@ City of Highland Park Building Division

Applying for Permits Online Through Your Civic Access Portal

STEP 1
Log In to Your Civic Access Account at: https://selfservice.citvhpil.com/enereov prod/selfservice#/home

City of Highland Park

Apply  Today'sInspections Map Report FeeEstimator PaylInvoices Search@Q  Calendar (@

Welcome to City of Highland Park Self Service

o

Estimate Fees Search Public Records Apply
Use this tool to quickly estimate the This tool can be used to search for This tool can be used to apply for a
required fees for a permit or plan. existing permits, plans, inspections, permit, plan or license.

code cases, requests and licenses.

STEP 2
Select ‘Apply’ at the top, search for the desired permit type, and then click on ‘Apply’ on the right.
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Dashboard  Honfe ﬁ NlyWork  Today's Inspections Map  Report FeeEstimator  PaylInvoices Search@  Calendar (0

Application Assistant

Search for application names and keywords
A Al I Trending &0 My History BS LICENSES B PERMITS B PLANS

> Show Categories Show My Templates
Exterior Work - Roof, Residential
Category Name: Description:
Building Permit application for the installation, repair, replacement, or alteration of a roofing system. NOTE: A

permit is not required for the repair or replacement of 25% or less of an existing roof unless
structural components are affected.




@ City of Highland Park

STEP 3
Search and add the construction address

@ City of Highland Park

Dashboard  Home  Apply MyWork Today'sinspections Map  Report  FeeEstimator  Pay Invoices

Apply for Permit - Exterior Work - Roof, Residential

Locations

LOCATIONS

Please select the location(s) of construction.

Add

Your Name wo

SearchQ  Calendar (@

“REQUIRED

STEP 5
Add all contacts & contact types

hboard  Home ~ Apply ~MyWork Today's Insp Map Report FeeEstimator PayInvoices

Apply for Permit - Exterior Work - Roof, Residential

Locations Type Contacts
CONTACTS
If you are not the Roofing Contractor, toradd a i tor as a contact.

Also, remember to include a copy of the Roofer’s license with your attachments.

propet Ouner

Select Type

Architect

Property Owner

Property Owner/Contractor
EnerGov Solutions Roofing C

EnerGov Conversion

Remove

“REQUIRE|

STEP 7
Read instructions & attach ALL documents

Dashboard ~ Home ~ Apply  MyWor Pay Invoice:

Building Division

STEP 4
Enter basic permit information

board  Home  Apply My Work

Apply for Permit - Exterior Work - Roof, Residential
Locations Type
PERMIT DETAILS

rmit Type

Description Resicential roo, remove and replace

Square Feet

Valuation

- Required
fields are

marked with

’ an asterisk (*)

“REQUIRED

STEP 6
Enter permit details

board  Home  Apply ~MyWork Toda

Apply for Permit - Exterior Work - Roof, Residential

Locations Type contacts More Info

MORE INFO

Grading & Location Info

“Property Type Residential
Exterior Construction
ROOFING
ing Roofing Material Asphalt Shingles
New Roofing Material Asphalt Shingles
Solar Materials Present? No

Previous Section | Top | Main Menu

*REQUIRED

Next Section| Top | Main Menu

STEP 8
Review and click blue ‘Submit’ button

Dashboard  Home Apply MyWork Todaysinspections Map Report FeeEstimator

Pay Invoices

SearchQ  Calendar (©

Apply for Permit - Exterior Work - Roof, Residential

Locations. Type Contacts 3rd Party Cost R
Affidavit of S
Affidavit of Title, Covenant & Warranty
Appraisal
Attachments Architectural/Structural Plan

Asbestos Affidavit
Authority o enter & traverse land

Certificate of Compliance

Certificate of Insurance

Civil Engineer/Surveyor Drawings

ComEd Disconnects Letter

Complete Building Plan (Building, Electrical etc)
Construction Phasing Plan

- Please combine like files into a single file (i.e. all plumbing drawings shoy  Contextual Photographs
Contractors Contract/Scope of Work
Copy of title policy

Design Review Response to Standards
Developers Deposit Form
Drawings

Contractors Contract/S v

Please be sure to include the following:
- Contractor's or retailer's detailed quote/receipt
- Other: HOA Approval, Proof of Ownership

- Remember to submit a Completion Letter to finalize or close out the pe|

- We cannot accept locked or protected documents

Add Attachment
Contractors Plat of Survey
Contract/Scope of...
1707 St Johns Ave, Roof 1707 St Johns Ave, Plat of +
Estimate.pdf Survey.pdf

Supported: doc, docx,paf

Size: 50559 KB Size:277.74 K8

“REQUIRED

Apply for Permit - Exterior Work - Roof, Residential

“REQUIRED

Fewe”

Locations Type Contacts More Info Attachments signature Review and Submit
Locations
Location 1707 STJOHNS AVE AVE, HIGHLAND PARK IL 60035
Parcel Number 1623413019000
Basic Info
Type Exterior Work - Roof, Residential
Description Residential roof,remove and replace.
Square Feet
Valuation
Applied Date 08/09/2023
<2 4
r> e
§ o
gl <
41



City of Highland Park

STEP 9

Building Division

Check your account and view a permit for status, unpaid invoices, plan review commentary, and placards.

——_
Dashboard Home  Apply (. MyWork )Today's Inspections Map  Report  Paylnvoices SearchQ  Calendar (0

My Permits
Attention Pending Active Recent Draft
Exterior Work - Roo... 1 Exterior Work - Roo... 1 Exterior Work - Roo... 1

STEP 10
Scroll down and click on the tabs for various permit details including review notes, approved documents, etc.
Locations Fees @ Inspections Attachments Contacts Sub-Records Holds More Info
Progress Workflow Available Actions
20% @ Confirm application complete - Passed : 08/16/2023 A Unpaid Fees Pay Now
Completed $75.00 -
O Invoice Fees 09-15-2023
@ Completed
In Progress O lIssue Permit
Netseared QO PlumbingFinal
O Roof - Completion Letter
Fees
$75.00

STEP 11

View permit summary and select the BLUE PRINTER ICON to print your permit placard.

Dashboard  Home

@ City of Highland Park

Your Name, -0

Apply MyWork Today's Inspections Map Report PayInvoices

This is the

Permit Number: EXTR-2023-00153

only way to

Permit Details | Tab Elements | Main Menu

Type: Exterior Work - Roof, Status: Issued Project Name:
Residential
IVR Number: 424 Applied Date: 08/16/2023 Issue Date: 08/21/2023
District: City Of Highland Park Assigned To: Expire Date: 08/20/2024
Square Feet: ~ 0.00 Valuation: ~ $0.00 Finalized Date:
Description: Residential roof, remove and replace

print a permit

placard.

<2 o
S e
§ \%
gl <

T



\ T 4

P

Requesting Permit Inspections Online Through Your Civic Access Portal

) City of Highland Park

STEP 1

Inspection Requests Shall Include:

Contacts for inspections must be listed on the Contacts tab of the inspection record
(Specify which Contact will be available for the inspector in the Comments section in STEP 4)

Select preferred timeframe of AM (8am-12pm) or PM (12pm-3pm).
(The cutoff time is 2:30pm for an inspection on the next business day.)

Include any special instructions or comments in the Comments section in STEP 4.

~ Incomplete requests will not be scheduled. ~

LOg In to Your Civic Access Account at: https://selfservice.citvhpil.com/enereov_prod/selfservice#/home

STEP 2

Navigate to your permit, scroll down, and select the tab.

STEP 3

Dashboard Home Apply MyWork Today'sfnspections Map Report Paylnvoices SearchQ  Calendar (0

Permit Number: EXTR-2023-00154 B

Permit Details | Tab Elements | Main Menu

Type: Exterior Work - Status: Issued Project Name:
Driveway / Patio / Stoop
/ Walkway
IVR Number: 425 pplied Date: 08/22/2023 Issue Date: 08/23/2023
District: City Of Highland Park Assigned To: Expire Date: 08/22/2024
Square Feet: 0.00 Valuation: $10,000.00 Finalized Date:

Description: REMOVE & REPLACE ASPHALT DRIVEWAY

Summary Locations Fees Reviews Attachments Contacts Sub-Records Holds More Info

Building Division

Check the ‘Action’ box for the desired inspection and select
N
Request Inspections Sort  Order
Description Reinspection
Flatwork - Base/Pre-pour No
HP Building - Final Building No O
Resultsperpage( 10 v| 1-20f2 <

Request Inspection




@ City of Highland Park Building Division

STEP 4
Read the instructions, complete required information, and click

NSPECTION REQ INSTRI N

Contacts for inspections must be listed on the Contacts tab of the inspection record.

Specify which Contact(s) will be available for the inspector in the Comments section below and incli{le any missing contact information (ex. mobile
number).

Select preferred timeframe of AM (8am-12pm) or PM (12pm-3pm).

Note: The cutoff time is 2:30pm for an inspection on the next business day.

Include any special instructions or comments in the Comments section below.

IMPORTANT REMINDERS

* Requests are not confirmed until the status in your Civic Access Portal has been changed to ‘Scheduled’ and the ‘Schedyled Date’ has been filled.
Remember to check your account for status as you will not receive a notification.

* Incomplete requests will not be scheduled.

* Inspection requests for Sub-Records or Sub-Permits must be made separately and can be accessed by navigating to each perifit record from the Sub-
Records tab of the main/parent permit. For example, an interior remodel that is ready for rough building, rough electrical, rou; echanical, and rough
plumbing inspections will need to have each rough inspection scheduled independently from the respective permit page.

* Requested Date ] ‘ v

Comments/Special Instructions

Request Confirmation Message

@ case #EXTR-2023-00154

Inspection Type: Flatwork - Base/Pre-pour
Case Type: Exterior Work - Driveway / Patio / Stoop / Walkway
Address: 1707 ST JOHNS AVE HIGHLAND PARK, IL 60035
Requested Date 08/24/2023

Comments/Gate Code Watch out for dog.

o

NOTES

e Inspection requests for Sub-Records or Sub-Permits must be made separately and can be accessed by
navigating to each permit record from the Sub-Records tab of the main/parent permit. For example, an
interior remodel that is ready for rough building, rough electrical, rough mechanical, and rough plumbing
inspections will need to have each rough inspection scheduled independently from the respective permit

page.

e Requests are not confirmed until the status in your Civic Access Portal has been changed to ‘Scheduled” and
the ‘Scheduled Date’ has been filled. Remember to check your account for status as you will not receive a
notification.

Summary Locations Fees Reviews Attachments Contacts Sub-Records Holds More Info

Existing Inspections | Request Inspections \Optional Inspections \Next Tab | Permit Details | Main Menu

Existing Inspections

Sort  Description v

View Inspection Request Date Inspector

IPREPOUR-000398-2023 Flatwork - Base/Pre-pour 08/24/2023

IPREDRV-000397-2023 HP Building - Passed 08/22/2023 08/22/2023

Driveway/Predrive
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