INDUSTRY PORTAL
STEP-BY-STEP GUIDE

How to Submit a Green Roof Job Filing

The following Step-by-Step Guide will outline the steps applicable to submit a Green Roof Job
Filing in DOB NOW: Build.
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Overview

This step-by-step guide will provide applicants with a systematic understanding of how to file a Green
Roof Job Filing in 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

e Green Roof is a new Work Type in DOB NOW: Build.
e Green Roof cannot be combined with any other Work Type.

e Green Roof Job Filings may be filed as Alteration initial Job Type or as a Subsequent Job Filing for
New Building and Alteration-CO Job Types.
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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 the entire fields.

Email* Applicant Type* Last Mame

Enter email/username... Select: v

Filing Representative Information

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

First Name Last Name Email Business Name Business Telephone Action

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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Log into DOB NOW: Build

Follow the steps below to access DOB NOW: Build and initiate a Green Roof Job Filing.

Step | Action

@ Note Inorderto loginto DOB NOW, you must be registered for eFiling.
Y/

Additionally, DOB recommends that you turn off pop-up blockers to successfully navigate within
DOB NOW.

For Step-by-Step instructions, please submit a question to www.nyc.gov/dobnowhelp or refer to
the following links:

B How to Register for eFiling:
https://www1.nyc.gov/assets/Buildings/pdf/registration_tip_owners.pdf

B How to Turn Off Pop-up Blockers: https://www1.nyc.gov/assets/Buildings/pdf/allow_pop-
up_blockers.pdf

1. Access the Internet.
2. Enter www.nyc.gov/dobnow in the URL field at the top of the browser window.

| & www.nyc.gov/dobnow P~ |
3. Press Enter on your keyboard.

DOB NOW: Build B Green Roof Job Filing lMSeptember 2023 4



http://www.nyc.gov/dobnowhelp
https://www1.nyc.gov/assets/buildings/pdf/registration_tip_owners.pdf
https://www1.nyc.gov/assets/buildings/pdf/allow_pop-up_blockers.pdf
https://www1.nyc.gov/assets/buildings/pdf/allow_pop-up_blockers.pdf
http://www.nyc.gov/dobnow

DOB NOW: Build - GREEN ROOF JOB FILING SUBMISSION

Step | Action

Bl | The DOB Login page displays.

NYC | suidings 311 | Search all NYCgov websites.

DB DOB NOW
NYC Department of Buildings Self-service for online Permits, Appointments and Applications

Nuw

W (ﬁgfg?u[?gs Enter your eFiling or DOB NOW:
Licensing account information

About DOB NOW FAQS | RESOURCES

Search the Public Portal
FAQS | USER MANUAL

Email

[ trainingpera@gmail.com l
L]
) Password
o e
N s S [ ......... l

Address Borough, Block, Lot BIN Job Number
4 B
mﬁ Eﬁ\ = To use DOB NOW: Build or Safety, register for an

eFiling account here. To reset your eFiling password

Device Licensee Violation click here
Elevator A Journeyman
or Welder d create a new
DOB icen ofile. To change your DOB
Additional Tools NOW profile password, click here.

PN | -V | N R e

4, Enter your Email and Password.

Login to DOB NOW to submit Jobs, Filings &
Applications

Enter your eFiling or DOB NOW:
Licensing account information

Email

Password

| |
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Step | Action

5. Click Login.

& Login

To use DOB MOW: Build or Safety, register for an
eFiling account here. To reset your efiling password,
click here.

6. The DOB NOW Welcome page displays.

Welcome, FIRSTNAME FIRSTNAME
BUILDOS@SUILDINGSNYC GOV

Need Help?

Sign Out

d DOB NOW
NYC Department of Buildings Self-service for online Pe

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.

Elevator, Gas Work Qualification, Journeyman and Welder Applications, Renewals, Reissue and Change Requests are available under DOB NOW: Licensing.

Boiler, Elevator, Energy (Building Emissions), Parking Structures and Facade Compliance Filings; COVID-19 Safety Guidance Stop Work Order Rescission Requests; Closed Site
Notifications, Boiler and Elevator Violation Payments and Waiver Requests are available under DOB NOW: Safety.

New Building, Alteration-CO, Alteration, Full Demolition, Limited Alteration, Place of Assembly, Cranes, BIS Schedule of Occupancy and Certificate of Occupancy filings are available under
DOB NOW: Build.

Certificate of Correction Review Requests to the Administrative Enforcement Unit (AEU), Civil Penalty Review Requests (L2), New and Renewal License Applications and Records Requests
are available under BIS Options

Get started by selecting a module below.

BIS
OPTIONS

You are now logged into DOB NOW. Continue to How to File a Green Roof Job Filing step by step.
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How to File a Green Roof Job Filing in DOB NOW: Build.

Follow the steps below to create and submit a Green Roof Job Filing.

Step Action
1 From within the DOB NOW Public Portal main dashboard, click on DOB NOW BUILD.
DOB
NOW

Then click on the New Building / Alteration / Full Demolition / No Work option.

Major Projects

Development
Program Enrollment
DOB
New Building
NOW Alteration

Full Demolition
No Work

Cranes
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Step Action

3. Click the + Job Filing button.

>

+ Major Projects Development Program Enrollment,/Project = Job Filing + Requests =+ Notifications

JO b FLI_LngS AllJobs 404 Alteration 296 Alteration CO 28 ALT-CO - New Building with Existing Elements to Rem)

i

Filter My Jobs -

]

View...  Filing Action Job# Filing# Job Type Filing Type Filing Status
G Select Action: | B00438999 11 Alteration New Job Filing Pre-filing
G Select Action: v 200438983 11 Alteration MNew Job Filing Pending CPE/ACPE Assignmen
G Select Action:  w | 1M00438923 11 Alteration MNew Job Filing Plan Examiner Review
4, The Initial Job Filing screen will now open.

Select Alteration from within the Initial Job Filing screen. After selecting Alternation,
additional questions will appear below.

Alteration Full Demolition Limited Alteration New Building No Work

e =N
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Step Action
5. Select appropriate answers for each question to file as Alteration job filing. For this exercise,
please answer No to each of the questions.
Full Demolition Limited Alteration New Building No Work
If this filing is related to another DOB NOW filing, create a subsequent instead of a new job.
To create a subsequent filing, select Cancel then Search by BIN or job number for the related [1 filing (in any status except
LOC or CO Issued). From the Filing Action column, select Subsequent.
Alteration required to meet New Building requirements?* Yes No
Alteration is inconsistent with the current Certificate of Occupancy?™ Yes No
Alteration in occupancy or use?” Yes No
Alteration is a major change to exits?* Yes No
Alteration in number of storles?” Yes No
Is this an application for 2 Small Business (employs fewer than 100 persons)?* Yes No
|5 this an application for an approved project under the Major Projects Development Program (MPP)?* Yas No
6. Scroll down to the Work Types section and select Green Roof.
Select Work Type(s):* Job Type: Alteration
Antenna Boiler Equipment Construction Fence
Curb Cut Earthwork Electrical
Elevators Foundation General Construction
Green Roof Mechanical Systems Plumbing
Protection and Mechanical Methods  Sidewalk Shed Sign
Solar Sprinklers Standpipe
Structural Support of Excavation Supported Scaffold
Suspended Scaffold
e
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Step Action

7. Select the Filing Review Type, and then click Submit.

Filing Review Type* Standard Plan Examination or Review | Professional Certification
—

8. After clicking Submit, you will be presented with a confirmation dialogue.

This confirmation dialogue will provide an opportunity to review the Job Type, Work Type, and
Filing Review Type prior to submission.

Review the selections within the dialogue and click Yes to proceed.

Note: You may select No to go back and make any necessary corrections.

These selections cannot be changed:
« lob Type: Alteration
« Work Type(s): Green Roof
« Filing Review Type: Standard Plan Examination or Review

The only way to change these selections after this point is to file a
new application. Do you want to continue?

‘f"Es Mo

9. The majority of the PW1 tab is identical to all other Job Filings. Enter all required information.
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Step Action
10. For Green Roof Work Type there is a new Green Roof Tab under Scope of Work. Fill in the
required information:
= Roof Area (sq.ft.) — Enter in the entire square footage of the total roof area.
= Eligible Rooftop space (sq.ft.) — Enter in the square footage area of what is eligible to be
used for a green roof.
= Green Roof Space (sq.ft.) — How much of the roof will become a Green Roof.
= Depth of Growth Medium (inch) — How deep will the growth medium be for the Green
Roof. A growth medium is typically soil, or various other growth substrates, such as,
coconut husks, mulch or rockwool, just to name a few.
S00474122-11 Green Roof Scope of Work
Plans/Work (PW1) oot et
Zoning Information s
Roof Area Eligible Rooftop Space* Green Roof Space™
Cost Affidavit (PW3) Depth of Growth Medium (inches, 2 or greater)
Technical Report v
Technical Report (TR1/4/5/5H)
11. The rest of the Job Filing is unchanged. Fill out all required information and upload all
documents. Click Save and then Preview to File.
12. Using the navigation bar at the top of the window click the Next button to go to the last page.
& Previous @& Foom &, Zoom 100% W
13.

At the bottom of the last page, click the checkbox and the click the File button to complete the
process.

| understand and agree that by personally clicking on the box at left | am electronically signing this application and expressing my agreemel
understand that this electronic signature shall have the same validity and effect as a signature affixed by hand.
Name BUILD 139 Date 04/06/2023
(Electronically Signed)

4 [eramnriy o

You have now completed the How to File a Green Roof Job Filing step by step.
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