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Getting Started  

The City of Crystal Lake has launched an online system that utilizes Accela software.  The customer-friendly portal for 
Crystal Lake licensing services is called ez APP.  
You can access Crystal Lake online services at Crystallake.org or with the direct link: 
https://aca3.accela.com/crystallake/default.aspx 
 

Layout and Navigation  

ez App is organized, as you see in the picture below:  
 

 
  
Without registering for an account you can:  
• Perform property searches 
• Perform application searches by request type 
• Perform application searches by address  
• Perform application searches by applicant 
• View Application information such as project name, status, and description with comments  
 
Registering for an account gives you access to additional features:  
• Apply for select license types 
• View request detail such as review status; review comments; meeting dates and results 
• Create Delegates (other users you give permission to perform actions on your behalf)  

https://aca3.accela.com/crystallake/default.aspx
http://www.crystallake.org/
https://aca3.accela.com/crystallake/default.aspx
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Announcements  

Announcements are important messages the City would like to relay to you (messages such as holiday closures, business 
hour changes, etc.).   
 

Searching  

The City of Crystal Lake’s Citizen Access will refer to “records”.  A record can be an application, site concern, etc.  You 
can search the City’s development application database records a few different ways.   
 
The easiest method is Global Search. The search bar is always located towards the top of the screen:  
You can use this search feature by inputting record / petition number, address, owner, contractor, development type, 
etc. to get all matching results from the database, regardless of the department originating the record.  
 

 
  
Another useful feature of the Global Search is easy accessibility of your recent searches.  Just hover over the down-
facing arrow to see your recent entries. 
 

 
 
You may also select the Advanced Search drop down or the Search Application button.   
 

              
 
Each of the options will open a search criteria window as shown below.  You can enter as little or as much information as 
you wish to refine your results. 
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Register for an Account 

To register for an new user account you may select either link on the home page. 

 
 

Apply for a License Application Online 

Now that you have created an account, you can apply for a license.  
 
1) Log in to your ez APP account.   

 
2) On the page heading click on Licenses and then click on Create an Application.  

 

3) After reading the disclaimer, indicate that you have read and accepted the terms. Click Continue Application.  

 
 
 
 

https://aca3.accela.com/CRYSTALLAKE/Welcome.aspx?TabName=Home&TabList=Home%7C0%7CBuilding%7C1%7CCurrentTabIndex%7C0
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4) Select a Record Type: On this screen you will choose the record type you would like to request. Select the button of 
the correct license application type and click Continue Application. 
 

 
5) Contact Information. Any required fields are marked with an asterisk and location information.  If you are 

applying as an Authorized Agent – if on behalf of someone else, select add new and enter information. Follow 
instructions for applicant, property owner (all required fields). Contact List allows you to add additional contacts 
to the application. If you registered for your account as an individual, you must select Add New to add business 
name. 

 
You are able to save your progress and resume later if needed. 
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6) Complete Step 2, Licensing information. Items with an asterisk are required to be complete to move forward. 
This example is a temporary liquor license application; however, other licenses may require additional or 
different information.  Please enter a site description and location address where the event will be held. An 
address is needed to approve the application.  
 
You are able to save your progress and resume later if needed. 
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** Class 16, 19 and 20 Licenses are issued to Not-for-Profit Organizations only. A Class 30 license is issued to for profit 

businesses, applying to sell alcohol as part of a City-approved special event.  
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7) Submit the required documents.  You are able to save your progress and resume later if needed. 
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8) Complete the required applicant certifications. You are able to save your progress and resume later if needed. 
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12) Please Review your application information carefully. This is the final step before submission. 
 

a) Verify that the information is accurate.  
b)  Select edit in the appropriate sections if changes need to be made.  
b)    If required, verify documents have been attached. 
b)  After reading the certification, check the box indicating that you agree to the certification. Click Continue 

Application.  
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9) Your license application is now submitted. You are now able to view your application and track the progress of 

your submittal using the online portal.  
 

 


