
IDPH Online Manufactured Food Permit Application Guide (9/2026) 

Step 1.  

Create new account from login screen. If you have one already, proceed to Step 2. If not, click “CREATE NEW 

USER ACCOUNT/PASSWORD” on the Welcome page. All * Fields are required to be completed. Click Save to 

continue with creating the account and account login. You will return to the screen login before you can 

proceed. Make sure that any pop-up blockers are turned off. Failure to do so will cause issues with applying 

for a permit and online payment.  

 

 



Step 2. 

Add New Business to Account.  Firms will also renew permits from this screen using the renewal code found 
in the renewal letter. NOTE: If you want to apply for multiple permits or licenses, you will need to complete 
the process for each one. To do this, after the completion of entering one, click the “Add New Business” bar 
to start on the next. You will be able to pay for all of them at one time after you are done with all entries. 

 

Step 3. 

Enter information in all required fields.  If you fail to enter information, then you will receive an error message. 

The Doing Business As field is also required to be completed as it will also cause an error. Make sure to include 

all address information besides the address number in the street field. 

If you are the owner, check the “I am owner” box. Otherwise leave unchecked. If there are multiple owners, 

you may add later as additional contacts. 

 

-Legal Name: This is the legal name of business (Corporation, LLC, Sole Proprietor, Individual, etc.) 
-Business Name: This is the name of the business. It may be the same as the Legal Name. 
-Phone Number: This is the telephone number of the owner. 
-Alternate or Cell Phone: Not Required. 
-Email Address: This is the email address of the owner (check box if no owner email exists). 
 



 
In the Program Owner Address section, enter the address of the owner of your business (even if it’s the 
same as the facility address).  
 

 

In the Business Information section: 

-Doing Business As: Enter the actual name of the facility/business. This is the name that will appear on your registration 
or permit. If applying for a Farmers Market Sampler enter your name, for example “William Smith” 
-Business Phone Number: Enter the telephone number of your facility/business. If applying for a Farmers Market 
Sampler, enter your phone number. Do not check “None Available”. This is how we contact you. 
-Alternate or Cell Phone: Optional. 
-Business Email Address: Enter the email address of your facility/business. If applying for a Farmers Market Sampler 
enter your email address. Do not check “No Email Available”. This is how we contact you. 



 

Under the Facility Classification Section, use the drop-down arrow and check the box(es) of the appropriate 

facility or individual classification(s). For the following classifications, you will also need to select a 

Subclassification. 

 

Classification Subclassification Choices 

Bottled Water Plant In-State or Out-of-State 

Shellfish – ICSSL DP,RP,RS,SP,SS, or WS 

 
IMPORTANT NOTE: For the following facility classifications, you must also check the Processor (GMP) 

Classification. 

• Juice Products 
• Low Acid Canned Foods (LACF) 
• Acidified 
• Seafood HACCP* 
• Shellfish** 

*Seafood includes fish, fish products and crustaceans (e.g. shrimp, crab, and lobsters). Shellfish as defined are “…all 

species of oysters, clams or mussels, whether: shucked or in the shell; fresh or frozen; and whole or in part; and scallops 

in any form, except when the final product form is the adductor muscle only.” 

**Shellfish as defined are “…all species of oysters, clams or mussels, whether: shucked or in the shell; fresh or frozen; 

and whole or in part; and scallops in any form, except when the final product form is the adductor muscle only.” For the 

Shellfish classification, you must also choose one of the following subclassifications: 

 



• Depuration Processor (DP) A person who receives shellstock from approved, conditionally approved, 
restricted, or conditionally restricted growing areas and submits such shellstock to an approved 
depuration process. 

• Repacker (RP) A person other than the original certified shucker-packer, who repackages shucked 
shellfish into other containers. A repacker also may repack and ship shellstock. A repacker shall not 
shuck shellfish. 

• Reshipper (RS) A person who purchases shellstock or shucked shellfish from dealers and sells the 
product without repacking or relabeling to other dealers, wholesalers, or retailers. 

• Shellstock Shipper (SS) A person who grows, harvests, buys, or repacks and sells shellstock. They are 
not authorized to shuck shellfish or to repack shucked shellfish. A shellstock shipper may also ship 
shucked shellfish. 

• Shucker-Packer (SP) A person who shucks and packs shellfish. A shucker-packer may act as a shellstock 
shipper or reshipper or may repack shellfish originating from other certified dealers. 

 

Example: Processor (GMP), Acidified Food, and Juice Facility 

 

Example of Shellfish Selection (but remember to also select Process (GMP) 

 

 
 
As you select the classification (and subclassification if applicable), questions for you to complete will 
appear. Please answer all questions. Once done, click the “Save New Business with Program” tab that is at 
the bottom (do not click the Save New Business choice). 



 

Once you click “Save New Business with Program”, two more sections will appear: Contacts and Attachments. 

 

 

Adding Contacts 

Adding additional contacts is not required; however, if you would like to add Contacts, click this blue bar. 
For a complete listing of contact types, click this blue panel and use the drop-down at the top to see what is 
available. 



 

When done adding each contact, click the “OK” button at the bottom of the page or click Cancel if you do 
not wish to add a contact. 

 

Adding Attachments 

You must upload a copy of the current application and all required documents (see screenshot below from 
IDPH website). The application can be found on our website. Attachments can be added in other sections of 
this application in Step 4. Scroll to the Applications section on the website and click on the appropriate 
application link. https://dph.illinois.gov/topics-services/food-safety/manufactured-food.html  
 

 
 

https://dph.illinois.gov/topics-services/food-safety/manufactured-food.html


 
  
Failure to upload the attachments may cause long delays in processing your application. Also be sure to 
name each attachment as specified under the “Naming File in Upload” column on page 1. 

To attach/upload the required documents. Click on the “Add New Attachment” panel 

 

Click on Choose File. A separate window will appear on the screen. From here, find the document on your 
computer and select it. In the Attachment Description field, type in the specific document name (as listed 
on page 1). Once completed, click the “Upload File” button. 

 

 

Continue this process until all required documents are uploaded and then click the “Save Changes” button 
at the bottom of the screen. 

 

 

Step 4. 

 
Once you click the “Save Changes” button, another window will open (New Permit, License, or Registration). 
Using the drop-down arrow, select the Program Group Type “Manufactured Food” program type for all 
programs. 

 
For Group Type “Manufactured Food”, select Food Processing Plant, Food Storage Facility, or Shared 
Kitchen User for Program Type  

For Group Type “Retail Food” (Farmers Market Sampler), select the credentials you hold for Program Type. 
 
At least one attachment must be attached to this section; otherwise, an error message will prevent you 
from moving to the next section. Once done, click the “Save New Business Program” button when done. 
We require an attachment to be submitted in this section so that at least one attachment must be 
included in the submission process. All other areas where attachment can be added are optional. We 
recommend that you attach a copy of the application in this section.  

 



 

Additional information will pop up that needs to be completed. User can only select one application type.   

New application is for new firms that have not registered with IDPH in USA Foods. 

Change of Owner and Change of Location are used for existing firms that have a corresponding change that 

requires a new permit.  Permits are non-transferable. A new facility identification number will be created in 

USA Foods to reflect the change made in ownership or location.  

 

 

Select special products were applicable. Make sure to pick the products that pertain to the food processing 

plant or food storage facility but not both. Shared Kitchen Users would complete the food processing plant 

section. You do not need to select any special products if not applicable.  



 

 

Complete Child Support Declaration 

 

Complete all certification statements.  

Save all changes after completing certification information. 



 

Permit will be created and added to the cart. You can view the permit information by clicking on the business 

name.  If you start an application but do not finish it, please return to that same application the next time you 

log in. Many firms accidentally create multiple draft applications when they only need to edit the original one. 

This can result in several items being added to the cart unnecessarily.   

Step 5.  

You can finish your application by making a payment using the shopping cart icon. Permit will stay in draft 

status until you finish checkout of the cart.  All fees are non-refundable. Review the information and then click 

“Checkout”. 

After you Checkout, you will be directed to the payment provider website (if there is a fee to pay). Follow the 

payment provider’s on-screen instructions and complete payment. You will receive a confirmation email that 

your payment was received.  You can upload this receipt as an attachment to your application after it has been 

submitted. 



 

 

 



If you delete the item in the cart, it can be added back to the cart by clicking the buy button on the firm 

information. The permit information will pop up, and you will be asked to save changes to add back to the cart.  

 

 

To make any changes to the application data remove from the cart and click view license information link. You 

can add more attachments if needed. You will need to go through the certification process again if you add an 

attachment at this point.  

 



 

The specific application and attachments that are required for each permit type can be found on our website. 

See list below for the specific attachments. https://dph.illinois.gov/topics-services/food-safety/manufactured-

food.html  

 

https://dph.illinois.gov/topics-services/food-safety/manufactured-food.html
https://dph.illinois.gov/topics-services/food-safety/manufactured-food.html


Step 6. 

After the application is submitted, it will be reviewed by our central office staff.  If the application is complete 

and has all documentation, then we will notify the appropriate Regional Supervisor and the firm that 

application has been accepted.  

The Regional Supervisor will assign the inspection to one of our inspectors.  The inspector will contact the firm 

to set up the inspection.  This process can take a few weeks or the entire 45 days.   

Once an inspection has been completed and any deficiencies noted are corrected, a permit will be emailed to 

the facility email address.  The email will come from noreply@safeinspection.com. 

If you have any questions, then you can email us at dph.mfgfood@illinois.gov.  

 

mailto:noreply@safeinspection.com
mailto:dph.mfgfood@illinois.gov
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