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HMCTS Document Upload Centre — External User’s Guide

Purpose

This guide is being issued to allow you to upload court documents (bundles) for use in a
court hearing, where e-mail restrictions do not allow you to send (in a single e-mail) court
hearing documents.

How the solution works

The solution has been designed using a public and private area within Microsoft SharePoint
on our eJudiciary.net Microsoft Office 365 tenant.

The public area is where documents are uploaded. This area has been enabled to allow non-
departmental accounts (e.g. yours) to access folders. This is only by invitation where court
staff will require an e-mail address from you that will enable you to log in.

As well as the e-mail address, a security pin will be sent to this address that is also needed to
gain access and allow you to upload your document(s).

You will be able to upload single or multiple documents as well as a folder. There is no limit
on volume or size and the speed of transfer will be dependant on your internet connection
upload speeds.

As soon as the documents are uploaded, they are moved to a private area that only the
judiciary and court staff can access. Once a case reference number has been entered,
documents are automatically deleted from the public area, so you will not have access to
them — nor will anyone else.

General Important Information — Please ensure you read

An invitation must have been received from court staff to the e-mail address you provided in
order for you to use this service. You will need access to this mailbox in order to receive the
pin number.

The solution is being made available for electronically submitting court bundles only. Other
documents will not be processed.

The documents (bundles) should comply with any guidance issued by the court with regards
to their presentation and format. All documents must be in .PDF format.

The case reference must be entered in the required field when uploading the document. If
you do not have a reference number and the case is urgent, please enter ‘No Case no’.

Only use for this service for the purpose of submitting court hearing documents in relation
to your case(s).

Once you have uploaded your documents, please let the court know it has been completed
and only use the e-mail address provided by the court for this purpose.

If you experience any technical issues with uploading to the folder that has been provided to
you, please email support@ejudiciary.net or call 0300 303 0680 for assistance.
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Uploading document(s)

An invitation to upload documents will be sent to you from a member of court staff from an

ejudiciary.net mail address. This is an example of what to expect:

&
shared a folder with you

Pleas accept this Invitation to upload documents for your case. The document
library has been configured to only accept uploads of documents in PDF format. All
other formats will be rejected. Once a document has been uploaded it will
automatically be moved to a differnt location as a security measure and you will no
longer be able to access the document. Please contact the office should you
encounter any issues or would like to wothdraw a document.

123 Solicitors

(&%) This link only works for the direct recipients of this message

B¥ Microsoft | 88 umciany

Privacy Statement

Click on the button with the folder name or “Open” button to access the document

You will now be directed to a SharePoint page where you will be asked to enter the email
address the invitation was sent to. It is important to note if the emails do not match, the
access will not be granted.

Verify Your Identity Enter Verification Code
You've received a secure link to: You've received a secure link to:
123 Solicitors 123 Solicitors
To open this secure link, we'll need you to enter To open this link, enter the code we just
the email that this item was shared to. emailed to Invited.Sols@Gmail.com. Send
again
| ®

| ®

Next
Verify
By clicking Next you allow eludiciary to use your email

address in accordance with their privacy statement.

eludiciary has not provided links to their terms for you . .
to review. Keep me signed in

If the email addresses match, you will be redirected to a page requesting a verification code

as pictured above.

You must retrieve the verification code and enter it into the field to progress to the upload
folder. Check your inbox or spam folder for the verification code, the sender of the email
should be no-reply@sharepointonline.com.
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4.6. Once verification has been accepted you will be directed to the Upload folder:

Office 365

Public Upload
Kearch Documents + New ~ 7T Upload v 12 Share @ Copylink L Download 9 PowerApps
Documents 123 Solicitors
[ Name Modified Modified By Case Reference
4.7. Once in the upload area select Upload followed by Files.
4.8. You can now select the document(s) you wish to upload.
4.9. Once the document(s) have been uploaded you will notice that the “Case Reference” field is

marked with “Required info”. It is important to note that if this field is not entered, the
document will not be transferred to the secured area. Therefore, court staff nor Judiciary
will gain access to the document:

Documents > > 123 Solicitors
(] D Name Modified Modified By Case Reference
° r:j‘ _\IDUWnIOad Instructions - Goo... = A few seconds ago invited.sols@gmail.com (@ Required info
4.10. To enter the case reference number, click on . _
i ] - Properties Edit all
“Required info” and a new pane will appear on the
right of the page. @ This file is missing required
information
4.11. To enter the same case reference number for
multiple files, once all files are uploaded select all the | [@ Name*
files which will share the number, click lReqUired Download Instructions - Google
info’ then move to the next point to enter the Chrome pdf
reference number.
Title
4.12. You will see the ‘Case Reference’ section and click on
Enter value here
‘Enter value here’ to enter the case reference
number. Case Reference *
4.13. Click on a different part of the page for the case Enter value here

reference number to be accepted.

4.14. Once the Case Reference has been accepted, refresh the page to check if the document has
been moved. Depending on the size of the document(s) and your upload speed this could
take several minutes.

4.15. Once the upload has been completed, please ensure you let the court know it has been
successfully completed.
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5. Case reference alerts

5.1. If you do not enter a case reference for your file(s) you will receive notification from the
system.

5.2. If you have not entered a case reference 1 hour after uploading a document, you will receive

an email to remind you to enter the case reference.

5.3. If after 7 days the case reference is still missing, the system will delete the document
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