
The following Step-by-Step Guide will outline the steps applicable to License Qualification 

Applications for Elevator Agencies in DOB NOW: Licensing. 

 

 

YouTube.com/DOBNOW 

NYC.gov/DOBNOWINFO 

HELPFUL LINKS 

NYC.gov/DOBNOWHELP 
@NYCBuildings  

INDUSTRY PORTAL  

STEP-BY-STEP GUIDE 
New  L i cen se  Qual i f i c at ion  

A ppl i c at i on s :  E levator  A gen c i es  



                                             DOB NOW: Licensing – LICENSE QUALIFICATION APPLICATION 

STEP-BY-STEP GUIDE   

 

DOB NOW: Licensing ◼ License Qualification Application: Elevator Agencies ◼Spring 2022  1 

Contents 

Create a DOB NOW: Licensing Login _________________________________________________ 4 

New License Qualification Application ______________________________________________ 11 
 

  



                                             DOB NOW: Licensing – LICENSE QUALIFICATION APPLICATION 

STEP-BY-STEP GUIDE   

 

DOB NOW: Licensing ◼ License Qualification Application: Elevator Agencies ◼Spring 2022  2 

Overview 

This step-by-step guide will provide applicants with a systematic understanding of how to request a new 

license for an Elevator Agency  in DOB NOW: Licensing.  

This step-by-step guide will explain and visually show an applicant how to navigate the License 

Dashboard.   

The DOB NOW: Licensing module allows users to take actions that were previously restricted to the BIS 

system, as well as offering license types that are new to New York City Elevator Agencies.  

Requirements 

◼ All License Qualification Applications (LQAs) will now flow through DOB NOW: Licensing, 
both for new Applications and for Renewals.  

◼ Elevator Agency Directors will require a linked Business Approval Request (BAR). This will 
need to be requested after the initial approval of the LQA but before the License Card can 
be received. The BAR can be for a new Elevator Agency or for a change to an existing 
Elevator Agency. See the Elevator Business Approval Request Step-by-Step for instructions 
in how to create a BAR.  

◼ All other Elevator Agency licenses (Co-Directors, Inspectors, Technicians, Limited 
Technicians and Helpers) will need to associate their LQAs with an existing Elevator Agency.  
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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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Create a DOB NOW: Licensing Login 

Follow the steps below to create a DOB NOW: Licensing login. 

Step Action 

 
This section will describe how to create a new login for DOB NOW. This is the process for users who 
do not currently have an Elevator Agency license.  

 

If you have an existing Elevator Agency license, your eFiling login will be automatically given access to 

DOB NOW: Licensing on June 25, 2022. If you do not have a DOB NOW login, you will be able to log in 

using your BIS email address and password.  

 

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

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

1.  Access the Internet. 

   

(Chrome, Edge, or Safari are recommended for best compatibility) 

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

 
The DOB Login page displays. 
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Step Action 

4.  Create a new Licensing profile by clicking on the word here in the second paragraph under the login 
prompt. 
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Step Action 

5.  The system will ask if you have an existing login profile. Click No.  

 

6.  The Create Profile screen appears. Fill out the following fields: 

◼ First Name 

◼ Middle Initial (optional) 

◼ Last Name 

◼ Email 

◼ Password (and re-enter the Password) 

◼ Click the checkbox to sign 

 

Click Create to complete the process.  
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Step Action 

7.  A Statements & Signature pop-up will appear. Click Accept.  

 

8.  Click the Confirm button on the New Profile Confirmation pop-up.  
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Step Action 

9.  You will receive an email notifying you that your account has been set up. Click on the link to activate 
the Profile. 

 

10.  Log into DOB NOW. The DOB NOW Welcome page displays. Click DOB NOW: Licensing. 
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Step Action 

 
The DOB NOW: Licensing Dashboard displays. The My Applications Dashboard displays by default. 

 

You are now logged into DOB NOW: Licensing. Continue to the New License Qualification Step-by-Step Guide. 
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New License Qualification Application 

Step Action 

1.  Click the +New License button from the DOB NOW: Licensing dashboard. 

 

2.  Select the Elevator Agency radio button and then click Next.  
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Step Action 

3.  Select the appropriate radio button from the list of choices in the License Class/Class Type test list, 
then click the next button to proceed.  

 

 
Elevator Directors may be created before an Elevator Agency is established. All other License 
Class/Class Types must be associated to an existing Elevator Agency.  
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Step Action 

4.  Click the Yes radio buttons to all the questions asked on the Supplemental Investigation Questionnaire, 
and then click the Submit button to proceed. Depending on the License Type, different questions may 
appear.  

  

  
NOTE:  Depending on the License Type, different questions may appear. 

If any question is answered No, the Submit button will not be active and the License 
Qualification Application will not be able to proceed.  
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Step Action 

5.  Fill in all appropriate information and then click Save.  

 

6.  All license types other than Elevator Director must enter the Agency Number for an approved Elevator 
Agency.  
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Step Action 

7.  After clicking Save, you will see a Notification that the Application Type cannot be changed after 
saving. Click Save again.  

 

8.  Click OK on the “Application has been saved” Notification.  

 

  
A License Application number will be assigned, and four more tabs 
will appear below General Information: 

◼ Background Information 

◼ Qualifications/Experience 

◼ Documents 

◼ Statements & Signature 
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Step Action 

9.  Go to the Background Investigation tab and then click the +Add History button to enter details of any 
license, certification or registration issued to the Applicant by any City or State. At least one License, 
Certification or Registration must be listed in this section.  

 

10.  For each license, enter: 

◼ Name 

◼ Type 

◼ License/Certification/Registration Number 

◼ Current Status 

◼ Expiration Date 

Then click Save. 
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Step Action 

11.  If the Applicant has a Driver’s License, they must enter the State and Number of the license.  

 

12.  If any Licenses or Government-granted Privileges have ever been rescinded, revoked, surrendered, 
suspended or disqualified, the applicants must answer Yes here and explain the details in the 
Comments section.  

 

13.  In the Personal Information section, users may be asked if they have ever been known by any other 
names. If Yes, click the +Add History button to enter any prior names.  

 

In the Personal Information pop up, enter prior Last Name, First Name, Middle Name (if applicable), 
and Social Security Number. Then click Save. Repeat process for all prior names.  
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Step Action 

14.  If they appear, answer the Yes/No Questions about whether the Applicant has worked for a City, 
State, or Federal Government Agency and whether they are related to any DOB employee(s).  

 

15.  Any Yes answers on this page can be explained in the Comments field.  
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Step Action 

16.  If asked, enter the full address of all residences where the Applicant has lived for 3 or more months in 
the past 10 years (or since graduating high school, whichever is less). Click the +Add Residence button.  

 

Enter the most recent address information and click Save.  

 

Click OK to complete the process. Repeat as many times as necessary. 
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Step Action 

17.  Click on the Qualifications/Experience tab. Answer the three Yes/No questions about Convictions and 
Fines.  

 

18.  Depending on the license type, Applicants may need to enter Employment History for each job they 
wish to use as Qualifying Experience. If needed, click the +Add Work History button to enter jobs, 
starting with the current job and then proceeding in reverse chronological order.  
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Step Action 

19.  Enter all required information on the Employment Information tab of the Employment History 
Information pop-up window. NOTE: Applicants must provide a valid Supervisor(s) Telephone Number 
for experience verification.  
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Step Action 

20.  On the Wages Detail tab, enter: 

◼ Title 

◼ Time Period 

◼ Wages per Hour 

◼ Hours per Week 

◼ Description of Type of Work Performed 

Click Add. Repeat for other titles held at that company. Click Save to complete entry.  
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Step Action 

21.  On the Documents tab, click +Add Document to see the list of required documents.  

 

22.  All required documents can be seen in the drop-down menu under Document Type. Enter a Document 
Name and select the appropriate Document Type for each document to be uploaded.  
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Step Action 

23.  Click Choose File to navigate to the document on your computer. Click Upload to complete the upload 
process for the document. 

 

24.  The document will appear in Pending status on the Documents tab. The Actions buttons allow users to 
replace or delete an uploaded document. Repeat the process for all required documents.  

 

25.  On the Statements & Signature tab, the Applicant must click the checkbox to Sign the application.  
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Step Action 

26.  The Applicant may also choose to click the checkbox to choose to allow Service of Process by Email.  

 

27.  There may be a fee associated with the LQA. If so, click the Pay Now button at the bottom of the right 
toolbar to make the payment. (Details about how to use CityPay can be found in the DOB NOW 
Payment User Manual.) 

 

https://www1.nyc.gov/assets/buildings/pdf/dob_now_payment_user_manual.pdf
https://www1.nyc.gov/assets/buildings/pdf/dob_now_payment_user_manual.pdf
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Step Action 

28.  Click on the Preview to File button to submit the License Qualification Application. (NOTE: You may 
have to go back and fill in any information you might have missed.) 

 

29.  After the Application Preview window opens, review the entire application and page through the 
preview by clicking the Next button.  

 

Click the checkbox to sign the filing and then click File.  

 

You have now completed the New License Qualification Application.  

 

 


