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The following Step-by-Step Guide outlines the steps applicable to submit an Additional Supporting 

Document in DOB NOW: Build. 
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Overview 

This step-by-step guide is for submitting an Additional Supporting Document in DOB NOW: Build.   

Follow these instructions to submit the PTA3 form to apply for the Green Roof Tax Abatement until the 
tax abatement question for Green Roof filings is reinstated into DOB NOW: Build. 

Requirements 

• Upload your Additional Supporting Document to the job filing before submission of the job. 
• If the job filing has already been Approved or permitted, then submit a post approval 

amendment to add an Additional Supporting Document to the job filing. 
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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. 

 
 

ADDITIONAL HELP & INFORMATION 

1. Video Tutorials: DOB NOW YouTube Channel: youtube.com/NYCBUILDINGS 
2. Presentations & Sessions: nyc.gov/dobnowtraining 
 
  

https://www.youtube.com/user/NYCBUILDINGS
http://www.nyc.gov/dobnowtraining
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How to Submit an Additional Supporting Document 

Follow the steps below to Submit an Additional Supporting Document. 
 

Step Action 

1.  On the job filing, go to the Documents tab. 

Click on the Additional Supporting Documents heading to expand this section. 

 

2.  
In Additional Supporting Documents, click on +Add New Document 
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Step Action 

3.  
In the Document Uploader window that opens, go to the second page if needed until you can 

click on and select the Document Name called Other Documents – Prior to Sign Off.  The 

document may also be uploaded as Other Documents – Prior to Permit Issuance. 

 

4.  
Type in a Document Name (which is the name of the pdf you saved e.g. PTA3 form) 
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Step Action 

5.  Click the Choose File button to browse/find your pdf file. 

 

6.   
When you find the file you need, click on the file to select it and then click Open. 
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Step Action 

7.  
The file selected will be shown in the File Name field.  If it’s the correct file, click on the Upload 

button. 

 

8.  
When the document has been successfully uploaded you will see the message “Document has 

been uploaded.”  Click the OK button. 
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Step Action 

9.  
The file will appear in the Additional Supporting Documents section in Pending status (meaning 

it has been uploaded successfully). 

 

You have now completed the How to Submit an Additional Supporting Document step by step. 

 


