
2025 Rental Renewal - Cloudpermit 
Glendale Heights Community 
Development is transitioning to an 
online Rental Licensing system.

2025 Renewal notices will be mailed 
with instructions to create a 
Cloudpermit account to renew for 2025.



2025 Renewal notices will be mailed with 
instructions to create an online 
Cloudpermit account to renew for 2025.  
New licenses will also be managed through 
the Cloudpermit system.

Enter https://us.cloudpermit.com in your 
Internet browser to “Register for an 
account” by selecting “Create Now”.

Landlords and Managers will need to have an active 
email address that they will need to monitor for 
licensing.  For example: an email account can be quickly 
set up using Google or any other email provider.

https://us.cloudpermit.com/


Enter the email address to be 
used for rental licensing with the 
Village of Glendale Heights, 
review the terms of service and 
check the yes box to continue.



The Cloudpermit screen will advise 
you that a verification email has been 
sent to the email address specified for 
your account.



The email will appear in your email 
list from Cloudpermit, open and 
select “Complete registration” to 
complete the account set up.



You will be directed to the Cloudpermit online system from your email link.



Fill in the information completely.  A red asterisk (*) indicates required fields.  
Accuracy is very important as incorrect information will inhibit communications 
between applicants and the Village / Community Development as activities 
take place in the Cloudpermit program.



Your email, established in requesting an account, is 
filled in and not able to be altered.

Landlords and Managers will not typically check the 
“Professional users” check box for the Licensing module.  This 
box is specific to other modules in Cloudpermit related to 
permits, zoning, etc.

You will need to create a password 
for your account and select 
“Complete Registrations”.



You will be directed to the 
Welcome page for a short video.  
More videos are available after 
the introduction.  Rental 
Licensing will be managed by the 
Village in the “Licensing” module.  

Some steps in the Glendale Heights 
Licensing module will have requirements 
specific to our community.



To find out more about 
Cloudpermit or to get 
assistance in use of the 
system, you can click on 
“Support” to select the 
“Applicant User Guide” to 
seek answers to questions 
you may have.



From the Welcome page you can select “Create Your First Application”

For the 2025 Rental Renewal season you will receive your traditional mailed 
renewal form to assist you in completing the Cloudpermit licensing 
requirements.  You can manage multiple properties from the one 
registration account.  Landlords and Managers can be associated with the 
account so communications are received by the managing parties.

Select the State, “Illinois” from the drop 
down list.

Then select “Glendale Heights from the list.



You will be directed to 
“Select types of 
application”.  For the  
purpose of Rental 
Licensing renewal, as well 
as for new properties to 
be licensed, select the 
“Licensing” tab.

The Licensing box will expand, providing 
some information, and select the “Create 
Application” tab to apply for licensing.



Rental Licensing/Registration involves “Categories”.

Example: 
• A single family house, townhome or 

duplex has an annual fee of $300.00 
and requires checking the “Rental –
Single Family Dwelling” category.   

• A condominium property, with a 
$200.00 annual fee, requires the 
“Rental – Condominium Unit” category. 



Upon selecting the Category, a “Work Type” or type of application (New) 
appears to be selected which, once selected, will expand to a “Work Target” 
selection or type of rental based on the Single Family Rental ordinances.  

Information from the type of category, Single 
Family or Condo, will be provided in the “Good 
to Know” section that will appear when 
selecting the category and the fields expand.

Click on the “Next” button in the lower right corner of 
the screen page once the Work Target is selected.



You will be prompted 
to type the address 
of the rental 
property in Glendale 
Heights that will be 
licensed as a rental 
property.



You can type a partial address to search or the full address to 
identify the property for your rental license application for 
renewal or new license.  Once you have your address, click 
on the “Next” button in the lower right.



The property Parcel number and 
it’s location on the GIS mapping 
system will populate for you to 
confirm before clicking on “Next”.



You will then see a “Summary” of your entries, which 
once confirmed, you can click on the “Finish & 
Create” button to specify this property as your rental 
for an application for licensing.



You will then see your properties “Workspace” to 
complete the application.



You will be required to complete the “Application Steps”.
• “Parties” – you must completed the parties related to ownership 

and management or “Agent” for the property.
• “Application” – you must provide the required fields in the 

“Application Form”.
• “Attachments” – you may be required to scan in documentation 

base on your renewal or new application.  
• You may also be required to provide additional attachments 

as a result of the review conducted before you can pay and 
receive your Rental License for the year.

Cloudpermit monitors your completion progress with “!” icons (pending 
completion) which change to check marks for “Tasks” completed and 
notices about action still needed to complete the application.



You will need to review “Parties” and specify roles for the 
required party types.  Your information is automatically 
classified as the “Applicant”.  

The Owner information may or may not be you.  You can 
click on the “Pencil” icon by your name to edit/add the 
role of “Property Owner” or click on the “Property Owner” 
box to add and invite the owner to the application.



The Applicant / Property Owner has updated 
the required records in this example where 
owner and applicant are the same person.  The 
applicant can now move on to the next step.  



Or… the separate Property Owner information can be added if the applicant 
is a management company or other property managements service.

To add a different Party, click on the drop down list for “Add new 
Party” which will give you the option to add a person or a business.



Once you have fulfilled the “Parties” required entries, the “Required 
Tasks” status bar will have a green check mark in the Parties area, which 
lets you know to move to the second task…filling in the application. 

Additionally, you will note that the list to 
the right of the “Required Tasks” will be 
updated and the reminder about adding 
required applicant parties is removed.



Side Note:  If you have to stop your 
application entry, when you sign 
back in you will see your prior work 
was automatically saved when 
signing out.

You will re-open to a “My 
dashboard” where your work will be 
searchable by entering the address, 
name, etc. or in the “Quick search” 
which will show categories to check.

You can click on the icon at your 
property on the map to show an 
“Open Workspace” for your property.



To move on to the next 
step - click “Open” on the 
“Application Forms” bar.

You will need to click on the “Single Family Rental Application” or the 
appropriately named application for you type of application, i.e., Multi-Family.



You will see that the 
“Application Form” 
mirrors the renewal 
notice information.  
The renewal mailing is 
meant to assist you in 
completing the new 
online process.  



Ensure you enter up to date accurate information as 
Cloudpermit is the system used in communicating 
with Community Development staff for the 
application submission, receiving a response on 
approval or denial requiring additional submission, 
billing and online payment.

As has been the practice in prior years renewal 
you will need to provide updated information on:
• Ownership
• Emergency Contact/Management/Agent
• Home Owner Association – If applicable
• Tenant
• Property



To ensure up to date information, each renewal or new 
application will require the application form to be filled in.

“Ownership information”



“Emergency Contact/Management/Agent information”

This information is extremely important in the event of an urgent matter 
taking place at your property.  This will let the Village staff know who to 
contact in a case of ownerships unavailability.  You will be required to confirm 
the party has authority related to you property and the specific roll(s) played.



“Homeowner Association Information – When Applicable”

You will be asked if there is an HOA. If yes, a 
Homeowner Association is involved, entry 
fields will appear requiring current accurate 
HOA information be provided.



“Tenant information”

All adult tenant information is required residing at the 
rental property.  The number of Minors under the age of 
18 years at the property is required. 
• Do not provide minor’s names or phone numbers.
• If more than four adult tenants reside at the property, 

ownership must provide the complete list.  This can be 
accomplished by selecting the Supplemental Tenant 
Information form and adding tenants.



“Property information”
Check the appropriate box for the number of bedrooms 
and finish status of the basement as indicated.

You will see the Acknowledgment 
and Understanding of the rental 
program sign off replacing the 
notarized paper form.  You will 
also see a reminder about fees 
and the ordinance requirement 
that ownership is required to 
schedule inspections.

Once you have completed the required information you can “Close Forms and 
Go To Workspace” to move on in the application process.



Your “Required Tasks” have been updated with the completion 
of the required fields in the “Application Form”.

“New and Renewals” won’t typically require unless 
circumstances identified in the review require such 
action.  The following is provided for information 
purposes.  To attach an item click on “Open”.



“Attachments”

Left is an 
example 
application 
which was asked 
to provide 
additional form 
information.

Right is an example of 
a typical Single Family 
/ Single Family Condo 
application for a 
property.



To attach a file, first select 
the “click here” option.

Your file folder will appear.  
To attach a file, select and 
drag your choice into 
Cloudpermit.



When you are required to attach a document, and have dragged it into the 
“Attachment” area, the next screen will ask you to confirm what information is 
on the attachment.

Check the box in the dropdown list of the type of 
attachment submitted.  In the example for a new 
property, the paper application form from the Village 
was filled out and scanned in.  The attachment contains 
both the Owner and Tenant information.  Both types of 
attachments can be check in the dropdown in this case. 



Once the attachment “Type(s)” are selected and the document described, the 
applicant can restrict the viewing of the document to themselves and the 
Village, or allow everyone (managers/owners) to also be able to view the 
attachments.  Select “Done” and the attachment will be stored in the record.



Repeat the process for all required attachments, as well as other 
items that are desired / needed to be added to the record, e.g., a 
long list of Tenants, is listed for submission for review by Village staff. 
Again…this is not needed in the typical application submission.



The “Required Tasks” check list has been updated and a green check mark 
displayed indicating the next step for submission is waiting for action.



Your Rental License Application is ready to 
submit.  Select the “Sign Off Application” 
button after you have reviewed your 
information and sign off, submitting your 
application for Village staff review before 
you can pay and get your license issued.



Side Note: You can take additional actions from the “More 
Actions” tab.  We recommend you utilize the “Support” feature to 
learn about Cloudpermit and examine features of the system.  



Click on the “Sign Off”



You can “Download Signed Form” to view a 
printable application for your records if 
desired or just sign into your account to view 
your property records.

Select “Submit Application” to forward 
notification to Community Development staff 
that your application is ready for the review.



Your application “Current Step” has been updated to reflect 
“Submitted 2/5 Next Step: In Review”

Your submission receipt has been confirmed to you by email.



You can click on the “Open Application” 
in the email to be directed to sign in to 
Cloudpermit to review you submission.
• This is just notification of submission 

and you application is in the que to 
be reviewed.

• Approved reviews will move you on 
the payment and license issue steps. • Not approved in review 

will require additional 
action on your part.



If you choose to be 
redirected back to your 
Cloudpermit account from 
the email, you can work on 
creating an application for 
your other rental properties 
in Glendale Heights. You do 
not have to wait for your first 
submission to be approved 
by review in order to work 
on adding other properties.

“Copy as a new workspace” will allow you to enter your other 
property address and go through the steps for your next submission.



Side Note: You can check your “Profile” information in the upper right corner 
and can change some of the fields.  However, email information remains the 
fixed addresses established at the initiation of your registration.



Now that your Rental License Application is submitted, the first step in 
complying with Village Ordinance using Community Developments new 
Licensing and Renewal process has been completed.

• The next step is a review by Village staff to confirm the necessary 
information has been received.

• You must wait for the emailed notification that you can return to the 
Cloudpermit account to either provided corrected information in order to 
proceed, or be notified that the review approved you application and 
payment must be submitted in order to reach the issuance of your 
properties rental license/registration.

• The last step, after you have paid and your license issued, will be to 
determine if your property requires inspection in the rental licensing year, 
or you qualify for a by year allowing your inspection to take place in the 
next rental year.



Welcome to Glendale Heights 
Rental Licensing in Cloudpermit.
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