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Login to DOB NOW 

Complete the following steps to login to DOB NOW: 

Step Action 

   In order to Log-in to DOB NOW, turn off the pop-up window blocker, and register 

for eFiling.  

Please refer to www.nyc.gov/dobnowhelp to access the job aids for: 

 How to Turn Off Pop-up window Blockers 

 How to Register for eFiling 

  Access the Internet.  

        

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

 

  Press Enter on your keyboard. 

   The DOB Login page is displayed. 

  Type your Email and Password. 

  

http://www.nyc.gov/dobnowhelp
http://www.nyc.gov/dobnow
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Step Action 

  Click Login. 

 

  Click DOB NOW: Build. 

  

    The My Jobs tab is displayed by default on the Dashboard. 

 

  You are now logged into DOB NOW. Continue to the next section to Create a Job Filing. 
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Create a New Job Filing  

Complete the following steps to create a new Job filing in DOB NOW: 

Step Action 

  
Click + Job Filing to initiate a new job filing. 

  

  Select the checkbox for each Work Type (e.g., Electrical) included in this Job filing.  

  Click Submit.  

 

    The General Information tab is displayed. 
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Step Action 

   
Note   Important Form Information – required fields and read-only fields. 

Fields marked with a red asterisk * are required and must be completed before submitting 

a filing.  Some fields shaded with gray will have red asterisk * and should be skipped. 

 

Fields shaded gray are read-only and are populated from the Building Information System 

(BIS) or from eFiling registration. 

 

  Enter the required fields in the Job Location section:  
 House Number 

 Street Name 

 Borough 

 Block  

 Lot 

 

   
Note: BIN, Occupancy Group, and Zip are read-only fields and auto populate. 
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Step Action 

  Enter the job description in the Job Description (printed on work permit) field.  

 

   
Note   Information entered in the Job Description Box will appear on the Permit. 

  Select the desired values for each of the following:  

 Job Start and Completion Date 

 Is this a joint venture 

 Building Use Type 

 Indicate Type 

 

  Enter the E-Mail address for the Electrician used during eFiling registration. 

     
Note   You must type your email address to auto-populate the remaining fields. Do not 

copy and paste. 
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Step Action 

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

 

     
Note   The remaining fields in the Design Professional Information section are read-only 

and auto populate from eFiling. 

  Enter the E-Mail address for the Owner used during eFiling registration. 

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

 

     
Note   The remaining fields in the Owner section are read-only and auto populate from 

eFiling. 
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Step Action 

 

Note   If desired, enter the Authorized Representative Information. 

 

   
Note   An Authorized Representative is only permitted to fill out the General Information 

Tab. A Licensed Electrician must complete the remainder of the form. 

  Select the applicable radio button for each question under Electrical Scope of Work. 

  If applicable enter the Associated BIS Job Number, enter the job number in the DOB 

Construction/ BIS Associated Job Number field.  
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Step Action 

  Click Save located at the top left corner of the screen. 

 

    The Job Number is now displayed above the General Information tab. 

  A Notification pop-up window is displayed with the message, “Job filing saved 

successfully.” Click OK to proceed. 

 

You have initiated a job filing. Continue to the next section to Complete the Electrical Scope of 

Work Tab. 
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Complete the Electrical Scope of Work Tab 

Complete the following steps to complete the Electrical Scope of Work Tab: 

Step Action 

  Click the Electrical Scope of Work tab. 

 

  Click on each category to open and complete all necessary information for the job. 

  

   

Note   Fields marked with a red asterisk * are required. Some fields shaded with 

gray will have red asterisk * and should be skipped. 
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Step Action 

  Select the appropriate Category of Work. 

 

    
Note   You can choose multiple work types if they appear on the same line. Others 

display a red asterisk * but only needs to be used if the other categories are 

not selected and only one job type can be selected from the other drop-down 

list. 

  Select a category from Other if none of the previous work types apply. 
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Step Action 

   Once a selection is made the other categories will be grayed out and unavailable. 

 

 

  Click Service Switches to expand the section. 
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Step Action 

  Enter the applicable information. 

 

  Click Ser. Ent. & FDr Cond to expand the section.  

 

  Enter the applicable information in the Ser. Ent. & FDr Cond. section. 
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Step Action 

  Click Panels to expand the section. 

 

  Enter the applicable information in the Panels section. 
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Step Action 

  Click Elevators, Escalators, Material Lifts to expand the section. 

 

  Enter the applicable information in the Elevators, Escalators, material Lifts section. 

 

  Click Boiler Controls to expand the section. 
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Step Action 

  Enter the applicable information in the Boiler Controls section. 

 

  Click Floor Descriptions to expand the section. 

 

  Enter the applicable information in the Floors Descriptions section. 
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Step Action 

  
Click + Add Floor Description to add additional floors or expand to display more 

fields. 

 

    A Floor Work Description page will display. 

  Enter the applicable information. 

 

  Click Save located at the top left corner of the screen. 
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Step Action 

  Click Service Meter Equipment to expand the section. 

 

  Enter the applicable information.

 

  Click Save located at the top left corner of the screen. 

 

You have completed the Electrical Scope of Work tab. Continue to the next section to Upload 

Documents. 
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Upload Documents in DOB NOW Build 

Complete the following steps to upload required documents to a Job Filing in DOB NOW Build: 

Step Action 

1.  Select the Documents tab. 

 

2.  Click the Uploader icon. 

 

3.  Click Choose File. 

 

                     The Documents Library window opens. 

4.  Locate the file to upload. 
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Step Action 

5.  Click the document Name to select the file. 

6.  
Click Open. 

 

 The Document Uploader pop-up window is displayed. The File Name is displayed to 

the right of Choose File. 

7.  Click Upload.  

8.  Click OK. 

 

9.  Click Save located at the top left corner of the screen. 

 

You have completed Uploading Required Documents. Continue to the next section to 

complete the Applicants Statements and Signature. 
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Applicant’s Statements & Signatures 

Complete the following steps to sign and attest to your job application: 

Step Action 

  Select the Statements & Signatures Tab. 

 

  Read the Applicant’s – Statements & Signatures attestation and select the checkbox to 

electronically sign. 

 

    
Note   Your signature and today’s date auto-populate.  

    
Note   Grayed out boxes do not need your attention.  The number of boxes you will 

need to check will depend on your selections through your filing. 
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Step Action 

  Choose Yes or No if the application requires power or energize to a meter. 

 

  Click Save located at the top left corner of the screen. 

 

You have completed the Applicant’s Statements and Signature section; continue to the next 

section to Pay and Preview to File. 
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 Pay and Preview to File 

Complete the following steps to preview and submit your filing: 

Ste

p 

Action 

    

Note   You must pay before you proceed to the next step. Click on the link below to 

view a video. 

https://www.youtube.com/watch?v=YHDbxAuS8Dk 

  Click Preview to File. 

  

 

Note   The Preview to File button will be disabled, if the Status is not in Applicant of 

Record Review. 

  Click Next to read and progress through the Application Preview. 

 

https://www.youtube.com/watch?v=YHDbxAuS8Dk
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Ste

p 

Action 

   
Note   If you discover errors when you Preview to File, click Return to Filing View, 

correct the errors, re-attest and Preview to File again. 

 

 

  On the last page, select the check-box to attest that you reviewed the application. 

 

  Click File. 
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Ste

p 

Action 

  A Confirm pop-up window is displayed with the message, “The filing has been 

successfully submitted to DOB and the Electrical Permit has been issued.” Click OK to 

close the Confirm pop-up window.  

 

  Click Save located at the top left corner of the screen. 

  

    The status updates to “Permit Issued”. 

 

 
Note   The status will move to “Complete” once the job passes inspection. 

   You have Previewed and Submitted your filing.  
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Print a Work Permit 
Complete the following steps to print a work permit: 

Step Action 

 

Note   In order to print a Work Permit in DOB NOW: 

Please refer to www.nyc.gov/dobnowhelp to access the Guided Practice for: 

 How to Login to DOB NOW 

  Locate the Job Filing associated with the Permit you would like to print. 

 

  Select Print Work Permit from the Drop-down list in the Filing Action column.  

  

 

 

  The Confirm pop-up window is displayed, with the message “Please confirm if you would like 

to proceed with printing the work permit”. Click Yes to proceed with printing the work permit.

 

http://www.nyc.gov/dobnowhelp
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Step Action 

 The Permit is displayed.  

  Click Print to PDF. 

 

 A PDF link to open the Work Permit displays in the bottom left corner of your screen.   

 

  Click the PDF link (e.g., WorkPermit (3).pdf.) 

 The title of your pdf will be different then the file name displayed above. 

  Click Print. 

 

 

 

You have completed the Print a Work Permit Guided Practice. For additional information refer to the 

DOB NOW Build webpage: https://www1.nyc.gov/site/buildings/industry/dob-now-build.page 

 

https://www1.nyc.gov/site/buildings/industry/dob-now-build.page
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Submit a Post Amendment Approval (PAA) 
 

A Post Approval Amendment or PAA allows the user amend the Scope of Work within the 

category of work filed for under the permit.     

Complete the following steps to submit a Post Amendment Approval: 

Step Action 

 

Note   In order to print a Work Permit in DOB NOW: 

Please refer to www.nyc.gov/dobnowhelp to access the Guided Practice for: 

 How to Login to DOB NOW 

  Locate the Job Filing that you would like to make a Post Approval Amendment (PAA) to. 

 

  Select PAA from the drop-down list in the Filing Action Column. 

 

 

http://www.nyc.gov/dobnowhelp
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Step Action 

  The Confirm pop-up window is displayed, with the message “Please confirm if you would like 

to proceed with Post Approval Amendment (PAA) filing”. Click Yes to proceed with submitting 

the PAA. 

 

 A new Filing opens with the General Information tab populated. 

 

  Click Save (located at the top left corner of the screen) to advance to the Electrical Scope of Work 

tab. 

 

  A Notification pop-up window is displayed with the message, “Job filing saved successfully.” 

Click OK to proceed with the PAA. 

 

  Select the Electrical Scope of Work tab. 
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Step Action 

 The Category of Work section is grayed out. These fields are not editable.  

 

  Click on all necessary tabs to expand and make applicable changes to the filing. 

 

  Select the Statements & Signatures tab. 

 

10.  Save 

11.  A notification saying “Job filing saved successfully.”  Will appear.  Click OK. 
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Step Action 

12.  Read ALL Applicant of Record – Statements and select the check-box to electronically sign. 

 

 

Note   Your signature and today’s date auto-populate.  

 

Note   The job number generated in the subsequent filing is the same as the initial filing’s job 

number with P1 added as a suffix. (e.g., S00298067-P1). 

13.  A Notification “Job filing saved successfully.” Appears. Click OK. 

 

 The remaining steps to complete a Post Approval Amendment can be found in the Preview to 

File Guided Practice. 

 You have completed the Post Amendment Approval Filing Guided Practice. 
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Submit a Subsequent Filing 
 

A Subsequent filing is an additional filing under the same job number that allows the user to 

add to the original Scope of Work in a different category 

Complete the following steps to submit a Subsequent Filing: 

Step Action 

 

Note   Please refer to www.nyc.gov/dobnowhelp to access the Guided Practice for How to 

Login to DOB NOW. 

1.  Locate the Job Filing that you would like to add a subsequent filing to. 

 

2.  Select Subsequent Filing from the drop-down list in the Filing Action Column. 

 

 

 

3.  
The Confirm pop-up window is displayed, with the message “Please confirm if you would like 

to proceed with Subsequent Filing”. Click Yes to proceed with submitting the Subsequent Filing. 

 

http://www.nyc.gov/dobnowhelp
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Step Action 

4.  Choose the applicable filing type (e.g., Electrical). 

 

 
Note   A Subsequent Filing can be many other filing Types.  See screen shot above.  

5.  Click Create Subsequent. 

 

 A new Filing opens with the Job Location populated. 

 

 

Note   The remaining steps to complete a Subsequent Filing are the same as those beginning at 

step 6 in the Create an Electrical Filing Guided Practice. 

 
Note   The job number will be the same as the initial filing with the suffix of S1 added at the end 

(e.g., S00298067-S1). 

 You have completed the Submitting a Subsequent Filing Guided Practice. 

 


