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Create a DOB NOW ID for Existing DOB Licensee

Complete the following steps to create a DOB NOW ID:

Step

Action

/C >\
| ]
&/

Note In order to Log-in to DOB NOW, you must be registered.

Additionally, DOB recommends that you turn off pop-up blockers to successfully
navigate within DOB NOW.

For Step-By-Step instructions, please refer to www.nyc.gov/dobnow:

How to Turn Off Pop-up Blockers

L Access the Internet.
2. Go to www.nyc.gov/dobnow in your browser window.

| |'i%www.nyc.gow’dobnow | P~ -)|
3.

Press Enter on your keyboard.
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Step | Action

DOB NOW
Submit Filings, Payments, and Requests to the NYC

Submit Jobs for:

Search the Public Portal for Filings and Permits Submitted in

Bl | The DOB NOW Homepage Displays.

Submit Compliance filing for:

« Antenna + Plumbing
« Curb Cuts « Sidewalk Sheds
« Electrical « Signs
« Elevators « Sprinklers SAFETY
« Fences - Standpipes
« Limited Alteration « Supported Scaffolds
Application

Submit License filing for:

+ Welder
+ Journeyman
+ Gas Work Qualification Only

LICENSING

Log In to to Submit Jobs and Filings:

Address

House Number Street Name

Enter your e-Filing account information

Email
Borough

Select Borough v Password

Building Identification Number (BIN)

Borough, Block, Lot

Device Search

Licensees Search

To register for an account or reset your password, go to the
eFiling website.

Welder, Journeyman and Gas Work Qualification Applicants only -
enter your DOB NOW: Licensing profile email 2nd _password
above.

Don't have one? Click here to Create a new DOB NOW: Licensing
rofile.

Forgot password? Need more help? Contact us.
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Step | Action

4. From this page, underneath the Login button, find this line: Don’t have one? Click here
to Create a new DOB NOW: Licensing profile.

Click here on this line on the screen.

Doe
Log Into ﬂ to Submit Jobs and Filings:

Enter your e-Filing account information

Email

Password

To register for an account or reset your password, go to the

eFiling website.

Welder, Journeyman and Gas Work Qualification Applicants only -
enter your DOB MNOW: Licensing profile email and password

above.

Don't have one? Click here to Create a new DOB NOW: Licensing
profile.

Forgot password? Need more help? Contact us.
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Step | Action

Bl | A Confirm pop-up window displays with the message:
“Do you have any of the following DOB issued licenses/qualifications?”

B Welder

B Journeyman

Answer “Yes” if you have a license/qualification number. (You can enter an expired license
number if it expired after 1/1/2017.) If your answer here is “No,” go to page 16 for directions on
how to create a profile.

Confirm

Do you have any of the following DOB issued
licenses/qualifications?

o Welder
« Journeyman

Bo

5. A License Type Screen displays.
Enter the following required fields:

B Email (This email address must be different than one used to create an eFiling profile.)
B Password

B Re-enter Password

Create Profile - DOB NOW Licensing

Login Information:

Email*

Password Requirements

Must contain atleast 8 characters

*
Password Must contain one lower and uppercase letter

Must contain one non-alpha character

Re-enter Password* Must match with password
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Step

Action

Note A message displays if the email entered is already associated with a DOB license. A new
profile can be created with a new email address or return to the DOB NOW homepage to
login with this email address.

Create Profile — DOB NOW Licensing

Login Information:

Email*

susanlimadob@gmail.com

=
IA profile is already associated with the email address provldecl.l

6. Click + Add License.
Create Profile — DOB NOW Licensing
Login Information:
Email* .
Password Requirements
Must contain atleast 8 characters
Password* Must contain one lower and uppercase letter
Must contain one non-alpha character
Re-enter Password* Must match with password
License Type License Class/Class Type License Number DOB Issued ID Actions

Choose license type from the + Add License Type drop-down, (e.g., Journeyman).

License Type License Class/Class Type License Number DOB Issued ID Actions

+ Add License Type v | + Add License Class/Class Type v L

+ Add License Type
Journeyman
Welder
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Step | Action
8. Choose class type from the + Add License Class/ Class Type, (e.g., Fire Suppression Contractor
or Plumber Basic) (There is no License Class/Class Type for Welder so the system will default to
N/A).
License Type License Class/Class Type License Number € DOB Issued ID Actions
Journeyman v | + Add License Class/Class Type v k3
;lre Suapp_ress'.pn Contractor ‘
lumber - Basic
9. Enter the License Number (Enter your license or registration number as 6 digits only, no letters.
If your registration number is only 4 digits, add two zeros before it).
License Type License Class/Class Type License Number DOB Issued 1D Actions
Journeyman v Fire Suppression Contractor vI 001694 I E4
10.

Click the Document upload button to upload a copy of your DOB issued ID.

License Type License Class/Class Type License Number DOB Issued 1D Actions

Journeyman ¥ | Fire Suppression Contractor ¥ 001694
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Step

Action

11.

From the Document library page,

Select the applicable document and Click Open.

€ Open

@uv| . ¥ Libraries » Pictures » DocforFilings

Organize v Mew folder

¢ Favorites Pictures library
Bl Desktop Doc for Filings

4. Downloads Name Date
:-'_a Recent Places

==~ B @
Arrange by: Folder ~

Tags Size

I = |DOEBID 3/24/2008 4:41 PM

582 KB |

= Libraries
3 Documents
J‘i Music
le=| Pictures

B¥ videos

m

1M Computer

File name: DOBID

w | All Files -
I Open |v| Cancel

12.

A Notification pop-up window displays with the message:
“Document has been uploaded”

Click OK to close the Notification pop-up window.

Motification

Document has been uploaded
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Step | Action

[ The Document displays under the DOB Issued ID column.

License Type License Class/Class Type License Number € DOB Issued ID & Actions

lourneyman ¥ | Fire Suppression Contractor v 001e%4 DCB ID.jpg £

13. Click Save.

License Type License Class/Class Type License Number € DOB Issued ID Actions

lourneyman ¥ | Fire Suppression Contractor v 001694 DCB ID.jpg i

Note Repeat Steps 6-11 if you have additional DOB licenses.

14. Check the box stating; “By checking this box and clicking Create (below) you are affirming

that you have read and agree to the terms of the New York City Department of Buildings. *

DB\,-' checking this box and clicking Create (below) you are affirming that you have read and agree to the terms of the Mew York City Department of Buildings.”
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Step | Action

15. | A Statements & Signature message displays.

Click Accept to accept the Statements & Signature

Statements & Signature

As a condition of being granted a license/registration and/or qualification from the New York City Department of Buildings, | attest that | comply
with all New York City Administrative Code and Department rules, regulations, and directives governing how licensees/ registrants/qualification
holders conduct their specific trade. | have reviewed the information provided in this application and, to the best of my knowledge and belief,
attest to its accuracy. | understand that falsification of any statement made to the Department is a misdemeanor and that it is also unlawful to
give to a city employee, or for a city employee to accept, any benefit, monetary or otherwise, either as a gratuity for properly performing the job
or in exchange for special consideration. Such actions are punishable by imprisonment, fine and/or loss of license/registration and/or
qualification. In the event of an accident that involves my actions undertaken in connection with my license/registration and/or qualification, |
understand that the Administrative Code requires that | cooperate with any investigation and that failure to do so may result in immediate
suspension, revocation or other disciplinary action.

| understand and agree that by personally clicking on the box at left | am electronically signing this application and expressing my agreement
with all of its terms. | understand that this electronic signature shall have the same validity and effect as a signature affixed by hand.

Elcn

Note The Email and Date fields will now be auto-populated.

16. | Check the box stating “I’'m not a robot”.

™
D I'm not a robot S
reCAPTCHA

Privacy - Temms
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Step

Action

17.

The CAPTCHA screen displays.

Select all images with
cars
Click verify once there are none left

C O

Select all of the images listed on the upper left of the screen.

Click VERIFY.

18.

Click Create.

|i| By checking this box and clicking Create (below) you are affirming that you have read and agree to the terms of the New York City Department of Buildings.*

Email* Date*

Aspiringlicense@mail.com 11/29/2018

™

reCAPTCHA

Privacy - Tems

\/ I'm not a robot

Create Cancel
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Step | Action

19. | A Notification pop-up displays;

“You will now receive an email message with an activation link at the email address you
provided. To activate your profile, you must click on this link.”

Click OK to close the Notification pop-up window.

Motification =

You will now receive an email message with an activation
link at the email address you provided. To activate your
profile, you must click on this link.

Note An email notification with an activation link is sent to the email address you provided.
To activate your account, you must click on this link.

20.
In the email notification that was sent to the address you provided, click the link, “click here to

activate”.

Action Required - DOB NOW: Licensing Profile Activation Inbax x

CRM Buildings NYC DEV <CRMBuldNYCDev@buildings nyc govs

tome ¥

Click the below link to activate your Profile
After you click this link, you will receive an email confirming your Profile activation
This Profile Activationlink is valid for the next 30 days

This is an automated message. Please do not reply. If you have any questions, submit an inquiry at www.nyc.gov/dobnowhelp.

Sincerely,
NYC Department of Buildings

M Buildings
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Step | Action

21. A Notification pop-up window displays with the message:
“Your profile is now active.

Click here to log into DOB NOW: Licensing to apply for a new license or manage your profile.”

Click the “DOB NOW: Licensing” hyperlink to be brought to the DOB NOW Licensing page.

Your profile is now active.

Click here to log into]DOB NOW: L'.ce-wsirgltc::- apply for a new license or manage your profile.

You have completed the Create a DOB NOW ID for an Existing DOB Licensee Step-By-Step Guide. Go to
page 22 for instructions to Apply for a New License, which includes adding Full Gas Work Qualification
to an existing Journeyman registration. Go to page 67 to Manage License, which includes renewals and
reissuances.
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Create a DOB NOW ID for an Aspiring DOB Licensee

Complete the following steps to create a DOB NOW ID:

Step | Action

~ Note Before initiating the licensing process determine you meet all of the requirements. Click
on the link below to review the requirements.

Welder:
https://www1.nyc.gov/site/buildings/industry/welder-become.page

Journeyman:
https://www1.nyc.gov/site/buildings/industry/master-plumbers-master-fire-suppression-piping-
contractor.page

Note In order to Log-in to DOB NOW, you must be registered.

Additionally, DOB recommends that you turn off pop-up blockers to successfully
navigate within DOB NOW.

For Step-By-Step instructions, please refer to www.nyc.gov/dobnow:

How to Turn Off Pop-up Blockers

L Access the Internet.

2. Enter www.nyc.gov/dobnow in the URL field at the top of the browser window.
i |'gwww.nyc.gov_a'dobnow | D~ —)|

3. Press Enter on your keyboard.
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Action

The DOB NOW Homepage Displays.

DOB NOW
Submit Filings, Payments, and Requests to the NYC

Submit Jobs for: Submit Compliance filing for:
» Antenna + Plumbing « Boiler
- Curb Cuts + Sidewalk Sheds « Elevator
» Electrical + Signs « Facades
« Elsvators « Sprinklers SAFETY
» Fences + Standpipes
- Limited Afteration « Supported Scafiolds
Application

Search the Public Portal for Filings and Permits Submitted in d

Submit License filing for:
+ Welder
m « Journeyman

LICENSING

Gas Work Qualification Only

LogInto d to Submit Jobs and Filings:

Address

House Number Street Name Borough

Select Borough

Building Identification Number (BIN)
Borough, Block, Lot

Device Search
Licensees Search

Enter your e-Filing account information

Email

To register for an acCount of reset your passWord, go to the
eFiling website.

Welder, Journeyman and Gas Work Qualification Applicants anly -
enter your DOB NOW: Licensing profile email and password
above.

Bant have one? Cick here o Creste s new OB NOW: Lisensing
profile.

Fergot password? Need more help? Contact us.

From this page, underneath the Login button, find this line: Don’t have one? Click here

to Create a new DOB NOW: Licensing profile.

Click here on this line on the screen.

=
Log In to to Submit Jobs and Filings:

Enter your e-Filing account information

Email

Password

To register for an account or reset your password, go to the
eFiling website.

‘Welder, Journeyman and Gas Work Qualification Applicants only -
enter your DOB NOW: Licensing profile email and password
above.

Don't have one? Click here to Create a new DOB NOW: Licensing
prefile.

Forgot password? Need more help? Contact us.

DOB NOW M Licensing: Industry B October 22, 2018
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Step | Action

Bl | A Confirm pop-up window displays with the message:
“Do you have any of the following DOB issued licenses/ qualifications?

B Welder

B Journeyman

Click No if you are not a registered licensee with DOB.

Confirm =

Do you have any of the following DOB issued
licenses/qualifications?

» Welder

+ Journeyman

=E

5. Enter the following required fields:

First Name
Last Name
Email

Password

Re-enter Password

Create Profile — DOB NOW Licensing

First Name* Middle Initial Last Name* Password Requirements
Ima Weldernow " Must contain atleast 8 characters
Email* " Must contain one lower and uppercase letter
imaweldernow@gmail.com v | ¢ Must contain one non-alpha character
Password* « Must match with password

Re-enter Password*

DOB NOW M Licensing: Industry B October 22, 2018 16
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Action

Note A message displays if the email entered is already associated with a DOB license.

Create Profile - DOB NOW Licensing

Login Information:

Email*

susanlimadob@gmail.com

F profile is already associated with the email address prodeecI.I

6. Check the box stating “By checking this box and clicking Create (below) you are affirming that
you have read and agree to the terms of the New York Department of Buildings.*”
DBy checking this box and clicking Create (below) you are affirming that you have read and agree to the terms of the New York City Department of Buildings.*
7.

A Statements & Signature message displays.

Click Accept to move forward.

Statements & Signature

As a condition of being granted a license/registration and/or qualification from the New York City Department of Buildings, | attest that | comply
with all New York City Administrative Code and Department rules, regulations, and directives governing how licensees/ registrants/qualification
holders conduct their specific trade. | have reviewed the information provided in this application and, to the best of my knowledge and belief,
attest to its accuracy. | understand that falsification of any statement made to the Department is a misdemeanor and that it is also unlawful to
give to a city employee, or for a city employee to accept, any benefit, monetary or otherwise, either as a gratuity for properly performing the job
or in exchange for special consideration. Such actions are punishable by imprisonment, fine and/or loss of license/registration and/or
qualification. In the event of an accident that involves my actions undertaken in connection with my license/registration and/or qualification, |
understand that the Administrative Code requires that | cooperate with any investigation and that failure to do so may result in immediate
suspension, revocation or other disciplinary action.

| understand and agree that by personally clicking on the box at left | am electronically signing this application and expressing my agreement
with all of its terms. | understand that this electronic signature shall have the same validity and effect as a signature affixed by hand.*

o [

Note The Email and Date fields will now be auto-populated.
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Step

Action

Check the box stating “I’'m not a robot”.

™
D I'm not a robot
raCAPTCHA

Privacy - Temms

The CAPTCHA screen displays.

Select all images with

cars
Click verify once there are none left

cC OO

Select all of the images listed on the upper left of the screen.

10.

Click VERIFY.

DOB NOW M Licensing: Industry B October 22, 2018
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Step | Action
11 Click Create.
|i| By checking this box and clicking Create (below) you are affirming that you have read and agree to the terms of the New York City Department of Buildings.*
Email* Date*
Aspiringlicense@mail.com 11/29/2018
™
\/ I'm not a robot Sl

reCAPTCHA

Privacy - Tems
12.

A New Account Confirmation displays (for new licensees only):
Please note that the entered Name and Email cannot be changed after submitting:

Click Confirm to move forward.

New Account Confirmation

Are you sure want to submit your profile creation request? Please confirm.
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Step | Action

13. | A Notification pop-up displays;

“You will now receive an email message with an activation link at the email address you
provided. To activate your profile, you must click on this link”

Click OK to close the Notification pop-up window.

Motification =

You will now receive an email message with an activation
link at the email address you provided. To activate your

profile, you must click on this link.

Note An email notification with an activation link is sent to the email address you provided.
To activate your account, you must click on this link..

14. Click the link, “Click here to activate.”

Action Required - DOB NOW: Licensing Profile Activation Inbox

CRM Buildings NYC DEV <CRMBuildNYCDev@buildings.nyc.govs

wome «

Click the below link to activate your Profile.

I Click here to activate.l

After you click this link, you will receive an email confirming your Profile activation.
This Profile Activationlink is valid for the next 30 days.

This is an automated message. Please do not reply. If you have any questions, submit an inquiry at www nyc.gov/dobnowhelp

Sincerely,
NYC Department of Buildings

m Buildings
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Step | Action

Bl | A Notification pop-up window displays with the message:
“Your profile is now active.

Click here to log into DOB NOW: Licensing to apply for a new license or manage your profile.”

Click the “DOB NOW: Licensing” hyperlink to be brought to the DOB NOW Licensing page.

Your profile is now active.

Click here to log into]DOB NOW: L'.ce-"ls'trglto apply for a new license or manage your profile.

You have completed the Create a DOB NOW ID for Aspiring Licensees Step-By-Step Guide, Go to page
22 for instructions to Apply for a New License.
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Apply for a New License (Journeyman, Welder, Gas
Work Qualification Only)

Complete the following steps to complete the General Information Tab:

Step

Action

1

Access the Internet.

ce

2. Enter www.nyc.gov/dobnow in the URL field at the top of the browser window.
I |gwww.n)rc.gow‘dobnow | L~ |
3. | Press Enter on your keyboard.

DOB NOW M Licensing: Industry B October 22, 2018
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Step | Action

Il | The DOB NOW Homepage displays.

DOB NOW
Submit Filings, Payments, and Requests to the NYC

Submit Jobs for: Submit Compliance filing for:
DOB " 9

» Antenna * Plumbing » Boiler
» Curb Cuts * Sidewalk Sheds » Elevator
« Electrical - Signs « Facades
« Elevators + Sprinklers SAFETY
« Fences + Standpipes
- Limited Alteration - Supported Seaffolds

Application

[pos}
Search the Public Portal for Filings and Permits Submitted in d

LICENSING

Submit License filing for:

* Welder
« Journeyman
« Gas Work Qualification Only

Log Into to Submit Jobs and Filings:

Address

House Number Street Name Borough

Select Borough -

Building Identification Number (BIN)

Borough, Block, Lot

Device Search

Licensees Search

Enter your e-Filing account information

Email

Password

To register for an account of reset your password, go to the
eFiling website.

Welder, Journeyman and Gas Work Qualification Applicants only -
enter your DOB NOW: Licensing profile email and password

Don't have one? Click here to Create 2 new DOB NOW: Licensing
profile.

Forgot password? Need more help? Contact us.

DOB NOW M Licensing: Industry B October 22, 2018
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Step | Action

4. Enter your Email and Password.

DOB
Log In to [M9%]to Submit Jobs and Filings:

Enter your e-Filing account information

Email

L 1

Password

To register for an account or reset your password, go to the

eFiling website.

Welder, Journeyman and Gas Work Qualification Applicants only -
enter your DOB NOW: Licensing profile emall and password

above.

Don't have one? Click here to Create a new DOB NOW: Licensing
profile.

Forgot password? MNeed more help? Contact us.

5. Click Login.

To register for an account or reset your password, go to the
eFiling website.

Welder, Journeyman and Gas Work Qualification Applicants only -
enter your DOB NOW: Licensing profile email and password

above.

Dan't have one? Click here to Create a new DOB NOW: Licensing
profile.

Forgot password? MNeed more help? Contact us.
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Action

If the Licensing icon does not display, you have most likely logged in with an eFiling account and
need to create a DOB NOW profile. See page 15 for directions to create a profile.

DOB NOW
Submit Filings, Payments, and Requests to the NYC Department of Buildi

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

New License Applications, Renewals, Reissue, Change Requests are available under DOB NOW: Licensing.

Facade, Boiler and Elevator Compliance Filings are available under DOB NOW: Safety.

Plumbing, Sprinkler, Standpipe, Antenna, Curb Cut, Sidewalk Shed, Supported Scaffold, Fence, Sign, Electrical, Elevator and Limited Alteration
Application Job Filings are available under DOB NOW: Build.

Get started by selecting a component below.

DOB

P |

6. Click the Licensing icon.

DOB DoB

BUILD I SAFETY I LICENSING

Note Neither the Build nor Safety Icons are accessible when you are logged in as a Welder or
Journeyman.

Bl | The Licensing Dashboard opens on the My Applications tab.

FI DOB NOW
[now | Submit Filings, Payments, and Requests to the NYC Department of Buildings
LICENSING

I I T

My Applications I My Requests

Numby.. Application Type' License Type License Class/Class Type- Application Status’ Applicant of Record” Payment Statusv  Created Datev... Modified Date' . Actions
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Step | Action

Note The My Requests tab show’s activities already submitted.

7. Click + New License.
DOB NOW
[ NOW_ Submit Filings, Payments, and Requests to the NYC Department of Buildings
LICENSING

n 1 Lemae e

8. Select the radio button for the applicable License Type, (e.g., Welder).

License Types

| @ Welder

O Gas Work Qualification Only

() Journeyman

Kl 20

9. Click Next.

Note Based on the License Type selected, a series of questions and sub-question will display.

Welders skip to Step 12.

DOB NOW M Licensing: Industry B October 22, 2018 26




LICENSING: STEP-BY-STEP GUIDES

Step | Action
10. | Choose the Licensee Sub Type. (Journeyman only)
Licensee Sub Type
O Fire Suppression Contractor
O)Plumber- Basic
{:} Plumber- Full Gas Werk Qualification
(OfPlumber- Limited Gas Work Qualification
—
11. | Click Next.
12.

Note: Supplemental Investigation Questionnaire displays.

Select the appropiate radio buttons.

Supplemental Investigation Questionnaire

Are you at least elghtzen (18) years old?™
Are you fit to perform the work authorized by this license?*
Are you able to speak and write the English language?”

Are you of good moral character?*

@ Yes
@ Yes
@ Yes
@ Yes

O No
ONe
O No
ONe

Note All qualifications in the Supplemental Investigation Questionare must be met to proceed.

13.

Click Submit.

DOB NOW M Licensing: Industry B October 22, 2018
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Step

Action

®

Applicant Information defaults, and is read only.

Application Information
Application Type”® License Type®

MNew License v Welder v

14. | Under the Applicant of Record, Address, and Personal Information section, enter all required
fields.
Applicant of Record
First Name™ Middle Initial Last Name®
Susan Lima
Email*
susanlimal@gmail.com
Address
House Number* Street Name® Apartment/Building Number
City* Borough* State”
Select v Select v
Zip Code* Home Telephone* Mobile Telephone*
Personal Information
Birth Date* SSNATIN®
A I
15. | Select the appropriate responses under City Employee, Named Agent Information and Electronic

Disposition.

City Employee

Are you a city employee?® O Yes O Ma

Named Agent Information

Do you have a Named Agent?™ O‘fes O No

Electronic Disposition

Do you wish to receive the Department of Buillding's determination on your application by email O Yasg O Mo
in lieu of a paper copy?*
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Step

Action

16.

Named Agent is only applicable for Welder applications. Welders residing outside of New York
City are required to have a named agent that resides in New York City and acts as a legal

representative.

If applicable, click Yes for “Do You Have a Named Agent?”

Named Agent Information
Do You Have a Named Agent?* ©Yes O No
First Name® Middle Initial Last Name™
Jane Jones
House Number® Street Name™ Apartment/Building Number
366 park Ave Park Ave
City™ Borough® State™
New York Manhattan v New York v
Zip Code* E-mail*
11216 susanlimal@gmail.com

17.

nter the required tields for Named Agent Information.

18.

Click the boxes to attest to the Named Agent.

| hereby agree that the above Named Agent may accept service of Motices of Viclation (NOV)/Summeonses issued by the New York City Department of Buildings (DOE). | alsc agree that service to
this Agent at the address listed above shall be deemed to be valid service of the NOVs/Summeonses under New York City Charter 1049-a, section 6-08 of the rules of OATH Hearings Division and)|
other applicable laws to allow for the docketing of judgments. | further agree not to raise any defact with respect to service for any NOVs/Summonses received from DOEB at the address above, in
any forum, including before a hearing officer of OATH/ECB, the Environmental Control Board itself, or in any court of law.”

Name Date

Note If No is selected click in the box to acknowledge there is no named agent.

Named Agent Information

Do you have a Named Agent?* OYes @ No

D | acknowledge that failure to designate an agent in New York City (NYC) or maintain a NYC address for receipt of service, constitutes a waiver of any challenges to service of process.*

Name Date

DOB NOW M Licensing: Industry B October 22, 2018 29




LICENSING: STEP-BY-STEP GUIDES

Step | Action
19. | Click Save on the upper left corner of the page.
DOB NOW
Submit Filings, Payments, and Requests to the NYC Department of Buildings
Application Type*
New License v
Applicant of Record
First Name*
Li
20. | A Notification pop-up window displays with the message:

“Please note that the below information cannot be changed after saving:

Application Type: New License”

Click Save to close the Notification pop-up window.

Notification

Application Type: New License

Please note that the below information cannot be changed after saving:
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Step | Action

21. | A Notification pop-up window displays with the message:
“Application has been saved”

Click OK to close the Notification pop-up window.

Motification >

Application has been saved

Bl | The License Number is now displayed above the General Information tab, and the following tabs
are displayed:

Qualifications/ Experience
Documents

Statements & Signatures

pre-filing Pending QA Review Approved Pending Card Issuance License Card Issued a
Dashboar
Application
Highlights
L00000300 Application Information

Application Type” License Type License Class/Class Type®
General Information
New License v Journeyman v Fire Suppression Contractor v

Qualifications/Experience

Applicant of Record

Documents g
First Name™ Middle Initial Last Name™ Trace
- History
Statements & Signature Ima Weldemnow )
D
Address N
ayment
House Number* Street Name* Apartment/Building Number History
16 Irondale Rd
City* Borough* State”
Brookiyn Brooklyn v New York v
Zip Code® Home Telephone Mobile Telephone*
11216 (111) 222-3333 (444) 3332222

You have completed the Complete the General Information Tab Step-By-Step Guide; continue to the
Qualification/ Experience Journeyman or Welder Step-By-Step Guide.
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Enter Qualifications/Experience for a Journeyman

Complete the following steps to complete the Qualifications/ Experience for a Journeyman:

Step

Action

1

Click the Qualifications/Experience tab.

m [ Preview to File

L00000494

General Information

Qualifications/Experience

Documents

Statements & Signature

Under Qualifications,

Select the appropriate statement to acknowledge that the criteria has been met.

Qualifications®

Has at least 5 years experience under the supervision of a Licensed Master Plumber, with at least 1 year in New York City

DCUmpleted a New York 5State - approved plumbing apprenticeship, with at least 1 year experience under the supervision of a Licensed Master Plumber

Under the Experience Information section of the page,

Click + Add Experience.

Experience Information*

= Add Experience
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Step | Action

4. The Experience sub-page displays.

Enter all required fields:

Experience

City Agency or Trade Business?*

Select v
Supervisor Licensee Number* Business Address*
Borough* State*

Select v Select

Business Telephone*

City Agency or Trade Business Name*

Date of Employment Began™®

Supervisor Licensee Name*

City*

Zip Code*

Date of Employment End*

5. Click Save.
Experience

City Agency or Trade Business? City Agency or Trade Business Mame Supen isor Licenses Mame*
Trade Business Name r Todd Constructio mees To

Supervisor Licensee Murnber* Business Address City
SH7807 500 Park Place Miew York City

Borow State Iip Code
Manhatta " M Yok - 10011

Busingss Tebephone*

314} 7E5-8588

Date of Employment End

06012018 -

“Experience has been added”

A Notification pop-up window displays with the message:

Click OK, to acknowledge the Notification message.

Motification

Experience has been added
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Step | Action

)
{ |
.\; Y,

Note The Add Experience button can be used multiple times.

Experience must add up to 5 years in order to submit the application. The Total
Experience calculates below the Add Experience section.

New York City Experience: 7 Year(s) 8 Month(s) ‘Outside Experience: 0 Year(s) @ Month(s) Total Experience: 7 ‘ear(s) 8 Month(s)

Bl | The Experience Information section of the page displays a summary of the user’s
experience.

Experience Information*

= Add Experience

City Agency or Trade Busi... Address Telephone Date of Employment Began Date of Employmen
Todd Construction 500 Park Place 9173055986 01/01/2016 01/02/2018

You have completed the Qualifications/Experience Journeyman Step-By-Step Guide; continue to
the Upload Documents Tab Step-By-Step Guide.
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Enter Qualifications/Experience for a Welder

Complete the following steps to complete the Qualifications/ Experience for a Welder:

Step

Action

1

Click on the Qualifications/Experience tab.

m IR Preview to File

L00000494

General Information

Qualifications/Experience

Documents

Statements & Signature

Select the applicable radio button to answer each question in the Convictions and Fines
section.

Convictions and Fines

Have you ever been convicted or pled guilty to an offense anywhere (an offense is defined as a violation. misdemeanor, or felony)?* OYes O No
Do you owe any penalties or fines to the City of New York?* O Yes O No
Does any company or business you have been associated with under your Department-issued license owe any fines, penalties or fees to the City of OYeS O No

New York that were incurred during your association with that company or business?™

Note The Supplementary Investigation Questionnaire is populated from previous
information provided.

Supplementary Investigation Questionnaire
Are you at least eighteen (18) years old?™ ©Ye5 O No
Are you fit to perform the work autherized by this license?™ ©Ye5 O No
Are you able to speak and write the English language?* @Yes O No
Are you of good moral character?* ©Yes O No

Note All qualifications in the Supplemental Investigation Questionare must be met to
proceed.
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Step | Action

3. Click Save.

I Preview to File

LO0000517

General Information

Qualifications/Experience

Documents

Statements & Signature

4. | A Notification pop-up window displays with the message:
“Application has been saved”

Click OK to close the Notification pop-up window.

Motification x

Application has been saved

You have completed the Qualifications/Experience for Welders Step-By-Step Guide; continue to
the Uploading Documents Step-By-Step Guide.
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Upload Documents

Complete the following steps to Upload Documents:

Step | Action

1 Select the Documents tab.

I Preview to File

L00000494

General Information

Qualifications/Experience

Statements & Signature

Bl | The Document tab displays.

Required Documents

4+ Add Document

Note Required documents are not listed on the documents screen.

To access a list of required documents click the Preview to File icon in the top left
corner of the screen.

A Notification pop-up window displays with a list of all missing information,
including a list of necessary documents.

Notification X

« Amount should be paid to DOB.

Please upload below document(s):

+ Visual Acuity Test Form.

« LIC 62 Physical Exam Form.

= Photo IDW.

« Birth Certificate or Current Passpart or Green Card - W.
« Social Security Card W.

- Proof of Residence (utility bill, lease, or deed) or a typed
notarized letter.

= AWS or NYSDOT certification card.
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Step | Action
2. Click + Add Document.
Required Documents
Document Name Document Type Document Status
Bl | The Upload a Document Page displays.

Upload a Document

Document Name™

Document Type*

Select

Document

Choose File | No file chosen

Welder:

Note For a list of required documents click on the appropriate link below:

https://www1.nyc.gov/site/buildings/industry/welder-become.page

Journeyman:

https://www1.nyc.gov/site/buildings/industry/master-plumbers-master-fire-suppression-

piping-contractor.page
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Step | Action

3. Enter the Document Name.

Upload a Document

Document Name*

oPL1|

Document Type®

Document

| Choose File | No file chosen

| Lpload |

Select the Document Type from the drop-down list. (e.g., DPL-1: Design Professional
Seal & Signature).

Upload a Document

Document Name*

DPL1

Document Type*

Photo ID

Birth Certificate or Current Passport or Green Card
Social Security Card

-rRecognized lraining Frogram ATidavt
Experience Verification Letter/Social Security History of Earnings
Apprenticeship Program Certification

Demonstrated an understanding of and proficiency and competency with gas work (content T
Experience Verification Affidavit

Apprenticeship Program Registration
Completion of 16 hour training program for limited gas (content TEBD by Licensing)
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Step | Action

5. Click Choose File.

Document

Choose File § No file chosen

6. From the Document library page,

Select the applicable document and Click Open.

€ Open

Qu | . ¥ Libraries » Documents » My Documents » Docs for Filings

Organize » New folder

Bl Desktop E Docs for Filings

[ Favorites ‘
4 Downloads

i‘ Documents library

5 Recent Places

Change Manage:
Tip Sheets
Training and Chz
PMP

@ Libraries
3 Documents
J'- Music
=] Pictures

£ videos

18 Computer
B local Disk (C) ™

- | 3 | ‘ Search Docs for Filings Fe |
=« .@.

Arrange by:  Folder »

Name Date medified Type Size
2| DPL-1 Design Professional Seal Signature ] 9/12/2017 4:41 PM Adobe Acrobat D... 287 KB

| PlansSketch 9/15/201712:25 PM  Adocbe Acrobat D... 339 KB
) ACRIS Report 6/18/2018 9:43 AM  Adobe Acrobat D... 220 KB

File name:

- [Custom Files ']

Open }v Cancel

7. Click Upload.

Document

Choose File | DPL-1 Desig...gnature.pdf
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Step

Action

A Notification pop-up window displays with the message:
“Document has been uploaded”

Click OK to close the Notification pop-up window.

Notification >

Document has been uploaded

The Document displays under the Document Name and Document Type.

Required Documents

4 Add Document

Document Name
DPL1 DPL-1: Design Professional Seal & Signature I

Document Type

®

Note For information on the DPL-1 form and instructions on how to upload it to your
computer, go to the Licensing Resources link on the DOB NOW webpage.

For raised seals, lightly shade with pencil so that the seal clearly appears in the scanned
copy. A seal may not be required depending on your license type.

Note Repeat Step 2-8 for each additional document required.

You have completed the Upload Documents Step-By-Step Guide; continue to the Statements &
Signatures Tab Step-By-Step Guide.
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Complete Statements & Signatures

Complete the following steps to complete the Statements & Signatures:

Step | Action

1 Click on the Statements & Signature tab.

B Preview to File

L00000494

General Information

Qualifications/Experience

Statements & Signature

2. Review the License Application agreement.

To confirm that you agree, Select the License Application check-box.

Date default.

Note: Once the License Application check-box is selected, the applicant’s Name and

Applicant of Record - Statements & Signature

n of beng granted a scende/regittiation an n from the New York City Deparsmen

ode and Department ndes, reguldtion

governing how licensees/ regatrants/ thew tpecific trade

have revewed the o "0 oesded (n e apphcaticn and. to the best of

satement mag sdemeancr and that 11 is 530 uniswhit

otherwise, either »

serly performing the job of in exchangs for

cenae/regntration

n e event of an s

reGuires that | coo)

VOCAION o Othet dciphnany acton

of process

wnderstand that this electronic tgnature thall have the same validity snd efect & & signature affaed by hand

naersiand that felsitcation

o accepl any benefil me

‘ undentand asd agree that By perscmally ticking on the Box ot left | am electonically ¥gning this spplication and expeessng my sgreement with oll of

comply with all New York City

e punighadie by impraonment. fne and/or 098 ¢

'or Guaitfication, | understasd Tt the Ad=inatrative Code

ACKNOWIRGPe that Tailure 10 detignate an agent m New York City INYC) or mantan o NV address 10t recespt OF sernce, consuiutes & warver of any challenges 10 service

i1y Seremy
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Step | Action

3. Scroll down the page to see Voluntary Authorization for License Disposition by Email
Review the Voluntary Authorization for License Disposition by Email agreement.

To confirm that you agree, Select the Voluntary Authorization for License Disposition
by Email check-box.

Voluntary Authorization for Service of Process by tmalt

Note The Signature and Date auto-populate.

4. From the upper left corner of the page, Click Save.
L00000494
5. A Notification pop-up window displays with the message:

“Application has been saved”

Click OK to close the Notification pop-up window.

Notification =

Application has been saved

You have completed the Journeyman or Welder Qualifications/ Experience Tab Step-By-Step
Guide; continue to the Pay Now Step-By-Step Guide.
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Pay Now

Complete the following steps to Pay Now:

Step

Action

Note Payment is due upon submission of the application in the Pre-filing stage.

Approved Pending Card Issuance

|Pre—ﬁl[ng Pending QA Review

License Card Issued

Payment is due prior to License Card Issued for the License Card.

Pre-filing Pending QA Review Pending Background Review | Approval Letter Sent

License Card Issued

Click the Pay Now icon from the Menu bar on the right side of the page.

ve filkng vodeg QA Revew Agipeorved Perding Cand Houatee wenie Cand hsw
[ #sew | B noiewiie |
L00000712
Applicant of Record - Statements & Signature
2 ot Liceroe Applicaticn
" t ) v & - -t
~ N A AN 4 2 2L WOW >
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Step

Action

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

“Are you sure you want to make a payment now for $330.00?

Please confirm that your pop-up blocker is turned off before proceeding to Payment.”
Click Yes to close the Payment Confirmation pop-up window.

Note: If you select “No” you will not be able to submit your application.

Payment Confirmation

Payment s not the last step. Click the Freview to File bution at the top of the screen to
submit the application.
Are you sure you want to make a payment now for $330.007

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

B

Note You must pay fees before continuing to Preview the filing. Click the link below to
view the How to Pay in DOB NOW: Build and Safety video.

https://www.youtube.com/watch?v=YHDbxAuS8Dk

PAYING IS NOT THE LAST STEP. Click the Preview to File button to complete the process.
Continue to the Preview to File section of the Step by Step for instructions.

Note The Status updates to License Card Issued.

Pre-filing Pending QA Review Pending Background Review Approval Letter Sent | License Card Issued

You have completed the Pay Now Step-By-Step Guide; continue to the Preview to File Step-By-Step

Guide.
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Preview to File

Complete the following steps to Preview to File an application:

Step

Action

8.

From the upper left corner of the page;

Click Preview to File.

I Preview to File

L00000494

General Information

Qualifications/Experience

Documents

Statements & Signature

Click Next to read and progress through the Application Preview until you reach the

final page with the attestation.

Application Preview «Previous | Next» | @Zoom QZoom 100% v 1
LICENSING Eidings
Application Highlights
Application Number: L00002468
Application Type: New License
License Type: Welder
License Applicstion Status: Pre-filing
Payment Summary
Application Fee: $330.00
License Card Fes: $0.00
Total Fee: $320.00
Amount Paid. $330.00
Amount Due: $0.00
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Step

Action

Note If you discover errors when Previewing the PDF, click Return to Filing View,

correct the errors, re-attest and Preview to File again.

C Return to Application View

10. Select the check-box to attest that you have reviewed the application.
Note: Once the check-box is selected, the applicant Name and Date default.

E | understand and agree that by personally clicking on the box at left | am electronically signing this application and expressing my
agreement with all of its terms. | understand that this electronic signature shall have the same validity and effect as a signature
affixed by hand.

MName ) Date
Susan Lima 10/18/2018
(Electronically Signed)
11. Click File.

v | understand and agree that by personally clicking on the box at left | am electronically signing this application and expressing my
agreement with all of its terms. | understand that this electronic signature shall have the same validity and effect as a signature
affixed by hand.

Name ) Date
Susan Lima 10/18/2018
(Electronically Signed)
C Return to Application View
12.

A Notification pop-up window displays with the message:

“Application has been submitted to DOB for review. You will receive status
notifications by email. The application status will also be updated in DOB NOW.”

Click OK to close the Notification pop-up window.

Motification X

Application has been submitted to DOB for review. You will
receive status notifications by email. The application status
will also be updated in DOB NOW.

ﬂ View Application
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Step | Action

Note The status updates to Pending QA Review.

Pre-filing | Pending QA Review Approved Pending Card Issuance License Card Issued

And then Pending Background Review while DOB completes the review
process (Welder only).

Pre-filing Pending QA Review | Pending Background Review Approval Letter Sent License Card Issued

Note If additional information is required, an email is sent to the applicant requesting
additional information.

The status bar displays a red exclamation mark on Pending Background Review

(refer to the Additional Information Requested section).

Pre-filing Pending QA Review | Pending Background Review Approval Letter Sent License Card Issued

You have completed the Preview to File Step-By-Step Guide.
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Additional Information Requested

Complete the following steps to respond to an additional information request:

Step | Action

@ You will receive a Status Incomplete email notifying you of any additional information
requested (e.g., The DPL1 form is expired).

QA Review of License Application# LOO006000 - Status Incomplete inbox x

CRM Buildings NYC DEV <CRMBuildNYCDev@buildings .nyc.govs

wme ¥

A Quality Assurance (QA) staff member reviewed your Welder license application# L00006000 and provided the following comments:

IThe DPL1 form is expired.l

Log in tofD o make the required changes in the Application. Click on Resubmit for your application to be reviewed again.
This is an automated message. Please do not reply. If you have any questions, submit an inquiry at www.nyc.gov/dobnowhelp.
Sincerely,

NYC Department of Buildings

m Buildings

1 Click on the Log in to DOB NOW: Licensing link and enter your email and password
to access your Dashboard.

2. From the Dashboard,

Double click the license request number to open the application.

0 e
My Applications My Requests

Application Number ~  Application Type License Type v License Class/Class Type v Application Status v
LO0006001 New License Welder N/A Additional Information Requested
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Step

Action

Additional Information Requested displays in the Application Status column.

Application Status v

Additional Information Requested

3. A Notification pop-up window displays with the message:
“Application Information.”
Click OK to close the Notification pop-up window.
x
Application Information
Application Number: LO0O006000
Application Type: New License
License Type: Welder
o
The application opens and the status bar displays a red exclamation point on the
Pending QA Review stage.
v
Pre-filing Pending QA Review
4. Select the Documents tab.

Chsee [t

L00006000

General Information

Qualifications/Experience

Documents

Statements & Signature
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Step | Action
5. In the Actions column, to the right of the Document that requires updates, click the
Delete icon.
Required Documents
Document Name Document Type Document Status Actions
DPL1 DPL-1: Design Professional Seal & Signature Rejected G
Birth Cert Birth Certificate or Current Passport or Green Card Accepted G
Photo ID Photo ID Accepted G
SS Card Social Security Card or ITIN Accepted G
AWS AWS or NYSDOT Certification Card Accepted G
Lic62 LIC 62 Physical Exam Form Accepted G
Visual Acuity Visual Acuity Test Form Accepted G
6. A Confirmation pop-up window displays with the message:
“Are you sure you want to delete this record.”
Click Yes to close the Notification pop-up window.
Confirm
Are you sure you want to delete this record?
Yes No
7. Click + Add Document.
Required Documents
4 Add Document
8. Refer to the section Upload Documents to complete the document upload.

Upload Documents
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Step | Action

9. Click Resubmit.

o

L0O0006000

General Information

Qualifications/Experience

Documents

Statements & Signature

The application has now been resubmitted to DOB for review and an email notification will be
sent when the review is complete. You have completed the Additional Information Requested

Step-By-Step Guide.
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Manage My Profile > Change Profile

Change Password
Complete the following steps to Change Password:

Step | Action

L From the DOB NOW Dashboard, Click the Manage Profile button.

DOB NOW
[ NOw | Submit Filings, Payments, and Requests to the NYC Department of Buildings
LICENSING

£ e

2. Select Change Profile from the Manage my Profile drop-down list.

Change Profile

Manage License

View Profile

3. From the Sub-menu click Change Password.
l Change Password l
Manage License Change Name
View Profile Change Address

Change Mame & Address
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Step | Action

4. A Change Password screen appears.

Enter the following required fields:

B Old Password
B New Password

B Re-enter Password

Change Password

Old Password*
Password Requirement :

Must enter old password

New Password* Must contain at least 8 character

Must contain one lower & uppercase letter
Must contain one nen-alpha character
Re-anter Password* Must match with confirm password

5. Click Confirm.

[ =S

6. A Notification pop-up window displays with the message:
“Application saved successfully.”

Click OK to close the Notification pop-up window.

Notification x

Your password has been changed.

You have completed the Change Password Step-By-Step Guide.
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Change Name

Complete the following steps to Change Name:

Step

Action

1

From the DOB NOW Dashboard, Click the Manage Profile button.

LICENSING

DOB NOW
[ Now_ Submit Filings, Payments, and Requests to the NYC Department of Buildings

3 e

Select Change Profile from the Manage my Profile drop-down list.

Change Profile

Manage License

View Profile

From the Sub-menu click Change Name.

2 Manage My Profile

Change Profile

Manage License

View Profile

b

Change Password

l Change Mame l

Change Address

Change Mame & Address
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Step

Action

A Confirmation pop-up window displays with the message:
“Are you sure want to proceed with Change Name?”

Click Yes to close the Notification pop-up window.

Confirm

Are you sure want to proceed with Change Name?

[

Note The General Information Tab displays.
Enter the following required fields:

B First Name
B Middle Initial (If applicable)

B Last Name
General Information
Licensee Existing Name Licensee Existing Address

Ima Weldemow 16 Irondale Rd, Brooklyn
BROOKLYN New York 11216

Licensee New Name

First Name* Middle Initial

From the upper left hand corner of the page,
Click Save.

General Information
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Step | Action

6. A Notification pop-up window displays with the message:
“Change Request saved successfully.”

Click OK to close the Notification pop-up window.

Motification =

Change Request saved successfully.

P
@ Note The License Number is now displayed above the General Information tab, and
the following tabs are displayed:

B Documents

B Statements & Signatures

Pre-filing Pending QA Review Approved License Card Issued @«

R869072

59

Licensee Existing Name H Licensee Existing Address
General Information 1 D
Documents
Ima Welder Now 16 rondale Rd, Brooklyn i
¥ rk, 1 | :
Statements & Signature BROCKLYN New York. 11216 D
Licensee New Name - .3
First Name Middl Initial Last Name*

7. Refer to the Upload Documents Step by Step to add Proof of Name Change.

8. Refer to the Complete Statements & Signatures Step by Step to attest to the changes.

a
U

Note Name and date will be blank until name change is approved.

| | understand and agree that by personally clicking on the box at left | am electronically signing this application and expressing my agreement with all of its terms. | understand that this electronic
signature shall have the same validity and effect as a signature affixed by hand.

Name Date

(Electronically Signed)

DOB NOW M Licensing: Industry B October 22, 2018 57




LICENSING: STEP-BY-STEP GUIDES

Step | Action

Note Alllicensee types pay an application fee for Name changes.

Welders pay an application fee for Address changes.

9. Refer to the Pay Now Step by Step to pay for the new license card.

10. | Refer to the Preview to File Step by Step to file for the name change.

Note A notification pop-up window displays with the message:

“Application has been submitted to DOB for review. You will receive status
notifications by email. The application status will also be updated in DOB NOW.”

Click OK to close the notification.

Motification *

Application has been submitted to DOB for review. You will
receive status notifications by email. The application status
will also be updated in DOB NOW.

n View Application

You have completed the Change Name Step-By-Step Guide.
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Change Address
Complete the following steps to Change Address:

Step | Action

1. From the DOB NOW Dashboard, Click the Manage Profile button.
DOB NOW
[ Now_ Submit Filings, Payments, and Requests to the NYC Department of Buildings
LICENSING

3 e

2. Select Change Profile from the Manage my Profile drop-down list.

Change Profile

Manage License

View Profile

3. From the Sub-menu click Change Address.

2 Manage My Profile

GUENGERGHICENNY Change Password

Manage License Change Name

View Profile l Change Address l

Change Mame & Address
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Step

Action

A Notification pop-up window displays with the message:
“Application saved successfully.”

Click Yes to close the Notification pop-up window.

Confirm x

Are you sure want to proceed with Change Address?

[

Under the License New Address,

Enter the required fields.

Licensee New Address v

House Number*®
18

City
New York

Zip Cade*
11235

Street Name™

Irondale Rd

Borough*

Manhattan

Heme Telephone™

(111) 222-3333

Apartment/Building Number

State’

New York

Mobile Telephone

Click Save.

LICENSING

DOB NOW

Submit Filings, Payments, and Requests to the NYC Department of Buildings
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Step

Action

A Notification pop-up window displays with the message:
“Application saved successfully.”

Click OK to close the Notification pop-up window.

Motification X

Change Request saved successfully.

Note The License Number is now displayed above the General Information tab, and

the following tabs are displayed:

B Documents
B Statements & Signatures

Pre-filing Pending QA Review Approved License Card Issued _

.'3
R869072
Licensee Existing Name Licensee Existing Address H
General Information D
Daocuments
Ima Welder Now 16 Irondale Rd. Brooklyn i
Statements & Signature bbb | k)
Licensee New Name ¥ D
First Name Middle Initial Last Name

Refer to the Upload Documents Step by Step to add Proof of Name Change.

Refer to the Complete Statements & Signatures Step by Step to attest to the changes.

Note All licensee types pay an application fee for Name changes.

Welders pay an application fee for Address changes.
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Step | Action
10. Refer to the Pay Now Step by Step to pay for the new license card.
11. Refer to the Preview to File Step by Step to file for the name change.
12. A Notification pop-up window displays with the message:
“Application submitted to DOB for review. You will receive status notifications by
email. The application status will also be updated in DOB NOW. ”
Click OK to close the Notification pop-up window.
Notification x
Application has been submitted to DOB for review. You will
receive status notifications by email. The application status
will also be updated in DOB NOW.
o
|/7\|
A\L%

Note Upon approval, the change takes effect under user Profile, and an email
notification is sent indicating the applicant will receive a new License Card
within 10 business days.

You have completed the Change Address Step-By-Step Guide.
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Change Name and Address

Complete the following steps to Manage a Profile:

Step | Action
1. From the DOB NOW Dashboard, Click the Manage Profile button.
DOB NOW
| NOW Submit Filings, Payments, and Requests to the NYC Department of Buildings
LICENSING
D
2. Select the applicable action from the Manage my Profile drop-down list, (e.g., Manage
License).
4 Manage My Profile
Change Profile
[ | Manage License
View Profile
3. From the Sub-menu click Change Address.
3 Manage My Profile
GOELGEANGIICENNY  Change Password
Manage License Change Name
Viiew Profile Change Address
Change Name 8 Addressl|
4,

A Notification pop-up window displays with the message:
“Application saved successfully.”

Click Yes to close the Confirm pop-up window.

Confirm x

Are you sure want to proceed with Change Name and

Address?
s [ o]
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Step | Action

5. Under the Licensee New Name/Address section,

Enter the required fields.

| Licensee Existing Name || Licensee Existing Address
Ima Welder Now ‘ I 17 Irondale Rd, Brooklyn

A BROOKLYN New York, 11216

Licensee New Name/Address v
First Name* Middle Initial Last Name®
House Number® Street Name® Apartment/Building Number
City* Borough* State™
Select Select
Zip Code* Home Telephone* Mobile Telephone*

6. Click Save.

DOB NOW

LICENSING

Submit Filings, Payments, and Requests to the NYC Department of Buildings

7. A Notification pop-up window displays with the message:
“Application saved successfully.”

Click OK to close the Notification pop-up window.

Notification

Change Request saved successfully.
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Step

Action

/(’j)\_
| ]
AL%4

Note The License Number is now displayed above the General Information tab, and
the following tabs are displayed:

B Documents

B Statements & Signatures

R413812 #
Licensee Existing Name Licensee Existing Address
o
L
3 Wielder Now 17 wondale R, Brooklyn
BROOKIYM New Yo 1215
rh
Licensee New Name/Address v
bo)
9
- =}
e

Refer to the Upload Documents Step by Step to add Proof of Name Change.

Refer to the Complete Statements & Signatures Step by Step to attest to the changes.

Note Alllicensee types pay an application fee for Name changes.

Welders pay an application fee for Address changes.

10. Refer to the Pay Now Step by Step to pay for the new license card.
11. Refer to the Preview to File Step by Step to file for the name change.
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Step | Action

12. A Notification pop-up window displays with the message:
“Application submitted successfully. Information forwarded to DOB for review.”

Click OK to close the Notification pop-up window.

Motification =

Application has been submitted to DOB for review. You will
receive status notifications by email. The application status
will also be updated in DOB NOW.

ox [ e

=y
I\-7/|
Note All licensee types pay an application fee for Name changes.
Welders pay an application fee for Address changes.
@)
AL

Note Upon approval, the change takes effect in the applicant’s user Profile and they
will receive an email notification that they will receive a new License Card
within 10 business days.

You have completed the Change Name and Address Step-By-Step Guide.
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Manage My Profile > Manage License

Renew

Complete the following steps to Manage a Profile:

Step

Action

It is 60 days to the expiration of the current license or under a year since the expiration
and the Welder has selected 'Request License Renewal’.

A license within 30 days from its expiration date is considered late and will be charged
additional fees.

From the DOB NOW Dashboard, Click the Manage Profile button.

DOB NOW
[ Now | Submit Filings, Payments, and Requests to the NYC Department of Buildings
LICENSING

£ e

Select the applicable action from the Manage my Profile drop-down list, (e.g., Manage
License).

4 Manage My Profile

Change Profile

| Manage License

View Profile
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Step | Action

Bl | The License details display.

License Expiry Date : 10/18/2021
License Class/Class Type: Mot Applicable

License Status : Active

Note Manage My Profile options for Journeyman and Welder.
B Renew a License (Welder Only)

B Reissue a License
B Change Named Agent (Welder Only)

3. Click Renew.

i Change Named Agent
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Step

Action

Select the applicable radio button to answer each question in the Supplemental
Investigation Questionnaire

Supplemental Investigation Questionnaire

Are you at least eighteen (18) years old l:::Il Yes O Mo
Are you fit to perform the work authorized by this license?* C] Yes CJ Mo
Are you able to speak and write the English language?® C] Yes CJ Mo
Are you of good moral character?™ C] Yes CJ Mo

Cancel

Note All qualifications in the Supplemental Investigation Questionare must be met to

proceed.
5. Click Next.
=
Bl | The General Information page displays.

. Application Information
General Information
Application Type* License Type* License Class/Class Type*

Reissue v Journeyman v Fire Suppression Contractor

License Number* Reason for Reissue*

001694 Select Reason for Reissue

Note

Information that appears greyed out cannot be edited. Only Telephone numbers

can be changed.
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Step | Action
6. Select the applicable radio button to answer each question, (e.g., Yes or No).
City Employee
Are you a city employze?* (O Yes @ No
Named Agent Information
Do You Have a Named Agent?* OVes © No
7. Click in the box to attest to the filing.
\ acknowledge that failure to designate an agent in New York City (NYC) or maintain a NYC address for receipt of service, constitutes a waiver of any challenges to service of process.
Name Date
JAMES DUGAN 08/27/2018
(Electronically Signed)
D
s
Note The Signature and Date auto-populates.
Select the yes or no radio button for the question “Do you wish to receive the
Department of Buildings determination on your application by email in lieu of a
paper copy?”
Electronic Disposition
Do you wish to receive the Department of Building's determination on your application by email @ Yes O No
in lieu of a paper copy?
9.

Click Save in the upper left hand corner.

General Information
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Step

Action

10.

A Notification pop-up window displays with the message:

“Please note that the entered application type cannot be changed after saving:

Application Type: Renew License

License Type: Welder”

Click Save to close the Notification pop-up window.

Notification

Plzase note that the entered application type cannot be changad after saving:

Application Type: Renew License

License Type: \Welder

11.

A notification pop-up window displays with the notification:

“Application saved successfully.”

Click OK to close the Notification pop-up window.

Notification

Application saved successfully.
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Step

Action

12.

Select the Qualifications/ Experience Tab.

L00000222

General Information

Qualifications/Experience

Documents

Statements & Signature

13.

Select the applicable radio button to answer each question in the Convictions and

Fines section.

Convictions and Fines
Have you ever been convicted or pled guilty to an offense anywhere (an offense is defined as a violation, misdemeanor, or felony)?* OYes o No
Do you owe any penalties or fines to the City of New York?* O ves ONo
Does any company or business you have been asseciated with under your Department-issuad license owea any fines, penalties or fees to the City of O‘(es O No
New York that were incurred during your asscciation with that company or business?™

g v iaation O
Are you at least eighteen (18) years old?™ @Yes ONo
Are you fit to perform the work autherized by this license?* @vYes (O No
Are you able to speak and write the English language?* @‘(es O No
Are you of good moral character?* @Yes (O No

Note The Supplementary Investigation Questionnaire is populated based on prior

If the answer to any question is Yes, another tab will populate and additional

information provided.

information will be required.

L00001089

General Information

Qualifications/Experience

Supplemental Affidavit

Documents

Statements & Signature
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Step

Action

14.

Please refer to Upload Documents Tab Step by Step to upload documents.

15.

Please refer to Statements & Signatures Tab Step by Step to attest to the application.

16.

Click Save in the upper right hand corner.

I Preview to File

L00000222

General Information

Qualifications/Experience

Documents

Statements & Signature

17.

A Notification pop-up window displays with the message:
“Application saved successfully.”

Click OK to close the Notification pop-up window.

Notification x

Application saved successfully.

18.

Please refer to Pay Now Step by Step to pay the renewal fee.

19.

Please refer to Preview to File Step by Step to file your application.
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Step

Action

20.

A Notification Pop-up window displays with the message:
“Application submitted successfully. Information forwarded to DOB for review.”

Click OK to close the Notification pop-up window.

MNotification x

Application submitted successfully. Information forwarded to

“ View Application

DOB for review.

You have completed the Renew Step-By-Step Guide.
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Reissue

Complete the following steps to Reissue a License:

Step | Action
1. From the DOB NOW Dashboard, Click the Manage Profile button.
DOB NOW
[ Now_ Submit Filings, Payments, and Requests to the NYC Department of Buildings
LICENSING
o
2. Select the applicable action from the Manage my Profile drop-down list, (e.g., Manage
License).
Change Profile
Manage License
View Profile
3. A license pop-up window displays with the message:

“License Expiry Date: Not Applicable
License Class/ Class Type: Fire Suppression Contractor
License Status: Active”

Click Reissue to close the pop-up window.

Journeyman 205167
License Expiry Date : Mot Applicable

License Class/Class Type : Fire Suppression Contractor

License Status: Active
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Step | Action
|/7\|
A\L%
Note Manage My Profile options for Journeyman and Welder.
B Reissue a License
B Change Named Agent (Welder Only)
B Renew a License (Welder Only)
4.

Select the applicable radio button to answer each question in the Supplemental
Investigation Questionnaire.

Are

Are

Are

Are

Supplemental Investigation Questionnaire

you at least elghteen (18) years old?*
you fit to perform the work authorized by this license?”
you able to speak and write the English language?*

you of good moral character?™

Cancel

() Yes
() Yes
() ves
() ves

(O No
() No
(O No

(O No

Note All qualifications in the Supplemental Investigation Questionare must be met to

proceed.
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Step

Action

Click Next.

e o

Select the applicable radio button to answer each question in the 2" Supplemental

Investigation Questionnaire (This may or may not appear based on license type).

Supplemental Investigation Questionnaire

Do you have a progressive understanding, proficiency, and OYES O Mo
competence in the plumbing or fire suppression piping trade,
including: *

. A working familiarity with the Code and technical
standards and the ability to apply the Code
requirements correctly

. The application of basic plumbing/fire
supprassion theory and using trade skills on the
Job site

. A working knowledge of the tools of the trade
and the ability to properly use them

. An ability to draft simple diagrams and interpret
drawings for the plumbing/fire suppression work
in which the applicant is engaged

Do you have one (1) year of experience in New York City?* O Yes O MNo

Cancel

Click Submit.

D =8
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Step | Action
Bl | The General Information page displays.
Application Information
Application Type* License Type* License Class/Class Type*
Reissue v Journeyman v Fire Suppression Contractor
License Number* Reason for Reissue*
001694 Select Reason for Reissue
8. Select the applicable reason from the Reason for Reissue drop-down list, (e.g., I lost
my License Card).
Application Information
Application Type* License Type® License Numkber’
Reissue v Welder A 310413
Reason for Reissue*
Select v
9. Click Save in the upper left hand corner.
General Information
10. A Notification pop-up window displays with the message:

“Please note that the entered application type cannot be changed after saving;:
Application Type: Reissue License
License Type: Journeyman”

Click Save to close the Notification pop-up window.

Motification

Please note that the below information cannot be changed after saving:

Application Type: Reissue
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Step | Action

11. A Notification pop-up window displays with the message:
“Application has been saved”

Click OK to close the Notification pop-up window.

Notification x

Application has been saved

12. Refer to the Upload Documents Step by Step to add Proof of Name Change.

13. Refer to the Complete Statements & Signatures Step by Step to attest to the changes.

14. Refer to the Pay Now Step by Step to pay for the new license card.

15. Refer to the Preview to File Step by Step to file for the name change.

16. A Notification pop-up window displays with the message:

“Application submitted to DOB for review. You will receive status notifications by
email. The application status will also be updated in DOB NOW. ”

Click OK to close the Notification pop-up window.

Notification *

Application has been submitted to DOB for review. You will
receive status notifications by email. The application status
will also be updated in DOB NOW.

n View Application

Note A new License Card will be received within 10 days.

You have completed the Reissue Step-By-Step Guide.
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Change Named Agent
Complete the following steps to Change Named Agent:

Step | Action

17. From the DOB NOW Dashboard, Click the Manage Profile button.

DOB NOW
[ Now_ Submit Filings, Payments, and Requests to the NYC Department of Buildings
LICENSING

3 e

18. Select the applicable action from the Manage my Profile drop-down list, (e.g., Manage
License).

2 Manage My Profile

Change Profile

Manage License

View Profile

Bl | The License details display.

Welder 281665

License Expiry Date :  09/05/2021
License Class/Class Not Applicable
Type:

License Status : Active

19. Click Change Named Agent.
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Step | Action
|/7\|
A\L%
Note Manage My Profile options for Journeyman and Welder.
B Reissue a License
B Change Named Agent (Welder Only)
B Renew a License (Welder Only)
20. A Confirmation pop-up window displays with the message:
“Are you sure you want to change the Named Agent? Please confirm.”
Click Yes to close the Confirm pop-up window.
Confirm x
Are you sure you want to change the Named Agent? Please
confirm.
D
21.

Under the Named Agent New Information section,

Enter the required fields.

Named Agent's Existing Name Named Agent's Existing Address
Jane Jones 366 park Ave Park Ave, New York
A MANHATTAN New York,
“ 11216

Named Agent New Information v

First Name Middle Initial Last Name*

House Number® Street Name™ Apartment/Building Number

City* Borough* State”®

Select Select
Zip Code™ E-mail*
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Step | Action
22. Click Save.
DOB NOW
[ NOW | Submit Filings, Payments, and Requests to the NYC Department of Buildings
LICENSING
23.

A Notification pop-up window displays with the message:
“Change Request saved successfully”

Click OK to close the Notification pop-up window.

MNotification

Change Request saved successfully

You have completed the Change Named Agent Step-By-Step Guide.

Complete the following steps to view a profile:

Step

Action

1.

From the DOB NOW Dashboard click the Manage Profile icon.

LICENSING

£ X

DOB NOW
Submit Filings, Payments, and Requests to the NYC Department of Buildings
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Step | Action

2. Select View Profile.

2 Manage My Profile

Change Profile

Manage License

View Profile

Bl | The Profile Details display.

Licensee Information

First Name Middle Initial Last Name
Ima Weldernow
House Number Street Name Apartment/Building Number
16 Irondale Rd
City Borough State
Brooklyn BROOKLYN NY
Zip Code Home Telephone Mobile Telephone
11216 (111) 222-3333

Personal Information

Email Birth Date SSNATIN

imaweldernow@gmail.com 03/15/2000 HHX-XX-6789

License Information

License Type License License Number DOB Issued ID License Expiration Date License Status
Class/ClassType

Journeyman Fire Suppression 205167 Not Applicable Not Applicable
Contractor

You have completed the View a Profile Step-By-Step Guide.

You have completed the Licensing —Step by Step Guides. For additional help, FAQ’s and
resources visit www.nyc.gov/dobnow.
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