
   
 

 

   
 

Case Center : Page Limitation Enhancement  

Summary Guide  
 

Overview  

As of J uly 20 th, 2026, Case Center is enforc ing  page count and file size limits on 

uploaded materials. These changes are to improve system performance and reduce 

case disruptions.  

What is changing?  

• Upload limits will be enforced  
When uploading documents into Case Center, users will be subject to the 

following defined limits : a maximum of 500 pages or 2 GB maximum file size 

per document and up to 10 GB for multimedia files .  

• Materials exceeding  the system limit s  will not be accepted  
Documents or multimedia files that exceed these limits will not upload 

successfully  and  an on - screen message indicating that the upload was 

rejected will appear . Materials within the defined limits will continue to upload 

without change s to the current process or user experience.  

• Email notifications may be provided  
In addition to the onscreen message, u sers may also receive an email 

confirming which documents were successfully uploaded and which were 

not accepted due to exceeding limits  (depending on email notification 

settings ). 

• Handling of larger or complex files  
For bookmarked PDFs that have been uploaded into a single section , the 

system will assess the file  based on how the document is submitted. 

Depending on the structure, portions of the upload may be accepted, or the 

entire file may be rejected if it exceeds the defined limits.  

 



   
 

 

   
 

How do I upload documents that exceed the limitation?  

• Split the document into smaller files:  If a document exceeds the 500 - page limit  

or 2 GB maximum file size , it should be divided into multiple volumes or parts, 

ensuring each document falls within the allowable limit before uploading.   

For example, if a document such as a book of authorities is longer than 500 

pages, it should be broken down into Book of Authorities Vol. 1 -  Respondent -  

Smith -  01- JAN - 2021, Book of Authorities Vol. 2 -  Respondent - Smith -  01- JAN -

2021, etc.  

• Upload bookmarked PDF into a single section : If working with a large, 

bookmarked PDF or Word document, ensure the document is formatted so that 

the first level bookmark s represent the multiple volumes or parts you wish to 

split the document into. Each of the volumes or parts  must not exceed the 500 -

page limit or the 2 GB maximum file size.  

 

Additionally, in Case Center, on the “Upload Files” page, ensure the “Upload 

bookmarked PDF into single section” option  is selected before selecting the file  

for upload,  as this will  split the document into smaller parts based on these first 

level bookmarks  after the uplo ad is complete.   
 

 

• Relevant Links to Material   

Thomson Reuters Case Center Support  

Superior Court of Justice – Case Center (How to organize and Upload Documents) 

Ontario Court of Justice – Case Center → Filing and Uploading Your Documents in Case 
Center)  

https://www.thomsonreuters.ca/en/case-center/ontario-courts-support.html
https://www.ontariocourts.ca/scj/guides-and-service-resources/case-center/how-to-organize-upload-documents/#Collapse9
https://www.ontariocourts.ca/ocj/family-court/casecenter/
https://www.ontariocourts.ca/ocj/family-court/casecenter/


   
 

 

   
 

Appendices  

Appendix I: If a document exceeds the system limitation   

If a document exceeds the system limitation, only the document(s) that exceed the 

defined limits will not  upload into Case Center, while documents within the 

allowable limits will upload successfully. The system will display an error message 

identifying the specific document(s) that could not be uploaded, along with an 

explanation indicating that the limitati on was exceeded.  Selecting More Details  will 

provide the reasoning and the document name.  

 



   
 

 

   
 

 

Appendix II: If a multi - media file exceeds the system limitation    

If a multimedia file exceeds the system limitation, it will not be uploaded into Case 

Center. The system will display an on - screen error message indicating that the file 

exceeds the maximum 10 GB size limit, along with details of the file size and an 

expla nation of why the upload was not successful.  

 

Appendix I II: Detailed Steps to Upload Individual Files Without Bookmarks in 

Case Center.  

If a given document exceeds the limitations, users can split the document into 

smaller individual files or volumes .  

To upload an individual document:  

1. Find the case . 

2. Select the Update Case  button.  

3. Select the “ Upload ” button.  

https://www.ontariocourts.ca/scj/guides-and-service-resources/case-center/accessing-your-case/#Collapse2


   
 

 

   
 

4. Select “ Select Bundle ” and choose the appropriate bundle from the 

dropdown list.  

5. Select “ Upload File(s) ”. 

6. Select the appropriate section in the “ Select Section ” field.  

7. To select the document:  

a. Select the document from your computer and drag it into the box; Or,  

b. Select “Add Files”  and select the documents you want to add.  

c. You can add multiple documents by either selecting or dragging all the 

documents into the box.  

Tip  —You will see each of your documents listed individually. Case Center will 

upload the documents in the order that they appear in the list. You can change the 

order of the documents by using your cursor and dragging them into the correct 

order.  

Please note, counsel and parties must also upload draft orders and forms with 

fillable fields to Case Center in Word format (.doc or .docx ) and  ensure “Protect 

Document” permissions are removed before uploading a document to Case Center.  

9. Select “ Start Upload “. Case Center will perform a virus scan on the document. 

Depending on the size of the document, it may take a moment for it to appear 

in Case Center.  

 

Appendix IV: Detailed Steps to Use the “Upload bookmarked PDF into a single 

section” Option in Case Center .  

Alternatively,  users can use first - level bookmarks to divide the document if it  

exceeds the limitations,  



   
 

 

   
 

1. Create a bookmark or heading for each volume of your document using 

the  document naming protocol as referenced in the appropriate Practice 

Direction . (E.g., Book of Authorities Vol. 1 — Respondent Smith — 01- JAN -

2021, Book of Authorities Vol. 2 — Respondent Smith — 01- JAN - 2021, etc.)  

Document naming protocol s: 

• Superior Court of Justic e Provincial Practice Directions  

• Ontario Court of Justice → Filing and Uploading Your Documents in 

Case Center → Document Naming Protocol  

To apply first level bookmarks in  Adobe : 

i. Select the area in the PDF file that will serve as the destination for the 

new bookmark.  

ii. Click on the “ Add Bookmark ” button.  

iii. The new bookmark will either be named “Untitled” or will contain the 

text that you selected.  

iv. Ensure this bookmark is a top - level bookmark.  

v. Use “ Rename Bookmark ” so the title of the bookmark is consistent with 

the court’s naming protocol. Case Center will use the title of the 

bookmark as the document title after upload.  

To apply Heading 1 bookmarks in  MS Word : 

i. Type the name of the document using the court’s naming protocol. 

Case Center will use the title of the bookmark as the document title 

after upload.  

ii. In the “ Home ” tab, find the “ Styles ” feature.  

iii. Select “ Heading 1 ”. 

iv. The name of your document will be formatted as a heading. This will 

enable Case Center to recognize what is under the heading as a 

https://www.ontariocourts.ca/scj/filing-procedures/provincial/
https://www.ontariocourts.ca/ocj/family-court/casecenter/
https://www.ontariocourts.ca/ocj/family-court/casecenter/


   
 

 

   
 

distinct document and separate it after upload. You can make the 

heading invisible by changing the font colour to white.  

v. You can use the “Acrobat” tab to convert your Word document into a 

PDF. Converting your document from Word format to a PDF will retain 

the first level bookmarks you applied and the links you created 

between documents.  

2. Find the case .  

A link to the case is available  from  the email sent by  casecenter -

noreply@thomsonreuters.com  with the subject : “Ontario Courts have granted 

access to the following court case ”. 

3. Select the  Update Case  button.  

4. Select  the  “Upload ” button.  

5. Select “Select Bundle ” and choose the appropriate bundle from the 

dropdown list.   

6. Select “ Upload bookmarked PDF into a single section ”. 

7. Select the appropriate section in the “ Select Section ” field.  

8. To select the document:  

a. Select the document from your computer and drag it into the box; Or,  

b. Select  “Add Files”  and select the documents you want to add.  

mailto:casecenter-noreply@thomsonreuters.com
mailto:casecenter-noreply@thomsonreuters.com


   
 

 

   
 

c. You can add multiple documents by either selecting or dragging all the 

documents into the box.  Tip  —You will see each of your documents 

listed individually. Case Center will upload the documents in the order 

that they appear in the list. You can change the order of the documents 

by using your cursor and dragging them into the correct order.  

9. Select “ Start Upload “. Case Center will perform a virus scan on the document. 

Depending on the size of the document and how many volumes it has been 

split into, it may take a moment for it to complete.  

Once the document has finished uploading, each first level bookmark will appear 

as a separate document in Case Center, but hyperlinks in the separated 

document will still work since they were uploaded as one document.  

 

 

 


