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
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Dashboard  Apply Licenses Map  PayInvoices

Welcome to Elk Grove Village's Licensing Portal
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Elk Grove Village Information on Crime Free Apply
link to Elk Grove Village Website. Housing This tool can be used to apply for a
This link provides more information permit, plan or license.
on Crime Free Housing and
requirements for applications.
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My Account Pay Invoice Map

Click here to access your account Use this tool to pay for individual Explore the map to see the activity
information. invoices. occurring in your neighborhood.




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.
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Application Assistant

“ =* Trending ae My History 0 LICENSE

> Show Categories Show My Templates
Crime Free Housing - Condos
Category Mame: Description:
Crime Free Housing Application Anvy dwelling unit under | ownership in 3 multi-unit structure as provided In the

condominium property act of the Illinois Compiled Statutes of the State of llinois.

Important: Before continuing. please make sure the perconal mailing address listed in your account i<
correct This should be your own address—not the rental property address.

Tocheck or update it, click your name in the upper right-hand corner of the screen and select
“Address” from the drop-down menu.

The rental address will be entered on the next screen.

Click here to review the Crime Free Housing License Overview:

Crime Free Housing - Single Family Home/Townhomes m
Category Mame: Description:
Crime Free Housing Application Any building which containg separate living facilities, including provisions for sleeping. sating.

cooking and sanitation that are located within the Village's designated R-1, R-2, or R-3 zoning

3. Onceyou 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 alittle 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

Horme Dashboard Apply for License - General Retail
Apply for License - General Retail ° ° ° °

Locations Type Contacts More Info
Select or create the business for this application

LOCATIONS

Please select or add the location of your project.

+ Clickintothe "+” symbol to search for the address

_ E i Corporation ~
= ©nthe next page, follow these instructions:

- Inthe search box start by typing in the address number first and click enter

Create New
Business During

All addresses with the searched number will populate in the dropdown below
Corporation Search for the location address needed for the business

If vou cannot find the address you can type the additional address identifiers (street direction, =

Status: Active Application
Please do not include "EIk Growve Village, IL 60007 in your search.

ﬂ- If you are unable to find it using the search, try finding the location on the map and selecting it using
I

Audd

Location
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201 Wellington Avenue




Add Address As

e moGm

P01 WELLINGTOMN AVE, ELK GROVE
VILLAGE, IL £0007
=
Par 08322020070000
Owner: Exempt

PO1IWELLINGTON AVE, ELK GROVE VILLAGE, IL
0007

Pare 70000

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

5. Type: You do not need to enter anything in the description box. Simply click next to continue

Locations Type Contacts More Info Attachments Signature

BUSINESS DETAILS
SITE DETAILS

Please enter the requested details about the business.

MOTE: Fields marked with an asterisk (*] are required.

* Company Type Corporation
" Company Name r—
Business
Description
y
DBA
* Location Commercial

LICENSE DETAILS

License Type General Retail ™

Description


Emily Niebuhr
Line


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.

Apply for License - General Retail
Laocations Type Contacts More Info Attachments Signature

CONTACTS

Please provide the contact information for the business. To add a contact, click on the {+] and search by name. If there are no search results, the

Applicant

Applicant v

Add
Contact

Main Business
’ Contact
Add
R Contact
T o +

-+

Village, IL, 60007

REQUIRED

1Back to Application

Add Contact

Add Contact As : Main Business Contact

Enter Manually My Favaorites

SearcthameJ E-mail, or Company |a

<«



Emily Niebuhr
Line

Emily Niebuhr
Line


7. More Info: You will be asked to enter more information depending on which license was applied

for.

Apply for License - General Retail *REQUIRED

Locations Type Contacts Mare Info Attachments Signature Review and Submit

MORE INFO
Please provide additional details about the business.

NOTE: Fields marked with an asterisk {*) are required.

Licenses shall expire July 31 of sach year.

General Info | Top | Main Menu

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

Apply for License - General Retail ‘REQUIRED

Locations Type Contacts MMore Info Attachments Signature Review and Submit

Attachments

click or drag files

Add Attachment

.png, .jpeg,

Create Template Save Draft



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

Apply for License - Crime Free Housing - Single Family Home/Townhomes *REQUIRED

Locations Type Contacts More Info Attachments Signature

SIGNATURE

By typing my first and last name below, | agree that all the information | have provided is true and correct to the best of my knowledge. | agree that by typing my first and
last name below, | am providing my electronic signature and that my electronic signature carries the same force and effect as my handwritten or physical signature.

* Please type your name as consent to electronically sign this application.

Enable Type Signature

!ecem!er‘ I! !!!!

Clear

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.

-‘:
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@ Your application was successfully submitted! Fees

Thank you for your application. Please proceed with payment of the required license fee. We will reach out to you if more
Information is needed.

$100.00



Add cart result

1item(s) added to cart

@ Payments | Village of Elk Grove

Review your cart items Cart summary
License: CFH-000001-2025 | Invoice: INV- $100.00 Subtotal $100.00
E| 00000012 Additional fees may be applied at checkout

View details femore

Find more items to pay

B Return to Village of Elk Grove, IL

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





