
2025 Rental Renewal - Cloudpermit 

Glendale Heights Community 
Development online Rental 
Licensing system submission Staff 
Review phase.

Staff signs in on a daily basis to manage 
the Cloudpermit modules, including the 
Licensing module.

Review Phase



Once an account is established, upon signing in 
to Cloudpermit, staff and customers will open 
to the “My Dashboard” page.  



My Dashboard is the base location for individual 
to apply for a new rental license for a property to 
be rented and/or to renew rental licensing for 
each of their existing properties registered under 
a customer’s account.

As Cloudpermit continues to be implemented, 
customers with accounts will have access to 
other module features such as permitting.

Customer Dashboard



Similarly, Community Development 
staff will work from their 
“Dashboard” for all aspect of 
Cloudpermit during the course of 
the day.  

This presentation is specific to the 
Rental Licensing New and Renewal 
Application review process.



While we require landlords and managers to use Cloudpermit, there 
will be difficulties encountered by customers.  Staff will need to 
provide assistance and will be able to refer customers to the 
Community Development webpage where there are links to 
Cloudpermit and presentations created to help.

As with Contractor Licensing, staff will have to enter some rental 
license applications for customers who have no email.  However, 
those customers will need to obtain an email account of their 
choosing as the license will be issued and maintained in Cloudpermit.



A Rental Office Tech will be tasked 
with the daily review of Cloudpermit 
for Rental License initial application 
submissions, resubmittals, as well as 
payment processing.

Other Techs will assist with the high 
volume of renewals each year.  



Individual application 
submittal reviews start 
with selecting/ clicking on 
the “Open Workspace” 



The top portion of the Rental License 
Application record contains important 
information to assist in starting the review.

The property address, application 
type information, the property PIN, a 
provisional license number, date and 
time submitted, status in submission 
“Next Step: In Review” and 
indication that the applicant has 
entered parties, the application and 
any attachments



First…Staff will assign themselves to the 
property for conducting the review. 

Second… Staff will click on the “Begin 
Review” at the top of the page proceed to 
the review for approval or notification of 
need for changes.



When staff clicks on “Begins Review”, 
an email notification will be 
automatically sent to the applicant 
that the application review has begun.  

A link is provided in the email; 
however, until the review is 
completed, they won’t be able to view 
results and take any resubmittal steps 
as may be needed or make payment.



Staff can quickly complete 
a review and complete the 
“Review result” or expand 
the “Review” section of 
the staff Workspace 
proceed with a more 
section specific application 
review.  If corrections are 
needed the more specific 
method would be used.



Side note: You can also “Begin Review” 
from the body of the Workspace.



Clicking “Begin Review”  
expands that section revealing 
a “Reviewer”  drop down 
option to pick / change 
reviewer, “Review Result” 
drop down to approve or 
request changes, “Comments”, 
and a check list to confirm the 
areas of the application have 
been reviewed. 

Staff will review submitted 
information for completeness 
and accuracy. 



Staff using the more specific review can view the items 
provided in the “Items included in the review” expanded list.  
Staff can click on the icon to the right to view the information, 
verify completeness and accuracy and check the box indicating 
the item was reviewed.



The Application will appear when the 
arrow to the right is clicked.  Staff can view 
the information, verify completeness and 
accuracy and check the box indicating the 
item was reviewed.  If there is an issue 
that needs changes, the review comments 
shall specify what is needed to be shared 
with the applicant in the notification email 
that the review has not passed and 
“Changes are Needed”.



Checking OK will confirm the review is accepting the 
information provided.  “Needs Changes” will cause 
the review to require updating and resubmission by 
the applicant through the Cloudpermit online system.



The status on the Single Family Rental Application reviewed 
has now changed to indicate the application was “OK”.  



In the Review section, if attachment are involved, any attachments added 
to an application can be viewed by clicking on the “eye” icon to the right.

However, to approve 
the attachment in the 
review process, staff 
must check the box 
next to the attachment 
and click on the “Save 
Changes” to continue.



Check the box on the item 
being reviewed and click the 
arrow to expand the review 
attachment information.

Once an approval or denial 
determination is made, click 
on the three dots to the right 
of the listed attachment.



Upon clicking on 
the dots, a drop 
down list will 
allow staff to 
“Approve 
attachment” or 
indicate 
“Attachment 
Needs changes”.



Upon selecting “Approve attachment” the status of the reviewed 
attachment will be updated in both the “Attachment” section and 
the “Review” areas.



To review additional attachments, staff must check the box 
next to the attachment and “Save Changes” to move on.



Review the additional attachment.  For purposes of this presentation, the 
document was reviewed and found not to be correct.  The determination is 
registered after clicking the three dots and selecting “Attachment Needs changes”.



A “Needs changes” notation entry box will appear.  Enter the details related to the 
needed change and any other relevant information.  Click on OK.



The “Needs 
changes” 
notation entry 
will appear in 
the Attachment 
and Review 
sections of the 
Workspace.  



To move on to the “Parties” information review, Check the Forms box, Parties 
check box and individual Party check box.  Then click on “Save Changes”.  

This will indicate the Parties were examined.  If there is an issue with the 
items in the review list, repeat the actions above, check the Forms box, saving 
changes and the “Items included in review” box will appear. 



If there is no need for 
changes or resubmittal, 
the Review can be 
completed by selecting 
a result from the 
“Review Result” 
dropdown list. 
“Reviewed” = OK.
“Change Requested” = 
not OK, further action 
required for another 
review before approval 
to pay and be issued 
the Rental License.



Once all items have 
been review and, in 
this example, changes 
are needed, you can 
click on the “Send 
Change Request” to 
send the applicant an 
email notification to 
sign in, update the 
application and 
resubmit for approval.



The email will have the notation 
entered in the “Comments from 
the review” displayed in the 
email, along with a link to “Open 
Application” to work on the 
change request in Cloudpermit.



The customer will see a “Tasks and request” section appeared in their “My 
Dashboard”.  Clicking on the arrow to the right will bring the customer to the 
license application Workspace where they will find the “Change Needed” 
indicated in the attachment status.



In the customers account, the Workspace for the property 
will have actions to take displayed at the top under the 
“Application” section and in the Attachment section. 



The customer will need to 
upload an attachment to 
comply with the change 
request. In this example, a new 
signed form must be returned 
via Cloudpermit for the review.

To add the attachment the customer will click 
on the “Upload New Version” to comply.



The customer will “Upload New Version” selecting a file of the 
scanned in copy of the form needing a signature submit it.



Once uploaded the customers Workspace with get the 
update that a “New Version” has been uploaded.



In the customers account, once the change request / upload (#1) is 
completed, the customer clicks on “Mark as Done” (#2) to move 
the application back into staff review for approval.

#1

#2



The customer Workspace for 
the property will now reflect 
that the application “Current 
Step” is “In Review” awaiting 
notification that the application 
is approved, a bill will be sent 
and upon payment the Rental 
License will be issued via 
Cloudpermit.



The customer will get a 
confirmation email that the 
change request has been received 
and is “In Review” status awaiting 
Com Dev staff to complete the 
review, approve and reply that 
payment can be made.



The “Assigned Reviewer” will get notification 
that their customer has responded to the 
change request and the review needs to be 
completed so the application can move on to 
the next phase.  Clicking on the arrow to the 
right will open the application for review.



The “Assigned Reviewer” see there is a 
statement in the Required Tasks section 
indicating the review is still unfinished.



The Attachment section will show that a “New Version” 
is uploaded, check the box and the down arrow to the 
left to expand the information about the upload, review 
the attachment and then the three dots to the right to 
accept or decline the change submission.



The “Version 2” has been approved and the Attachment 
Section status has been updated by the reviewer.  The next 
step is to approve the attachment in the Review Section.



In the Review Section, expand the “Unreviewed” item by clicking 
on the down arrow to “OK” the resubmitted attachment.



In the expanded Review Section, and click on the “OK” at the 
lower area for “Attachment review results” to accept the 
updated attachment and change the “Review Result” to 
“Reviewed”.

Enter any needed 
comments and 
Click “End Review”.



The staff view of the property Workspace Reviews Section shows 
the status as “Reviewed” and the “Comments” section updated.  
At the top right of the page “Ready to Issue” status appeared.



The review is done and the bill is 
prepared will also result in 
notification that the license is 
ready to issue.  Staff will have to 
complete some final steps.



Once the review is completed and the 
license is “Ready to Issue” the 
“License” will need to be created.  In 
the Licenses box, click on the “Create 
License Draft”.  For Rental Property 
Licenses select “Rental License / 
Registration” and click on “Create 
License Draft”.



The draft licensing form will 
appear so the information can be 
reviewed, filling in the fields for 
“Issued by”, “Issued to” and 
“License description” information 
that may be required. 

Once the information is confirmed 
and dates correct the “Complete 
Draft” can be selected.



Staff will see a request to confirm the 
draft is to be created, after which a 
confirmation screen with the 
information will be displayed. 

To return to the property address 
Workspace, click on the address at 
the top left of the screen.



At this point the “Fee & Payments” section must have the bill 
created selecting the Rental License Fee from the drop down list, 
notes added as needed, the “Payer” selected for the drop down 
list, reviewed for accuracy and the “Confirm Bill” checked.



If a copy of an invoice is needed 
it can be printed and provided, 
i.e., handed over at the counter 
or mailed.



The Customer will get the email 
that the bill is due with the link to 
Cloudpermit.



The applicant will then be notified 
that the license requires payment 
by an automated email containing 
the link to “Open Application”.



Upon signing into their account, 
the applicant will see there is a 
task in the “Task and Requests” 
section of the “My Dashboard”.  
Clicking the arrow to the right will 
open the Workspace for payment.



The “Fees & Payments” section will allow the customer to 
“Pay Online”.  Upon selecting that process, the customer will 
be redirected to the “Converge” payment website.  If not 
paying online the customer will need to provide payment at 
the counter, over the phone or mailing to Com Dev.



The “Fees & Payments” section in the Com Dev staff 
Workspace will change to “Paid Online” for online payments 
and the Rental License sent via email.  

A non-online payment will require staff to take cash, check 
or credit card payments and documenting the payment 
method in Cloudpermit.



A non-online payment will require 
staff to take cash, check or credit 
card payments and documenting the 
payment method in Cloudpermit. 
Credit card payments will be taken in 
Converge.  



Upon setting the bill as paid Cloudpermit will sent the 
customer an email indicating the license is issued.



The customer 
will get a .pdf file 
with the license, 
as well as the link 
to “Open 
License” which 
directs them too 
their  
Cloudpermit 
account.



Upon viewing 
the property, 
the customer 
will see the 
Rental license 
record 



The Village 
record in 
Cloudpermit will 
reflect that the 
license is issued.



Reminder: While the goal is for customers 
to establish their account and record, staff 
can create license records for customers.  
However, an email address will be required 
as Cloudpermit will be required to be used.



Those properties requiring an inspection in the rental license year will 
need to contact Community Development to schedule the appointment.
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