
User Guide to Help You Apply for a Permit, Plan or License in the Village of 
Palatine’s Citizen Self Service Portal (CSS)

The following has been designed to help walk you through the steps to apply for a permit in the Village’s 
CSS system

*Please note that the CSS v.2020 will work best in Chrome or Microsoft Edge*

02/16/2021 1



1
2

5

4

3

The Citizen Self-Service Portal has a number of features. The top black menu bar (1) can be used to navigate through the system. 
Important notices (2) will scroll across the blue bar. The center screen cards (3) allow for a secondary search or apply option. 
Applying for a permit, plan or license can be accessed via “apply” (4) in the top menu bar or by clicking on the “apply” card (5). The 
dashboard link (6) can be used as a short cut to your current permits, plans, licenses or invoices.
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Once inside the application assistant (7), you will be able to search for the permit, plan or license you wish to apply 
for.  There are also additional buttons (8) including “All”, “Trending”, and “My History”, which will display case types 
for which you have previously applied. 

If you are having trouble finding the correct plan, permit or license, you can use the search bar above the buttons 
(7) or you can expand the “show categories” (9) to display all case types separated by plan, permit or license. 
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Once you have located the correct permit, plan or license, select the “apply” button. If you have questions on the 
correct application, please contact our office at (847) 359-9042. Once the application has been submitted we are 
unable to change the selection made. 
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Once you have selected the apply button the system will walk you through the required steps. First add the 
address of the project by clicking the plus sign (+).
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Enter the address in the search bar. Do not use punctuation or directional. Click the magnifying glass to view the address.
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Select “add” for the correct address and if necessary the correct parcel.
Select “add selected” when finished. 
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Select the next button
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Add any required descriptions or fields based on your selected permit type. Select “next” when finished
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Add the required contacts by selecting the “+” sign.
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You can search for an existing contact, add one manually or search “my favorites” for contacts you have used in the past. As a 
best practice, we do recommend searching for an existing contact before adding a new one. Using the contacts email address 
is the best search option if you have it. 
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Select “next” when finished
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Answer any questions required for your permit type. These will vary depending on permit type chosen. Select 
“Next” when finished.
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Attach the required documents by clicking the plus sign (+). All documents must be in PDF format. Required 
documents will vary by permit type. Select “next” when finished. 
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Review the final information by scrolling down the review page. If all information is correct, select “submit” 
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A success message will be display when the permit has been submitted successfully. Select “continue to permit” to view 
progress. 
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This permit summary screen will provide you with updates and details of the permit as it moves through the review cycle. The 
progress bar (1) will show how far along in the workflow your project is. To its right, is a view of the workflow (2) and the steps. You 
will be able to see if a step has begun (Blue), passed (Green), or failed (Red). Fees (3) are displayed prominently on the front page as 
well. Lastly, the available action card(4) will show any tasks that you need to complete. This could be submitting revised plans, paying a 
fee or scheduling an inspection. Submittal of revised plans cannot occur until all departments have completed their respective reviews. 
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