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Uploading required documents into AlphaOne 
1. Save the document to your computer/device 

The document needs to be saved as a pdf file - e.g.  

• BCnumber_asbuiltdp_YYYYMMDD.pdf 

• BCnumber_trusscertificate_YYYYMMDD.pdf 

• BCnumber_PS4raftslab_YYYYMMDD.pdf 

 
2. Log into AlphaOne 

 

 

3. Click on upload documents 

 

 

4. Use the search function to find the building consent – enter the consent number and click on Go 

 

  



 

5. Select the building consent that you want to add documents to 

 

 

6. Select the document that you want to upload and click on attach file  

 

NOTE: If the document you want to upload is not displayed then upload to miscellaneous documents 
(ensure the document has a meaningful name e.g. engineers PS4). 

 

7. Locate and upload the document that has been saved to your computer/device 

 

8. You can view the document by clicking on the filename after it has been uploaded 

 

 

Advantages of uploading documents this way 

• Easy to see the document has been provided 
• Required documents are scanned to the correct place 

• Each required document will be removed from outstanding documents on your inspection notices 
once uploaded 

 

If you’re unsure whether you are uploading the required document to the correct place, or the document is 
not showing in the required document list, please contact us on contactus@selwyn.govt.nz or 0800 
SELWYN. 
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