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This document will guide a user through the application process for the Green Energy 
Certificate Program. 

 

 While logged into the City of Naperville Civic Access portal, click on Apply, either in the 
black header bar or from the tile selections. 
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 Type Green Energy Certificate Program into the search bar. 

 Click on the magnifying glass icon, or press enter, to search for the application. 

 Click on the Apply button to start an application. This will start the application wizard 
with prompts asking for information relevant to the application. 
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 Click on the plus (+) icon in the blue tile. This will open the address search screen to 
select the physical address applying to the program. 



Applying to the Green Energy Certificate 
Program 

4 | P a g e  
 

 

 Enter the street number, street direction (if applicable), and street name of the physical 
address in the search bar. 

 Click on the magnifying glass icon, or press enter, to search for the physical address. 

 Review the listed addresses that the system matched to the search. Click on the Apply 
button on the row for the address that matches the physical address. This will add the 
address to your application. Clicking the Apply button will take you back to the application 
wizard. 



Applying to the Green Energy Certificate 
Program 

5 | P a g e  
 

 

 The address selected should be applied to the tile. Only one address can be included 
per application. 

 Click the Next button to advance to step 2: Type. 
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 No additional information needs to be entered on this step. Click on the Next button to 
advance to step 3: Contacts. 
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 The contact information for the account currently signed into the City of Naperville 
Civic Access portal will be added to the applicant tile. No additional contact information is 
required. Click on the Next button to advance to step 4: More Information. 

 

 Enter the Electric Utility Account Number for the location applying to the Green Energy 
Certificate Program. The first string of numbers should be no longer than six (6) digits. The 
second string of numbers should be no longer than six (6) digits. The account number 
should be in the format of NNNNNN-NNNNNN. 

 Enter the date that starts the period you would like to apply for. This should be in the 
format of MM/DD/YYYY. 

 Enter the date that ends the period you would like to apply for. This should be in the 
format of MM/DD/YYYY. 

 The start and end dates selected will be used by the City of Naperville Sustainability 
team to calculate the cost of the Green Energy Certificate. 
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 Click on the Next button to advance to step 5: Attachments. 

 

 No additional documents are required for this application. Click the Next button to 
advance to step 6: Signature. 
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 After reading the text under signature, type your name into the field.  

 Click the toggle to enable the text field. 

 Enter your name into the text field. This will digitally sign your application. 

 Click the Next button to advance to step 7: Review and Submit. 
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 Review the information to verify everything provided is correct. If something is 
incorrect, you can update it by using the Back button to move backwards through the 
application wizard to the step and then update the information. 

 Click on the Submit button. Clicking this button will submit your application to the City 
of Naperville Sustainability team for review. After clicking the button, you will be redirected 
to a splash page indicating your permit has been submitted. 
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 You have successfully submitted your application. Click on the Continue to permit 
button to view your record. 


