
IMG

The following Step-by-Step Guide will outline the steps applicable to submit a Green Roof Job 

Filing in DOB NOW: Build. 
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Overview 

This step-by-step guide will provide applicants with a systematic understanding of how to file a Green 
Roof Job Filing in DOB NOW: Build.  

The DOB NOW: Build system is an all-inclusive, integrated system for Job Filings, permits, and submitting 
requests.  DOB NOW: Build is a one-stop-shop (System).   

Requirements 

• Green Roof is a new Work Type in DOB NOW: Build.  

• Green Roof cannot be combined with any other Work Type. 

• Green Roof Job Filings may be filed as Alteration initial Job Type or as a Subsequent Job Filing for 
New Building and Alteration-CO Job Types. 
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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 the entire 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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Log into DOB NOW: Build 

Follow the steps below to access DOB NOW: Build and initiate a Green Roof Job Filing. 

Step Action 

 
 In order to log in to DOB NOW, you must be registered for eFiling. 

 
Additionally, DOB recommends that you turn off pop-up blockers to successfully navigate within 
DOB NOW. 
 
For Step-by-Step instructions, please submit a question to www.nyc.gov/dobnowhelp or refer to 
the following links: 

◼ How to Register for eFiling: 
https://www1.nyc.gov/assets/Buildings/pdf/registration_tip_owners.pdf 

 

◼ How to Turn Off Pop-up Blockers: https://www1.nyc.gov/assets/Buildings/pdf/allow_pop-
up_blockers.pdf 

1.  Access the Internet. 

   

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

 

3.  Press Enter on your keyboard. 

http://www.nyc.gov/dobnowhelp
https://www1.nyc.gov/assets/buildings/pdf/registration_tip_owners.pdf
https://www1.nyc.gov/assets/buildings/pdf/allow_pop-up_blockers.pdf
https://www1.nyc.gov/assets/buildings/pdf/allow_pop-up_blockers.pdf
http://www.nyc.gov/dobnow


                                           DOB NOW: Build – GREEN ROOF JOB FILING SUBMISSION 

 

DOB NOW: Build ◼ Green Roof Job Filing ◼September 2023  5 

Step Action 

 
The DOB Login page displays. 

 

4.  Enter your Email and Password. 
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Step Action 

5.  Click Login. 

 

6.  The DOB NOW Welcome page displays.  

 

You are now logged into DOB NOW. Continue to How to File a Green Roof Job Filing step by step. 
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How to File a Green Roof Job Filing in DOB NOW: Build. 
Follow the steps below to create and submit a Green Roof Job Filing. 
 

Step Action 

1.  
From within the DOB NOW Public Portal main dashboard, click on DOB NOW BUILD. 

 

2.  
Then click on the New Building / Alteration / Full Demolition / No Work option. 
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Step Action 

3.  Click the + Job Filing button. 

 

4.  The Initial Job Filing screen will now open. 

Select Alteration from within the Initial Job Filing screen.  After selecting Alternation, 
additional questions will appear below.  
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Step Action 

5.  Select appropriate answers for each question to file as Alteration job filing. For this exercise, 
please answer No to each of the questions.  

 

6.   Scroll down to the Work Types section and select Green Roof. 

 



                                           DOB NOW: Build – GREEN ROOF JOB FILING SUBMISSION 

 

DOB NOW: Build ◼ Green Roof Job Filing ◼September 2023  10 

Step Action 

7.  Select the Filing Review Type, and then click Submit. 

 

 

8.  After clicking Submit, you will be presented with a confirmation dialogue. 

This confirmation dialogue will provide an opportunity to review the Job Type, Work Type, and 
Filing Review Type prior to submission. 

Review the selections within the dialogue and click Yes to proceed.   

Note: You may select No to go back and make any necessary corrections.  

 

9.  The majority of the PW1 tab is identical to all other Job Filings. Enter all required information.  
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Step Action 

10.  For Green Roof Work Type there is a new Green Roof Tab under Scope of Work. Fill in the 
required information:  

▪ Roof Area (sq.ft.) – Enter in the entire square footage of the total roof area.  

▪ Eligible Rooftop space (sq.ft.) – Enter in the square footage area of what is eligible to be 
used for a green roof.  

▪ Green Roof Space (sq.ft.) – How much of the roof will become a Green Roof. 

▪ Depth of Growth Medium (inch) – How deep will the growth medium be for the Green 
Roof. A growth medium is typically soil, or various other growth substrates, such as, 
coconut husks, mulch or rockwool, just to name a few.    

 

11.  The rest of the Job Filing is unchanged. Fill out all required information and upload all 
documents. Click Save and then Preview to File. 

12.  Using the navigation bar at the top of the window click the Next button to go to the last page. 

 

13.  At the bottom of the last page, click the checkbox and the click the File button to complete the 
process.  

 

You have now completed the How to File a Green Roof Job Filing step by step. 

 


