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Introduction

DOB NOW: Build has been designed to allow Owners, Registered Architects, Professional Engineers,
Licensees, Filing Representatives, Progress Inspectors and Special Inspectors to interact with the

Department of Buildings (DOB) in a more efficient manner. After registering for an account, you can use
DOB NOW: Build to submit applications, make payments, schedule appointments, check the status of an
application, pull permits, and make renewals.

DOB NOW: Build Manual Overview

This user manual provides step-by-step instructions for Special and Progress Inspectors to create and
track job filing applications through DOB NOW: Build. The manual is organized into sections that
correspond to the forms that users complete when they submit an application. Screenshots have been
included to guide you through completing and submitting the required forms.

The manual does not represent all the filing requirements for any given application. Every effort is made
to continuously update this guide. However, this guide in no way supersedes, or otherwise substitutes
for, the guidance provided by the Building Code, Zoning Resolution or any other applicable rules,
regulations or policies.

build safe | live safe 3|Page Buildings
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Accessing DOB NOW: Build

This section will guide you through how to access and navigate DOB NOW: Build. Screenshots will direct
your attention to key features and a step-by-step guide will explain how to use them.

Access DOB NOW: Build

We recommend that you use Internet Explorer 9.0 and above to access DOB NOW: Build.

Navigate to the DOB NOW: Build login page by going to the following link: www.nyc.gov/dobnow

1. Enter the Email ID and Password created for the

i i L. Email and Password combination is incorrect.
Please Note: Ifyour account /nformatlon IS incorrect, you

will need to update your information in the eFiling system. fgyoun sletnfl e}y ave & SEE,; 6F i o e

. . remember the password, you can register or change your
If you enter an invalid username and password

account settings on the eFiling website at

combination, you will see an error message and will be www.nyc.gov/dobefiling.
unable to login.

2. Ifthere is an issue with your login, clicking on

Can’t access your account? will bring up a
. . If you don't already have an account, or if you can't
message with an email address remember the password, you can register or change your

(dobnowsupport@buildings,nyc.gov) to account settings on the eFiling website at
contact for assistance. www.nyc.gov/dobefiling.

If you need additional assistance please contact us by email

at dobnowsupport@buildings.nyc.gov.

311 Search all NYC.gov websites

DOB NOW
Submit Filings, Payments, and Req

Search

DOB NOW will be released in phases over the coming years. Currently only fagade, plumbing, sprinkler and standpipe filings are available

in DOB NOW.
Select a search category and enter location information into the required fields

Address Welcome

[Email
House Number Street Name Borough
Email
[t e e | [omsvonrame | st sooven ol EE J

Password

2 Can't access your account?

Building Identification Number (BIN)

_— NYC

build safe AlPage Buildings
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Please Note: Without a confirmed eFiling account, you will be unable to login to DOB NOW: Build. If you
don’t have an eFiling account you can register for one by clicking on the following link: https.//a810-

efiling.nyc.gov/eRenewal/loginER.jsp

After logging in, navigate to DOB NOW: Build by clicking on the DOB NOW: Build icon.

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

DOB
NOW

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.

As of September 12, 2016, DOB NOW is available for DOB NOW: Safety for Facade Compliance Filings and DOB
NOW: Build for Plumbing and Sprinkler Job Filings. Get started by selecting a component below.

DOB
NOW

Directory of City Agencies Contact NYC Government City Employees
Notify NYC CityStore Stay Connected
INYC Mobile Apps Maps Resident Toolkit

311 | Search all NYC.gov websites

Welcome, APPLEROME16!
(Rol

City of New York. 2015 All Rights Reserved,
NYC s a trademark and service mark of the City of New YorkPrivacy Policy. Terms of Use.

build safe | live safe
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DOB NOW: Build Dashboard Orientation

After logging in, the system will display the main dashboard. The numbers correspond to the list below

that outlines the buttons and fields, explains the fields, and describes the actions that you can take.

1.

N

vk oW

10.

NYC.gov Link: Link to the NYC.gov homepage. Clicking here will take you out of DOB NOW: Build.
Main Dashboard: Displays Main Dashboard

New Job Filing: Create a new job filing.

New Work Permit: Create a new work permit.

New AHV Permit: Create a new after hour variance (AHV) permit.

My Jobs: Displays a list of all jobs that you created or are associated with.

My Work Permits: Displays all permits that are part of your existing jobs.

My AHV Work Permits: Displays all AHV permits that are part of your existing jobs.

Job Filing Search: Search all existing DOB NOW: Build jobs.

List of grid columns: My Jobs, My Work Permits, and My AHV Work Permits tabs each contain
their own unique columns of information:

a. You are able to sort the data in ascending or descending order, and also hide the column
by clicking on the little arrow next to the column name .

b. Search each field at the top of every column for specific values within that column.

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

My Jobs My Work Permits My AHV Work Permits lob Filing Search

¢ Job No. - Filing . Filing Status = Address ~ Borough * Design Professional*~
MO0001266 - 11 Permit Entire 280 BROADWAY MANHATTAN | TESTING123 DOB
MO0001265 - 11 Pre-Filing 200 VESEY STREET MANHATTAN | TESTING123 DOB
BO0001264 - 11 Pending Plan Examiner Assignment | 295 FLATBUSH AVE BROOKLYN | TESTING123 DOB

build safe | live safe
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11.
12.

DOB NOW: Build Plumbing Sprinkler & Standpipe Job Filing

DOB
I Special and Progress Inspector User Manual
LD

311 Link: Link to the 311 homepage.

Logged User: Identifies the User Name and System Role associated with the user account.

13. Sign Out: Sign out of the DOB NOW: Build system.

14.
15.
16.

Refresh: Refreshes the data to display the most recent information.
Column Editor: Pick which columns are displayed in the grid.

Filing Action: Select a filing action for the job filing.

17. View: Directs you to the job filing page

311 | Search all NYC gov websites Test-Regular

Created Date ~ | Modified Date *~ |Payment Status~ | Filing Action

P bl |
':‘:,H'_.'ﬁ:i,-'.ﬁl

h

|: -\.-\ f)
09,

-\.-\

U0 0B ESTINGLI3@CMAIL COM

016 04:31:4. . | 9/26/2016 1:42:37 . | Exempted Select action:
2016 02:12:2... | 9/26/2016 3:27:29 ... | Due Select action:
2016 01:58:3... |9/23/2016 4:36:21 ... | Exempted Select action:

build safe | live safe
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DOB NOW: Build Dashboard Tabs

This section guides you on the use of the My Jobs and Job Filing search tabs on the Dashboard.

My Jobs Tab

The default dashboard screen is the My Jobs tab. Under this tab the following information is displayed:

1. Job No. - Filing No.: This column contains the job and filing identification number of the
associated row. The first letter indicates the borough for which the filing is associated, followed
by an 8-digit ID number and filing suffix.

2. Filing Status: A description of the job filing status is found here. Some examples include Permit
Entire, Pre-Filing, Approved, and On Hold.

3. Address: Contains the relevant address for the associated filing

4. Borough: Contains the relevant borough for the associated filing

5. Design Professional: Names the designated design professional for the associated filing
6. Owner: Names the designated owner of the associated filing address

7. Created Date: The date on which the filing was created

8. Modified Date: The time and date on which the filing was last modified

9. Payment Status: A description of the payment status is found here. Some examples include
Paid, Due, and Exempted.

10. Filing Action: Actions which can be taken on the selected filing; see the related section below
for more details

11. View: provides row sorting options such as Sort Ascending, Sort Descending, or Hide Column

311  Search all NYCgov websites Test-Regular

F DOB NOW Welcome, AIOETESTGHAIL
Submit Filings, Payments, and Requests to the NYC Department of Buildings B b
BUILD -
s
My Jobs My Work Permits My AHV Work Permits  Job Filing Search
1 © Refresh
Job No. - Filing Nov ||Filing Status™ || Address | |Borough * ||Design Professional ¥ | |Owner | | Created Date | |Modified Date - | |Payment Status “+| |Filing Action > View v =
MO0001276 - 11 Design Profes... | 1CENTRE ST... MANHATT... TESTING123 DOB APPLERO... 09/29/20160333... 10/3/2016 1501 Paid Select action + 3

build safe | live safe 8|Page Buildings
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Job Filing Search

The Job Filing Search tab is used to search for any jobs in DOB NOW: Build. You must enter the exact job

number, with all 9 characters. After entering the job number, press Enter on your keyboard or the
Search button as highlighted below:

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

Buildings

== New Job Filing | == New Work Permit § = New AHV Permit

My Jobs My Work Permits My AHV Work Permits Job Filing Search

Enter exact Job Number and then click search

9 characters remaining

The results will be listed in the grid as shown below:

m 4 New Job Filing | 4 New Work Permit | 4 New AHV Permit

My Jobs My Work Permits My AHV Work Permits Job Filing Search

0 characters remaining

Job No. ~7 Filing No. 7 Filing Type ~7 House No. N Borough ~  Current Filing Status - Filing Action ~ =

I M00000541 11 New Job Filing 280 Broadway MANHATTAN Pre-Filing Select action: ,I

Total Items: 1

build safe | live safe m
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To go to the job filing screen from the search results, you can double-click on the job filing and a Job Info
window will appear.

Click OK to go to the job filing screen, where
you can see all details related to the filing.

Job Number: M00001286
Filing Number: |11
Address: 498 SEVENTH AVENUE

o Jeo

be found by the system, you will receive the
message requesting an appropriate job
& 9 8 pprop J Job Number: M0O0000666 could not be found.

Please try again with an appropriate job number.

number.

build safe | live safe M
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Sorting and Displaying Columns
You can search for specific jobs, sort the columns, export data, and choose which columns appear in the
dashboard grid.

1. Column Sort: Click the dropdown menu arrow next to each column to sort the results by
ascending or descending order.

2. Column Search: Type in a value in this field to search for and display only jobs that contain the
searched for value. For example, if you type Queens in the Borough column, only jobs in Queens

will be displayed.

3. Column Editor: Pick which columns are displayed or hidden on the grid. (¥ indicates hidden, v’
indicates displayed.)

My lobs My Work Permits My AHV Work Permits  Job Filing Search
Filing Status Jl Address ~ Borough > | Design Professional v Owner ~  Created Date ~ | Modified Date >  Payment Status ~ | Filing Action _~ | View i=|

ejoh No. - Filing .
M00001266 - 11 | Permit Entire 280 BROADWAY MANHATTAN | TESTING123 DOB APPLE ROME 09/23/2016 04314 | 9/26/2016 14237 .. | Exempted Selectaction: + 0
M00001265-11  Pre-Filing 200 VESEY STREET MANHATTAN | TESTING123 DOB 09/23/2016 02:12:2... | 9/26/2016 3:27:29 .. Due Selectaction:  + %

BOD001264 - 11 Pending Plan Examiner Assignment | 295 FLATBUSH AVE BROOKLYN | TESTING123 DOB APPLE ROME 09/23/2016 01583 |9/23/2016 43621 .. | Exempted Selectaction. +

build safe | live safe 11|Page Buildings
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Save Function

It is important that you Save your job filing any time you make changes, otherwise your changes will be
lost.

NYC | suidngs

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

-t Design Professional Plan Plan - -

Job# M00001287 Filing# I1

Plans/Work (PW1) Scope of Work Cost Affidavit (PW3) Technical Report (¢

If you're creating a new filing you’ll need to
complete the Location Information, Applicant
Information, and Job Description sections in
order to save it the first time. The following | 0P Filing saved successfully
message will appear when you save successfully: m

If you have not yet completed the required
fields, you'll receive the message below, which
specifies what sections still need to be

Please fill below fields
completed:

New Job Description

build safe | live safe m
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Job Filing

On the Job Filing screen, you can check the status of the filing and view additional details. This section of
the manual identifies key information on the Job Filing screen, divided into three main sections:

Section I: Progress ribbon showing steps taken towards completion

Section II: Navigation section with links to Dashboard, Payment History, Trace History, and Property
Profile

Section llI: Application Highlights and Fees

DOB NOW

Submit Filings, Payments, and Requests to the NYC, ent of Buildings
BUILD

Job# M00000577 Filing# 11 View Filing | DPayment History || Drace History || [Property Profile.

et Nome

[ =

==

|

B -
e
|

=

= =

\

|

[oms |

|

ey I |

2. Applicant Information

[ meommeTaouaLcon

[

==

=

=

3. Filing Representative 7 £t

[ ]
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Section I

1. Filing Progress: The highlighted status indicates the current status of the job filing. A filing will
always start with a status of Pre-Filing. The filing will be assigned a different status as it moves
through the filing process.

2. Save: Save information that was entered.

3. Preview to File: Provides the summary of the job filing details, and requires the Design
Professional to provide acknowledgment before it can be filed with DOB. Only the Design
Professional will be able to click this button.

4. Job #: Job number of the selected job. This number is created after saving the job the first time.
If starting a new job, there will be nothing displayed until the information is saved. The first
letter represents the borough where the job is located.

a. M: Manhattan
b. X:Bronx
c. B:Brooklyn
d. Q:Queens
e. S:Staten Island
5. Filing #: Specific filing # for the job selected. The first letter represents the filing type:
a. |l:Initial
b. P:PAA
c. S:Subsequent Filing

6. Filing Forms: Lists all of the forms that need to be completed for the job. The default form
shown when opening a job filing will always be Plans/Work (PW1).

7. Form Sections: Sections for each form you need to complete.

Plans/Work (PW1) Scope of Work Cost Affidavit (PW3) Technical Report (TR1) ) Technical Raport Energy Waork Permit (PW2) Statements & Signatures

1. Location Information Application Highlights

House No.(s) Street Name * Location
200 'VESEY STREET

Borough Block”

Job Number

Lot BIN® Filing Number
| 140

Estimated Job Cost

CB. Nt Zip Codh
N | = ip Code Current Filing Status

Job Status

Apt/Condo. No.(s)

| MANHATTAN M ‘ |
‘ | 1000059 |
‘ Work on Floor(s) | 2 |

2
| Work without Permit Violation

build safe | live safe 14|Page Buildings
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Section 11

1. Dashboard: Returns you to the dashboard.

2. View Filing: Exports the job filing information entered into a PDF document. This feature is only
available after filing the job with DOB.

3. Payment History: View past invoices and payments.

4. Trace History: View DOB actions taken on the filing (these will occur after the filing has been
submitted to DOB).

5. Property Profile: View general information of the location associated with the job.

5 @®Dashboard

[AView Filing "DPayment History DTrace History II [EProperty Profile |

Section II1

1. Application Highlights: Summary information on the 0 Application Highlights
filing, status will update as you proceed. o e

MANHATTAN 10007

2. Fees: Fee information associated with the filing. Jostiumeer e
Filing Number 1
3. Pay Now: Click to pay any fees associated with the $tmated ob Cost  $15,00000
. . . . Current Filing Plan Examiner Review in
filing. Clicking the Pay Now button will take you to a Status
Job Status Job in Process
secure third-party payment screen. Werkwineut Yes
Total Job Cost ($) $15,000.00
meoice Mumber 100000669
Filing Type Mew Job Filing
Fees
;Jee;.n'\-\fork Filing £362.00
Egéalt’etion Filing £0.00
S’Ieacn?argemert Fee §165.00
PAS $0.00

Mo Good Check Fee $0.00

n Conjunction Fee $0.00
Adjustment $0.00
Total Fee $533.00
Amount Paid £533.00
Amourtt Due $0.00

0=

build safe | live safe 15|Page Buildings
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Technical Report (TR1)

The Technical Report (TR1) needs to be completed to show compliance for all inspections/tests required
for the related job, in accordance with the New York City Construction Codes. Certain sections can only
be completed by the Special Inspector or the Progress Inspector associated with the filing; these
sections will be indicated in the instructions below.

Applicant Information

Select the correct Applicant Information(s).

o Design Professional: Auto-selected based on the email address associated with the Design
Professional in the Applicant Information on the PW1 form. If the user is not signed-in as the
Design Professional listed on the PW1, the box remains empty and cannot be selected.

e Special Inspector: The user may select this box if they are the Special Inspector for the job filing.

e Progress Inspector: The user may select this box if they are the Progress Inspector for the job
filing.

2. Applicant Information
Applicant Type:*

Are you a Design Are you a Special Inspector? Are you a Progress Inspector?
Professional?

build safe | live safe m
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Special Inspection Categories for New Work/Legalization

If you are not the Special Inspector, you will only be able to add a requirement. The Special Inspector is
then required to log into DOB NOW: Build to complete certain fields in this section.

Please Note: New Work and Legalization will be displayed in separate sections and grids, as 3a. and 3b.,
respectively.

1. +Add: Click to add new special inspection categories.

2. Special Inspection Category Requirement: Displays the list of previously entered Special
inspection requirements.

3. Edit: Used to edit the existing requirement. Only the Special Inspector can make edits.

4. Delete: Click to delete an existing requirement. If a Special Inspector has been selected and the
filing saved, you will not be able to delete the requirement.

5. Seal and Signature Upload: Used to upload the seal and signature of the Special Inspector. Only
the Special Inspector can click it.

3. Special Inspection Categories For New Work

Requirement > Agency No- Identified~ Certified ¥ Withdrawn Special Inspector ¥ PAA ~ Created On~ Edit v Delet:. Seal & Sign: =

IStandpipeSystem No No No No 2016-09-30' | @] & Required

Add Special Inspection Category

To add a new special inspection category,
click on the +Add button, located in the 3. Special Inspection Categories For New Work

top left corner of the table.

+Add

Requirement ¥ | Agency.:. ldentified>

build safe | live safe 17|Page Buildings



Instructions for Special Inspectors
If you are the Special Inspector, clicking on +Add will make the following form open:

1.
2.

DOB NOW: Build Plumbing Sprinkler & Standpipe Job Filing

Special and Progress Inspector User Manual

Click on the Add Requirement dropdown menu to select from the Requirements list.

A set of all possible requirements will be displayed for the work specified. Insert key words into

this field to search for certain requirements.

Click on the relevant requirements. You can also click on the Check all or Uncheck all buttons to

select or unselect all items.

The total number of selected items will be displayed here.

Enter the Special Inspector’s email address here.

Click the correct License Type from the dropdown menu.

The corresponding License Number will automatically appear once a License Type is clicked.

Special Inspection Category

dd Requirement:
Select T

« Checkall ¥ Uncheck all
Private On-Site Storm Water Drainage Disposal Systems, and Detention Facilities Installation
Fire-Resistant Penetrations and Joints
Soil Percolation Test - Individual On-Site Private Sewage Disposal Systems
Fuel-Oil Storage and Fuel-Oil Piping Systems
Individual On-Site Private Sewage Disposal Systems Installation
High Pressure Fuel-Gas Piping (Welding)
Soil Percolation Test - Private On-Site Storm Water Drainage Disposal Systems, and Detention Facilities

Post-Installed Anchors

4

Total ltems: 0

pecial Inspection Applicant’s Email

icense Number

License Type
v

build safe | live safe
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8. Type the corresponding Agency Number. The system will notify the Special Inspector if the
Agency Number is valid.

9. Check the box to agree to Take Responsibility for the Identifying Requirements.

10. The Special Inspector’s name and current date will automatically appear once the box
checked.

11. Check both boxes to agree to the Inspection Applicant’s Identification of Responsibilities.

12. The Special Inspector’s name and current date automatically appear once the boxes are
checked.

13. Click Save to keep new requirements, click Cancel to reject them.

Qé\gency Number
al Take the Responsibility of Identifying Requirement G\lﬂm (Print)* ] fﬁ)ate For Identification of Responsibility

7.Inspection Applicant’s Identification of Responsibilities

| understand that my failure to file a certification of completion or to notify the Department of my withdrawal of responsibilities within one year from expiration of the last valid permit may
resulf in the loss of my privileges to file under Directives 2 and 14 of 1975 or issuance of a violation, or both. | am aware of the additicnal sanctions imposed on false filings by §28-211.1.2 of the
Administrative Code.

I understand and agree that by personally clicking on the box at left | am electronically signing this document and expressing my agreement with the Inspection Applicant's Identification of
Eeponsibilities terms of this application. | understand that this electronic signature shall have the same validity and effect as a signature affixed by hand, and | further intend that the electronic
image of my signature and professional seal uploaded as part of this application is hereby applied to this signed statement as if | had personally signed and sealed this statement by hand.

For the special inspections indicated in section 3 of this application, | certify that | am the principal/director of the special inspection agency accepting responstb\tny for conducting the inspections.
| further certify that | have read the applicable sections of the New York City Construction Codes in connection with special inspections as well as 01-06 Rule, which specifies the
qualifications required for each inspection and that this agency meets those qualifications for each and every special inspection for which I/we take respunsmety | agree that both | and the agency
will comply with all provisions of the New York City Construction Codes and the Rule. | am aware of the additional sanctions imposed on false filings by §28-211.1.2 of the Administrative Code.*

@Name' Date” |
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Progress Inspection Categories for New Work/Legalization

Add progress inspection categories for the job filing. If you are not the Progress Inspector, you will only
be able to add a requirement and then the Progress Inspector will need to log into DOB NOW: Build to
complete certain fields in this section.

Please Note: New Work and Legalization will be displayed in separate sections and grids, as 4a. and 4b.,
respectively.

1. +Add: Click to add new progress inspection categories.

2. Progress Inspection Category Requirement: Displays the list of previously entered Progress
inspection requirements.

3. Edit: Used to edit the existing requirement. Only the Progress Inspector can make edits.

4. Delete: Click to delete an existing requirement. If a Progress Inspector has been selected and
the filing saved, you will not be able to delete the requirement.

5. Seal and Signature Upload: Used to upload the seal and signature of the Progress Inspector.
Only the Progress Inspector can click it.

4. Progress Inspection Categories

Reguirement o Identified~  Certified ~ Withdraw::. Progress Inspector~ PAA ~ Created On~ Edit - Delet:. Seal & Sign:

| Energy Code Compliance Ins.. N© Mo Mo Mo 2016-09-27 IT ‘ X Required

Add Progress Inspection Category

To add a new progress inspection category, click
on the +Add button and follow the instructions | 4- Progress Inspection Categories

below.

+Add

Requirement ¥ | ldentified~
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Instructions for Progress Inspectors
Clicking on +Add will make the following form open:
1. Click on the Add Requirement dropdown menu to select from the Requirements list.

2. Aset of all possible requirements will be displayed for the work specified. Insert key words into
this field to search for certain requirements.

3. Click on the relevant requirements. You can also click on the Check all or Uncheck all buttons to
select or unselect all items.

4. The total number of selected items will be displayed here.
5. Enter the Progress Inspection Applicant’s email address here.
6. Click the correct License Type from the dropdown menu.

7. The corresponding License Number will automatically appear once a License Type is clicked.

Progress Inspection Category

dd Requirement:
2 selected -

Filter Here ¥

« Checkall | % Uncheck all Compliance Inspections
«Energy Code Compliance Inspections
Final

Requirement Descriptions A

4 Total Items: 2

Progress Inspection Applicant's Email

License Type

License Number

© 00
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Check the box to agree to Take Responsibility for the Identifying Requirements.

©

The Progress Inspector’s name and current date will automatically appear once the box is
checked.

10. Check both boxes to agree to the Inspection Applicant’s Identification of Responsibilities.

11. The Progress Inspector’s name and current date automatically appear once the boxes are
checked.

12. Click Save to keep new requirements, click Cancel to reject them.

GI Take the Responsibility of Identifying Requirement WE (Print}* Date For Identification of Responsibility

7.Inspection Applicant's Identification of Responsibilities

| understand that my failure to file a certification of completion or to notify the Department of my withdrawal of responsibilities within one year from expiration of the last valid permit may
in the loss of my privileges to file under Directives 2 and 14 of 1975 or issuance of a violation, or both. | am aware of the additional sanctions imposed on false filings by §28-211.1.2 of the
[Admjnistrative Code.

| understand and agree that by personally clicking on the box at left | am electronically signing this document and expressing my agreement with the Inspection Applicant's Identification of

Responsibilities terms of this application. | understand that this electronic signature shall have the same validity and effect as a signature affixed by hand. and | further intend that the electronic
image of my signature and professional seal uploaded as part of this application is hereby applied to this signed statement as if | had personally signed and sealed this statement by hand.

10

For the progress inspections indicated above in section 4. except energy code inspections on the TR1EN form, and/or concrete test items indicated in section 3, | assume the responsibility and |
personally, or where permitted by the New York City Construction Codes, qualified personnel under my direct supervision, will perform the required inspections and tests on such forms and in such
matter as the Department requires or requests. | am aware of the additional sanctions imposed on false filings by §28-211.1.2 of the Administrative Code.*

oNamE' Date*
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Certification of Completion

Once a permit is issued, the Special and Progress Inspectors are required to login to DOBNow: Build and
certify their work is complete. The certification process is found under the Technical Report (TR1) tab.
1. Select the correct Applicant Information(s): Special Inspector or Progress Inspector.

2. Find the requirement needing certification under the corresponding Special Inspector Category
or Progress Inspector Category.

3. Click Edit on the corresponding requirement to enter the certification screen.

Plans/Work (PW1) Cost Affidavit (PW3) Technical Report (TR1) T“h“icalr'}eRl;;’" Energy ﬁ

2. Applicant Information

Applicant Type:*
o Areyou a Design Professional? |£\ Are you a Special Inspector? [ Are you a Progress Inspector?

3. Special Inspection Categories For New Work

+Add
Requirement ~ Agency.r. Identified~ Certified ¥ Withdrax. Special Inspector ¥ PAA ~ Created On~ |Edit - | Delet. Seal & Sign: =
Fuel-Oil Storage and Fu... No No Ne No EI IE =
Fire-Resistant Penetrati... No No Ne No EI @
High Pressure Fuel-Gas ... No No Ne Ne e@ @
Individual On-Site Priva... No No Ne No EI @
Private On-Site Storm ... No No No Ne EI @
Post-Installed Anchors No No Ne No E @
Sril Barrmlatinn Tact _ | No No Ne No [ Foi | || -

Total ltems: 9

4. Progress Inspection Categories

Click the correct Requirement from the dropdown menu.
The corresponding code will automatically appear once the requirement is clicked.
Type the Special/Progress Inspector’s email.

Click the correct License Type from the dropdown menu.

© N o v s

The corresponding License Number will automatically appear once the license type is clicked.

Special Inspection Category

dd Requirement:

Fuel-Oil Storage and Fuel-Oil Piping Systems v
ode

BC 1704.17

pecial Inspection Applicant's Email

qucensc—'rype
v
qucensc— Number

live safe l l I =
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9. Type the correct Agency Number. The system will notify the Special/Progress Inspector if the
Agency Number is valid. .

10. Check the box to agree to Take Responsibility for the lIdentifying Requirements. The
Special/Progress Inspector’s name and current date will automatically appear once the box is
checked.

11. Check the box to Certify Complete Inspection/Tests. The Special/Progress Inspector’s name and
current date will automatically appear once the box is checked.

12. Check both boxes to agree to the Inspection Applicant’s Identification of Responsibilities.

13. The Special/Progress Inspector’s name and current date will automatically appear once both
boxes are checked.

14. Check the box to confirm certification is complete and comply with all regulations.

15. The Special/Progress Inspector’s name and current date will automatically appear once the box
is checked.

16. Click Save to keep new requirements, click Cancel to reject them.

QGgen(y Number

@\ Take the Responsibility of Identifying Requirement Name (Print)* Date For Identification of Responsibility

a\ Certify Complete Inspections/Tests i\lame (Print)* ] [Daie For Certify Complete Inspections

7.Inspection Applicant’s Identification of Responsibilities

I understand that my failure to file a certification of completion or to notify the Department of my withdrawal of responsibilities within one year from expiration of the last valid permit may

esulf in the loss of my privileges to file under Directives 2 and 14 of 1975 or issuance of a violation. or both. | am aware of the additional sanctions imposed on false filings by §28-211.1.2 of the
dmjnistrative Code.

| understand and agree that by personally clicking on the box at left | am electronically signing this document and expressing my agreement with the Inspection Applicant's Identification of
Eeponsibilities terms of this application. | understand that this electronic signature shall have the same validity and effect as a signature affixed by hand. and | further intend that the electronic
image of my signature and professional seal uploaded as part of this application is hereby applied to this signed statement as if | had personally signed and sealed this statement by hand.

For the special inspections indicated in section 3 of this application, | certify that | am the principal/director of the special inspection agency accepting responsibility for conducting the inspections.
I further certify that | have read the applicable sections of the New York City Construction Codes in connection with special inspections as well as 1 RCNY 101-06 Rule, which specifies the
qualifications required for each inspection and that this agency meets those qualifications for each and every special inspection for which I/we take responsibility. | agree that both | and the agency
will comply with all provisions of the New York City Construction Codes and the Rule. | am aware of the additional sanctions imposed on false filings by §28-211.1.2 of the Administrative Code.*

]
G\lame' Date

9.Inspection Applicant’s Certification of Full Completion

All work performed substantially conforms to approved construction documents and has been performed in accordance with applicable provisions of the New York City Construction Codes
and other designated rules and regulations.

I am aware of the additional sanctions imposed on false filings by §28-211.1.2 of the Administrative Code.”

I understand and agree that by personally clicking on the box at left | am electronically signing this document and expressing my agreement with the Certification of Completion terms above. |
understand that this electronic signature shall have the same validity and effect as a signature affixed by hand. and | further intend that the electronic image of my signature and professional seal

uploaded as part of this application is hereby applied to this signed statement as if | had personally signed and sealed this statement by hand.

G\lame (Print)* Date
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Technical Report Energy (TR8)

The TR8 form will only appear as part of the filing if you selected NYCECC or ASHRAE as a choice for the

Code Compliance Path in Section 10 of the PW1 form. This section guides you through how to complete
the TR8 form.

Applicant Information

Select the correct Applicant Information(s).

o Design Professional: Auto-checked based on the email address associated with the Design
Professional in the Applicant Information on the PW1 form. If the user is not signed-in as the
Design Professional listed on the PW1, the box remains empty and cannot be selected.

e Progress Inspector: The user may check this box if they are the Progress Inspector for the job
filing.

2. Applicant Information
Applicant Type:™

Are you a Design Professional? Are you a Progress Inspector?

Energy Code Progress Inspection for New Work/Legalization

Add progress inspection categories for the job filing. Only the Progress Inspector will be able to
complete this section.

Please Note: New Work and Legalization will be displayed in separate sections and grids

1. +Add: Click to add new progress inspection categories.

2. Progress Inspection Category Requirement: Displays the list of previously entered Progress
Inspection requirements.

3. Edit: Used to edit the existing requirement. Only the Progress Inspector can make edits.

4. Delete: Click to delete an existing requirement. If you are not the Progress Inspector you will
only be able to delete requirements you created.

5. Seal and Signature Upload: Used to upload the seal and signature of the Progress Inspector.
Only the Progress Inspector can click it.

3. Energy Code Progress Inspection For New Work

1
Requirement o Identified ~ Certified >~ Withdrawn~ Progress Inspector~ PAA ~ Created On~  Edit ~  Delet:. Seal & Sign: =

IEle:trLca.Energy Consum... NO Mo No TESTING123 DOB No 2016—39*26' | O]
3K 4 5
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Add Energy Code Progress Inspection Category
To add a new energy code inspection category
click on the +Add button and follow the 3. Energy Code Progress Inspection For New Work
instructions below.

+Add

Requirement ~ ldentified ~ Certified *~
Electrical Energy Consum... MO No

build safe | live safe m
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Instructions for Progress Inspector
If you are the Progress Inspector, clicking on +Add will make the following form open:
1. Click on the Add Requirement dropdown menu to select from the Requirements list.
2. Aset of all possible requirements will be displayed for the work specified. Insert key words into
this field to search for certain requirements.
3. Click on the relevant requirements. You can also click on the Check all or Uncheck all buttons to
select or unselect all items.
The total number of selected items will be displayed here.
Enter the Progress Inspection Applicant’s email address here.
Click the correct License Type from the dropdown menu.
The corresponding License Number will automatically appear once a License Type is clicked.
Check the box to agree to Take Responsibility for the Identifying Requirements. The Progress
Inspector’s name and current date will automatically appear once the box is checked.
9. Check both boxes to agree to the Inspection Applicant’s Identification of Responsibilities.
10. The Progress Inspector’'s name and current date automatically appear once the boxes are
checked.
11. Click Save to keep new requirements, click Cancel to reject them.

© N v A

Energy Code Progress Inspection Category

dd Reguirement:

3 selected

# Checkall % Uncheck all Insulation and Sealing
VHVAC Insulation and Sealing ~

cal Energy Consumption
#Electrical Energy Consumption
cal Motors

Eiliec Here T
e Requirement Descriptions A

#Electrical Motors

4 Total Items: 3

aprugress Inspection Applicant
Ceerse Type
v

qucense Number

Q\ Take the Responsibility of Identifying Requirement Name (Print)* Date For Identification of Responsibility

5.Inspection Applicant’s Identification of Responsibilities

a:] ‘I understand and agree that by personally clicking on the box at left | am electronically signing this document and expressing my agreement with the Inspection Applicant's Identification of
&

Sponsibilities terms of this application. | understand that this electronic signature shall have the same validity and effect as a signature affixed by hand. and | further intend that the electronic image of
my signature and professional seal uploaded as part of this application is hereby applied to this signed statement as if | had personally signed and sealed this statement by han

For the progress inspections indicated above in section 3 of this application and identified by me for responsibility. | certify that | am the principal/director of the progress inspection agency accepting
responsibility for conducting the inspections as identified in section 3B. | further certify that | have read the applicable sections of the New York City Construction Codes and 1 RCNY 5000-01 in
connection with progress inspections as well as 1 RCNY 101-07, which specifies the qualifications \equtred for each progress inspector, and that this agency meets those gualifications for each and every
progress inspection for which |/we take responsibility. | agree that both | and the agency will comply with all provisions of the New York City Construction Codes and the Rules. | am aware of the
additional sanctions imposed on false filings by §28-211.1.2 of the Administrative Code.

@Nams (Print)” Date

|
o=
NYC
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Certification of Completion

Once a permit is issued, the Progress Inspector is required to login to DOBNow: Build and certify their
work is complete. The certification process is found under the Technical Report (TR8) tab.

1. Select the correct Applicant Information(s): Progress Inspector.

2. Find the requirement needing certification under Energy Code Inspection For New Work. Click
Edit on the corresponding requirement to enter the certification screen.

Plans/Work (PW1) Scope of Work Cost Affidavit (PW3) Technical Report (TR1) TechnicaL(Rrsg‘)m Energy Doct

2. Applicant Information

pplicant Type:*
o Are you a Design Professional? |##| Are you a Progress Inspector?

3. Energy Code Progress Inspection For New Work

+Add

Requirement ~ | Identified ~ Certified ~ Withdrawn> ProgressInspector~ PAA ¥ Created Edit ~ | Delet. Seal & Sigr:
Electrical Motors Yes No No No 2016-03- il

3. Click the correct Requirement from the dropdown menu.

4. The corresponding code will automatically appear once the requirement is clicked.
5. Type the Progress Inspector’s email.
6. Click the correct License Type from the dropdown menu.

7. The corresponding License Number will automatically appear once the license type is clicked.

Energy Code Progress Inspection Category

dd Requirement:

Electrical Energy Consumption v

3 |
Qtode

IIC7 Table Reference in 1RCNY §5000-01(h)

qpmgress Inspection Applicant
License Type
v

qLi(ense Number

build safe | live safe m
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8. Type the correct Agency Number. The system will notify the Progress Inspector if the Agency
Number is valid. .

9. Check the box to agree to Take Responsibility for the Identifying Requirements. The Progress
Inspector’s name and current date will automatically appear once the box is checked.

10. Check the box to Certify Complete Inspection/Tests. The Progress Inspector’s name and current
date will automatically appear once the box is checked.

11. Check both boxes to agree to the Inspection Applicant’s Identification of Responsibilities. The
Progress Inspector’s name and current date will automatically appear once both boxes are
checked.

12. Select the option that best confirms the certification process in compliance with regulations.
13. Check the box to agree to electronically sign the Certificate of Completion.

14. The Progress Inspector’s name and current date will automatically appear once the box is
checked.

15. Click Save to keep new requirements, click Cancel to reject them.

| Take the Responsibility of Identifying Requirement Name (Print)* Date For Identification of Responsibility

| Certify Complete Inspections/Tests Name (Print)* Date For Certify Complete Inspections

00

5.Inspection Applicant s Identification of Responsibilities

“l understand and agree that by personally clicking on the box at left | am electrenically signing this document and expressing my agreement with the Inspection Applicant’s Identification of

g

nsibilities terms of this application. | understand that this electronic signature shall have the same validity and effect as a signature affixed by hand, and | further intend that the electronic image of
my signature and professional seal uploaded as part of this application is hereby applied to this signed statement as if | had personally signed and sealed this statement by hand.”

For the progress inspections indicated above in section 3 of this application and identified by me for responsibility. | certify that | am the principal/director of the progress inspection agency accepting
responsibility for conducting the inspections as identified in section 3B. | further certify that | have read the applicable sections of the New York City Construction Codes and 1 RCNY 5000-01 in
connection with progress inspections as well as 1 RCNY 101-07, which specifies the qualifications required for each progress inspector, and that this agency meets those qualifications for each and every
progress inspection for which I/we take responsibility. | agree that both | and the agency will comply with all provisions of the New York City Construction Codes and the Rules. | am aware of the
additional sanctions imposed on false filings by §28-211.1.2 of the Administrative Code.

Name (Print)* Date

6.Inspection Applicant’s Certification of Completion

have completed the items specified herein and certify the following

All work performed substantially conforms to approved construction documents and has been performed in accordance with applicable provisions of the New York City Construction Codes and
ther designated rules and regulations.”

All work performed substantially conforms to approved construction documents and has been performed in accordance with applicable provisions of the New York City Construction Codes and
ther designated rules and regulations, except as indicated in the attached report.”

o

| am aware of the additional sanctions imposed on false filings by §28-211.1.2 of the Administrative Code.
I understand and agree that by personally clicking on the box at left | am electronically signing this document and expressing my agreement with the Certification of Completion

e

above. | understand that this electronic signature shall have the same validity and effect as a signature affixed by hand, and | further intend that the electronic image of my
signature and professional seal uploaded as part of this application is hereby applied to this signed statement as if | had personally signed and sealed this statement by hand.

Name (Print)* Date’ |

o=

e
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EN2

The EN2 tab will appear once the status for the filing enters Permit Entire. The Progress Inspector(s)
must certify that the as-built values for energy in the building match the values in the last-approved
Energy Analysis.

The Design Professional may add items to the Energy Analysis grid on the EN2 and the Progress
Inspector, if different from the Design Professional, will need to login to provide acknowledgment.

As Built Energy Analysis for New Work/Legalization
1. +Add: Click to add a filing.

2. Filing Included: Displays previously entered Energy Analysis information
3. Edit: Click to edit information previously entered.

4. Delete: Click to delete item from the list.

5. Seal and Signature Upload: Click to upload seal and signature (required).

6. The EN2 tab will appear once the status for the filing enters Permit Entire.

feerot Competon
.Plev\ew to me Job# MO00000906 Filing# I1 [EView Filing || DPayment History | DTr
Plans/Work (PW1) Scope of Work Cost Affidavit (PW3) Technical Report (TRY)  § Technical “ep‘"‘ Lneiay _ Work Permit (PW2)
Application Highlights
As Built Energy Analysis
Location 1285 AVENUE OF Tf
tadd MANHATTAN 1001
Filing Included Progress Inspector Name “ As Builtinfor...” As Builtinformatio. Edit v Delete” Seal & Sigr: = ob Nember 00000905
[vew work Ont AJOETEST@GMAILCOM [Yes No | 1
Filing Number 1
3 4 5 Estimated Job Cost * $12.00000
Current Filing Status permit Entire |
Job Status Job in Process
Work without Permit Violation No
Total Job Cost ($) $12,000.00
Total ltems: 1
Invoice Number 100001172
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Add Energy Analysis Item

1. To add an Energy Analysis Item, click on +Add. This will open an EN2 submission window.

Application High|
As Built Energy Analysis

Location

Filing Included ~ Progress Inspector Name >  As Builtl >~  As Builtl io.. Edit Delete Seal & Sign: = Job Mumber
New work Only AJOETEST@GMAILCOM Yes No Edit ] & Required

Eiling Numbar

Filing Included: Select New Work Only or Legalization Only.

Progress Inspector Email: Type the Progress Inspector’s email. The Progress Inspector identified
here is the only one who can certify the statements in this form.

License Type: Select from the correct License Type associated with the Progress Inspector.

As Built Information: Select the correct option.

Progress Inspector’s Statements: Check the box to agree with the written text.

Nowu s

Name/Date: The Progress Inspector’s name and current date will automatically appear the box
is checked.

8. Add/Cancel: After entering all information, click Add to add the filing. The filing will appear in
the EN2 tab. Click Cancel to return to the previous screen.

EN2

Filing Included

New Work Only

Legalization Only

1. Progress Inspector Information

E-Mail* License Number*

Ticense Type"

First Name* Middle Name

Business Address™ Business Fax

City* State*

Zip*

Business Name™ ‘
‘ Mobile Telephone

| Last Name*
v

Business Telephone ‘ ‘

3. As Built Information

P.E/R.A responsible for progress inspections, choose ane below. *
he as built conditions of the completed building conform to the original approved energy analysis and do not require a revised energy analysis

he energy analysis has been revised according to one of the statements below

4. Progress Inspector’'s Statements

have reviewed the information provided herein and, to the best of my knowledge and belief, attest to its accuracy. Falsification of any statement is a misdemeancr and is punishable by a fine
or tmprisonment, or both. It is unlawful to give to a city employes, 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 considerations. Violation is punishable by a fine or imprisonment, or beth. | understand that if | am found after hearing to have knowingly or negligently made a false
statement or to have knowingly or negligently falsified or allowed to be falsified any certificate, form, signed statement. application, report or certification of the correction of a viclation required
under the provisions of this code or of a rule of any agency, | may be barred from filing further applications or documents with the Department.

I, as a registered design professional who performed or supervised the progress inspections for (envelope, or HVAC/service water heating, or electrical/lighting work), cemf, that, to the best of my
knowledge and professional judgment. the above checked statement(s) are true with respect to the progress inspections | completed as indicated in my submitted

o Name*® Date’ |
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Documents

This section displays a list of required documents that need to be uploaded. This list will change based

on the content of each specific job filing. The Documents section contains two tabs for documents:
Additional Supporting Documents and Required Documents. The Required Documents tab is expanded
by default.

Please Note: If you believe Required Documents are listed that are not required, please contact DOB at
dobnowsupport@buildings.nyc.qov for further assistance.

Plans/Work (PW1} Scope of Work Cost Affidavit (PW3) Technical Report (TR1) Tec““i““‘gﬁgsm By

I Additional Supporting Documents I
| Required Documents v I

Created On - Document Name =« ~  Decument Status Prior To -~ Upload
2017-04-13 DESIGN PROFESSIONAL SEAL & SIGNATURE Pending Approval H
2017-04-13 PLANS Pending Approval H
2017-04-13 SUPPORTING DOCUMENT: FEE EXEMPT STATUS Required Approval H
2017-04-13 ASBESTOS: COMPLETION OR CLOSEQUT (DEP ACP20/21) Pending Permit Issuance E
2017-04-13 COST AFFIDAVIT (FINAL): PW3 528 Required Sign Off H
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Required Documents Tab

1.

2.

Created On: Indicates the date the document was created.
Document Name: Lists the document name.

Document Status: Specifies the status of the required document. Possible statuses are:
Required, Pending, Submitted, and Accepted.

Prior To: Specifies the filing status prior to submitting documents to DOB and helps guide which
documents are still needed. Possible statuses are: Approval, Permit Issued, and Sign Off.

a. ltis necessary to upload all documents that have an Approval status.

b. If filing a Professional Certification that includes a PW2, it is necessary to upload all
documents that have a Permit Issued status.

Upload: Allows you to upload the document by clicking on the button. If the button is greyed
out you will be unable to upload that document.

Required Documents w

1 2
Created On ™ ~ | Document Status Prior To « | |Upload

2017-04-13 DESIGN PROFESSIONAL SEAL & SIGNATURE Pending Approval E
2017-04-13 PLANS Pending Approval E
2017-04-13 SUPPORTING DOCUMENT: FEE EXEMPT STATUS Required Approval H
2017-04-13 ASBESTOS: COMPLETION OR CLOSEQUT (DEP ACP20/21) Pending Permit Issuance H
2017-04-13 COST AFFIDAVIT (FINAL): PW3 528 Required Sign Off E
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Uploading Documents for Required Documents

To upload a document, click on the Upload button in the Required Documents table.

Required Documents

Created On 4 Document Name a ¥ | Document Status Prior To o~ Upload

Pending Approval .l

2017-04-13 DESIGN PROFESSIOMNAL SEAL & SIGNATURE

A sub-window opens as shown below.
. Document Uploader
Click on Browse to locate the document. P

Click Cancel to return to the previous

screen. File name: DESIGN PROFESSIONAL SEAL & SIGNATURE

Browse...
Upload

A new file browser window will open to locate the file. After locating the document, select it and click
Open. Click Cancel to return to the previous screen.

Please Note: All files must be in PDF or JPEG format, and must be less than 250 MB in size.

Open (=]
& () =[F» Ubrries » Documents » + [#2] [ Search Documents 2|
Organize + New folder B= «» [ '@'
it Favorites Documents library Arrange by Folder -

Bl Desktop Includes: 2 locations -
=

# Downloads Name ~* Date medified Type Size

| Recent Places

M Computer
&, DoB(C)
5= shr_hg3s (Vmsdobr
5 Shr_hgS\DATAVAge
= DATA (WMSDOBNE

€ Network

File name:

- [Adobe Acrobat Document VI

l Open |vl l Cancel ]
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The document name will
Uploader

Document

appear in the
window. Click on

Upload to submit the selected document.
Click Cancel to return to the previous screen.
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Document Uploader

CA\Users\Signature

Upload

Browse...

File name: DESIGN PROFESSIONAL SEAL & SIGNATURE

Status for that document will change to Pending. Once this document has been reviewed and accepted
by the Plan Examiner, Prof Cert QA Clerk, or QA Clerk, the document status will be updated to Accepted.

Created On

2017-04-14
2017-04-14
2017-04-14
2017-04-14

2017-04-14

Required Documents v

~

Document

Name « ~ | Document Status

DESIGN PROFESSIONAL SEAL & SIGNATURE,

PLANS

SUPPORTING DOCUMENT: FEE EXEMPT STATUS
ASBESTOS: COMPLETION OR CLOSEOUT (DEP ACP20/21)

COST AFFIDAVIT (FINAL): PW3 528

Pending
Pending
Pending
Pending

Required

Prior To -~ Upload

Approval E
Approval E
Approval H

Permit Issuance E
Sign Off H

To obtain a copy of the required Design Professional/Licensee Seal and Signature Form (DPL-1)
document click on the following link: http://www1.nyc.gov/assets/buildings/pdf/dpl1.pdf

build safe

live safe
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Additional Supporting Documents Tab

To submit additional supporting document which are not required, click on the Additional Supporting
Documents tab on underneath the progress ribbon. The tab will expand and display the following table:

1. Created On: The date the document when the document submission was created
2. Document Name: Provides the document name.

3. Document Status: Specifies the status of the required document. Possible values are: Required,
Pending, Submitted and Accepted.

4. Prior To: Specifies the filing status prior to which the document should be submitted to DOB in
order to satisfy the filing requirement at that stage of the process. Possible statuses are:
Approval, Permit Issued and Sign Off.

5. Upload: Click to overwrite and replace a previously uploaded document.
6. Delete: Click to delete document.

7. Add New Document: Click to add new supporting documents.

Additional Supporting Documents v

7
Add New Document
h ¥ | Document Status| “ Prior To ¥ |Upload | ¥ |
L p) 5 6
2017-04-14 DESIGN COMM APPVL: CITY-OWNED (EXTERIOR WORK) A29 Pending Approval H
2017-04-14 ECCCNYS ANALYSIS 12A% Pending Approval H
2017-04-14 ECCCNYS COMPLIANCE STATEMENT Pending Approval E
2017-04-14 ENERGY CODE 15T REVIEW COMPLETE A63 Pending Approval Iy &
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Uploading Documents for Additional Supporting Documents

To upload supporting documents, click on the Add New Document button.

Additional Supporting Documents w

Add New Document

| Created On i Document Name ~ | Document Status - PriorTo a v Delete - =

‘ 2016-10-06 PLANS Submitted Approval [H]

The Document Uploader window will appear.

Select Document Document Name ~  Prior To Status” =
| Enter Document Name Here or select from List.. ‘ CWNER SIGNATURE Approval -
ACRIS REPORT
File name: Approval
Choose File | No file chasen REQUESTER SEAL & SIGNATURE Approval
SEWER CONNECTION: DEP SD1 & SD2 A2 Approval
Upload
BPP: FILING REQUIRED A02 Approval
LANDMARKS APPROVAL A04 Al
-
[+ « ,'27 L * ltems Per Page 1-60f 157 items

In the Select Document field, start
typing in the name of the document you

want to upload.

Select Document

Enter Document Name Here or select from List .

File name:

Choose File | Mo file chosen

build safe | live safe M
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Only documents listed in the table to the right can be selected

Select Document

Document Name ¥ | Prior To Status’ =
Enter Document Name Here or select from List... ‘ OWNER SIGNATURE Approval
ACRIS REPORT
File name: Approval
Browse... REQUESTER SEAL & SIGNATURE Approval

SEWER CONNECTION: DEP SD1 & SD2 AD2 e me——

Upload
BPP: FILING REQUIRED AQO2 Approval

LANDMARKS APPROVAL AD4 Approval

« < 1 727wl Vv ltems Per Page 1-6of 16l items

After entering several letters, the
application will bring up suggestions for
documents to select.

Select Document

PTA

PTA3: GREEN ROOF TAX ABATEMENT APPLIC (FINAL) 553
PTA3: TAX ABATEMENT ELIGIBILITY APPROVAL S53
PTA3: GREEN ROOF TAX ABATEMENT APPLIC (PRELIMINARY) A53
PTA4: SOLAR TAX ABATEMENT APPLICATION (FINAL) 534
PTA4: TAX ABATEMENT ELIGIBILITY APPROVAL S54
PTA4: SOLAR TAX ABATEMENT APPLICATION (PRELIMINARY) A54

Select the document you want to upload.
After selecting the document, click Choose
File to locate the document.

Select Document

‘ PTA3: GREEN ROOF TAX ABATEMENT APPLIC (FINAL) 553

File name: PTA3: GREEN ROOF TAX ABATEMENT APPLIC (FINAL) S53

Choose File Mo file chosen
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A new file browser window will open to locate the file. After locating the document, select it and click
Open. Click Cancel to return to the previous screen.

Please Note: All files must be in PDF or JPEG format, and must be less than 250 MB in size.

Open

@5\_‘/"3 » Libraries » Documnents »

Organize = New folder

[=]

Search Documents yel |

-|c,|

=~ 0 @
' Favorites Documents library .
B Desktop Includes: 2 lecations

& Downloads Mame ‘ ~* Date modified Type
] Recent Places
1% Computer

&, poe(c)

5® shr_hg3s (\imsdobr

5 Shr_hgS\DATA\Age

5 DATA (WMSDOBNE

ej Metwork

File name:

- [Adobe Acrobat Document ']

Open |v Cancel
|

The Document will now appear in the File name

field. Document Uploader

Select Document

‘ PTA3: GREEN ROOF TAX ABATEMENT APPLIC (FINAL) 553

File name: PTA3: GREEN ROOF TAX ABATEMENT APPLIC (FINAL) 553
| Choose File [Cocomentloar)
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Click on Upload.

If the document was uploaded
successfully it will be indicated on
the screen.
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Select Document

‘ PTA3: GREEN ROOF TAX ABATEMENT APPLIC (FINAL) 553

File name: PTA3: GREEN ROOF TAX ABATEMENT APPLIC (FINAL) S53

Choose File | Documentl.pdf

Select Document

PTA3: GREEN ROOF TAX ABATEMENT APPLIC (FINAL) 553

File name: PTA3: GREEN ROOF TAX ABATEMENT APPLIC (FINAL) 553

Choose File | Documentl.pdf

IDocument Uploaded Successful.ly.l

M’
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Click on OK to close the Document Uploader sub-window and return to Additional Supporting
Documents.

Select Document

Document Name = Prior To Status’ «
| SEWER CONNECTION: DEP SD1 & SD2 AQZ | REQUESTER SEAL & SIGNATURE A;,'p,mm n
File name: SEWER CONNECTION: DEP SD1 & SD2 A02 SEWER CONNECTION: DEP SD1 & SD2 A02 Approval
Documentl.pdf BPP: FILING REQUIRED A02 Approval
LANDMARKS APPROVAL AD4 Approval
5 ¢ Uploaded $ fully. SRO MD ANTI-HARASSMEMT CHECKLIST AQ5 Approval

1 3

e fresie(m v items Per Page 1-6of 155 items

The uploaded document will appear under Additional Supporting Documents.

Additional Supporting Documents v

Add New Document

| Created On h Document Status PriorTo = ¥ Delete ¥ =

Document Name e

I 2016-09-16 PP - FINAL SIGNOFF 502

Submitted Signoff I

If you need to upload another document, click on Add New Document and repeat the process.

Additional Supporting Documents

Add New Document
| Created On ¥

Document Name ¥ | Document Status ~ Prior To =« ~ Delete ™ =

| 2016-09-16 BPP - FINAL SIGNOFF 502

Submitted Signoff
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QA Failed

QA Failed at Permit Level - For Standard Plan Exam or
Professional Certification (without PW2) Filings

After a PW2 has been submitted to DOB, it is reviewed by a QA Clerk. If there are any issues with the
submission, such as missing required documents, the QA Clerk will fail the submitted PW2, and the
status of the permit will be changed to QA Failed. The Contractor will need to go to the PW2 screen and
fix the issue and resubmit the filing.

To address the issue, first locate the job filing that has failed on your dashboard under the My Work
Permits tab and open it.

m =+ New Job Filing | = New Work Permit | = New AHV Permit

My Jobs My Work Permits My AHV Work Permits Job Filing Search

Job No. - Filing N¥.. Tracking No. ~ Work Permit No. v  Sequence No...”¥ Work Permit Status

QA Failed x

M00268514 - 11 156186218 Permit is not yet issued QA Failed

From the Work Permit window, go to the Failure Reason section, which is located underneath the Fees
section on the right side. Here you'll see the failure details and the status will be Open.

Fees
Amount Paid £0.00
Amount Due $0.00

Failure Reason
Failure Details . ;
Missing required
documents
Status
Open ~
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Once you resolve the issue, go Status
to the Status dropdown and Resolved v
update the status to Resolved.

After resolving the issue, you'll need to re-submit the filing. .

Only the Contractor can re-submit the filing. To re-submit,
scroll to the bottom of the PW2 window and click on the
Re-Submit button.

After resubmitting the filing, both fields will be greyed out and you will not be able to make any
additional changes.

Failure Reason:
Failure Details L ,
Missing required
documents
Status:
g Resolved v
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QA Failed at Job Level - For Professional Certification (with or
without PW2) Filings

If during the Professional Certification QA Clerk review process there is an issue with the filing, the
Professional Certification QA Clerk will fail it and the status of your filing will be updated to QA Failed. A
filing can only fail at the job level when it is a Professional Certification filing, and it has been failed by
the Professional Certification QA Clerk.

To address the issue, first locate the job filing that has failed on your dashboard under the My Jobs tab

and open it.

== New Job Filing == New Work Permit == New AHV Permit

My Jobs My Work Permits My AHV Work Permits Job Filing Search

| Job No. - Filing. Filing Status 4 Address 7

QA Failed x

| M00001323-11 QA Failed 280 BROADWAY

Once the job filing window is open, under the Fees section there will be a Failure Reason section that
displays the failure details. This will provide the reason for why the filing failed. The status for the failure

will also be Open.

Total Fee $0.00
Amount Paid $0.00
Amount Due $0.00

Failure Reason:
Failure Details QA failed - Test in Staging
Status: Open -
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Once you resolve the issue, go to the Status dropdown and update the status to Resolved.

Status:

Resolved

After resolving the issue, the filing will need to be re-submitted to
DOB. When a filing fails at the job level, the Design Professional and
Owner will need to once more provide attestation (electronic

signature) and only the Design Professional can re-submit the filing.

:
Plans/Work (PW1)
A

After resubmitting the filing, both fields will be greyed out and you will not be able to make any

additional changes.

Failure Reason:
Failure Details

Status:

QA failed - Test in Staging

Resolved
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List of Acronyms

Work Type Acronyms
e BL: Boiler °
e CC: Curb Cut .
e CH: Chute °
e DM: Demolition and Removal °
e EQ: Construction Equipment
e EW: Equipment Work .

e FA: Fire Alarm
e FB: Fuel Burning

e FN: Fence .
e FP: Fire Suppression .
e FS: Fuel Storage .
e MH: Mechanical/HVAC .
e OT: Other °
e PL: Plumbing .
e SD: Standpipe .
e SF: Scaffold .
e SG: Sign .

e SP: Sprinkler
e EL: Elevator

Legal Acronyms
e AC: Administrative Code

e APPN: Administrative Policy and Procedure
Notice

e BC: Building Code

e HPD: Housing Preservation and

Development .
e LL: Local Law °
e LPPN: Legal Policy and Procedures Notice .
e MDL: Multiple Dwelling Law °
e NYC DEP: New York City Department of °

Environmental Protection °
e NYCRR: New York City Report

Recommendations °
e NYS DOH: NYS Department of Health .
e NYS ECL: Environmental Conservation Law °

e OPPN: Operations Policy and Procedure Notice o
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PPN: Policy and Procedure Notice
RCNY: Rules of the City of New York
RS: Reference Standard

TPPN: Technical Policy and Procedure
Notice

ZR: Zoning Regulations

Permit Type Acronyms
AR: Architectural

EA: Earthwork

FO: Foundation

ME: Mechanical

NP: No Plans

PL: Plumbing

SH: Sidewalk Shed

ST: Structural

Z0: Zoning

Building Type Acronyms
NB: New Building

Alt 1: Alteration

Alt 2: Alteration

Alt 3: Alteration

Professional Acronyms

PE: Professional Engineer

RA: Registered Architect

GC: General Contractor

DP: Design Professional

FR: Filing Representative

QEWI: Qualified Exterior Wall Inspector
(PE/RA)

QRWI: Qualified Retaining Wall Inspector
MP: Master Plumber

OBI: Oil Burner Installer

LP: Licensed Professional
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