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Step 1. Log In to your My.WoodDale.com account. 

Please create only 
one Log In per 
individual and use 
the same email 
address. 



Step 2. Choose “Apply”. 

Note: At any time 
you can save your 
work and submit 
later by clicking 
“Save Draft” after 
logging in. 



Step 2. Search for appropriate permit type. For example, “Roofing”. 

Please note, these are general steps to apply for a permit through the Citizen Self Service portal. Individual permits may have 
different requirements. Please review the website for more information or contact the Building Department at (630) 766-5133.



Step 3. Choose the appropriate permit type. Click “Apply”. 

Choose the appropriate permit type. 



Step 4. Add the address of the permit. 

Do not manually add the location. Please 
use the “Add Location” feature.  



Step 5. Choose the correct address of the permit. 

Please do not enter the address manually. If you are unable to locate your 
address, please contact Community Development. 

Search the number prefix of the address. 
Choose the appropriate address. Please note, your 

address may be on the second page of results.  



Step 6. Confirm address and choose “Next”. 



Step 7. Confirm permit type, valuation and additional details. Click “Next”. 

Confirm permit type. 

Enter amount of project. 

Provide general details about permit. 



Step 8. You will be defaulted as the applicant. Please also include the 
information on the property owner by “Add Contact”.

The property owner is 
a required field. 

If you want another 
person to be contacted 
regarding the permit, 
please fill out an 
additional contact. 



Step 9. Search contacts, add the correct contact. 

Search contact name and 
add correct contact. 



Step 10. After all contacts are entered, click “Next” to continue. 

If you are hiring a 
contractor, please 
include appropriate 
information. 

Homeowners are not 
required to hire a 
contractor.



Step 11. Review and sign, click “Next” to continue. 

Review the below 
statements and type/sign 
your name in the 
appropriate boxes. 



Step 12. Upload required documents, click “Next” to continue. 

Please note the supported 
formats. PDF documents are 
preferred. 



Step 13. Review and submit. 

Review all information and click 
“Submit”. 



Step 13. Review and submit. 

Review all information and click 
“Submit”. 



Step 14. Successful submittal. 



Continue to permit will provide additional details. You will be notified via 

email once your permit has been approved or if additional information is 
needed. 

Please note your permit number. 



Questions or need additional assistance?

Contact the City Hall at (630) 766-4900. 


