Field Change

Field Change: Afield change is a sub-permit that is created to capture a change in work. This
change should be initiated by the customer via Civic Access portal.

D TestKresds WO @

1 //V
Customer Logs into

portal Clicks "My Work"
tab.

The real estate transfer tax stamp application Is temporarily unavailable due to technical difficulties.

We appreciate your patience. In the meantime, you can continue to submit tax stamps in-person or via mail.

© o

My Account Apply How to Use the Portal

Support documents for the Permit,
Plan and Licensing Portal,

Click here to access your account Select this option to apply for a

information. ! permit. plan or license.
L Jen - L bk

s
B“ Electronic Submittal JULIE - Call Before You Dig
[ Requirements State law requires youto notify
Guidelines for submitting plans and g UUEatiesttvobutnotmore than
other documents. WP 14 pusiness days before any digging
project

Applications & Information
Please review before applying.

Inspections Scheduling: 630-420-6100, Select Option 1

City Hall Address: 400 S. Eagle St., Naperville, IL 60540

hitpc/inapereies-enesgovets Teshost et sppsisetsersce heared home

1. The customer will log into their portal. Once logged in, you will select the My Work tab.
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Apply, pay for and manage applications

My Work

Display v Records v i Lastty v

Chooses the permit

application they want

to apply for a "Field
Change" for.

Home  Dashboard Paylmvoices  Map  Calendar @

Resourcesv  Public Records Search @

2. Select the permit desired for the field change.
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City of Naperville

Permitting, Plans and Licensing Portal TestKrest~ WO @

Apply, pay for and manage applics

Home Dashboard Apply MyWork Paylwoices Map Calendar @  Resourcesw  Public Records SearchQ

Permit Number: RMIS-1960-2024 B
Type: Deck Status: ISSUED Project Name:
Applied Date:  08/01/2024 IssueDate:  09/12/2024
District: Naperville Assigned To: Expire Date: 03/11/2025
Valuation: $16,00000 Finalized Date: -

Description: ~ New 20’ x 24" deck with 35¢ Click the “Sub-records™ Tab

Progress Workflow Available Actions

E FEES B8  Requestinspection

»
o
B

o

e 0 0 © o0

Need Assistance? 630-420-6059
Inspections Scheduling: 630-420-6100, Select Option 1

City Hall Address: 400 S. Eagle St Naperville, IL 60540

3. Anew screen should appear. Click the Sub-Records tab.
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Permitting, Plans and Licensing Portal

Apply, pay for and manage applications

Home Dashboard Apply MyWork Paylwoloss Map Calondar @  Resourcesw  Public Records Search Q

Permit Number: RMIS-1960-2024 B
Type: Deck Status: ISSUED Project Name:
Applied Date: Issue Date: 09/12/2024
District Naperville Assigned To. Expire Date: 03/11/2025
Valuation: Finalized Date:
Description: ~ New 20'x 24 deck with 3 steps to grade
d Sub-Records:
Existing Sub-Records Sort N -
Record Number Type Status.
Noresics e ot
Remaining Sub-Records
Field Change - Small Project Acgh

.
Results perpage 10 v 1-10f1 2l 'S Click the "Apply" button next to
the type of Sub-Record that is

being applied for.. In this case -
a "Field Change"

Need Assistance? 630-420-6059
Inspections Scheduling: 630-420-6100, Select Option 1

City Hall Address: 400 S. Eagle St., Naperville, IL 60540

4. Selectthe Field Change type and click the Apply button.

Resourcesw  Public Recor

Apply for Permit - Field Change - Small Project REQUIRED

N
New permit application LOCATIONS
stepper appears and
information is autopopulated, ADDRESS SEARCH:
click "Next" ¥ 5

PARCEL SEARCH:

« Do NOT inciude hyphens in parcel kookup

Type: Location
us
727 WILDFLOWERCR,
NAPERVILLE. IL, 60540
Main Address &l
Parcel Number
0722407014000
Main Parcel &
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5. Apermit application stepper will appear with the address already populated. Click the Next
button.

= j J Apply, pay for and manage applications

Home Dashboard Apply MyWork Map Calendar{@) Resourcesw PublicRecordsSearch@  Report

Apply for Permit - Field Change - Small Project *REQUIRED

Type

PERMIT DETAILS

Description: Include detalls of the requested Fleld Change.

Square Footage: and Valuation: data fields are NOT REQUIRED to be populated.
* Permit Type

Description TEST

st (R

Need Assistance? 630-420-6059

6. Inthe description field, add the desired details of the requested field change.
7. Clickthe Next button.

alla
Apply, pay for and manage applications

Home Dashboard Apply MyWork Map Calendar(@®  Resourcesw  PublicRecords Search@,  Report

Apply for Permit - Field Change - Small Project *REQUIRED

Locations Type Contacts

CONTACTS

Applicant/Petitioner

&

Contact

<+

Need Assistance? 630-420-6059

8. The contacts will be automatically filled out with the information provided at the original
application. Please add any additional contacts related to the field change.
9. Clickthe Next button.
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;, City of Naperville

w Permitting, Plans and Licensing Portal Philiplove~ W1 @

= Apply, pay for and manage applications

Home Dashboard Apply MyWork Map Calendar @  Resourcesw  PublicRecords SearchQ

Apply for Permit - Field Change - Small Project “REQUIRED
Locations Type Contacts More Info

MORE INFO

No additional information required for this permit type, click "Next" to continue application.

Need Assistance? 630-420-6059
Inspections Scheduling: 630-420-6100, Select Option 1

City Hall Address: 400 S. Eagle St., Naperville, IL 60540

10. There is no additional information required for this permit. Click the Next button.

Locations Type Contacts More Info Attachments

Attachments.

Required and Additional Attachments:
1, Add all Required Aftachments indicated by indvidual attachment tiles.

2 For additional documents, select "Attachment Type™ from "Select Type” drop-down on last attachment tile, Click "Add Attachment” and select appropriate
file(s) from "Fila Explorer”, click "Open”

3. Continue until all attachments o be submitied are added to the permit application, then click "Next".
Disallowed Characters

File names of attachments cannot use any of these disallowed characters: ()#% & {}\<=>"?2/51'" @+ |=

[

Field Change Plans
Narrative

Add Attachment Add Attachment bl

+ + +

Supported: pdf, o, ipog. doc,
docx, png. €5V

REQUIRED REQUIRED

Bm Save Draft Next

11. Please provide the following attachments:
a. Field Change Narrative: A letter describing the field change and the reason for it
b. Plans
c. Add attachment: any supplemental information that would assist with the field
change
12. Click the Next button.
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Home Dashboard Apply MyWork Map Calendar@® Resourcesw  PublicRecords SearchQ

Apply for Permit - Field Change - Small Project

ocations Type Contacts More Infc Attachment

Locations.

Location 100400 SPALDING DR. NAPERVILLE, IL... 60540

Parcel Number 07244000150000
Basic Info

Type Field Change - Small Project

Description TEST

Applied Date 09/17/2024
Contacts

Report

*REQUIRED

©

Review and Submit

13. Once you have completed your review, click the Submit button.
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