HOW TO APPLY'FORSE.ESE
A PERMIT ON CIVI(GA(oESS'

The Village of Orland Park’s new Civic Access portal allows residents and contractors a
smoother and easier way to keep track of permit applications, public records and payments.

Follow the step-by-step instructions below to learn how to apply for a permit. (For this
example below, we'll be applying for a Roof Permit.)

Remember to Login or Register a Civic Access account.

(For instructions on how to register, please refer to the separate handout: “How to Create a
Civic Access Account” )
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Atter successtully logging in, you will be automatically sent to
your Dashboard. From here, navigate to the Apply page.

»Whew My Permits

My Plans
Attention Pending Active Recent Draft
0 y | 0 1 0

This is the Application Assistant. On this page, utilize the search
function or the tabs to find the permit you'd like to apply for.

3] ORLAND PARK

Application Assistant

an m Zoiistary @ uconse 8 peraTs "
\; » Show Categories Show My Templates

Amusement Machines
Category Name: Deescription:

Amasament Machines License for Amusement Machines

Contractor License - Alarm Systems Contractor m
Categery Mame: Description:

Contractor License Alarm Systems Contractor

Residential / 1-2 Family - Roof/Siding/Gutters/Fascia m
Categery Mamea: Deseription:

Building Use this application type for a Roat, Siding. Gutters, or Fascla permit.

Contractor License - Carpentry /Finish Work - Drywall
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After locating the correct application, select the blue APPLY
button.

& Al I Trncling Ba My History Bl LICENSE H PLANS

Show Categories Show My Templates
Commercial/ Multi-Family - Roof/Siding/Gutters/Fascia
Categoey Mamme: Desseription:

Budlding Use this appBoation onty when replacing & rool, siding. gutters of fasia on s commerncial or multi-

family structure.

Commeercial / Multi-Family - Windows/Exterior Doors/Skylights
Category Mame: Description:

Building U= this appBcation when only replacing windows, exterior doors or skylights on 8 commercisl or
multi-family stroctine.

Categoey Name: Drescription:
Building Rental Howsing Registration

Residential / 1-2 Family - Roof/Siding/Gutters/Fascia
Category Name: Drescription:
Building Use this applcation type for a Rood, Siding. Guiters, or Fascla permit.

G=0
Rental Housing Registration =D
&=

Residential / 1-2 Family - Windows/Exterior Doors/Skylights
Category Mame: Description:
Buldging {Residential 1-2 Family} - Windows/Extericr Doces/Skylights

The first step will require you to enter the location of your project.
Select the blue “+” icon under “Add Location”.

(3] ORLAND PARK

Apphy for Permit - Residential 1 1-2 Family - Roof Siding \GuttersFascia "RECANRED:

[

LDTATIONS

Crbats Templats Sawe Dealt




()
(&) ORLAND PARK

HOW TO APPLY FOR'A'PERMITFON X VI (SA(HSESS

After selecting the “+” button on the previous screen, you will now
see a map. Here, you can search for the address of your project
by using the search bar, or by navigating on the map and
selecting the property. After locating, select the “+Add"” icon to

add the location to your application.
*NOTE: If your address does not come up in the search, it is possible that the
property is not within the Orland Park Municipal boundary.

Halley Nicholas= W
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If your project contains additional addresses, you may add
additional addresses on the LOCATIONS page. After adding all
addresses, click the blue “Next” button.

({3) ORLAND PARK

Apply for Permit - Resideritial [ 1-2 Family - Rool/Sidieg/Gutters Fascla "RECUARED

The next section is PERMIT DETAILS/PERMIT TYPE. In the
description box, type a description of the proposed work to be
completed. In the valuation box, enter the cost of work. Do NOT
add any symbols, decimals or commas in the valuation box.
Once all required fields are filled, press the next button.
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The next section is CONTACTS. Here you will provide the contact

information for all parties associated with the permit application.
Press the “+” button to add a contact.

*This should include all contractors performing work under this permit, the property

owner and/or business owner and any other pertinent individuals/entities.
({3 OKLAND PARK

Apphy for Permit - Residential / 1-2 Family - RoodSiding/Gutters/Fascia

LOTa Do Tree Comaces

Search for the name of the contact in the search bar. If the name
appears in the search, then the contact already exists in the
system and you may select the blue “Add” button. If the name
does NOT exist, select “ENTER MANUALLY” to create a contact.
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To enter a contact manually, click the blue “SUBMIT” button after

entering all required fields.
: ORLAND PARK

Add Contact

Add Contact As. : Contracton

Enter Manually

Repeat Steps 10 through 11 (&12) until all appropriate contacts
have been entered. Once all contacts have been entered, press
the blue “NEXT” button.
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The next section is “MORE INFO”. Fill out the information fields
that are applicable to your application. Fields that are not
applicable should be left blank. After completed, click the “NEXT”

button.
Apply for Permit - Residential / 1-2 Family - Ruﬁmiwmmli RECANRED
(] (] (] L+ ]
Locations Type Conacts Mg Info
MORE INFO

Fill out the: information fiekds that are applicable 1o your permit application. Fields that are nol appilcable should be left blank

General Info Tap | Main Menu

Building Permit Work

Additional Work Details 8 Guiters

m Create Template Save Drat

The next section is “ATTACHMENTS”. Please upload all documents
/plans/forms that are required for your permit application. To
add an attachment, click the blue “+” icon under the applicable
attachment type.

*NOTE: Some attachments are required to be PDF files.

Apply for Permit - Residentisl / 1-2 Family - Rool/Siding/Guttery/F sy “RECQUIREL:
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After attaching all required attachments, you may proceed to the
next section by pressing the blue “NEXT” button.

Apply for Permit - Residential / 1-2 Family - Roof/Siding/Gutters/Fascia “REQUIRED

Locasions Type Contacis More Infa Astachments

Homieowners doing work themsetves should attach the Homeowner Affdavit form in place of the Signed Contract. Exterior Doos and Window Replacement

Rules and Regulations is required if installing/replacing skylights. 1f the propery is located within the O6d Orland Histonc Distict, a Certificate of
Appropriatenass (COA) is required

Add Attachment
Drrivers License Signed Contract
test attachment 1.pc test attachment 2pdf '
Size: 1443 KB Size: 1443 KB g
o,

m SEn

The next section is “SIGNATURE". Please read through the terms &
conditions of your permit application. After, type your name as

consent to electronically sign the application. Select the “Enable
Type Signature” button and type your name again to generate an

electronic signature. After, select the blue “NEXT” button.
" " v " [.] [

Attschments Signaturg

. the Ovmer/Agent/Contractor for the above property heretry applies to the Development Services Depariment of the Village of Orland Park. IL for & permit to erect. alter,
«construct, of enlarge the structure of part thereof herein described, and i granted the permit apglied for, | agree to comgty with all requirements of the Village ordinances
refating thereto y sueh ordinances indluding. but not lnited to, paying the feas requined and requesting necessary inspections. By signing below, | certity that | am the
Preperty Cwner of the named property, or that the propased work has been autherized by the Property Owner snd that | have been authori ped by the Property Cremer to
make this application as itishhishertheir suthorized agent. Upon cath, and under penalties of perjury as provided by law, | hensby affirm, represent, warrant. and certity to
the Village of Orland Park that | am the begal, beneficial, or equitable owner: trustee; or agent for the Property Owner of trustes for the abowe captioned resl property.

anclior that | hiave fully discosed the Property Ownier and that | possess the actual legal, equitabie, of actusl authodity 1o Secute this instrument. | urderstand and
acknawieage that it iS not & defense that Snswers and iformation were given to the best of iy

die, But it i3 Ay obligation (g be sdoursle and complete,
* Please type your name as carsent to electronically sign this applicatice. prem—— «
Enable Type Signsture i) ey Gonma
N 5508

" Radley Gouman
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The final section of the application is “REVIEW & SUBMIT”. Please
review all information that was entered previously. You may take

this time to go back and correct any inaccurate information. After
review, click the blue “SUBMIT” button.
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Atter submission, you will be taken to a confirmation page. If
you'd like to check the status of your application, you may do so

anytime on your dashboard. You will receive an email with an

invoice when the permit is ready to be paid.

Dashboard Home  Apply MyWork Map  Calendar (@

" Your permit application was submitted successfully. Mo fees are due at this time; we will review your application, and we will be in touch with you shorthy.



