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Introduction

The Department of Buildings has launched a new online self-service appointments system called DOB
Appointments. The system launched in October 2018 and replaces the previous process of calling 311 to
make appointments through the Plan Examination Notification System (PENS).

Registered Users will be able to schedule, cancel, and review appointments through one convenient
website. Registered users will be able to access DOB Appointments by entering the same DOB ID
Number and PIN they previously used to access PENS when calling 311.

The new appointments system can only be used to schedule standard plan review for BIS job filings. .
Specialized plan examination appointments (audits, determinations, emergencies, and project advocate
appointments) will continue to be made by submitting a PER11 Manual Appointment and Drop Off
Request Form or by contacting the appropriate borough office. Standard plan review appointments for
DOB NOW job filings (filings submitted DOB NOW: Build) will continue to be scheduled separately in
DOB NOW.
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How to Access the Appointments System

This section will guide you through how to access and navigate the Appointments system. Screenshots
will direct your attention to key features and a step-by-step guide will explain how to use them.

[T L Scarch ol NYC gow welbsites

Use 1his system to schedule appoitments for standard plan review B1S job Enter the information below 10 make of view appointments
fillngs only
A mmdmum of three sppointments per job number &= allowed to be in
scheduled stahus a3t the sama teme. There are alsa imits based on document
number
* New Building (N8) jobs — two 40 minute appointments with the same
job and dotument numbes
o Alt 1 jobs « two 20 minute appointments for the same job and
document number (spplicants desinng a 40 minut= siot for an Altd
b may book two consecutive 20 minute appontments Dack-1o-

back)

o Alt2. Altd. and all other jobs - aoe 20 minute sppointment for the
sam 1ob and dooument number

Adoitional appontments are subsect to cancellation by DOS satt
o schedule other kinds of appointments

o Specislized plan  examination appointments nduding  audits
determinations, emergencies, and project advwocate appointments
submit & PER11 Mani \ppowtment and Urop OF Request form or
CONLaCt the apptograte

o Hub fllngs - contact the i t Hub or Fub fu

* DOB NOW filings — wse functionality within

Accessing the System
To access the system you will need to enter the following information:

e BIS Job Number - the nine digit job number for which the appointment will be or is scheduled
for.

e BIS Document Number - the document number for which the appointment will be or is
scheduled for.

e DOB ID Number — your DOB issued ID number. Please note: If you are a Class 2 Filing
Representative, your DOB ID is entered as a 6 digit number. E.g., if your DOB ID is “1234”, you
will have to enter “001234” when prompted by the system.

o PIN — previously referred to as the PENS PIN. Your PIN is a 4 digit number issued by the Licensing
Unit once you have registered and been approved to schedule plan examination appointments.
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Click on BIS Job Number to enter the BIS job that you would like to schedule an appointment for.

Enter the information below to make or view appointments

BIS Job Number*
BIS Document Number *

DOB ID Number* PIN *

Meed help? Contact us. DOEB Appointments Resources

Click on BIS Document Number to enter the document number that you would like to schedule an

appointment for.

Enter the information below to make or view appointments

BI5 Document Number *

BIS Job Number*

DOB ID Number * PIN *

Meed help? Contact us. DOB Appointments Resources

Page | 4
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Click on DOB ID Number to enter the six digit DOB ID of the person that is scheduling the appointment.

Enter the information below to make or view appointments

BIS Job Number*

BIS Document Number *

DOB ID Number *

PIN *

MNeed help? Contact us.

DOE Appointments Resources

Click on PIN to enter your PIN information.

Enter the information below to make or view appointments

BIS Job Number*

BIS Document Number *

DOB ID Number *

PIN*

Meed help? Contact us.

DOB Appointments Resources

Page | 5
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Click on Validate to submit your responses

Enter the information below to make or view appointments

BIS Job Number * BIS Document Number *

DOB ID Number * PIN *

Meed help? Contact us. DOB Appolntments Resources

Requesting a PIN

The Licensing Unit provides DOB ID Numbers and PINs to all eligible professionals and class 2 filing
representatives as part of the initial DOB registration process.

If you are an eligible professional or a class 2 filing representative and you have never received a PIN,
you can submit a DOB Appointments Registration Form via email or drop-off the form in person to
the Licensing Unit located at 280 Broadway, 1st Floor to apply.

If you forgot your PIN, need to change your PIN, or need to update any of your business contact
information, complete a new DOB Appointments Registration Form and submit the request using
the DOB Online Help Form.

Additional information on how to register for DOB Appointments can be found online at DOB
Appointments Resources.
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Navigating the Appointments System

The Scheduler Information section, located at the top of the screen, provides information on the user
that is currently signed into the system.

Scheduler Information

Scheduler E-Mail

JANE ARCHITECT DRAWINGTHINGS@MAIL.COM
Scheduler Type DOB ID Number
Professional - PE 701010

Firm Name

SKY’S THE LIMIT, LLC

Appointments

+ Appointment

Job # Appointrents ‘ My Appointments

Tracking # . ‘ Address . :”P':o‘”'"""' | Start time ‘ &I'::.‘:::‘ ’ !

140784408010011 ;;?Nn:iﬁml:hb Plan Review :;égiﬁl‘“ 20 Cancelled ho
wnrsasasotoonn  ZROBROACWAY Flan Rinviow 10042019 20 Scheduled e Cancal
MnTRean0i000  fo BROADWAY Plan Review 5 o 20 Canceling viw
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The Appointments section is where you will schedule appointments and view scheduled appointments.

Appolntments

* Appomtment

ok #® Appointriventy My Apposntments

Search

Duration
m s“" “,“. ‘m‘““'.‘, “.'u. ’

IR0 BROADWAY CR/I7/3018

1407400010011 MANHATIAN Plan Review 100 AM 20 Cancaling e

200 BROADWAY 10/04/2010

1AL 0010 MANMATTAN Plan Revien 2:00 At bl scheduled "",“; Canonl
280 BROADWAY ORI - -
JAOTBAGON0I0000 e Plan Review e e 20 Cancellg 2

The +Appointments button in the middle of the screen will allow you to schedule an appointment.

Appolntments

* Appomtment

lob ® Appointriventy My Apposntmenty

Search

Duration
m 'y "m - : NSO "..“' ’

JR0 BROADWAY CR/77/3018 el oW
1ADT3AL00010011 MANMATTAN Plan Review 200 AM 20 Cancaling oha

200 BROADWAY 10/04/2018

140 794400080010 MANMATTAN Plan Review 2:00 As 20 icheduled ot Canenl
00 BROADWAY 08/37/2008 - o
140784400010000 ;M.NNAHAN Plan Review 200 AM 20 Canculled Deta

The Job # Appointments grid will display all the appointments that were schedule for the specific job
filing number and document combination.

iob # Appointmenis | My Appomniments

Tracking # * | Address :

ZB0 BROADWAY

120784408010011 MANHATIAN Plan Revaza 500 AM 20 Canceliag

190788508010030 280 BROADINAY Pian Review o 20 Scheduled Cancel
CADWAY : 0977772018 =

MOTBAKBOI00NT SRR Pian Revien ot s 2 Cancelied
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My Apoourements

L4T7eas000 0000

280 SEOAD NOLTY
;‘;‘-.‘J;‘Yit" T dzora ‘:‘A.-ll 820 » Ly N )
;li'f:j:“l',:‘ Pan Reoes i;,"“ oL Cancadect
790 EROAD SRI/20

;!;)lh::l'.‘:Ar Pan fev :y..,. 18 500 » Sohes 4

The Search button will allow you to search for an appointment on the grid.

My Appointments

MMM s SIS Conpies | Y2
I i SO
I s |
280 BIOADWAY Plan Reviow & Schecuas "

MANHATTAN
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The View Details link will show the meeting intent and all the email addresses that the email notification

was sent to.

Appointments

job * Appoiuntments ‘ My Agpointments

m m’“. '

10750400010001 S inan Ay

20 IR0ADWAY

1407s8800010010 MANHATTAN

” 250 BAOADWAY
140734400010009 NANMATTAN

280 BRACADWAY
140734409010008 .-."A»f..‘nviy’. :

I8Q BAOADWAY

1A07EA408010007 el

Whownyg 1o 3 of 11 enire

Appaintment
type

Plan Redew

Fan Review

Pan Eevew

Pan Review

Emargency

Canceled

ichedlee

Canceled

Canceled

Shedulec

Newe Last

The Details screen.

Default scheduler email :

infor@gmail.com

Meeting Intent :

Test

Page | 10
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APPOINTMENTS

The Profile Icon will display the name of the person who is logged in.

‘J ©
APPOINTMENTS
Scheduler Information

Scheduler E-Mail

JANE ARCHITECT DRAWINGTHINGS@MAIL.COM
Scheduler Type DOB ID Number
Professional - PE 701010

Firm Name

SKY’S THE LIMIT, LLC

Appointments

=+ Appointment

Job # Appointments My Appointments

The Home Icon will log you out and take you back to the log in screen.

APPOINTMENTS

Scheduler Information

Scheduler E-Mail

JANE ARCHITECT DRAWINGTHINGS@MAIL.COM
Scheduler Type DOB ID Number
Professional - PE 201010

Firm Name

SKY’S THE LIMIT, LLC

Appointments

=+ Appointment

Job # Appointments My Appointments
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Click on +Appointment
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Appointments

“d'" -

280 IROADWAY
14075440001001 4 MANMATTAN

140784800010010 2N 0R0ADWAY

MANHATTAN

280 BRCADWAY
JA0TMAM0M010000 mam BRORC
140754000010008 10, BROADWAY
LAGTRAS08010007 oy e i
Whowng 1t 3 of 11 endrin

Job # Appointments ‘ My Appointments

Search:
Appaintment Owration
pe ' m pr—— g _—

09,2772010

Plan Review 200 AM P Canceled

10/0:4/2018

Fan Review P00 AM el Schedles

09/7773010

Pan Eenew 000 AM M Canceled
90320
Plan Review ;'\J AM - R Canceled
o §
Emergency ?? = ““;" B STheaulec
ot Prawy

View
Detacla

VW
Pia

nw

wl el

Detal

Actiom |

Naew Last

Update the addresses that will receive email notifications about this appointment

Update the a 3 below that wall receive email notifications
tment. Click Next 1o continue

Oetautt sihadiiion small

inffo@gmail.com

B i arvionl

applicant@gmail.com

. Click Next
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Schedules t-Maal

JANE ARCHITECT

DOB 1D Number Fum Name
701010 SKY’S THE LIMIT, LLC
New Appointment
Appointment Type Select Appointment
Plan Review Date *
=
Meeting Intent

DRAWINGTHINGS@MAIL.COM

Scheduler Information

Scheduler Type
Professional - PE

The calendar will block out all past date, holidays and dates that are currently fully booked.

New Appointment
Appointment Type Select Appointment
Plan Review Date *
il
b=
. < September 2018
Meeting Intent
Sun Mon Tue Wed Thu
26 27 28 29 30
02 (@) 04 05 06
150 characters remaining 09 @
B Schedule 16 20
2 @ &
30
O Holidays |:| Fully Booked Dates

Q, Get Time Slots

>
Fri Sat
31 01
07 08
14 15
[1] 22
29
06
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After selecting the date, click on Get Time Slots to see the available times on the date selected.

Schedules
JANE ARCHITECT

DOB 1D Number

E-Mal
DRAWINGTHINGS@MAIL.COM

Fum Name

Scheduler Information

Scheduler Type
Professional - PE

Z01010

New Appointment

Appointment Type
Plan Review

Meeting Intemt

Select t
erea Appointment

SKY’S THE LIMIT, LLC

Select a time slot from the available list.

Soleat a ime Sot

Octaber 02 2038

H20 AM W0 §40 AM

October O 2018

$20 AM to WAD AM

Octaber 03 JOIS

1030 AM 30 1040 AM

Octeber 02 J0%4

L0 AM 20 1140 AM

Octcher 02 JOL

1200 PM A5 1240 DM

Octuber 0 2014

120 P 10 140 M

Octeber O 2018

220 P 10 240 PM

October (02 2058

120 PM 10 340 M

Page | 14

Octobes 02, 2018

80 AM g 400 AM

Octaber 02 2018

0040 AM to 1000 AM

Oxtaber 02 018

1040 AM W LLD0 AM

Octuber G2, 2030
1180 AM 89 L2100 P

Octuber 0J J0L8

1340 PM 10 200 P

Octuber 02 J010

140 PM 10 200 P

October G2 2010

240 PM 10 1 00 P

October 02 201N

140 PM 1o 4.00 P™

October 03 2018
N00 AM 10 920 AM

Octaber 02 2018

1000 AM 1o 1020 AM

Ocroter 02, J018

1100 AM 19 1120 AM

Cctober 02 2010

1200 PM 0 1200 P

October 02 J018

100 PM 2 L 20 P

October 02, 2018

200 PM e 220 P

October 02. 2010

100 BM 8o 320 P

Buildings
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October 02 J058
H20 AM 20§ 40 AM

QOctaber 02 2058

$20 AM ta WAD AM

Octatier 03 JOI8

130 AM 30 1040 AM

Octeber 02 2018

LL20 AM %0 1140 AM

Octeber 02 JOL8

§200 PM 15 1240 DM

Octeber O3 2014

120 P10 140 M

October 01 2018

220 P 10 240 PM

October (02 2058

220 PM 10 340 Pm

Octobes 02, 2018

30 AM 1o 400 AM

Octaber 02 2018

040 AM 1o 1000 AM

October 02 2018

140 AM W LLDO AM

Octuber G2, 2010

1180 AM 39 L2100 P

Octuber 0. J0L8

1240 PM 10 100 P

Octuber 02, J010

140 PM 12 200 P

October 02 2010

240 PM 10 100 P

October 02 201N

140 PM 0 4.00 P™

The appointment date and time selected will display.

October 03, 2018

00 AM 1o 920 AM

October 02 2018
1000 AM 1o 1020 AM

Ocroter 02, J018

1100 AM 19 1120 AM

October 02, 2010

1200 PM w1120 P

October 02 J018

100 M2 £ 20 P

Oclober 02, 2018

00 PM 12 220 P

Octoter 02. 2010

100 BM 8o 320 P

New Appointment

Appomntment Type

PLan Navivw

Meeting Intent

Select Appointment Date *

10/02/3058

Selected Time SloY

iU 02 2018

20 AM 10 40 A

Page | 15
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You may enter a comment or the intent of the meeting in the Meeting Intent section.

New Appolntment
Appontment Type Select Appointment Date * welected Tune SIOY
Py Ny v Shxs & NAube 02 2018

)20 AM 0 R40 AM

Meeting Intent

Click on Schedule to schedule the appointment.

New Appolntment

Appomntment Type Sclect Appointment Date * Selected Tune Slot
FLar) My ooy St & b 02 2018 m
20 AM 10 940 A

Meeting intent

A pop-up notification will appear. Click OK

Notification

The appointment has been scheduled. Email notifications
will be sent to all of the addresses provided

Cancelations should be made 24 hours before the

scheduled appointment. To cancel the appointment, click
the Cancel option under the Action bar on the dashboard
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The appointment will appear on your list of scheduled appointments.

Appointments

Job = Appointmenis My Appoiniments

ha
©
g
I
;;4
I.Ll

130783458030012

(=
&
7
i
©

1a07Ess0e0I0o01L

140734408010010 20 chadu=d sl Cancs

Flar Revaa

How to Schedule a Manual Plan Examination Appointments

Specialized plan examination appointments (audits, determinations, emergencies, and project advocate
appointments) will continue to be made by submitting a PER11 Manual Appointment and Drop Off

Request Form or by contacting the appropriate borough office.

DOB NOW plan examination appointments (for filings submitted in DOB NOW: Build) will continue to be
scheduled in DOB NOW.
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How to View a Scheduled Appointment

To view your scheduled appointment, you will need to sign into the Appointment system for the job
number and document number that you would like to see the appointments for. Once you are signed in,
the information will display at the bottom of the screen.

Scheduler Information

Scheduler E-Mail

JANE ARCHITECT DRAWINGTHINGS@MAIL.COM
Scheduler Type DOB ID Number
Professional - PE 701010

Firm Name

SKY’S THE LIMIT, LLC

Appointments

+ Appointment

Job # Appointrents My Appointments
Appointment | Durstion
Tracking # . ‘ Address ’ type Start time Ominutes)
280 AL v DRI 20 . . Vie
AOTBA400010011 FEO BROAPIWA Pian Bevien s 20 Cancelled Dota
- IR0 BROADWAY 10/04/2018 . , View |
140 7R4408010010 AN LTIAN Flan Rirview K o 20 Scheduled o Cancy
140784440003,0000 bl Plan Review 2’%’;":3“ 20 Canceling .
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How to Cancel an Appointment

Cancel a Plan Review Appointment

To cancel a plan review appointment, you will need to log into the Appointment system for the BIS Job
number and document. When you are in the Appointments system you will need to scroll down to the
Job # Appointments grid.

lob #Appointmenis | My Appomiments

Tracking # * | Address :
Z80 BROADWA L 0G/Z7/2018 N Vie
IS0TRAOBOI00NT oo DRCYONAY 2lan Bevia s i 2 Cancelled  poe.
145784£38010010 ;;ih?fiii‘:’" 2ian Review E‘-W,:j'sc‘s 20 Scheduled Canczl
SROADWAY v 09/77/2018 _ iow
MOTBARBOI0000  pa TN Dizn Revien o e 2 Cancelled o

Job # Appointmentsy ‘ My Appointiments

Sascch  140704400010012 "
m
¥ ( A)"

MOTRAA0N0I000 S RESESNAY Fan kevew

LWheduled
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In the Action column, click on Cancel

Appointments

* Appcantment

Job # Apposntmenty } My Appointiments

mm

280 DROADWAY 10/03/20 - View
MAMNMATTAN 330 AM schaduled

Sascch  L40704400010012 .

140 TRA408010082 Fan Review

howing § 3 1 of 1 entres (Nitered

A pop-up screen will appear. Please provide reason to cancel the appointment in the space provided.

Cancel Appointment

Please provide reason to cancel the appointment®

150 characters remaining

Submit

Page | 20 Buildings
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The Submit button will activate once you have entered information in the space provided. Click Submit.

Cancel Appointment

Please provide reason to cancel the appointment*

Test

146 characters remaining

A pop-up confirmation will appear. Click OK.

Appointment has been canceled.
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APPOIN

The appointment status will update to Cancelled on the grid.

Appointments

b @ Appoatmenty My AppOintments

S0 RACADWAY

JOOTRAMON0IO0NY A TIan e svam » Corcuted ~
JATRAMRAL 0011 SAATIAN Car bovam v 4 g » Carceied -
‘ o
280 BROAD &/04/20 -
JATRAAIISINN o SCEOWAY ar Lo b » Lhedved o arcs

An email notification will be sent to all email addresses that was included on the appointment request.

i B s At i £ e b LA UM RIS CHREET MAAROATINN  Mssibge MITA | - :-I
e - @
= 5 ew e [EETP Ll L = = S At '
- g B S . )
_x_ > ™ ~ & - . S Vo b  Lew — Kovwnr o ) - ‘Y % LR \
‘.,. Iedme ey 'I'I‘ e ey B Vo & beene e ee e 2 A .’h'o.‘ B :.- o aann g o e -
(Y- .8 e Y - [ -
v—— B P S T Vo Teee AR L
k<4
&
[P

This email references 10014000901/104 BROAD STREET MANHATTAN Tracking Number 100140009010060 for

Your 20 minute Standard Plan Review appointment to review Job & 100140009, Document # 01 with Appt 16 PE that was scheduled for 10/1/2018 940
AM his been cancelled in Appotntments.

This is an automated message. Please do not reply. 1f you have questions about Appomtments, please submit an inguiry at the Online Help Form,
Sincerely,

NYC Department of Buildings

NVYC...

. . .

@ v v sbou COM Dutigr AVC BN Ly -
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Cancel a Manual Plan Examination Appointment

To cancel a manual plan examination appointment, you can submit a request on the Online Help Form
(www.nyc.gov/dobnowhelp). You will need to supply the full tracking number in your request.

Lot s know how we a0 he'p you by Sliing out the form beiow Mot nquares well recews 3 responge Dy emad witun one buuness day

N marked with * Fre roguired

Question Category” ':-é‘?a' JFuT Categony vl
Job/Filing feterence Number Type Select 8 JotyFing Relerence Surmber v!

Licanse Number if applicable ¢ = 1

What is your role for this filing? {Select 2 Row v!

Bxplain Question” Mauwmr fmw &2 Charscevy)

Supporting information Upload Srowse..
Lipload bmae 0 one PIV dosy thaw 10ME)

Your Name:

Email Address* |

Page | 23 Buildings
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APPOINTMENTS

Select Appointments from the Module drop down list. Complete all additional required fields then click
on Send.

L2 U5 ErOm FOm e G M) you Dy SEng Ot e P Delow MO inGguren sl r0Cewe 4 retporme Dy ermad withe One Dyl ey

Berm, M WS we raganld

Moduie
a. }
Questian Category” ; preony v
Job Filing Reberance Mumber Type L,;;.T:.:;;ﬁj
LUcerse Nurmber f appliatie I ApprTmenty I
What s yousr rede for ths Rling” Seecatcle 0000000000 0w
Explabn Question’ Manmwsn bod 80U Ouetery,
Suppcrting (nfurmaton Uplosd trowie
Uoa bmsded £ One POV (e e JOMY
Yo Namme: [ ‘
Yaw Phone | 995955 P99
Emad Addren® [

Once the appointment is canceled, the appointment status will update to Canceled on the grid.

Duration (minutes) § Status t Action §

-

Tracking #

Appointment type § Start time

140784408-01-004 Plan Review 09/1472018 3:40 PM

140784408-01-003 Plan Review 0971472018 10:00 AM 20 Scheduled Cance
140784408-01-002 Project Advocate 091972018 7:00 AM 20 Scheduled Cancel
140754408-01-001 Plan Revew 09/14/2018 240 PM 20 Scheduled Cance
Showing 1 to 4 of 4 entries First Previous Next Lant
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APPOIN

An email notification will be sent to all email addresses that was included on the appointment request.

Jdoed D Y Spsmmmnns Campptte ol SOEAIAROUSL LA WIET o ETRIT AT TAN Mg 114 - 3
[T -
4 Ve o e Wi - ol M [
e [ p—— L & 10 Mansgw s o * B Y i) 3
oo XK IRl G 31 lhen L o Doss i X oo - % 2 drse \
PR S . Ve e .
& -- o Moy B Deirie v 1 roem - o 4 e
o e
-y Cn Dty b (RO DI K100 SEIT W TTRITY bl T

This email references 10014138401,330 WEST 36 STREET MANHATTAN Tracking Number 100141384010004 for .

Your 20 minute Standand Man Review appointment to review Job # 100141384, Document # 01 with Appt11 PE that was scheduled for 9252018 9:00 AM 1s
complete

This s an automated message. Please do not reply. If you have questions about Appointments, please submit an inquiry at the Online Help Fonm

Sincerely,

NYC Departiment of Buildings
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Completed Appointment

Once an appointment is completed, the DOB staff will update the meeting status to Completed. An

email notification will be sent to all email address that was entered when the appointment was
scheduled.
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This email references 100131 384401,330 WEST 36 STREET MANHATTAN Tracking Number 100141384010004 for -

Your 20 munute Standard Plan Review appointent to review Job # 100141384, Documsent # 0] with Apptl 1 PE that was scheduled for 97252018 9:00 AM 15
complete

Sineerely,

NYC Department of Buildings

NYC...
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Glossary

Appointments CRM — the internal portion of the DOB Appointments system. Plan examiners and the
Scheduling Coordinators have access to this system. This is where scheduling coordinators set up Plan
Examiner schedules for plan reviews, training, and staff days off. Plan Examiners use the internal portion
of the DOPB Appointments to disposition appointments.

BIS Job Number — the job number that is associated with the job filing in the BIS system. This
information is required in order to access the DOB Appointments portal.

Cancel Status — this status indicates that a scheduled meeting has been canceled. After a registered user
or scheduling coordinator cancels an appointment in the DOB Appointments Portal, the status will
update to display as canceled.

Completed Status — this status indicates that an appointment is complete. After the Plan Examiner has
dispositioned and closed an appointment, the status will display as completed.

DOB Appointments — an online self-service system that allow registered users and DOB staff to schedule
plan review appointments for BIS job filings online.

DOB Appointments Portal — the external portion of the Appointments system. Registered users and
scheduling coordinators use this system to schedule, cancel and view appointments.

DOB ID - an assigned ID number issued by the Licensing Unit at Department of Buildings.

Document Number — the number that is associated with the document that a customer would like to
meet with the Plan Examiner about. This information is required in order to access the DOB
Appointments Portal.

Escalate — in the DOB Appointments system, this term escalate refers to the reassign for Plan Examiners

Online Help Form — the online help form allows registered users to submit an online help request or
question to the DOB. Users are able to access the Online Help Form at www.nyc.gov/dobnowhelp.

Plan Examiner — in the DOB Appointments, the term Plan Examiner is used to refer any DOB staff that
has appointments to meet with the customer. Such DOB staff includes Assistant Chief Plan Examiners,
Chief Plan Examiners, Project Advocate, Code and Zoning Specialist, Deputy Borough Commissioners or
Borough Commissioners.

PER11 Manual Appointment and Drop Off Request Form — this form is used to submit an appointment
request for specialized plan examination appointments (audits, determinations, emergencies, and
project advocate appointments) that cannot be schedule using the DOB Appointments Portal
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PIN — previously referred to as the PENS PIN. In DOB Appointments, the PIN number is issued by the

Department of Buildings Licensing Unit for the purpose of created appointments. This information is
required in order to access the DOB Appointments portal.

Scheduling Coordinator — in the DOB Appointments system, Scheduling Coordinators replace the role
previously held by PENS Coordinators, Borough Commissioner’s staff and anyone who scheduled
appointments in the previous appointments system.

Schedule Status — this status indicates that an appointment has been scheduled. After a user or
scheduling coordinator has scheduled an appointment in the DOB Appointments Portal, the status will
update to display as scheduled.

Status — this is the status of the appointment. Possible appointment statuses are: schedule, cancel or
complete.

Tracking Number — this is the confirmation number generated by the appointments system once an
appointment has been scheduled. The tracking number includes the BIS job number, document number
and appointment number. The first nine digits represent the BIS job number. The next two digits
represent the document number. The last four represents the appointment number.

Page | 27 Buildings



