
 
 BUILDING PERMITS ONLINE GUIDE 

 
 

 
 
Select Permit 
 
At the opening page choose the Select Permit icon at the top left of the screen.  Enter 
your Application Number which was given to you at the time you submitted your 
application.  If your Building Permit has been issued you can find the Application 
Number at the top of your Building Permit listed as the Application Number.  Click 
Submit. 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
Status Detail 
 
The Status Detail page will show you information related to your permit such as the 
Parcel ID, Address, Application Status and General Contractor.  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Plan Tracking Status 
 
You can track the status of your plan review. (See table on web page below.) 
 

Agency Description: The department(s) that are reviewing your plans.  
Key Dates: 
 In: The date your plans were submitted.  
 Est. Comp: The Estimated Completion Date for your plan review. 
Action Summary:   
 Last: The date of the last action taken. 
 Type: The type of action that was taken. (See Action Types at bottom of page.) 
 By: Initials of the person by whom the action was performed. 

 

 
 
Action Summary Type Codes Descriptions 
 
 
AP = APPROVED 
APC = APPROVED WITH CONDITIONS (Plans are approved but with conditions that have to be met.) 
PF = PLANS FORWARDED (Plans have been submitted and routed to the required agencies for review.) 
REJ = REJECTED (Plans are rejected and revisions are required.) 
FO = FOUNDATION ONLY APPROVED 
HLD = ON HOLD 
TBO = TENANT BUILD OUT MEETING (For Tenant Build-outs only. Customer is scheduled        
             For a Tenant Build-out meeting.) 
 
 
 
 
 
 
 



 
              
Permit Status 
 
At the toolbar on the left select Permit Status. 
The Permit Status page will show you the status of your Permit Application.   
 

 
 
You can click on the Str / Seq / Permit portion of the table at the bottom of the page to 
view more detailed information related to your permit and link to your projects related 
inspections. 
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If subcontractors are listed on your permit they would be listed in the Subcontractor(s) 
section of this screen 
 
Click on View Related Inspections for the list of inspections that have been scheduled 
and resulted. 
 
Inspection Status 
 
 
You can view the individual inspection result comments (if applicable) by choosing the 
individual Inspection Type you want to view. For example the Footing inspection that 
was scheduled for 01/15/2008 and was approved on 01/25/2008. 
 
 
 



 
 
 
 
Click on Required Inspections. 
 
You will now be asked to enter your Application Pin Number. This number will be 
printed at the top of your Building Permit as the Application pin number.   
 
You will not be able to access any information relating to inspections until your 
building permit has been issued 
 
 
 

 
 
 
 
 



 
 
 
 
Required Inspection 
 
This screen will give you the list of Required Inspections that pertain to your individual 
building permit.  It will also show you any inspections that have been performed and 
resulted. 
 
Close this screen and it will take you back to The Inspection Status screen. 
 
 
 
Schedule/Cancel Inspection  
 
Select the Schedule/Cancel Inspections at the toolbar on left. 
 

 



 
Select Schedule an Inspection  
 
 
 
 
 
 
Schedule/Cancel Inspection  
 
 

 
 
 
Double Click the Str /Seq/ Permit at the far left of the table for the permit type you want 
to schedule the inspection for. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Schedule an Inspection  
 

 
 
 
 
 
Double Click on the Inspection Description that you want to schedule the inspection for. 
 
 
 
 
 
 
 



Schedule an Inspection  
 

 
 
Select the date you want to schedule the inspection for.  
 
Please note that inspections cannot be scheduled for a specific time of day.  
 
If you need assistance or have questions about scheduling inspections please call 
Inspection Dispatch at 630-420-6082 between the hours of 7:45-3:45 Monday through 
Friday. 
 
 
 
 
 



 
Enter your name and phone number in the Comments for the Inspector box.  You can 
also include any comments relating to the inspection.  
 
Select Continue.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Schedule an Inspection  
 
 
This page will show you the Inspection Type that was schedule and the date it was 
scheduled for.  
 
Select Finish or Select Another Inspection to schedule another inspection. 
 

 
 
When you select finish you will return to the Home Page.  
 
To Cancel an Inspection  
 
Select the Schedule/Cancel an Inspection at the toolbar located on the left.  
 

 
 
Enter your Application Number. 
 
Select Cancel an Inspection. 
 



 

 
 
 
 

 
 
 
Double Click on the Str/Seq/Permit to select the Permit Type you want to cancel the 
inspection for.  
 

 
 
Enter your Application PIN number. Select Submit. 
 
 
 
 



Cancel an Inspection  
 
Select the inspection you want to cancel from the list. 
 

 
 
Confirm that the inspection listed is the inspection you want to cancel. 
 
Only Inspections that have been scheduled through Building Permits Online can be 
canceled on-line.  If the inspection was scheduled through Inspection Dispatch you 
will need to call Inspection Dispatch at 630-420-6082 to cancel.  
 
 

 
 
Select Yes to confirm cancellation, No to cancel. 
 



 
 
 
 
 
 
 
 
Project Inspections 
 
 
Select Project inspections at the left toolbar and it will show you the following 
information: 
 
Application Inspections 
 
Inspection Type - The type of Inspection. 
Scheduled Date - The date the inspection is or was scheduled for. 
Status - The result of the inspection. 
Result Date - The date the inspection was resulted. 
Permit Description - The type of permit. 
Min. Max - The order in which the inspections can be scheduled.  For example: All the 
inspections that have a Min. /Max. Of 10/999 must be performed and approved before the 
20/999 inspections can be performed. 
 
 



 


