or after 30 days.

Tap Copy recipient at the bottom of the ribbon on F2 Manager 2 to display a list of all available

approvals.

13.56 Fri 10 May eoe =100 % @2
Copy recipient 2 New grant application reply template °

Deadline: Record ID: 5
Q, search for approval
N_ Full screen # Annotate o (3 New chat () Mark as read
no deadline 2 approvals
o Approval document

New grant application reply template

1@0

(DRAFT) Grant application reply templ... New grant application reply template C_:BRAIN
i oo ok
. . . Sagsnummer 2024-2 info@cbrain.dk
Guidelines for cross-secretariat commu... Aktiid 5 www.cbrain.dk
0 10 May 2024
Dokumenter Approval document

(DRAFT) Grant application reply template

Oprettet 10/05/2024 11:30:05
Startdato 10/05/2024 11:32:05
Frist 20/05/2024 23:59:00

See attached.

The template has been expanded to include additional details as required by the recently passed
bill.

Navn Status Kommentar
Ansvarlig Sadie Maxwell
Trin 1 (Godkender) Stephen Murray approves Current approval in process
Trin 1 (Kopimodtager) Maisy Moore
% Meetings & Approvals © Copy recipient ©) Chats o

Figure 56. Overview of copy recipient approvals

On the left you can see a list of transferred approvals (1). You can search for approvals using the
search field above the list (2). When you tap an approval in the list, the approval document will be
displayed in a preview on the right (3). Above the preview are functions for processing the
approval (4). Above these functions are the metadata of the selected approval such as title,
deadline, and record ID for the record associated with the approval (5).

If you are a gated approver, your gatekeeper will select which approvals are
transferred to F2 Manager 2. Some approvals may not be transferred to F2
Manager 2 even though you are a copy recipient on the current step of the
approval. Read more about the F2 Gateway Approvals add-on.

NOTE
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The approvals list for copy recipients

Approvals are displayed in the approvals list with title, deadline, and the number of attached
documents. The list is sorted by approval deadline. If there are multiple approvals with the same
deadline, they are grouped. The deadline and the number of approvals in the grouping are shown
in the grey band above a group of approvals.

Copy recipient

Q, Search for approval

no deadline 2 approvals

New grant application reply template
10

(DRAFT) Grant application reply templ...

Guidelines for cross-secretariat commu...

00

Figure 57. The copy recipient approvals list

Approvals marked "Urgent" are placed at the top of the list. Approvals without a deadline are
placed at the bottom of the list. Approvals that are both marked "Urgent" and have a deadline are
placed in the "Urgent" group.

Search for approvals

You can search for approvals using the search field above the approvals list. You search by the title
of the approval.
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Copy recipient

no deadline 1 approval

New grant application reply template
10

(DRAFT) Grant application reply templ...

Figure 58. Search for approvals

Copy recipient ribbon functions

The ribbon above the preview contains menu items for working with the approval as a copy

recipient.

"y Full screen # Annotate (3 New chat (1) Mark as read

Figure 59. Functions in the copy recipient ribbon

When the ribbon is shortened, the menu items are gathered in the "More" drop-down menu.

The functions are as follows:

Function

"Full screen"

"Split screen"

"Annotate"

"Hide
annotations"/"Show
annotations"

"New chat"

"Mark as read"

44

Description

Display the selected content on the entire screen.

Restore the default view.

Open the selected document in annotation mode.

Toggle annotation visibility in the selected document. The menu item is
only visible for annotated documents.

Create a new chat on the approval.

Open a dialogue where you can mark the approval as read.
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Read and annotate approval

You can read and annotate approvals on F2 Manager 2 before processing them. As a copy recipient
you have the same options as an approver:

+ Read through the approval and its attached documents.

» Annotate the approval and its attached documents.

Process approval as a copy recipient

You can process approvals on F2 Manager 2 as a copy recipient by commenting and marking the
approval as read.

"y Full screen # Annotate (3 New chat (1) Mark as read

Figure 60. Copy recipient processing options

When you process an approval as a copy recipient and gated approver, your
gatekeeper may apply or adjust your comment or decision to mark it as read
before the approval is sent to the relevant approval step. Read more about F2
Gateway Approvals.

NOTE

Tap Mark as read in the ribbon to mark the selected approval as read. A dialogue opens where

you can add a comment.
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13.22 Mon 29 Apr 223%0 )

Cancel Mark as read

Comment

Figure 61. Mark approval as read
Tap OK to mark the approval as read.

Tap Cancel if you do not wish to mark the approval as read.

Chat from an approval as a copy recipient
You can chat from approvals where you are a copy recipient on the current step.

Read more about chatting from approvals.
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Chats in F2 Manager 2

You can chat on F2 Manager 2 from approvals and meeting agenda items. You can also recieve and
reply to chats on approvals where you aren’t an approver.

Tap Chats at the bottom of the ribbon on F2 Manager 2 to display a list of all your chats.

14.52 Mon 29 Apr eoe 215%0 )
Submission concerning citizen letter 4324 o
Deadline: Record ID: 94
R Full screen o 3 New chat () Mark as read
Submission concerning citizen let... Approval document e cet
PP, MM 4 minutes ago
w Penelope Poole, Maisy Moore (2 participants)
DRAFT - Reply to parliament inqu...
MM, MM, SM 1 hour(s) ago 1 new message
29/04/2024 14:48
Budget proposition for public polit... Penelope Poole
MM, MM 2 December 2021

Mrs Moore, will you kindly confirm that your position as copy recipient is purely a
@ formality in the case of citizen letters?

New budget
FF, MM 2 December 2021

Send message >

%% Meetings @ Approvals € Copy recipient Q Chats

Figure 62. Overview of chats

On the left you can see a list of chats (1). You can search for chats using the search field above the
list (2). When you tap a chat in the list, the chat window will be displayed in a preview on the right
(3). Above the preview are functions for working with the agenda item or approval associated with
the chat (4). Above these functions are the metadata of the approval - title, deadline, and ID of the
approval record - or agenda item - record title and meeting title (5).

The chats list

Chats are displayed in the chats list with agenda item or approval title, the initials of the chat
participants, and the time of the latest chat entry. The list is sorted chronologically by their last
entry. This places the newest chats at the top of the list. Multiple chats on the same agenda item
or approval are listed individually. Unread chats are bolded.
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14.52 Mon 29 Apr

Chats

O\ Search for chat

Submission concerning citizen let...
PP, MM 4 minutes ago

DRAFT - Reply to parliament inqu...
MM, MM, SM 1 hour(s) ago

Budget proposition for public polit...

MM, MM 2 December 2021
New budget
FF, MM 2 December 2021

Figure 63. The chats list
You can also create new chats on any agenda item or approval already present in the chats list.

Chats are removed from the list

Chats are removed from the chats list, either when you do it manually, or when their associated
agenda item or approval is no longer on F2 Manager 2.
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Type of chat Time of removal

Chats on approvals where The chat is removed from the chats list upon final approval.
you are an approver or copy
recipient If you have processed the approval, you still have access to its

chats until final approval has been granted. You can choose to
remove the chat manually by tapping Remove chat in the ribbon
above the preview.

Chats on other approvals The chat is removed from the chats list upon final approval or
when you remove the chat manually by tapping Remove chat in
the ribbon above the preview.

Chats on agenda items The chat is removed from the chats list when the meeting is no
longer synchronised to F2 Manager 2.

Search for chats

You can search for chats using the search field above the chats list. You search by the titles of
agenda items and approvals.

Implementation and use of the ministe...

MMD 9 minutes ago

Figure 64. Search for chats

Chats ribbon functions

The ribbon above the preview changes depending on whether you have selected a chat on an
agenda item or a chat on an approval.

Functions in context of approvals

The menu items of the ribbon support approval processing when you select a chat on an approval.

™y Full screen @ Display attachments (3 New chat & Return @ Approve

Figure 65. Functions in the chats ribbon for approvals
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The functions are as follows:

Function

"Full screen"

"Split screen"

"Display
attachments"

"Hide attachments"

"Annotate"

"Hide
annotations"/"Show
annotations"

"Remove chat"

"New chat"

"Return"

"Approve"

Description

Display the selected content on the entire screen.

Restore the default view.

Display documents attached to the approval in the chats list. Tap a
document to preview it.

Hide documents attached to the approval in the chats list.

Open the selected document in annotation mode. The menu item is only
visible if you have selected either an approval document or an attached
document.

Toggle annotation visibility in the selected document. The menu item is
only visible for annotated documents.

Remove the selected chat from F2 Manager 2. The chat can still be
accessed in F2 Desktop. The menu item is only visible if you are not an
approver on the approval or the approval is at a different step than yours.

Create a new chat on the approval.

Open a dialogue where you can return the approval to a previous step.

Open a dialogue where you can grant approval.

Functions in the context of agenda items

The menu items of the ribbon support working with agenda items when you select a chat on an

agenda item.

" Full screen

# Annotate

@ Hide attachments (3 New chat %% Go to meeting

Figure 66. Functions in the chats ribbon for agenda items

When the ribbon is shortened, the menu items are gathered in the "More" drop-down menu.

The functions are as follows:
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Function

"Full screen"

"Split screen"

"Display
attachments"

"Hide attachments"

"Annotate"

"Hide
annotations"/"Show
annotations"

"New chat"

"Go to meeting"

Description

Display the selected content on the entire screen.

Restore the default view.

Display documents attached to the approval in the chats list. Tap a
document to preview it.

Hide documents attached to the approval in the chats list.

Open the selected document in annotation mode.

Toggle annotation visibility in the selected document. The menu item is
only visible for annotated documents.

Create a new chat on the agenda item.

Open the meeting associated with the agenda item. The meeting opens in
the agenda view showing the selected agenda item.

Create a new chat

You can create new chats on both approvals and agenda items from the chats list. Tap New chat in

the ribbon above the preview to create a chat on the selected agenda item or approval.

" Full screen

# Annotate

@ Hide attachments (3 New chat| %% Go to meeting

Figure 67. Create a new chat

A dialogue opens where you can add chat participants. F2 Manager 2 suggests your most
frequently used chat participants. When you start typing in the "Search for chat participants" field,

F2 Manager 2 searches for users in F2's participant register. You can add multiple chat participants

at once.

When you have added your desired participants, tap OK to create the chat. Tap Cancel if you do
not wish to create the chat.
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13.21 Mon 29 Apr Xy 24% 0 )

Cancel Chat participants

Search for chat participants

Favorites
Myles McDougall
Case manager, Ministry
Maisy Moore
Minister, Ministry

Siun Moynihan
Chief consultant, Secretariat of the management

Figure 68. Add chat participants

After you tap OK, the chat window opens on the selected agenda item under "Meetings" or the
selected approval under "Approvals".

Your selected chat participants are displayed at the top of the chat window. You can write your
message in the field at the bottom. Tap the send chat icon to send your message.
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1512 Fri10 May oo %100 % ©%3)

< Follow-up to interview Interview strategy
i Ny Full screen & Annotate G New chat
Example of grant reply 20 10 Agenda item Chat

Interview strategy 20 28 « w Maisy Moore, Sadie Maxwell, Myles McDougall (3 participants)

10/05/2024 15:12
Strategy outline

| believe we should also prepare a public statement as a follow up and include how our grant

Inquiry reply management is already being improved

Send message >

%? Meetings @ Approvals € Copy recipient ©) Chats

Figure 69. Write a message in the chat window

The chat window

In the chat window, you can read and write chat messages as well as add participants to the chat.
Participants are displayed at the top (1). If you tap the three dots, the chat participant menu
opens where you can view the status of existing chat participants and add or remove participants
from the chat.

Write your message at the bottom in the compose box (3). Tap the send icon to send your
message.

The chat conversation shows which message each chat participant has last read via their picture or
initial, which is displayed below said message (4).
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Chats Interview strategy Follow-up to interview
Ny Full screen @ Display attachments @ New chat %% Go to meeting
Q, Search for chat S =
Agenda item Chat
Interview strategy
SAM, MMD 1 minute(s) ago w Maisy Moore, Sadie Maxwell, Myles McDougall 0 (3 participants) ~ ee°
Examp|e of grant rep]y 10/05/2024 15:12 E
MMD 14 minutes ago | believe we should also prepare a public statement as a follow up and include how our grant
management is already being improved
New grant application reply template ©
SAM 15 minutes ago o
2 new messages
Implementation and use of the ministe... Sadie Maxwell
MMD 23 minutes ago Yes, | will see to it first thing Monday.
Example of grant reply In the meantime, Stephen has been cooperating with the Doc Agency to ensure proper
documentation of our updated grant processing. I'll check in with him if whether it will be ready
SAM, SMU 4 hours ago . .
before the public statement must be issued
Send message 0 >
%% Meetings @ Approvals € Copy recipient Q@ Chats Eo

Figure 70. The chat window

If an agenda item or approval holds multiple chats, you can tap the left arrow by the participant
list to see an overview of the relevant chats.

L W Maisy Moore, Sadie Maxwell, Stephen Murray (3 participants)  ee°°

Figure 71. Open the chats overview

Tap a chat in the overview to open it.
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Chats Example of grant reply Follow-up to interview
K . es .
Q, search for chat u Full screen @ Display attachments G New chat %% Go to meeting
Agenda item Chat
Interview strategy
SAM, MMD 1 minute(s) ago
M Myles McDougall, Maisy Moore 15:04
Example of grant reply Maisy Moore: Thank you
MMD 14 minutes ago
New grant application reply template w Maisy Moore, Sadie Maxwell, Stephen Murray 11:44
SAM 15 minutes ago Maisy Moore: Please hold off on reworking the reply template before the interview has been conducted

Implementation and use of the ministe...
MMD 23 minutes ago

Example of grant reply
SAM, SMU 4 hours ago

%% Meetings @ Approvals € Copy recipient Q@ Chats Eo

Figure 72. The chats overview on an agenda item

Chat participant menu

Tap the three dots next to the participant list in the chat window to open the chat participant
menu.

M Maisy Moore, Sadie Maxwell (2 participants) | °*

10/05/2024 15:02 &2 Chat participants
& Add chat participants

Figure 73. The chat participants menu

The functions are as follows:
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Function Description

"Chat Open a dialogue with an overview of all chat participants and their status
participants” (online, offline, out of office).
13.21 Mon 29 Apr ooe D2%0 )

Cancel Chat participants

Myles McDougall
Case manager, Ministry

Maisy Moore

Minister, Ministry

Siun Moynihan

Chief consultant, Secretariat of the management

Figure 74. Chat participants' statuses

Remove a chat participant by tapping the X next to their name, and then tap
OK to return to the chat. Tap Cancel to return to the chat without removing
anyone.
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Function Description

Figure 75. Add chat participants

When you have found your desired participants, tap OK to add them to the
chat. Tap Cancel if you do not wish to add participants.

Access restricted records

If you chat someone who is not included by the access restriction on the agenda item or approval,
you will be notified at the top of the screen. Your chat will be saved as a chat draft on said agenda
item or approval.

Chat drafts

If you navigate away from a newly created chat without sending a message, the chat will be saved
as a draft on the agenda item or approval. You can then find it on the agenda item or approval and
in the chats list.

15.29 Fri 10 May eee =100 % ©@2)
Chats New grant application reply template
Deadline: Record ID: 5
Q, Search for chat
Ny Full screen @ Display attachments G Newchat (@ Mark as read

New grant application reply template Prsieeel danen Chat

MMD [Draft]

Interview strategy w Maisy Moore, Myles McDougall

ITO 0 minutes ago [Draft]

Interview strategy

SAM, MMD 1 minute(s) ago w Maisy Moore, Sadie Maxwell 15:02

Maisy Moore: Please add me as final approver
Example of grant reply
MMD 14 minutes ago

New grant application reply template
SAM 15 minutes ago

Implementation and use of the ministe...
MMD 23 minutes ago

Example of grant reply
SAM, SMU 4 hours ago

%% Meetings @ Approvals € Copy recipient Q Chats

Figure 76. Chat drafts on an approval

Unread chats
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Unread chats are also bolded in the chats list.

13.03 Mon 29 Apr XX 30%@ )
Approvals Budget proposition for public political forums
Deadline: Record ID: 737
N Full screen @ Newchat @ Return @& Approve
Urgent 1 approval
Approval document Chat
Budget proposition for public polit...
10
M Myles McDougall, Maisy Moore 14:55
Budget proposition Myles McDougall: Fyi, the deadline is due to the SoM needing guidelines to move forward with prepar...
no deadline 3 approvals
w Maisy Moore, Myles McDougall 2 December 2021
IT infrastructure budget Maisy Moore: Please book a meeting with mr Fitzgerald to go over this. I cannot approve this u...
10
Public forum format and outline
00
Ministry templates
00
%% Meetings & Approvals € Copy recipient Q Chat®

Figure 77. Unread chat on an approval

Chat orientation on approvals

You can receive chats on F2 Manager 2 on approvals you are not an approver on. This type of chat
will only appear on the chats list in the "Chats" section. The approval will not be listed on the
approvals list.

You can read and annotate the approval and its attached documents, but you cannot process the
approval as you are not an approver or copy recipient on it.

When you have read the chat, and perhaps replied to it, you can remove the chat from F2 Manager
2 by tapping on Remove chat in the ribbon above the preview. The chat will then be removed
from F2 Manager 2, but can still be accessed in F2 Desktop.
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15.37 Fri10 May oo %100 % ©%3)

Chats New budget
Deadline: Record ID: 519
Q, search for chat
~ earc or cha
_ Ny Full screen @ Display attachments [P Remove chat| G New chat
New budget Approval document Chat
MM, MM 1 minute(s) ago
« w Myles McDougall, Maisy Moore (2 participants)

Submission concerning citizen let...
10/05/2024 15:36

PP, MM 29 April 2024
Myles McDougall
Budget proposition for public polit... Here is the budget proposal as requested. It should provide proper foundation for
MM, MM 2 December 2021 @ answering related questions during the interview
New budget
FF, MM 2 December 2021
Send message >
%% Meetings @ Approvals € Copy recipient Q@ Chats

Figure 78. Remove chat from F2 Manager 2

By default, F2 Manager 2 removes the chat upon final approval. A configuration makes it possible
to keep chat orientations on the chats list regardless of final approval. If this configuration is used,
the chat and approval will remain on F2 Manager 2 for a limited number of days, typically seven
days. Configurations are made in cooperation with cBrain.

59



Offline functionality in F2 Manager 2

With F2 Manager 2, it is possible to open and process meetings and approvals while offline despite
a poor or lacking internet connection.

The synchronisation queue tracks offline actions

F2 Manager 2 notifies you at the top if the app is offline. Actions performed in F2 Manager 2 while
offline are automatically queued on the device. Once online again, the queued actions are
automatically executed.

15.41 Fri10 May LX) » 100 % (43
A No server or Internet connection. Your actions will be queued and processed when you have an Internet connection again. X
Approvals Ministerial response

Deadline: 7 May 2024 00:00 Record ID: 960
_ Ny Full screen & Annotate G Newchat @ Return @ Approve
Deadline +7 2 approvals

Approval document

Ministerial response

Tuesday, 00:00 00
. Ministerial response CBRAI
Ministry templates = The Process Gompany
00 Case number 2024-36 info@cbrain.dk
Record ID 960 www.cbrain.dk
10 May 2024
Deadline +14 1 approval Documents Approval document
Record document
Evaluation Ql 2024 Approval type For approval
10 Created on 02/05/2024 11:13:44
Started on 02/05/2024 11:24:11
. Deadline 07/05/2024 23:59:00
no deadline 2 approvals
IT infrastructure budget
10 Name Status Comments
Responsible user Myles McDougall
Public forum format and outline StepinoZ Xl Skprover) lialsikiools LIS
00
%% Meetings @ Approvals € Copy recipient Q) Chats

Figure 79. F2 Manager 2 when offline

Multiple actions made on the same approval or agenda item will be carried out in the order in
which they were performed offline.

Multiple actions made on different approvals and agenda items are carried out in parallel when F2
Manager 2 is online again.

Handling synchronisation problems

There may be instances where a synchronisation conflict arises, e.g. in the handling of approvals.
This can happen for several reasons. Most often, it is due to changes being made in F2 Desktop
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while F2 Manager 2 was offline.

For example, if F2 Manager 2 were offline while you processed an approval on a flight, and the
approval were changed in F2 Desktop in the meantime, a synchronisation conflict arises in F2
Manager 2 once you are online again. This is because F2 Manager 2 cannot deliver the approval, as
it may already have been approved or returned by another user in F2 Desktop.

If synchronisation problems occur, F2 Manager 2 will notify you at the top of the screen. Here you
can address the issue by completing the original action or opening the approval.

15.50 Fri 10 May oo 2100 % [@%3)

The approval 'New grant application reply template’ that you approved has been changed. Your approval and comments, if
any, have not been processed. Approve Open

- The following record actions have taken place since the approval process reached your inbox: approval approval X
1. Document content changed: 'Approval document'
Approvals New grant application reply template
Deadline: 20 May 2024 23:59 Record ID: 5
Q, Ssearch for approval
N~ »
y Full screen ¢ Annotate G Newchat @& Return @& Approve

20 May 2024 1 approval

Approval document

New grant application reply template

20 May 2024 10
(DRAFT) Grant application reply templ... New grant application reply template QBRAIN
The Process Company
Sagsnummer 2024 -2 info@cbrain.dk
Akt-id 5 www.cbrain.dk
10 May 2024
Dokumenter Approval document
(DRAFT) Grant application reply template
Oprettet 10/05/2024 11:30:05
Startdato 10/05/2024 11:32:05
Frist 20/05/2024 23:59:00
See attached.
The template has been expanded to include additional details as required by the recently passed
bill.
Keep in mind that its contents will be subject to the outcome of the upcoming interview with the
minister.
Navn Status Kommentar
Ansvarlig Sadie Maxwell
%% Meetings & Approvals € Copy recipient @ Chats

Figure 80. Process a synchronisation issue

On installations with the F2 Gated Approvals add-on, synchronisation issues of

NOTE gated approvers are communicated directly to their gatekeeper.
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F2 Manager 2 configuration options

F2 Manager 2 can be configured to fit the needs of the individual organisation. The following can
be configured in cooperation with cBrain:

o Restrict a user’s access so they can only log in via F2 Manager 2. This means that the user is
excluded from using F2 Desktop and F2 Touch.

e Set up that ministers can only be added to meetings by users with the “On behalf of minister”
standard role. This can also be applied to permanent secretaries using the “On behalf of
permanent secretary” standard role.

e Choose the default value for adding records to ad hoc meetings (Automatically/Manually).
e Choose the default time periods for when a case is available on F2 Manager 2.
» Choose when approvals received as a copy recipient disappear. The default value is 30 days.

e Choose whether to keep chat-oriented approvals on F2 Manager 2 even when finally approved.
If this is applied, approvals remain on F2 Manager 2 for a limited number of days - typically
seven days.

» Adjust parts of the title of the annotation document that can be created as part of an approval.
By default, the annotating user’'s username is included in the document’s title. For example, the
user Maisy Moore would be listed as "MM" in the title of an annotation document. It is possible
to configure how the title refers to the user so that Maisy Moore, for example, is referred to by
her full name or by her initials as specified in the participant register.

The above list of configurations is not exhaustive. cBrain recommends that all

NOTE . . . . . .
o configurations are made in cooperation with cBrain.
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