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1. Introduction

When filling in your online building control application form on Submit-a-Plan, many authorities
allow you can to upload any accompanying documents or plans that you may have. Whether a local
authority accepts electronic documents and plans with applications on Submit-a-Plan, is however
dependent on what level of Submit-a-Plan account that authority has subscribed to.

This guide demonstrates how to upload documents and plans to an electronic application.

2. The ‘Required Documents’ Section

To upload documents to your application, you will need to progress to the ‘Required Documents’
section of your form, which includes some instructions on uploading documents.

If you can’t see all of the information on your screen, you will need to zoom out or use the scroller
on the right hand side of your screen to move up and down the page.
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 Applicant Details

@ Location of Proposed Work Upload Instructions

 Proposed Work 1. Review the options boxes and click any check boxes that apply.

& Useof Building Note, if you click There are no documents for this application’ then you will not be able to upload documents, or any documents already uploaded will not be
sent

M Charges 2. Click on the 'Add Documents' button

& Electrical Works Zip files can also be uploaded to Dataspace Live. If you are uploading lots of drawings and documents we suggest that you place the files into separate
folders called Documents or Drawings. then add these folders as part of a zip file. Once uploaded the correct document type will be automatically selected
for you

 Conditions ¥

3. 'Remove [ij " or Edit [#" files, as required.
( Prescribed Period

Please check these option boxes as necessary
O Required Documents
There are no documents for this application
# Additicnal Information
Some or all documents for this application will be posted directly to the Authority
O Statement Uploading documents as part of application

Validate and Submit


http://www.submitaplan.com/default.aspx

Toward the bottom of the screen, you will see | Please check these option boxes as necessary
some option boxes: There are no documents for this application

Some or all documents for this application will be posted directly to the Authority

Click on the box for ‘Uploading documents as
part of this application’.

[J Uploading documents as part of application

Once you have ticked the box, an ‘Add Documents’ button will appear toward the
bottom of the screen:
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1. Review the options boxes and click any check boxes that apply

Note, if you click 'There are no documents for this application’ then you will not be able to upload documents, or any documents already uploaded will not be
sent.

2. Click on the 'Add Documents' button.

Zip files can also be uploaded to Dataspace Live. If you are uploading lots of drawings and documents we suggest that you place the files into separate
folders called Documents or Drawings, then add these folders as part of a zip file. Once uploaded the correct document type will be automatically selected
for you.

3. 'Remove [y or 'Edit (@ files, as required.

Please check these option boxes as necessary

7 Uploading documents as part of application

Add Documents

Description Document Type Doc No Sheet No Rev

Next Page Preview Application

3. Adding Documents

¢ Open [ x |
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You can add documents one at a time or by
holding the ‘Shift’ button on your keyboard and
clicking on each file to highlight it, you can add
multiple files at the same time.

Click ‘Open’ to add.

A loading window will open showing you a
progress bar.

Once the progress bar reaches 100%, this
window will automatically close.

[ Open
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& This PC =
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Iy Desktop =
- Side Elevations 02/04/2015 11:06 Adobe Ac
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- Structural Plan 02/04/2015 11:05 Adobe Ac
|4 Downloads
1 inspections plan
& Music
k Pictures
B Videos v o< >
File name: “Structural Plan” "Basement” "Calculation V‘ |AII Files V|

Upload Documents

When the window automatically closes itself, you will see that the documents have been added to

your application.

To delete a document from your application, click on the ‘Trash’ icon next to the document. m

Please check these option boxes as necessary

| Uploading documents as part of application

Add Documents

Description Document Type
Basement.pdf drawing
Calculations.pdf drawing
Elevations.pdf drawing
Foundations.pdf drawing
Ground Floor Plans.pdf drawing
Side Elevations.pdf drawing
Structural Plan.pdf drawing

Next Page Preview Application

zz Resolution Data Management Ltd zz : Building Notice (Wiltshire)

Doc No Sheet No Rev

54550_546_8943 1 - @ W
54550_2203_5077 1 - @ @
54550_68150_4263 1 - @ o
54550_53545_4409 1 - @ o
54550_71654_6530 1 - @ @
5455037521 5716 1 - @
54550_67507_7955 1 - @z @ -

Close

Side Elevations.pdf 120.77K8 ~

Close & Cancel Uploads




@ By pressing the ‘Update Document Update Document Details
Details’ icon next to each document,

Original Filename:  Basement.pdf

you will be able to change the ‘ Bescription: Basement el

details of the document. Document Type: | Drawng -
Document Number: | 54550_546_8943

Click ‘Update Details’ to apply sheetNumber: |1

Changes Revision Number:

Update Details

Your documents are now successfully added to your application and you can continue to
. . . ‘ , Next Page
the next page of your application form by clicking the ‘Next Page’ button.

In addition, by clicking on the ‘Preview Application’ button, you can view a Draft A4
version of your form, and under the documents section, it will list how many documents

you have added.

O Dataspace Live Viewer - Google Chrome - B
[ www.dataspacelive.co.uk/services/EmbeddedViewer.aspx?p=18&applicationid=151245&applicationtype=4{ @,
Eﬁ)}deSp?E? K (¢ Page |2 |of2 » & &l | =Y
. e rgubmft aplan.com NOTICE LABC -

The Building Act 1984
The Building Regulations 2040

Charges

Schedule 1 - New Dwellings Tolal Fee (inc VAT) £ Ma. of Dwellings
hedule 2 - Cartain Domastic Dwellings 10121 Fee (inc VAT) £ Inemal Floor Area
Schedule 3 - Other Works Tolal Fee (Inc VAT) £: Eslimated Cosls
How are lees for this apphication lo be paid ?

Whe should the inwaice for inspection charges be sentlo 7

Claim exemplion from the building regulation charges?

Electrical

Is ihe propesed work Demestic 7 Yes Il 50, is any elecirical work imvohesd, 7 Mo

Elecirical Stalement.

Documents with this appli

Arg here decuments associaled with his application 7 50, how many * 7 e—
Arg \hare any documenis which are beng posted directly to thakocal autherity 7

(Additional Information:
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helpdesk@resolutiondm.com
01242 260505

Guide-sheet playlist:
http://www.screencast.com/t/vpwR42dRu

Youll™® video playlist:
https://www.youtube.com/playlist?list=PLBgcONgpt4NVoDK91bWijejyTuPNLINPOd
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