Online Permitting & Licensing Portal
How to Apply for a Permit
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Online Permitting & Licensing Portal

Step 1: Accessing the Portal

1.Go to OakbrookTer-
race.net

OAKBROO'T( TERRACE COMMUNITY GOVERNMENT m BUSINESS

L 1N ©1:S

Contact Apply For Pay Online

Submit a Request or Concern ortunities

Staff Directory City Licenses, Forms, Permits, and Stay Informed

Sign Up for Emergency Alerts
E-News Subscription

Social Media

Press Releases

Find
Calendar of Events
Documents & Reports

¥ ) Forms & Applications
March-April 2024 Terrace Leav %=~ e85 00

2.Go to “How do I” in
the top navigation
bar.

3.From there go to

“Apply For” and click -
on “Online Permits”
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Online Permitting & Licensing Portal

Step 2: Accessing the Portal

. . @o.AKBFpLHv’{'!ggRACE communiy sovemen  wowoo1  ausness
Review the infor- —

COMMUNITY DEVELOPMENT

Buildng

Cod Enforcamant

mation provided on

7
. 1“

the Online Permitting
Portal and click the
graphic to be taken to

ONLINE PERMITTING
) PORTAL

the portal login page.

*Note: You will need
to create an account
the first time you ac-
cess the system.
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Online Permitting & Licensing Portal

Step 3: Create an Account or Login

To “Login” type in your
email address and click
the “NEXT” button

Cloudpermit®

If you have not created _
Log in to communicate with your local
an account, you may

regiSter for an account
by CliCking the “CREATE Register for an account
NOW” button

CREATE NOW

*Reminder: You will
need to create an ac-
count the first time you
access the system.

Privacy policy Technical support
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Online Permitting & Licensing Portal

Step 4: Create Permit Application

Once you are logged in,
Click “Create New Appli-
cation” in the top right
corner of the screen.

My dashboard

Tasks and requests

Inspections
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Online Permitting & Licensing Portal

Step 5: Create Permit Application

1.Select “lllinois” and iy s
“Oakbrook Terrace” 0 T —
in line 1. - 3 = =
@ Select type of application
2.Click on the Building
. . I o
Permit tile to expand RA 4
the description. Click T e——

“Create Application”
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Online Permitting & Licensing Portal

Step 6: Choose Permit Category, Type & Target

1 . SeIECt "com merCia |” Create a new application

or “Residential” in

Select category, type and target for your application

the Category box.

ategory to see detailed definitio the catego

Desc: e, and work target selections. The requirements and the process for your application in Cloudpermit will be set up based on your selections.
Click on o3
2.Select the Work Type
Work type
| A -
Certificate of Occupancy Addition ctrical Alterations

for your project.

o] ther
Rosid 3 @ Electrical ovr Lot Pole Lighting
Temporary Events/Uses Elevators, Escalators, Lifts and Dumbwaiters O Revisions
3 S L] O Fence O Temporary Service
elect Work Target, if S
¢ ’ O Fire Alarm
O Fire Suppression

applicable.
4.Click “NEXT”
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Online Permitting & Licensing Portal

Step 7: Create New Project

Create a new application

1.Click “Create New

2 W Project iieestion O Summa
PTOjECt”. Project selection
2.Add a brief descrip- | == |

tion of the project to
the text box.

3.Click “NEXT”
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Online Permitting & Licensing Portal

Step 8: Add Address

1.Type in ADDRESS or Create a new application
PIN number into the

@ Project ¢ Location
Location for the application

text box.

2.Select the address
from the dropdown
list

3.Click “NEXT”
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Online Permitting & Licensing Portal

Step 9: Summary Page

1.Verify the summary Create a new application

© Category © Project © Location ¢ Summary

of selections is cor-
Summary

rect.

APPLICATION LOCATION

(] l‘ Q Address PIN Municipal ID  Property code
Z C I I c k F I N I S H & c R E_ 17W275 BUTTERFIELDRD 0622201016 70353 CITY OF OAKBROOK TERR
[ ]
a TE” APPLICATION TYPE & CATEGORY

BUILDING PERMIT

| COMMERCIAL

WORK TYPE AND TARGET

ELECTRICAL

APPROVAL AUTHORITY

OAKBROOK TERRACE IL, BUILDING DEPARTMENT

CANCEL | FINISH & CREATE -
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Online Permitting & Licensing Portal

Step 10: Add Parties

For each application, there is a list of
mandatory parties. To add parties and as-
sign their roles, Click “ADD OR INVITE
PARTY”

1. Enter in all the contact information for
the party.

2. Select their role (i.e. owner, contractor,
applicant, etc) and click the
checkmark.

3. Click the “ADD” button at the bottom
of the window. The role box will
change to dark gray when a role has
been assigned.

**Please Note: There is a list of required
roles at the top of the Parties to the Ap-
plication Section. If you do not assign
someone to all the required party roles,
you will not be able to submit your appli-

PARTIES TO THE APPLICATION

Mandatory roles for this application

ASSIGN ROLES 9

APPLICANT v,
Test Account OBT CloudPermil

BUILDER ~

ELECTRICAL CONTRACTOR (REGISTERED) ~

PROPERTY OWNER

TENANT ~ ‘
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Online Permitting & Licensing Portal

Step 11: Application Forms

Click on “MISSING MANDATORY FIELDS”
Under Purpose of Application: 1  APPLICATION FORMS

1. Choose “Commercial” or “Residential” from |« g pemi pptcaion

the dropdown box
2. Type in brief description of work 2l el it

Al required fields are marked with

Under Project Information:

PURPOSE OF APPLICATION

1. Add in construction cost

2. Square feet and height if applicable; and
3. Answer whether there is a tenant for the

property. If there is a tenant, provide ten-
ant name.

PROJECT INFORMATION

**Pplease Note: Cloudpermit saves the infor-

mation you type as you type it, there is no save

button. To go back to the permit application,

®
.

click on the Site Address at the top of the page.

Any fields with an * are required.

SIGNATURE

er consutant enses wit
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Online Permitting & Licensing Portal

Step 12: Attachments

You can either drag & drop files or up-

(O ATTACHMENTS

load them by clicking on the “click

Required attachments

here” link.

Drag and drop files here or

Once a ﬁle haS been uploaded, you click here to select files from your computer.

can choose all Required Attachments
that apply.

**Please Note: There is a list of re-
quired attachments at the top of the
Attachments Section. If you do not
submit all required documents, you
will not be able to submit your appli-
cation. Once you have attached the
document, there will be a green line
on the left and a number 1 in the blue
box on the right.
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Online Permitting & Licensing Portal

Step 13: Sign-Off Application

Once all files have been uploaded,
click “SIGN OFF APPLICATION” at the @\;2”;:::;»4! ST ook Trse
top right corner of the screen.

............

parties
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Online Permitting & Licensing Portal

Step 14: Declaration Statement

Scroll down the page and click “SIGN DECLARATION

use of the =t

O F F" APPLICANT
. In conskera o 5. the Applicant shall receive approv
e said permit, | wi
e sap

I SIGH OFF [ I

way authority for the type size of roadway entrance. In consideration of the issuance of said permit, | agree that, i th
ing Ordinance and in the local Health Ordinance and in the local Building Ordinance, and | also agree that zll wo

il confarm to the regulations s al 2o o
s application, except for such changes as may be authorized by the Building Officer, and that | will use the structure c

ns and plot diagram whi
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Online Permitting & Licensing Portal

Step 15: Submit Application

Click “SUBMIT APPLICATION” at the
top right corner of your screen .

Now the application has been created
and submitted and the City will begin
reviewing your application.

You should receive an email confirming
that your application has been sub-
mitted. If you do not receive this email
call Community Development at 630-
941-8300 ext 209 for assistance.

***Please note: If you think you have
completed all steps, but the “SUBMIT
APPLICATION” button is still gray, look
at the required tasks section. There
will be a list of items that are still re-
quired before the application can be
submitted.

AAAAAAAAA

.......

nnnnnnnnnn

uuuuuuuuuuu

uuuuuuuuuuuu
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Online Permitting & Licensing Portal

Tips & Reminders

There is a list of required roles at the top of the Parties to the Application Section. If you do not assign some-
one to all the required party roles, you will not be able to submit your application.

n PARTIES TO THE APPLICATION

Mandatory roles for this application

To assign a rale, click on the dropdown arrow and choose the action you wish to perform. This will walk you through the process of assigning an existing party to an application role or 2dding a new party.

ASSIGN ROLES “

APPLICANT |
2 parties

BUILDER
Test Account OBT Ci

CONCRETE/ASPHALT CONTRACTOR (REGISTERED)
Test Account DBT ClaudPermit

PROPERTY OWNER -
Test Account OBT CloudPesmit

TENANT »
Test Account OBT CloudPes

There is a list of required attachments at the top of the Attachments Section. If you do not submit all required
documents, you will not be able to submit your application. Once you have attached the document, there will
be a green line on the left and a number 1 in the blue box on the right.

ATTACHMENTS

Required attachments

Contract) /Proposal n

Plat of Survey

Proposed Site Plan n

If you think you have completed all steps, but the “SUBMIT APPLICATION” button is still gray, look at the re-
quired tasks section. There will be a list of items that are still required before the application can be sub-
mitted.

REQUIRED TASKS .
Add an applicant to your application parties.

ee
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