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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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After successfully logging in, you will be automatically sent to
your Dashboard. From here, navigate to the Apply page.

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.
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After locating the correct application, select the blue APPLY
button.

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

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.

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.

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.

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.
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After attaching all required attachments, you may proceed to the
next section by pressing the blue “NEXT” button.

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.
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After 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.
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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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