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City of Chicago

Creating a New Account

To create a new account, click on Online Permit Portal or enter
https://ipi.cityofchicago.org/profile in your address bar.

Click Create New Account.

Note: If you already have an account, enter your Username and Password to Sign In.

ley OF ChiCﬂgO The City of Chicago's Official Site Inspections, Permitting & Licensing

B

Manage Your Permits, Sign In
Licenses, Registrations, Usemame

and Dig Tickets Password

Welcome to the City of Chicago’s Permit, License, Registration,
and Digger Portal. You can use this site to assist with the

following processes for each of these departments: Forgot Password?

= CDOT - Manage Permits, Digger, and Additional Services
» CDPH - Manage Permit Applications, Notices, and Periodic

Create New Account

Renewals
Permits Digger
# Permits Homepage # Digger Homepage
Search How To To create your
Q, Existing Permit B Create an Account account, C“Ck Create
Q, Licensed Contractor i Pay Outstanding Fees New Account
Q, Vacant Building @ Apply for a Permit
O, Existing Dig Ticket B Apply for a Public Way

Work License

Open Data
QOver 200 datasets

presented in easy-to-use
formats: City of Chicago
Open Data Portal.

If you need assistance, please contact support for the appropriate depariment.
If your question is about an existing permit application, please include your application number or the address of your application.

_ .
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City of Chicago

Email Account Verification (Step 1 of 3)
Enter your Account Information:

e Enter your Email Address (required)

®  (Click Submit to proceed

Cify of ChiCﬂgO The City of Chicago's Official Site Inspections, Permitting & Licensing

Home Inspections, Permitting & Licensing

~  Email Account Verification (Step 1 of 3)

= In order to create an account, we'll need to confirm your email address.

* Required Information

Account Information

Email Address = Enter your Email

Address

Forgot User {Password?

Click Submit to
proceed

If you need assistance, please contact support for the appropriate depariment.

If your question is about an existing permit application, please include your apg or the add of your application.

A confirmation message will be sent to your email address you provided from:
® do-not-reply@cityofchicago.org

' ley of ChiCﬂgO The City of Chicago's Official Site Inspections, Permitting & Licensing

‘ Home Inspections, Permitting & Licensing

~ Email Account Verification

A confirmation message was sent fo the email address you provided.
Please follow the link in that email to complete the account setup process.

If you need assist; , please contact support for the appropriate department.
If your question is about an existing permit application, please include your application number or the address of your application.

_ .
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City of Chicago

Click the link to verify the email address you provided — this link will take you to Create Account
screen on the Online Permit Portal.

] +* d = (Test) City of Chicago : Online Programs Enrollment Email Verification - Message (HTML) ?T B A X
MESSAGE
iz Ignore x - £ 2 [52 Meeting 1l coc - Paperless... ¥ 9 Rules ~ E% Mark Unread % i q
® - Delete F;pTy' .F;ply Fc;Nard [ - j o Manage.-r . Mowi SE_BOHENNQ ==I CoEgaens Translate ’ Zoom
ag Junk it i More =] Team Email ¥ - [PActions= ™ Follow Up~ = [y -
Delete Respond Quick Steps [ Move Tags [ Editing Zoom ~

Sat 10/24/2015 1012 AM
do-not-reply@cityofchicago.org
(Test) City of Chicago : Online Programs Enrollment Email Verification

To Andrew

Click the link to verify
Action ltems .

vour email address
This email is to confirm the validity of this email address. Please click here to complete your account creation.
If the link above does not work copy the link below into your browser.

https://ipitest.cityofchicago.org/Profile/Account/Register?
aY20D6HjyNYJX67upZSRm6Goqghjln8aOKznzqbXQkzSMW6OCAtugmUZ%2fayx10t9P

DO NOT REPLY TO THIS MESSAGE. This was sent by an automated system. "Reply" messages are automatically deleted and
will not receive a response.

This e-mail, and any attachments thereto, is intended only for use by the addressee(s) named herein and may contain legally
privileged and/or confidential information. If you are not the intended recipient of this e-mail (or the person responsible for
delivering this document to the intended recipient), you are hereby notified that any dissemination, distribution, printing or
copying of this e-mail, and any attachment thereto, is strictly prohibited. If you have received this e-mail in error, please

respond to the individual sending the message, and permanently delete the original and any copy of any e-mail and printout

thereof.

_ ]
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City of Chicago

Create New Account (Step 2 of 3)
Enter all of the required fields (*).
e C(Click Register to proceed (at the bottom of the page)

Note: The Help Icon 9 provides any additional information about fields to users.

& C|1y of Chicugo The City of Chicage's Official Site Inspections, Permitting & Licensing

Home Inspections, Permitting & Licensing

Create New Account (Step 2 of 3)

Use the form below to creste a new sccount.

* -

Reguired Information

Account Information

Email Address emcg2014b@gmail.com

Usemame/Login

Security Question

.|* (2]

| *

Security Answer

L ]
|
|
Password |:| *
]

Re-Enter Password

Contact Information

First Name | | *

Last Name | | *

Telephone Mumber | | *

Street Address | | *

Street Address 2

State/Province | IL T

*

Register

Fongot Usemame/Password?

If you need assistance, plesse contact support for the appropriste department.
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City of Chicago

Join/Create Company (Step 3 of 3 — Optional)

Individual/Personal Account

If you are creating a personal account, or if you do not want to provide your company information, click
Skip This Step to proceed to the Home Page.

Company Information
Following the following steps to link your Company Information to your account:

e Enter the partial or full name of your Company in the free form text field
e (Click Find Company

Ci’ry of ChiCCIgO The City of Chicago's Official Site Inspections, Permitting & Licensing

‘ Andrew Smith ~ Documentation Cart (0)

Home Inspections, Permitting & Licensing

Join/Create Company (Step 3 of 3 - Optional)

Your account was created successfully, however your account is currently not associated with a company. To associate with a company, search for the
company's name using the form below. If you do not find your company after searching, you may request that a new company be created for you.

* Required Information 1. Enter

partial/full name

Company Information of your Company Individual/Personal Account

Enter the name of your company If you are creating a personal account, or if you do not want to provide

I * your company’s information, you can skip this step and continue into
the site. (You will be able to join/create a company later.)

Find Company R . Skip This Step . . .
2. Click Find Click Skip This Step to
Company to proceed create individual or
OR CLICK ENTER personal account
If you need assistance, please pport for the appropriate department.
If your question is about an existing permit apy ion, please include your apy i ber or the of your appli
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City of Chicago

Locate your company in the fields that appear:
e (Click Request Enrollment in Company

Note: If you do not see your company, either click the Request New Company button at the
bottom of the page, or search again. For steps to request a new company, please refer to
Appendix A at the back of the training guide.

Cify of Chicago The City of Chicago's Official Site Inspections, Permitting & Licensing

= ‘ Andrew Smith ~ Documentation Cart (0)

Home Inspections, Permitting & Licensing

Join/Create Company (Step 3 of 3 - Optional)

Your account was created successfully, however your account is currently not associated with a company. To associate with a company, search for the
company's name using the form below. If you do not find your company after searching, you may request that a new company be created for you.

* Required Information

Company Information Individual/Personal Account
Enter the name of your company If you are creating a personal account, or if you do not want to provide
[peoples gas| x | % your company's information, you can skip this step and continue into

the site. (You will be able to join/create a company later.)

Find Company Skip This Step

Select one of the companies below. If you do not see your company, either click the '‘Request New Company' button, or search again.

Click Request
Enrollment in Company

PEOPLES GAS 130 E RANDOLPH DR, Request Enrollment in
TIZ_H!CAGO Company
60601

The Confirm enrollment request dialog box will be displayed:
e (Click Request to proceed

Confirm enrollment request

Are you sure you want to request that your account be added to this company?

Click Request to proceed
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City of Chicago

The Pending Enrollment Request page will be displayed.

Note: Please allow 1-2 weeks for your request to be completed. If your request is not completed
by that time, please contact the Administrators found at the bottom of the page. IT WILL NOT
REQUIRE 1-2 WEEKS IN THE INITIAL STAGES OF THE TRANSITION TO THE NEW PERMIT PORTAL.

kf Cn'y of Chicago The City of Chicago's Official Site Inspections, Permitting & Licensing

Andrew Smith ~

Home Inspections, Permitting & Licensing

Pending Enrollment Request

Your request to join test is waiting for an administrator to confirm that you work for the company. Please allow 1 - 2 weeks for your request to be completed.
If your request is not completed by that time, please contact the appropriate administrator listed below.

The enrollment request has been sent successfully.

Pending Request

Company Name
123 Boulevard
Chicago

IL

(312)123-44567
name@company.com

Administrators

Chicago Department of Transportation
T1BD

_ .
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City of Chicago

Once you have successfully logged in, the Home Page will be displayed.

Note: Click on any text in blue on this page to get more details.

Cify of Chicago The City of Chicago's Official Site Inspections, Permitting & Licensing

Documentation Cart (0)

Click Apply to select
a new permit to
aoolv for online

i New To The Site?
Use the icons at the top of this page to navigate to the Permits and Digger sections of the website, or you

can click a green button at the left to get started. After you have created Permits, Dig Tickets, or other items
you'll see them here on your dashboard.

Set your filters and click search to

dat dashboard
A SLERL You can Search for

existing permits for

Filter by Search . renewal burnoses

Search... Existing permits will

Sort by Date be displayed here
Later Intake Date

|
If you need assistance, please contact support for the appropriate depariment.
. ut an existing permit application, please include your applicati ber or the add of your appli
You can Filter and

Sort by Date J

existing permits

_ .
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City of Chicago

Sign Out

When finished, be sure to sign out:
® (Click the drop-down arrow beside your name
®  (Click Sign Out to log off of the E-Permit application

' ley Ol: ChiCCIgO The City of Chicago's Official Site Inspections, Permitting & Licensing

And Smith = . Di tation Cart {0
‘ rew=m 1. Click the drop-down arrow i — _

My Account

Change Password

My Company

Invoice History

Sign Out

D Is page to navigate to the Permits and Digger sections of the website, or you
can click a green button at the left to get started. After you have created Permits, Dig Tickets, or other items
Search you'll see them here on your dashboard.

Set your filters and click search to
update your dashboard.

Filter by Search

Search..

Sort by Date

Later Intake Date

If you need assistance, please contact support for the appropriate depariment.
If your question is about an existing permit apy please include your applicati ber or the add of your appli

_ .
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City of Chicago

Appendix A: Request New Company

Enter Contact Information:
e Enter the Company Name (required)
e Enter the Telephone Number (required)
e Enter the Street Address (required)
e Enter the Street Address 2 (optional)
® Enter the City (required)
e Select the State/Province from the drop-down (required)
® Enter the Zip/Postal Code (required)
e Enter the FEIN (required)
e (Click Request New Company to proceed

Cify of Chicago The City of Chicago's Official Site Inspections, Permitting & Licensing

: ‘ Andrew Smith ~ Documentation Cart (0)

Home Inspections, Permitting & Licensing

Request New Company

Fill out the form below in order to request a new company be created. Once your request has been made, the proper City of Chicago department will review
your request and create the company record.

* Reguired Information

Contact Information

Company Name [ l *
Telephone Number :’ *

Street Address [ ] *
Street Address 2

State/Province L =

%
Zip/Postal Code S *
Cancel Request New Company

Creating Your Web Account Page | 10
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Your request has been sent. Your request should be processed in 1-2 weeks.

C”y OF ChiCﬂgO The City of Chicago's Official Site Inspections, Permitting & Licensing

= ‘ Andrew Smith ~ Documentation Cart {0)

ome Inspections, Permitting & Licensing

My Company
Your account is currently not associated with a company. To associate with a company, search for the company's name using the form below. If you do not

find your company after searching, you may request that a new company be created for you.
% - %
Required Information
Your request has been sent. Your request should be processed in 1-2 weeks.
Company Information
Enter the name of your company
I *

Find Company

]f?ju:u need assistance, | please contact support for the ppropriats department.
If your question is abuutanemshrm parmtamicatibn, ple%eim:lu(b your ap]ir:atmn_' imber or the a of your
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