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Guidelines 

DOB NOW: Build - NUMBERING FORMAT 

 Initial CW: The initial CD numbering will starts with "CW" + 8 digits (where the ending two digits are 

the year that the Onsite Waiver is initially filed in and the digits immediately before that are the next 

sequentially available number ) Example: CW00006790 

 The PE will assign a CD Number to the Onsite Waiver 

 Amendment: The CW amendment numbering will start with "-A"+ 6 digits to the CW number, 

starting at "000001" for each CW number and increasing sequentially for each subsequent 

Amendment on the given CW. 

Example: CW00006789-A000001 

 

ROLES & RESPONSIBILITIES 

1. The Professional Engineer can file for an Onsite Waiver. 

2. Up to 10 HMO’s can be assigned at one time. 

 

SYSTEM GUIDELINES 

1. Greyed-out fields are Read-Only or are auto-populated by the system. 

2. Fields with a red asterisk (*) are required and must be completed. 

 

ADDITIONAL HELP & INFORMATION 

1. Video Tutorials: DOB NOW YouTube Channel 

2. Presentations & Sessions: nyc.gov/dobnowinfo 
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Log into DOB NOW 
Complete the following steps to log into DOB NOW: 

Step Action 

Note: 
In order to log into DOB NOW, the user must be registered for eFiling. 

Additionally, DOB recommends turning off pop-up blockers to successfully navigate within 
DOB NOW. 

For Step-by-Step instructions, please submit a question to www.nyc.gov/dobnowhelp or refer 
to the following links: 

 How to Register for eFiling: 

https://www1.nyc.gov/assets/Buildings/pdf/registration_tip_owners.pdf 

 How to Turn Off Pop-up Blockers: 

https://www1.nyc.gov/assets/Buildings/pdf/allow_pop-up_blockers.pdf 

1.  Access the Internet. 

   

2.  Enter www.nyc.gov/dobnow in the URL field at the top of the browser window. 

 

3.  Press Enter on the keyboard. 

http://www.nyc.gov/dobnowhelp
https://www1.nyc.gov/assets/buildings/pdf/registration_tip_owners.pdf
https://www1.nyc.gov/assets/buildings/pdf/allow_pop-up_blockers.pdf
http://www.nyc.gov/dobnow
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Step Action 

4.  The DOB Login page displays. 

Enter Email and Password (as registered in eFiling). 

 

5.  Click Login. 
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Step Action 

6.  The DOB NOW Welcome page displays. 

Hover the cursor over DOB NOW: Build. 

 

7.  Select Cranes from the drop-down list. 

 

8.  The DOB NOW Dashboard displays. 

The My Prototypes tab displays by default and displays all Prototype Certificate of Approval 
Applications associated with an eFiling account. 

 

You are now logged into DOB NOW: Build. 
Continue to the next section. 
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Submit Onsite Waiver Application: 
Derricks & Mobile Cranes ONLY 
Complete the following steps to file an On-Site Waiver Application: 

Step Action 

1.  Hover the cursor over + Onsite Waiver and select New Onsite Waiver from the drop-down 

list. 

 

2.  A New Onsite Waiver pop-up window displays with Crane Device options: 

Dedicated Pile Driver    

Mobile Crane 

Select the applicable radio-button. 
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Step Action 

3.  Click Submit to close the pop-up window and proceed. 

 

You have begun the process for an Onsite Waiver. 

Continue to the Complete General Information tab section. 
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Complete General Information Tab 

Complete the following steps to complete the General Information Tab to associate all Stakeholders 

(e.g. Filing Representatives, Manufacturers etc.) to the application: 

Step Action 

1.  The General Information section displays. 

 

Note: The Filing Information fields: Crane Notice Type, Filing Type and Crane Type are greyed-out 
and cannot be edited. 
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Step Action 

2.  Select the Waiver Type (e.g. 48 Hours) from the Waiver Type drop-down list.  

 

3.  Enter the Location Information: 

 House Number 

 Street Name 

 Select the Borough from the Borough drop-down list. 

 Block 

 Lot 

 Select the Owner Type (e.g., Individual) from the Owner Type drop-down list 

 Associated BIS/DOB NOW Job Number (Max 5) 

The BIN field is greyed-out and Read-Only. 
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Step Action 

4.  Enter the Applicant Information: 

 Type the Email and then select the Email Address from the blue drop-down 

 Select the License Type (e.g., Individual) from the License Type drop-down list 

 Select the Business Name from the Business Name drop-down list  

 

5.  Enter the Equipment User’s Information: 

 Type the Email and then select the Email Address from the blue drop-down 

 Select the License Type (e.g., Individual) from the License Type drop-down list 

 Select the Business Name from the Business Name drop-down list  
(click + Add New if the Business Name is not listed) 

 

6.  If applicable, enter Additional Information. 
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Step Action 

7.  If applicable, click + Add Representative to add Filing Representative. 

 

8.  The Filing Representative Details pop-up window displays. 

Type the Email and then select the Email Address from the blue drop-down. 

 

9.  Click Save. 
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Step Action 

Note: 
The Filing Representative added displays within the Filing Representative information table. 

Click the edit ( ) icon to update the information. 

Click the trash can ( ) icon to delete the Filing Representative. 

To add an additional Filing Representative repeat Steps 7 to 9 above. 

 

10.  At the top-left of the screen, click Save. 

 

11.  A Notification pop-up window displays with the message: 

The following information cannot be changed after saving: 

   • Filing Information 

   • Location Information 

Click Save, to continue. 
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Step Action 

12.  A Notification pop-up window displays with the message:  

Job filing has been saved. 

Click OK to continue. 

 

Note: 
The page refreshes and displays the additional items: 

1. Status Bar 

2. Review and File  

3. Onsite Waiver Filing Number  

4. Additional Tabs: Prototype Information, Document and Statements & Signatures 

5. Application Information: Application Highlights,  View Filing, Trace & Payment History 
and Fee 

 

You have completed the Complete General Information tab. 

Continue to the next section. 
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Complete Prototype Information Tab 

Complete the following steps to complete the Phase Information tab: 

Step Action 

1.  Click Prototype Information to display the Prototype Information section.  

 

2.  Select the applicable Search by (e.g. Prototype Number) radio-button in Prototype Search. 

A maximum of 2 Prototypes can be added per application. 
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Step Action 

Note: 
To search by Prototype Number: 

Enter the Prototype Number in the Prototype Number field. 

 

To search by Crane Type: 

Select the Crane Type from the Crane Type drop-down list. 

 

3.  Click Search & Add to proceed. 
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Step Action 

4.  The Search Results pop-up window displays. 

If applicable, select the applicable Prototype Number. 

Click +Add to proceed. 

 

5.  A Notification pop-up window displays with the message: 

Prototype has been added. 

Click OK to proceed. 
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Step Action 

Note: 
The Prototype added, displays within the Prototype Information. 

Click the details ( ) icon to view the Prototype Information. 

Click the trash can ( ) icon to delete the Prototype Number. 

 

6.  At the top-left of the screen, click Save. 

 

7.  A Notification pop-up window displays with the message:  

Job filing has been saved. 

Click OK to continue.  

 

You have completed the Complete Prototype Information tab. 

Continue to the next section. 
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Upload Documents 

Complete the following steps to upload documents in the Documents tab to support the application: 

Step Action 

1.  Click Documents to display the Documents section. 

 

2.  Click +Add Document. 

 

3.  The Upload Document pop-up window displays. 

 Type the Document Name. 

 Select the Document Type (e.g., ACRIS Report) from the Document Type drop-
down list. 
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Step Action 

4.  Click Choose File to upload the Document Type selected. 

 

5.  The Document pop-up window displays. 

Select the Document and click Open. 

 

6.  The Document displays next to Choose File. 

Click Upload. 
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Step Action 

7.  A Notification pop-up window displays with the message: 

Document has been uploaded. 

Click OK to continue. 

 

Note: The Document uploaded displays within the Document table. 

Click the edit ( ) icon to update the Document information. 

Click the trash can ( ) icon to delete the Document. 

Click the upload ( ) icon to replace the Document previously uploaded. 

 

8.  At the top-left of the screen, click Save. 
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Step Action 

9.  A Notification pop-up window displays with the message:  

Job filing has been saved. 

Click OK to continue. 

 

You have completed the Upload Documents. 

Continue to the next section. 
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Complete Statements & Signatures 

Complete the following steps to complete the attestations in the Statement & Signatures tab: 

Step Action 

1.  Click Statements & Signatures to display the Statements & Signatures section. 

 

Note: The statement applicable to the stakeholder that’s logged in highlights in blue. 
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Step Action 

APPLICANT OF RECORD 

2.  Click the Applicant’s Statement checkbox to electronically attest. 

The Name and Date field’s auto-populate by the system. 

 

3.  At the top-left of the screen, click Save. 

 

4.  A Notification pop-up window displays with the message: 

Job filing has been saved. 

Click OK to continue. 

 

EQUIPMENT USER’S STATEMENT 

5.  On the Statements & Signatures tab scroll-down to the Equipment User’s Statement. 
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Step Action 

6.  Click the Equipment User’s Statement checkbox to electronically attest. 

The Name and Date field’s auto-populate by the system. 

 

7.  At the top-left of the screen, click Save. 

 

8.  A Notification pop-up window displays with the message: 

Job filing has been saved. 

Click OK to continue. 

 

You have completed the Statement & Signatures section. 

Continue to the next section. 
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Pay Fees 

Complete the following steps to submit a payment application to the NYC Department of Buildings. 

Step Action 

Note: 
The fees must be paid before continuing to Review and File. 

1.  At the bottom-right of the screen, click Pay Now. 
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Step Action 

2.  The Payment Confirmation pop-up window displays with the message (sample): 

Please note that the following data cannot be changed after the payment has been made on 
this filing: 

Owner Type: Individual 

Are you sure you want to make a payment now for $100.00? 

Payment is not the last step. Click the Review and File/Submit button at the top of the screen 
to submit the application. 

Please confirm that your pop-up blocker is turned off before proceeding to Payment. 

Click Yes, to proceed. 
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Step Action 

3.  The page is redirected to NYC City Pay. 

Pay the application fees via eCheck or Credit Card by selecting the applicable tab. 

 

4.  The Notification pop-up window displays on the DOB NOW page with the message: 

Payment has been processed. A receipt will be sent by email. Select History for more 
information. 

Click OK to proceed. 

 

You have completed the Pay Fees section. 

Continue to the next section. 
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Complete Review and File 

Complete the following steps to review and submit the application to the NYC Department of Buildings. 

Step Action 

APPLICANT OF RECORD 

1.  At the top-left of the screen, click Review and File. 

 

2.  The Application Preview displays. 

Click Next to read and progress through the Application Preview to the final page. 

 

Note: If errors are discovered when Review and File is selected, click Return to Filing View, correct 
the errors, re-attest, and Review and File again. 
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Step Action 

3.  On the final page, click the checkbox to attest reviewing the application. 

 

4.  The Name and the Date field’s auto-populate after the check-box is clicked. 

Click File, to proceed. 

 

5.  A Notification pop-up windows displays with the message: 

Job filing has been submitted. An email notification will be sent with the status of the review. 

Click OK to close the Confirm pop-up window. 

 

Note: The Status Bar updates to the next stage in the job filing process (e.g., Pending QA 
Assignment). 

 

You have completed the Submit Onsite Waiver Application Step-by-Step Guide. 
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Print Certificate Complete:  
From the Dashboard 
Complete the following steps to print the CD Certificate from the dashboard: 

Step Action 

1.  From the Dashboard, select the My Onsite Waivers tab. 

 

2.  Locate the Onsite Waiver application. 

Under the Actions column, click the Select Actions drop-down-list and click Print Certificate 
on the application. 

 



DOB NOW: Build – CRANES & DERRICKS STEP-BY-STEP GUIDE  

 

DOB NOW: Build ◼ Onsite Waiver Applications Step-By-Step Guide ◼ June, 2020  31 

 

Step Action 

3.  Ensure that your pop-up blocker is turned-off. 

The Onsite Certificate (Limited) opens in a second tab. 

 

4.  From the bottom of the page click Print to PDF. 

 

5.  The internet browser downloads the certificate. 

Click the file arrow and select Open. 
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Step Action 

6.  A third tab opens with the print options. 

Click Print. 

 

You have completed the Print a Certificate: From the Dashboard Step-by-Step Guide. 
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Print Certificate Complete:  
From within the Application 
Complete the following steps to print the CD Certificate from within the application: 

Step Action 

1.  From the Dashboard, select the My Onsite Waivers tab. 

 

2.  Locate the Onsite Waiver application. 

Double-click the application. 
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Step Action 

3.  The Onsite Waiver Information pop-up window displays with the (sample) message: 

Job Number: CW00031720 

Filing Type: Onsite Waiver 

Crane Type: Mobile Crane 

Click OK to proceed. 

 

4.  The Onsite Waiver application displays. 

On the bottom-right, click Print Certificate. 
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Step Action 

5.  Ensure that your pop-up blocker is turned-off. 

The Cranes & Derricks Certificate of Operation opens in a second tab. 

 

6.  From the bottom of the page click Print to PDF. 

 

7.  The internet browser downloads the certificate. 

Click the file arrow and select Open. 
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Step Action 

8.  A third tab opens with the print options. 

Click Print. 

 

You have completed the Print a Certificate: From within the Application Step-by-Step Guide. 

Continue to the next section. 
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Tag Crane Device 
Complete the following steps to assign the CD to CN within the application: 

Step Action 

APPLICANT OF RECORD 

Note: 
The initial Onsite Waiver Application must be approved before tagging a Crane Device. Only 
the PE can file for a CN Number. 

A single CD number can have one or many associated CN numbers but a CN number can only 
be associated with a single CD number. 

1.  From the Dashboard, select the My Onsite Waivers tab. 

 

2.  Locate the Onsite Waiver application. 

Under the Actions column, click the Select Actions drop-down list and select Assign Crane 
Device. 
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Step Action 

Note: 
To filter the Onsite Waivers by Crane type select the respective tab (e.g., Mobile Crane). 

 

3.  A Confirm pop-up window displays with the message (sample): 

Confirm you want to tag a Crane Device to CW00031620. 

Click Yes to proceed. 

 

Note: The page refreshes and displays the application and the following additional items: 

 Notify DOB drop-down list 

 Additional Tab: Tag Crane Device 

 

You have begun the process for Tagging a Crane Device to an Onsite Waiver. 

Continue to the Complete Tag Crane Device Tab section. 
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Complete Tag Crane Device Tab 

Complete the following steps to complete the Tag Crane Device Tab for the application: 

Step Action 

APPLICANT OF RECORD 

1.  Within the Tag Crane Device tab, select the applicable Search by (e.g. Device Number) radio 
button in Device Search. 

 

Note: 
To search by Device Number: Enter the Device Number in the Device Number field. 

 

To search by Prototype Number:  
Select the Prototype Number from the Prototype Number drop-down list. 
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Step Action 

2.  Click Search & Add to proceed. 

 

3.  The Search Results pop-up window displays. 

If applicable, select the applicable Prototype Number. 

Click +Add to proceed. 

 

4.  The Notification pop-up window displays with the message: 

Crane Device added successfully. 

Click OK to proceed. 
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Step Action 

Note: The Device Number added, displays within the Device Information – Mobile Crane. 

Click the details ( ) icon to view the Device Number information. 

Click the trash can ( ) icon to delete the Device Number. 

 

5.  At the top-left of the screen, click Save. 

 

6.  A Notification pop-up window displays with the message: 

Job filing has been saved. 

Click OK to proceed. 

 

7.  At the top-left of the screen, click Submit. 
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Step Action 

8.  A Confirm pop-up window displays with the message: 

Please confirm if you are done with the current step and are ready to proceed to the next 
step. 

Click Yes to proceed. 

 

9.  A Notification pop-up window displays with the message: 

Job filing submitted successfully. Information forwarded to DOB. 

Click OK to proceed. 

 

You have completed the Tag Crane Device Tab Step-by-Step Guide. 

Continue to the next section. 
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Assign Hoist Machine Operator (HMO) 
Complete the following steps to assign the Hoist Machine Operator (HMO) within the application: 

Step Action 

EQUIPMENT USER 

Note:  The Equipment User assigns the HMO and attest the form. The HMO must then login to 

the system to accept their assignment and provide their attestation. 

 Changing the HMO(s) is not viewed as a PAA and does not have an accompanying fee. If 

an HMO is no longer associated with a CN, the Equipment User can remove them from 

the CN as well, with no fee. 

 The system does not restrict the number of CN’s to which an HMO is assigned, they can 

be assigned to multiple CNs at one time. 

 Once the first HMO is assigned to the CN, the system allows the list of assigned HMO’s 

to be edited at any time, until the device is removed from the CN. 

1.  From the Dashboard, select the My Onsite Waivers tab. 

 

2.  Locate the Onsite Waiver application. 

Under the Actions column, click the Select Actions drop-down list and select Assign HMO(s). 
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Step Action 

Note: 
To filter the Onsite Waivers by Crane Type select the respective tab (e.g., Mobile Crane). 

 

3.  A Confirm pop-up window displays with the message (sample): 

Confirm you want to assign the HMO(s) on CW00031620. 

Click Yes to proceed. 

 

Note: 
The page refreshes and displays the Additional Tab: HMO(s). 

 

You have begun the process for Assign HMO(s). 

Continue to the Complete HMO(s) Tab section. 
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Complete HMO(s) Tab 

Complete the following steps to complete the HMO(s) tab for the application: 

Step Action 

EQUIPMENT USER 

1.  Within the HMO(s) tab, click + Add HMO. 

 

2.  The HMO Contact Details pop-up window displays. 

Type the Email and then select the Email Address from the blue drop-down. 
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Step Action 

Note: 
The HMO Contact Details fields: Last Name, First Name, Business Name, Business Address, 
City, State, Zip Code, Business Telephone, Mobile Telephone are greyed-out and cannot be 
edited. 

 

Note: 
The statement applicable to the Stakeholder that’s logged in highlights in blue. 

 

3.  Click the Equipment User’s Statement checkbox to electronically attest. 

The Name and Date field’s auto-populate by the system. 
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Step Action 

4.  Below the Name and Date fields, click Submit. 

 

5.  A Notification pop-up window displays with the message: 

Email (e.g., DOBTESTING123@GMAIL.COM) has been added to this application successfully. 

Click OK to proceed. 

  

Note: 
The HMO added displays within the HMO Details information table. 

Click the edit ( ) icon to update the information. 

Click the trash can ( ) icon to delete the HMO. 

To add an additional HMO, repeat Steps 1 to 5 and continue. 
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Step Action 

HOIST MACHINE OPERATOR (HMO) 

6.  Locate the Onsite Waiver application. 

Under the Select Action column, select Assign HMO(s). 

 

Note: 
To filter the Onsite Waivers by Crane Type select the respective tab (e.g., Mobile Crane). 

 

7.  A Confirm pop-up window displays with the message (sample): 

Confirm you want to assign the HMO(s) on CN00009719. 

Click Yes to proceed. 
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Step Action 

8.  The page refreshes and displays the Onsite Waiver application. 

Select the HMO(s) tab. 

 

9.  Select the edit ( ) icon applicable to the HMO Details from the list. 
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Step Action 

10.  The HMO Contact Details pop-up window displays. 

The statement applicable to the stakeholder that’s logged in highlights in blue. 

Click the Equipment User’s Statement check-box to electronically attest. 

The Name and Date field’s auto-populate by the system. 

 

11.  Below the Name and Date fields, click Submit. 
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Step Action 

12.  A Notification pop-up window displays with the message:  

Job filing has been saved. 

Click OK to proceed.  

 

You have completed the Assign HMO(s) Tab Step-by-Step Guide. 

Continue to the next section. 
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Notify DOB – Arrival of Device 
Complete the following steps to notify DOB on the arrival of Crane Notice: 

Step Action 

EQUIPMENT USER 

1.  From the Dashboard, select the My Onsite Waivers tab. 

 

2.  Locate the Onsite Waiver application. 

Under the Actions column, click the Select Actions drop-down list and select Notify DOB. 

 

Note: 
To filter the Onsite Waivers by Crane Type select the respective tab (e.g., Mobile Crane). 
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Step Action 

3.  A Confirm pop-up window displays with the message (sample): 

Confirm you want to submit a notification on CW00009419. 

Click Yes to proceed. 

 

Note: 
The page refreshes and displays the Additional Tab: HMO(s). 

 

4.  Hover over Notify DOB and select New Notification. 
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Step Action 

5.  A New Notification pop-up window displays 
with the Crane Notice Number 

Complete the Notification: 

 Select the Notification Type (e.g., Arrival 
of Device) 

 Select the Notification Date/Time 

The selected Date/Time displays above the 
calendar. 

6.  Below the calendar, click Notify. 

 

7.  A Confirm pop-up window displays with the message: 

Please confirm if you would like to proceed with this notification. 

Click Yes to proceed. 
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Step Action 

8.  A Notification pop-up window displays with the message: 

You have sent notification successfully. 

Click OK to proceed. 

  

You have completed the Notify DOB – Arrival of Device Step-by-Step Guide. 

Continue to the next section. 
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Notify DOB - Departure of Device 
Complete the following steps to notify DOB on the Arrival of Device: 

Step Action 

1.  From the Dashboard, select the My Onsite Waivers tab. 

 

2.  Locate the Onsite Waiver application. 

Under the Actions column, click the Select Actions drop-down list and, select Notify DOB. 

 

Note: 
To filter the Onsite Waivers by Crane Type select the respective tab (e.g., Mobile Crane). 
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Step Action 

3.  A Confirm pop-up window displays with the message (sample): 

Confirm you want to submit a notification on CW00009419. 

Click Yes to proceed. 

 

Note: 
The page refreshes and displays the Additional Tab: HMO(s). 

 

4.  Hover over Notify DOB and select New Notification. 
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Step Action 

5.  A New Notification pop-up window 
displays with the Crane Notice Number 

Complete the Notification: 

 Select the Notification Type (e.g., 
Final Departure of Device) 

 Select the Notification Date/Time 

The selected Date/Time displays above the 
calendar. 

6.  Below the calendar, click Notify. 

 

7.  A Confirm pop-up window displays with the message: 

Please confirm if you would like to proceed with this notification. 

Click Yes to proceed. 

 



DOB NOW: Build – CRANES & DERRICKS STEP-BY-STEP GUIDE  

 

DOB NOW: Build ◼ Onsite Waiver Applications Step-By-Step Guide ◼ June, 2020  59 

 

Step Action 

8.  A Notification pop-up window displays with the message: 

You have sent notification successfully. 

Click OK to proceed. 

  

You have completed the Notify DOB – Departure of Device Step-by-Step Guide. 

 

 

You have completed the DOB NOW: Build – Cranes & Derricks:  Onsite Waiver Application: Derricks & 
Mobile Cranes ONLY Step-by-Step Guide. 

 

For more resources visit: 

 YouTube Channel: DOB NOW 

 Step-by-Step Guides and Manual: nyc.gov/dobnowinfo 

 Customer Service: nyc.gov/dobnowhelp 
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Submit Onsite Waiver Amendment 
Application: Derricks & Mobile Cranes ONLY 
Complete the following steps to file an Amendment on an On-Site Waiver Application: 

Step Action 

1.  Hover the cursor over + Onsite Waiver and select Amendment from the drop-down list. 

 

2.  A Onsite Waiver - Amendment pop-up window displays: 

Enter the initial Onsite Waiver Number. 

  

3.  Click Submit to close the pop-up window and proceed. 
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Step Action 

You have begun the process for an Onsite Waiver Amendment Application. 

Continue to the Complete General Information tab section. 
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Complete General Information Tab 

Complete the following steps to complete the General Information Tab to associate all Stakeholders 

(e.g. Filing Representatives, Manufacturers etc.) to the application: 

Step Action 

1.  The General Information section displays. 

 

Note: 
The Filing Information, Location Information, Applicant Information and Equipment 
Information fields, are greyed-out and cannot be edited.  

 

2.  Enter the Associated BIS/DOB NOW Job Number (max5). 
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Step Action 

3.  If applicable, enter Additional Information. 

 

4.  If applicable, click + Add Representative to add Filing Representative. 

 

5.  The Filing Representative Details pop-up window displays. 

Type the Email and then select the Email Address from the blue drop-down. 

 

6.  Click Save. 
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Step Action 

Note: 
The Filing Representative added displays within the Filing Representative information table. 

Click the edit ( ) icon to update the information. 

Click the trash can ( ) icon to delete the Filing Representative. 

To add an additional Filing Representative repeat Steps 7 to 9 above. 

 

7.  At the top-left of the screen, click Save. 

 

8.  A Notification pop-up window displays with the message (sample): 

Are you sure you want to continue with amendment of following crane notice number. Please 
verify details before saving: 

   • CW00031720 

Click Save, to continue. 
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Step Action 

9.  A Notification pop-up window displays with the message:  

Job filing has been saved. 

Click OK to continue. 

 

Note: 
The page refreshes and displays the additional items: 

1. Status Bar 

2. Review and File  

3. Onsite Waiver Amendment Filing Number  

4. Additional Tabs: Prototype Information, Documents and Statements & Signatures 

5. Application Information: Application Highlights,  View Filing, Trace & Payment History 
and Fee 

 

You have completed the Complete General Information tab. 

Continue to the next section. 
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Complete Prototype Information Tab 

Complete the following steps to complete the Phase Information tab: 

Step Action 

1.  Click Prototype Information to display the Prototype Information section.  

 

2.  Select the applicable Search by (e.g. Prototype Number) radio-button in Prototype Search. 

A maximum of 2 Prototypes can be added per application. 
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Step Action 

Note: 
To search by Prototype Number: 

Enter the Prototype Number in the Prototype Number field. 

 

To search by Crane Type: 

Select the Crane Type from the Crane Type drop-down list. 

 

3.  Click Search & Add to proceed. 
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Step Action 

4.  The Search Results pop-up window displays. 

If applicable, select the applicable Prototype Number. 

Click +Add to proceed. 

 

5.  A Notification pop-up window displays with the message: 

Prototype has been added. 

Click OK to proceed. 
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Step Action 

Note: 
The Prototype added initially, displays within the Prototype Information. 

Click the details ( ) icon to view the Prototype Information. 

Click the trash can ( ) icon to delete the Prototype Number. 

 

6.  At the top-left of the screen, click Save. 

 

7.  A Notification pop-up window displays with the message:  

Job filing has been saved. 

Click OK to continue.  

 

You have completed the Complete Prototype Information tab. 

Continue to the next section. 
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Upload Documents 

Complete the following steps to upload documents in the Documents tab to support the application: 

Step Action 

1.  Click Documents to display the Documents section. 

 

2.  Click +Add Document. 

 

3.  The Upload Document pop-up window displays. 

 Type the Document Name. 

 Select the Document Type (e.g., NYC Approved Load Chart) from the Document 
Type drop-down list. 
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Step Action 

4.  Click Choose File to upload the Document Type selected. 

 

5.  The Document pop-up window displays. 

Select the Document and click Open. 

 

6.  The Document displays next to Choose File. 

Click Upload. 
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Step Action 

7.  A Notification pop-up window displays with the message: 

Document has been uploaded. 

Click OK to continue. 

 

Note: The Document uploaded displays within the Document table. 

Click the edit ( ) icon to update the Document information. 

Click the trash can ( ) icon to delete the Document. 

Click the upload ( ) icon to replace the Document previously uploaded. 

 

8.  At the top-left of the screen, click Save. 
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Step Action 

9.  A Notification pop-up window displays with the message:  

Job filing has been saved. 

Click OK to continue. 

 

You have completed the Upload Documents. 

Continue to the next section. 
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Complete Statements & Signatures 

Complete the following steps to complete the attestations in the Statement & Signatures tab: 

Step Action 

1.  Click Statements & Signatures to display the Statements & Signatures section. 

 

Note: 
The statement applicable to the stakeholder that’s logged in highlights in blue. 
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Step Action 

APPLICANT OF RECORD 

2.  Click the Applicant’s Statement checkbox to electronically attest. 

The Name and Date field’s auto-populate by the system. 

 

3.  At the top-left of the screen, click Save. 

 

4.  A Notification pop-up window displays with the message: 

Job filing has been saved. 

Click OK to continue. 

 

EQUIPMENT USER’S STATEMENT 

5.  On the Statements & Signatures tab scroll-down to the Equipment User’s Statement. 
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Step Action 

6.  Click the Equipment User’s Statement checkbox to electronically attest. 

The Name and Date field’s auto-populate by the system. 

 

7.  At the top-left of the screen, click Save. 

 

8.  A Notification pop-up window displays with the message: 

Job filing has been saved. 

Click OK to continue. 

 

You have completed the Statement & Signatures section. 

Continue to the next section. 
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Pay Fees 

Complete the following steps to submit a payment application to the NYC Department of Buildings. 

Step Action 

Note: 
The fees must be paid before continuing to Review and File. 

1.  At the bottom-right of the screen, click Pay Now. 
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Step Action 

2.  The Payment Confirmation pop-up window displays with the message (sample): 

Please note that the following data cannot be changed after the payment has been made on 
this filing: 

Owner Type: Individual 

Are you sure you want to make a payment now for $100.00? 

Payment is not the last step. Click the Review and File/Submit button at the top of the screen 
to submit the application. 

Please confirm that your pop-up blocker is turned off before proceeding to Payment. 

Click Yes, to proceed. 
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Step Action 

3.  The page is redirected to NYC City Pay. 

Pay the application fees via eCheck or Credit Card by selecting the applicable tab. 

 

4.  The Notification pop-up window displays on the DOB NOW page with the message: 

Payment has been processed. A receipt will be sent by email. Select History for more 
information. 

Click OK to proceed. 

 

You have completed the Pay Fees section. 

Continue to the next section. 
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Complete Review and File 

Complete the following steps to review and submit the application to the NYC Department of Buildings. 

Step Action 

APPLICANT OF RECORD 

1.  At the top-left of the screen, click Review and File. 

 

2.  The Application Preview displays. 

Click Next to read and progress through the Application Preview to the final page. 

 

Note: If errors are discovered when Review and File is selected, click Return to Filing View, correct 
the errors, re-attest, and Review and File again. 
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Step Action 

3.  On the final page, click the checkbox to attest reviewing the application. 

 

4.  The Name and the Date field’s auto-populate after the check-box is clicked. 

Click File, to proceed. 

 

5.  A Notification pop-up windows displays with the message: 

Job filing has been submitted. An email notification will be sent with the status of the review. 

Click OK to close the Confirm pop-up window. 

 

Note: The Status Bar updates to the next stage in the job filing process (e.g., Pending PE 
Assignment). 

 

You have completed the Submit Onsite Waiver Amendment Application Step-by-Step Guide. 

 


