
DOB NOW: Build  

C R A N E S   &   D E R R I C K S 

STEP-BY-STEP GUIDE: 
CN APPLICATIONS 

F O R  T O W E R  C R A N E S 

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

Tower Cranes within DOB NOW: Build. 

Á The examples shown and used in this Step-by-Step Guide are specific 

to Tower Cranes only. 
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Guidelines 

Crane Notice Number (CN NUMBER)   

When a specific job requires the use of a crane, a Crane Notice Number (CN NUMBER) must be obtained 

( Except for certain Criteria where an Onsite waiver can be applied depending upon job type) by the 

ƧƻōΩǎ tǊƻŦŜǎǎƛƻƴŀƭ 9ƴƎƛƴŜŜǊ ƛƴ ƻǊŘŜǊ ŦƻǊ ǘƘŜ ŎǊŀƴŜ ǘƻ ōŜ put into use at the site. Only the PE can file for a 

CN Number. The system will issue a CN Number upon save of an application. The CN and Status is 

ŘƛǎǇƭŀȅŜŘ ƻƴ ǘƘŜ ǇƻǊǘŀƭΩǎ !ǇǇƭƛŎŀǘƛƻƴ IƛƎƘƭƛƎƘǘǎΦ 

 Only if certain parameters of these devices fall within a certain range then CN numbers are not required  

A CN number is unique to a location. A single CD number can have one or many associated CN numbers, 

but a CN number can only be associated with a single CD number (except for Dual Mast Climbers). 

Á These CN applications can be reviewed and approved by DOB, resulting in multiple 

approved CN applications on the same location. 

Á This business rule shall apply to all device types mentioned in this document. 

The Professional Engineer may need to come back to the CN sǘŜǇ ƻŦ Ψ!ǎǎƛƎƴ /5 bǳƳōŜǊ ǘƻ ǘƘŜ 

/bΩ ŀǘ ŀƴȅ Ǉƻƛƴǘ ƛƴ ǘƘŜ /b ǇǊƻŎŜǎǎΣ ǘƻ ŀŎŎƻƳƳƻŘŀǘŜ ǳƴƛǉǳŜ ǎŎŜƴŀǊƛƻǎΤ ŦƻǊ ŜȄŀƳǇƭŜΥ ǘƘŜ ŎǊŀƴŜ ŀǘ 

the site breaks or the contract for one crane expires and a new crane must be brought in. For 

phase 1, this will be handled by IT via the backend. The C&D Unit will coordinate with IT to 

accommodate this. 

A CN fee must be paid annually (every 12 months) for as long as the CN is active. 

Á If 12 months elapses without the fee being paid, the status of the CN will change from 

Ψ!ŎǘƛǾŜΩ ǘƻ ΨLƴŀŎǘƛǾŜΩΦ Lǘ ǿƛƭƭ ǊŜƳŀƛƴ ƛƴ ǘƘƛǎ ǎǘŀǘǳǎ ƻŦ ΨLƴŀŎǘƛǾŜΩ ŦƻǊ ŀ ǇŜǊƛƻŘ ƻŦ ол Řŀȅǎ 

during which time the fee can be paid to renew the CN. 

Á If the fee is not paid after the 30-day period, the status of the CN will change to expired.  

Á A CN can be renewed any time during the status of Active or Inactive. The updated 

expiration date will be based on the Anniversary Date. 

Á If the applicant pays by e-check, then a No-Good Check Verification is performed. If the 

e-check bounces, a bounced check fee is applied, and the full fee must be paid in order 

to move forward. The anniversary date is still the original file date. 
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After the CN application is reviewed and approved by DOB, the Professional Engineer can then assign 

the CD (i.e. the actual device) to the CN (the physical location). For a CD to be assigned to a CN, the CD 

must be active (and accepted/approved). For Tower Cranes the system must only allow a CD to be 

assigned to one CN at a time. However, for other crane types such as Mobile Cranes, Dedicated Pile 

5ǊƛǾŜǊǎ ŀƴŘ {ŜƭŦ 9ǊŜŎǘƛƴƎ ¢ƻǿŜǊ ŎǊŀƴŜǎΣ ŀ /5 Ŏŀƴ ōŜ ŀǎǎƛƎƴŜŘ ǘƻ ƳǳƭǘƛǇƭŜ /bΩǎΦ 

Initial CN: The numbering format for initial Crane Notice will start with "CN" + 8 digits (where the ending 

two digits are the year that the CN is initially filed in and the digits immediately before that are the next 

sequentially available number). At the start of each new year, the numbering scheme resets at 1 (e.g. 

the very first CN that is filed in the year 2021 will have several: CN00000121). Example CN: CN00103619  

CN Amendment: The numbering format for CN Amendment will start with "-A"+ 6 digits to the CN 

number, starting at "000001" for each CN number and increasing sequentially for each subsequent 

Amendment on the given CN.   Example: CN00103519-A000001 

CN Renewal: The numbering format for CN renewal will start with "-R"+ 6 digits to the CN number, 

starting at "000001" for each CN number and increasing sequentially for each subsequent Renewal on 

the given CN. Example: CN00103519-R000001 

For Mobile cranes, Self- ErecǘƛƴƎ ǘƻǿŜǊ ŎǊŀƴŜǎΣ 5ŜŘƛŎŀǘŜŘ tƛƭŜ 5ǊƛǾŜǊ ŀƴŘ 5ŜǊǊƛŎƪǎ ƛŦ ǳǎŜǊ ŀƴǎǿŜǊ άbƻέ ǘƻ 

Assembly/Disassembly required for Initial Phase. Then system will not allow the user to identify A/D 

5ƛǊŜŎǘƻǊΦ LŦ ŀƴǎǿŜǊ ǘƻ ǘƘŜ ŀōƻǾŜ ǉǳŜǎǘƛƻƴ ά¸Ŝǎέ ǘƘŜƴ ǘƘƛǎ ƛǎ ǊŜǉǳƛǊŜŘ ǎǘŜǇΦ  

ROLES & RESPONSIBILITIES 

1. Only the Professional Engineer (PE) can file for a Crane Notice (CN) Number. 

2. The system will issue a CN Number upon submission of an application. 

3. The CN and Status is displayed on the portals Application Highlights. 

4. Only if certain parameters of these devices fall within a certain range then CN numbers are not 

required. 

5. A CN number is unique to a location. 

6. A single CD number can have one or many associated CN numbers, but a CN number can only be 

associated with a single CD number. 

7. Only one Device Installer and one Lift Director can be assigned to a CN at a time. 
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8. ¦Ǉ ǘƻ мл Iƻƛǎǘ aŀŎƘƛƴŜ hǇŜǊŀǘƻǊΩǎ όIahύ can be assigned at one time. For an HMO to be added to 

a CN, the system their license must be Active. 

 

1. Filing Representative(s) ς Optional 

a. The Filing Representative Contact persons must be different from the Applicant of Record, 

Engineer and Manufacturer. 

b. Two Filing Representatives are allowed for each application. 

c. A Filing Representative can add another Filing Representative in an application. 

d. Filing Representatives cannot be Applicants of Record (i.e. they cannot submit filings). 

However, they can perform data-entry functions to provide equipment information and 

upload documents. 

e. Filing Representatives cannot edit Manufacturer or Engineer information and cannot attest. 

 

SYSTEM GUIDELINES 

1. Greyed-out fields are Read-Only or are auto-populated by the system. 

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

 

ADDITIONAL HELP & INFORMATION 

1. Video Tutorials: DOB NOW YouTube Channel 

2. Presentations & Sessions: nyc.gov/dobnowinfo 
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In these Step-by-Step Guides, you will learn how to: 

Log into DOB NOW ___________________________________________________________________ 7 

Tower Crane CN:  Initiate a Tower Crane Foundation Application (if applicable) _________________ 10 

Complete General Information _______________________________________________________ 12 

Complete Prototype Information Tab __________________________________________________ 18 

Upload Documents ________________________________________________________________ 22 

Complete Statements & Signatures ____________________________________________________ 26 

Pay Fees _________________________________________________________________________ 29 

Complete Review and File ___________________________________________________________ 32 

Job Filing Statuses _________________________________________________________________ 34 

Tower Cranes CD Number: Renewal ____________________________________________________ 37 

Complete Equipment Information Tab _________________________________________________ 41 

Upload Documents ________________________________________________________________ 42 

Complete Statements & Signatures ____________________________________________________ 45 

Pay Fees _________________________________________________________________________ 47 

Complete Review and File ___________________________________________________________ 50 

Tower Crane CN: Notify DOB  ς Notification for Foundation Pour ____________________________ 52 

Tower Crane CN:  Initiate a Crane Notice Application  (with Tower Crane Foundation) ___________ 55 

Complete General Information _______________________________________________________ 57 

Complete Prototype & Phase Tab _____________________________________________________ 61 

Upload Documents ________________________________________________________________ 66 

Complete Statements & Signatures ____________________________________________________ 70 

Complete Review and File ___________________________________________________________ 74 

Tower Crane CN:  Initiate a Crane Notice Application  (without Tower Crane Foundation) _________ 76 

Complete General Information _______________________________________________________ 78 

Complete Prototype & Phase Tab _____________________________________________________ 84 

Upload Documents ________________________________________________________________ 89 

Complete Statements & Signatures ____________________________________________________ 93 

Pay Fees _________________________________________________________________________ 97 
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Complete Review and File __________________________________________________________ 100 

Tower Crane CN: Tag Crane Device ____________________________________________________ 102 

Complete Assign Crane Device to Tag Crane Device Tab __________________________________ 104 

Tower Crane CD:  Add Interchangeable Components______________________________________ 108 

Complete Interchangeable Components Tab ___________________________________________ 113 

Upload Documents _______________________________________________________________ 116 

Complete Statements & Signatures ___________________________________________________ 120 

Complete Review and File __________________________________________________________ 122 

Tower Crane CN: Device Installer _____________________________________________________ 124 

Complete Device Installer Tab _______________________________________________________ 126 

Tower Crane CN: Assign Lift Director __________________________________________________ 132 

Complete Assign Lift Director Tab ____________________________________________________ 134 

Tower Crane CN: Assign Hoist Machine Operator (HMO) __________________________________ 139 

Complete HMO(s) Tab _____________________________________________________________ 142 

Tower Crane CN: Notify DOB ς Assembly of Device _______________________________________ 148 

Tower Crane CN: Provide Inspection Results ____________________________________________ 151 

Upload Inspection Results __________________________________________________________ 153 

Tower Crane CN: Provide Crane Phase-Jump Details ______________________________________ 157 

Complete Phase & Jump Details _____________________________________________________ 159 

Complete Statements & Signatures ___________________________________________________ 163 

Pay Fees ________________________________________________________________________ 165 

Submit Phase Details ______________________________________________________________ 167 

Tower Crane CD:  Amend Interchangeable Components ___________________________________ 169 

Complete Interchangeable Components Tab ___________________________________________ 174 

Upload Documents _______________________________________________________________ 177 

Complete Statements & Signatures ___________________________________________________ 181 

Pay Fees ________________________________________________________________________ 183 

Complete Review and File __________________________________________________________ 185 
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Tower Crane CN: Device Installer _____________________________________________________ 187 

Complete Device Installer Tab _______________________________________________________ 189 

Tower Crane CN: Complete Notify Jump to DOB section ___________________________________ 197 

Tower Crane CN: Provide Inspection Results ____________________________________________ 200 

Upload Inspection Results __________________________________________________________ 202 

Tower Crane CN: Notify DOB of Device Remover _________________________________________ 208 

Pay Fees ________________________________________________________________________ 220 

Complete Review and File __________________________________________________________ 223 

Complete Notify DOB of Disassembly _________________________________________________ 224 

Tower Crane CN: Add Inspection Results _______________________________________________ 229 

Tower Crane CD:  Disengage Interchangeable Components ________________________________ 233 

Tower Crane CN: Removal of Device __________________________________________________ 236 

OPTIONAL: Tower Crane CN:  Request New Equipment User(s) _____________________________ 239 

Add Request _____________________________________________________________________ 241 

Completes Statements & Signatures: Equipment User ____________________________________ 246 

Complete Statements & Signatures: Applicant of Record __________________________________ 251 

Pay Fees ________________________________________________________________________ 255 

Submit Request __________________________________________________________________ 258 

Print On-Site Certificate: From the Dashboard ___________________________________________ 260 

Print On-Site Certificate: From within the Application _____________________________________ 262 
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Log in to DOB NOW 
Complete the following steps to log into DOB NOW: 

Step Action 

Note: In order to log into DOB NOW, the user must be registered for eFiling. 

Additionally, DOB recommends turning 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 

  Access the Internet. 

   

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

 

  Press Enter on the 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
http://www.nyc.gov/dobnow
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Step Action 

  The DOB Login page displays. 

Enter Email and Password (as registered in eFiling). 

 

  Click Login. 
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Step Action 

  The DOB NOW Welcome page displays. 

Hover the cursor over DOB NOW: Build. 

 

  Select Cranes from the drop-down list. 

 

  The DOB NOW Dashboard displays. 

The My Prototypes tab displays by default and displays all Prototype Certificate of Approval 
Applications associated with an eFiling account. 

 

You are now logged into DOB NOW: Build. 
Continue to the next section. 
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Tower Crane CN:  
Initiate a Tower Crane Foundation  
Application (if applicable)   
Complete the following steps to initiate a Foundation Pour Application: 

Step Action 

APPLICANT OF RECORD: OWNER 

  Hover the cursor over +Crane Notice and select Tower Crane Foundation from the drop-

down list. 

 

  A Confirm pop-up window displays with Crane Device options: 

Confirm you want to create a Tower Crane Foundation filing? 

Click Yes to proceed. 
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Step Action 

You have begun the process for a Crane Notice. 

Continue to the Complete General Information tab section. 
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Complete General Information 

Complete the following steps to complete the General Information tab to associate the Stakeholders 

(e.g. Filing Representatives, Manufacturers etc.) to the application: 

Step Action 

  The General Information section displays. 

 

  The Filing Information fields: Crane Notice Type, Filing Type and Crane Type are greyed-
out and cannot be edited. 
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Step Action 

  Enter the Location Information: 

House Number 

Street Name 

Select the Borough from the Borough drop-down list (e.g., Staten Island) 

Block 

Lot 

Select the Owner Type (e.g., Individual) from the Owner Type drop-down list. 

Select the Anchor Stool Detail (e.g., Third Party) from the Anchor Stool drop-down list. 

Select the applicable radio-button for is the foundation part of a New Building job? 

Select the What is the main material that the foundation is going to be constructed with? 
(e.g., Concrete) from the drop-down list. 

The BIN field is greyed-out and Read-Only. 

 

Note: If Yes is selected for Is the foundation part of a New Building job?, the additional required 
fields below display. 
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Step Action 

  Enter the Applicant Information: 

Type the Email and then select the Email Address from the blue drop-down 

Select the License Type (e.g., Individual) from the License Type drop-down list 

Select the Business Name from the Business Name drop-down list  

 

  Enter the 9ǉǳƛǇƳŜƴǘ ¦ǎŜǊΩǎ Information: 

Type the Email and then select the Email Address from the blue drop-down 

Select the License Type (e.g., Individual) from the License Type drop-down list 

Select the Business Name from the Business Name drop-down list  
(click + Add New if the Business Name is not listed) 

 

  If applicable, click + Add Representative to add Filing Representative. 
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Step Action 

  The Filing Representative Details pop-up window displays. 

Type the Email and then select the Email Address from the blue drop-down. 

 

  Click Save. 

 

Note: The Filing Representative added displays within the Filing Resprentative information table. 

Click the edit ( ) icon to update the information. 

Click the trash can ( ) icon to delete the Filing Representative. 
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Step Action 

  At the top-left of the screen, click Save. 

 

  A Notification pop-up window displays with the message: 

The following information cannot be changed after saving: 

   ω Filing Information 

   ω Location Information. 

Click Save to continue. 

 

  A Notification pop-up window displays with the message: 

Job filing has been saved. 

Click OK to continue. 
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Step Action 

Note:  The General Information section displays an additional field, Additional Contact 
Information. 

If applicable, click the +Add Additional Contact to add an additional contact. 

 

Note:  The page refreshes and displays the additional items: 

1. Status Bar 

2. Review and File 

3. Crane Notice Filing Number 

4. Additional Tabs: Prototype & Phase Information, Document and Statements & 
Signatures 

5. Application Information: Application Highlights, View Filing, History and Fee 

 

You have completed the Complete General Information tab. 

Continue to the next section. 
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Complete Prototype Information Tab 

Complete the following steps to complete the Prototype & Phase Information tab for the application: 

Step Action 

  Click Prototype & Phase Information to display the Prototype & Phase Information section.  

 

  Select the applicable Search by (e.g. Prototype Number) radio-button in Prototype Search. 

A maximum of 2 Prototypes can be added per application. 

 

Note:  To search by Prototype Number: 

Enter the Prototype Number in the Prototype Number field. 

 

If searching by Crane Type, the only Tower Crane will auto-selected. 
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Step Action 

  Click Search & Add to proceed. 

 

  The Search Results pop-up window displays. 

If applicable, select the applicable Prototype Number. 

Click +Add to proceed. 
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Step Action 

  A Notification pop-up window displays with the message: 

Prototype has been added.  

Click OK to proceed. 

 

Note: The Prototype added, displays within the Prototype Information. 

Click the details ( ) icon to view the Prototype Information. 

Click the trash can ( ) icon to delete the Prototype Number. 

 

  At the top-left of the screen, click Save. 
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Step Action 

  A Notification pop-up window displays with the message:  

Job filing has been saved. 

Click OK to continue. 

 

You have completed the Prototype & Phase Tab. 

Continue to the next section. 
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Upload Documents 

Complete the following steps to upload documents in the Documents tab to support the application: 

Step Action 

  Click Documents to display the Documents section. 

 

  Click +Add Document. 

 

  The Upload Document pop-up window displays. 

Type the Document Name. 

Select the Document Type (e.g., Foundation Calculations) from the Document Type drop-
down list. 
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Step Action 

  Click Choose File to upload the Document Type selected. 

 

  The Document pop-up window displays. 

Select the Document and click Open. 

 

  The Document displays next to Choose File. 

Click Upload. 
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Step Action 

  A Notification pop-up window displays with the message: 

Document has been uploaded. 

Click OK to continue. 

 

Note: The Document uploaded displays within the Document table. 

Click the edit ( ) icon to update the Document information. 

Click the trash can ( ) icon to delete the Document. 

Click the upload ( ) icon to replace the Document previously uploaded. 

 

  At the top-left of the screen, click Save. 
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Step Action 

  A Notification pop-up window displays with the message:  

Job filing has been saved. 

Click OK to continue. 

 

You have completed the Upload Documents. 

Continue to the next section. 
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Complete Statements & Signatures 

Complete the following steps to complete the attestations in the Statement & Signatures Tab: 

Step Action 

  Click Statements & Signatures to display the Statements & Signatures section. 

 

Note: ¢ƘŜ ǎǘŀǘŜƳŜƴǘ ŀǇǇƭƛŎŀōƭŜ ǘƻ ǘƘŜ {ǘŀƪŜƘƻƭŘŜǊ ǘƘŀǘΩǎ logged in highlights in blue. 

 

APPLICANT OF RECORD 

  Click the !ǇǇƭƛŎŀƴǘΩǎ {ǘŀǘŜƳŜƴǘ checkbox to electronically attest. 

The Name and Date ŦƛŜƭŘΩǎ ŀǳǘƻ-populate by the system. 
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Step Action 

  At the top-left of the screen, click Save. 

 

  A Notification pop-up window displays with the message: 

Job filing has been saved. 

Click OK to continue. 

 

9v¦Lta9b¢ ¦{9wΩ{ {¢!¢9a9b¢ 

  On the Statements & Signatures tab scroll-down to the 9ǉǳƛǇƳŜƴǘ ¦ǎŜǊΩǎ {ǘŀǘŜƳŜƴǘ. 
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Step Action 

  Click the 9ǉǳƛǇƳŜƴǘ ¦ǎŜǊΩǎ {ǘŀǘŜƳŜƴǘ checkbox to electronically attest. 

The Name and Date ŦƛŜƭŘΩǎ ŀǳǘƻ-populate by the system. 

 

  At the top-left of the screen, click Save. 

 

  A Notification pop-up window displays with the message: 

Job filing has been saved. 

Click OK to continue. 

 

You have completed the Statement & Signatures section. 

Continue to the next section. 
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Pay Fees 

Complete the following steps to submit a payment application to the NYC Department of Buildings. 

Step Action 

Note: ¢ƘŜ Ƨƻō ŦƛƭƛƴƎΩǎ ŦŜŜǎ Ƴǳǎǘ ōŜ ǇŀƛŘ ōŜŦƻǊŜ ŎƻƴǘƛƴǳƛƴƎ ǘƻ tǊŜǾƛŜǿ ǘƻ CƛƭŜΦ  

  At the bottom-right of the screen, click Pay Now. 
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Step Action 

  The Payment Confirmation pop-up window displays with the message: 

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

Owner Type: Individual 

Are you sure you want to make a payment now for $250.00? 

Payment is not the last step. Click the Review and File/Submit button at the top of the 
screen to submit the application. 

Please confirm that your pop-up blocker is turned off before proceeding to Payment. 

Click Yes, to proceed. 
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Step Action 

  The page is redirected to NYC City Pay. 

Pay the application fees via eCheck or Credit Card by selecting the applicable tab. 

 

  The Notification pop-up window displays on the DOB NOW page with the message: 

Payment has been processed. A receipt will be sent by email. Select History for more 
information. 

Click OK to proceed. 

 

You have completed the Pay Fees section. 

Continue to the next section. 
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Complete Review and File 

Complete the following steps to review and submit the application to the NYC Department of Buildings. 

Step Action 

APPLICANT OF RECORD 

  At the top-left of the screen, click Review and File. 

 

  The Application Preview displays. 

Click Next to read and progress through the Application Preview to the final page. 

 

Note: If errors are discovered when Review and File is selected, click Return to Filing View, correct 
the errors, re-attest, and Review and File again. 
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Step Action 

  On the final page, click the checkbox to attest reviewing the application. 

 

  The Name and the Date ŦƛŜƭŘΩǎ ŀǳǘƻ-populate after the check-box is clicked. 

Click File, to proceed. 

 

  A Notification pop-up windows displays with the message: 

Job filing has been submitted. An email notification will be sent with the status of the 
review. 

Click OK to close the Confirm pop-up window. 

 

Note: The Status Bar updates to the next stage in the job filing process (e.g., Pending QA 
Assignment). 

 

You have completed the Initiate a Tower Crane Foundation Application Step-by-Step Guide. 
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Job Filing Statuses 

Step Action 

Job Filing Status Incomplete 

Note  
When a Job Filing receives and Incomplete, Approval, Temporary Approval, Approved, and 

Disapproved the applicant is informed of the return via email.  

The Process is the same for Prototype Amendment and Supplement 

  
Incomplete 

 

When the Job Filing receives an incomplete disposition, documents will have a status of 

rejected when uploaded documents are missing information or incorrect. 

 

 

2.  
Hoover over the History square then click on Trace History.   

 

3.  
The History displays with the comment for the incomplete item. 
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Step Action 

4.  
Click Save then Resubmit. 

The applicant can resolve the issues and resubmit the application, which is returned to the 

same QA Admin who issued the incomplete disposition. 

   

5.  
Issue Objections 
 
Á The Plan Examiner selects an objection from a dropdown list of objections.  

Á The PE also specifies whether a meeting with the applicant to discuss the objections 

is allowed: if a meeting is allowed, the applicant can schedule a meeting through 

the system. 

Á if a meeting is not allowed, the applicant will not have the opportunity to schedule a 

meeting. 

Á The application is returned to the applicant for resolution. When the applicant 

ǊŜǎƻƭǾŜǎ ǘƘŜ ƻōƧŜŎǘƛƻƴǎ ŀƴŘ ǊŜǎǳōƳƛǘǎ ǘƘŜƛǊ ŀǇǇƭƛŎŀǘƛƻƴΣ ƛǘΩǎ ǊŜǘǳǊƴŜŘ ǘƻ ǘƘŜ ǎŀƳŜ t9 

who issued the objections. 

 ( Please refer to the Objections and Appointment Step by Step) 

 

6.  
Full Approval 

Full Approvals have no expiration date. A formal full approval letter is in the document 

section of the Job Filing. 
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Step Action 

 Disapproved 

The  applicant is notifed request is denied. 

 

 
In the Job Filing hoover over the History square then click on Trace History.   

 

The History displays with the status of Disapproved. 
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Tower Cranes CD Number: Renewal 
Complete the following steps to review and submit the application to the NYC Department of Buildings. 

Step Action 

  
Hover the cursor over Renewal, then hover the cursor over +Renewal and then select 
Device Amendment from the drop-down list. 

 

  
Enter the Crane Device Number. 

 

  
Click Submit. 
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Step Action 

  
The General Information section is displayed, all sections are greyed-out. 

 

  
The Applicant of Record - Owner Information section is displayed. All section are greyed 
out. 

 

  
If applicable, click + Add Representative to add Filing Representative. 
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Step Action 

  
The Filing Representative Details pop-up window displays. 

Once Save is click the user can type the Email and then select the Email Address from the 
blue drop-down. 

 

  
Click Save. 

 

  
 A Notification pop-up window displays with the message: 

Are you sure you want to continue with renewal of following crane device number. 
Please verify before saving: 

   ω CD00001652 

Click Save 
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Step Action 

  
A Notification pop-up window displays with the message: 

Job filing has been saved. 

Click OK 

 

Note: The page refreshes and displays the additional items: 

1. Status Bar 

2. Review and File 

3. Crane Notice Filing Number 

4. Additional Tabs: Prototype & Phase Information, Document and Statements & 
Signatures 

5. Application Information: Application Highlights, View Filing, History and Fee 

 

You have completed the Complete General Information tab. Continue to the next section. 
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Complete Equipment Information Tab 

Complete the following steps to complete the Equipment Information tab: 

Step Action 

  
Click Equipment Information to display the Equipment Information section. 

 

Note: The Cable Drum Information field is greyed-out and cannot be edited. 

 

You have completed the Complete Equipment Information tab. Continue to the next section. 
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Upload Documents 

Complete the following steps to upload documents in the Documents tab to support the application: 

Step Action 

  
Click Documents to display the Documents section. 

 

  Click +Add Document. 

 

  
The Upload Document pop-up window displays. 

Type the Document Name. 

Select the Document Type (e.g., Manual) from the Document Type drop-down list. 
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Step Action 

  
Click Choose File to upload the Document Type selected. 

 

  
The Document pop-up window displays. 

Select the Document and click Open. 

 

  
The Document displays next to Choose File. 

Click Upload. 
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Step Action 

  
A Notification pop-up window displays with the message: 

Document has been uploaded. 

Click OK to continue. 

 

Note: The Document uploaded displays within the Document table. 

Click the edit ( ) icon to update the Document information. 

Click the trash can ( ) icon to delete the Document. 

Click the upload ( ) icon to replace the Document previously uploaded. 

 

  
At the top-left of the screen, click Save. 

 

  
A Notification pop-up window displays with the message: 

Job filing has been saved. 

Click OK to continue. 

 

You have completed the Upload Documents. Continue to the next section. 
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Complete Statements & Signatures 

Complete the following steps to complete the attestations in the Statement & Signatures tab: 

Step Action 

  
Click Statements & Signatures to display the Statements & Signatures section. 

 

Note: 

¢ƘŜ ǎǘŀǘŜƳŜƴǘ ŀǇǇƭƛŎŀōƭŜ ǘƻ ǘƘŜ ǎǘŀƪŜƘƻƭŘŜǊ ǘƘŀǘΩǎ logged in highlights in blue. 

 

OWNER 
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Step Action 

  
Click the Applicant of Record - hǿƴŜǊΩǎ {ǘŀǘŜƳŜƴǘ ŎƘŜŎƪōƻȄ ǘƻ ŜƭŜŎǘǊƻƴƛŎŀƭƭȅ ŀǘǘŜǎǘΦ 

¢ƘŜ bŀƳŜ ŀƴŘ 5ŀǘŜ ŦƛŜƭŘΩǎ ŀǳǘƻ-populate by the system. 

 

  
At the top-left of the screen, click Save. 

 

  
A Notification pop-up window displays with the message: 

Job filing has been saved. 

Click OK to continue. 

 

You have completed the Statement & Signatures section. Continue to the next section. 
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Pay Fees 

Complete the following steps to submit a payment application to the NYC Department of Buildings. 

Step Action 

Note: ¢ƘŜ Ƨƻō ŦƛƭƛƴƎΩǎ ŦŜŜǎ Ƴǳǎǘ ōŜ ǇŀƛŘ ōŜŦƻǊŜ ŎƻƴǘƛƴǳƛƴƎ ǘƻ tǊŜǾƛŜǿ ǘƻ CƛƭŜΦ  

  At the bottom-right of the screen, click Pay Now. 
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Step Action 

  The Payment Confirmation pop-up window displays with the message: 

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

Are you sure you want to make a payment now for $200.00? 

Payment is not the last step. Click the Review and File/Submit button at the top of the 
screen to submit the application. 

Please confirm that your pop-up blocker is turned off before proceeding to Payment. 

Click Yes, to proceed. 

 

  The page is redirected to NYC City Pay. 

Pay the application fees via eCheck or Credit Card by selecting the applicable tab. 
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Step Action 

  The Notification pop-up window displays on the DOB NOW page with the message: 

Payment has been processed. A receipt will be sent by email. Select History for more 
information. 

Click OK to proceed. 

 

You have completed the Pay Fees section. Continue to the next section. 
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Complete Review and File 

Complete the following steps to review and submit the application to the NYC Department of Buildings.  

Step Action 

  
At the top-left of the screen, click Review and File. 

 

  
The Application Preview displays. 

Click Next to read and progress through the Application Preview to the final page. 

 

Note: If errors are discovered when Review and File is selected, click Return to Filing View, 
correct the errors, re-attest, and Review and File again. 

 

  
On the final page, click the checkbox to attest reviewing the application. 
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Step Action 

  
¢ƘŜ bŀƳŜ ŀƴŘ ǘƘŜ 5ŀǘŜ ŦƛŜƭŘΩǎ ŀǳǘƻ-populate after the check-box is clicked. 

Click File, to proceed. 

 

  
A Notification pop-up windows displays with the message: 

Job filing has been submitted. An email notification will be sent with the status of the 
review. 

Click OK to close the Confirm pop-up window. 

 

Note: The Status Bar updates to the next stage in the job filing process. 

 

You have completed CD Number Renewal: Step-by-Step Guide. 
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Tower Crane CN: Notify DOB  
ɀ Notification for Foundation Pour   
Complete the following steps to notify DOB on the arrival of Crane Notice: 

Step Action 

EQUIPMENT USER 

  From the Dashboard, select the Crane Notices tab. 

 

  Locate the Crane Notice application. 

Under the Actions column, select Notify DOB. 

 

Note: To filter the Crane Notices by Crane Type select the respective tab (e.g., Tower Crane). 
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Step Action 

  A Confirm pop-up window displays with the message (sample): 

Confirm you want to submit a notification on CN00032820-FN. 

Click Yes to proceed. 

 

  A New Notification pop-up window displays 
with the Crane Notice Number 

Complete the Notification: 

Select the Notification Type (e.g., Foundation 
Pour) 

Select the Notification Date/Time 

The selected Date/Time displays above the 
calendar. 

  Below the calendar, click Notify. 
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Step Action 

  A Confirm pop-up window displays with the message: 

Confirm you want to submit a notification. 

Click Yes to proceed. 

 

  A Notification pop-up window displays with the message: 

Notification has been submitted. 

Click OK to proceed. 

  

  The system displays a notification with the message: 

Please initiate CN Application. 

  

You have completed the Notify DOB ς Notification for Foundation Pour Step-by-Step Guide. 
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Tower Crane CN:  
Initiate a Crane Notice Application  
(with Tower Crane Foundation)   
Complete the following steps to initiate Crane Notice Application: 

Step Action 

APPLICANT OF RECORD: OWNER 

  From the Dashboard, select the Crane Notices tab. 

 

  Locate the Crane Notice application. 

Under the Actions column, select Crane Notice. 
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Step Action 

  A Confirm pop-up window displays with a message: 

Confirm you want to create a Crane Notice related to CN00032820-FN. 

Click Yes to proceed. 

  

You have begun the process for a Crane Notice. 

Continue to the Complete General Information tab section. 
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Complete General Information 

Complete the following steps to complete the General Information tab to associate the Stakeholders 

(e.g. Filing Representatives, Manufacturers etc.) to the application: 

Step Action 

  The General Information section displays. 

 

  The Filing Information, Location Information, Applicant Information and Equipment User 
Information fields are greyed-out and cannot be edited. 

 

  If applicable, click + Add Representative to add Filing Representative. 
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Step Action 

  The Filing Representative Details pop-up window displays. 

Type the Email and then select the Email Address from the blue drop-down. 

 

  Click Save. 

 

Note: The Filing Representative added displays within the Filing Representative information table. 

Click the edit ( ) icon to update the information. 

Click the trash can ( ) icon to delete the Filing Representative. 
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Step Action 

  At the top-left of the screen, click Save. 

 

  A Notification pop-up window displays with the message: 

The following information cannot be changed after saving: 

   ω Filing Information 

   ω Location Information. 

Click Save to continue. 

 

  A Notification pop-up window displays with the message: 

Job filing has been saved. 

Click OK to continue. 
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Step Action 

Note:  If applicable, click the +Add Additional Contact to add an additional contact. 

 

Note:  The page refreshes and displays the additional items: 

1. Status Bar 

2. Review and File 

3. Crane Notice Filing Number 

4. Additional Tabs: Prototype & Phase Information, Document and Statements & 
Signatures 

5. Application Information: Application Highlights, View Filing, History and Fee 

 

You have completed the Complete General Information tab. 

Continue to the next section. 
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Complete Prototype & Phase Tab 

Complete the following steps to complete the Prototype & Phase Information tab for the application: 

Step Action 

  Click Prototype & Phase Information to display the Prototype & Phase Information section.  

 

Note: The Prototype Number added to the Tower Crane Foundation displays. 

 

  If applicable, select the applicable Search by (e.g. Prototype Number) radio-button in 
Prototype Search. 

A maximum of 2 Prototypes can be added per application. 
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Step Action 

Note:  To search by Prototype Number: 

Enter the Prototype Number in the Prototype Number field. 

 

To search by Crane Type: 

Select the Crane Type from the Crane Type drop-down list. 

 

  Click Search & Add to proceed. 
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Step Action 

  The Search Results pop-up window displays. 

If applicable, select the applicable Prototype Number. 

Click +Add to proceed. 

 

  A Notification pop-up window displays with the message: 

Prototype has been added.  

Click OK to proceed. 
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Step Action 

Note: The Prototype added, displays within the Prototype Information. 

Click the details ( ) icon to view the Prototype Information. 

Click the trash can ( ) icon to delete the Prototype Number. 

 

  Select the number of phases from the drop-down list labeled άIƻǿ Ƴŀƴȅ ǇƘŀǎŜǎ ŀǊŜ ȅƻǳ 
ǇƭŀƴƴƛƴƎ ŦƻǊ ǘƘƛǎ ƧƻōΚέ 

 

  Complete the Initial Phase and Initial Jump Information: 

Enter the Proposed Height 

Enter the Number of Sections 

Enter the Section Height 

Enter the Climbing Type 

Enter the PGL1 Expiration Date 

Select the applicable radio-button for ά/ƻƭƭŀǊ ŀƴŘ ¢ƛŜǎ ǘƻ ōŜ ƛƴǎǘŀƭƭŜŘΚέ 

Select the applicable radio-button for ά!ŦǘŜǊ IƻǳǊǎ ±ŀǊƛŀƴŎŜ wŜǉǳƛǊŜŘΚέ 

 



DOB NOW: Build  ɀ CRANES & DERRICKS STEP-BY-STEP GUIDE  

 

DOB NOW: Build Â Tower Cranes Step-By-Step Guide Â June, 2020  65 

 

Step Action 

  LŦ ¸Ŝǎ ƛǎ ǎŜƭŜŎǘŜŘ ŦƻǊ ά/ƻƭƭŀǊ ¢ƛŜǎ ǘƻ ōŜ ƛƴǎǘŀƭƭŜŘΚέ ǘƘŜ άCƭƻƻǊǎ ǿƘŜǊŜ ŎƻƭƭŀǊ ŀƴŘ ǘƛŜǎ ŀǊŜ ǘƻ ōŜ 
ƛƴǎǘŀƭƭŜŘέ ŦƛŜƭŘ ŘƛǎǇƭŀȅǎΦ 

 

  At the top-left of the screen, click Save. 

 

  A Notification pop-up window displays with the message:  

Job filing has been saved. 

Click OK to continue. 

 

You have completed the Prototype & Phase Tab. 

Continue to the next section. 
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Upload Documents 

Complete the following steps to Upload documents in the Documents tab to support the application: 

Step Action 

  Click Documents to display the Documents section. 

 

  Click +Add Document. 

 

  The Upload Document pop-up window displays. 

Type the Document Name. 

Select the Document Type (e.g., Manual) from the Document Type drop-down list. 
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Step Action 

  Click Choose File to upload the Document Type selected. 

 

  The Document pop-up window displays. 

Select the Document and click Open. 

 

  The Document displays next to Choose File. 

Click Upload. 
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Step Action 

  A Notification pop-up window displays with the message: 

Document has been uploaded. 

Click OK to continue. 

 

Note: The Document uploaded displays within the Document table. 

Click the edit ( ) icon to update the Document information. 

Click the trash can ( ) icon to delete the Document. 

Click the upload ( ) icon to replace the Document previously uploaded. 

 

  At the top-left of the screen, click Save. 
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Step Action 

  A Notification pop-up window displays with the message:  

Job filing has been saved. 

Click OK to continue. 

 

You have completed the Upload Documents. 

Continue to the next section. 
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Complete Statements & Signatures 

Complete the following steps to complete the attestations in the Statement & Signatures Tab: 

Step Action 

  Click Statements & Signatures to display the Statements & Signatures section. 

 

Note: ¢ƘŜ ǎǘŀǘŜƳŜƴǘ ŀǇǇƭƛŎŀōƭŜ ǘƻ ǘƘŜ {ǘŀƪŜƘƻƭŘŜǊ ǘƘŀǘΩǎ ƭƻƎƎŜŘ ƛƴ ƘƛƎƘƭƛƎƘǘǎ ƛƴ ōƭǳŜΦ 
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Step Action 

APPLICANT OF RECORD 

  Click the !ǇǇƭƛŎŀƴǘΩǎ {ǘŀǘŜƳŜƴǘ checkbox to electronically attest. 

The Name and Date ŦƛŜƭŘΩǎ ŀǳǘƻ-populate by the system. 

 

  At the top-left of the screen, click Save. 

 

  A Notification pop-up window displays with the message: 

Job filing has been saved. 

Click OK to continue. 
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Step Action 

9v¦Lta9b¢ ¦{9wΩ{ {¢!¢9a9b¢ 

  On the Statements & Signatures tab scroll-down to the 9ǉǳƛǇƳŜƴǘ ¦ǎŜǊΩǎ {ǘŀǘŜƳŜƴǘ. 

 

  Click the 9ǉǳƛǇƳŜƴǘ ¦ǎŜǊΩǎ {ǘŀǘŜƳŜƴǘ checkbox to electronically attest. 

The Name and Date ŦƛŜƭŘΩǎ ŀǳǘƻ-populate by the system. 

 

  The Name and Date ŦƛŜƭŘΩǎ ŀǳǘƻ-populate by the system. 
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Step Action 

  At the top-left of the screen, click Save. 

 

  A Notification pop-up window displays with the message: 

Job filing has been saved. 

Click OK to continue. 

 

You have completed the Statement & Signatures section. 

Continue to the next section. 
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Complete Review and File 

Complete the following steps to review and submit the application to the NYC Department of Buildings. 

Step Action 

APPLICANT OF RECORD 

  At the top-left of the screen, click Review and File. 

 

  The Application Preview displays. 

Click Next to read and progress through the Application Preview to the final page. 

 

Note: If errors are discovered when Review and File is selected, click Return to Filing View, correct 
the errors, re-attest, and Review and File again. 
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Step Action 

  On the final page, click the checkbox to attest reviewing the application. 

 

  The Name and the Date ŦƛŜƭŘΩǎ ŀǳǘƻ-populate after the check-box is clicked. 

Click File, to proceed. 

 

  A Notification pop-up windows displays with the message: 

Job filing has been submitted. An email notification will be sent with the status of the 
review. 

Click OK to close the Confirm pop-up window. 

 

Note: The Status Bar updates to the next stage in the job filing process (e.g., Pending QA 
Assignment). 

 

You have completed the Initiate a Crane Notice Application (with Tower Crane Foundation)  
Step-by-Step Guide. 

Continue to Tower Crane CN: Tag Crane Device section. 

 



DOB NOW: Build  ɀ CRANES & DERRICKS STEP-BY-STEP GUIDE  

 

DOB NOW: Build Â Tower Cranes Step-By-Step Guide Â June, 2020  76 

 

Tower  Crane CN:  
Initiate a Crane Notice Application   
(without Tower Crane Foundation)   
Complete the following steps to initiate Crane Notice Application: 

Step Action 

APPLICANT OF RECORD: OWNER 

  Hover the cursor over +Crane Notice and select New Crane Notice from the drop-down 

list. 

 

  A New Crane Notice pop-up window displays with Crane Device options: 

Select the applicable Crane Device (e.g., Tower Crane) and click Submit to proceed. 
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Step Action 

You have begun the process for a Crane Notice. 

Continue to the Complete General Information tab section. 
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Complete General Information 

Complete the following steps to complete the General Information tab to associate the Stakeholders 

(e.g. Filing Representatives, Manufacturers etc.) to the application: 

Step Action 

  The General Information section displays. 

 

  The Filing Information fields: Crane Notice Type, Filing Type and Crane Type are greyed-
out and cannot be edited. 
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Step Action 

  Enter the Location Information: 

House Number 

Street Name 

Select the Borough from the Borough drop-down list (e.g., Staten Island) 

Block 

Lot 

Select the Owner Type (e.g., Individual) from the Owner Type drop-down list. 

Select the Anchor Stool Detail (e.g., Third Party) from the Anchor Stool drop-down list. 

Select the applicable radio-button for is the foundation part of a New Building job? 

Select the What is the main material that the foundation is going to be constructed with? 
(e.g., Concrete) from the drop-down list. 

The BIN field is greyed-out and Read-Only. 

 

Note: If Yes is selected for Is the foundation part of a New Building job?, the additional required 
fields below display. 
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Step Action 

  Enter the Applicant Information: 

Type the Email and then select the Email Address from the blue drop-down 

Select the License Type (e.g., Individual) from the License Type drop-down list 

Select the Business Name from the Business Name drop-down list  

 

  Enter the 9ǉǳƛǇƳŜƴǘ ¦ǎŜǊΩǎ Information: 

Type the Email and then select the Email Address from the blue drop-down 

Select the License Type (e.g., Individual) from the License Type drop-down list 

Select the Business Name from the Business Name drop-down list  
(click + Add New if the Business Name is not listed) 

 

  If applicable, click + Add Representative to add Filing Representative. 
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Step Action 

  The Filing Representative Details pop-up window displays. 

Type the Email and then select the Email Address from the blue drop-down. 

 

  Click Save. 

 

Note: The Filing Representative added displays within the Filing Resprentative information table. 

Click the edit ( ) icon to update the information. 

Click the trash can ( ) icon to delete the Filing Representative. 
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Step Action 

  At the top-left of the screen, click Save. 

 

  A Notification pop-up window displays with the message: 

The following information cannot be changed after saving: 

   ω Filing Information 

   ω Location Information. 

Click Save to continue. 

 

  A Notification pop-up window displays with the message: 

Job filing has been saved. 

Click OK to continue. 
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Step Action 

Note:  The General Information section displays an additional field, Additional Contact 
Information. 

If applicble, click the +Add Additional Contact to add an additional contact. 

 

Note:  The page refreshes and displays the additional items: 

1. Status Bar 

2. Review and File 

3. Crane Notice Filing Number 

4. Additional Tabs: Prototype & Phase Information, Document and Statements & 
Signatures 

5. Application Information: Application Highlights, View Filing, History and Fee 

 

You have completed the Complete General Information tab. 

Continue to the next section. 
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Complete Prototype & Phase Tab 

Complete the following steps to complete the Prototype & Phase Information tab for the application: 

Step Action 

  Click Prototype & Phase Information to display the Prototype & Phase Information section.  

 

  Select the applicable Search by (e.g. Prototype Number) radio-button in Prototype Search. 

A maximum of 2 Prototypes can be added per application. 
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Step Action 

Note:  To search by Prototype Number: 

Enter the Prototype Number in the Prototype Number field. 

 

To search by Crane Type: 

Select the Crane Type from the Crane Type drop-down list. 

 

  Click Search & Add to proceed. 
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Step Action 

  The Search Results pop-up window displays. 

If applicable, select the applicable Prototype Number. 

Click +Add to proceed. 

 

  A Notification pop-up window displays with the message: 

Prototype has been added.  

Click OK to proceed. 
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Step Action 

Note: The Prototype added, displays within the Prototype Information. 

Click the details ( ) icon to view the Prototype Information. 

Click the trash can ( ) icon to delete the Prototype Number. 

 

  Select the number of phases from the drop-down list labeled άHow many phases are you 
planning for this job?έ 

 

  Complete the Initial Phase and Initial Jump Information: 

Enter the Proposed Height 

Select the applicable radio-button for άIs assembly/disassembly required after the Initial 
Phase?έ 

Select the applicable radio-button for άAfter Hours Variance Required?έ 
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Step Action 

  At the top-left of the screen, click Save. 

 

  A Notification pop-up window displays with the message:  

Job filing has been saved. 

Click OK to continue. 

 

You have completed the Prototype & Phase Tab. 

Continue to the next section. 
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Upload Documents 

Complete the following steps to upload documents in the Documents tab to support the application: 

Step Action 

  Click Documents to display the Documents section. 

 

  Click +Add Document. 

 

  The Upload Document pop-up window displays. 

Type the Document Name. 

Select the Document Type (e.g., Manual) from the Document Type drop-down list. 
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Step Action 

  Click Choose File to upload the Document Type selected. 

 

  The Document pop-up window displays. 

Select the Document and click Open. 

 

  The Document displays next to Choose File. 

Click Upload. 
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Step Action 

  A Notification pop-up window displays with the message: 

Document has been uploaded. 

Click OK to continue. 

 

Note: The Document uploaded displays within the Document table. 

Click the edit ( ) icon to update the Document information. 

Click the trash can ( ) icon to delete the Document. 

Click the upload ( ) icon to replace the Document previously uploaded. 

 

  At the top-left of the screen, click Save. 
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Step Action 

  A Notification pop-up window displays with the message:  

Job filing has been saved. 

Click OK to continue. 

 

You have completed the Upload Documents. 

Continue to the next section. 
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Complete Statements & Signatures 

Complete the following steps to complete the attestations in the Statement & Signatures Tab: 

Step Action 

  Click Statements & Signatures to display the Statements & Signatures section. 

 

Note: The statement applicable to the SǘŀƪŜƘƻƭŘŜǊ ǘƘŀǘΩǎ ƭƻƎƎŜŘ ƛƴ ƘƛƎƘƭƛƎƘǘǎ ƛƴ ōƭǳŜΦ 
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Step Action 

APPLICANT OF RECORD 

  Click the !ǇǇƭƛŎŀƴǘΩǎ {ǘŀǘŜƳŜƴǘ checkbox to electronically attest. 

The Name and Date ŦƛŜƭŘΩǎ auto-populate by the system. 

 

  At the top-left of the screen, click Save. 

 

  A Notification pop-up window displays with the message: 

Job filing has been saved. 

Click OK to continue. 
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Step Action 

9v¦Lta9b¢ ¦{9wΩ{ {¢!¢9a9b¢ 

  On the Statements & Signatures tab scroll-down to the Equipment UserΩǎ {ǘŀǘŜƳŜƴǘ. 

 

  Click the Equipment UseǊΩǎ {ǘŀǘŜƳŜƴǘ checkbox to electronically attest. 

The Name and Date ŦƛŜƭŘΩǎ auto-populate by the system. 

 

  At the top-left of the screen, click Save. 
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Step Action 

  A Notification pop-up window displays with the message: 

Job filing has been saved. 

Click OK to continue. 

 

You have completed the Statement & Signatures section. 

Continue to the next section. 
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Pay Fees 

Complete the following steps to submit a payment application to the NYC Department of Buildings. 

Step Action 

Note: ¢ƘŜ Ƨƻō ŦƛƭƛƴƎΩǎ ŦŜŜǎ Ƴǳǎǘ ōŜ ǇŀƛŘ ōŜŦƻǊŜ ŎƻƴǘƛƴǳƛƴƎ ǘƻ tǊŜǾƛŜǿ ǘƻ CƛƭŜΦ  

  At the bottom-right of the screen, click Pay Now. 
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Step Action 

  The Payment Confirmation pop-up window displays with the message: 

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

Owner Type: Individual 

Are you sure you want to make a payment now for $250.00? 

Payment is not the last step. Click the Review and File/Submit button at the top of the 
screen to submit the application. 

Please confirm that your pop-up blocker is turned off before proceeding to Payment. 

Click Yes, to proceed. 
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Step Action 

  The page is redirected to NYC City Pay. 

Pay the application fees via eCheck or Credit Card by selecting the applicable tab. 

 

  The Notification pop-up window displays on the DOB NOW page with the message: 

Payment has been processed. A receipt will be sent by email. Select History for more 
information. 

Click OK to proceed. 

 

You have completed the Pay Fees section. 

Continue to the next section. 
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Complete Review and File 

Complete the following steps to review and submit the application to the NYC Department of Buildings. 

Step Action 

APPLICANT OF RECORD 

  At the top-left of the screen, click Review and File. 

 

  The Application Preview displays. 

Click Next to read and progress through the Application Preview to the final page. 

 

Note: If errors are discovered when Review and File is selected, click Return to Filing View, correct 
the errors, re-attest, and Review and File again. 
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Step Action 

  On the final page, click the checkbox to attest reviewing the application. 

 

  The Name and the Date ŦƛŜƭŘΩǎ ŀǳǘƻ-populate after the check-box is clicked. 

Click File, to proceed. 

 

  A Notification pop-up windows displays with the message: 

Job filing has been submitted. An email notification will be sent with the status of the 
review. 

Click OK to close the Confirm pop-up window. 

 

Note: The Status Bar updates to the next stage in the job filing process (e.g., Pending QA 
Assignment). 

 

You have completed the Initiate a Crane Notice Application Step-by-Step Guide. 
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Tower  Crane CN: Tag Crane Device 
Complete the following steps to assign the CD to CN within the application: 

Step Action 

APPLICANT OF RECORD 

Note: The initial CN Application must be approved before assigning a Crane Device to a Crane 
Notice. 

Only the PE can file for a CN Number. 

A single CD number can have one or many associated CN numbers but a CN number can 
only be associated with a single CD number. 

  From the Dashboard, select the Crane Notices tab. 

 

  Locate the Crane Notice application. 

Under the Actions column, select Assign Crane Device. 

 


































































































































































































































































































































