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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 will be released in phases throughout 

2016 and 2017.  In 2018, DOB NOW will be completed and will be the entry point for all DOB 

transactions.  

 

User Manual Overview 
This user manual provides step-by-step instructions for the Special and Progress Inspectors to track 

applications and permits and update inspection information 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. 
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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 your Username and Password and click Login. This is the same username and password 

that you have created for eFiling. If your account information is incorrect, you will need to 

update your information in the eFiling system.  

 

Note: If you enter an invalid username and password combination, you will see an error message 

and will not be able to login.  

 

2. If there is an issue with your login, clicking on Can’t access your account? Under the Login icon 

will bring up a message with an email address (dobnowsupport@buildings.nyc.gov) to contact 

for assistance. 

 
 

If you do not have a confirmed eFiling account, you will not be able to login to DOB NOW: Build. 

http://www.nyc.gov/dobnow
mailto:dobnowsupport@buildings.nyc.gov
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DOB NOW: Build Dashboard Orientation 
After logging in, you will be on the main dashboard. The numbers correspond to the list below that 

explains the fields and describes the actions that you can take. 

 

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

2. New Job Filing: Create a new job filing. 

3. New Work Permit: Create a new work permit.  

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

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

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

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

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

9. List of grid columns: My Jobs, My Work Permits, and My AHV Work Permits tabs each contain 

their own unique  columns of information: 

a. Sort the data in ascending or descending order or 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. 

10. 311 Link: Link to the 311 homepage. 

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

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

13. Refresh: Refreshes the data to display the most recent information.  

14. Column Editor: Pick which columns are displayed in the grid. 

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

16. View: Directs you to the job filing page. 
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My Jobs and Job Filing Search Tabs  
This section guides you on the use of the My Jobs and Job Filing search tabs on the Dashboard. 

My Jobs Grid 
If you are associated with a job filing, it will be listed under the My Jobs tab. Double-click on a filing or 

click on the View button to go to the job filing screen. 

 

Job Filing Search 
The Job Filing Search tab is used to search for specific jobs. 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. 

 

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

 

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.  

  



  

DOB NOW: Build Plumbing & Sprinklers Job Filing 
Special and Progress Inspector User Manual 

 

 6 | P a g e         

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

 

If the job filing number you entered cannot be found by the system, you will receive the message below. 

 

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 button 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,  

indicates displayed.) 
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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.  

 

 The following message will appear when you save successfully: 
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Job Filing Screen 
This section of the manual  identifies key information on the job filing screen.  It also decribes how to 

navigate from this screen  to the TR1, TR8, and EN2 forms. 

The screen  is divided into three sections.   A field by field  explanation is provided for the information 

contained in each section.   
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Section A 

 

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 different statuses 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 # 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 starting 

letter signifies the borough where job is located.  

a. M: Manhattan 

b. X: Bronx 

c. B: Brooklyn 

d. Q: Queens 

e. S: Staten Island 

5. Filing #: The specific filing # for the job selected. The letter at the start signifies the filing type: 

a. I: 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 that you need to complete.  
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Section B 

  

8. Dashboard: Returns you to the dashboard. 

9. View Filing: Exports the job filing information entered into a PDF document. This feature is only 

available after filing the job with DOB. 

10. Payment History: View past invoices and payments. 

11. Trace History: View DOB actions taken on the filing (these will occur after the filing has been 

submitted to DOB). 

12. Property Profile: View general property profile information of the location associated with the 

job.  
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Section C 

 

13. Application Highlights: High level information on the filing. This section is fixed and will be 

visible while filing.  

14. Payments: Payment information associated to the filing. Shows pending fees and what has 

already been paid. 

15. Pay Now: Click to pay any fees associated with the filing. Clicking the Pay Now button will take 

you to a secure 3rd party payment screen.  
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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. 

You can navigate to the TR1 form from the job filing page.  

 

Applicant Information 
Specify the applicant type by selecting all choices that apply.  

 Design Professional: Auto-filled with a “check” based on the email address associated with the 

Design Professional identified in the Applicant Information on the PW1 form. If you are not 

signed-in as the Design Professional listed on the PW1, this box will be empty and you will not 

be able to check the box. 

 Special Inspector: Check this box if you are the Special Inspector for the job filing. 

 Progress Inspector: Check this box if you are the Progress Inspector for the job filing.  
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Special Inspection Categories for New Work/Legalization 
Add special inspection categories for the job filing. If you are not the Special Inspector, you will be able 

to assign a Special Inspector and then the Special Inspector will need to log into DOB NOW: Build to 

complete certain fields in this section. 

Please note that 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: Click to edit an existing requirement. Only the Special Inspector can edit an entry. 

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: Click to upload the Special Inspector signature and seal. You will not 

be able to click if you are not the Special Inspector.  

Add Special Inspection Category 
To add a new special inspection category, click on the +Add button. 
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Instructions for Special Inspector 

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

 

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

 

2. Click on the requirements you want to select. Additionally, you can search for the requirement 

by typing it into the search field (A). You can also click on the Check all or Uncheck all buttons to 

select or unselect all items.  

3. The number of requirements selected will be displayed at the top.   

4. After selecting your requirements, click anywhere on the screen with your mouse and the table 

will be updated with the requirements selected.  
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5. Complete the second part of the form: 

 

1) Special Inspection Applicant’s Email: Enter the email of the Special Inspector.  

2) License Type: Select one of the choices from the dropdown. Only license types 

associated with the special inspection applicant associated with the email address 

entered above will be displayed. 

3) License Number: Auto-filled based on the license type selected. 

4) Agency Number: Enter the agency number. If you enter the correct Agency Number, 

the following message will appear under Agency Number:  

 
5) Responsibility for Requirement: Check off the box to confirm agreement that you) 

take responsibility for the inspection selected. Checking the box will also auto-fill 

the Name and Date fields. 

6) Inspection Applicant’s Identification of Responsibilities: Check off the boxes to 

confirm agreement with each of the two statements. 

6. Click Save after completing all the fields.  

7. Upload your seal and signature for each item by clicking on the required button. 
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Progress Inspection Categories for New Work/Legalization 
Add progress inspection categories for the job filing. Only the Progress Inspector will be able to fully 

complete this section. If you are the Design Professional, you will be able to add an inspection category, 

but then the Progress Inspector will need to complete the other questions in this section. 

Please note that 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: Click to edit an existing requirement. Only the Progress Inspector can edit an entry. 

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/Signature Upload: Click to upload the Progress Inspector signature and seal. You will not 

be able to click if you are not the Progress Inspector.  

Add Progress Inspection Category 
To add a new progress inspection category, click on the +Add button. 
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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 to select from the list of Requirements.  

 

2. Click on the requirements you want to select. Additionally, you can search for the requirement 

by typing it into the search field. You can also click on the Check all or Uncheck all buttons to 

select or unselect all items.  

3. The number of requirements selected will be displayed at the top.   

4. After selecting your requirements, click anywhere on the screen with your mouse and the table 

will be updated with the requirements selected.  
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5. Complete the second part of the form: 

 

1) Progress Inspection Applicant’s Email: Enter the email address of the Progress Inspector.  

2) License Type: Select one of the choices from the dropdown. Only license types associated 

with the progress inspection applicant associated with the email address entered above will 

be displayed. 

3) License Number: Auto-filled based on the license type selected. 

4) Responsibility for Requirement: Check off the box to confirm agreement that you) take 

responsibility for the inspection selected. Checking the box will also auto-fill the Name and 

Date fields. 

5) Inspection Applicant’s Identification of Responsibilities: Check off the boxes to confirm 

agreement with each of the two statements. 

6. Click Save after completing all the fields.  

7. Upload your seal and signature for each item by clicking on the Required button. 

 

 

The Design Professional and Owner will need to login separately to provide acknowledgment of the TR1 

information on the Statements & Signatures tab. 
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Certification of Completion 
After a permit has been issued, the Special and Progress Inspectors are required to login to DOB NOW: 

Build and provide acknowledgment that the work is in compliance with the code.  

1. After accessing the job filing screen, click on the Technical Report (TR1) tab.  

2. Check off if you are the Special Inspector and/or Progress Inspector. 

 

3. Open the requirement for which you want to provide certification by clicking on the Edit button.  

 

4. The Requirement form selected will open. Go down to the section where it says “I Certify 

Complete Inspections/Tests” and check the box.  

 

5. The Name and Date fields will auto-fill after you check the box. 
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6. Scroll down to Section 9: Inspection Applicant’s Certification of Full Completion and provide 

acknowledgment of the statement.  

 

7. The Name and Date fields will auto-fill after you check the box. 

 

8. Click on Save after completion.  
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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 though how to complete 

the TR8 form. 

You can navigate to the TR8 form from the job filing page.  

 

Applicant Information 
Specify the applicant type by checking all choices that apply.  

 Design Professional: Auto-filled with a “check” based on the email address associated with the 

Design Professional in the Applicant Information on the PW1 form. If you are not signed-in as 

the Design Professional listed on the PW1, this box will be empty and you will not be able to 

check it off. 

 Progress Inspector: Check this if you are the Progress Inspector for the job filing.  
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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 fully.  

Please note that 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 previously entered progress inspection 

requirements. 

3. Edit: Click to edit an existing requirement; only the Progress Inspector can edit an entry. 

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/Signature Upload: Click to upload the Progress Inspector signature and seal. You will not 

be able to click if you are not the Progress Inspector.  

Add Energy Code Progress Inspection Category 
To add a new energy code inspection category, click on the +Add button. 
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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 to select from the list of Requirements.  

 

2. Click on the requirements you want to select. Additionally, you can search for the requirement 

by typing it into the search field. You can also click on the Check all or Uncheck all buttons to 

select or unselect all items.  

3. The number of requirements selected will be displayed at the top.   

4. After selecting your requirements, click anywhere on the screen with your mouse and the table 

will be updated with the requirements selected.  
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5. Complete the second part of the form: 

 

1) Progress Inspection Applicant’s Email: Enter the email of the Progress Inspector.  

2) License Type: Select one of the choices from the dropdown. Only license types 

associated with the progress inspection applicant associated with the email address 

entered above will be displayed. 

3) License Number: Auto-filled based on the license type selected. 

4) Responsibility for Requirement: Check off the box to confirm agreement that you) 

take responsibility for the inspection selected. Checking the box will also auto-fill 

the Name and Date fields. 

5) Inspection Applicant’s Identification of Responsibilities: Check the boxes to 

confirm agreement with each of the two statements. 

6. Click Save after completing all the fields.  

7. Upload your seal and signature for each item by clicking on the Required button. 

 

Click Save after completing all the fields. 

The Design Professional will need to login separately to provide acknowledgment of the TR8 information 

on the Statements & Signatures tab.  
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Certification of Completion 
After a permit has been issued, the Progress Inspector is required to login to DOB NOW: Build and 

provide acknowledgment that the work is in compliance with the code.  

1. After accessing the job filing screen, click on the Technical Report Energy (TR8) tab.  

2. Check off that you are the Progress Inspector. 

 

3. Open the requirement for which you want to provide certification by clicking on the Edit button.  

 

4. The Requirement form selected will open. Go down to the section where it says “I Certify 

Complete Inspections/Tests” and check the box.  

 

5. The Name and Date fields will auto-fill after you check the box. 

 

6. Scroll down to Section 6: Inspection Applicant’s Certification of Completion and select the 

appropriate option.  After making the selection the Name and Date fields will auto-fill. 
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7. Click on Save after completion.  
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EN2 
The Progress Inspector(s) must certify on this form that the as-built values for energy in the building 

match the values in the last-approved Energy Analysis. 

The EN2 can only be accessed after the status for the filing is Permit Entire. 

 

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). 
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Add Energy Analysis Item 
Click on +Add. 

 

A sub-window will open: 

 

1. Filing Included: Indicate either New Work or Legalization. 

2. Progress Inspector Email: Enter the Progress Inspector’s email. 

3. License Type: Select from the available license types associated with the inspector associated 

with the email address entered above. 
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4. As Built Information: Check the appropriate options. 

5. Statements: Check the required field indicating that you agree with the statements. 

6. Name/Date: The Name and Date will be auto-filled after checking the box.  

7. Add/Cancel: After entering all information, click Add to add the filing. 
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Upload Documents 
The following sections provide detailed instructions on how to upload documents required for a job 

filing.  

1. To upload your seal and signature, click on the Required button.  

 

2. A sub-window opens as shown below. Click on Browse to locate the document.  
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3. A new file browser window will open. After locating the document you want to upload, click on 

Open to select the document. Please note that you can only upload PDF and JPEG files and they 

need to be less than 250 MB in size.  

 

4. Click on Upload to upload the selected document. 
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