
Printing a Permit 
This document will guide the user through the steps to print an issued permit for their project from the 
Permi�ng, Plans and Licensing Portal. 

 

 While logged into the Permi�ng, Plans and Licensing Portal (see Crea�ng a Permi�ng, Plans and 
Licensing Portal Account for assistance in crea�ng an account), click on My Work in the top menu bar. 

 If using a mobile device, My Work can be reached by tapping on the hamburger icon (the three 
horizontal bar icon) in the upper right corner of the screen and selec�ng My Work from the le� menu 
bar. 

https://www.naperville.il.us/contentassets/71a272988f8d4827b05f0b10ba989d9f/01---creating-a-permitting-plans-and-licensing-portal-account.pdf
https://www.naperville.il.us/contentassets/71a272988f8d4827b05f0b10ba989d9f/01---creating-a-permitting-plans-and-licensing-portal-account.pdf


 

 Click on the hyperlinked permit number to open the permit.  



 

 Click on the Print icon in the upper le�.  

 This icon will only appear for permits that have a $0 balance and have progressed to the Issue 
Permit step of the workflow. 



 

 Click on the printer icon to open your computer’s print screen and print the permit. 

 Click on the download icon to download a PDF copy of the permit if you would like to save a digital 
copy of the permit for your records. 

 If you have ques�ons or need to schedule inspec�ons for your project, please call (630) 420-6100 
and select op�on 1 from the menu to be connected with the Inspec�ons team. 


