
The following Step-by-Step Guide is designed to provide information regarding Delegates 

associated with a DOB NOW: Build Job Filing including Energy Submission and their role in 

resolving Energy Plan Examiner Objections through meetings. 
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Overview 

◼ Delegates per their role in the DOB NOW: Build filing process will be alerted in the event that an 

Energy Plan Examiner (PE) makes/adds an objection(s) during their review. 

◼ If the Energy Plan Examiner examining your Energy Submission makes an objection, you will 

receive an email inviting you to log into DOB NOW to resolve the issue and to schedule a 

meeting, if the appointment is allowed. 
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SYSTEM GUIDELINES 

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

2. Grayed-out fields are Read-Only or are auto-populated by the system. 

3. Depending on the size of your screen or browser you may have to use the scroll bar to view more 

options or full fields. 

 

 

ADDITIONAL HELP & INFORMATION 

1. Video Tutorials: DOB NOW YouTube Channel: https://www.youtube.com/user/NYCBUILDINGS 

2. Presentations & Sessions: https://www1.nyc.gov/site/buildings/industry/dob-now-training.page

https://www.youtube.com/user/NYCBUILDINGS
https://www1.nyc.gov/site/buildings/industry/dob-now-training.page
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Resolve Objection(s) 

Complete the following steps to locate and resolve an objection(s). 

Step Action 

1.  Click the Dashboard Menu to select the Energy 

Submission Dashboard within the Requests section. 

2.  The Energy Submission Dashboard displays. The Energy Submission with the objection(s) displays a 

Request Status of Objections. Click the Energy Submission to view the details. 
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Step Action 

3.  A Request Information confirmation pop-up displays. Click OK to proceed. 

 

4.  The system refreshes to display the Energy Submission. The system displays a red exclamation 

mark (!) within the status bar and a new Objections/Appointments tab. To view the Objection(s), 

click on the Objections/Appointments tab.
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Step Action 

5.  To view the details of the Objection, click the drop-down arrow or click the Edit icon.  

 

6.  The Objection details display with the required fields: 

◼ Objection Status 

◼ Comments 

Here you can view the Objection made by the Energy Plan Examiner, the Objection Detail, 

information regarding this objection as in reference to Building Codes, the Status of the objection 

– whether it is open or resolved – and you have an opportunity to make a Comment back to the 

Energy Plan Examiner.  
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Step Action 

7.  Select an Objection Status (e.g., Open). 

 

8.  Enter Comments. 

 

9.  To the top-right of the objection click Update to save your changes. 
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Step Action 

10.  The Applicant of Record is required to re-attest before Resubmitting. Click the Statements & 

Signatures tab and click the checkbox. The Name and Date fields are auto populated. 

 

11.  If an appointment is not allowed or you choose not to schedule an appointment, click Save and 

then Resubmit to complete resolving the objection. 

 

You have completed Locate the Energy Submission Step-by-Step Guide. 

Continue to the Schedule an Appointment section, if an appointment is mandatory or you choose to 
schedule an appointment. 
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Schedule an Appointment 

Complete the following steps to schedule an Appointment. NOTE: If the Energy Plan Examiner did not 

indicate an Appointment is allowed, the Appointment button will be disabled. 

Step Action 

1.  Directly below the Objections box is the DOB Appointments window. Click the + Add Appointment 

button to begin the scheduling process. 
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Step Action 

2.  The New Appointment pop-up window displays 

to complete the following required fields: 

◼ Add the applicable attendee(s) in the 

Required Attendees box 

◼ Select your preferred Appointment 

Date and Time 

◼ Work Type (if applicable),  

◼ Provide the Meeting Intent (i.e., why 

you would like to meet to resolve this 

objection).  

3.  Click Schedule to save the information entered. 
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Step Action 

4.  The system displays a Confirm pop-up window with the details of the appointment.  

Click Yes to proceed. 

 

5.  A notification pop-up window displayed confirming the Appointment has been scheduled.  

Click OK to close the window. 

 

6.  After your appointment and/or you’ve resolved the Objection, the Applicant of Record is required 

to re-attest before Resubmitting. Click the Statements & Signatures tab and click the checkbox. 

The Name and Date fields are auto populated. 
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Step Action 

7.  Click Save and then Resubmit to complete resolving the objection. 

 

You have completed Locate the Energy Submission Step-by-Step Guide. 

Continue to the Cancel an Appointment Step-by-Step Guide, if applicable. 
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Cancel an Appointment 

Complete the following steps to cancel an appointment.  

Step Action 

1.  From within the Appointment Grid, find the applicable appointment and click Cancel. 

 

2.  The Confirm pop-up window displays to confirm. Click Yes to proceed. 

  

3.  The system displays the Appointment Status as Cancelled within the appointment grid.

 

You have completed Cancel an Appointment Step-by-Step Guide. 

 

 


