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DOB NOW Step-by-Step User Guide

This guide describes how to submit payments in DOB NOW: Build, Safety, Licensing, and BIS Options

through the NYC CityPay portal using eChecks, credit and debit cards, PayPal, and Venmo.

Helpful Links

NYC CityPay FAQs (DOF): https://a836-citypay.nyc.gov/assets/citypay-fag.html

How to Pay video: www.youtube.com/watch?v=YHDbxAuS8Dk

DOB NOW Training materials: www.nyc.gov/dobnowtraining

How to turn off popup blockers: www1.nyc.gov/assets/Buildings/pdf/allow pop-
up_blockers.pdf

DOB NOW Payments User Manual Updated April 2025
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Log into DOB NOW to make a payment

Navigate to the DOB NOW login page at nyc.gov/dobnow, Enter your NYC.ID in the Email field, and
select Login. If you need to create an NYC.ID account, select Create Account or visit nyc.gov/dobnowtips

for resources and step-by-step instructions.

== Login to DOB NOW: to submit Jobs,
E Filings & Applications
OPTIONS
SAFETY LICENSING C DOB
ey Enter your eFiling or DOB NOW:

About DOB NOW FAQS | RESOURCES FAQS | RESOURCES FAQS | RESOURCES Help Form . h . ;
Licensing account information

Search the Public Portal Email
FAQS | USER MANUAL [ ]

9 Gs & =
% B oY

Address Borough, Block, Lot BIN Job Number

New User ? Create an Account ?

Includes BIS Records ( h ( Create Account
Em@ E‘\ E 2 To reset or change your NYC.ID password, click
NYCID Prefile

Device Licensee Violation Application Search
\ 4 L i

Need more help? Contact us.

Additional Tools

d] [ El

Building Energy Efficiency Rating Building on My Block /
Label Zoning Challenge Elevator License Exam Payment

After logging into DOB NOW, the Welcome page displays. Select the module that contains the
transaction for which you want to make a payment. Then select a filing and click to open it or search for

a transaction from the dashboard.

( )
DOB

NOW OPTIONS O NOw

DOB DOB

BIS

- J

Page | 2 m
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Making Payments

Locate the transaction (job, license, or violation) for which you are ready to make a payment. Click the
Pay Now button. Depending on the module, the design of the Pay Now button may vary.

1% D save | B3 Proceed to Pay
Application Trace
Highlights History
D D 2,
i Payment History
History History ) =
E $85.00
£500.00
Pay Mow Pay No

A Payment Confirmation window will open with the details of the transaction. Click Confirm to proceed,
then CityPay will open in a new window/tab.

Important before leaving DOB NOW:

e Don't close the DOB NOW portal window/tab. This window needs to stay open so that you will
get confirmation that a payment has been made and to avoid making a duplicate payment in
error.

e Be sure the popup blocker on your browser is disabled to be able to proceed with making a

payment.

x
Payment Confirmation

The following data cannot be changed after payr
made on this filing: Please note that the following data cannot be changed after the
payment has been made on this filing:

» Building Type: Other
« Owner Information = Control Number : 800088

Payment is not the last step. Click the Preview to| Are you sure you want to make a payment now for $265.00 ?
at the top of the screen to submit the applicatio

Are you sure you want to make a payment now f
CONFIRM CANCEL

Turn off the pop-up blocker on your browser befy

with payment.

build safe | live safe Page | 3 m
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CityPay Payment Methods

Accepted Payment Methods:
Visa, MasterCard, Discover, and American Express credit cards, debit cards that have a Visa or

MasterCard logo, pre-paid debit/gift cards, Venmo, PayPal, and eCheck.

Service Fees:
A 2% service fee is added for PayPal, Venmo, credit and debit card payments.
There is no fee for eCheck payments.

Processing Time:
Credit card payments process immediately.
eCheck payments take up to 10 business days to process.

Select the PayPal tab for PayPal or Venmo.
Select the eCheck tab for eCheck.
Select the Credit Card tab for credit, debit, or gift cards.

NVYE CityPay o Cart 2

/
/
/

IPaymentAmount: $304.00|

FILING BALANCE - ALTERATION TYPE 2

To pay by electronic check, you will need your checking account
and routing number. There is no additional fee.
If you are a corporation, click here for important information.

MOKPaEIZSE Billing Information

$85.00

First Name *

Last Name *

build safe | live safe Page | 4 m
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Select the eCheck or Credit Card tab.

1.

build safe

Complete all required Billing Information fields. Do not include special characters, such as

the number sign (#), in any of the fields.

Click CONTINUE to proceed to the next page to enter the Payment Method details.
If you do not want to continue with payment, select the Cancel button.

and routing number. There is no additional fee.

To pay by electronic check, you will need your checking account

Billing Information

First Name =

Last Name *

Country = United States
Address *

City *

State * New York

Postal Code *

Phone *

Email *

Re-enter Email *

You can review the payment before it's final.

live safe Page | 5
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Complete Payment Method section - eCheck

If the eCheck tab was selected, in the Payment Method section, select Personal or Business for the
Account Type. Click Next to go to the next page.

NVYE CityPay

Payment Method

* Indicates required field

Choose method of payment

(@ Pay by electronic check

Personal

Business

* Account Type:

Check the box for Use Business Name to remove the First and Last Name fields and enter a business
name instead. Review your billing address and modify any information if needed. No special characters
are allowed; the field will show a red exclamation mark (!) and the text will appear in red until all special
characters are removed.

* Indicates required field

Billing Address

I Use Business Name

ML |

“Last Name: |Adams |
*Street Line 1: |2E%I]| Broadway |
Street Line 2: | |
“City: |New York |

*State: | Mew York A |

*Zip: 10007

*Country: | UNITED STATES v |

*Phone: (212) 555-1212
*E-Mail: joe@buldings.nyc.gov

build safe | live safe Page | 6 m
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Enter your account information in the Payment Method section, then click Next.

1. Name on Account: Enter the name on your account. The name cannot contain special
characters.
2. Account Number: Enter your full account number.
Re-Type Account Number: Enter your full account number again to verify.
3. Routing Number: Enter the routing rumber of your account. A 9-digit number is required.
4. Account Type: Indicate if it is a Checking or Savings account.

Payment Method

*Name On Account: |

*Account Number:; What's This?

*Re-Type Account Number:

*Routing Number: | 0&_11‘5 This?

*Account Type: |® Checking O Savingso

peck Next J i

Complete Payment Method section — Credit Card

If the Credit Card tab was selected, in the Payment Method section, Pay by credit card will already be
selected. Click Next to continue.

N¥YE CityPay

Payment Method

* Indicates required field

Choose method of payment

@ Pay by credit card
v [ R ey
Back| Next [ Exit

build safe | live safe Page | 7 m
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Check the box for Use Business Name to remove the First and Last Name fields and enter a business
name instead. Review your billing address and modify any information if needed. No special characters

are allowed; the field will show a red exclamation mark (!) and the text will appear in red until all special
characters are removed.

* Indicates required field

Billing Address

Use Business Name

M.L.:

*Last Name: |Adams
*Street Line 1: |280 Broadway
Street Line 2:
*City: |Mew York
*State: | New York v
*Zip: | 10007
*Country: | UNITED STATES v

“Phone: (212) 555-1212
*E-Mail: joe@buildings.nyc_gov

For the Payment Method enter your credit card acount information, then click Next.

1. Name on Card: Enter the full name on the card.
Card Number: Enter the entire card number (15 or 16 digits).
Expiration Date: Select the card expiration date from the month and year dropdowns.

bl

Card Verification Value (CVV2): Enter the card security code.

Payment Method

*Name on Carl:l:[

*Card Number:| 0

* Month v

*Expiration Date:
* Year g

“Card Verification Value{cwz}:ﬂ:[o

build safe | live safe Page | 8 m

Buildings



DOB
NOW\

DOB NOW
Payments User Manual

The Payment Details section is immediately under the billing address details. It contains the payment
amount information and the 2% convenience fee.

Payment Details

Payment Review

*Payment Amount: 175.00 USD
Convenience Fee: 3.50 USD

On the Payment Review page, review the statements, confirm all the information entered is correct and

click Pay Now to authorize payment.

Payment Review

By clicking “Pay Now” you:

BwW N e

. confirm that you are authorized to instruct this payment using the credit card. debit card or checking account included in your payment instructions:
. authorize the City of New York to charge your account for the payment amount and, if applicable, the Service Fee:

. confirm that the information provided by you is true, complete. and correct to the best of your knowledge and is supplied in good faith;

. acknowledge that you have read and agree to the Terms and Conditions for using this site.

Address

Billing Address:

Jog Adams

260 Broadway

MNew York, NY 10007
(212) 555-1212
joe@buildings.nyc.gov

Payment Method

Credit Card

Joe Adams
®*0102 10/24

Payment Amount

Amount: 410.00 USD
Convenience Fee: 1021 USD

Total: 420.21 USD

build safe | live safe
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Select the PayPal tab, then click the PayPal button to use your PayPal account or click the Venmo button
to use your Venmo account.

Enter Payment Details

Ty Tokad F300.00
Sarvice Fea 5780
Paymant Amouw 5357 20

FRNG BALKMNCE « BATERATION TYPE I
DO el Bk
Jois Filng - REwegscs - MO TR 24T
Tieg Taa
R

Basasd Watighrat Fan O

r:-'l .C.':I-..‘l

1. Skt Bams 3. Feview and Fay

£ Erfer Faymani

Piease dick on the

PayPalVenmo payments are charged a service fee of 2.00% of
the payment amouwnt. This fee is nonrefundable.

PayPal of Verrsd buttdn 1o make pdyre

build safe

200 O Bl

Joa Fiimg - Almrmion - MOOEITA It

- PayPal
0000
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enmo

Enter the appropriate email for the payment then

click Next.

P

Pay with PayPal

Enter your email address to get started.

Email or mobile number

kkmittapalli@buildings.nyc.gov

Forgot email?

Next

or

< Pay with Debit or Credit Card

Enter in your password and click Log In.

P

Pay with PayPal

and Rewards.

kkmittapalli@buildings.nyc.gov Change

with a PayPal account, you're eligible for Purchase Protection

Password

sesssnss

Show

Forgot password?

or

| Log In J

( Pay with Debit or Credit Card

Scan the code using the Venmo App on your

mobile device.

No fees no matter how you pay
To pay, scan the QR code

Don't have the app? Pay with PayPal or Credit/Debit card

Enter Billing Address in the Venmo App and

authorize.

Go to your Venmo app and authorize

build safe | live safe
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PayPal

Click the radio button to select PayPal Balance and
then click Continue to Review Order.

@ P $397.80 USD
Pay with ® | split

$397.80
b P PayPal balance B

Make this my preferred way to pay

Visa
Credit ss2e2971

CREDIT UNION 1
Checking eee2181

PayPal Credit
Apply for PayPal Credit No Interest if paid in full in 6
months for your purchase of $397.80. Subject to credit

B 3
Continue to Review Order
V]

Payment method rights

Review the information to ensure all is correct. If
you want to change the payment method in PayPal
click the here link above the First Name text field.

Venmo

After clicking Authorize from the Venmo App, you
will see Venmo account authorized as below.

Venmo account authorized

The system will return to the CityPay site and
Billing details will auto populate. Review the
information to ensure all is correct.

1. Select tems 2. Enter Payment 3. Review and Pay

Enter Payment Details

item Total: $390.00 . eCheck | Credit Card
Service Fee: 57.80
Payment Amount: $397.80
FILING BALANCE - ALTERATION TYPE 2 PayPal/Venmo payments are charged a service fee of 2.00% of
DOE NOW Bl the payment amount. This fee is nonrefundable.
Job Fiing - Aieraion : MO0£27612:1
Fiing Fezs
522500
l Click here to change payment mefhod in PayPal I
Rscord Wanagement Feg: Ciher
DOB NOW Buia
o Fiing - Atersion : W0D£27612:1 First Name
Fiing Fass
518500 faran

Last Name

Mittapalli

Country

us

Address

1 Main St

City

San Jose

State

CA

1 Select ltams

Enter Payment Details

2 Enfer Payment 3 Review and Pay

S100 = Ty
g0
§1.02

PayPalVenma payments are charged a service fee of 2.00% of
the payment amount, This fee is nonrefundable

Click 1212 to change peyment method in PeyPal
irst Nam Kirsn

LastNal Mitiapalli

Sountry us

Address 1445 Cheryt Dr

City |isein

build safe Page

live safe
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PayPal Venmo
Scroll down to the bottom of the page and click Scroll down to the bottom of the page and click
the checkbox to agree to CityPay’s terms and the checkbox to agree to CityPay’s terms and
conditions, then click the PAY NOW button. conditions, then click the PAY NOW button.
City I:;H'
| 8an Jose | Shale
State i
\ CA | Poety Code 0635
FI2-083-005)
Fhone
| 408-613-8553 | Enal
MCRrangomal oo
Email
‘ kkmittapalli@buildings.nyc.gov | O 9y chachng Per crackbos you A sgreeng to Sy s mimg
A% cozdiinn
By checking this checkbox you are agreeing to CityPay's ferm)
and condition. w
o cmers

Wait for the payment process to complete.

Plgase wait for payment process 1o
compiete

build safe | live safe Page | 13 m
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Payment Receipt

After processing the payment, you will be taken to the receipt page indicating that your payment has

been processed.

You can print this page by clicking Print at the bottom of the screen.

DOB
NOW

Receipt for : JobFiling - New Job Filing : MO0006865 - I1

Premises : 2 PARK PLACE , MANHATTAN Job #: M00006865-11
BIN : 1087167 Block :123 Lot : 7501
Receipt Details
Invoice Number : 100036810 Receipt Number : CPY100048887
Date Issued : 1/3/2018 3:37:53 PM Amount Paid : $91.50

Ea

An auto-generated email will also be sent to the email address you provided during the payment
process with the payment amount and receipt number.

From: noreply @finance.nyc.gov Sent: Fri 2/24/2017 4:35 PM|
To:
Ca
Subject: Department of Buildings Electronic Filing Payment Confirmation Receipt Test
i
NVE CityPay
Test

Thank you for your payment. 3

Payment Amount: §3990.71

Receipt Number: CPY100021899

Transaction Date: 02/24/2017 4:38:04 PM

Payment Type: VISA 5098

Thank you for your payment.

Please note that all times reflect Eastern Time (ET). PLease use this link for

any guestions.

Please Keep This Page For Your Records. 3

build safe | live safe Page | 14 M
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After the payment has been processed, close the payment tab on your browser. On the DOB NOW
Portal there will be a pop-up message indicating that payment has been processed successfully.

Payment processed successfully.

oK

Returned Checks

When a check is returned by the payer’s bank, a $20 fee will be added to the original fee for each check
that is returned. Additionally, a hold will be placed on the filing until a valid payment is received (if you
pay by eCheck again, it will take up to another 10 business days to clear). The stakeholders on the filing
will receive an email notification when a check is returned. DOB staff will not review the filing until the

payment is fully processed.
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