
User Guide to Help You Apply for a Rental Dwelling License for 
Multiple Dwellings (two or more units) 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 Rental Dwelling License in the Village’s CSS system.
https://citizen.palatine.il.us

http://www.citizen.palatine.il.us/


To begin the Rental 
Dwelling License 

application process
click on           

Apply

Apply



To find the Rental 
Dwelling License 

applications search the 
word “rental” in the 
Application Assistant

Find ‘Rental Property –
Multiple Dwelling (Two or 
More Units)’ and click on

Apply



Click on Add Location



Search for Address

Check box next to 
address and then 

click on Add
123 W Guide St, Palatine

123 W Guide St, Palatine

123 W Guide St, Palatine, IL
60067
Parcel: 02156000010000

123 W Guide St, Palatine, IL
60067
Parcel: 02156000010000

123 W Guide St, Palatine, IL 
60067
Parcel: 02156000010000

W Guide St

123



Click on Next

123 W Guide St
Palatine, IL 60067

02156000010000



License Holder Name

In the ‘Description’ 
section indicate how 
many units are in the 
building & how the 
units are addressed 

and then click on
Next

6 units
1A, 1B, 1C, 2A, 2B and 2C



As required for a Rental Dwelling 
License, you must then add the Owner 
contact information by clicking on Add 

Contact
Applicant Name

123 W Guide St
Palatine, IL 60067



If the Owner is 
already a Contact in 
the system, you can 
search the Owner’s 
name, select their 

existing Contact info, 
and click on 

Owner Name

Owner                                    Name                                 1000 W Main St
Example City, IL

Otherwise you can 
enter the Owner’s 

contact information 
manually and then 

click on 



123 W Guide St
Palatine, IL 60067

Owner Name

1000 W Main St, Ex..

Applicant Name

123 W Guide St
Palatine, IL 60067

You can add 
additional Contacts 
(agent, etc.) if you 
like, otherwise you 

can click on 



Enter the total 
number of Rental 
Units and click on 

If you have your 
Crime Free Lease 

Addendum you may 
attach it at this time, 

otherwise you can 
submit it later and 

click on 



Enter name in 
this box

Draw or Type your 
signature within box 

and press next



123 W GUIDE ST, Palatine, IL 60067

02156000010000

Applicant Name
Address

Owner Name
Address

Review information 
for accuracy and 

then click

You will receive a      
confirmation  

message and then 
click on 

Owner Name



The application will now be 
reviewed for completeness by 
the Village.  Once approved, 

you will receive email 
notification to return to the CSS 

portal and pay the required 
Rental Dwelling License fee.

Name

123 W GUIDE ST
Palatine, IL 60067

02156000010000
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