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Records

Use our Quick Guide on documents, records, and cases to keep track of how they are
related.

All work in F2 starts with a record. For instance, records hold all attached documents and serve as
basis for approval flows and requests. You can also add chats and notes to the record, and you can
send it as an email or Digital Post. Restrict or expand access to the record to control who can open
and edit it as described in access control.

Here you can read about records in F2 and how you work with them via the record window
functions. You can read about record access, record metadata, and advanced functionality among
other topics.

The record window structure

The record window can be accessed in two ways:

» By creating a new record

» By opening an existing record.
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Figure 1. Record window structure
The record window consists of six elements:

1. The record’s title and ID number.
2. The user identification which shows your name and current unit.

3. The metadata fields of the record, e.g. the user responsible for the record, the deadline, any
keywords, etc.

4. The document area, which shows any attached documents.
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5. The record editor pane (i.e. the record document), in which you enter and edit the text.
6. Record tabs. See below.

o "Record" is the default tab of the record window. This tab contains menu items for
communication, processing, and managing the record. In the main window, you can find
similar functionality in the "Main window" tab.

o "Advanced" contains functions pertaining to delivery types, clean-up, version management,
and record history.

o "Participants" provides you with an overview of the involved participants.

o "Help" lets you access the help functions of F2, such as short articles about using F2 and
links to F2 Docs.

o "F2" lets you access various support functions such as document recovery.

The content of the record window changes depending on whether the record
document or an attached document has been selected. Clicking on an attached
document will display a preview of this document instead of the record document.
For further information on the record document editor, see The record editor pane.

TIP
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Creating a new record

Create a new record by clicking New record in the ribbon of either the main, record or case
window.
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Figure 2. The “New record” menu item

This opens the following dialogue in which you must enter the basic information required to create
the new record.

| 1 New record x

Create a new record.
You can assign the record to a case now, or do it later.

Title: | Enter the title of the new record

Case: | Choose case or type '+' to create a new c... 518 | I:' Use case number (2021 - 1)

Record attachments

Current record: 2027 budget for new peripherals
@ Do not attach
O Include attachments from the current record
O Attach a copy of the current record
O Attach current record as pdf

|:| Relate the new record to the current record

@ Add approval

OK || Cancel

Figure 3. Creating a new record

Fill out the following fields:



Field

“Title”

ucasen

“Use case
number”

“Record
attachments”

“Relate the new
record to the
current record”

“Add approval”

Description

Enter the title of the record here.

Add an existing case to the record by entering the case number or case title
in this field. It is possible to search for a case by clicking the case icon §is.

A new case can also be created for the record. For further information on
attaching records to cases, see Adding a record to a case.

Read more about cases and their creation.

Suggestions in the “Case” field can be configured so they
NOTE are more relevant to the individual user. The configuration
is performed in cooperation with cBrain.

If this box is ticked, the new record is added to the case that was selected or
open (possibly via another record) when the new record was created.

Manually delete the case number proposed by F2 to untick

NOTE this box.

The following options are only active if the user has selected or opened a
record before clicking on New record:

« Do not attach: No records or record attachments are carried over to the
new record.

¢ Include attachments from the current record: Attachments from the
selected or open record are copied to the new record when it is created.

o Attach a copy of the current record: Attaches the record selected
before the creation of the new record. This option attaches the
documents and metadata of the record as a PDF file.

o Attach current record as PDF: Compiles all documents of the record
selected before the creation of the new record and attaches them as a
PDF file.

Tick this box to set the new record as answer record to the one selected or
opened before clicking New record in the main, record or case window.

Add an approval process to the record. Requires the F2 Approvals add-on
module.

Click OK to open the record window.
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To ensure that there are no records without titles in F2, a record cannot be saved
NOTE . .
or sent unless it has a title.
When a record cannot be saved, a warning icon appears in the upper right corner of the record
window, next to the user identification. Hover the cursor over the icon for additional information.

® rcene Todd (IT Office) & A~

@ Cannot save record with the default title

& Copy link to this record ™ ="
Attachment Create cSearch
- record POF -
Other cSearch

Figure 4. Warning on a new, untitled record

Set up record view

You can set up how the metadata fields of records are displayed. From the “Settings” tab in the
main window, click on Setup on the ribbon and navigate to Record view. Here you can choose
which fields are displayed by default. Read more in Settings and setup.
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Adding a record to a case

You can add records to existing cases and create new cases based on records. The following
sections describe how a record is added to a case.

Adding a record to an existing case

A record in edit mode can be added to an open case by entering the case title or case number in
the “Case” metadata field. When the user starts typing in the field, F2 starts searching for relevant
cases.

It is possible to search for a case by clicking the case icon §i% in the “Case” metadata field. This
opens the “Choose cases” dialogue from which the relevant case can be found. For further
information on this dialogue, see the section The “Choose cases” dialogue.

When a case has been added to the “Case” metadata field, click Save in the record window ribbon.
The record is then added to the case.
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Figure 5. Add record to existing case

Suggestions in the “Case” field can be configured so they are more relevant to the

NOTE individual user. The configuration is performed in cooperation with cBrain.

Through a configuration, it is possible to allow users to add records to closed
NOTE cases. When enabled, the titles of closed cases are italicised. For more details on
case configurations and closed cases, click here.

Adding a record to a new case

Creating a new case from the current record can be done in the following ways:

o Type “new” or “+” in the “Case” metadata field and press Enter. This opens the “New case”
dialogue as shown below.
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o Click the case icon §i# in the “Case” field. The “Choose cases” dialogue opens. In this dialogue,
click New case. For further information, see the section The “Choose cases” dialogue.

Both ways lead the user to the following dialogue:

TI x
a2 New case
Mo template v
Title
Responsible
o2
File plan
Action code
2]
Disposal code
w
Case Guide:
w
OK Cancel

Figure 6. The “New case” dialogue

In the “New case” dialogue, the user enters the case title and other relevant metadata such as file
plan, action code, disposal code, or case guide (add-on). Depending on F2’s configuration it may
also be possible to choose a case template (add-on) that determines which metadata fields to fill
in.

When the fields are filled in, click on OK to create the case. For further information on the case
window and working with cases, see Cases.

Depending on F2’'s configuration and the organisation’s guide lines, some fields

NOTE may be obligatory. Certain fields may also be filled in automatically.

The “Choose cases” dialogue

Click the case icon §i# in the “Case” field on a record to open the “Choose cases” dialogue. This
dialogue contains the same search options as F2’'s main window. These are used for adding one or
more cases.
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Figure 7. The “Choose cases” dialogue

The “Search window” tab in the dialogue ribbon offers the following options:



Function Description

Click on OK when one or more cases have been selected in the
v result list or are displayed in the “Chosen cases” field. The record
0K is then added to the chosen case or copied to the chosen cases.
S Cancel Close the dialogue without adding the record to a case.
&7 New case Open the “New case” dialogue from which a new case can be
created.

Click Choose multiple cases to display the “Chosen cases” field.
When this field is visible, the function is inactive regardless of the
number of cases shown in “Chosen cases”.

@ Choose one case

Choose multiple cases

F2 automatically switches when the user selects one or more
cases and clicks Add case(s).

If all cases are removed from the “Chosen cases” field, F2
automatically switches back to Choose one case. This makes it
easier to see if the record is being added to one or several cases.

Add the case(s) selected in the result list. The selected case(s) can
0 be seen in the “Chosen cases” field in the dialogue ribbon shown
Add in the “Chosen cases” field in the dialogue ribbon.
case(s)

w7 Quality - New employe... 3¢ The “Chosen cases” field shows cases the user has selected.
s

g8 HR - Hiring processes... 3
If a record is already added to a case, that case is

NOTE shown here when the dialogue is opened.

Choosen cases

To remove a case from the field, click the 3€ next to its title.

Remove all cases from the “Chosen cases” field in the dialogue
x ribbon.
Remove all
Cases
Q'I' Perform an advanced search using metadata fields.
Advanced For further information, see Searches.
search

In the “Choose cases” dialogue the user can search for the cases to which the record must be
added.

10
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If the record must be added to a single case, select the case and double-click to transfer it to the
record’s case field.

If the record must be copied to multiple cases, click Choose multiple cases in the dialogue
ribbon. Then search for the relevant cases and add them to the “Chosen cases” field. Click on OK
to add the cases to the record’s case field.

If several cases have been selected, a copy of the record is added to the second case, the third
case, etc. This is shown in the dialogue below which opens when the record is saved via the record
window ribbon.

(?) Copy record to several cases x

Copy the record to the following cases?

2015 - 8: Employe information
2018 - 12: HR - Hiring processes 2018

I:' Do not ask before copying to cases

QK | | Cancel

Figure 8. The “Copy record to several cases” dialogue

Click on OK in the dialogue to copy the record to the selected cases.

To skip this dialogue in the future, tick the box next to “Do not ask before copying to cases” before
clicking on OK.

A user may remove a record from a case and add it to another if they have full
NOTE write access. A user may also remove a record from a case without adding it to a
new case.

Records with copies on multiple cases

When a record has been copied to multiple cases, the user may view its copies in the record
window. This is done by clicking on the cases icon g% next to the “Case” field.

Record Advanced Participants Help

-9 .i. > Cance W E 4+ Mew note [
. X Delete record ™ - : Mew annotation
Go tomain  Open the Edit Archive  Mark as unread Prepare Set record to New €
window record's case = and close and close sending =  'Complete’ chat~ B Newrequest™ o
MNavigation Edit Delivery Status New
Title: Hearing in parliament
Status: In progress Letter date: |
Deadline: z]| Case: 2023 -7=
]
Responsible: | @ Sienna Morton {Case manager, Secretariat of tw Registered: Record No: 1
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The “Copy overview” dialogue will open, showing all cases to which the record has been added.
The overview shows the following information:

« Case number
e Case title

e Record ID

e Record title

o Created (date)

e Created by (user).

The blue highlight shows the record that is currently open.

E=  Copy overview - B x

Crverview over which copies of this record exists on other cases

Case Mo | Case title | Record... | Record title | Created | Created by
2019 - 20 Orientation meeting November 650 Mass invitation 21-10-2019 15:30 Klaus Salomon
2021 -6 IT - Administration and misc. 2021 685 Mass invitation 22-02-2021 11:48 Klaus Saloman

Close

Figure 10. “Copy overview” dialogue

It is possible to access the case or record copy by clicking on either case number or record ID.

Standard behaviour when closing cases

When a case is closed by a user with the necessary rights (write access to all records on the case),
the case records are affected in the following ways:

» All case records are completed.

« The metadata and documents on the record cannot be edited further. Practically, this means
the Edit menu item is disabled, which also disables editing the record document and sending
the record as an email.

» To reopen a record, its case must first be reopened. This requires the privilege “Reopener case”.

Read more about F2’s standard behaviour for closing cases.

12
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Record metadata

The visible record metadata fields depend on your personal settings. A record can be displayed
with:

 Email metadata fields (i.e. metadata fields used when sending an email), see the Email delivery
metadata fields section.

e Standard metadata fields, see the Standard metadata fields section.

e« Advanced metadata fields, see the Advanced metadata fields section.

Adjust which metadata fields that are displayed by clicking Show all fields in the record window
ribbon.

D Deletion report for 2 cases (Record ID: 793)
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Title: Deletion report for 2 cases Delivery fields
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Deadline: = Case: Missing ¥ Keyword: Advanced

Figure 11. Show all record fields

Various metadata associated with a given record depend on its status and the user’s rights.

The following sections describe the metadata fields and how certain record metadata are
managed.

You can only edit metadata on a record if you have full write access.

Email delivery metadata fields

Title: | Evaluation request |
From: |. Ireene Todd (Case manager, IT Office) » =l..|
To: John Smith (johnsmith@mail.com) + ==
]
Ca Select recipients =
Kbc: Select recipients ]

Figure 12. Email delivery fields

The email delivery metadata fields are described below. For further information on creating and
sending emails, see the Email section.

13
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Field Description

“Title” “Title” is shown in every metadata field view. It is a free-text field describing
the record. A title is entered when the record is created. It may be changed

later.

On an email the title is identical to an email’s subject field.

“From” The sender of the email. This field is filled in automatically when the user
starts typing in the “To” or “Cc” field.

“To” Enter any recipients of the email here.
“Cc” Enter any Cc recipients of the email here.
“Xbc” Enter any Xbc recipients of the email here.

Adding an external participant here is similar to adding a recipient in Bcc in
traditional email systems.

There is no difference between adding an internal
NOTE 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.

Standard metadata fields

Title: Template - Upgrade manual

Status: In progress Letter date: ] Access: IT Office -

Deadline: fial Case: 2021-5w ] Keyword: Select keywords T
i &l

Responsible: | @ Ireene Todd (Case manager, IT Office) v 22| Registered: Record Ne: 1 Created date: 05-02-202112:28 by Ireene Todd

4

External access: Open

Figure 13. Standard metadata fields

The metadata fields shown on a record in non-expanded mode are reviewed below.
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Field

“Title”

“Status”

“Deadline”

”

“Responsible

“Letter date”

ucase"

“Registered”

Description

“Title” is shown in every metadata field view. It is a free-text field describing
the record. A title is entered when the record is created. It may be changed
later.

The status of a record indicates whether it is “In progress” or “Completed”.

In this field a deadline is set on the record. This value is used e.g. in
searches and for sorting lists.

The “Responsible” field specifies the user or unit formally responsible for the
record. Read more here.

If the record has been sent or received, it has a letter date. This is the date
on which the record was sent or received in F2.

In case of a scanned physical letter, the user can add a letter date in this
field, which should correspond to the date on the physical letter.

If there is a case number in this field, the record has been added to a case. If
the field is empty, it can be added to a case from here.

If a record is already added to a case, it may be moved to another by
replacing the case number.

The user may also remove the record from a case if they have the required
rights.

In order to remove a record from a case, delete the case number from the
“Case” field. Adding the record to a new case is not required.

If a record must be added to a known case, enter the case number or case
title in this field. Then select the case and press Enter or double-click.

For further information, see the section Adding a record to a case.

A case contains its own set of metadata. Read more about working with
cases.

Suggestions in the “Case” field can be configured so they
NOTE are more relevant to the individual user. The configuration
is performed in cooperation with cBrain.

In some public organisations, a tick in the “Registered” field means that the
record will be included in deliveries to the National Archives or similar
institutions.
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Field

“Record no.”

“Access”

“Keyword”

“Created date”

16

Description

Private organisations may use this field to indicate particularly important
records that may not be deleted.

In addition this field, like any other record metadata, is used for
miscellaneous searches, groupings, etc.

When a record is registered, a record number is allocated consecutively
within a case. This means that only registered records added to a case have
a record number.

Here the user selects the access level for the record:

¢ Involved
o Unit
o All

If a record is subject to an access restriction in the “Access restricted to” or

“Case access restricted to” fields, an asterisk “*” is shown in the “Access”
field.

Read more about access levels on records and how they are changed.

Here the user can add predefined keywords to the record.
Keywords can be added in three different ways:

» Start typing in the field, and F2 will search for matching keywords. If there
are any keywords specific to the unit, only these will be shown.

e Press the down arrow key to display a list of available keywords. If there
are any keywords specific to the unit, only these will be shown. Press
Enter or double-click to select a keyword.

« Search all keywords. Click the £% icon in the “Keyword” field to open a
dialogue showing all keywords available to the authority. From here,
select a keyword and add it to the right panel with the right arrow button.
Click OK to close the dialogue and add the selected keywords.

This field shows the date when the record was created and by whom.

For incoming emails, the “Created date” denotes when the

NOTE record was imported into F2.
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Advanced metadata fields

Title:
Access

restricted to!

Case access:

restricted to!

Case access

‘ Qrientation with regard to ordering of new computer

Select security groups, units, teams or users S8 Suppl. Select persons, units, teams or distribution... 28
case mgr.:
£ Record participants: Select participants =
@ SSN/CVR no: [ |

|
Record type: | Internal - |
Previous case No: | |
Remind date: | = |
Received date: | = |

Figure 14. Advanced metadata fields on a record

The advanced record metadata fields are described below.
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Field

“Title”

“Access restricted
to”

“Case access
restricted to”
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Description

“Title” is shown in every metadata field view. It is a free-text field describing
the record. A title is entered when the record is created. It may be changed

later.

Any access groups (users/teams/security groups, etc.) for the record are

specified here.

This field limits the access to the listed users and groups. Regardless of the
record’s access level as specified in the “Access” field, only users/groups

that have been added to this field can access the record.

However, the access level is still in effect, which means that anyone added

to this field must also be included in the record’s access level.

Read more about restricting access to a record.

TIP

NOTE

If a user adds a security group to a record which already
has one or more security groups, the number of users who
can access the record will increase.

When an access group is added or removed, the log will
show which user made the change and when.

Any access groups on the record’s case are shown here.

This field is empty unless three conditions are met: the record is added to a

case, “Case access” is ticked, and the case has an access restriction.

If the above criteria are met, F2 automatically transfers the users, units,

teams and/or security groups from the case access restriction to this field.

WARNING

If @ user with restricted access (in the user properties) is
added to the “Access restricted to” field, either the
authority, a unit, or the user’s security group must also be
added to this field, and the “Access level” must be “All".
Otherwise, access to the record is reduced to the restricted
access user.
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Field

“Suppl. case
magr.”

“Record
participants”

“SSN/CVR no.”

“Record type”

“Previous case

”

no.

Description

The “Case access” field is automatically ticked upon a
record’s creation even if it is not attached to a case. A
caseless record is implicitly access restricted to the user’s
authority.

NOTE

Add any supplementary case managers on the record here. These are users,
teams and/or units that help with the case proceeding without being
responsible for the record.

For further information on adding supplementary case managers, see the
section Adding a supplementary case manager.

Add participants other than the sender, recipient, case manager,
supplementary case manager, and the responsible participant to the record.

Suggestions in the “Record participants” field can be
NOTE configured so they are more relevant to the individual user.
The configuration is performed in cooperation with cBrain.

Add an SSN or CVR number to the case.

Used to distinguish between records sent to external participants, received
from external participants or for internal work. The following record types
are available:

e “Outbound”
If an email is sent to an external participant, the record type is
automatically set to “Outbound”.

e “Inbound”
If an email is sent from an external participant, the record type is
automatically set to “Inbound”.

e “Internal”
All records for internal work and communication are automatically
assigned the record type “Internal”.

If the record was added to another case or exists in another system, the
original case number is shown here.

This field can also be filled in by the user.
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Field Description

“Received date” This is the date when the record was received. This is set automatically if
the record is sent electronically.

If the record originated as a physical letter, it is possible to enter the
received date manually. This is useful for distinguishing the date printed on
the letter from the date it was received.

If the record is sent electronically, a value identical to the letter date will be
entered automatically in this field.

Metadata fields on a record with the unit casework line

A user is able to monitor the recipient’s processing of a record sent to users or units with the
“Send” function. This is done from the record window’s “Advanced” tab by ticking the “Unit
casework line” box before sending the record.

When a record is sent to an internal user or unit, the “Unit casework line” is created for each
recipient, both users and units.

The “Unit casework” line only appears when the record is sent. It is visible when the advanced
metadata fields are shown. The line is always visible to the recipients regardless of which field of
groups are displayed.

VPN guide (Record ID: 842)

Record Advanced Participants Help

m =’i-‘= f Cance @ E B &) Reply all = Eg 2
Gotomain  Open the Edit L Archive Markasunread  Reply &3 Forweard Show all Flag: X
window  record’s case ~ and close and close - fields ~ DEaNE
Navigation Edit Delivery Status New = Show all fields
Email sent internally:  yesterday 11:14 Delivery fields
Title: VPN guide Standard
Access Suppl. Record type: Internal ¥ Advanced
restricted to: case mgr.: Previous case No:
Case access: Record participants: Remind date: =1
restricted to: Received date: 26/02/2024 =
Case access @ SSN/CVR no:
Unit casework:
Seen | Quality Seen Responsible: | Alya Qaimkhani Status: In progress Deadline: =

Figure 15. Record metadata fields including the unit casework line

Read more about using the unit casework line.

The metadata fields of the unit casework line are described in the table below.
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Field

“Seen” (by unit)

“Seen” (by responsible user)

“Responsible”

“Status”

“Deadline”

Description

Indicates whether a user in the unit has seen the record.

Indicates whether the responsible user has seen the record.

The “Responsible” field specifies the user who is responsible
for the record in the recipient unit. If a record is sent to a
specific user, their unit is displayed here until they have seen
the record.

The recipient specifies the record status in the receipt
registration. This informs the sender whether the record has
been completed or is still in progress.

Here, the record recipient adds a deadline.

Update the “Deadline” field by clicking on the calendar icon
% to the right of the field or by entering the date in dd-mm-
yyyy or a corresponding format.

A user can also enter a date by typing e.g. “+10” to set a
deadline 10 days from the current date. When the user leaves
the field, F2 automatically changes the format to dd-mm-

YYYY.

Consequences of editing a deadline: The record will be
included in the standard searches “Deadline tomorrow: Me”
and “Deadline tomorrow: Unit” when appropriate.
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The record document

The following sections describe the record window, which is the default document shown in the
record editor pane.

The record editor pane

The record editor pane is shown below the record metadata fields.

D Deletion report for 2 cases (Record ID: 793)

Record Advanced Participants Help

) fx;\:; . $t X = [§ Q@ Lanewm b @ =B : =N = 4@ il ol e

_ - MNew annotation Flag: Selectflag ¥ Flag: Selectflag ¥
Go to main Edit Archive  Markssunread  Prepare  Setrecordto Mew New  Add Show all M s Documents Other  cSearch
window  rec e andclose  and close sending - ‘Complete’  chat- B Newrequest™ record. approval  fiels.  Desdline: Selectdate £ Deadline: Selectdste £ o o o
Navigation Edit Delivery Status New Show Me IT Office
Record dt nt
Title: Deletion report for 2 cases ] ecume;
— I progress Letter dete T Acce — » Deletion report for case 2018 - 6 Quality - New emp...
Bead c Koo = Delstion report for case ‘2020 - 3 Mestings' pdf
eadline: ) Case Missing : ‘eyword:
=
Responsible: | @ Ireene Todd (Case manager, IT Office) ~ Registered: Record N Crested dater 22-04-2022 10612 by Ireene Todd -
()
o Don't show in MR4 for members, who are recipic = | External sccess: | Open () Expand documents

Calibri 12 100% ~ Dansk ]

Deletion report for 2 cases

Connection to the F2 server OK.

Figure 16. The record editor pane

This is a standard text editor with common functions such as font types, sizes, colours, etc. Here
the user enters the text of the record document.

Note the following functions:
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Icon

©c

&

Function

Undo/Cancel undo

Add/Edit hyperlink

Description

Clicking on the left arrow cancels the last action in the
editor.

Clicking on the right arrow cancels the last undo action.

These functions work as long as the changes have not
been saved.

Add or edit a hyperlink in the editor.

Clicking the icon opens the “Add/edit hyperlink”
dialogue. Here you enter the text/title in the “Text
display” field and the URL itself in the “URL" field. You
can also search for F2 entities such as records and
documents in the dialogue. Enter your search term in
the "Search for link to F2 entity" field. Once you have
found the relevant entity, double-click it to add its link to
the link field. If you have not already entered something
in the "Title" field, it will automatically be filled in with
the entity’s name.

& Add/edit hyperlink - o x

This window allows you to add links to external resources. From here you can also link to internal F2 entities
such as records, cases, and participants.

Title

| finalised summary |

Link

Search for link to F2 entity @

meeting |

u Invitation to security meeting lz‘
u Partial minutes from the meeting HR department meeting february 2016

=i= SoM - Community invelvement - Council meeting April

=:= Letter to external meeting partners

=i= Meeting agenda FOI

=i= ADMIM - Meetings - Departrnent meetings 2022
=i= Quality control meetings 2020

@ Partial minutes from the meeting Customer meeting january 18th

@ Agenda for Finance division meeting - 1. edition E

Figure 17. Search for F2 entities. The icons indicate
each result’s type

You can refine your entity search by using prefixes. Use
"r.", "c:", "d:", or "p:" to limit your search results to
records, cases, documents, or participants, respectively.

Click OK to create the text as a hyperlink in the record
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Icon Function Description

document.

The hyperlink becomes active when the record is saved.

[~ Insert signature Click Insert signature to open a drop-down menu
containing available email signatures.

Read more about signatures.

English - Language selector Select language for the editor in the drop-down menu.
The language in the editor affects its spell checker and
context menu.

The default options are Danish and English, but other
options can be added via configuration. F2 is configured
in cooperation with cBrain.

NOTE F2’'s default configuration is the Calibri font with single line spacing.

The text editor’'s context menu contains options for default language and spell checker in addition
to options for the direction of writing.

Right-click a URL or f2p link to open the link in a new window regardless of the record’s state.
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Figure 18. A selection of options in the editor’s context menu

The Add to dictionary function can be added to the context menu through a

configuration. Once you have also enabled the function through the "Use new
NOTE I . .

record editor" personal setup, you can add unknown words in the record editor

pane to your dictionary. Configurations are made in cooperation with cBrain.

Print the record document

Select a record in the main window result list and click on Print. F2 then generates a PDF file of
the record document and opens a print dialogue. The content of the PDF file is determined by a
template which can be configured in cooperation with cBrain.

The generated PDF file only contains the record document.

File FEdit View Window Help

Home Tools previewpdf 5966 all...

® 8 XEQ i R MO® v - R BEAT ©Z

Suggestion for a new set of internal regulations.

Print
PP I icrossoft Print to POF ¥ Properties Advanged Help @
Copies |1 2 [ Print in grayscale (black and white)

[ Save ink/toner @

Figure 19. Print record document
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Record and document cooperation

Records and their attached documents can be opened in edit mode independently of each other.
This means that different users can edit the record and its documents simultaneously. However,
users cannot edit the same object (record or document) at the same time.

Only a limited range of file types can be edited in this way. The file types from the
NOTE Office package are included by default. The range of file types can be configured
in cooperation with cBrain.

Edit record and documents separately

When you open a record or document in edit mode, only the relevant record or document opens for
editing. This means, for example, that you can work on an attached document while another user
can simultaneously edit the record metadata without affecting your work.

Example: Ann needs to write a letter to a citizen. She right-clicks the document that constitutes
the letter and selects Edit Document to begin her work. Meanwhile, Ben realises that the access
level of the record is incorrect. He clicks Edit in the record window’s ribbon to edit the record and
its metadata. Ann is also cooperating with Carla on an appendix to the letter. Carla double-clicks
on the attached document and chooses to open it in edit mode to work on the content. Ann’s work
on the letter is unaffected.

@ Decision on grant application (Record 1D: 819)

Record Participants Help & Alya Qaimkhani (Quality)
Cancel = + o + O P
& —— ® B B R Qe Q& B 3} iT coon 8| ol a
B Delete record - New annotation Flag: Selectflag ¥  Flag: Selectflag v
Go to main 3 i Archive Markasunread  Prepare  Setrecordto  New New  Add Showall L die £ Desline Selectdue (3 Documents  Other cSearch
window andclose  and dlose sending=  ‘Complets’  chat- B Newrequest™  recond . aporoval fields - =R SRR (g Pt EhEesR (gl .
Navigation Edit Delivery Status New Show Me Quality
Record d it
Tile: | Decision on grant application 1) Record documen ~
£ Decisiorptadc -
From: | @ Alya Qaimkhani (Department secretary, Quality) ¥ #_Edit document
o @ Show in read-only made
us | The recipient's registration status is unknown . [ shaw P
(%) Expand do( (B} Export file...
. § Replace content.
Decision letterdocx D3 Insert my signature =]

Delete

[} Attach as PDF
[X) Upload new PDF...
[ Regenerate PDF

® Select document format
(i) Properties
& Copy link to document
[ Copy extemnal link to document

If your child’s final adoption order is certified as having been made in accordance with the terms of the
Hague Convention on inter-country adoption and at least one of the adoptive parents was a British
citizen at the time the adoption arder was made and the adopting parent (or in the case of a joint
adoption, both adopting parents), was (were) habitually resident in the UK at the time of the final
adoption order, then the child will automatically become a British citizen.

The child will become a British citizen ‘other than by descent’, which is the same as if they had been
born in the UK to a British citizen parent. This means that they can pass on British citizenship to any
children they have. Please note that ‘convention interim’ adoption orders or orders entrusting a child to
‘Connection to the F2 server OK

Figure 20. Edit record and its documents separately

You need write access to documents to edit a record’s attached documents and full write access to
the record to edit its metadata.

When a record is in edit mode, it also applies to its record document and approval
NOTE documents, if any. This means it is not possible for one user to edit the record
document while another edits the record’s metadata.
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F2 uses pencil icons & to indicate that someone is editing an attached document. You can see the
icon on attached documents in the document area or preview in all F2 windows. Hover the cursor
over the document to see a tooltip detailing who is editing the document and when they started
their work.

Example: Carla is working on an appendix to a letter, both Word documents. She wants to add a
reference to the appendix in the letter’'s text, but she can see in the record’s document area that
another user is already editing the document. She hovers the cursor over the letter, and a tooltip
tells her that her colleague Sienna started editing the record a couple of hours ago. Carla knows
that if she opens the letter to edit it, Sienna risks losing two hours of work. When Sienna finishes
editing the document, saves and closes it, the document’s icon is immediately updated, showing
Carla that she can safely open and edit the letter.

8 Alya Qaimkhani [Quali

@ [ Copy record ~ @

& Copy link to this record ~

-hment Create c5earch
- record PDF -~
Other chearch
D Record document
@ Decision letter.docx ] @

Title: Decision letter
Being edited by: Chester Clarkson 27-02-2024 1346
Include attachment in original format cleaned for metadata

Figure 21. A document’s pencil icon and tooltip in record preview

You can also choose to take over a document from another user.

Take over a record

When another user is editing a record, the Edit menu item changes to Take over editing in the
ribbon. This shows you that the record is being edited, and you have the option to take over. If you
take over a record, the other user may not be able to save their changes.

You can only take over a record from another user if you have full write access to the record.

TIP It is good form to chat your colleague before taking over work on a record.

Click Take over editing to take over a record, including its record document and approval
document, if any.
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Record Advanced Participants Help

4 B 80
LB -7 Nelote rerard
Go to main  Open the Take aver T 7 Archive
window record's case - editing and close
MNavigation Edit

Figure 22. The "Take over editing" menu item in the record ribbon

The dialogue "Another user is editing the record" shows you the name of the user currently editing
and when they started. Click Take over editing to continue.

2. Another user is editing the record - X

Ishwar Tagore is currently editing the record (started: 21,/04/2023 09:29). If you take over editing,
Ishwar Tagore might not be able to save their work.

Are you sure you want to take over editing?

Tip: ¥ou can edit the record's documents without taking over record editing.

Take over editing Cancel

Figure 23. The dialogue "Another user is editing the record”

If you have taken over editing by mistake, you can undo it. Click Cancel in the

NOTE ribbon, and the user you took over the record from regains the option to save their
work.

When you take over editing, the other user is immediately notified by F2 that you have taken over
the record.

(1) Your record editing has been cancelled X

Ireene Todd has cancelled your editing of the record (21-04-2023 09:31). You may not be able to save your work.

Figure 24. The other user is notified when you take over the record

The user you took over from cannot save their changes but can click Cancel in the record’s ribbon
to discard them. They can then close record.
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Record Advanced Participants

N T € Cancel
m e Delete record ~
Go to main Open the Save Archive
window  record's case ~ and close
Mavigation Edit

Figure 25. The "Cancel" menu item in the record ribbon

If the other user attempts to save their changes after you have stopped editing the record, F2 will
tell them that a newer version of the record exists. The user can click Yes in the dialogue to undo
their changes and show the latest version of the record.

(?) Record has been updated X

The record was edited by Ireene Todd on Friday, 21 Apr at 09:34.
You cannot save your changes.

Do you want to cancel your changes and show the latest version?

ez || Mo

Figure 26. The "Record has been updated" dialogue

It is also possible to take over the record’s attached documents.
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Menu items on the record ribbon

Menu items for working on the record are found on the record ribbon.

Many functions pertaining to a record depend on its status and the user’s access level.

- o x

Re: Planned maintenance (Record ID: 776)

$ leene Todd (TOfel A

ois f Cancel 2 IZ Emj [2 ( ; 4 New note. 3 & =1 F * 0 as LN v} [AD & Print * @ [ Copy rex @
p— % Delete record * © New annotation = Flag: Selectfag v Flag Selectflag ¥ = 8 Lock documents & Copy link o this record
Gotoman Openthe  Edit Archive Markasumead  Send  Setrecordto  New New  Add showall M & Newdocument Attachment  Create cSearch
i e - andclose  andclose © Complete  chatv BNeWrQUSStT record- approvsl  fies-  Deadine: Selectdste ) Deadiine: Selectdate B o mplate B record PDF
Navig et Devery st New E M TOffce Documens Other cSearch

You can customise the ribbon in the window "Customise toolbar and ribbon".

The table below describes the menu items on the record ribbon.
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Menu item

[ ]
m e
Go to main Open the
window  record's case =

Edit

Take over
editing

g

Save

Description

Navigate between the main and case windows by clicking one of
them.

By clicking the drop-down arrow next to “Case”, it is possible to
navigate to the case tabs “Case” and “Participants”. If add-on
modules have been added to the case, such as F2 Manager, their
corresponding tabs are also shown under Case as shown below.

S Case ~

Case
Participants
F2 Manager

wo [ % £

Case guide

w  Meeting
= Fol
Figure 28. Drop-down menu for “Case”

It is possible to navigate to the case and participant windows from
the record window even when the record is in read-only mode.

When a record is in read-only mode, click the Edit button to make
changes to the record document, its attachments, and its
metadata fields.

When a record is in edit mode, the Edit menu item is replaced
with the Save item.

If another user is editing the record, the Edit menu item is
replaced with the Take over editing item.

You can take over work on a record including its record and
approval documents by clicking Take over editing in the ribbon.
The menu item is shown when another user is editing the record.
The other user is notified when you take over the record.

Read more about taking over work on a record.

Save changes to the record document, its attachments or its
metadata fields by clicking Save.

The record cannot be saved if a validation error is found. This error
occurs e.g. when an invalid value has been entered into a
metadata field. The field will turn red and the Save button
becomes inactive.
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Menu item

32

X Delete record

| & Restore record

W

NZ)

Archive
and close

Description

fields. This does not affect changes made to the record title or any
attached documents.

Depending on whether the record has been shared, Delete
record works in two different ways.

When the user deletes a record, F2 asks the user to confirm this
action.

Users with the privilege “Can delete shared records for everyone”
have the option to Delete for everyone via a drop-down menu.

- Delete record ~

¥ Delete record
€3 Delete for everyone
Figure 29. Drop-down menu for “Delete record”

Read more in the Delete record section.

This menu item is visible when a record has been deleted and then
opened from the “My deleted records” list.

Before a record is restored, F2 asks the user to confirm this action.
This button helps the user “tidy up” the record by removing it from
the user’s inbox and desktop.

If the user has the responsibility for the record, the record’s status
can be changed from “In progress” to “Completed”.

When the user archives a record, the following dialogue appears.

ﬁ’g Move record to a folder X

Move record to archive?

The record will be removed from My inbox and My desktop.
Set record to 'Complete’, if | am responsible

Do not show again. Archive from now on as | have selected
above.

OK Cancel




Menu item

Y

Mark as unread
and close

: &
—
Prepare
sending

Send

R
Send
-

]
g Send securely

[

Set record to
‘Complete’

-
Reopen
record

Description

Figure 30. “Move record to a folder” dialogue
Click on Mark as unread and close to close the window and
mark the record as unread.

You can use the function to keep track of records you need to get
back to later. Combine the function with flags and personal
searches to maintain an accurate overview of everything you
receive and which actions you need to take.

Click “Prepare sending” to display the delivery metadata fields
used for sending the record as an email.

When adding a recipient, this menu item changes to either “Send”
or “Send securely”, depending on the configuration.

For further information, see below.
The “Send” menu item is used to send an email (internally or
externally).

“Send securely” is a configuration with which an encrypted email
can be sent from F2 to external recipients. The security level of
emails sent internally in F2 is already correspondingly high, so
internal emails need not be sent using this function.

Use of this function presupposes that the organisation has a third-
party provider to sign and encrypt the emails F2 marks as “Send
securely”.

Emails sent securely are marked with the =] icon.

F2 is configured in cooperation with cBrain.

Changes the record’s status from “In progress” to “Complete”.

When the record is completed, this menu item changes to
“Reopen record”, which is described below.

Reopen a record. Changes the record status from “Complete” to
“In progress”.
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Menu item
= :
% New annotation

i New request ~

B New request
B New group request

E.

-

Mew record
Mew email

Mew document
Mew approval
Mew Digital Post
Mew e-Boks

Mew M4 mail

SR o RON < QY

Mew ocutput manager

L4 New email
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Description

For further information on notes, see the Notes section.

Open the “New annotation” dialogue.

For further information on notes, see the Annotations section.

Open the “New request” dialogue from which a new request can
be created.

Select either a regular request or a group request via the drop-
down menu. Both types are add-on modules and respectively
enable:

« Internal requests: Internally in one F2 authority.

o Group requests: Between two F2 authorities on the same
installation.

For further information, see Request and Group Request.

Click on New record to open the “New record” dialogue. For
further information on this dialogue, see the Creating a new record
section.

Click the drop-down arrow to open a menu with the following
items:

* New record

* New email

« New document

* New approval (add-on module)

* New Digital Post (add-on module)
* New e-Boks (add-on module)

e New M4 mail (add-on module)

* New output manager (add-on module).

Each menu item creates a new record whose metadata are
adjusted according to the selected type.

The submenu items are described below.

Create and open a new email with the user as sender. For further
information on creating and sending emails, see the Email section.
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Menu item

@ New approval

[_E'.-i‘. Mew Digital Post

B MNewe-Boks
A Mew M4 mail

E§ Mew output manager

Description

from template section.

The newly created record inherits the title from

DOLE the attached document.

Open the “New approval” dialogue from which a new record with
an approval can be created.

F2 Approvals is an add-on module. For further information, see
Approvals.

The “New approval” dialogue offers the same options as when
creating a new record. These are described in Creating a new
record.

Open the “New Digital Post” dialogue from which a new Digital
Post can be created.

Requires the add-on module F2 Digital Post (Next Generation).
Read more here.

The “New Digital Post” dialogue has the same options as the “New
record” dialogue. These are described in Creating a new record.
Open the “New e-Boks” dialogue from which a new Digital Post for
e-Boks can be created.

Requires the add-on module F2 Digital Post (e-Boks). Read more in
here.

Open the “New M4 mail” dialogue from which an M4 mail can be
created.

Requires the add-on module F2 Digital Mail (M4).

The “New M4 mail” dialogue has the same options as the “New
record” dialogue. These are described in Creating a new record.
Open the “New output manager” dialogue from which a new
record with an output manager can be created.

Requires the add-on module F2 Output Manager.

The “New output manager” dialogue has the same options as the
“New record” dialogue. These are described in Creating a new
record.
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Menu item Description

information, see the Settings and Setup.

The “Show all fields” drop-down menu lets the user choose
between the following groups of metadata files:

o Delivery
e Standard

¢ Advanced.

These fields are described in Record metadata.

* v C A user has several managing options for records in F2:

s *

Flag: Selectflag ¥+ Pplacing record

Deadline: Selectdate T} | Flagging a record

Me

» Deadline for a record.
These options are described in further detail in Personal
management.

o v G A user has several managing options for records on behalf of
his/her unit in F2:

Flag: Select flag v

Deadline: Select date % < Unit's placement of a record
Administration « Unit’s flagging of a record

o« Unit’'s deadline for a record.

These options are described in further detail in Unit management.

AL Open the “New document” dialogue from which the user can add

= a document template to the record. Read more in the New
Mew document

document from template section.
from template

é Print = Two print options are available for a record:
é Print o “Print”:
Use this option to print only the record document and its

= Print attachment
metadata.

e “Print attachment”:
Use this option to print one of the record’s attached documents.
This menu item is only active if the user has selected an
attachment.
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Menu item

o

Attachment

-

[} Attach file

Eﬁ Attach records from F2

E’ﬁ Attach document from F2

Attach document from same case

E" Include attachments from received email

Create
record PDF -

EI Cre=ate record PDF
[} Create adjusted record PDF
W Create F2 Manager PDF

Description

Figure 31. Documents are locked

Locked documents cannot be edited until they are unlocked by the
same user or another user with full write access to the record.

The locked state cannot be changed if the record has been sent or
received as an email. In this case, the menu item is deactivated:

a» Lock documents
Figure 32. Documents cannot be unlocked

Locking a record’s documents includes the record

NOTE document itself.

Open Windows File Explorer to select a file and attach it to the
open record.

Clicking the drop-down arrow opens a menu with the following
menu items:

o Attach file

» Attach records from F2

e Attach document from F2

e Attach document from same case

¢ Include attachments from received email.

The menu items are described

section.

in the Attaching documents

Create a PDF version of the record and its attachments.

Click the drop-down arrow to display a menu with the following
items:

o Create record PDF
o Create adjusted record PDF
* Create F2 Manager PDF.

The created PDF will
associated with PDF files.

open automatically in the programme

Each menu item is described below.

37


file:///home/docker/antora/pdf-generation/pdf-cache/components/en-GB/docs/docs-en/11/modules/records/documents/pages/attaching-documents.html

Menu item

[} Create adjusted record PDF

M Create F2 Manager PDF

38

Description

Figure 33. PDF file created from record

The template used when generating the PDF can
be adapted to the organisation’s needs.
Configurations are made in cooperation with
cBrain.

NOTE

Opens the “Create adjusted record PDF” dialogue. Here the user
selects which documents to include and whether a header for each
should be included.

Create adjusted record PDF - = X

Choose which documents to include in your PDF,

Title

=)

Metadata front-page

Record document

=

Deletion report for case "2018 - 6 Quality - New employees’.pdf

Rl O & RO
O

=)

Deletion report for case "2020 - 3 Meetings'.pdf

3 out of 4 documents selected

Add document header to selected documents

Create PDF Cancel

Figure 34. “Create adjusted record PDF” dialogue

Select or deselect all documents simultaneously by checking the
box on the left of "Title". You can toggle the automatic document
header added to the documents using the checkbox at the bottom
of the dialogue.

Your personal setup determines how F2 pre-fills this dialogue.

Displays the record as it will appear on F2 Manager on iPad.

Requires the F2 Manager add-on module. For further information
on this, see Manager.
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Menu item

" Copy link to this record =

&’ Copy link to this record
## Copy record ID

cSearch

Description

the Copy record and merge to case participants section.

Link one record to another via either title or ID.

“Copy link to this record” copies a link to the clipboard and can be
pasted into another record document. The link will be displayed as
the record’s title.

“Copy record ID” copies the record ID to the clipboard which can
then be pasted into e.g. a record document, a chat or a search
field.

When clicking a copied link, make sure that only
one instance of F2 is running. Otherwise F2 may
NOTE attempt to open it in the wrong instance.
Additionally, the record to which the link refers
cannot be in edit mode when the link is used.

Opens cSearch, an advanced, intelligent search engine for F2.
cSearch is an add-on module. Read more about cSearch.
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The record ribbon functions

This section describes selected functions of the menu items in the record ribbon.

Delete record

The function of the “Delete record” menu item depends on whether the record has been shared.

A record is defined as shared if the creator has involved another user on it, or if another user has
searched for and opened the record.

Involving another user may happen through e.g. a chat, emailing the record, reallocating
responsibility or adding a supplementary case manager.

A record with the access level “All” or “Unit” is only counted as shared if it has been opened by a
user other than its creator. Once a record has been shared, it cannot be deleted even if the means
by which it was shared, e.g. a chat, is deleted.

F2 asks for confirmation before the user deletes a record.
The record cannot be deleted if:

e The user does not have full write access for the record.
e The record is in edit mode.
e There is an unread annotation on the record.
e The record has a record number on a case, i.e.:
o The record is attached to a case.
o The record has been registered.

The tooltip for the “Delete record” menu item will explain why deleting the record is not possible.
Hover the cursor over the “Delete record” menu item to view the tooltip.

Delete record (Delete)

Delete record

! This command is currently
disabled.
The record 'Re: Verification
of information regarding
employment rates' cannot
be deleted, because you are
currently editing it.
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Deleting unshared records

Unshared records can be deleted from F2.

If the record has not been shared, clicking Delete record has the following consequences:

e The record is removed from all lists and personal folders.

e The record is transferred to “My deleted records” from which the user is able to restore it or
delete it permanently.

When deleting an unshared record, it is removed from all lists, including the
“Archive”, and can only be found in “My deleted records”. The record is kept there
for 30 days after which the deletion is permanent. The 30-day period can be
adjusted to accommodate the needs of the organisation.

NOTE

Deleting shared records

Only users with the privilege “Can delete shared records for everyone” are able to delete shared
records.

If the record has been shared, clicking Delete record has the following consequences if the user
does not# have the aforementioned privilege:

e The record is removed from “My inbox”, “My desktop”, “My archive”, “My sent records”, “My
chatted records”, and any lists created therefrom.

e The record is transferred to “My deleted records” from which the user is able to find any records
that they have deleted.

e The record stays in the “Archive” and may still be found via searches.

o Any other users with whom the record has been shared are still able to see it on their lists.

Delete for everyone

The “Delete for everyone” menu item is used to delete a record even if it has been shared. Only
users with the “Can delete records for everyone” privilege have access to “Delete for everyone”.
For other users the menu item is invisible.

Delete record ~

Delete record
Delete for everyone
Figure 36. “Delete for everyone” menu item

“Delete for everyone” is found in the drop-down menu for “Delete record”. Using this, a shared
record can be deleted.

The following conditions will block deletion of a record for everyone:

e The user does not have full write access for the record.
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e The record is in edit mode.

e There is an unread annotation on the record.

e The record has a record number on a case, i.e.:
o The record is attached to a case.

o The record has been registered.

Clicking Delete for everyone has the following consequences:

e The record is transferred to “My deleted records” from which the user is able to find any records
they have deleted.

e The record is removed from all other lists, including the “Archive”.

e The record may still be found through “Search all over” by users with access to the record
before it was deleted.

Deleting a record permanently

A user with the “Can delete records for everyone” privilege can delete shared records permanently.
Other users may only permanently delete unshared records.

To permanently delete a record, go to the main window. From here, select the “My deleted records”
list.
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Main window Settings Administrator

D Mew email New Digital Post New FOI request
_ Mew document Mew e-Boks MNew M4 mai -
Goto Goto Mew M ew Reply
=rze EEETlo ] MNew approva New cutput manager chat ~ .
Mavigation Mew
! My deleted recor... +
B % B & 22 & Show records  Show cases  Show documents
Search in lists Search for records here
> Favourites Title Letter date
» ["] standard ] Your user settings have been upd...  15-02-2022
» o5 Unit searches [ [ Open record
N 2= New r
wot Personal searches Reply ,
> of Units &7 Forward
> Folders O 4] Mark as unread
v B Mi o & Personal control: Ireene Todd k
| I5C. i
| Flag (Me) v
[ & My private records (/) [ Flag (IT Office) N
[E Library O 4§ EJ Rename record
|3 My deleted records [ ¥ Delete record
| D" Restore record
C"J Search all over D ’
& Access control k

Figure 37. The record context menhL} in “My deleted records”

Select the record and right-click to open the context menu. Then click Delete record. F2 asks for
confirmation from the user before a record is permanently deleted.

Copy record and merge to case participants

The following describes the options for copying a record and merging a document template to the
case participants.

i Copy record
HH Copy to another case

[s4 Merge to case participants
Figure 38. “Copy record” menu item

These functions are found in the drop-down menu of the “Copy record” menu item on the record
ribbon.
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Copy record

Click Copy record to open the “New record” dialogue.

™) Copy record
Figure 39. “Copy record”

From this dialogue it is possible to create a copy of the open record.

D New record

Create a new record,
You can assign the record to a case now, or do it later.

Title: |Cc:p5.-' of: Budget request

Caze |EU'22 -5w .j| Use case number (2022 - 5)

Record attachments

Current record: Re: Budget request
O Do not attach

@ Include attachments from the current record

I:' Relate the new record to the current record

Copy metadata

'@'_ Add approval

| oK

|| Cancel

Figure 40. Create new record via “Copy record”

When copying a record, the user must take the following fields into account:
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Field

“Title”

ucase"

“Use case
number”

“Record
attachments”

“Relate the new
record to the
current record”

”

“Copy metadata

“Add approval”

Description
Enter the record title here. F2 automatically adds “Copy of [title of original

record]” in this field.

Add the record to an existing case by entering the case number here, or
search for a case by clicking the case icon §is.

Suggestions in the “Case” field can be configured so they
NOTE are more relevant to the individual user. The configuration
is performed in cooperation with cBrain.

It is also possible to create a new case for the record. For further information
on creating new cases, see the section Adding a record to a new case.

If the original record is attached to a case, the user can tick this box to add
the new record to the same case.

Choose whether to copy the attachments from the original record to the new
record.

By default, the option “Include attachments from the current record” has
been selected, which means that all attachments from the original record
will be copied to the new record.

If the attachments are not needed, use the “Do not attach” option.
Tick this box to create the record as an answer record to the original one.

This relation is shown in the “Related records” menu item on the “Advanced”
tab of the record window.

For further information on related records, see the section Menu items on
the “Advanced” tab.

By default, the “Copy metadata” box is ticked.

Since the new record is a copy of the original record, it is often desirable to
copy the metadata as well.

Requires the add-on module F2 Approvals.

Displays fields related to approvals, so the record can be created with an
approval flow attached. Read more here.
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Copy to another case

This function is a quick way of copying a record to another case.

{T: Copy to another case
Figure 41. “Copy to another case”

Click Copy to another case to copy the record as well as its metadata and attachments to
another case. The dialogue below appears. From here a case is selected to which a copy of the
record is added.

212 Copy to another case x

The record is copied, and the copy is assigned to the case you select
below.

You are set as the responsible for the new record - other metadata
are copied unchanged. The copy does not become part of the record
COpPY Overview.

Case: | 2015-8 as

oK Cancel

Figure 42. “Copy to another case” dialogue

From this dialogue it is not possible to choose between variations of the record, whether to include
metadata, or to create a relation.

Click OK to open the new record.

Merge to case participants (add-on module)

“Merge to case participants” is part of the F2 Merge Codes add-on module, and the menu item is
available only if the module is installed.

[#4 Merge to case participants
Figure 43. Merge to case participants

This function will add a document from a template to the open record. This template contains one
or more merge codes, which may collect information from the participant register, metadata or the
phrase archive.

This lets the user merge standard email templates with the participants identified on a given case.

Read more about merge codes.
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Menu items on the “Advanced” tab

The record window’s “Advanced” tab contains menu items for working with a record. Whether a
menu item is active depends on the user’s role and the record’s status. For example, the active

menu items of an email differ from those of a standard record.

Re: Planned maintenance (Record 1D: 776)

& Ireene Todd (T Office) ~

Record Advanced Participants Help
] o Cance V. v Clean up when sending  %# Add to meeting (0) Case help £ Access information @) History ®
1) ns / . tﬁ X k4 | o o . .
3 Delete record Confirm clean up Opel dal Unit casework line 2, Related records (2)
Go to main Open the Edit Archive  Mark as unread Move Delivery Physical mail ~ - Versions
window  record's case - and close  and close record~  type~ ¥ ssign as reply FOI requests (0 -
Edit Move rec... Email Record actions Case help Access History Versions

Navigation

Figure 44. Menu items on the “Advanced” tab

The access level on a record also affect which menu items are active.
You can customise the ribbon in the window "Customise toolbar and ribbon".

The menu items of the “Advanced” tab are described below.
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Menu item

h o

Go to main Open the

48

window  record's case =

Edit

Take over
editing

g

Save

Description

Navigate between the main and case windows by clicking one of
them.

By clicking the drop-down arrow next to “Case”, it is possible to
navigate to the case tabs “Case” and “Participants”. If add-on
modules have been added to the case, such as F2 Manager, their
corresponding tabs are also shown under Case as shown below.

S Case ~

Case
Participants
F2 Manager

wo [ % £

Case guide

w  Meeting
= Fol
Figure 45. Drop-down menu for “Case”

It is possible to navigate to the case and participant windows from
the record window even when the record is in read-only mode.

When a record is in read-only mode, click the Edit button to make
changes to the record document, its attachments, and its
metadata fields.

When a record is in edit mode, the Edit menu item is replaced
with the Save item.

If another user is editing the record, the Edit menu item is
replaced with the Take over editing item.

You can take over work on a record including its record and
approval documents by clicking Take over editing in the ribbon.
The menu item is shown when another user is editing the record.
The other user is notified when you take over the record.

Read more about taking over work on a record.

Save changes to the record document, its attachments or its
metadata fields by clicking Save.

The record cannot be saved if a validation error is found. This error
occurs e.g. when an invalid value has been entered into a
metadata field. The field will turn red and the Save button
becomes inactive.



Menu item

X Delete record

| & Restore record

W

NZ)

Archive
and close

Description

fields. This does not affect changes made to the record title or any
attached documents.

Depending on whether the record has been shared, Delete
record works in two different ways.

When the user deletes a record, F2 asks the user to confirm this
action.

Users with the privilege “Can delete shared records for everyone”
have the option to Delete for everyone via a drop-down menu.

- Delete record ~

¥ Delete record
€3 Delete for everyone
Figure 46. Drop-down menu for “Delete record”

Read more in the Delete record section.

This menu item is visible when a record has been deleted and then
opened from the “My deleted records” list.

Before a record is restored, F2 asks the user to confirm this action.
This button helps the user “tidy up” the record by removing it from
the user’s inbox and desktop.

If the user has the responsibility for the record, the record’s status
can be changed from “In progress” to “Completed”.

When the user archives a record, the following dialogue appears.

ﬁ’g Move record to a folder X

Move record to archive?

The record will be removed from My inbox and My desktop.
Set record to 'Complete’, if | am responsible

Do not show again. Archive from now on as | have selected
above.

OK Cancel
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Menu item

Y

Mark as unread
and close

Move to archive
[, Move to private
Move to library

| Move to archive
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Description

Figure 47. “Move record to a folder” dialogue

Click on Mark as unread and close to close the window and
mark the record as unread.

You can use the function to keep track of records you need to get
back to later. Combine the function with flags and personal
searches to maintain an accurate overview of everything you
receive and which actions you need to take.

The “Move record” drop-down menu contains three items:

¢ Move to archive
» Move to private

* Move to library.

These items are described below.

The menu item “Move to archive” is active for records placed in
the “My private records” list. Use it to move a record from here to
the shared archive.
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Menu item

X
Delivery
type -
Record (Mo delivery)
~  Ema
Remote printing
Digital Post
e-Boks
M4 mail

Description

A record can only be moved to the “Library” list while its access
level is “Involved”. Once moved the access level may be
expanded.

The “Library” list is an archive shared between all F2 users, so
records with access level “All” in the “Library” can be seen by all
users in the organisation.

After it has been moved to the “Library”, a record can be edited as
usual. This includes the record’s access level, attachments and
metadata.

If a record that is moved to the “Library” was added to a case, a
copy will be created and the original record will be removed from
the case.

The “Delivery type” drop-down lets the user choose how to send
the record.

When the delivery type has been chosen, the relevant metadata
fields are added to the record.

The menu item’s icon will change to reflect the delivery type. This
change also applies to the title bar of the record window:

[ Record (no delivery)
=  Email

[ Remote printing

@ Digital Post

B eBoks

4 M4 mail

The delivery type may be changed even when the record is not in
edit mode.

Changing the delivery type happens instantaneously, and it is not
necessary to save the record for the change to take effect.

The number of delivery types available depends

NOTE on the add-on modules in your organisation’s F2.
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Menu item

*+* Add to meeting (0)

¥ Open in calendar

52

e+ Assign as reply

Case help

Unit casework line

Description

Via “Setup” on the “Settings” tab of the main window, the user
can choose that F2 ticks all boxes automatically.

Regardless of personal settings, it is possible to decide F2's
actions each time an email is sent.

Use this menu item to add a record to a specific meeting.

The number of meetings to which the record is added is shown in
brackets.

F2 Meetings is an add-on module that aims to facilitate meetings
by assisting the user in preparing an agenda, managing meeting
documents and producing minutes.

This menu item is active if integration with Microsoft Outlook is
enabled on the F2 installation and the record contains a
compatible calendar invitation.

Click Open in calendar to open an attached invitation in Outlook.

This menu item is used to assign a record as a reply to an
incoming email.

Click Assign as reply to open the “Choose record” dialogue in
which the email can be selected.
Tick this box to make the “Case help” dialogue appear when the

record is saved.

The case help is set up during the initial configuration of F2 and
supports users in following the organisation’s established
guidelines for working in F2.

For further information, see the Case help section.

When a record is sent to internal users or units, the “Unit
casework” line is created for each recipient.

The “Unit casework” line appears when the record is sent.

For further information, see the section The unit casework line.



Menu item

= FOI Requests (1)

= History

O

Versions
@ Mew version
+ Version 2 - 21/05/2019 16:16:15
Version 1 - 21/05/2019 16:12:46

Description

This menu item becomes active when the record is linked to
another record. The number in brackets shows the number of
related records.

4 Related records - O X

o]
P Related records

0o-0

Attached

Title IDNo  From To Sent This attached ~ Attached to this
New budget 519 Hugo Hugosen v

3 Candidate B final comment 554 Kasper Klausen v

Close

Figure 48. “Related records” dialogue

This dialogue contains information about sender, recipient, and
when the email has been sent. The columns at the far right show
whether the related record precedes or follows the open record.

This menu item is active when the record is part of an FOI request.
The number in brackets shows the number of FOI requests in
which the record appears.

Clicking FOI Requests opens a dialogue with a list of the FOI
requests in which the record appears. FOI request is an add-on
module. For further information, see FOI Request, Advanced.

Opens the “Record history” window which lists all activities
registered on the record.

For further information, see the History section.

Create a new version of the record and view previous versions.

For further information, see the Versioning section.
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Functions of the “Advanced” ribbon

This section describes the functions of the menu items on the “Advanced” tab.

Case help

F2's case help assists users in following the organisation’s rules and guidelines for case processing.

The case help is set up during the initial configuration of F2 and supports users in following the
organisation’s established guidelines for working in F2. This means that it may contribute to
keeping case work in line with the organisation’s wishes regarding its conduct.

An F2 installation typically comes with case help enabled. Depending on its configuration, it may
be optional or mandatory for users to follow the case help’s suggestions.

The case help also facilitates that deliveries to the National Archives or a similar institution are
performed with a minimal search for records that are not associated with a case, but should have
been. Registering a record is insufficient if it must be delivered to the National Archives; it must
also be associated with a case. The case help can be set up to remind users of this.

If needed, case help can be disabled for individual users. These users are assigned
NOTE the privilege “No case help for saving or sending records”. For further information
on assigning privileges, see Administrator.

In the case help dialogue “Suggested changes when [action]”, the dialogue title informs the user
which action that caused the dialogue to open. The action may be saving, sending, forwarding or
replying to a record.

The dialogue text offers more context. Suggested changes are based on one of five categories:

e Save record.

e Save record from external participant.

« Send record internally.

e Send record to own unit.

» Send record externally.

The figure below is an example of F2 supporting the user via case help when saving a record. In

this example, management has decided that records must be registered, and that their access
level must be “Unit”.

If the sender has not performed these actions already, the case help will open and suggest that the
user perform them.
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?..f Suggested changes when saving a record X

You are saving the record:
Letter with FOI request reply (Record ID: 373).

When saving a record, the case help suggests the following:

Mark record for registration

Set access to Secretanat of the management

| OK || Asl: again later || For this record de not ask again

Figure 49. Case help: Suggested changes

When the user has selected the actions to be performed on the record, three options exist:

Function Description
“OK” The case help will perform the selected actions on the record.
“Ask again later” The case help will not perform any actions, but remains active. The

dialogue reappears when relevant.

“For this record do not ask The case help will not perform any actions and is deactivated for this
again” record. It may be reactivated via the “Advanced” tab.

The case help does not suggest retaining the currently selected access level or

NOTE restricting it.

Case help on answer records

If the organisation has decided that records be created with case help, the following applies:

» Case help is activated for records created as a reply to or a forward of a record with case help
activated.

e Case help is activated for records created as a reply to or a forward of a record without case
help.

» Case help is activated for records that are replies to other records.

If case help is activated for an incoming email, and the user clicks either Reply, Forward or Reply
all, F2 performs the following actions:

» Access level is set to that of the incoming record
e “Case help” is ticked.

» The responsibility is allocated to the user.

e The record is marked as read.

» Flags are removed from “Unit line to case processing”
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Access information

Access information shows users with:

e Read access to the record
o Write access to the record’s attached documents (including the record document)

o Full write access to the record and attached documents (including the record document).

To access a record, the following conditions must be met:

e The user has read access to the record.
e |If the record has an access restriction, the user must be included in at least one of the access

groups.

On the “Advanced” tab, click Access information. The “Access information” dialogue lists all users
with access to the record and their access rights.

Read more about the "Access information" dialogue.

The unit casework line

When a record is sent to one or more users or units using the Send function, it is possible to follow
the recipients' processing of the record. This is done using the “Unit casework line”, which is used
in cases of inquiries that require a reply from the recipient, e.g. a record sent to the legal
department in connection with a hearing.

To enable this line, go to the “Advanced” tab and tick the field “Unit casework line” before sending
the record.

%% Add to meeting (0) Case help Access information @ History ®
Open in calendar Unit casework Ii“EI i+ Related records (2) -
Versions
&4 Assign as reply FOI requests (0] =
Record actions Case help Access History Versions

Figure 50. Add “Unit casework” line

This creates a new group of fields on the record, “Unit casework”, when it has been sent. A “unit
casework” line is added for each recipient when a record is sent to multiple users or units.

Unit casework:

GE

D Seen | Finance D Seen Responsible: | Fatima al-Safar 2% Status In progress v Deadline:

Figure 51. The unit casework line

When the email is received, the recipient user or unit can use the line in their work. A deadline and
a responsible user can be assigned using the unit line. The formal responsibility for the record
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remains with the sender; however, with the “Unit casework” line, the recipient may delegate the
responsibility for the record to another user within the same unit.

Information regarding the recipient unit’s management of the record is shared with all users with
access to it. This allows the sender to keep track of the recipient’s work and for example see:

o Whether the receiving unit and its responsible user have seen it.
» Whether the responsibility for a record has been delegated to a certain user.

The status of the record.

Whether the receiving unit has assigned an internal deadline to the record.

Each field is described in the following sections.

If necessary, recipients of emails without the unit casework line can add the line themselves. This
is done by clicking on Show all fields in the record window’s ribbon, selecting Advanced, and
then clicking on the Unit casework in the bottom left-hand corner as shown below.

VPN guide (Record 1D: 842)

Record Advanced Participants Help
{h\ =?= Cance @ E E ?’J Reply all = E% 4
Gotomain  Open the Edit L e Archive Mark as unread  Reply &3 Forward Show all Flog
window  record’s case and close and close = fields Tz
Navigation Edit Delivery : Show all fields
Email sent internally:  yesterday 11:14 Delivery fields
Title: VPN guide Standard
Access Suppl. Record type: Internal ~  Advanced
restricted to: case mgr.: Previous case No:
Case access: Record participants: Remind date: i
restricted to: Received date: 26/02/2024 H
Case access @ SEN/CVR no:

Figure 52. Add the unit casework line on a received email

This adds the unit casework line, as illustrated below.

VPN guide (Record ID: 842)

Record Advanced Participants Help

A e N Cance . |§ Z] &) Reply all = ( F 4+ Mew note :% 2
R . % Delete record ~ (3 Forward . New ann on Flag:
Gotomain  Open the Edit Archive Markasunread Reply Reopen MNew _ Show all X
window  record's case - and close and close - ord chat - e fields - Deadine
Navigation Edit Delivery Status ‘= Show all fields
Email sent internally:  yesterday 11:14 Delivery fields
Title: VPN guide Standard
Access Suppl Record type: Internal v Advanced
restricted to: case mgr.: Previous case No:
Case access: Record participants: Remind date: ]
tricted to:
restrctec e Received date: 26/02/2024 ]
Case access @ SSN/CVR no:
Unit casework:
Seen | Quality Seen Responsible: | Alya Qaimkhani Status: In progress Deadline: 7

Figure 53. Recipient unit’s casework line
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If a user adds the unit casework line on a record received in their inbox, F2 automatically allocates
the responsibility for the record to this user. The following section describes the field in further
detail.

The unit casework line’s “Seen”, “Recipient”, and
“Responsible” fields

“Unit casework” contains two sets of fields indicating who has seen the record: one set for the
recipient and one for the user to whom the responsibility has been allocated.

The first “Seen” field, followed by a field with the recipient unit’'s name, indicates whether a user in
that unit has seen the record. The second “Seen” field, which is followed by a “Responsible” field,
indicates whether the responsible user has seen the record.

Even though a record has been sent to a specific user in a unit, only the recipient unit is shown
until a user has actively seen the record. This is because all users in the unit can see the record
and it may be a different user than the intended recipient who processes the record.

Seen Responsible: | Ishwar Tagore st

Figure 54. The “Seen” and “Responsible” fields

When a user opens the record and clicks on Edit, e.g. to reallocate responsibility or add their own
deadline (see below), F2 automatically ticks the “Seen” field and designates that user as
“Responsible”. If the user reallocates responsibility after this, F2 removes the tick in the relevant
“Seen” field.

This allows the sender to monitor on the record when it has been received by the unit and whether
it will be processed by the user to whom it was sent or by another user in the unit.

However, the recipient can open the record to view it and untick the “Seen” field in case they
cannot process it immediately.

Using the “Responsible” field, the responsibility for the record can be allocated to a user in the
unit. It is not possible to allocate the responsibility for the record to a user outside the unit. When a
user is specified in the "Responsible" field, the record is placed in the inbox of that user, notifying
them of the reallocation of responsibility.

The “Status” field on the unit casework line

The recipient updates the status field to inform the sender whether work on the record is
“Completed” or still “In progress”. This lets the sender of the record follow its status and its
progress.

Status: In progress

Complete

Figure 55. The “Status” field on the unit casework line
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The “Deadline” field on the unit casework line

The recipient may add their own deadline to inform the sender when action on the record is
expected. This lets the sender keep track of the recipients' internal deadlines for processing the

record.

Add a deadline to the record by clicking the calendar icon %% or by entering the date in the
“Deadline” field.

Deadline: =

4 February 2022 »

Mo Tu We Th Fr Sa Su

11 2 3 4 & 6
T &8 9 10 11 12 13
14 i6 17 18 19 20
21 22 23 24 25 26 27

Yesterday Today

Tormorow

Figure 56. The “Deadline” field on the unit casework line

The deadline may also be set by entering e.g. “+10”, (i.e. 10 days from today), in which case F2
automatically fills in the date when the user leaves the field.

History

When a record is edited, F2 adds a description of the activity to the record history.
Click History to open the "Record history" window and see a list of all activity on the record. The
record history can be filtered by either record changes, documents, or metadata using the filter

fields below the column titles. F2 starts filtering the list when the user enters text or makes a
selection from the filter's drop-down menu.
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Record history

Record history

o

Refrezh
Home

Show record changes  Show documents  Show metadata

Timne v | Description | User |
] | |

15-06-2021 14:41 Changed 5tatus from 'In progress' to 'Complete’ Hannah Hendricks

15-06-2021 1441 Send record Hannah Hendricks

15-00-2021 14:39 Created record (Re: Request for further informaticn 2) Hannah Hendricks

Last updated 11:02

Figure 57. The “Record history” window

The dialogue can be kept open while working in F2. Click Refresh to update the list of actions on
the record.

The record history is divided into three tabs which are described in the following sections.

Show record changes

Click Show Record changes to display information about changes on the record, including
creation time and date and selected metadata.

Show record changes  Show documents  Show metadata

Time ¥ | Description | User

| |
05-03-2021 14:13 Changed Status from 'In progress’ to 'Camplete’ Ishwar Tagore
05-03-2021 14:13 Access group added: IT Cffice Ishwar Tagore
05-03-2021 14:11 Create new record version Ishwar Tagore
05-03-2021 14:10 Created record (Mass invitation for Friday seminar) Ishwar Tagore

Figure 58. History: Record changes

Show documents

Click Show documents to display information about changes to the record’s attached documents,
including creation time. The record document is included in this list.
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Show record changes  Show documents  Show metadata

Time ¥ | Description | User

v

05-03-2021 14:27 Copied document 'OLD_2021 budget - maintenance items' from'2021 budget - maintenance evaluation (2021 - 1)’ to 'B.. Ishwar Tagore

18-02-2021 14:08 Document content changed: ‘Record document’ Fatima al-5afar
18-02-2021 09:38 Document content changed: 'Record document’ Fatima al-5afar
18-02-2021 09:56 Created document ‘2021 budget - maintenance items” Fatima al-5afar
18-02-2021 09:56 Document content changed: 'Record document’ Fatima al-5afar
18-02-2021 09:34 Created document 'Record document” Fatima al-5afar

Figure 59. History: Record documents

Show metadata

Click Show metadata to display information about changes to the record’s metadata, including
notes, approvals, and requests.

Show record changes  Show documents  Show metadata

Time ¥ | Description | User -
-
05-03-2021 14:24 Approver Fatima al-Safar: Changed Write access from ‘No' to "Yes' Ishwar Tagore
05-03-2021 14:24 Approval process has started Ishwar Tagore
05-03-2021 14:24 Responsible unit IT Office: Changed Write access from 'No' to 'Yes' Ishwar Tagore
05-03-2021 14:24 Responsible unit IT Office: Changed HasAccessToNode from "No' to "Yes' Ishwar Tagore
05-03-2021 14:24 Responsible unit IT Cffice: Changed GetModeAccessType from 'Nodccess' to "Write' Ishwar Tagore
05-03-2021 14:24 Changed Record number from "<empty>'to "4’ Ishwar Tagore
05-03-2021 14:24 Changed Registered from "No' to 'Yes' Ishwar Tagore
05-03-2021 14:24 Changed Access from 'Invalved” to 'Unit’ Ishwar Tagore =

Figure 60. History: Record metadata

Versioning

Versioning of records is managed by F2. A record and its attachments only appear once in F2.
When a new version of a record is made, all users will see the newest version only.

It is possible to check the record’s version number and each version’s creation date and, if the user
has at least write access to the record’s documents, make an earlier version active again. F2
retains all previous versions of the record, and they can be accessed from the record window.

Versioning is described in further detail below.

Creating a new version of a record

To create a new version of a record, go to the “Advanced” tab, open “Versions” drop-down menu,
and click New version.

Versions

:"3 Mew version
< Version 2 - 21/05/2019 1&:16:15
Version 1- 21/05/2019 1&:12:46

Figure 61. New version
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Sometimes F2 creates a new record version automatically. This happens when the case number on
the record is changed, i.e. when a record is moved from one case to another. The new record
version is created before any other changes are saved.

In certain instances, F2 suggests creating a new record version. This happens e.g. when a user
saves a record’s attachments who were previously edited by someone else. A dialogue is shown
from which the user may choose to let F2 create a new version.

If a user makes several successive document changes, F2 only asks to create a

NOTE ,
new version once.

Previous versions

A list of previous record versions can be found on the record window’s “Advanced” tab. Click the

drop-down arrow on the menu item “Versions”. Each version is assigned a number, with the
highest being the most recent version of the record.

©

Versions
@ Mew version
+ Version 3 - 23/05/2019 11:15:45
Version 2 - 23/05/2019 11:0%:52
Version 1 - 05/07/2018 13:20:14

Figure 62. Select previous version

By default, users are shown the most recent version of the record. To see a previous version, click
on it in the list. For further information, see Versions and access.

F2 will then open the previous version of the record, and a purple bar above the record metadata
shows that it is version x of y.

Record - version 2/3

Title: Q3 meeting 2018
EFrom: Ann Sekner (Case
To: Administration (D
Cc

Xbc

Status: In progress

Figure 63. Veersion 2 of 3

This means that a user can always access previous versions of a record and its attachments in F2
regardless of any changes and edits. Note that old versions of chats, notes, and requests are not
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retained. These can only be seen on the active version.

The record must be in read-only mode for the “Versions” drop-down menu to be
active.

NOTE

A previous version of the record cannot be edited, but the user may make a copy of the record in
the desired version and continue working with this version in a new record.

A previous version of the record can be set as the active version.

When a previous version of the record has been selected in read-only mode, click Make version X
the active version.

Versions

-

) Make version 2 the active version
Version 3 - 23,/05/2019 11:15:45

< Mersion 2 - 23/05/2019 11:09:52
Version 1 - 05/07/2018 15:20:14

Figure 64. Make current version the active version

When you click on Make version X the active version, F2 creates a new version of the record
based on the currently selected older version. In the example on the figure above, version 2 would
be the basis for a newly created version 4.

This means that attachments added in later versions are removed and changes to the record
document or metadata are reverted to their state in the previous version. However, old versions of
chats, notes, and requests are not saved. This means the newest versions of these elements will
be copied to the newly created record version.

NOTE Only the active version of a record can be edited.

Versions and access

The “Access” value on the newest version of a record determines whether it is accessible to a user.
The record’s access level is retained when a new version is created. For example:

Three versions of a record exist. All have the same case manager and responsible unit, but version
1’'s access level is “Involved”, version 2’s is “Unit”, and version 3’s is “All”.

Because the newest version of the record has the access level “All”, all users have at least read
access to version 3. The responsible case manager and other involved users can access all three
versions (by accessing them from the “Versions” menu item). Users in the responsible unit can
only access versions 2 and 3, while users outside of the responsible unit can only access version 3.

A similar principle applies to the “Suppl. case mgr.” field. A supplementary case manager with full
write access cannot accidentally restrict their own access rights. If the supplementary manager
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reverts the record to a previous version to which they previously only had read access, they keep
their full write access from the current record version.

Access restrictions on a record also affect uses' access to a given record version. For example:

Two versions of a record exist, both with the same responsible user and access level “All”. In
version 1 the responsible user’s unit is added to the “Access restricted to” field. This means that

users outside of this unit are only able to access version 2.
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Menu items of the “Participants” tab

The “Participants” tab shows a list of participants involved on the record.

D Biannual audit {(Record ID: 834)

Record Advanced Participants 3 Callum Cook (Quality Assurance!
ﬁ .i. £ Al cases with these participants
e — DF:I'-I.thE & All records with these participants
i meeTmle emEee @ Reload related searches
Mavigation Related
Type Name T Unit Role E
Executor Callum Cook Cuality Assurance Case manager
Executor Chester Clarkson Cuality Department head
Executor Christopher Fletcher Finance Case rnanager
Executor Fatima al-5afar Finance Case rmanager
Executor Finance Administration
Creator Hannah Hendricks HR Chief consultant
Executor Hannah Hendricks HR Chief consultant
Responsible Hannah Hendricks HR Chief consultant
Sender Hannah Hendricks HR Chief consultant
Executor Hally Rogers HR Case manager o
Extended access HR Administration
Recnnnsihle nnit HR Adminictratinn hd

Case: 2021 -77 @ > Il Connection to the F2 server OK
Figure 65. The “Participants” tab in the record window

F2's participant register can also be accessed by clicking the participant icon 28
NOTE above the search lists to the left of the main window or by using the keyboard
shortcut Ctrl+K. For further information, see Searches.

It is possible to edit the list view. Right-click a column in the list, then click Columns in the context
menu.

The “Select columns” dialogue opens. From here, it is possible to add or remove columns.
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Select columns - m| x

| Search on column name

|:| Show only selected columns

Access Limitations Address Marne
Role SSN/CVR no Type
Unit [ ] Email [ ] Mobile
|:| Participant No |:| Telephone |:| Title

Close

Figure 66. Select columns on the “Participants” tab

Right-click a participant in the list to perform a related search and view which participants are
involved on which records and cases. For further information, see Searches.

Menu items for working with the record participants can be found on the “Participants” ribbon.
You can customise the ribbon in the window "Customise toolbar and ribbon".

These menu items are described below.

66


file:///home/docker/antora/pdf-generation/pdf-cache/components/en-GB/docs/docs-en/11/modules/records/searches/pages/index.html
settings-and-setup:adjust-ribbon-toolbar.html#adjustment-window

Menu item

[ ]
m e
Go to main Open the
window  record's case =

& Al cases with these participants

& Al records with these participants

Description

Navigate between the main and case windows by clicking one of
them.

By clicking the drop-down arrow next to “Case”, it is possible to
navigate to the case tabs “Case” and “Participants”. If add-on
modules have been added to the case, such as F2 Manager, their
corresponding tabs are also shown under Case as shown below.

S Case ~

Case
Participants
F2 Manager

wo [ % £

Case guide

w  Meeting
= Fol
Figure 67. Drop-down menu for “Case”

It is possible to navigate to the case and participant windows from
the record window even when the record is in read-only mode.

The “Record” menu item is only active in the main or case window.
This menu item is active when the user selects a participant from
the list.

Clicking All cases with these participants opens a new search
tab in the main window showing all cases in which the selected
participant or participants is/are involved.

This menu item is active when the user selects a participant from
the list.

Clicking All records with these participants opens a new
search tab in the main window showing all cases in which the
selected participant or participants is/are involved.
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Menu item Description

applied upon the next F2 startup.

Read more about related searches.
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Record and approval document recovery

If F2 detects any unsaved changes on startup, you will have the option of recovering them. There
may be unsaved changes if F2 shut down unexpectedly. F2 also displays the changes resulting
from the recovery via a direct comparison between the existing and restored record or approval
document.

When you restart F2, the "Document recovery" dialogue opens. Here it is possible to save the
restored changes to a new record.

The dialogue will not open if the changes to the record or approval document were made by you,
but on another computer. More information about this situation can be found here.

Automatic recovery on startup

If F2 closed unexpectedly while you were working on a record, you will be automatically offered to
recover its record and approval documents on the next startup.

When you start F2 after the unexpected shutdown, the "Document recovery" dialogue opens. The
dialogue shows any record and approval documents that you were working on and did not have
time to save.

|} Document recovery - m x

The following record or approval documents were closed without saving. Click 'Show changes ... to view and compare your changes with
the current content. You can also choose to restore your changes.

You can find your unsaved documents in 'Document recovery’ in the F2 menu.

| Record title | Last updated by | Last updated |
[] Hearing in parliament Sienna Morton 18-04-2023 10:19
Show changes ... Open record Discard changes
Postpone

Figure 68. The "Document recovery" dialogue

If you were also working on any attachments when F2 closed unexpectedly, they
NOTE and their records will open in the foreground and potentially hide the "Document
recovery" dialogue.

You can handle each record and approval document recovery individually from the dialogue. Select
a document and click either Show changes ... or Discard changes. To open one of the records,
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double-click it or select it and click Open record. You can also postpone your decision for the
displayed record and approval documents by clicking Postpone.

When you click Show changes ..., F2 opens the dialogue "The record/approval document has
unsaved changes" for the selected record or approval document.

k-l The record document has unsaved changes - = X

The record document on the record "Hearing in parliament’ contains unsaved changes. You must either restore your unsaved
changes or discard them and keep the record document’s current content.

Your unsaved changes Current content
21-04-2023 12:31:37 18-04-2023 10:1%:59
See attached. See attached.

The purpose of the hearing is described on the
case

O Restore unsaved changes and open record O Keep current content and close

Execute Cancel

Figure 69. Compare the recovered and active versions of the record document

You can preview the recovered version of the document on the left. Select Restore unsaved
changes and open record (1) if you wish to save this version of the record document. On the
right is a preview of the record version last saved in F2. Select Keep current content and close
(2) to discard your recovered changes and retain the current version. Click Execute when you
have made your choice to either restore or discard your changes.

You can click Cancel - located at the bottom right - at any time to close the dialogue and return to
the overview in the "Document recovery" dialogue.

Manual recovery

You can handle postponed recoveries of record and approval documents at any time. To do this,
open the "Document recovery" dialogue from the "F2" tab in the main, record, or case window.

70



|} Document recovery - = X

The following recerd or approval documents were closed without saving. Click 'Show changes ..." to view and compare your changes with
the current content. You can also choose to restore your changes.

You can find your unsaved documents in 'Document recovery' in the F2 menu.

| Record title | Last updated by | Last updated |
[1  Hearing in parliament Sienna Morton 18-04-2022 10:19
Sheow changes ... Open record Discard changes
Postpone

Figure 70. The "Document recovery" dialogue
From here you have the same actions available as in described in Automatic recovery on startup.

You will also be asked to handle any recovered changes to a record when you open it. The record
window opens in an empty state, and the dialogue "The record/approval document has unsaved
changes" opens in the foreground. From here, you have the same processing options as described
in Automatic recovery on startup. Once you have saved or discarded the recovered changes, the
selected content is loaded into the record window, and you can continue working on the record.

Hearing in parliament

=l The record document has unsaved changes - =] x
The record document on the record ‘Hearing in parliament contains unsaved changes. You must either restore your unsaved changes or discard them and keep the record
document's current content.
Your unsaved changes Current content
21-04-2023 123137 18-04-2023 10:19:59

See attached. See attached.

The purpose of the hearing is described on the case

(O Restore unsaved changes and open record () Keep current content and open record

Execute Cancel

‘Connection to the F2 server OK

Figure 71. The record window overlaid with the dialogue "The record document has unsaved
changes"
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Another user has edited the record document

Other users may edit a record or approval document before you have time to recover it. In this
instance F2 cannot determine which version to save. You must therefore handle the situation
manually.

When you open the "Document recovery" dialogue from the "F2" tab, you can see who last edited
the document and when in the columns "Last updated by" and "Last updated". This tells you
whether other users have edited and saved the record or approval document you want to recover.

|} Document recovery - = X

The following record or approval documents were closed without saving. Click 'Show changes ..." to view and compare your changes with
the current content. You can also choose to restore your changes.

You can find your unsaved documents in 'Document recovery' in the F2 menu.

| Record title | Last updated by | Last updated |
O Hearing in parliament Sadie Maxwell 24-04-2023 12:27
@  Mew bill regarding conservation of digital history Sienna Morton 20-01-2021 1348
Show changes ... Open record Discard changes
Postpone

Figure 72. The columns "Last updated by" and "Last updated” in the "Document recovery"
dialogue

Handle conflicts by selecting a record or approval document in the overview and clicking Show
changes .... The dialogue "The record/approval document has unsaved changes" opens with the
two versions of the document contents as well as options for handling them.
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=l The record document has unsaved changes - m x

The record document on the record *Hearing in parliament’ contains unsaved changes. The record has been edited by another user, so your changes
cannot be saved to the active record. You must either restore your unsaved changes to a copy of the record or discard them.

Your unsaved changes Current content
21-04-2023 12:31:37 24-04-2023 12:2T:16
See attached. See attached.
The purpose of the hearing is described on the case MNote! Document must be approved before its contents

are presented to parliament.

Save a copy and open records Discard and close Cancel

Figure 73. The dialogue "The record document has unsaved changes"”

In the dialogue, you can preview your own recovered changes (left) and the other user’'s saved
changes (right). You can choose to discard your changes by clicking Discard and close, or you
can save the changes in a copy to a new record by clicking Save copy and open records. If you
choose to save a copy, the record with the copy subsequently opens.

F2 only copies the record or approval document. Attached documents and
metadata such as access level and case association are not copied.

NOTE
You can click Cancel at the bottom right to close the dialogue and return to the overview in
"Document recovery".

Continue your work from a different computer

F2 will notify you if you are about to overwrite your own changes to record and approval
documents. This can happen if you work on the same record from two different computers, as in
the example below.

Example: Albert edits a record document on a computer at work but forgets to save it. Later, he
opens the same record from another computer at his home office and switches to edit mode. F2
then offers to recover the unsaved changes that Albert previously made to the record document.
This allows him to continue working on the record on his home computer and save his changes.
When he returns to his work computer and tries to save the record document, F2 opens the
dialogue "You have already saved this record document" and asks if he wants to overwrite the new
version. Since this is the version Albert saved on his home computer, he clicks No in the dialogue
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to retain the new version of the record document. If Albert instead wanted to discard the changes
he made on his home computer, he could click Yes in the dialogue.

74



Records configuration options

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

e The option of marking records in connection with customer-specific integrations. Requires F2
External Access (add-on module).

e The option of adjusting the time period in which a record is kept in “My deleted records” before
final deletion.

e The option of enabling better suggestions for the “Case” and “Record participants” fields in the
record window.

e The option of adding spell check for multiple languages in the record and approval documents
as well as the dialogues for reminders and system messages.

e The option of adding words to the spell check dictionary.

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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