
 

How to Complete the Step “Waiting for Permit Conditions Agreement”  

& Make Payments through the Portal 

 

1. Log into your portal account: 
a. Link: https://aglc.addison-il.org/CityViewPortal/ 
b. Click on “Sign In” 

 
 
 

2. Enter your Portal Account information and Click on “Log In” 

 
 

https://aglc.addison-il.org/CityViewPortal/


3. Click on “My Items” 

 

4. Click on “My  Engineering Permit Applications” 

 

 

 

 

 

 

 

 



5. Locate the permit, click on the reference number 
a. The “status” field will say “Waiting for Permit Conditions Agreement” 

  

6. The Portal will take the user to the “Permit Application Status” Page.  Once the user has read 
and agrees to the permit conditions, they need to click on the link located at the top of the page 
on the right hand side of the screen that says “Edit Permit Application Details” 

 



a. The permit conditions are available to read in 2 locations 
i. CityView emails the Permit Conditions to the applicant’s email address from the 

email address: donotreply@addison-il.org 
1. The Permit Conditions also have instructions on how to complete the 

“Waiting for Permit Conditions Agreement” step on the Permit 
Conditions Document 

 

 

 

 

 

 

 



ii. In the Portal, on the “Permit Application Status” Page, if the user scrolls down to 
the bottom of the page, there is a section labeled “Documents & Images” where 
the Permit Conditions are available to download by click on the link 

 

7. Once the user clicks on “Edit Permit Application Details”, they need to scroll down the page and 
find the section that begin with “By selecting ‘yes’, I acknowledge and agree with the following 
statements…” 

a. Tell them to skip the “Cancellation Request” 

 

 

 



8. The user needs to read the statements, under the field “Do you agree?:”, they need to click on 
the down arrow and select “Yes” 

 

 

 

 

 

 

 

 



9. Then they need to click on the button “UPDATE PERMIT DETAILS” 
a. If the user does not select yes and click the button, the workflow will NOT move on and 

they will not be able to pay for their permit  

 

10. Next, at the top of the page, on the left hand side, click on “Return to Status Page” 

 

 

 

 

 

 

 

 

 

 

 

 



11. Scroll down the “Permit Application Status” Page and find the section named “Fees” 

 

12. Users may pay online or in person (still). To pay online, click “Add Fees to My Cart” 
a. If users are paying online, they can pay up to $25,000.00, any payments greater than 

$25,000.00 will need to be handled in person 
b. Bonds and Letter of Credits need to be turned in, in person as well 

 

 

 

 

 

 



 

13. Next, the user will have to scroll to the top of the page and click on “My Shopping Cart” 

 

14. Next, the user should click “MAKE PAYMENT” 
a. The system will automatically have all the fees in the cart selected to pay 

 

 

 

 

 

 



15. Next, the user should enter their payment information and fill in the appropriate fields 
a. The page the user is one now, is the Paymentus site NOT Portal 

i. Paymentus is the third party payment company 

 

 



16. Once all the information is entered properly, click “Continue” 

 

17. The user will be prompted to review their payment information 
a. They need to agree to the Payment terms by clicking in the empty box 
b. Then they should click “Pay $__.__” 

 


