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CITY OF EVANSTON 
HOW TO CREATE AN APPLICATION IN THE CITIZEN PORTAL 

 

SELECTING A PERMIT TYPE 

Once logged into the Citizen Portal you will see this landing page.  Click on the “Home” tab to begin. 

 

 

 

Once on the home page, click on “Create an Application”: 
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Check the box to accept the terms and then hit “Continue Application”: 

 

 

Click on the arrow to the left of the “Over the Counter Permits” filter to display the available applications types 

and select the type needed.  Then click “Submit Application”: 
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PROPERTY INFORMATION 

Here is the best way to find the address and automatically populate the rest of the property form. 

Do not In the Address Section.  Enter the Street No. and Street Name and hit enter or click on “Search”. 

include the street type in the street name or the address will not be found.  If you do not search, it will not 

automatically populate the parcel number and you will have to find it manually: 

 

The results will automatically populate the remaining fields and show a completed form: 

 

 

 

 

 

 

 

 

 

 

 



  

Building and Inspection Services  |  citizenportalhelp@cityofevanston.org   |  847-448-4311 Page | 4 

Please note: Not all owner information is up to date in our database and may need to be changed.  

The current Owner Name and Email are required and can be updated manually. 

 

 

 

 

 

 

 

 

 

 

Click “Submit Application” to continue. 
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CONTACTS ASSOCIATED WITH THE PROJECT 

For applicant, click on “Select from Account Select from Account” to select yourself or the owner and hit 

“Continue” to add. 

 

 

 

 

 

 

 

For 24 Hour Emergency Contact, click on “Select from Account” to select yourself or the owner.  Click on “Add 

New” if you have an employee working on location that you would like to add. 

 

If you click “Add New” the First Name, Last Name and Primary Phone fields are required for the contact hit 

“Continue” to add the contact. Click on “Submit Application” to continue once added by either method. 
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The next application page is for the contractor. To begin, click on “Look Up”. 

 

 

The best way to find the contractor is with the registration number.   This is not the state license number and 

each contractor can find their number on their current registration. 

ONLY enter the City of Evanston registration number as shown with the dash (ex. 21XXXX-0000). Do not 

select a registration type.   Leave every other search field blank.  Once entered, hit the enter button or click 

“Look Up” and it will automatically pull the contractor information in from our system.  Do the same for a 

General Contractor if it is applicable to the project.  Then click on “Submit Application” to continue. 

If you do not know the registration type, you can search by Registration Type or Business Name.  Try each 

individually but not at the same time.  If you search by Registration Type, it will give you our entire directory 

alphabetically for that type.  If you search by Business Name, use a keyword to find all business with that word 

included.  For instance, if you search Evanston, it will list all companies with the word Evanston in the name.   

If contractor information is not populated, the registration may have expired. Visit the Building and 

Inspection Services webpage to register or renew.  Contact permidesk@cityofevanston.org to confirm. 

 

 

 

 

 

 

 

 

 

 

 

https://www.cityofevanston.org/government/departments/community-development/building-inspection-services
https://www.cityofevanston.org/government/departments/community-development/building-inspection-services
mailto:permidesk@cityofevanston.org
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PROJECT INFORMATION 

The next portion of the application will differ depending on the permit type.   

All application types will ask for a “Scope of Work”.  Enter a brief description, specific details are not needed. 

Then complete any other requested information pertaining to the permit type.  

 

Required documents are necessary for most permit types and will be listed in red under this section. To attach 

a document click “Add”: 

 

Then click “Add” again to browse your documents.  

Browse available documents and attach the one that is required and hit “Open”.  The pop-up box may look 

slightly different depending on the browser being used. 

Documents must be submitted in pdf file format. 
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In some cases, more than one document may be required.  Once a document has been opened, the pop-up 

will show which file has already been selected to be uploaded.  You will then click “Add” to find your second 

document or “Continue” to move on. 

 

After the documents have been uploaded, specify which document is being attached using “Type” and then 

click on “Save”. If the type is not selected or it doesn’t match the required type, it will not allow you to submit. 

 

 

It will then show the document has been saved successfully at the top of the application page: 

 

 

 

 

Scroll to the bottom of the page to click “Submit Application” and move to the final review. 
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Certificate of Appropriateness (COA) for Historic District or Landmark Status Structures 

A COA is a required document for any exterior work on a building with a Historic District or Landmark status.  

At the beginning of the application in the property information, the parcel information will show if the project 

falls within one of these statuses.   

 

 

 

 

 

 

 

 

If your project does fall into one of these statuses, the COA must be attached in the document section or your 

application will not be accepted.  Visit the Historic Preservation webpage for the COA documents or the links 

are also provided in the Required Documents section of the online application: 

 

 

 

 

 

 

 

Add the document the same as instructed above.  In this case, select “Other” for the “Registration Type” and 

put Certificate of Appropriateness in the “Description”.   

 

 

 

 

 

Click “Submit Application” When all documents have been saved and added. 

https://www.cityofevanston.org/government/departments/community-development/planning-zoning/historic-preservation
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REVIEW PRIOR TO FINAL SUBMISSION 

Review your application to ensure that all information has been entered correctly.  Click on “Edit” in any section 

to update any information.  Then click on “Submit Application” at the top or bottom of the review page to submit 

your completed application.  You must hit “Submit Application” one final time for your submission. 

 

 

 

A permit number will then be generated.  This is NOT your permit.  The applicant will receive an email with an 

invoice and the link to pay when you permit is ready to be issued. Once paid, your permit will be emailed to you 

within 24 hours excluding weekends and holidays. 
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HOW TO VIEW THE STATUS OF A SUBMITTED APPLICATION 

Once you have submitted an application it will then show up under the “My Records” tab.  When you are 

logged in you can click on this tab and it will show the permits that have been submitted.   

 

  

 

 

 

 

Here are the statuses that will be shown and their meaning: 

Pending Addl Info – The application was missing required information to process the permit.  An email was 

sent to the applicant requesting the necessary information. 

Review – The application has been accepted and being reviewed by staff. 

Pending Payment – The permit is ready to be issued and the applicant was sent an email with an invoice and 

a link to pay.  Once paid, the permit will be emailed to the applicant within 24 hours excluding weekends and 

holidays. 

 

 

 

 

 

 

 

 

 

 

 

 

 


