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Secure external collaboration. About Objective Connect
Objective Connect creates a secure, private 
Workspaces so you can work with anyone, 
even when they are outside your firewall. 
Objective Connect is the secure and efficient 
way to work with partners on projects, manage 
your outsourced service-providers or 
collaborate with any external party.

With Objective Connect you can manage 
almost any business process. Remove the 
need for paper, email, thumb drives, DVD’s or 
shadow IT and increase visibility by ensuring all 
of the latest information is stored in a single, 
secure Workspace.

With government-grade security, you can 
collaborate on documents, capture 
conversations and control tasks in one secure 
location. 

Objective Connect can also be integrated to 
your Electronic Document Records 
Management System (EDRMS) to ensure you 
always maintain single source of truth. 

About This Guide
The following guide is designed to enable you 
to get started as an Objective Connect 
Administrator.

If you are new to Objective Connect, we 
recommend you also review the Workgroup 
Members Guide (here). The Workspace 
Owners Guide will provide information on 
basic navigation, managing documents, 
capturing conversations, controlling tasks and 
inviting additional participants to join a secure 
Workspace.

If need further assistance please go to the 
Objective Connect Help Centre at 
help.objectiveconnect.comKey Features

• Secure, Private Workspaces
• Collaborate on Documents
• Capture Conversations
• Control Tasks

• Government Grade Security
• Seamless user, permission and 

document integration your EDRMS

http://bit.ly/23fL2pm
http://help.objectiveconnect.com
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1.   KEY CONCEPTS
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Each Objective Connect subscription comes with at least one Workgroup. 
Team members that require the ability to collaborate with internal and 
external parties are added to the Workgroup. Once added, the team 
member can create secure, private workspaces where they can collaborate 
on documents, capture conversations and control tasks. All team members 
who have been added to the Workgroup have one of the following roles:

• Members: Can create and manage their own Workspaces.

• Administrators: Can also add or disable Members, manage connection 
consumption, transfer ownership of Workspaces and produce audit trail 
reports. 

Note: If an organisation has an Enterprise Objective Connect subscription, 
it enables them to have separate Workgroups for individual departments or 
business units with differing collaboration needs.

Workgroups

When a Member creates a Workspace, they are known as a Workspace 
Owner. 

Anyone who is invited to collaborate on content within a Workspace is simply 
known as a Participant. The actions that a Participant can perform is 
assigned per Workspace that they are invited to.

Workspaces
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Connections are the unit of currency within Objective 
Connect. Connections are calculated according to the 
number of documents uploaded to each Workspace and the 
number of parties (Workspace Owners and Participants) 
who are able to see them.

• Documents x Parties = Connections

When an organisation subscribes to Objective Connect, the 
edition denotes the number of Connections available in 
the Workgroup.

• 1 Document x 2 Parties = 2 Connections

• 10 Document x 2 Parties = 20 Connections

• 1 Document x 20 Parties = 20 Connections

Connections can be recycled by either removing 
participants from a Workspace, by deleting documents or 
ending a Workspace.

Connections
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2.   SETTING UP
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Getting Started
As an Objective Connect Administrator you have additional 
permissions that enable you to mange your Objective Connect 
Workgroup. These additional permissions allow you to:

• View Contract Edition and Expiry Date.

• Add your organisation’s logo.

• Invite and disable Workgroup members.

• View Connection consumption by Member or by Workspace.

• View Workgroup member details, including the specific 
Workspaces that have been created and the number of 
Connections Consumed. 

• Produce audit trails based on workgroup events.

• Transfer ownership of Workspaces.

All of the information and functions listed above, are accessed via 
the user menu.

1. If you are an Enterprise Admin, Enterprise menu is located 
under your user name in the top right corner of the page. 

2. If you are an Workgroup Admin, Workgroup menu is located 
under your user name in the top right corner of the page.

If you do not have Administrator permissions, these menus will not 
be visible. 

1

2
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Workgroup Set Up
The Workgroup page provides Administrators 
information regarding their Objective Connect 
Contract, including:

1. Workgroup Name, which can be edited using the 
Pencil icon.

2. Workgroup edition.

3. Workgroup Expiry Date. An Objective Connect 
contract is subscribed to via an annual contract. 
The Expiry Date denotes when the contract needs 
to be renewed.

4. The number of Members within the Workgroup.

5. The number of Connections consumed by the 
Workgroup.

6. The number Connections consumed, shown as a 
% of the Contract Allocation.

Within this page, an Administrator can upload their 
organisation’s logo. This logo is then displayed on all 
Workspaces created within the Workgroup and is 
visible to external participants

7. To upload a logo, click +Add.

1
2
3

5
6

4

7
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3.   MANAGING WORKGROUPS
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Adding Workgroups
Objective Connect supports multiple Workgroups for organisations
with an Enterprise subscription. This enables organisations to 
have separate Workgroups for individual departments or 
business units with differing collaboration needs. As each 
Workgroup has their own unique set of Administrators and 
Members, it provides an assurance that differing forms of 
collaboration are segregated from each other and provides 
complete control over who can participate in differing collaborative 
spaces.

Each Workgroup shares from a combined pool of Connections. 
The ‘real-time’ dashboard view of all Workgroups ensures the IT 
Team retains control and provides a simple view of each 
department’s consumption, allowing for simplified cross-charging. 

Along with unique branding, each Workgroup can also have 
individual integration. For example, one Workgroup can be 
integrated with Objective ECM and another be integrated to Micro 
Focus Content Manager or Microsoft SharePoint. Alternatively, 
whilst one or more Workgroups are integrated, additional 
Workgroups can also run standalone.

1. To create a new Workgroup, an Enterprise Administrator needs 
to simply click Create New Workgroup. If integration is 
required for the new Workgroup, please contact the Objective 
Connect Team

1

http://www.objective.com/about/contact
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Enabling and disabling annotations

Objective Connect supports adding annotations to Microsoft 
Office documents, Abode PDF documents and images. This is 
useful if you want to prepare for a board or committee meeting 
and you can add your annotations as 'margin notes' for your 
reference. 

As an Enterprise Administrator you can control if your 
workgroup members can use the annotations feature.

When you enable annotations, your workgroup users will be 
able to add and view annotations. When you disable 
annotations, the annotation options and the Annotations pane 
will not be visible. 

To enable or disable the annotations feature: 

1. Go to the workgroup for which you want to enable or disable 
annotations and select Workgroup Options. 

2. Enable or disable Allow Public and Private Annotations 
and select Update.

1

2
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3.   MANAGING MEMBERS
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Inviting Members

To invite new members to the Workgroup:

1. Click on the Invite Members button.

2. Add in one or more email addresses for the new 
members you want to invite.

3. Write a message that will be added to the email 
invitation.

Once you click the Submit button, the new members  
will be sent an invitation to join Objective Connect. If 
they do not have an existing Objective Connect 
account, they will be asked to register.

1

2

3
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Managing Members
Administrators are able to manage the members of 
the Workgroup via the Members grid. Each column 
within the grid can be sorted.

1. The column labelled Members, lists the name of 
each Member. Click a members name for further 
information.

2. The column labelled Role, denotes the 
permissions assigned to the Member.

3. The column labelled Connections, details the 
number of Connections consumed by the 
Member.

4. The column labelled Status, shows if the Member 
has accepted their invitation to join the Workgroup. 
It also shows if a member has been disabled.

5. The column labelled Actions, provides access to 
additional features such as adding Administration 
Roles and Disabling a Member.

6. The number of members listed on the grid can be 
set to 10, 20 or 50

When there are a large number of Members 
additional navigation is displayed at the bottom of the 
list

1 2 3 4 5

6
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Member Details
Further insights into a Member can be gained by 
clicking a Members name in the Members grid. This 
opens a new page for the selected Member: 

1. The Member’s avatar is uploaded by each 
Member under Settings (located in the menu 
under a user name in the top right of the page).

2. Full details of the Member including the number of 
Connections the members has consumed, the 
Role of the Member and the Date joined.

3. The Workspace list details every Workspace 
created by the Member, the number of 
Connections the Workspace has consumed.

4. The column labelled Actions, provides access to 
additional features such as transferring 
Workspace ownership and producing an audit 
trail. These functions are covered later in this 
guide.

5. Administrators can also add or remove a 
Member’s Administration Role or disable access 
from this page.

1 2

3

4

5
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Managing Administrators

Once someone has accepted an invitation to join a 
Workgroup, they can be given permission to access 
Administration. This allows the user to manage members, 
run audit trail reports and view Connection consumption,  

1. In the Actions Column of the Members Grid, select the 
cog icon for the Member you want to grant access to 
Administration.  From the drop down menu select 
‘Manage Role’.

2. If an organisation has an Enterprise Subscription, a 
Member can also be granted access Enterprise 
Administration. This allows the Member to create new 
Workgroups and view Connection Consumption at an 
Enterprise level

To remove the role of Administrator, simply reverse the 
above steps.

1

2
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Disabling Members

If a Member leaves your organisation, an 
Administrator can disable the member. This will block 
the member from accessing Objective Connect.

1. In the Actions Column of the Members Grid, select 
the cog icon for the member you want to disable. 
In the drop down menu select ‘Disable member’.

1
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Transfer Ownership

If a Member leaves your organisation or is moved off 
a project, there may be a requirement to Transfer 
Workgroup Ownership between the Members of the 
Workgroup. 

1. Transferring ownership of a Workspace can be 
completed from the Actions Column in the 
Workspace List from the main Workgroup page or 
from a Members Page. 

2. Select the Member you wish to transfer the 
Workgroup to.

1

2
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4.   MANAGING CONNECTIONS
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Managing Connections

As stated earlier, Connections are the unit of 
currency within Objective Connect. Connection 
consumption can be viewed: 

1. Per Member in the Member’s grid.

2. Per Workspace in the Workspace grid. 

Connections can be recycled by either removing 
participants from a Workspace, by deleting 
documents or ending a Workspace.

1

2
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5.   AUDIT TRAILS



Edit Master to insert document title here

23© Objective Corporation Ltd 2019. All rights reserved. 

GETTING STARTED | A GUIDE FOR ADMINISTRATORS

Producing an Audit Trail

Every action taken in Objective Connect is tracked and recorded 
within an audit trail. For Administrators, this provides the ability to 
know exactly who did what and when. The audit trail includes 
information including, but not limited to:

• The date a Workspace was created.

• The date a Participant was invited.

• The date a document was downloaded.

• The date a document version was updated.

An audit trail can be produced for a specified date range across 
the entire Workgroup or for a particular Workspace.

1. To produce an audit trail report for the entire Workgroup click 
the Audit Events button at the top of the Workgroup page.

2. Enter a date range.

3. Click Export to produce a .CSV file which can then be opened 
in a spreadsheet application such as MS Excel

To produce an audit trail for an individual Workspace, click the 
cog icon in the Actions Column of the Workspaces grid. As 
above, you will be prompted to enter a date range and then click 
Export. 

1

2

3
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www.objective.com

About Objective Corporation
Objective creates information and process governance 
solutions that are effortless to use and enable organisations
to confidently advance their own digital transformation.

Designed for regulated industries, these solutions turn the 
imperative of compliance, accountability and governance into an 
opportunity to streamline business processes and deliver the 
innovative services that customers expect.

With a heritage in Enterprise Content Management (ECM), 
Objective’s expanded solutions extend governance across the 
spectrum of the modern workplace; underpinning information, 
processes and collaborative work-spaces.

Through a brilliant user experience, people access the information 
they need to progress processes from wherever they choose to 
work.

With government-grade security, Objective Connect creates 
secure, private workspaces in the cloud to collaborate on 
documents, capture conversations and control tasks.

From cross-agency collaboration, working with outsourced service 
providers or simply digitally engaging with customers and citizens, 
Objective Connect can be used to manage any process involving 
external parties.

Information Governance can be maintained by integrating Objective 
Connect with an organisation’s existing document and records 
management system, ensuring a ‘single source of truth’ is always 
maintained, even when working with external parties.

Because it can be used to manage any business process, 
Objective Connect enables digital transformation – removing the 
need for paper, email, thumb drives, DVD’s and rogue or shadow 
IT.

www.objectiveconnect.com

http://www.objective.com
http://www.objective.com
http://www.objectiveconnect.com
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