INDUSTRY PORTAL
STEP-BY-STEP GUIDE

UPLOADING DOCUMENTS
FOR ALL WORK TYPES

The following Step-by-Step Guide will outline the steps applicable to
complete the Uploading Documents in DOB NOW: Build.

The examples shown and used in this Step-by-Step Guide are specific
to Uploading Documents.
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Guidelines

ROLES & RESPONSIBILITIES

1. The Applicant of Record can be a Professional Engineer or a Registered Architect but does not have
to be the same Applicant of Record as appears on the Job Filing.

2. The Applicant of Record must attest to the created Job Filing.

3. The Owner must attest to the created Job Filing.

4. The Applicant of Record and the Owner can be the same person.

5. A Delegated Associates (Filing Representative Class Il or Other Licensee) can be added to a Job Filing
and can act on behalf of the Applicant of Record.

For FILING REPRESENTATIVES only

1. Filing Representatives cannot be Applicants of Record (i.e. they cannot submit the Job Filing
Requests). However, they can perform data-entry functions to provide information and upload
documents.

2. Filing Representative cannot attest.
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DOB NOW: Build - Upload a Document
Step-By-Step Guide

In this Step-by-Step Guide, you will learn how to upload a document in DOB NOW: Build.

Contents
DOB NOW: Build - Upload a Document Step-By-Step Guide 2
Uploading Additional Documents 8
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Step | Action

L Select the Documents tab.
M00381989-11 Documents
Plans/Work (PW1)

Additional Supporting Documents
Zoning Information

Required Documents

||

Scope of Work v

Earth Work Document Name = v Document Status PriorTo = v | Upload ~

Foundation

Concrete Adjoining Owners Notification Required Permit Issuance + Se

Cost Affidavit (PW3) DPL-1: Design Professional Seal & Signature Required Approval Z Se
Plans/Sketch - Earthwork Required Approval 4 Sel

Technical Report v R . ]
Plans/Sketch - Foundation Required Approval + oe

fectnicallienart Plans/Sketch - General Construction Required Approval z Sel

(TR1/4/5/5H)
Technical Report (TR8) -

Energy Code
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Step | Action

The Required Documents header displays with the auto-populated list of documents to be
uploaded.

Documents

Additional Supporting Documents >

Required Documents v

Document Name « v Document Status  ~ PriorTo = ~  Upload ~
DPL-1: Design Professional Seal & Signature Required Approval + call
X Sely
Fee Exempt Supporting Document - DOF Property Tax Assessment Roll Required Approval + ca
X Se
Plans/Sketch - General Construction Required Approval 4+ Seld

2. Click the Upload (4; ) icon next to the Document Name (e.g., DPL-1: Design Professional Seal

& Signature).
MO0381989-11 Drcuments
Flarm Aioek (W PP —
ke
R Doty
o of Work -
B! Dotument Krme = - Cocameery, St P— Uplead -
CeanZalion
— I ’ )
Cont Affictit (FWE oL~ 1 Dutign Prorkescional Seal B Sionater Fegpuised Approval
I I - S apperval i
" " o = m:‘
- — :

Bl | The Document Uploader pop-up notification will display.
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Step | Action

3. Click Choose File.

Document Uploader

File Name: DPL-1: Design Professional Seal & Signature

Choose File Mo file chosen

Bl | The Documents Library window will open.

4. Browse to the folder where you have saved the document, if necessary, to locate the file to

upload.

¢ Favorites
B Desktop

] Recent Places

Name ’

T Accord Certificate of Liability Insurance Form
T Acis Report

I6 Open X
() [J2 < Strategic Planning » Projects » DOBNOW » Change Management » 2018 » Administration » Training Team Tools » Forms ~ [43] [ Search Forms )
Orgenize = Newfolder = A @

Date modified Type Size

M Adobe Acrobat D... T5KB
M Adobe Acrobat D... 1534 KB

& Downloads T Asbestos Assessment Report M Adobe Acrobat D... 173 KB
DOB NOW DELIVERABLES & aws Adobe Acrobat D... 626 KB
Change Management FX Birth Paper Adobe Acrobat D... 199 KB

L Blank Sheet of Paper Adobe Acrobat D 79KB
i Libraries 3 BSA Sample Minutes Adobe Acrobat D 52KB

[ Documents i Conviction Adobe Acrobat D. 2777 KB

o Music Adobe Acrobat D 287KB

) My Documents TH EDIGA Adobe Acrabat D. 419 KB

& Pictures T Fencedoex Adobe Acrabat D... 155 KB

B8 Videos T Flood Zone Restrictive Declaration Adobe Acrobat D... 43K8

T Adobe Acrobat D... 291 KB

1% Computer T Notice to Proceed to Contractor Adobe Acrobat D... 257 KB

& poB(C) TE Physical Exam Adobe Acrobat D... 475 KB
File name:

S —

Click the Document’s Name (e.g., DPL1) to select the file.

Click Open.

File name: DPL1

- [Custom Files v]
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Step

Action

The Document Uploader pop-up window displays with the File Name (e.g., DPL1.pdf) to the
right of Choose File.

File Name: DPL-1: Design Professional Seal & Signature

Choose File §DPL-1.pdf]

X, Upload

Click Upload.

File Name: DPL-1: Design Professional Seal & Signature

Choose File | DPL-1.pdf

L. Upload

Once uploaded, the message “Document uploaded successfully” displays.

Click OK to close the Document Uploader pop-up window.

File Name: DPL-1: Design Professional Seal & Signature

Choose File | DPL-1.pdf

. Upload
Document has been uploaded.
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Step

Action

10.

The Document Status of the document changes from Required to Pending after the file is
uploaded.

Additional Supporting Documents

Required Documents

Document Name = ~  Document Stat::. Prior To = ~  Upload ~ Action ~
DPL-1: Design Professional Seal & Signature Pendin Approval Calar SR
g g g PP 1 Select Action:
Fee Exempt Supporting Document - DOF Property Tax Required Approval 4 Select Action:
Plans/Sketch - General Construction Required Approval :!; Select Action:

Note Repeat Steps 2 -9 above for each required document listed in the Required Documents
section.

11.

Located in the upper left-hand corner of the page, click Save.

F’ DOB NOW
q Submit Filings, Payments, and Requ

BUILD
=

12.

A Notification pop-up window with the message “Job filing has been saved” displays.

Click OK to close the notification.

Job filing has been saved.

You have completed the Upload a Document Step-by-Step Guide.
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Uploading Additional Documents

1 To upload additional supporting documents, first click on the blue bar that says
“Additional Supporting Documents” to open the section

Click + Add New Document.

Additional Supporting Documents

+ Add New Document
Dacument Name + k4 Document Status 4 Prior Ta « v Upload v Delete A

2. The Document Uploader opens.

Select a Document Name.

Document Uploader

Seleet Document

Document Name « @ Prior To Stage @
Accessibility Walver Report Approval
Additional Insured Authorizations Permit Issuance
File Marna: Additional Insured Authorizations Permit Issuance
Choose File | No file chosen Adjoining Cwners Motification Permit Issuance
Certificate of Compliance Property Level Approval
& Upload
l« 4 |1 f10 kM 5w [Items Per Page 1 -5 of 48 items

3. Click Choose File to select the document and then click Upload.

Select Dacumeant

Additional Insured Authorizations

File Mame:

{ Choose File Mo file chosen

& Upload

4. Click OK.

5. Repeat as necessary until all additional documents have been uploaded.

You have completed Uploading Additional Documents.
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