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STEP ONE: REGISTER FOR A PORTAL ACCOUNT 

1) Register for a Portal account at https://aglc.addison-il.org/CityViewPortal/ and clicking on “Register.”  
2) On the screen, fill out all 4 fields (Email Address, Confirm Email Address, Password, Confirm Password), 

completely. The email address you enter in this field will be the email address you need in order to log 
into the Portal. Also, this email address is the email address we will send ALL notification emails to. 

 

3) Click “NEXT STEP: NEW CONTACT INFORMATION”.  On the screen, fill out all the mandatory fields 
marked with an asterisk (*): 
a. Full Name Field: this is the name that will appear on all 

documents for your permits and/or applications 
b. Preferred Contact Method.  We prefer that you select 

email. 
c. Address field: this is the address you would like all letters to 

be mailed to 
i. Select your address from the drop down, if prompted 

d. Mailing Address: if you want the address above to appear in 
the mailing address, click within the blank box under the 
words “Copy from Address Above:” 

i. Otherwise you may type in whichever mailing address you 
prefer 

e. Contact numbers: please provide a phone number we can 
reach you at. You may add more than one.  
 
 

https://aglc.addison-il.org/CityViewPortal/
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4) Click the NEXT STEP Button: “Registering Electronic Signature.” Within the box on the screen, you must 

draw your signature. You must have an electronic signature attached to your Portal account in order to 
submit ANY applications. If you make a mistake, you may click “UNDO” or “CLEAR” to remove the 
signature 

 
5) Click the NEXT STEP Button.  “Registration Complete & Pending Activation”: 

 
6) The screen should say that your new account was created successfully. Within 30 minutes, you should 

receive an email with a hyperlink that MUST be clicked on in order to activate your Portal Account and 
Complete Registration. If you do not see the email in your Inbox, please check your spam and/or trash 
folder. If after 30 minutes you do not receive the activation email, please call the Community 
Development Department at (630) 693-7530. 

7) Once you click on the link in the email, the system will launch the “activation page” 
8) On the activation page, enter your email address and password 
9) Next, click the Button “ACTIVATE” 
10) Click on “Portal Home” to navigate back to the home page. 
11) You may now apply for any applications by clicking on the appropriate link. 
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STEP TWO: SUBMIT YOUR PLANNING APPLICATION 

1. Once you have completed the registration process, submit a “Planning Permit": 

  

2. Choose the appropriate project type from the drop-down menu: 

 

 

Please keep in mind only one can be selected.  Additional types can be added under “Application 
Types”, see item 5. Below. 

3. Enter a brief Project Descriptive Name, such as "Annexation and Rezoning, 1 Friendship Plaza. 

4. Briefly describe the project in the "Comments" field:  
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5.  Click the NEXT STEP Button, Enter Location information: 

 

Enter the address of the project. Click ADD ANOTHER LOCATION to enter multiple addresses if needed.   
 

6. Click the NEXT STEP Button, Enter Contacts.  You will automatically be listed as the applicant for the 
application. You can add additional contacts associated with the project if you so choose:   
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7. On the next page, you will upload all required documents. The required documents will vary by 
application type but will generally include an application form, plat of survey, petitioner's statement 
and narrative, responses to applicable standards and building plans, such as site plan, building 
elevations, landscape, photometric plan, preliminary engineering, fixture cut sheets. You can upload 
additional documents that are not required, such as photos or letters of support, toward the bottom of 
the page. 

8. Upload Files.  Under each Type, browse and add document(s): 

 

 

9. Click the "Next Step: Review & Submit" button: 
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10. Select "Yes" to agree to the disclaimer and then click the "Submit Application" button.  
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