INDUSTRY PORTAL
STEP-BY-STEP GUIDE

How to Submit a Solar Job Filing

The following Step-by-Step Guide will outline the steps applicable to submit a Solar Job Filing in
DOB NOW: Build.
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Overview

This step-by-step guide will provide applicants with a systematicunderstanding of how to file a Solar 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

e Solaris a new Work Type in DOB NOW: Build.

Solar cannot be combined with any other Work Type.

e Solar Job Filings may be filed as Alteration initial Job Type or as a Subsequent Job Filing for New
Building and Alteration-CO Job Types.

e Ifthe Applicant intends to request a Property Tax Abatement for the fees associated with the
Solar Job Filing, they may fill out the Tax Abatement tab. That information will be sent to the
NYC Department of Finance upon completion of the job.

e Inorderto getaPermitfor Solar Job Filings, there must be at least one Electrical (EL) Job filing
identified as a Related Job on the PW1 tab.

o The ELJob Filing must have Sustainable Energy Installs as a Category of Work and
Sustainable Type as Photo Voltaic in the Electrical Scope of Work.

o The EL Permit for the Sustainable Energy install job must be issued before the Solar
Work Permit will be issued.

o LOCcan be requested only afterall the permits related to the Job Filing, including the EL
Permit, are signed off.
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SYSTEM GUIDELINES

1. Fields with ared 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 and the entire fields.

Email* Applicant Type* Last Name
qil/username. Select: v
Filing Representative Information
First Name Last Name Email Business Name Business Telephone Action
ADAM JOE2 AJOETESTZ@GMAIL.COM | AJ2 (201) 222-3333
| i
Total Items: 1
| 4 1 /1 P 2 v
| ! ! Items Per Page 1-1oflitems

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
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Log into DOB NOW: Build

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

Step | Action

@ In order to log in to DOB NOW, you must be registered for eFiling.
A4

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:

Note B How to Register for eFiling:

https://www1.nyc.gov/assets/Buildings/pdf/registration_tip_owners.pdf

B 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.

4 www.nyc.gov/dobnow P~ |

3.| Press Enter on your keyboard.
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Step | Action

Bl | The DOB Login page displays.

311 | Search all NYCgov websites

DOB NOW

NYC Department of Buildings Self-service for online Permits, Appointments and Applications

Login to DOB NOW to submit Jobs, Filings &
F F BIS H Applications
e
SAFETY LIGENSING Contact DOB

Help Form Enter your eFiling or DOB NOW:
Licensing account information

About DOB NOW

FAQS | RESOURCES. FAQS

Search the Public Portal
FAQS | USER MANUAL

Email

[ trainingpera@gmail.com l
.
! ;E = !E Password
@ \ ‘ ‘ l‘\ ‘ ﬂ
S Y [ ......... l

Address Borough, Block, Lot Job Number
7 B
'D]ﬁ Eﬁ\ — To use DOB NOW- Build or Safety, register for an

eFiling account here. To reset your eFlling password

Device Licensee Violation click here
ency, Gas Wark Qualification, Journeyman
icants only - click reate a new
ng profile. To change your DOB
Additional Tools rd, click here.

(o o W w ) e

4, Enter your Email and Password.

Login to DOB NOW to submit Jobs, Filings &
Applications

Enter your eFiling or DOB NOW:
Licensing account information

Email

Password
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Step | Action

5. Click Login.

@ Login

To use DOB NOW: Build or Safety, register for an
efiling account here. To reset your eFiling password,
click here.

6. The DOB NOW Welcome page displays.

311 | Search ol NYC gov websites

DOB NOW

Welcome, F\RSTNA_ME FIRSTNAME
NYC Department of Buildings Self-service for online Permit B e

Need Help?
Sign Out

Welcome! DOB NOW provides robust online accounts, making it easier to submit applications, make payments, schedule appointments, check the status of an application o inspection,
pull permits, and make renewals.

Elevator, Gas Work Q t and Welder Renewals, Reissue and Change Requests are available under DOB NOW: Licensing.

Boiler, Elevator, Energy (Building Emissions), Parking Structures and Facade Compliance Filings: COVID-19 Safety Guidance Stop Work Order Rescission Requests; Closed Site
Notifications, Boiler and Elevator Violation Payments and Waiver Requests are available under DOB NOW: Safety.

New Building, Alteration-CO, Alteration, Full Demolition, Limited Alteration, Place of Assembly, Cranes, BIS Schedule of Occupancy and Certificate of Occupancy filings are available under
DOB NOW: Build.

Certificate of Correction Review Requests to the Administrative Enforcement Unit (AEU), Civil Penalty Review Requests (L2), New and Renewal License Applications and Records Requests
are available under BIS Options.

Get started by selecting a module below.

BIS
OPTIONS

You are now logged into DOB NOW. Continue to How to File a Solar Job Filing step by step.
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How to File a Solar Job Filing

Follow the steps below to create and submit a Solar Job Filing:

Step Action
1 From within the DOB NOW Public Portal main dashboard, click on DOB NOW BUILD.
DOB
NOW
) Then click on the New Building / Alteration /Full Demolition / No Work option.

DOB
NOW

Major Projects
Development
Program Enrollment

New Building

Alteration
Full Demolition
No Worl:

Cranes
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Step Action

3. Click the + Job Filing button.

DOB NOW
NYC Department of Buildings Self-se

+ Major Projects Development Program Enrollment/Project 4 Job Filing

Job Flllngs AllJobs 2458 Alteration 1498 Alteration CO 319 ALT-CO -

4, The Initial Job Filing screen will now open.

Select Alteration from within the Initial Job Filing screen. After selecting Alteration, additional
guestions will appear below.

Alteration Full Demolition Limited Alteration New Building No Work

e N
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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.

|. Alteration : Full Demolition Limited Alteration New Building Mo Work

If this filing is related to another DOB MOW filing, create a subsequent instead of a new job.

To create a subsequent filing. select Cancel: then Search by BIN or job number for the related I1 filing (in any status except

LOC or CO Issued). From the Filing Action column, select Subsequent.
Alteration required to meet New Building requirements?* Yes No
Alteration is inconsistent with the current Certificate of Occupancy?* Yes No
Alteration in occupancy or use?” Yes No
Alteration is a major change to exits?* Yes No
Alteration in number of stories?* Yes No
Is this an application for a Small Business (employs fewer than 100 persons)?* Yes No
Is this an application for an approved project under the Major Projects Development Program (MPP)?* Yes No

6. Scroll down to the Work Types section and select Solar.
Select Work Type(s):* Job Type: Alteration
Antenna Boiler Equipment Construction Fence
Curb Cut Earthwork Electrical
Elevators Foundation General Construction
Green Roof Mechanical Systems Plumbing
Protection and Mechanical Methods  Sidewalk Shed Sign
Solar Sprinklers Standpipe
Structural Support of Excavation Supported Scaffold
Suspended Scaffold
e
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Step Action

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

Filing Review Type* Standard Plan Examination or Review Professional Certification

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.

These selections cannot be changed:

« Job Type: Alteration
» Work Type(s): Solar
» Filing Review Type: Professional Certification

The only way to change these selections after this point is to file a
new application. Do you want to continue?

oL
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Step Action

- You will then be presented with the Job Filing Details page which will contain the following
tabs:

= Plans/Work (PW1)

= Zoning Information

= Scope of Work / Solar

= Cost Affidavit (PW3)

= Technical Report (TR1/4/5/5H)
= Documents

= Statements and Signatures

The majority of the Job Filing process is identical to that of other Work Types. This document
will only address the changes when filing Solar Job Filings.

[ =50 | Meeiewiorie |
Plans/Work (PW1) - Alteration

Zoning Information

Scope of Work v Location Information

Solar
Stakeholders
Cost Affidavit (PW3)

Technical Report ~ Filing Review Type, Work Type/Filing Includes

Technical Report (TR1/4/5/5H)
Additional Information

Documents

Statements & Signatures Additional Considerations, Limitations or Restrictions

Job Description

|

Site Characteristics

Asbestos Abatement Compliance

Comments

DOB NOW: Build M Solar Job Filing lMNovember 2023 11



DOB NOW: Build - SOLAR JOB FILING SUBMISSION

Step Action

9. The majority of the PW1 tab is identical to all other Job Filings. Enter all required information.
Thereis a new question in the Filing Review Type, Work Type/Filing Includes section, “Are you
providing property tax abatementinformation with this filing?” Answering Yes, to this question
results in new Tax Abatement tab appearing after clicking Save.

Filing Review Type, Work Type/Filing Includes

Filing Includes:*

(@ New Work

Filing Review Type®

standard Flan Examination or Review b

Is this an application for a Small Business (employs fewer than Oves @ No
100 persons)?*

Is this an application for an approved project under the Major (Oves @ MNo
Projects Development Program (MPF)?*

Selected Work Type(s)”

Solar

Are you providing property tax abatement information with Oves ONo
this filing?*
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Step Action

10. In the Solar Scope of Work tab, answer questions about:

e Type of work (New Installation or Upgrade or Modification of the Existing System)
e Projected Power Generation (kW)

e Number of Panels

e Manufacturer of Panels

e Listing Lab / Reporting Number

e Location(s) of the proposed solar panel(s)

e Isthis application adding any related equipment to the interior of the building?

e |s this application adding any related equipment to the outside of the building?

Some location choices may lead to further questions. All questions that appear must be
answered.

Solar Scope of Work

Type Of Work* (O Mew Installation (O Upgrade or modification of the existing system

Projected Power Generation (kW)™ Mumber of panels® Manufacturer of Panels*

Listing Lab / Reporting Mumber®

Location(s) of the proposed solar panel(s)*

Roof Bulkhead Facade

Access ory >tructure

s this application adding any related equipment to the interior of the building?” (Oves Ome

s this application adding any related equipment to the outside the building?* O ves O Ne
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Step Action

A new Tax Abatement tab will appear if the Applicant selects “Yes” to the PW1 question “Are
you providing property tax abatement information with this filing?”

Save | [BPreviewto File

M00449756-11 Tax Abatement Informatio

Plans/Work (PW1)

Zoning Infermation Tax Abatement

Scope of Work W '
P

Solar
Actions Job Filing Mumber
Cost Affidavit (PW3) G @ M00449756-I1
Technical Report v Total
Technical Report n 1to 1 of 1 records.
(TR1/4/5/5H)

11. By default, the current Job Filing and all Job Filings listed on the PW1 as related Job Numbers
will display in the Tax Abatement section of the tab for users to specify costs.

Click +Add to specify costs associated with related Job Filings.

Tax Abatement Information

Total Eligible Expenditures m

Tax Abatement

Actions Job Filing Number Design Fees Application Fees Project Cost
G| @ M00449756-11 £0.00 §0.00 $0.00
Total $0.00 $0.00 $0.00
n ltolofl re::rds.n
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Step Action

12. | The left side of the window will display related Job Filings entered into the PW1 (if any).
Enter additional Job Filings by clicking +Add on the right.

Enter the Job Filing Number into the box and then enter or update the Design Fees,
Application Fees, and Project Cost.

Click Save.

Job Filing Number Information

Add a Job Filing Number

Related DOB NOW/BIS Job Number Add New Job Filing Number
| a [+
Job Filing Mumber Design Fees | Application Fees | Project Cost Job Filing Number Design Fees | Application Fees | Project Cost

No Records found.

13. Associated fees may also be entered or edited in the table by clicking the Edit button.

Once you have entered the data, the Edit button will become a Save button to record your
answers.

Total Eligible Expenditures will be displayed in the upper right corner.

Total Eligible Expenditures $ 16,750.00 ‘

Tax Abatement

Actions Job Filing Number Design Fees Application Fees Project Cost
Gla Q00438937-11 $0.00 $250.00 $0.00
(il Q00438983-11 $1,500.00 $0.00 $15,000.00

Total $1,500.00 $250.00 $15,000.00

n 1to 2 of 2 records. n
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Step Action

14. Further down on the Tax Abatement tab you can add in any Grant information for the filing by
clicking +Add, to enter data about grants funding the work.

Grant amounts will be subtracted from the Total Eligible Expenditures.

Grant Information

Actions Grant Name Issuing Organization Issuing Date Grant Amount

15. Fill in all of the necessary information for the Grant Information window:

= Grant Name

= |ssuing Organization
= |ssuing Date

=  Grant Amount

Click Save.

Grant Information

Grant Name

Lou Grant

246 characters remaining

Issuing Organization

MTM Industries

241 characters remaining
Issuing Date

07/24/2021

Grant Amount

$10,000

= =
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Step Action

16. To edit Grant information, click the Edit button.

Grant Information

Actions Grant Name

E @y  Green Roof Grant

Green Roofs Funding

Issuing Organization

Issuing Date Grant Amount

04/01/2023 $1,000.00

17. Under the Total Expenditures enter Interest and Finance Charges.

Total Eligible Expenditures = Total Expenditures — (Interest + Finance Charges + Grant Total)

Total Expenditures
Interest
Finance Charges

Grant Total

Total Eligible Expenditures

$ 16,750.00

$ 1000

18. Enter the Placed In-Service Date once the work has been completed and the Utility Letter

Date with the date that the LOC is issued.)

Placed In-Service Date

uploaded. (If the Utility Letter is waived, the system will auto-populate the Placed In-Service
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Step Action

19. The Owner must click the checkbox to attest to the information on the Tax Abatement Tab.

Click Save.

Owners Attestation”

, the applican property tax abatement as represented on thi
L. This building has
Mone of the

‘arm in section 2 an

my signature below, certify and agree to the following:
'w York State Real Property Tax Law.
des interest or other finance ges, or any expenditure incurred using a

ra

w

ve includes e
iated with this

@

] 1RCNY 10
mation or cartifi s reguired by the Department
ystem expenditure listed hereln was incurred before Al
n that generated &
such as a prelimina
te th is solar
fteen (15) calendar
generating
w and rules. The applicant

and 1 RCNY 2.
r electric generating system expenditure listed herein was

Mo solar electric generating
incurred in conni
EITHER | have p
of my s
10.1 agree

the installation and maintenal

[

w

dinating with the electrical utility for electrical interconnection

nnected with the ele

y the Department on such forms and in such manner prescribed by the Depariment.
eferenced premises whose name and signature appear below, hereby state that | am the cwner, or represent the
ughly reviewed the appr the job number identified in 5
the corporatio

d construction documents

, this application
es and state that all
information I ha ith Title 4-C and 1
RCNY 105-02

the City of New York in accardance w

@ have personally raviews
on the box at left | am elect

th Title 4-C and 1 RCN

ed sll information entered in this application and on each of the documents listed herein. | understand and agree that by personall
ly signing each document listed herein and expressing my agreement with the Statements and Signatures terms
uments and all other statements herein. | understand that this electronic si e shall have the same validity and effect as a signature affixed to each
cument and statement by hand

Name Date

20. Click OK to the Notification window.

MNotification

Tax Abatement data has been saved.

OK

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

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

& Previous | Mext» @ Zoom @ Zoom 100% W

LA ED

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

process.
| understand and agree that by personally clicking on the box at left | am electronically signing this application and expressing my agreeme
understand that this electronic signature shall have the same validity and effect as a signature affixed by hand.
Name BUILD 139 Date 04/06/2023

(Electronically Signed)

4 [ crmmoraier]

f®3 The Tax Abatement tab may be edited without a fee at any point up to Requesting the Letter of
Completion (LOC).

After LOC, the information on the Tax Abatement tab will be sent to DOF.

If the userwishesto change the response to the tax abatement question, a PAA must be filed.

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