
Supporting Documentation 
Upload Outstanding Supporting Documentation 

When the application has been loaded you will need to upload the standard outstanding supporting documents before 

it can move to the next stage. You can navigate to each application’s outstanding supporting documents by selecting 

the practice then the applicable application.  

Step One: Within the Outstanding 

Supporting Documents Web Part; 

Select the Action Button and click on 

‘Add Document’. 

The “New Supporting Document” 

task will open in a new screen. 

Step Two: The supporting document code and 

item name will be predefined based on the 

standard list of supporting documentation and 

those identified on the checklist completed. 

A browse button can be found at the bottom of 

the screen. This will allow you to search your 

Computers enabling you to attach the applicable 

document. Once uploaded submit the task. 

Step Three: When returning to the Building Plan 

Application Site the newly added document will 

no long be under Outstanding but Supporting 

Documents Web Parts 

Step Four: Add all outstanding Supporting Documents as 

described in step one through three before the application can 

go to the next stage. 

Note: Once you have opened a task and closed it. You can 

locate the task in you Inbox where you can upload and submit 

the document again.  

 

 


