CREATE AN ELECTRICAL FILING — GUIDED PRACTICE
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CREATE AN ELECTRICAL FILING — GUIDED PRACTICE

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:

B How to Turn Off Pop-up window Blockers
B How to Register for eFiling

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

@ www.nyc.gov/dobnow D~ |
3. Press Enter on your keyboard.

Bl | The DOB Login page is displayed.

4, Type your Email and Password.

[oos]
Log In to to Submit and Filings:

Enter your e-Filing account information

Email

= |

Password

Login

To register for an account or reset your password, go te the
eFiling website.

Need more help? Contact us.
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CREATE AN ELECTRICAL FILING — GUIDED PRACTICE

Step | Action

5. Click Login.

6. Click DOB NOW: Build.

DOB NOW
Submit Filings, Payments, and Requests to the NYC Department of

asier to submit spplications, make payments, schedule appolntments,

Welcome! DOB NOW provides robust online accounts, making il
check the status of an application or inspection, pull permits, and make renewals

Fagade, Boiler Compliance Filings are available under DOB NOW: Safety

Plumbing, Sprinkler, Standpipe, Antenna, Curb Cut, Sidewalk Shed, Supported Scaffold, Fence, Sign, Electrical and Elevator Job Filings are
available under DOB NOW: Build.

Get started by selecting a component below,

)| o

The My Jobs tab is displayed by default on the Dashboard.
123 T ) I T

My Jobs My Work Permits My AHV Work Permits My LOC Requests My Sign Off Requests Job Number Search

Job Number - Filinx. Filing Type - Filing Status v Address v Borough - Applicant of Record - Owner v Created Date .. Modified =
S00329075 11 New Job Filing Permit Issued 110 MAPLE PARKWAY  STATEN ISL FIRM ZERO Joe Spark 03/26/2018 03/26/2018
$00329060 11 New Job Filing Permit Issued 110 MAPLE PARKWAY  STATEN ISL. FIRM ZERO APPLE ROME18 03/26/2018 03/26/2018
$00329025 28 New Job Filing Permit Issued 110 MAPLE PARKWAY  STATEN ISL. FIRM ZERO APPLE ROME18 03/23/2018 03/23/2018
M00328652 11 New Job Filing Applicant of Record Revi.. 280 BROADWAY MANHATTAN FIRM ZERO NO BODY 03/09/2018 03/26/2018
S00328532 1 New Job Filing Permit Issued 110 MAPLE PARKWAY  STATEN ISL... FIRM ZERO Joe Spark 03/05/2018 03/26/2018

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

L Click + Job Filing to initiate a new job filing.

Dos
DOB NOW
t q Submit Filings, Payments, and Requests to the NYC Department of Buildings
BUILD

A =+ JobFiling | 4 Work Permit = Request LOC

My Jobs My Work Permits My AHV Work Permits My LOC Requests My Sign Off Requests

Job Number Search

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

3. Click Submit.

Job filing includes:

Plumbing Sprinklers Standpipe
Antenna Curb Cut Sign
Sidewalk Shed Supported Scaffold Construction Fence

m Electrical Elevators

The General Information tab is displayed.

Job Location Application Highlights

Location
House Number* Strest Name *

- Borough*
General Information 9
‘ ‘ ‘ ‘ SELECT BOROUGH M
Electrical Scope of Work Job Number
Block* Lot* BIN®
Documents ‘ ‘ ‘ ‘ ‘ ‘ Filing Number
hd Filng Type
Statements & SLgnatu res Community Board Zip Code* Special Place Name

‘ ‘ ‘ ‘ ‘ ‘ Permit Number

Current Filing Status
Leave blank unless there is no fixed address
Job Description {printed on work permit)*

500 characters remaining

Job Start Date® Job Completion Date*

Is this a joint venture work as per #27-3013.13.% QOvYes ONo
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CREATE AN ELECTRICAL FILING — GUIDED PRACTICE

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.

House Number*

Fields shaded gray are read-only and are populated from the Building Information System
(BIS) or from eFiling registration.

BIN*

Enter the required fields in the Job Location section:

O House Number
O Street Name

O Borough

O Block

O Lot

Job Location
House Number® Street Name * Borough*
SELECT BORQUGH v
Block™ Lot* BIN
Community Board Zip Code® Special Place Name
Leave blank unless there is no fived address

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

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

Job Description (printed on work permit)*

500 characters remaining

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

6. Select the desired values for each of the following:

O Job Start and Completion Date
O Is this a joint venture

O Building Use Type

O Indicate Type

Job Start Date® Job Completion Date*

1
Ils this a joint venture work as per #27-3013.13.* O‘r‘es O \Jol

7. 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

8 Select the License Type from the drop-down list (e.g. Electrician).
Applicant Information
I-Emu, T icense Numbert
Lot Fot e ——
Firm Name* Firm Number* Firm Address’
City State® Zip Code*
Phone Mobile

;@-‘ Note The remaining fields in the Design Professional Information section are read-only
and auto populate from eFiling.

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

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

Applicant Information

m License Type License Number*
Last Name* First Name* Middle Initial
Firm Name* Firm Number* Firm Address*
City* State* Zip Code*

Phone Mobile

@ Note The remaining fields in the Owner section are read-only and auto populate from
eFiling.
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CREATE AN ELECTRICAL FILING — GUIDED PRACTICE

Step

Action

Note If desired, enter the Authorized Representative Information.

Authorized Representative Information

Last Name First Name State Relationship to Owner

Note An Authorized Representative is only permitted to fill out the General Information
Tab. A Licensed Electrician must complete the remainder of the form.

11.

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

12.

If applicable enter the Associated BIS Job Number, enter the job number in the DOB
Construction/ BIS Associated Job Number field.

Additional Information

Iz this a Build it Back Job?* O‘r’es O No

Has a violation been issued for failure to obtain prior Electrical Advisory Board O‘r’es © No
review and approval for work related to this application?*

Is this Job C of O (Certification of Occupancy) related?™ O‘r’es O No

DOE Construction/ BIS Associated Job
Numbers

I Removal of Viclation or Owner/ Occupant Objection I
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CREATE AN ELECTRICAL FILING — GUIDED PRACTICE

Step | Action

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

M save I Preview to File

$00329213-11

General Information

Electrical Scope of Work

Documents

Statements & Signatures

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

14. | A Notification pop-up window is displayed with the message, “Job filing saved
successfully.” Click OK to proceed.

Notification

Job filing saved successfully.

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

1. Click the Electrical Scope of Work tab.

$00329194-I11

General Information

Electrical Scope of Work

Documents

Statements & Signatures

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

Work Description

Category of Work

Service Switches

Ser. ent. & FDr Cond. (Each Set)
Panels

Elevators, Escalators, Material Lifts

Boiler Controls

Floor Descriptions

Service/Meter Equipment

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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CREATE AN ELECTRICAL FILING — GUIDED PRACTICE

Step Action

3. Select the appropriate Category of Work.

Category of Work

[ Service Work / Notify Utility [ General Wiring [ Lighting Work
[Z] Temporary Construction Service [ Temporary Light & Power
[ HVAC Wiring [ Boiler/ Burner Wiring

Other™

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.
4. Select a category from Other if none of the previous work types apply.
Other*
Select One v
Select One

Elevators/Escalator/Material Lift
Power Generation

Fire Alarm Local Law #5

Minor Work

Rehabilitation

Extensions

New Circuitry

Sign Shop Inspection

Field Sign Inspection

Adequate Wiring Program
Sustainable Energy Installs
Sidewalk Shed Wiring & Lighting
Amusement Rides
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Step Action

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

Category of Work & v
! @ Service Work / Notify Utility D General Wiring D Lighting Work
Temporary Construction Service Temporary Light 8 Power
HVAC Wiring Boiler/ Burner Wiring
Other*
Select One v

5. Click Service Switches to expand the section.

Work Description

Category of Work

Service Switches

Ser. ent. & FDr Cond. (Each Set)

Panels

Elevators, Escalators, Material Lifts

Boiler Controls

Floor Descriptions

Service/Meter Equipment
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Step Action
6. Enter the applicable information.
Service Switches v
Item Quantity Cost Fee amount Indicate number and size
Up to 100 amps ‘ ‘ $8.00 $0.00 ‘ ‘
101 to 200 amps ‘ ‘ $30.00 $0.00 ‘ ‘
201 to 600 amps ‘ ‘ $105.00 $0.00 ‘ ‘
601 to 1200 amps $225.00 $0.00 ‘
Over 1200 amps ‘ ‘ $375.00 $0.00 ‘ ‘
7. Click Ser. Ent. & FDr Cond to expand the section.
Work Description
Category of Work
Service Switches
Ser. ent. & FDr Cond. (Each Set)
|
Panels
]
Elevators, Escalators, Material Lifts
Boiler Controls
Floor Descriptions
Service/Meter Equipment
8. Enter the applicable information in the Ser. Ent. & FDr Cond. section.

Ser. ent. & FDr Cond. (Each Set) v

Item Quantity Cost Fee amount Indicate number and size

Up to #2 conductor [ } $15.00  $0.00 [ l
Over #2 to 1/0 [ } $30.00  $0.00 [ l
Over 1/0 to 250MCM [ } $45.00  $0.00 [ l
Over 250 MCM [ } $75.00  $0.00 [ l
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Step Action

9. Click Panels to expand the section.

Work Description

Category of Work

Service Switches

Ser. ent. & FDr Cond. (Fach Set)
Panels

Elevators, Escalators, Material Lifts

Boiler Controls

Floor Descriptions

Service/Meter Equipment

10. Enter the aiilicable information in the Panels section.

Item Quantity Cost Fee amount Indicate number and size
1@ up to 20-1 or 10-2 pole breakers [ ] $15.00 $0.00 { ]
1@ over 20-1 or 10-2 pole breakers [ ] $37.50 $0.00 { ]
3@ up to 225 amps [ ] $50.00 $0.00 { ]
30 over 225 amps [ ] $75.00 $0.00 { ]
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Step Action

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

Work Description

Category of Work

Service Switches

Ser. ent. & FDr Cond. (Each Set)

Panels

Elevators, Fscalators, Material Lifts

Boiler Controls

Floor Descriptions

Service/Meter Equipment

12. Enter the applicable information in the Elevators, Escalators, material Lifts section.
Elevators, E
Item Quantity Cost Fee amount Indicate number and size
Each additional 10 floors or less l ] $83.00  $0.00 [ ]
Total number of Elevators, etc l ] $125.00 $0.00 [ ]

13. Click Boiler Controls to expand the section.

Work Description

Category of Work
I
Service Switches
e
Ser. ent. & FDr Cond. (Fach Set)
I
Panels
e
Elevators, Escalators, Material Lifts
e
Boiler Controls
| —

Floor Descriptions
e
Service/Meter Equipment
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Step Action

14. Enter the applicable information in the Boiler Controls section.

Boiler Controls

Item Quantity Cost Fee amount Indicate number and size
Boiler Controls $12.00 $0.00

15. Click Floor Descriptions to expand the section.
Work Description

Category of Work
e —
Service Switches
e —
Ser. ent. & FDr Cond. (Each Set)
o ]
Panels
o ]
Elevators, Escalators, Material Lifts

Boiler Controls

Floor Descriptions

Service/Meter Equipment

16. Enter the applicable information in the Floors Descriptions section.

Floor Descriptions

= Add Floor Description Total Units : 0 Total Units in excess of 10: 0 x §0.25

Floor & No. of Outlets No. of Motors/Generators ~ = No. of Heaters - No. of Transformers 2
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Step Action

17.
Click + Add Floor Description to add additional floors or expand to display more

fields.

Floor Descriptions

4 Add Floor Description

e A Floor Work Description page will display.

18. Enter the applicable information.

Floor Work Description

Loeston*

Desaiption of the Location

Sunch

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

M Save I Preview to File
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Step Action

20. Click Service Meter Equipment to expand the section.

Work Description

Category of Work

e
Service Switches
e —
Ser. ent. & FDr Cond. (Fach Set)
e
Panels
e
Elevators, Escalators, Material Lifts
e —
Boiler Controls
e
Floor Descriptions
——————————————————————————————————————————————————————————————————————
Service/Meter Equipment

21. | Enter the applicable information.
Service/Meter Equipment v
Number of 3 Wire Number of 4 Wire Number of 10 Point
Number of Existing Meters Number of New Meters Number of Removed Meters

[« |

Total Number of Meters

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

M save B Preview to File

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.

500329213-11
General Information

Electrical Scope of Work

Statements & Signatures

Click the Uploader icon.

Required Documents

Created On Document Name Document Status

Prior To « ~ Upload ~

3. Click Choose File.

Document Uploader

File name: DPL-1: Design Professional Seal &

Signature
Choose File |No file chosen

Bl | The Documents Library window opens.
4. | Locate the file to upload.

Documents library

1 0PL Deign PrfessionsSenl Sgnsture
= panstench

Acrobet Document

DOB NOW M Build: Electrical
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Step | Action

5. Click the document Name to select the file.

Click Open.

lﬁ\d obe Acrobat Document v ]

s [

Bl | 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.

Document Uploader

File name: DPL-1: Design Professional Seal &
Signature

Choose File | DPL-1 Desig...gnature,pdf

E=T

Document Uploaded Successfully.

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

I Preview to File

$00329213-11

General Information

Electrical Scope of Work

Statements & Signatures

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

1. Select the Statements & Signatures Tab.
o=

500329213-11

General Information
Electrical Scope of Work

Documents

Statements & Signatures

2. Read the Applicant’s — Statements & Signatures attestation and select the checkbox to
electronically sign.

Applicant's - Statements & Signatures

D | hereby state that all statements in this submission are
Falsification of any statemen misdemeanor and punishal a fine, imprisonment, or both. It is unlav
givea cept, any b monetary or otherwise, eith:
properly performing the job or in exchange for ial consideration. Violation is punishable by imprisonme:

fine or both. | understand that if | am found after hearing to have knowi or negligently made a false
statement or to have knowingly or negligently certificate, form, sig
statement, application, or report or certification of the correction of a
this code or of a rule of any agency, | may be barred from filing further applications or documen
department.

tolation require
s with the

| have personally reviewed all information in this submission. | understand and agree that by personally clicking
on the box at left | am electronically signing this submission and expressing my agreement with the Statement
terms herein. | understan it this electronic signature shall h ame validity and effect as a signature
affixed by hand, and | further agree that, by uploading an nature and professional seal
as part of this submission, | am applying such signature and seal to this submission and signed statement as if |
had personally signed and sealed this submission by hand

ociated with such business acting pursuant to an
cal Permit Application e Commi

|, the undersigned Responsible Representative (or License ass
accepted written delegation), or Special Electrician, submi
of the NYC Department of Buildings for issuance of a pe! rform elec vork as described herein and
in so doing acknowledge that all electrical work to be performed as described under this application will be
done under my suj sion and in complete accordance with all applicable codes and regulations, including but
not limited to, the NYC Energy Conservation Code. | further acknowledge that | have received Electrical Advisory
Board approval for all electrical work described herein where such approval is required under the Department’s
code and regulations.

PENALTY FOR FALSIFICATION: Falsification on any statement made herein with intent to defraud or deceive is
a misdemeanor 7-3017 (b). (c) of NYC Adm. Code) SUBSTANTIAL REVISIONS to this application will
require the filing new application. with the appropriate fee

oner

Iy

Name Date

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

3. Choose Yes or No if the application requires power or energize to a meter.
Certification of Owner Authorization for Electrical Work
Does the application involve authorization to powser or ensrgize a meter?
Yes ® Mo
4,

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

B Preview to File

500329213-11

General Information

Electrical Scope of Work

Documents

Statements & Signatures

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 | Action
| Y

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

@ view a video.

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

1. Click Preview to File.

Pre-Filing Applicant of Record Review

m I Preview to File

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

2. Click Next to read and progress through the Application Preview.

Application «Previous | Next» J@Zoom @ Zoom
Preview >

[E] permits

\t—

&=/ PAYMENTS
5o

() APPOINTMENTS: 4
T
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Ste | 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.

«Previous Next» @QZoom QZoom  100% v

| haratyy abate Pt & wnmmmn:mlmcmbhmdﬂ\tmaqpfn!mvdr.Mlm
# msdemedncy and punshabie by 2 ne epracnment o Dol 1 i unlaels 10 Sot 3 Cly anpioyee Or L B Oty empiopee 12 el Ay
Darft moratiy Or Oirwae 6w B8 & (rataly for progety perlrrang B o8 o 1 aachings fir apecl consdeton Victon
punshatie by mpracament o fne or both | undenstand Pt £ 1 3 found dfe heacng 1 A owngs O reglomty made 2 fiie
SRAITONt O 10 "3 knowngly o Negigenty (35403 0r F0AS 10 D tanted any cenfoate oM sgned SMeTENt appicaton o repon
or cartfcaton of P comecion of 3 visiston nequend under the peowsons of $vs code o of 3 rule of sy sgency, | may be Samed Sam
By Lrther a0picatons o documents wih e depatrent

| Rive pacicrutly srvawed 8 mlrvaton m Bh slmebon | endensting and avee Tt Sy penionaly tickng on e Sox o Wit | am
ot ally Sang 1N Slrrison Bnd RErEIAng oy SNenet i e SUBement Seres heen | enderstand S0l i secyone
et s have B aame vty snd ofect an 8 agnate afand By handt ad | Rathee agree TR by (pioading an sletont mage
of my sgrate 308 professonal saX 38 part of e sBTEssOn | am apphyng Sch sgratare and sed 15 T scbreason and sored
watement 36 11 7o penoraly Bgned and cealed s SOTIGON by hand

This Blectcal Permit Applcation mchudes Serce | Meter Wosk and or work Bt will resull o e ssuarce of 2 new o amended Cenficate
of Oecupancy | corvly Bt | have GREAMG 3 SO Bulonzaton fram 1 Duldeg Ourie, Of Mol Of e SUOrand Mgresentitve. w0 had
o ed P work 13 be pieforrad 30 (i ated haren 0 ha cindwiiciped N g0 Compieton of sath sch il ao [reudng ay
PO STRnsnest of 15 wort ASEINNE heme) Suraat 1 Secton J7 - X015 of 1e NYC Elscres Cooe e Deparment of Baldogs
(Departruet’) or &3 confed soramntative, wil be slowsd accems 5 MIpIct such work | a0 cecthy that T sgned authonzaton o
avadabhe pon reuest by the Depariment

Nore O
B have personally reviewed all snformation entered on ths apphkaton
Name Date

FIRM ZERO 03/30/2018

Eectromeally Sigred)

4, Click File.

@ "I have personally reviewed all information entered on this application.”

Name Date
FIRM ZERO 03/30/2018

(Electronically Signed)

4AFile | CRetumn tofiling View
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Ste | Action

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

close the Confirm pop-up window.

Confirm

The filing has been successfully submitted to DOB and the
Electrical Permit has been issued.

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

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

S00329213-I1-EL
General Information
Electrical Scope of Work

Documents

Statements & Signatures

Pre-Filing

The status updates to “Permit Issued”.

Applicant of Record Review

Permit Issued

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

You have Previewed and Submitted your filing.

DOB NOW M Build: Electrical
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PRINT A WORK PERMIT — GUIDED PRACTICE

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:
B How to Login to DOB NOW

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

Job Number ~ Filinx. Filing Type ~ Filing Status v
S00329340 1 New Job Filing Pre-Filing
[ 500329213 | i New Job Filing Permit Issued
2. Select Print Work Permit from the Drop-down list in the Filing Action column.
Job Num:x. Filx. Filing Type v Filing Status v Address ¥ Borough “ Applicant of Recx. Owner v Created Datev... Modified ..r Paymentx. Filing Action
00329340 11 | NewJob Filing  Pre-Filing 110 MAPL.. STATENISL.. FIRM ZERO JoeSpark  04/04/2018  04/10/2018  Exempted | select Action: +
00329213 |\1 New Job Filing  Permit Issued 110 MAPL.. STATENISL.. FIRM ZERO Joe Spark  03/30/2018 04/00/2018  Paid
00329194 11 | NewJob Filing  Pre-Filing 110 MAPL.. STATENISL.. FIRM ZERO JoeSpark  03/28/2018  04/04/2018  Due Select Action: v
S00320075 11 | NewJobFiling Permitlssued 110 MAPL.. STATENISL.. FIRMZERO JoeSpark  03/26/2018  03/28/2018  Exempted | select Action:  *
S00320060 11 | NewlJobFiling Permitlssued 110 MAPL.. STATENISL.. FIRM ZERO APPLERO.. 03/26/2018  03/26/2018 Exempted | Select Action:
Filing Action
Select Action: 7 |
| Select Action: ¥
[~ Select Action:
Subsequent Filing |f
PAA
3. The Confirm pop-up window is displayed, with the message “Please confirm if you would like

Confirm

the work permit.

Please confirm if you would like to proceed with printing

n

to proceed with printing the work permit”. Click Yes to proceed with printing the work permit.
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PRINT A WORK PERMIT — GUIDED PRACTICE

Step | Action

Bl | The Permit is displayed.

4, Click Print to PDF.

m Buildings

...........

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

T workPermit (3).pdf =

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

E®3 The title of your pdf will be different then the file name displayed above.

6. Click Print.

Print

Total: 1 sheet of paper

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
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SUBMIT A POST AMENDMENT APPROVAL (PAA) - GUIDED PRACTICE

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

@

NS

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

1 Locate the Job Filing that you would like to make a Post Approval Amendment (PAA) to.
Job Number ~ Filinx. Filing Type - Filing Status
500329340 11 New Job Filing  Pre-Filing
[500329213 |11 NewlJobFiling  Permit Issued
2. Select PAA from the drop-down list in the Filing Action Column.

Job Num:x. Filx. Filing Type v Filing Status v Address v Borough v Applicantof Recx. Owner v Created Datev... Modified ..r Payment . Filing Action
500329340 |11 NewJob Filing  Pre-Filing 110 MAPL.. STATENISL.. FIRM ZERO Joe Spark | 04/04/2018 04/10/2018  Exempted | Select Action:
S00329213 |11 NewlobFiling  Permitlssued 110 MAPL.. STATENISL.. FIRM ZERO Joe Spark | 03/30/2018  04/09/2018  Paid Seloct Actionm v
S00329194 |11 NewJobFiling  Pre-Filing 110 MAPL.. STATENISL.. FIRM ZERO Joe Spark | 03/28/2018 04/04/2018  Due Select Action: v
S00329075 11 NewlobFiling  Permitissued 110 MAPL.. STATENISL.. FIRM ZERO Joe Spark | 03/26/2018 03/28/2018  Exempted | Select Action: ¥
S00329060 11 New Job Filing  Permit Issued | 110 MAPL... STATENISL.. FIRM ZERO APPLE RO... | 03/26/2018 03/26/2018  Exempted Select Action: v
Filing Action

Select Action: v
‘ Select Action:

Select Action:

Subsequent Filin

Print Work Permit
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SUBMIT A POST AMENDMENT APPROVAL (PAA) - GUIDED PRACTICE

Step

Action

3.

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.

Confirm

Please confirm if you would like to proceed with Post
Approval Amendment (PAA) filing.

oo

A new Filing opens with the General Information tab populated.

Job Location
House Number Street Name * g
110 MAPLE PARKWAY STATEN ISLAND

Block* Lot BIN*
1218 45 5027624

mmunity Board Zip Code Special Place Name

501 10303

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

‘ I Preview to File

A Notification pop-up window is displayed with the message, “Job filing saved successfully.”
Click OK to proceed with the PAA.

Notification

Job filing saved successfully.

Select the Electrical Scope of Work tab.
$00329075-P1

General Information

Electrical Scope of Work

Documents

Statements & Signatures
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SUBMIT A POST AMENDMENT APPROVAL (PAA) - GUIDED PRACTICE

Step | Action

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

Category of Work
Service Work / Notify Utility «| General Wiring Lighting Work

Temporary Construction Service Temporary Light & Power

HVAC Wiring Boiler/ Burner Wiring

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

Service Switches = 3>
Ser. ent. & FDr Cond. (Each Set) by

Flevators, Escalators, Material Lifts >

Boiler Controls >
Floor Descriptions >
>

Service/Meter Equipment

8. Select the Statements & Signatures tab.

S00329213-P1
General Information
Electrical Scope of Work

Documents

Statements & Signatures

10. | Save

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

Job filing saved successfully.
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SUBMIT A POST AMENDMENT APPROVAL (PAA) - GUIDED PRACTICE

Step | Action

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

Applicant's - Statements & Signatures

@ 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.

Notification

Job filing saved successfully.

@ 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 — GUIDED PRACTICE

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

= Login to DOB NOW.

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

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

Job Number ~

500329340

| 500329213 l

Filinx.

11
11

Filing Type

New Job Filing
New Job Filing

v

Filing Status

Pre-Filing

Permit Issued

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

$00329340 11 New Job Filing
@ 11 New Job Filing
S00329194 11 New Job Filing
$00329075 11 New Job Filing
S00329060 11 New Job Filing

Pre-Filing
Permit Issued
Pre-Filing
Permit Issued

Permit Issued

Job Num. Filx. Filing Type v Filing Status v Address v

110 MAPL...
110 MAPL...

110 MAPL.

110 MAPL...

110 MAPL.

Borough v Applicant of Recx. Owner v Created Datev... Modified ..v Payment x.

STATEN ISL...
STATEN ISL...
STATEN ISL...
STATEN ISL...
STATEN ISL...

FIRM ZERO
FIRM ZERO
FIRM ZERO
FIRM ZERO
FIRM ZERO

Joe Spark
Joe Spark
Joe Spark
Joe Spark

APPLE RO...

04/04/2018
03/30/2018
03/28/2018
03/26/2018
03/26/2018

0471072018
04/09/2018
04/04/2018
03/28/2018
03/26/2018

Exempted
Paid
Due
Exempted
Exempted

Filing Action

Select Action: v
Select Action: v
Select Action: v

Select Action: v

Filing Action

Select Action: v

‘ Select Action: -+

Select Action:
Subsequent Filing
PAA
Print Work Permit

Confirm

Please confirm if you would like to pro

Subsequent Filing.

ceed with

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.
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SUBMIT A SUBSEQUENT FILING — GUIDED PRACTICE

Step | Action

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

Address:

Subsequent Filing

Job Number: 50022921

@ 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.

Job Location

Street Name

MAPLE PARKWAY STATEN ISLAND

BIN
5027624

pecial Place Name

7, | 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.
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