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Logging into Web portal

Web Address: https://ipi.cityofchicago.org/profile

Inspections, Permitting &
Licensing If you have an account

already enter User name
and password.

Welcome to the City of Chicago's Permit, Inspection, License, Registration, and 811 Chicago Portal. You can use this

site to assist with the following processes for each of these departments: Sign In

. Username
Department of Transportation (CDOT)
R
Apply for a CDOT Permit
Sign In

CDOT Permit Application Instructions

Forgot Login Info?

Public Way Work License Application
Create New Account

Dumpster License Application

Contractor Acceptance Process

Click create new account
to extablish a new user
account
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Creating account on Web portal

Enter your email address

Home > Inspections, Permitting & Licensing

Email Account Verification

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

* Required Information

Account Information

_ *
Email
To establish a new account you need to

provide a valid email address and click

Submit Once you submit your email address, you will

Forgot Login Info? receive an email with a link from
Already have an account? e Dermit@CitVOfChicago.Org .

Follow the link in the email you receive

-* CHICAGOD » Inspections, Permitting & Licensing @ Translate |Select Language | v
—

Home > Inspections, Permitting & Licensing

Email Account Verification

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



-* CHICAGO » Inspections, Permitting & Licensing

Home = Inspections, Permitting & Licensing

& Create New Account

Use the form below to create a new account.

* Required Information
Register
Account Information
Email Address webuitest@test.com
Username/Login
Password

Re-Enter Password

Contact Information

First Name

Last Name

Country - Select a Country -
Address Line 1

Address Line 2

City Chicago
State/Province/Region IL

Zip/Postal Code

Telephone Number

*

Q O«

Help icon provides any
additional information
about field to users.

& Translate Select Language = ¥

Required fields are
marked by an asterisk.

Forgot Username/Password?

Fill out all required information and click register
button at the end of the page




Once you've created your account, you will be taken to the screen below.

ount ~ Permits ~ 811 ~ Trade Licenses ~ AIC Documentation

Home = Inspections, Permitting & Licensing

&3 Join/Create Company

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

Company Account Information Find Company

Search for your company using one of the search fields below. If your company is not found in the system you will be able to request a new company.

Company Name

BACP Account

Lookup My BACP
Number

Account

Individual/Personal Account

If you are creating a personal account, or it . . .
Y 19 perst our For now, Click Skip This
your company's information at this time, y¢

continue into the site. (You will be able toi Step.

Skip This Step



Once you click on Skip This Step, you will be taken to your dashboard.
Select dropdown for new

-* CHICAGD ) inspections, Permitting & Licensing item to create

Trade Licenses ¥ AIC Documentation

Tester Griffin ¥ Permits ~ 811 ~

Home Click Advanced Search to
i= Dashboard Type in an application bring up the advanced
search options

number to search for a

specific application

Search.
Select Items To Pay

Stationary BBRI114669 (F
Engineer License

BEVC203695C Festival and Athletic 1900780

Elevator License
Event Permits

Status: License Active
Due: Status: Permit Active Status: License Active
View App:  BEVC203695 Due: Due:
View App:  Test View App: Select an application

number to bring up
application details

This page has a number of links. Click on any
blue text to get details.




Click Advanced Search to bring up Advanced Search options

Advanced Search Options

Select your filters and click search to update
your dashboard.

Filter by Status

D License Active 2
D Permit Active 1

Filter by Type

D Permit 1

D Trade License 2
Advanced Filter

Show All v

Sort by Date / Address

Later Intake Date v

Select any filter or sort option and click
search to filter your dashboard




Linking To Or Creating New Company on Web portal

After you have
logged on click on
your name
dropdown and
L select My Company

tlng & LlcenSIng & Translate Select Language | ¥

\IC  Documentation

My Account

Change Password

My Company

Invoice History
Select Items To Pay

Sign Out

Elevator License  BEVC203695F Festival and Athletic 1900780 Stationary BBRI114669 CF
Event Permits Engineer License

Status: License Active

Due: Status: Permit Active Status: License Active

View App:  BEVC203695 Due: Due:

View App:  Test View App:  BBRI114669



Linking to My Company on Web Portal - Existing Company

-* CHICAGD » Inspections, Permitting & Licensing @ Translate | Select Langusge | ¥

Web Account ~ Permits ~ 811 ~ Trade Licenses ~ AIC Documentation Cart (0)

Home > Inspections, Permitting & Licensing

&3 My Company

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

Company Account Information
ype in the name of the Company
ou wish to be linked to sing one of the search fields below. If your company is not found in the system you will be able to request a ne

Find Company

Company Name EXAMPLE COMPANY Click on Find
BACP Account Loks
Number Account

&3 My Company

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

Company Account Information Find Company | Request New Company

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

Search for your company using one of the search fields below. If your company is not found in the system you will be able to request a new company.

Company Name EXAMPLE COMPANY
BACP Account Lookup My BACP
Number Account
Company Name BACP Account Number(s) Address
Example Company 1234 Test Ave
Chicago Request Enrollment in Company
IL
60610

Click on Request
Enrollment in Company
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Confirm Enrollment Request X

Are you sure you want to request that your account be added to this company? If so, select the City of
Chicago Department that you are working with so your request can be validated.

City Department v

elect the City Department you are 811 Chicago
orking with BACP Grant of Privilege Permits

Department of Buildings AIC (Elevator Inspection) Program

Department of Buildings Express Permits
Department of Buildings Trade Licenses
Department of Cultural Affairs and Special Events

*
i

Department of Public Health
Department of Transportation - Permits
Department of Transportation - Signs

An email will be sent to the department you select.

The Department will review your request to be part of this Company and, if appropriate, link you to this
Company.

Once the department has linked you to the Company, a system generated email will be sent to your
email confirming that you have been linked to the Company.
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Linking to My Company on Web Portal - New Company

If you do not find your Company listed, you will need to Request A New Company be created. |

Company Account Information Find Company | Request New Company

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

Search for your company using one of the search fields below. If your company is not found in the system you will be able to requ

Company Name TESTING
BACP Account Lookup My BACP
Number Account
Company Name BACP Account Number(s) Address
testing 5827 n ottawa
chicago Request Enrollment in Company
IL
60631
TESTING SERVICES CORP 2000 360 SOUTH MAIN PLACE
CAROL STREAM Request Enroliment in Company
IL
60188-2415

Request New Company

*Required Information

Company Contact Information 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 dep:
review your request and create the company record.

Fill in all required information

Company Name * Email Address -

Testing Web Ul Company WebUICompany@Test.com and click on Request New
Company

Country * city *

USA. v Chicago

State/Province/Region * Zip/Postal Code *

IL 60610

Telephone Number * FEIN (Federal Employer Identification Number) *

(312)999-9999 12-3456789 o

City Department *

Department of Public Health (i ]

An email will be sent to the department selected in the City Department dropdown.

The Department will review your request for creation of a New Company and if appropriate will create
the new Company.



12

Once the department has created the new Company, a system generated email will be sent to your
email confirming that the new Company has been created and that you have been linked to the
Company.

NOTES:

* The first person to be linked to a Company will be delegated as the Company Administrator. The
Company Administrator will be able to approve future requests to be linked to this Company.

* A Company Administrator is able to delegate other future applicants to also be a Company
Administrator. A Company Administrator can also remove Administrator Access for other users that
are linked to the company.

* The Company you have been linked to holds the Expeditor License which then allows you to apply
for permits on behalf of other Companies.

*  You will see the permits you apply for on your Dashboard.



Leaving a Company on Web Portal

-* CHICAGOD » Inspections, Permitting & Licensing © Translate |Sloct Language | ¥

WebUI Test ~ Permits * 811 ~ Trade Licenses ~ AIC Documentation Cart (0)

Home > Inspections, Permitting & Licensing

& My Company

This is the company your account is associated with. Any items you create will be created on behalf of that company, and other enrolled members of the

company will be able to edit those items.

Company Contact Information
Company Name Example Company

Address 1234 Test Ave

City / State / Zip Chicago IL

Phone (312)999-9999

Email

Leave Company

Click on Leave Company

Invite New User

Enter the email address of the person you wish to invite to join your
company.

New User Email

Invite User

13
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Company Administration

In order to perform administrative actions, such as inviting new users to join your company, granting
user’s administrative privileges, and updating company contact information. You must navigate to the
my company page at https://ipi.cityofchicago.org/Profile/Company. This link is available under the “My
Company” item in the orange menu at the top of the page.

I >K CHICAGD ) ir

Click here to open the menu.

Web Account ~

ere to open the menu.

My Account

pgs Company page.

Change Password Click here to open the My J
My Company ===57T

op of this page tc

Payment History | them here on yc¢

Invoice History

Sign Out

Once at the “My Company” page, you may perform the actions below. If you do not see the headings as
mentioned below, your account is not set up as an administrator, and you must contact your company’s
administrator or technical support.
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Inviting Users

To invite a user, go to the “Invite New User” section. Enter the email address of the person you wish to
invite into the “New User Email” text box, and then click the green “Invite User” button. The user will
receive an invitation email which will contain a link to join your company.

Invite New User Invite User

Enter the email address of the person you wish to invite to join your company.
1. Enter the invitee’s email

& address in this textbox.

New User Email e —

Accepting User Requests to Join Company
To accept a user’s request to join your company, locate their user name under the “Users Requesting
Enrollment” section, and click the green “Accept” button.

Users Requesting Enrollment

There are users which have requested to join Example Company. You may accept or reject the requests by clicking the corresponding button next to their
username.

Last Name First Name User Name

Click the Accept button to accept the user’s
request to join your company.

Rejecting User Requests to Join Company
To accept a user’s request to join your company, locate their user name under the “Users Requesting
Enrollment” section, and click the red “Reject” button.

Users Requesting Enrollment

There are users which have requested to join Example Company. You may accept or reject the requests by clicking the corresponding button next to their
username.

Last Name First Name User Name

Click the Reject button to reject the user’s
request to join your company.

2. Click
the Invite
User
button to
send the
invitation
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Granting a User Administrative Privileges
To grant a user administrative privileges at your company, locate their user name under the Enrolled
Users section, and click the “Grant Admin Rights” button

Enrolled Users

These are the users that have been confirmed to work for Example Company. You may grant or remove administrative privileges to them, or you may
remove them from the company entirely.

Last Name First Name User Name Admin Rights?
Griffin Tester testgriffin Grant Admin Rights
Test WebUI webuitest Gra in Rights
Account Web WebAccount Click on Grant Admin -

Rights

Revoking a User’s Administrative Privileges
To revoke a user’s administrative privileges, locate their user name under the Enrolled Users section, and
click the “Revoke Admin Rights” button.

Enrolled Users

These are the users that have been confirmed to work for Example Company. You may grant or remove administrative privileges to them, or you may
remove them from the company entirely.

Last Name First Name User Name Admin Rights?
Griffin Tester testgriffin Revoke Admin Rights
Test WebUI webuitest Grap’ Ridhts
Account Web WebAccount Click on Revoke Admin -

Rights

Removing a User from the Company
To remove a user from your company, locate their user name under the Enrolled Users section, and click
the red “Remove User” button.
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Enrolled Users

These are the users that have been confirmed to work for Example Company. You may grant or remove administrative privileges to them, or you may
remove them from the company entirely.

Last Name First Name User Name Admin Rights?

Griffin Tester testgriffin Grant Admin Rights
Test WebUI webuitest Grant Admin Rights ' w

Account Web WebAccount -

Click on Remove User




