
Instructions for How to Apply for a Permit
Online

1. Select a property. You can search by address, Parcel Number, or Owners name.



2. Enter permit details. Choose permit type, input the work description and pick Basic Usage.



3. Enter applicant information. Verify your contact information and choose the parties to receive 

e-mail notifications when the permit’s status changes.

Note: The home owner, subcontractor or General Contractors can receive these e-mails. 



4. Estimate fees. The Village’s permit coordinator will assign the fees and update the status of the 

permit so that the contractors will receive an e-mail showing how much is due.  

Hit Next to continue through the process.



5. Attachments: All permits require an attachment since the Universal Building Form is necessary 

for any type of submission. Be specific how you name each file and attachment. Ex: NOA,  

Application, Contract, etc. If any documents are missing, the Building Department will notify you

through email to complete the application prior to acceptance. 

6. Once your application has been accepted you can pay your invoice(s) online from the “View My 

Activity” Screen. When you have chosen the invoices(s) to pay, you will be redirected to the 

municipality’s third party payment website.  

Note: Ensure you select YOUR permit only to pay.  Any fees attached to the property will appear 

on the screen

TIPS:
 Google Chrome is the best browser for BS&A.

 All permit details can be verified without logging in. This includes inspection status, 

closure of permits, attachments and more.




