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Introduction

DOB NOW: Inspections Overview

DOB NOW: Inspections is an online portal for Owners, Licensed Professionals (LPs)?, and their
Delegates to conduct Inspection-related business with the Department of Buildings. DOB NOW:
Inspections organizes information using Records. Records are Jobs, BPP Jobs, Place of Assembly,
Permits, Devices, Notices, Work, Applications, Certifications, Sign Off Requests & Gas
Authorization Requests. Using DOB NOW: Inspections, Licensed Professionals, Owners, and
their Delegates will be able to request the following types of Development Inspections online:

Electrical Plumbing

Fire Suppression Signs
Construction Boilers

Elevators Cranes & Derricks
Oil Burning Equipment BPP

High Rise Initiative Sustainability

After registering for an account that is associated to your Records, Owners, LPs, and their
Delegates can use DOB NOW: Inspections to:

e View information related to your Records

e Request Inspections and view the Results

e Request Gas Authorizations and Plumbing Sign Offs

e Receive emails at milestones in your Inspection cycle

e Upload documentation to certify certain Objections

e Assign Delegates (delegate responsibility to other Registered Users)
e Submit Certification documentation (LPs and Crane Owners only)

e Upload PVT Inspection results (PVTs only)

e Group Records into manageable ‘Collections’

The purpose of this User Manual is to provide instructions on how to register and manage your
DOB NOW: Inspections account.

1

LPs are defined as: Electrical Contractors, Elevator Agencies/Inspectors, Fire Suppression Contractors, General Contractors, Oil
Burner Installers, Master Plumbers, Sign Hangers, Professional Engineers, Registered Architects, and Registered Landscape
Architects
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Account Registration and Management

Registering for a DOB NOW: Inspections Account
Owners, LPs, and their Delegates must become Registered Users prior to taking action on
Records in DOB NOW: Inspections.

1. Navigate to the DOB NOW: Inspections login page from the Department of Buildings’
website.

2. Inthe Login box, click New Users: Register for an Account.

DOB

NOW

[:]Accessibility Support | New Users: Reqister for an Account | Login

Home Search

Log in to DOB NOW: Inspections to: Lot
ogin
* Request and schedule inspections User Name or E-mail:
* Certify inspections [ |
* View inspection results

Password (case sensitive):

I |
{ Login »

Click the Search tab above to: [ Remember me on this computer
Reset password

Visit the Resources page for user manuals and more information.

New Users: Reqister 1or an Accoun

* Search by address or record
® Search for licensed professionals

You do not have to log in to search.

Use the Buildings Information
System (BIS) to search for general
information on a property in the
city including recorded complaints
and violations, actions,
applications, and inspections.

Use the DOB NOW Public Portal to
access filings submitted in DOB
NOW: Build and Safety.
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3. Review the terms. Click the box to accept the terms next to "Sign acceptance of the above
terms" and click Submit.

Home Search

Search by Record | Search by Address | Search by Licensed Professional | Search by Contact | General Search more v

Account Registration

You will be asked to provide the following information to open an account:

* Choose a user name and DBEE}‘.'G!’C’

* Personal and Centact Information

Please review and accept the terms below to proceed.

TS

PENALTY FOR FALSIFICATION: Falsification on any statement made while using
efiling with intent to defraud or de € Is @ misdemeanor and is punishable by a
fine, imprisonment or both. I understand that if I am found guilty after hearing to
have knowingly or negligently falsified or allowed to be falsified any certificate,
form, signed statement, application, report or certification of the correction of a

ID Sign acceptance of the above terms. I
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4. Complete the Account Registration page by entering information in the fields in the Login
Information and Contact Information sections. Required fields are denoted by an asterisk.
Please Note:

e  The User Name must:

Consist of 4-50 alphanumeric characters

Consist of letters and/or numbers

Not include symbols, other than @ _ - .

= These symbols are allowed for users who wish to use their email
address as their User Name

Please Note: once the User Name is established, it can not be changed
) The Password must:
Consist of 8-20 characters

Include at least 1 upper-case letter

Include at least 1 number

Not include any part of your User Name
e Email Address requirements for Owners:

— Owners must register for a DOB NOW: Inspections account before filing a Job
or Permit AND register using the same email address that is listed on your
filing (on Section 26 of the PW1).

— This email address is used to link you to the properties you own and allows

you to take action on your Records.
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5. Click Continue Registration.

Home Search

Search by Record | Search by Address | Search by Licensed Professional | Search by Contact | General Search more v

If you encounter any problems with account registration, please contact Customer Service at 212-393-2550.

Account Registration:
Enter Account Information
* indicates a required field.

Login Information

*User Name: @

I usernamel I

*E-mail Address:

| usernamel@emailaddress.com I

*Password: @

——— |

Password Strength
Reguirements

*Type Password Again:

esnsensre |
* Select a Security Question: @
[What is the name of your first pet? v
*Answer: @
IFldo I

Contact Information

*Type:

[Individual v]

*First: Middle: *Last:
[Firsthame | | | LastName

Organization Name:

| |

Home Phone: Mobile Phone:

[212-555-5555 | [212-555-5555 |
*Address Line 1: Address Line 2:

|11 New York Ave l |=500 l
*City: * State: *Zip Code:

[Rew v | W~

Country/Region: * Preferred Channel:

[United States M [E-mail v

I Continue Registration » I
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6. If prompted, check the box next to “I confirm the displayed contact as my own identity.”

Click Continue Registration.

Home Search

Search by Record | Search by Address | Search by Licensed Professional | Search by Contact | General Search more v

If you encounter any problems with account registration, please contact Customer Service at 212-393-2550

Account Registration Step 3:
Confirm Account Information

Login Information

If you are changing your E-mail Address you MUST zlso change it in the Contact Information section below

User Name: username3

E-mail: username3@emailaddress.com

Password: TEEEER

Security Question: What is the name of your first pet?
Contact Information

*Type:

[1ndividual v]

*First: Middle: *Last:

| FirstName I I I [LastName

Organization Name:

Home Phone: Mobile Phone:
[212-555-5555 | [212-555-5555
*Address Line 1: Address Line 2:

[11 New York Ave | [#500

*City: * State: *Zip Code:

[ vork | W
Country/Region: * Preferred Channel:
[United States v] [E-mail

Back

build safe |live safe
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7. The following message will display: "Your account has been created successfully. You will
receive additional instructions by email."

Home Search

Search by Record | Search by Address | Search by Licensed Professional | Search by Contact | General Search more v

Your account has been created successfully. You will receive additional instructions by e-
l mail.

Your account has been Successfully created.

Congratulations. You have successfully created an account with the DOB

NOW: Inspections. An e-mail has been sent to you with instructions for activating your account
as a verification step. If you have registered as a licensed professional, additional steps may be
required to link your account to your existing Jobs or Permits. If additional steps are necessary,
another e-mail will be sent notifying you of the required steps to link your account to associated
Jobs or Permits.

\
Account Information

User Name: username
E-mail: usernam
Password: Pe———

Security Question: What is the name of your first pet?
| Contact Information

FirstName LastName Home Phone: 212-55

11 New York Ave Mobile Phone:

8. You will receive an email with the subject of “Action: NYC Department of Buildings Account
Verification Required”. Click the Activate Account link in the email to complete the
registration process.

Action: NYC Department Of Buildings Account Verification Required inbos x

DO NOT REPLY <DO_NOT_REPLY@buildings.nyc.gov>

Welcome

Thank you for registering an account with the NYC Department of Buildings' DOB NOW: Inspections. In order to complete the registration process, please click on "Activate Account” or copy / paste the link below into your web browser and hit enter:

Activate
A

https//a810-Impaca.nyc.gov/CitizenAccessBuildings/Account/PreAccountVerification. aspx?uuid=a27d0ed5-

You can sign in to your account at any time to review and take action on any records you are associated with.

As a Registered User you can

Search for and view Licensed Professionals

Search for and view permits

spection history (i.e., Results and Objections)
Manage your contact information and password

As a Building Owner you can

Perform all of the actions above

Request/Cancel an Inspection and view Inspection Results
Request Gas Authorizations and Plumbing Sign-Offs
Assign Delegates

Upload and download attachments

Submit documentation to certify certain objections

Receive email notifications regarding your records

As a Licensed Professional you can take all of the above actions as well as:
Link your License Number to your user account (unique PIN required)
Submit Certification documentation

If you have any questions or require further assistance, please visit our Help Page at http:/ nyc.gov/html/dob/html/development/insp_ready. shtm

This is an automated notification; please do not respond to this email
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9. Upon clicking the Activate Account link, the DOB NOW: Inspections homepage will open and the
page will display the message:
“Thank you for registering for a DOB NOW: Inspections

account. Your account has been activated. You can now
log in by entering your User Name and Password and then
clicking the Login button.”

e Please Note: If you do not activate your account within three days, your registration
details will be deleted from the system, and you will need to re-start the account
registration process from Step 1.

e Owners, Please Note:
— Please refer to the Alternate Access Methods for Owners section below if you:
= Completed the account registration steps listed above and do not see

your Records
OR

= Filed before you registered for a DOB NOW: Inspections account
OR

=  Filed using an email address (on Section 26 of the PW1) that does not
match the one you used to register for a DOB NOW: Inspections
account
OR

= Need to request an Electrical Inspection
OR

= Need to request an LAA Inspection

e [Ps, Please Note:
— After registering, you will take an additional step to take action on your
Records. Please refer to the Using your PIN User Manual for instructions.

e Users who wish to become a Delegate, Please Note:
— After registering, the LP or Owner on the Record will need to take an
additional step to assign you as a Delegate. Please refer to the Delegating
Responsibilities User Manual for instructions.
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Alternate Access Method for Owners
If you are an Owner who:

e Completed the account registration steps listed above and do not see your Records

e Filed for a Job or Permit before you registered for a DOB NOW: Inspections account

e Filed using an email address (on Section 26 of the PW1) that does not match the one
you used to register for a DOB NOW: Inspections account

e Needs to request an Electrical Inspection

e Needs to request an LAA Inspection

Use one of the following methods to gain access to your Records:

e Register for a DOB NOW: Inspections account as described above in the Registering
for a DOB NOW: Inspections Account section. Then:
— Option 1: Visit the Customer Service Counter on the 5th Floor at 280
Broadway or the respective Inspection Unit, verify your identity (bring a
Photo ID), and ask the Service Representative to add you to each applicable
Record.

— Option 2: Ask the LP on the Record to add you as a Delegate to each
applicable Record (Please refer to the Delegating Responsibilities User
Manual for additional information.)

Once one of these options is complete, you can take action on your Records.

Page | 10

build safe |live safe m

Buildings



Account Registration
INSPECTIONS and Management

Managing Your Account Details
After you complete the account registration process, you can log in and modify your:

e Login Information
—  Login email address
-  Password
—  Security question/ security answer
e Contact Information
—  Type (i.e., Individual or Organization)
- Organization Name
—  Address
—  Phone Numbers (Home, Mobile)
—  Contact email address

e Please Note: Your Password automatically expires every 90 days. Once the Password
expiration period has passed, you will be forced to change your Password the next time
you log in. Your new password cannot repeat any of your 4 previous passwords.
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Logging into DOB NOW: Inspections
1. Navigate to the DOB NOW: Inspections login page from the Department of Buildings’
website.

2. Enter your DOB NOW: Inspections User Name or Email and Password and click Login.

DOB

NOW

[[] Accessibility Support | New Users: Register for an Account | Login

Home Search

Log in to DOB NOW: Inspections to: T
* Request and schedule inspections User Name or E-mail:

* Certify inspections [ |
* View inspection results

Password (case sensitive):

Login »
Click the Search tab above to: | ) Remember me on this computer

Reset password
New Users: Reqister for an Account

Visit the Resources page for user manuals and more information.

* Search by address or record
* Search for licensed professionals

You do not have to log in to search.

Use the Buildings Information
System (BIS) to search for general
information on a property in the
city including recorded complaints
and violations, actions,
applications, and inspections.

Use the DOB NOW Public Portal to
access filings submitted in DOB
NOW: Build and Safety.
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3. From the DOB NOW: Inspections homepage, click Account Management.

DOB

NOW

Logged in 35:Walter Waters Accessibility Support | Collections (D) |JAccount Managementfll Logout

Home Search

Search by Record | Search by Address | Search by Licensed Professional | Search by Contact | General Search more ¥

Welcome Walter Waters

You are now logged in.
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4. Login Information: To change your log in email address, password, and/or security question
and answer, click Edit.
e Please Note:
—  The information in the License Information section cannot be modified in DOB
NOW: Inspections. The information is automatically updated directly from BIS Web.
—  Step 6 includes instructions on how to view and edit Contact Information.

Home Search

Search by Record | Search by Address | Search by Licensed Professional | Search by Contact | General Search more v

Manage Your Account

Your current account information is shown below. Click an Edit button to update information within a section.
Citizen Account

Login Information

User Name: usermame2

iladdress.com

Showing 0-0 of 0

License lssue License Expiration Business

License # License Type Full Name Date Date Natne Address
No records found.
Contact Information
Showing 1-1 of 1
First Name Last Name Business Name  Contact Type Action
FirstName LastName Individual Actions ¥
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5. Modify your Login Information. All required fields must have a value. Click Save.

Please Note: If you are changing your email address here you MUST also change it in the
Contact Information section (see Step 6).

DOB

NOW

Login Information

If you are changing your E-mail Address you MUST als

*User Name:

viveaters

*E-mail Address:

o change it in the Contact Information section below

=
&)
\2)

build safe |live safe

Mana viveatersi@gmail.com
Your d
*0ld Password (case sensitive):
Licens| ||
* T =
LOg New Password (case sensitive): (3] Lt
oug Password Strength
Reguirements
USEr
_ | *Confirm Password (case sensitive):
E-mal
Passw
Secu * Select a Security Question: (;’}
What is the brand of your first car? ¥
Lice .
*Answer: @
Pleasg |brand
3ho"“- Cance'
Licen
Page |15
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6. Contact Information: To change your contact Type (i.e., Individual or Organization),

Organization Name, Address, Phone Numbers, or contact email address, click Actions, then
click View.

Home Search

Search by Record | Search by Address | Search by Licensed Professional | Search by Contact | General Search more ¥

Manage Your Account

Your current account information is shown below. Click an Edit button to update information within a section.
Citizen Account

Login information Edit

User Name: sermamez2

o m
|

Securnity Question:

License Information

Please see license information below.

Showing 0-0 of 0
License # License Type Full Name License Issue License Expiration Business Address
———' Date Date Name T
No records found.
Contact Information
Showing 1-1 of 1
First Name Last Name Business Name  Contact Type Action
FirstName LastName Individual Actionsi¥
View

Note: If you are changing your E-mail Address you MUST change it in BOTH the Login
Information section and the Contatct Information section.
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7. Modify your Contact Information. All required fields must have a value. Click Save.

Please Note: If you are changing your email address here you MUST also change it in

the Login Information section (see Step 5).

Logged in as:FirstName LastName | Collections (0) | Account Management | Logout
Contact Information X
*Type:
IIndiuiduaI ﬂ
* First: Middle: *Last:
|FirstName | | | | LastMame

Organization Name:

Home Phone:

Mobile Phone:

|212-555-5555

[212-555-5555

* Address Line 1:

Address Line 2:

[11 New Yark Ave [#500

* City: *Zip Code:
[Mew ok | [wv ~ 10007-
Country/Region:

[United States v

* E-mail:

|userna mel@emailaddress.com |

Contact Information

If you are changing your E-mail Address you MU ST also change it in the Login Information ssction above.

Showing 1-1 of 1

First Mame Last Name Business Name Contact Type Action
FirstName LastName Individual Actions ¥

Buildings
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Reset Password
Follow the steps below if you’ve forgotten your Password.

1. Click the Reset Password link.

DOB
NOW

D Accessibility Support | New Users: Reqgister for an Account | Login

Home Search

Log in to DOB NOW: Inspections to: Engi
i

* Request and schedule inspections User Name or E-mail:

* Certify inspections | |

* View inspection results

Password {case sensitive):

l |
: Login »

Click the Search tab above to: L] Remember me on thig Compuig
Reset password
New Users: Regis! |

» Search by address or record ‘
e Search for licensed professionals

Visit the Resources page for user manuals and more information.

You do not have to log in to search.

Use the Buildings Information
System (BIS) to search for general
information on a property in the
city including recorded complaints
and violations, actions,
applications, and inspections.

Use the DOB NOW Public Portal to
access filings submitted in DOB
NOW: Build and Safety.
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2. Enter your email address and click Continue.

DOB
NOW

New Users: Register for an Account | Login

Home Search

Reset Password
If you forgot your password, a new one will be sent to you. To begin provide your e-
mail address below.

* E-mail Address:

|
Continue » I

3. Answer the security question you selected when you registered for your account.
IMPORTANT: The Security Answer is case sensitive. It must be entered with the correct
upper or lower case letters, as applicable. Click Send New Password.

Home Search

Search by Record | Search by Address | Search by Licensed Professional | Search by Contact | General Search more ¥

Reset Password
The security question you answered when you first registered is displayed below.

Please provide your secunty answer so we can verify your identity.

Security Question:

What is the name of your first pet?

* Security Answer?
Fidd|

I Sem!NevyPasswptdlI
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4. The following message will display: “Your password has been reset. An e-mail has been sent
containing your new password. Please use the new password to login.”

Home Search

Search by Record | Search by Address | Search by Licensed Professional | Search by Contact | General Search more v

Login
—~]1 Your password has been reset. An e-mail has been sent containing your new =
password. Please use the new password to login. User Name or E-mail:

Password (case sensitive):

You will receive an e-mail sl

tly containing a newl

in you may update this rd in "Accou

Login »

Remember me on this computer

Reset password
New Users: Register for an Account

5. Atemporary password will be sent to the email address provided, with the subject line of
“Reset Password for DOB NOW: Inspections website.”

6. Return to the DOB NOW: Inspections homepage. Use the temporary password provided.
Click Login.

Home Search

Search by Record | Search by Address | Search by Licensed Professional | Search by Contact | General Search more v

Login
] Your password has been reset. An e-mail has been sent containing your new
v password. Please use the new password to login.

User Name or E-mail:

frankstructurs

Password (case sensitive):

You will receive an e-mail

in you may update this pa

rd in "Account Management".

Login »

Remember me on this computer

Reset password
New Users: Register for an Account
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7. Upon logging in, you will be prompted to reset your password.
—  Enter the temporary password provided in the “Old Password” field.
— Enter your new password into the “New Password” and “Confirm Password” fields.
These fields must match.

—  The Password must:
= Consist of 8-20 characters
® |nclude at least 1 upper-case letter
* Include at least 1 number
®* Not include any part of your User Name
* Not repeat any of your 4 previous passwords

Home Search

Search by Record | Search by Address | Search by Licensed Professional | Search by Contact | General Search more v

login information with a new password

Change Password

*User Name:

IFrankstructu re

*Old Password:

*New Password:

Sasssssae
Medium

oS Requirements

*Confirm Password:

Submit »
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8. Click Submit.

Account Registration
and Management

Home Search

Search by Record | Search by Address | Search by Licensed Professional | Search by Contact | General Search more v

ir login information with a new password

Change Password

*User Name:

|Frankstructu re

*Old Password:

*New Password:

Medium

k> | Re

*Confirm Password:

9. Your account homepage will display.

Home Search

Weicome

also take the following actions:
e Sear:

e Vi¢ n resu

e Specialized tasks nk y ir PIN lele

Once you locate your record you can:

Click the Search tab to see your associated records.

build safe |live safe
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Locked Account

Your DOB NOW: Inspections account will lock after 5 failed login attempts within a 1 hour

period.

e If your account is locked, you must contact Customer Service for assistance. It is not

Account Registration
and Management

When possible, you are highly encouraged to follow the steps in the Reset Password

Home Sear

ch

4 System Me
A\ Yo e

the “Reset Pa

i an invalid Username or Password. Ple:
d” link to reset your password if needed

note: after 5 unsuccessful attempts your account will be locked. Click

Log in to DOB NO

* Request and
* Certify insped
* View inspecti

Visit the Resources

Click the Search {

W: Inspections to:

Message from webpage ‘

mail:

System Message:You have entered an invalid Username or Password.
£ %\ Please note: after 5 unsuccessful attempts your account will be locked.
Click the "Reset Password" link to reset your password if needed.

* Search by ad

sensitive):

L ]

le on this computer

Reset password

S

8: Register for an Account

® Search for licensed professionals

You do not have to

log in to search.

Use the Buildings Information
System (BIS) to search for general
information on a property in the
city including recorded complaints
and violations, actions,
applications, and inspections.

Use the DOB NOW Public Portal to

access filings submitted in DOB
NOW: Build and Safety.

possible to unlock a DOB NOW: Inspections account online.

section above prior to submitting a 5 failed login that will result in a locked account.

build safe |live safe
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