INDUSTRY PORTAL
STEP-BY-STEP GUIDE

Complete an Energy Submission

The following Step-by-Step Guide will outline the steps applicable to completing an Energy
Submission in DOB NOW: Build.
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Overview

This step-by-step guide will provide applicants with a systematic understanding of how to complete an

Energy Submission DOB NOW: Build.

The DOB NOW: Build system is an all-inclusive, integrated system for Job Filings, permits, and submitting

requests. DOB NOW: Build is a one-stop-shop (System).

Requirements

M Energy Submissions are required for the following Work Types:
o Boiler Equipment
o Foundation
o General Construction
o Mechanical Systems
o Plumbing
M Energy Submission is always required for New Building Job Filings.

B For New Building with Existing Elements to Remain and Alteration-CO Job Filings, Energy

Submissions are required when:
o The building is NOT a historical building.
o The job includes building enlargement.

B In addition to the two requirements above, additional questions are asked in the NYCECC Energy
Compliance section of the PW1 tab to determine if Alteration Job Filings require Energy

Submission. For more details, see the Completing the PW1 Step-by-Step Guide.

M Energy Submissions for Job Filings that are Standard Plan Review will go through a separate
Energy review.

B Professional Certification QA Administrators will review both the Job Filing and the Energy
Submission for those filings.

B If a Subsequent Job Filing has one of the five Energy Work Types, an updated Energy Submission

must be filed.
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SYSTEM GUIDELINES

1. Fields with a red asterisk (*) are required and must be completed.
2. Grayed-out fields are Read-Only or are auto-populated by the system.
3. Depending on the size of your screen or browser you may have to use the scroll bar to view more

options or full fields.

Email* Applicant Type* Last Mame

Enter email/username... Select: v

Filing Representative Information

First Name Last Name Email Business Name Business Telephone Action

ADAM JOE2 AJOETESTZ@GMAILCOM | AJ2 (201) 222-3333

Total Items: 1
< 4 |1 /1w el > " lltems Per Page 1-1oflitems

ADDITIONAL HELP & INFORMATION

1. Video Tutorials: DOB NOW YouTube Channel: https://www.youtube.com/user/NYCBUILDINGS

2. Presentations & Sessions: https://www1.nyc.gov/site/buildings/industry/dob-now-training.page
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Create an Energy Submission

There are two ways to create an Energy Submission:

Step | Action

1. | Within the main Job Filing, click on the Energy Review tab.

S00404319-11

PlansAtark (PW1)

Zoning Information

Energy Review

Scope of Work o

The tab will display a read-only Energy Review Criteria section which will show how it was
determined that Energy Submission was required on this Job Filing.

Energy Review Criteria

Job Type ALT-CO - MNew Building with Existing work Types General Construction
Elernents to Remain

Horizontal Enlargement es

wvertical Enlargement Mo Does the work involve the alteration of a State or Mational Mot Applicable

historic building?

Does this work alter the fagade or the roof? Mot Applicable Will any unconditioned space become conditioned space? Mot Applicable
15 this a roof re-cover? Mot Applicable Provide Gross Floor Area of altered space Mot Applicable
Has the sheathing or insulation been exposed? Mot Applicable Have existing roof, wall or floor cavities been exposed? Mot Applicable
Do exposed envelope cavities reguire additional insulation? Mot Applicable Is any fenestration being replaced with new unit? Mot Applicable
Does this work alter the Mechanical Systems? Mot Applicable Does this work alter the Interior or Exterior Lighting? Mot Applicable
Does the work require Commissioning? Mot Applicable
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Step | Action
2. In the Energy Review Requests section (which will be open by default), click + Add to open a new
request.
Energy Review Requests
,ﬂ Iz the Energy Review requirements determined on this job filing? - Yes
Ernergy Review Criteria
Erergy Review Reguests
Mew Reguest: § 4 Add
Wiew ... Filing Action A Request Mumber ¥ Request Type -
3. You will be taken to the General Information section of a new Energy Submission.

General [nfarmation

Scope of Work
Documents

Staternents & Signatures

General Information

Request Information

Request Mumber Rafueast Type

Mot Yet [ssued Mew

Job filing Mumber Job Type

500404319-11 ALT-CO - Mew Eullding
with Existing Elements
to Rermaln

Filirgy Review Type
Professional Certification

Raruest Status
Pre-filing

Wark Typefs)
General Construction
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Step

Action

A new Energy Submission can also be created from any DOB NOW: Build Dashboard by clicking
+Requests and choosing Energy Review.

+ Requests =+ [+otifications

Energy Review

Letter of Completion

FA Certificate of Operation
Site Safety

Temporary BIMN

Tenant Protection Plan

A pop-up Energy Review Request window will appear. Enter the DOB NOW Job Number and click
Search.

Energy Review Request

Enter lob Mumber: ‘
12 characters rematning

You have completed Create an Energy Submission Step-by-Step Guide.

Continue to Enter Energy Submission Data Step-by-Step Guide.
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Enter Energy Submission Data

There are four tabs in the Energy Review Request: General Information, Scope of Work, Documents, and
Statements & Signatures. All four tabs of the Energy Review Request must be completed before
submitting your Energy Review Request.

Step | Action

The Energy Review Request will open on the General Information tab. You will see read-only
Request Information and Location Information fields with data pulled from the main Job Filing.

General Information

Request Information Location Information
Request Number Request Type Request Status House Number Street Marme Barough
Mot et Issued Mew Pre-filing 66 RARITAR STATEN ISLAMD
b fil b . AVERLUE
Job filing Jab Type Waork Type(s)
Number ALT-CO - New General Black Lot BIN
S00404319-11 Building with Construction 3294 41 5048496
Existing Elernents
to Rerfain Cormmunity Zip Code
Board 10304
Filing Review Type 507

Professional Certification

The next section is the Stakeholders Information. This section will also contain read-only data
pulled from the main Job Filing. Click Details to view more details on the Applicant of Record or the
Owner.

The Applicant of Record for the Energy Submission will be the Applicant of Record for the main Job
Filing.

Stakeholders Infarmation

Applicant MName Applicant Email Applicant License .
PE TRAINER TRAIMINGPERAD GMAIL.COM RA - 099978 Details
Cwwner Name Cwner Email Owner Type -7
BUILD 139 BUILD139@BUILDINGS.NYC. GOV MY¥CHA/MHHC Details
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Step | Action

1. | Click on the Energy Classification section header to open that section.

Energy Classification

Comrents

2. Enter the Building Energy Classification type by selecting from the drop-down. The options are:
e Commercial

e Low-rise Mixed Use With Residential (=< 3 stories)

e Residential (=< 3 stories)

Any building taller than 3 stories will be classified as Commercial for Energy Submission purposes.

Energy Classification

Building Energy Classification*

Select Type b

Select Type
Commercial
Low-rize Mied Use With Residential (=<3 stories)

Residential (= <3 stories)
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Step | Action

3. Choose a Compliance Path and a Method for your building. Low-Rise Mixed Use buildings must
chose a Compliance Path and a Method for each use.

Energy Classification

Building Energy Classification®

Low-rise Mixed Use With Reside

Fesidential part of buildings*

Compliance Path* Choose Analysis Method*

ECC v Select Type: w

Commercial part of buildings*

Compliance Path* Choose Analysis Method®*
Select Type: w Select Type: e
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Step | Action

ECC Compliance Path will be auto-selected for Residential Buildings and the Residential part of
Mixed-Use Buildings.

Commercial Buildings and the Commercial Part of Mixed-Use Buildings may choose from these
Compliance Path options:

e ASHRAE
e ECC

The Analysis Method options are:
A. Tabular Analysis

B. REScheck

C. COMcheck

D. Energy Modeling

E. Energy Rating Index

The options shown will depend on the Building Type and Compliance Path chosen. See table
below for details.

Path/Method Residential Commercial Mixed Use: Mixed Use:
BET EE] Commercial
ECC A,B,D,E A C A,B,D,E A C
ASHRAE N/A A CD N/A A CD
4, An optional Comments section appears below the Energy Classification section. Click the Section

Header to open.

Energy Classification

Comrments

5. You must Save before moving to the next tab. Click the Save button in the upper left corner.

4 Go to loh Filing
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Step | Action

@ Once you click Save, a Status bar will appear showing three steps:
e Pre-filing
e Pending Energy Review

e Energy Approval

Pre-filing Pending Energy Review Energy Approved

You will also see an Energy Submission number consisting of the letters EA followed by a ten-digit
number. This number can be used to find the Energy Submission on the Energy Review Dashboard.

EA-0000001412

6. Click on the Scope of Work tab to move to that section of the Energy Submission.

EA-0000001412

General Information

Scope of Work

Documents

Statements & Signatures
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Step | Action
7. The questions that will appear in the Scope of Work tab depend on the details of the Job Filing and
the details entered into the General Information tab. All questions that appear must be

answered.
Sample questions include:
e  Which building systems are impacted by this alteration?

Envelope

Elevators/Parking/Metering

Service Water Heating

HVAC-R — Heating System, Cooling System, Ventilation System, CHP or Cogen
System

o Lighting

0 O O O

e s this building considered a low-energy building or equipment building?
e Enter conditioned floor area (square feet)

e Is the alteration undergoing a change in occupancy that would result in an increase in
demand for either fossil fuel or electrical energy?

wihich building systems are impacted by this alteration?*

[ ]Envelope [ ] service Water Heating [ Lighting

D Elevators/Parking/Metering |:| HWAC-R - Heating Systern, Cooling System,
wentilation System, CHP or Cogen Systerm.

1z this building considered a low-energy building or equipment building Oives (Mo
Enter conditioned floor area®

Square Feet

15 the alteration undergoing a change in occupangy that would result in an increase in demand for either fossil fuel or electrical energy? Cives (Mo
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Step

Action

Click on Documents to go to the Documents Tab.

EA-0000001412

General Information

scope of Woark

Documents

Staterments & Signatures

One document is required: Energy Plan. Click on the Upload button.

Documents

Additional Supporting Documents

Required Documents

Document Mame « v Document Status v Prior To v Upload &4
Energy Plan Reguired Approwal

10.

Click Choose File to navigate to the document on your computer.

File Mame: Energy Plan
Choose File fMo file chosen
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Step | Action

11. Then click Upload.

Document Uploader

File Nlame: Energy Plan

Choose File | Test pdf

12. Once you see “Document has been uploaded,” you can click OK to complete the process.

Document Uploader

File Narme: Energy Plan

Test.pdf

Doacument has been uploaded.

13. Click Statements & Signatures to move to that tab.

EA-0000001412

General Information
Scope of Work

Cocuments

Statements & Signatures
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Step

Action

14.

Only the Applicant of Record is required to Attest to the Energy Submission. They can do so by
clicking the checkbox next to the Attestation. Their name and the date will be automatically
inserted.

Applicant of Record - Statements &

DI hereby state the inforration on this form is correct and complete to the best of my knowledge. | understand falsification of any statement is a

misdemeanor and is punishable by a fine or imprisonment, or both. | also understand it is unlawful to give to a city employee, or for a city employee to
accept, any benefif, monetary or otherwise, either as a gratuity for properly performing the job or in exchange for special consideration. violation is
punishable by imprisonment or fine or both. | 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 staternent, application, repeort or certification of the correction
of a violation required under the prowvisions of this code or of a rule of any agency, | may be barred from filing further applications or documents with the
Departrnent.

Marme* Date*

15.

£ Go to Job Filing m

Click Save to save your work.

16.

If you have not yet submitted your Job Filing, click Go to Job Filing to submit both the Energy and
the Job Filing together.

= 5o to lob Filing

If the Job Filing has already been submitted, a third button will appear: Submit.

#= 5o to lob Filing B Save B Submit
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Step | Action
17. On clicking Submit, a summary of your Energy Submission will appear. Click Next to page through
the summary to the end.
A pplication Previes # P-w.ousl Mors f| @ DTeen @ Tewsn W00 W -
Builngs
Tauesds laghinhis
Lacatinn: 15007 77 BYERLE DLUESHE 1 367
HifE 444
Fla uiesd N e CA-L1 15681
Arijuess T e i
Cument Hequest Salus: Fre-Ting
hamriaded Juh Fiing Humbe; COOMEIRSEE-1"
il T e FLI 1Y
Filing Hewew Tupe EEndzrd R I SERmIraien o SEec
Wk TypsskE Cenars Corr=lizion
Page 1 11
0 Bl b ALig Wew
18. | The last page displays an attestation. Click the Checkbox to sign and then click File to submit your

Energy Submission.

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

Mame Date
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Step

Action

You have completed Enter Energy Submission Data Step-by-Step Guide.
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