
Applying for a Fire Sub-record 

 

 On the Civic Access homepage for the permit that requires a fire subrecord, select the Sub-
Records tab. 

 

 Underneath the Remaining Sub-Records section, click the Apply button for the permit 
desired. 



 

 

 The green highlighted area shows the steps for submitting the Field Change application. 

The address of the main permit will copy. Confirm that all address information is correct. Once 
confirmed, click the Next button. 

 

 

 In the Type step, complete the required fields. Once completed, click the Next button. 



 

 

 In the Contacts step, confirm that all required contacts. To add a contact, please click the Plus 
button. 

Once completed, click the Next button. 

 



 In the More Info step, click the Next button since no additional information is required. 

 

 

 In the Attachments step, upload the required documents. Files must be submitted in PDF 
format. 

If there are any additional attachments, click the Plus button in the Add Attachments tile and 
upload the documents (PDF format only). 

Once completed, click the Next button. 



 

Review the legal description and type in your name as consent to sign the application. Enable 
the type signature for your electronic signature. 

Once completed, click the Next button. 

 

 Review the information provided. Once all information has been confirmed, click the Submit 
button. 

Once submitted Naperville staff will begin the review process of the permit. 


