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Process for Submitting Large Files Using Objective Connect

Within the Court of Session General Department
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1. Introduction

Objective Connect is a collaboration tool used by Scottish Courts and Tribunals Service
(SCTS) to help external users share digital documents with other parties. Information on
Objective Connect is available here: https://www.objective.co.uk/products/objective-

connect

SCTS is not able to accept emails the total size of which exceeds 20MB. Therefore
documents which would result in the total size of an email exceeding 20MB should be
lodged in digital format via Objective Connect. Court users can access Objective Connect via
a web browser so no additional software is required.

This is a guide for parties in Court of Session cases on how to use Objective Connect. This
guidance covers joining a Workspace, navigation and managing documents.

2. Joining a Workspace

Parties shall intimate by email to the appropriate department that they wish to use
Objective Connect to lodge documents in excess of the 20MB email size limit. A Workspace
shall then be created in Objective Connect to allow parties to lodge the documentsin a
digital format.

Where large productions are lodged on Objective Connect all parties who have entered
process in the action can be added to the Workspace on request to enable them to access
the productions. Once an inventory of productions has been intimated parties wishing to
access the productions should email a request to the appropriate department.

Parties will receive an e-mail inviting them to join the Workspace:

2 Last updated 12/11/2021


https://www.objective.co.uk/products/objective-connect
https://www.objective.co.uk/products/objective-connect

-4 Objective conNECT

Objective Connect Invitation

Dear Kenny,

Gai Edwards has invited you to the Workspace PN123-45 - Joe Brown v John
Smith using Objective Connect.

Accept Invitation

Thank you,
Objective Connect

GETTING STARTED

User Guide | How To Videos | EAQS | Assistance

3. Navigation

On accepting the invitation, if you do not already have an Objective Connect account you
must set a password. If you already have an account, you can log in directly. You will then
see all the Workspaces in which you are a participant, and can search for specific cases using
the case name or reference number.

Getting Started

©
| Corporate Services

Once you have logged into Objective Connect,

you will see the list of secure Workspaces, you

have access to

On this initial page you can WORKSPACES

1. View all of the secure Workspaces, that you
have created or been invited to.

2. Click on the Workspace name to view the
contents of that Workspace.

3. Click the filter icon to filter and search the
Workspaces that you have been invited to.
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3.1 Two-step Verification

Two-step verification is enabled on all workspaces. When you select a Workspace, the

following dialogue box will appear, and a secure access code is emailed to you. Submit the

code to continue.

B2 TWO-STEP VERIFICATION ® X

Please enter your secure access code for "PN123-45 - Joe Brown vs John
Smith"

An 8 character secure access code has been sent to your registered email address.

WORKSPACE ACCESS CODE

Did not receive your token? Resend

SUBMIT

4. Managing Documents

Participants in a Workspace may (depending on their individual permissions) add, preview,

download and search documents.

Adding Documents

To add documents to a workspace:

) . B8 Development - Rosie Arcade
_ Click the green + icon

2 Select the 'Add Document’ document icon o

-y

3. Either drag and drop your document into the space
provided or use the document picker to add a document.
4. The files you have selected will be listed in the blade. Files
can be renamed before uploading to Connect o '

5. Use the "X' icon to remove any documents that you do not
wish to upload.

6. Click upload

You will now see the upload progress of each document in
the blade. For large files that take longer to upload, you can
leave the blade open and navigate away to other locations in
Connect

BROW

8 Development - Clover Green

DROP DC AENTS HERE BROWSE

Cost Summary Report x
Development Letter %
Inspection Checklist - Updated X
Residents Meeling - Impact Staterment ®
Traffic Management Plan x
Updated Site Plan x

o @)

Documents that have been added can be previewed on screen, without first being

downloaded:
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Previewing Documents

Certain file types can be previewed without the
need to download the file. File types that can be
previewed include:

11 Objective CONNECT
. PDF A TWORSPACS > () W NCSRCRATION MAXMOUNIAN > ) FESIDENTE MELTING IMIACT BIATEMINT
« Microsoft Office files including .dcc, .docx, S: Residents Meeting - Impact Statement pptx
Xls, .xIsx, .ppt and .pptx A
« Images files including _jpg, .png and .bmp e S
* Audio files including .mp3 and .m4a 0OC 8§ O ® v / ° vERsIoNs
* Video files including mov and .wmv. % L @ nes
@ commnts °

To preview a document, click the name of the
document. A new page will be launched with

document preview: RESIDENT IMPACT STATEMEN

< ANNOTATIONS

1. View thumbnails of pages
2. Zoom in and out.

3. Skip to specific page numbers.

4. View full screen mode.

Parties also have the option to download each set of productions by following the
‘Downloading Documents’ guidance below.
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¥4 Objective connecT

oy MY WORKSPACES > (B DEVELOPMENT - RiSIE ARCADE

Downloading Documents

i
ol Development - Rosie Arcade

To download a document, click on the
Workspace name containing the document you
wish to download:

LAST MODIFIED T Scon Marshall

PARTICIPANTS

1. Locate the document

B coMMENTS [+]

2. Click the ... menu and select Download. DOCUMENTS

% Reed Street - Herltage Listings jpy (759 ki)
ba an 1+ Mudified 21 Dee 2017

Reed Street - Resident Impact Statement ppts (4% ki)
an 1 - M 11 Dee 2017

DOWNLOAD

The document will be available in the downloads
section of your computer downloads.

{ = |
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X
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w

Searching Documents - @

To search for a document, use the Filter option:

FILTER BY NAME

filter by name
3. Click on the Filter icon o

SORT BY
4. To filter by name, insert the name in the o O Name
Filter by Name box. o»\.a.,:. fed
5. Select the criteria to sort documents by b:\::._w
Name, Modified Date and Size. .
6. Click on Apply Changes @ Descenig

APPLY CHANGES

5. Workspace Closure

Where productions are being lodged with the court the relevant Workspace will be closed 6
months from the date of disposal of the action. Closure of the Workspace will permanently
and automatically delete all documents in the Workspace.

Where a reclaiming print has been lodged, the relevant Workspace will be closed when the
documents have been downloaded into the electronic case folder.
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