
User Guide: Elk Grove Village’s Licensing Portal 

Business Licenses 

Once you have registered for an account, you can apply for a license. 

If you have not registered for an account and would like to see instructions on how to do so, 
please refer to our User Guide for Registration located at elkgrove.org/government/finance-
development/business-licenses

Throughout the application process, the system provides step-by-step instructions to guide 
you

*Note: If your business operates under multiple licenses, you will need to apply for each type of 
license separately. 
 

1. Select Apply from either the top bar or the top-right card



2. Once you select Apply, you will be taken to the application assistant page. From there, you
can search for the specific type of license you want to apply for. Alternatively, you may select
the All box to view the complete list of available licenses.

3. Once you have identified the license you wish to apply for, click Apply

4. The first step is to add a business. You will need to select which type of corporation it is. 

Or if your business is already in the system, you can select it.

Then you will add a location:

Click  add location to open the search feature for your rental property.  This functionality 

may run a little slower, so allow time for it to load. Enter only the Street Number and Street 

Name (for example: 901 Wellington). Avoid using punctuation or directional indicators



When your property appears, select the check box next to the address and click Add. Then, 
select next to continue. 

5. Type: You do not need to enter anything in the description box. Simply click next to continue
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6. Contacts: You are required to enter the main business contact as a contact. If there

are additional contacts you would like to add, you may add them as well.

You have three options for adding contacts:

- Search for an existing contact
- Add a new contact manually
- Search “My Favorites” for contacts you have used previously

Best practice: Always search for an existing contact before adding a new one.
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7. More Info: You will be asked to enter more information depending on which license was applied
for.

8. Attachment: Depending on the license type, you might be required to add an attachment



9. Please follow the instructions for electronic signature. Once finished, click next to continue

10.  On the last page, carefully review your application. Once confirmed, click Submit
11. After submission, you will see a Success Page confirming your license has been submitted. 

Continue by paying the required fees: click Add  to Cart and follow the payment instructions.



12. After payment has been made, we will review your license application to ensure all required
steps have been completed.




