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Introduction

DOB NOW: Inspections is an online portal for Owners, Licensed Professionals (LPs), and their
Delegates to conduct Inspection-related business with the Department of Buildings. DOB NOW:
Inspections organizes information using Records. Records are Jobs, BPP Jobs, Place of Assembly,
Permits, Devices, Notices, Work, Applications, Certifications, Sign Off Requests & Gas
Authorization Requests. Using DOB NOW: Inspections, Licensed Professionals, Owners, and
their Delegates will be able to request the following types of Development Inspections online:

Electrical Plumbing

Fire Suppression Signs
Construction Boilers

Elevators Cranes & Derricks
Oil Burning Equipment BPP

High Rise Initiative Sustainability

After registering for an account that is associated to your Records, Owners, LPs, and their
Delegates can use DOB NOW: Inspections to:

e View information related to your Records

e Request Inspections and view the Results

e Request Gas Authorizations and Plumbing Sign Offs

e Receive emails at milestones in your Inspection cycle

e Upload documentation to certify certain Objections

e Assign Delegates (delegate responsibility to other Registered Users)
e Submit Certification documentation (LPs and Crane Owners only)

e Upload PVT Inspection results (PVTs only)

e Group Records into manageable ‘Collections’

The purpose of this User Manual is to provide instructions to PVTs on how to submit Elevator
Inspection Results and Violations using DOB NOW: Inspections.

1 . . . . . .

LPs are defined as: Electrical Contractors, Elevator Agencies/Inspectors, Fire Suppression Contractors, General Contractors, Oil
Burner Installers, Master Plumbers, Sign Hangers, Professional Engineers, Registered Architects, and Registered Landscape
Architects
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PVTs: How to Submit Inspection Documentation

Buildings staff will generate assignments for PVT Inspectors (PVTs) and distribute the file to
Private Elevator Companies via email. The file will contain a list of Elevator Devices that require
Inspection. PVTs are responsible for uploading Inspection Result documentation into DOB
NOW: Inspections in a CSV (comma separated value) file format. The instructions below outline
the required file format and steps to submit the Results.

Required CSV File Format for Results

PVT Inspection Result documentation must be prepared and submitted in a very specific
format. The submitted file must meet all of the requirements listed in the Guidelines for
Understanding and Completing the File section. DOB NOW: Inspections will not accept or

process files that do not meet these requirements.
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The completed file must contain information provided by the Department of Buildings:

e Device ID

e Badge Number
e Device Address
e Assigned Date

A B C D E F G H I ]
1§ 1P11289 1801 28 WEST 44 STREET New York NY 10036 8}'20[2015
2 | 1F5296Q 1301f 450 WEST 33 STREET New York NY 10001 8}'20[2015
3 2P464 § 18019 1160 CROMWELL AVENUE Bronx NY 1045 3}'20}'2015
4 2P464 § 18019 1160 CROMWELL AVENUE Bronx NY 1045 8}'20[2015
3 1F3056) 1801 155 EAST 38 STREET Mew York NY 10016 8}'20[2015
Column A: Column B: Column C: Column D:
Device ID Badge Device Assigned
Number Address Date

The Elevator Company will be responsible for completing the columns below after the

inspection has been conducted:
e Inspection Date
e Inspection Status
e Violation Number
e Remarks
e Cease Use (Yes/No)
e Alternate Elevator Service (Yes/No)

Column E: Column F:
Inspection Inspection
Date Status

E
Defect Found

A B c D
1P11287 1801 28 WEST 44 STREET New York NY 10036 8/20/2015

W W R

1F5055 1801 155 EAST 38 STREET New York NY 10016

8/20/2015

1F5296 1801 450 WEST 33 STREET Mew York NY 10001  8/20/2015 Defect Found
2P464 1801 1160 CROMWELL AVENUE Bronx NY 10452  3/20/2015 Device Remaoved
2P464 1801 1160 CROMWELL AVENUE Bronx NY 10452  8/20/2015

Address Not Found

Column H:
Remarks

Column G:
Violation

Number (as
required)

ia found.

o found. Cease use. No alt service.

Cease Use

(Yes/No)

Column J:
Alternate
Elevator
Service
(Yes/No)
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Guidelines for Understanding and Completing the File
The file must be saved and uploaded as a CSV File.

Commas will not be recognized and must not be included in any submitted data.
CSV (Macintosh) or CSV (MS-DOS) formats will not be accepted. Only CSV Files will be

accepted.
e Inspection Results can be combined into one file or uploaded as separate files, at your
discretion.
Information A A
. Column Definition & Guidelines
Provided by
A Device Number: A valid Record ID in DOB NOW: Inspections. These cannot be repeated.
D?:aljlt::nent B Badge Number: Buildings issued Badge Number
\C/,ia I':SIMZII?' C Address: Location where Inspection will take place
D Assigned Date: Date the Department created the assignment list for the PVT
E Inspection Date: Required. Date the Inspection was conducted. This date must fall after the
Assigned Date, and cannot be a date that falls in the future.
Inspection Status: Required. This is the Inspection disposition. The acceptable statuses are
below and must be entered exactly as listed (not case sensitive):
O No Access
0 No Violation
0 Defect Found
F O Previously Inspected
0 Unsafe Building
O Vacant Lot
0 Demolished Building
O Device Removed
O Address Not Found
PVT Violation Number:
0 If Inspection Status is "Defect Found", the Violation Number field is required.
G = The Violation Number must be 6 numeric characters
= Violation Numbers cannot be repeated
0 If Inspection Status is not "Defect Found", the Violation Number field must be
blank.
H Remarks: Comments from the Inspector
Cease Use. Required. Acceptable values include:
| O Yes
0 No
Alternate Elevator Service. Acceptable values include:
] O Yes
0 No
If Cease Use is marked Yes, then the Alternate Elevator Service field must be populated

build safe |live safe
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Uploading a CSV File with Results

1. Navigate to the DOB NOW: Inspections login page from the Department of Buildings’
website.

2. Enter your DOB NOW: Inspections User Name and Password and click Login. Please refer to
the Account Registration and Management User Manual before moving forward with the
steps below if you do not already have a DOB NOW: Inspections account.

DOB ‘

NOW

Accessibility Support

Login

Home Development (Buildings Job, Permit or Device)

Log in to DOB NOW: Inspections to: .
Login

User Name or E-mail:
» request and schedule inspections I
: c-lertn‘?g |nspe::t|0ns Password (case sensitive):
« view inspection results

Click the 'Register for an Account' link if you are a new user. Login »

Remember me on this computer

've forgotten my password
New Users: Reqister for an Account

Page |6
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3. From the Home Page, click Select an Online Service.

Home Buildings

Welcome Danielle Lift

You are now logged in.

What would you like to do today?
To get started, select one of the services listed bhelow:

Use the links in '"General Information’ to look up information for Licensed Professionals
or Licensees.

Use the links in "Buildings” to:
# Search Records (Permits/lobs/Device Numbers/Record)
» Access Your Account bo view your permits, jobs, request an inspection, etc...

* Submit one of the following specialized transactions: PAVT Inspection Results

General Information Buildings
Search Licensed Professionals/Licensees Select an Online Senvice

Search Records

Access My Records

Page |7 .
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4. Select PVT Inspection Results. Click Continue Application.

Home Buildings

Select an Online Service | Search Records | Access My Records

Select a Record Type

Choose one of the following available record types. Please be advised that licensees are responsible for the accuracy and
completeness of any data provided, including uploads by such licensees' delegates.

Sligl DIN
@ PVT Inspection Results

lCuntinuE Application » I

5. Click Upload Attachment.

Home Buildings

Select an Online Service | Search Records | Access My Records

PVT Inspection Results

1 Inspection Results

Step 1:Inspection Results = Upload Results
Submit inspection results in bulk by uploading a file in the appropriate format. Your submission will be validated to ensure that it is complete and error-free.
*indicates a required field.
Upload PVT Results
Flease review attachments related to this Record below.

* Click the "Upload Attachment' button to upload additional or supporting attachments for this Record.
# Click the "Actions’ button to view attachment details for this Record.

Name Type Size Latest Update Action
No records found.
Upload Aftachment
Continue Application » Save and resume later:

live safe
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6. The File Upload page will appear. Click Select Files to locate the appropriate CSV File from
your computer.
Please Note:
e Microsoft Silverlight is required to upload documents in DOB NOW: Inspections.

If you are having problems with Google Chrome we recommend switching to
Internet Explorer.

e The maximum file size allowed is 10 MB.

File Upload X
Home Blll|le P

The maximum file size allawed is 10 MB.

The following file types cannot be uploaded to Inspection Ready: html;htm;mht;mhtmil.
You may only submit documents relatad to jobs for which you are authorized by the

PVT Inspection Resul

owner and/or applicant of record to de so.
1 Inspection Resulis Salect Files I

Step 1:Inspection Res

Submit inspection results in

Upload PVT Results

Upload Attachment |
- | Cancel

Page |9
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7. Once the file has uploaded, click Finish.

Home BuildiJ

PVT Inspection Resul

1 Inspection Resulis

Step 1:Inspection Res,
Submit inspection results in

Upload PVT Results
Flease review attachment;

» Click the "Upload &

» Click the "Actions

Name
No records found.

Upload Attachment

Type

File Upload X

The maximum file size allowed is 10 MB.
The following file types cannot be uploadad to Inspection Ready: hitmil;htm;mht;mhtml.
You may only submit documents related to jobs for which you are autherized by the

owner andfor applicant of record to do so.
Select Files

Sample CSV File for PVYT Results.csv

Clear List

i

1 KB Finished o

File(s): 1

| Finish ]

1 KB (Y 100%

Cancel

complete and error-free.

hdicates a required field.

build safe |live safe
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8. “CSV Upload Format for Elevator Inspections” will pre-populate in the Type dropdown.

PVT Inspection Results

1 Inspection Resulis 2 Review 3 Record Issuance

Step 1:Inspection Results > Upload Results
Submit inspection results in bulk by uploading a file in the appropriate format. Your submission will be validated to ensure that it is complete and error-free

*indicates a required field.

Upload PVT Results

Please review attachments related to this Record below.
» Click the "Upload Attachment” button to upload additional or supporting attachments for this Record.
* Click the "Actions' button to view attachment details for this Record.

Name Type Size Latest Update Action

No records found.

*Type: @ Remove
CSV Upload Format for Elevator Inspections El

File:

Sample C5V File for PVT Results.csv

Description:

Additional Description Comments] -

Save I Upload Attachment J Clear All I

Cantinue Application » Save and resume later: [™]

Page |11 .
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9. The Description field is optional.

PVT Inspection Results

1 Inspection Resulis 2 Review 3

Step 1:Inspection Results > Upload Results
Submit inspection results in bulk by uploading a file in the appropriate format. Your submission will be validated to ensure that it is complete and error-free

*indicates a required field.

Upload PVT Results

Please review attachments related to this Record below.
» Click the "Upload Attachment” button to upload additional or supporting attachments for this Record.

* Click the "Actions' button to view attachment details for this Record.

Name Type Size Latest Update Action

No records found.

*Type: @ Remove
CSV Upload Format for Elevator Inspections El

File:

Sample C5V File for PVT Results.csv

Description:
Additional Description Comments]

Save I Upload Attachment J Clear All I

Cantinue Application » Save and resume later: [™]

Page |12 .
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10. Click Save.

PVT Inspection Results

1 Inspection Resulis 2 Review 3

Step 1:Inspection Results > Upload Results
Submit inspection results in bulk by uploading a file in the appropriate format. Your submission will be validated to ensure that it is complete and error-free

*indicates a required field.

Upload PVT Results

Please review attachments related to this Record below.
» Click the "Upload Attachment” button to upload additional or supporting attachments for this Record.

* Click the "Actions' button to view attachment details for this Record.

Name Type Size Latest Update Action

No records found.

*Type: @ Remove
CSV Upload Format for Elevator Inspections El

File:

Sample C5V File for PVT Results.csv

Description:
Additional Description Comments]

Save Upload Attachment J Clear All I

Cantinue Application » Save and resume later: [™]
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11. Upload additional CSV files by clicking Upload Attachment and repeating the previous steps
to upload additional results. Click Continue Application.
Please Note:

e At this step, supporting documentation and violations cannot be uploaded. See

section Uploading Violations and Additional Supporting Documentation for
instructions.

e Up to five validation errors will display at a time if the file does not conform to the
guidelines listed in the Guidelines for Understanding and Completing the File section
of this User Manual.

O Iferrors appear, please see the Removing a CSV File that Contains Errors
section of this User Manual.

Home Buildings

Select an Online Service | Search Records | Access My Records

. The attachment({s) has/have been successfully uploaded.
E It may take a few minutes before changes are reflected.

PVT Inspection Results

1 Inspection Results

Step 1:Inspection Results > Upload Resulis
Submit inspection results in bulk by uploading a file in the appropriate format. Your submission will be validated to ensure that it is complete and error-free

Upload PVT Results

Please review attachments related to this Record below.
* Click the "Upload Attachment’ button to upload additional or supporting attachments for this Record.

» Click the "Actions' button to wview attachment details for this Record.
Name Type Size Latest Update Action
Sample CSW File  C5V Upload Format 2 bytes Dar21/2015 Actions ¥
for PVT Results.csv for Elevator
Inspections

I Continue Application » Save and resume later: [*]

* indicates a required field.

live safe
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12. A review page will display. Navigate using the <Prev, Next>, or the page number links to see

all the rows from the file.
13. Click Continue Application.

Home Buildings

PVT Inspection Results

Step 1:Inspection Results > Review Submission

Select an Online Service |

Please review the submited records below. The total number of resulls submited is displayed above the table be
ndicates a required field
PVT Inspections
CSV_ELEVATORS
Showing 1-10 of 10
Device Assigned Inspection Inspection Violation Cease Alernate Elevato
a Address ; - ol L b : . Remarks = e
1] Date Date Status Number Use Service?
1P3289 DEM20R2015  OB/Z172 Defect Fo 12345577 Re 108 Hag
1P20018 Q202015 DER20MS D e 235578 He (1]
P12353 T, Q32112015 safe B A 2
1P13040 0ar202 DE2172015 Unsafe Buiding Re 2 Ha
1FZ5ET 20520 DE21720 D fect Found 2345579 Record 14 Yes
1F25T78 2002015 21720 D fect Foun 2345580 Rec Eves
F30:0 5 0B212015 Defect Found X455 cord 16es
F 5 D&212015 Defect Found 45582 Record 17 Yes
F 2015 0&21720 Defect Found 45 Record 18Yes

Search Records | Access My Records

Continue Application » ﬂ

Save and resume later: ™
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14. A second review page will display. Navigate using the <Prev, Next>, or the page number

links to see all the rows from the file.

15. Click Continue Application.

PVT Inspection Resulls

Srep 1:Review

Record Type

PY¥T Ilnapechion Resulls

Upload PVT Results

aLhan

Lites! Upduts
i ahfl e Loogl-teagh AENGRE W

PVT Inspechans

E_ELEVATORE

WIoarnan

AOO D

Davicm 10 Aswgnen Duts inepachon Dats nspschon

+@ve and resume |later :i

[ 221
Edi
Alamar s Ciaied Libd AtedTubS

siwtus FE T Coer (=237 e
e’
1PIIES BETOITIS BTG Defect Found 125577 Rscoed 19 Mo Ho
1P re g H RTLUNE Dsfect Founa  TEE5TE Recom 11 T | [e]
uannstian HY
1S
1P M1 TAVENUE  Sarbitis Baingis Ursafe Busaing Ascoed 13 Mo o
Manrattas NY
Moy
1P 1008 TE1 TAVENUE  DRDWIES BTN UnsaTe Busiling Rscoid 17 Mo Hg
Lannutan MY
1L
1P T TH TAVENUE 007NN =i i H o Vioibion Rascoed 13 r Wa
Manrutten MY
Wy
IF% WEWESTZ?  OMTNIOI BTUIO1E Dafect Found 123573 Racodd 4 Yl o
STREET
LlEnmETLEs MY
BT
IF23TE ISVWEST 24 DAONEG1S BLIU015 Detacd Found  12M558 Rscoed 15 o o
STREET
Eannuttan NY
W11
P30S S TAVENUE MYNIS IS Dafect Found  TXMSSH Recom 18 ik Wa
banrutien MY
b
1F3a 801 TAVENUE  DONI01LS LTS Dafect Found 12345 Racoed 17 e e
Bgnhattan MY
Tl |
1F3 801 T AVEMUE  OWDWIOLS DI Detect Found 17345583 Rstond 13 Yok o
MiEnnatinm WY
0001
f<Prev 123456788910 .. Nextd]
Fi i) 1
Sofilud L SENLENSA SHve Bnd resume Laler :

build safe |live safe
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INSPECTIONS

16. The confirmation message below will display on the screen.

Home Buildings

Select an Online Service | Search Records | Access My Records

PVT Inspection Results

1 2

Step 3:Record Issuance

. Your record has been successfully submitted.
v Please print your record and retain a copy for your records.

Thank you for using our online services.

Your Record Number is PVYT-0915-000001.

You will need this number to check the status of your record or to schedule/check results of inspections where

applicable.

Choose "Wiew Record Details" below to view the information submitted for your record.

View Record Details »

Elevator Clerical Staff will review the submitted PVT inspection results and submit payment to
the PVT agency after reconciling the invoices they receive. There will be no record of payment

in DOB NOW: Inspections.

Page |17 .
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PVTs: How to Submit

Inspection Documentation

After the CSV file is uploaded, the system checks for errors. Up to five errors will display at a
time if the file does not conform to the guidelines listed in the Guidelines for Understanding

and Completing the File section of this User Manual. When errors are detected, you must

remove the file that contains errors, fix the file, and upload it again.

1. Toremove the file containing errors, first click Actions to expand the dropdown menu, then

click Delete.

Home Buildings

Select an Online Service | Search Records | Access My Records

;"l: System Message:

valid. Expected=Yes, No

Validation error on row: 1 of file: "PVT Results from XYZ Co_2.csv' => Alternate Elevator Service? in field 10 (UNDEFINED) is not

PVT Inspection Results

1 Inspection Results 2 Review 3 Record Issuance

Step 1:Inspection Results > Upload Results
Submit inspecion resulls in bulk by uploading a fle in the appropriate format. Your submission will be vi

m

itis complete and error-free.

*indicates a required field.

Upload PVT Results

Please review attachments related to this Record below.

* Click the 'Actions’ button to view attachment details for this Record.

Hame
PVT Results from
X7 Co 2csv

Type Size
CSW Upload Format 109 bytes
for Elevator

Inspections

Upload Attachment
Continue Application »

Actions ¥

View Details
Delete

114162015

+ Click the 'Upload Attachment' button to upload additional or supporting attachments for this Record.

Save and resume later: ["]

Page |18
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2. A pop-up window will appear. Click OK.

PVTs: How to Submit
Inspection Documentation

Home Buildings

Select an Online Service | Search Records | Access My Records

A System Message:

Validation error on row: 1 of file: 'PVT Results from XYZ Co_2.csv' ==> Alternate Elevator Service? in field 10 (UNDEFINED) is not
valid. Expected=Yes, No

PVT Inspection Results

1 Inspection Results JENGECEUNE 3 Regordlseyance

Message from webpage &3

Step 1:Inspection Results » Upload Results

Submit inspecion results in bulk by uploading a fle in the apy]

Are you sure you want to delete this record?

ndicates a required field

Upload PVT Results

Please review attachments related to this Record

+ Click the 'Upload Attachment' button to upldad adamional or sUpportng atachments Tor this Hecord.
» Click the 'Actions’ button te view attachment details for this Record.

HName Type Size Latest Update Action

PYT Results from CSW Upload Format 109 bytes 111672015 Actions +

X¥Z Co 2.csv for Ele-.-_ﬁtcr View Details
Inspections

Uplzad Attachment

Continue Application » Save and resume later: [*]

build safe |live safe
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3. The attachment will be removed and the message “Attachment removed successfully.” will

display. Please Note: The banner containing the error message will disappear after a new
attachment is uploaded.

Home Buildings

Select an Online Service | Search Records | Access My Records

A System Message:
L2 Validation error on row: 1 of file: "PVT Results from XYZ Co_2.csv' ==> Alternate Elevator Service? in field 10 (UNDEFINED) is not
valid. Expected=Yes, No

PVT Inspection Results

1 Inspection Results

Step 1:Inspection Results > Upload Results
Submit inspecion resulls in bulk by uploading a fie in the appropriate format. Your submission will be validaed o ensure that itis

5 complete and error-free.

*indicates a required field.

Upload PVT Results

Flease review attachments related to this Record below.

* Click the 'Upload Attachment' button to upload additional or supporting attachments for this Record.
* Click the 'Actions’ button to view attachment details for this Record.

" Attachment removed successfully.

Name Type Size Latest Update Action
No records found.

Upload Attachment

Continue Application » J Save and resume later:

—|

4. Outside of DOB NOW: Inspections, correct the CSV file by ensuring it conforms to the

guidelines listed in the Guidelines for Understanding and Completing the File section of this
User Manual.

5. Upload the corrected CSV file into DOB NOW: Inspections by continuing with Step 5 in the
Uploading a CSV File with Results section of this User Manual.

Page |20
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Uploading Violations
When the CSV File is submitted, the system will automatically add the PVT Agency as a Licensed
Professional on each of the Elevator Records contained in the CSV File.

The PVT Agency will be required to upload individual Violations directly to each Elevator Record
(where applicable). DOB NOW: Inspections will process the CSV file overnight before allowing
the PVT Agency to upload Violations. The PVT Agency will receive an email notification once
DOB NOW: Inspections has processed the CSV file successfully. Receipt of this email notification
indicates that uploads of Violations is allowed.

If DOB NOW: Inspections encountered errors while processing the CSV file, documents cannot
be uploaded until the errors are resolved. DOB NOW: Inspections Support Staff will contact the
PVT Agency to provide next steps.

To upload Violations:
1. Navigate to the DOB NOW: Inspections login page from the Department of Buildings’
website.

Page |21

build safe |live safe m

Buildings



PVTs: How to Submit
Inspection Documentation

INSPECTIONS

2. Enter your DOB NOW: Inspections User Name and Password and click Login. Please refer to
the Account Registration and Management User Manual before moving forward with the
steps below if you do not already have a DOB NOW: Inspections account.

DOB ‘

NOW

Accessibility Support | Register for an Account | Login

Home Development (Buildings Job, Permit or Device)

Log in to DOB NOW: Inspections to: .
Login

User Name or E-mail:
+ request and schedule inspections |
s certify inspections -

; Y P . Password (case sensitive):
« view inspection results
Click the 'Register for an Account' link if you are a new user. Login »

Remember me on this computer

've forgotten my passwiird

Page |22
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3. From the Home Page, click Search Records.

PVTs: How to Submit
Inspection Documentation

To use DOB NOW: Inspections, select from one of the options below:

Licensee Information
s Search for Licensed Professionals

Development (Buildings Job, Permit or
Device)
Specialized Tasks

s Link your PIN

s Delegate record access

+ Upload PVT inspections

Search Records
+ \iew inspection results

Transactions
= Request an inspechon
s Self-certify jobs or advance notices
s Delegate record access
s Reguest gas authorization
+ Request plumbing work type sign-off
+ Upload documents

Licensee Information
Search for Licenged Professionals

Permit or Device)

Development (Buildings Job,

Search Records

Transactions

Page |23
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4. Locate the Record for which you would like to upload a document. This can be done in one

of two ways:

a.

Option 1: Navigate through your list of Records using the <Prev, Next>, or the page

number links.

Option 2: Scroll down to the General Search area and search for Records. Please refer

to the Searching User Manual for additional instructions on how to search in DOB

NOW: Inspections.

Records

Your Permit/Job/Device records are listed below.

Click on the Record ID Mumber to view details associated to that record and/or take action.
Select checkboxes next to Record IDs below and click 'Add to collection' to group the records as part of a project.

Showing 1-10 of 15| Add to collection

[ 1D Humber

[F] 1ps288
[ 1P20013
[] 1P12353
[ 1B13006
] 1E13007
[F] 1F2967

[ 1E2978

[ 1E3009
[] 1E3010
[ 1E3011

Record Type

Elevator Device
Elevator Device
Elevator Device
Elevator Device
Elevator Device

Elevator Device
Elevator Device

Elevator Device
Elevator Device

Elevator Device

b. Option 2

General Search

er information below to search for records. Select the search type from the drop-down list.

Address

781 7 AVENUE Manhattan N 10019
781 7 AVENUE Manhattan N 10019
781 7 AVENUE Manhattan Ny 10019
781 7 AVENUE Manhattan Ny 10019
781 7 AVENUE Manhattan N 10019

146 WEST 22 STREET Manhattan MY

10011
130 WEST 24 STREET Manhattan NY'
10011
401 7 AVENUE Manhattan N 10001
4amT 1

a. Option1

40T

<Prev 1 2 Hext>

N
App-Permitted Action 2
App-Permitted Action 3
App-Permitted Action 2
App-Permitted Action 3
App-Permitted Action 2
App-Permitted Action 2
App-Permitted Action 4
App-Permitted Action 3
App-Permitted Action 2
App-Permitted Action 2

General Search [=]

Search for Records

Enter information below to search for records.

» Address

= License Information

= BIN

= Record Information
= Contact Information

build safe |live safe
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INSPECTIONS

5. Click the ID Number of the appropriate Record.

I Records
IYOLII’ Permit/Job/Device records are listed below.
Click on the Record ID Mumber to view details associated to that record and/or take action.
Eelect checkboxes next to Record IDs below and click 'Add to collection' to group the records as part of a project.
Ehowing 1-10 of 15| Add to collection
[[] 1D Humber Record Type Address Status Action Related
Records
[ 1P3258 Elevator Device 781 7 AVENUE Manhattan NY 10019 App-Permitted Action 2
|:| 1P20018 Elevator Device 781 7 AVENUE Manhattan NY 10019 App-Permitted Action 3
|:| 1P12353 Elevator Device 781 7 AVENUE Manhattan NY 10019 App-Permitted Action 2
|:| 1P13006 Elevator Device 781 7 AVENUE Manhattan NY 10019 App-Permitted Action 3
|:| 1P13007 Elevator Device 781 7 AVENUE Manhattan NY 10019 App-Permitted Action 2
|:| 1F2967 Elevator Device 148 WEST 22 STREET Manhattan NY*  App-Permitted Action 2
10011
|:| 1F2978 Elevator Device 130 WEST 24 STREET Manhattan NY  App-Permitted Action 4
10011
|:| 1F3009 Elevator Device 401 7 AVENUE Manhattan N 10001 App-Permitted Action 3
|:| 1F3010 Elevator Device 401 7 AVENUE Manhattan N 10001 App-Permitted Action 2
|:| 1F3011 Elevator Device 401 7 AVENUE Manhattan N 10001 App-Permitted Action 2
<Prev 1 2 Hext>
6. Scroll to the bottom of the Record and click the arrow next to Attachments. Then click
Upload Attachment.
| ~ Jrtachments
Please review attachments related to this Record below.
s Click the 'Upload Attachment' button to upload additional or supporting attachments for this Recard.
s Click the 'Actions’ button to view attachment details for this Record.
Hame Entity Type Type Size Description Upload Date Action Entity
No records found.
4 | m | b

I Upload Attachment I

» Related Records

Page |25 .
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INSPECTIONS

7. The File Upload page will appear. Click Select Files to locate the appropriate file(s) from

your computer.

Please Note:

e Microsoft Silverlight is required to upload documents in DOB NOW: Inspections. If
you are having problems with Google Chrome we recommend switching to Internet
Explorer.

e The maximum file size allowed is 10 MB.

e DOB ssignatures and/or official seals must be visible in the uploaded file. If the
document has a raised seal, the seal should be made visible by using a pencil to
shade over the raised portion of the seal prior to scanning and uploading.

Pending HC - House Conn File Upload X

Pending PL - Undergroun The maximum file size allowed is 10 MB.
The following file types cannot be uploaded to Inspection Ready: html;htm;mht;mhtml.
‘You may only submit documents related to jobs for which you are authorized by the

awner and/or applicant of record to do so.

Completed Inspecti | Select Files

Action
mment Record Actions¥ Lim

Upload Attachment
S — | Cancel

Page |26 .
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8. Once the file has uploaded, click Finish.

ns' button

Click the
File Upload X

The maximum file size allowed is 10 MB.
Upcoming Inspectig The following file types cannot be uploaded to Inspection Ready:
html;htm;mht;mhtml. You may only submit documents related to jobs for which

>>Re ueSt d you are authorized by the owner and/or applicant of record to do so.
Y
Select Files Clear List

.

ELV Violation.jpg 858.78 KB Finished
Completed Inspecti {orhon.Rg o v
Hame Entity T| z Action Entity
No records found File(s): 1 858.78 KB (I 100%

4 3
Cancel

Upload Attachment |

PVTs: How to Submit
Inspection Documentation

9. Select “Elevator Violations” from the Type dropdown to classify the type of document you

uploaded.

w Attachments

Please review attachments related to this Record below.
* Click the 'Upload Attachment' button to upload additional or supporting attachments for this Record.
» Click the "Actions’ button to view attachment details for this Record.

Action

Entity

Hame Entity Type Type Size Description Upload Date
No records found.

4| I

*Type: @

--Selact-- 5

Save Upload Attachment Clear All

| 3
Remove

Page |27
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INSPECTIONS

10. The Description field is optional.

+ Attachments

Fleaze review attachments related to thiz Record below.

+ Click the 'Upload Attachment' button to upload additional or suppaorting attachments for this Record.
¢ Click the 'Actions’ button to view attachment details for this Record.

Name Entity Type Tvpe Size Description Upload Date Action Entity
Mo records found.

1 | i |

*Type:

k

(2 Remove
Elevator Viclations El
File:
ELV Vialation.ipa
Description:
~
Save Upload Attachment Clear All

Page |28
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INSPECTIONS
11. Click Save.

+ Attachments

Please review attachments related to this Record below.
* Click the 'Upload Attachment' button to upload additional or supporting attachments for this Record.
s Click the "Actions’ button to view attachment details for this Record.

Name Entity Type Type Size Description Upload Date Action Entity
Mo records found.
4 | 1l 3
* Type: 6] Remove
Elevator Violations El
File:
ELV Violation.jpg
Description:
P
Save Upload Attachment J Clear All I

12. You will see the new file listed in the Attachments section.

+ Attachments

Please review attachments related to this Record below.
s Click the 'Upload Attachment' button to upload additional or supporting attachments for this Record.
* Click the "Actions’ button to view attachment details for this Record.

Name Entity Type Type Size Description Upload Date Action Entity
ELV Wielation.jpg Record Elevator Viclations 858.78 KB
4 | 1l 3

| Upload Attachment

Submitting Additional Supporting Documentation

Additional supporting documentation such as LS4, photos, etc. should be emailed to

PVTIR@buildings.nyc.gov. Provide the Elevator Device number that the documentation belongs
to in the email.
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