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Citizen Self-Service Portal

Step I: Accessing the Portal

Go to Elmhurst.org go to “How
Do I” in the top navigation bar.

From there go to “Apply For”
and click on “Citizen Self-
Service Portal (CSSP)”
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Citizen Self-Service Portal

Step 2: Accessing the Portal

Review the information provided on the
Citizen Self-Service Portal and click the
graphic to be taken to the portal login
page to register for an account.
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CITIZEN SELF-SERVICE PORTAL FOR
ONLINE PERMITTING AND LICENSING
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Online Permitting: Citizen Self-Service Portal
All residents, businesses, or contractors seeking a permit must utilize
the City's Citizen Self-Service Portal. The portal provides users with a
robust user interface and helpful tools including a user profile that
will allow submitters to track their permit process in real-time,

upload documents, schedule inspections, and communicate with Click here to acce
staff. City of EImhurst

Citizen Self-Service Portal CITIZEN
-SERVICE
« Apply for building permits (fencing, decks, driveways, pools, RTAI_

By signing up for the City's new Self Service Portal, users can:

etc.), upload documents, schedule inspections, communicate

with staff, and track your permitting process
* Experience a better user experience on desktop and mobile
¢ Schedule a building permit inspection
¢ Special Event Permits
e Liquor Licenses
* Business Licenses
s Zoning Entitlements and Applications

Sign up or access the Citizen Self-Service Portal here.
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Citizen Self-Service Portal

Step 3: Create an account

Click on "Login or Register” in the
top right-hand corner.

Apply Map Pay Invoices SearchQ

City of EImhurst Civic Access Center

©

Login or Register

Login to an existing or create a new

account. You can also find help if you

forgot your login information.
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Request Inspection

Click here to request an inspection
on an existing record.

Apply
This tool can be used to apply for a
permit, plan or license.

Pay Invoice

Use this tool to pay for individual

©

Search Public Records
This tool can be used to search for
existing permits, plans, inspections,
code cases, requests and licenses.

o

Map

Explore the map to see the activity
occurring in your neighborhood.
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Citizen Self-Service Portal

Step 3: Create an account

Click on “Create an Account”,
enter your email address, first and @ @)
last name, phone number and R

create a password. Click “Sign up”

Sign in to community access services. Email

~ I
a Sign in with Google l
When you Ore done- First name
’
. Sign in with Apple l ]
.. Last name
- Sign in with Microsoft ’ ‘
0 Sign in with Facebook ’M"b"e phone Optiona J‘
OR
Password

I | [ o

Password requirements:

* Atleast 8 characters
* Alowercase letter

« An uppercase letter
Next « A number
+ No parts of your username
nlock ac Hel

« Password can't be the same as your last 10

passwords
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’ I Sign up

Already have an account?
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Citizen Self-Service Portal

Step 4: Verify account

After submitting your account
information, you will receive a
verification code to the email you
used to register.

Enter the verification code and
click “Verify.”

Verify with your email

® happy.resident@gmail.com

We sent an email to happy.resident@gmail.com
Enter the verification code in the text box.

Enter Code

|

Return to authenticator list

Back to sign in
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Citizen Self-Service Portal

Step 5: Account Registration

Complete the account
registration information including

acknowledging your registration,
entering personal information,
and entering your address.

Step 1 of 3: Acknowledgement

We have recently enhanced our security. Click on continue to validate your user information or create your profile with us.

me Apply Map Paylnvoices Search@

Registration

Step 3 of 3: Address

“REQUIRED

* Address Street address, P.0. box. (required)
Registration

Apartment, suite, unit, floor, (optional)
Step 2 of 3: Personal Info

City
“REQUIRED
First Name Happy State

Postal Code

Last Name Resident
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Citizen Self-Service Portal

Step 5: Account Dashboard

After your account registration is
complete you will see your
account Dashboard. This is where
all the information applicable to
your account can be viewed.

You can now apply for a permit or
license.

ome Dashboard |[AYes]\ My Work Map Pay Invoices SearchQ

My Permits
Attention Pending Active Recent Draft
» View My Permits
My Plans
Attention Pending Active Recent Draft
» View My Plans
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