Arapahoe County
Citizen Access User Guide

The following is a summary guide showing the steps of how to register and use the Arapahoe
County Citizen Access permitting system. New and prior uses are required to (re-)register with
the County via the steps shown in the following pages. The functionality of this upgraded system
is very similar to the prior system, but the look and screens are different. Any * (asterisk) fields
are REQUIRED and you will receive an error message if required data is missing. Simply enter
the data and click the Continue Application button.

Note that Citizen Access can ONLY be used for RESIDENTIAL appliance REPLACEMENT
only permits and reroof permits that do NOT require any type of plan review or any additional
work to be performed, like new gas lines, new electrical wiring, any new equipment that did not
previously exist, etc. The allowable permit types are as follows, including the combinations listed.

AC

AC / Furnace

AC / Furnace / Waterheater Gas
AC / Furnace / Waterheater Electric
AC / Waterheater Gas

AC / Waterheater Electric

Electrical Service upgrades (up to 200 amp service)
Furnace

Furnace / Waterheater Gas
Furnace / Waterheater Electric

Gas Logs

Reroof

Sprinkler (lawn)

Swamp Cooler

Waterheater Gas

Waterheater Electric

NO tankless waterheaters, no new gas lines, no new electrical lines, no commercial permits, etc

Note - Any registered user who uses the system to obtain permits other than those listed
above will have their ability to obtain online permitting revoked.

Access must be provided to the inspection area. If ladder(s) are required to perform the
requested inspection — for example, a reroof or attic furnace replacement — the applicant
shall be responsible for providing adequate, duty rated ladders for the inspection to occur.

You must be registered with the County to be able to apply for a permit or to request any
inspections. Any other online user may also use the system to Search permit records.

It is suggested and desirable, but not required, for the contractor to be present during the
inspection, to be able to review any code violations and to possibly correct any minor
issues during the inspection. The inspectors may be contacted between 7:00 and 7:30 AM
the day of the inspection to obtain an approximate inspection time (a 2-hour window) or to
make other arrangements.
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Register for an Account
Click on the following weblink and then save to your browser Favorites

Citizen Access - Permit Manager
http://pwms.co.arapahoe.co.us/citizenaccess

Then click on Register for an Account

Arapahoe
= County
|

®

Reqgister for an Account | Login

Home Building

Welcome to the Arapahoe County Portal

Login

ment services online, 24

User Name or E-mail:
[ |

Password:

| Login @

[ remember me on this computer

I've forgotten my password
New Users: Register for an Account

an ancnymo
living and working

*ou must contact th
Acoess. You will b

ions but they may no
or to 4:20 PM for p

the refund will be mailed to the applicant.

Cpen Space Use Tax - An Open Space Use Tax of one guarter of one
the materisl valustion, normally calculsted at S0% cof the totsl valusti
wanting to us= an a ate valuation mathad must apply for the permit in p
County Building Department.

What would you like to do today?
To get started, select one of the services listed below:

Building
Search Applications
Schedule an Inspection
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http://pwms.co.arapahoe.co.us/citizenaccess

Step 1

Read the entire Disclaimer

Check the box next to “I have read and accepted the above terms”

Click Continue registration.

Arapahoe

%) Y -

Home Building

Account Registration

You will be asked to provide the following information to open an account:
* Choose a user name and password
* Personal and Contact Information

* License Numbers if you are registering as a licensed professional (optional)

Flease review and accept the terms below to proceed.

Disclaimer

By previously signing the County license and registration form, | hereby certify
that | have réad and examined tﬁ]s application and know the same to be true
and correct. | agree to comply with all State and County codes, laws
regulations and ordinances pertaining to the all work proposed within the
application

No changes shall be made from that which is stated in this application and/or

specifications, and no additional work shall be included with this permit, except
by submitting a revised application and/or specifications and receiving approval
of the Chief uilding Official for such changes. Granting of a permit shall not be
construed as a permit for or an approval of any violation of the Building Code or

[ 1 have read and accepted the above terms. +——

Continue Registration » ‘_

Page 3 of 16

B3

|<

Reqister for an Account

Login




Step 2 Account Registration

o (asterisk) fields are required

? symbols contain help information — click on one for more details
Identify your preferred method of contact

A valid email address and phone number is required to use this system
Click Continue registration

Home Building

Account Registration Step 2:

Enter Account Information

* indicates a required field.

Login Information

*User Name: @ —
| |

*E-mail Address:

| |
* Password: @
| |

*Type Password Again:

* Select a Security Question: @
|--Sr=|r=ct-- v|
*Answer: @

Contact Information

*First: Middle: *Last:

*Name of Business:

*Business Address Line 1:

*City:

* State:

*Zip:

*Work Phone: Mobile Phone:

Fax: * Preferred Method of Contact:

[ | [--s=lect-- |

| Continue Registration uJ ‘
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Arapahoe
9-3‘ County

%

Home Building

Your account has been created successfully. You will receive additional instructions by e- *

mail

Your account has been successfully created.
Congratulations. You have successfully created an account with the Arapahoe County. &n

e-mail has bean sant to you with instructions for verifying your infarmation. If you have

nal. additional activation by the Arapahoe County m

sary, another e-mail will ant no

ing you wt

Waork Phone . . .
Verify that the information
shown is correct before

Fax: proceeding

Maobile Phone:

Preferred Method of Contact: E-mail Then Login above

Arapah

Ara .E:ahc-et
~~ County
L0 T i 7
7€ )

3

s an Account | Login

Home Building

Please Login

Many online ices offered by Arapahoe County reguire lagin for security

Login

reasons. If you are an existing user, please enter your user name and pa User Name or E-mail:

in the box on the right. 1 | -

Password:

New Users | |
If you are = new user you may register for a free Citizen Access sccount. It only *—

takes = few simple steps and you'll have the added benefits of se=ing = | Login »

complete history of applications, ac

== to invoices and receipts, checking on the

status of pending activities, and more.
[] rRemember me on this computar

I've forgotten my password
. r New Users: Register for an Account
Register How »
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Now you can Create an Application

Logged in o5 Steve Collections (0

Home Building

Welcome Steve

You are now logged in.

What would you like to do today?
To get started, select one of the services listed below:

Building

Create an Application
Search Applications
Schedule an Inspection

¢ Read the entire Disclaimer
Check the box next to “I have read and accepted the above terms”

Click Continue Application

Arapahoe
Coun

Home Building
Create an Application | Search Applieations | Schedule an Inspection

Online Application

Walcome to Agency's Online Permitting System. Using this

edule ins

mit and update information, pay f

d all from the conve

ation, and print yo
e, 24 hours a day

of your ap|

heme o

Please "Allow Pop-ups from This Site” before proceeding. You must accept the

Genaral Disclaimer balow before beginning your application

General Disclaimer —
While the A attem rate and timely

the Agency nei to the functionality

or condition of m from interruptions

or fram computer

matarials hav

€

I have read and accepted the above terms

Continue Application = . -




Step 1 Applicant Information

o * (asterisk) fields are required

¢ Avalid email address and phone number is required to use this system

o Click the Auto-Fill box if you want to populate fields with your registration information
e Click Continue Application

Arapahoe

=~ Coun y
=7

Legged in a3 Steve | Collgctions (0} | Ascount Management | Logout

Home Building

Create an Application | Search Applications | Schedule an Inspectien

BLD Combo

1 People Info 2 General Info 3 Detail Info 4 R

Step 1: People Info > Applicant Info

*indicates a required field

Applicant |

To add a new contact, click the Add Contact link. To edit a contact, click the link next to a contact name

[ Auto-fill with

*First: Middle: "Last:
i ] | ]

Name of Business:

Country:
[--selece-- v

*Address Line 1:

L

_'Cinf: - State: - Zip:

! ] [-selece--isa] | |

Home Phone: Work Phone: Mobile Phone:
I |

Fax: *E-mail:

Continue Application » | e Save and resume later: =]

Page 7 of 16




Step 2 Project Address Information

* (asterisk) fields are required

Partial address information can be entered, then click Search

All other fields will then be populated

The Search can also be performed using a Parcel ID number if the full address is not known

Click Continue Application

Step 2 : General Info = Property Info

*indicates a requirad fizld. |

Address
* Street No.: Direction: * Street Name: Street Type:
[6924 | [--selec®] [lima || [--select-- v
Unit Type: Unit No.:
|--Select-- v| | |
City: Slales Partial Address information can
| [--Selece- h.s be entered like the example -

N

then click Search

| Owner

Owner Name: @

Address Line 1:

Address Line Z:

City: State:

| |"SE|ECE"

I

| Parcel

* Parcel Number:

Lot: Block:

Legal Description:

Or you can Search by a Parcel ID
number if the exact address is
not known

I Se-a.rth- l I=..'-'-
| Continue Application » _| ‘_

Save and resume later: [™] ]
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Step 3 Project Detail Information

* (asterisk) fields are required

Enter complete Detailed Description information

If more than one appliance is being installed, choose the applicable group & type of appliance
Enter the full labor and material Job Valuation (no $ is needed - round to the nearest dollar)
From the Permit Type pull-down menu, select one available choice

Click Continue Application

ogged in 85 Stewe Byer | Collections {0) | Account Mansgement | Legout

Home Building
Create an Application | Search Applications | Schedule an Inspection

BLD Combo

1 People info | 2 General Info 3 Detail Info 4 Revie 5 Record Issuance

Step 3: Detail Info > Derail Info

*indicates a required field. |
| |

‘ Detail Information |

* Detailled Description:

40 gallen gas water heater replacement

‘ Additional Information ‘

*Job Value(5):
750 |

‘ Bld Permit ‘

BLD PERMIT INFO

Permit Type: * --Select-- hd
--Select--

ac

AC/Furnace

AC FurnaceWaterheater

Continue Application »
L Electric Service Upgrade

Furnace

Gas Log
Reroof
Sprinkler
Swamp Cooler

waterheater Electric

Save and resume later:| [™] |
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Step 4 Permit Application Review

Review all entered information before continuing

Correct any incorrect information by clicking the EDIT link for the applicable section
Once the information is correct, Click Continue Application

Create an Application | Search Applications | Schedule an Inspection

BLD Combo

1 People Info 2 General Info | 3 Detail Info

Step 4: Review

5 Record Issuance

Please review all information below. Click the "Edit" buttons to make changes to sections or "Continue Application” to move on.

BLD Combo

Applicant

To sdd 5 new contadt, dlick the Add Contact link. To dit a contact, select 3 contact name

Arapahoe County
6924 S Lima 5t
Cantennial, CO, 80015

Address

__Edit

6924 S LIMA 5T

ENG CO

Owner

Edit |

ARAPAHOE COUNTY
005334 S PRINCE 5T
LITTLETON CO 80120-1136

Parcel

Edit

Parcel Number: 2075-26-1-02-005

Lot: 002

Block: 001

Legal Description: LOT 2 BLK 1 SOUTH LIMA STREET BUSINESS CENTER 1ST FLG EX

Detail Information

Detailed Description: 40 gallon gas water heater replacemant

Edit

Additional Information

_ Edit |
Job Value($):750.00
Bld Permit
BLD PERMIT INFO Edit
Parmit Typea: Waterheater Gas
I Continue Application » ' < Save and resume Iaten;J
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Step 5 Fee Calculation — Pay Fees, screen one

e The system will calculate the Permit Fee and Open Space Use Tax fee (which is calculated at
one quarter of one percent times the material valuation of the permit, generally assessed as
50% of the overall valuation of the permitted work

No changes can be made to this screen
e Click Continue Application

Arapahoe

g county A
78\ ——’ -
F'();gp) Codosrdo’s Firt

Logged in 25 Steve Byer | Colledtions {0 Account Mansgement | Logout

Home Building
Create an Application | Search Applications | Schedule an Inspection

BLD Combo
|1 l 2 Generzal Info i 3 Detail Info | 4 Review | 5 Pay Fees & Record Issuance
| S | L
Step 5:Pay Fees
Listed below are preliminary £ based upon the information you've entered
Some fe

guantities where applicable. The following screen will display your total fees.

Application Fees

Fees ity Amount

Building Permit Fes | 1] 53265

Cpen Space Use Tax | 1_| 50.54
TOTAL FEES
Note: This does not include additional inspection fees which may be assessed
later

£23.50

Recalculzte |

| Continue Application « ‘_
| I
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Step 5 Fee Calculation — Pay Fees, screen 2

e * (asterisk) fields are required

e Enter complete credit card information shown
e Click on the Billing Information check box to auto-fill information, IF the registered user

information is the same as the credit card information, and to save data entry

e Click Submit Payment

Home Building

Logged in 250 Steve

Crealte an Application | Search Applications | Schedule an Inspechon

BLD Combo

1 )| 2 General Info 3 Detail info 4 Review 6 Record Issuance
Step 5:Pay Fees

Please selact & payment mathod and then fill in all required information

arapahoa County doas not store any cradi

t card information, it is only used for

I compliant paus LT

* indicates a required fiald.

Payment Method

Amount to be charged: $33.59

[ Pay with Credit Card

Credit Card Information:

*Card Type: *Card Humber:

* Security Code: Q)

~-Gelece-- M|

* Name on Card: * Exp, Date:

¥ EW

Credit Card Holder Information:

DEll!--g Information: *

* Street Address:

Check here if you want to auto-

populate your contact info, if this
- is the same as your credit card

* City: * State: *Tipe
| |-Select-- i)

* Phone:

| 1
|

E-mail:

Submit Payment » *-_-
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Step 6 — Permit Record Issuance

e The Record has been issued

e Click on the View Record Details to see more info and to schedule inspections

e Click on the Print/View Record and the Print/View Receipt, as you will need to print these
documents to have available on site for the Inspectors when requesting your inspections

e You may also call 720-874-6600 M-F 8:00 to 4:30 to schedule inspections

Arapahoe

= County

Logged in a=: Steve Byer | Collections (0} | Account Management | Logout

Home Building

Create an Application | Search Applications | Schedule an Inspection

BLD Combo

E ‘ 2 General Info 3 Detail Info 4 Review 5 Pay Fees 6 Record Issuance

Step 6:Record Issuance

Your application has been successfully submitted.
Please print your record and retain a copy for your records.

Thank you for using our online services.

Your Record Number is BLD-2012-00250. <

You will need this number to check the status of your application or to schedule/check results of inspections.
Fleaze print a copy of your record and post it in the work area.

Print/View Record ] PrintView Receipt ] *—-——

A licensed professional is now authorized to proceed with work at the designated location.
Your record type requires a follow-up inspection once work is completed. You may schedule the inspection now

or return to schedule the inspection upon completion of the work. Choose "view Record Details" to Schedule
Inspections, check status, or make other updates.

| View Record Details » | "ou must post the record in the work area.)

Copyright & 2012 | Arapahoe County, CO | All Rights Reserved

Click on View Record Details Screen button
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The View Record Details Screen — where all record information can be reviewed and where
inspections can be scheduled

Arap(a:hoe
= County
@

LOGGED In 38! Steve COISCIONS ( ACCOUNT MANA0EMENT | LOGouT

Home Building

Create an Application | Search Applications | Schedule an Inspection

Record BLD-2012-00250:
BLD Combo

Work Location ‘

Applicant: Project Description:

Steve AC WH gas Furn
Arapahoe County
6924 S Lima St

Centennial, CO

Nork Pho

sbyer@co.arapahoe.co.us

Owner:

wMore Details
@ Additional Information
@ Application Information
@ Parcel Information

PrintView Permit

Invoice Humber Amount

A Receipt can be printed from
Total paid fees: $102.25 ""-. here - click View Details

l + Inspections | ‘

|Avai|ab|e Inspections (9)

Schedule or Request Optional Inspections

TBD at TBD Pending [Gas Test (1110530}

Ingpector: unassignecy

"""_—-—_— Click on Actions, then

Schedule

TBD at TBD Pending [Final Furnace (Mechanical) (1110529) Actions¥
Inzpector: wm, ignedy
TBD at TBD Pending [Water Heater (Flumbing) (11105258 Actions ¥
Inzpector: um
TBD at TBD Pending |Final Furnace (Electric) (1110527) Actions ¥
Inzpector: unassigneo
TBD at TBD Pending |CO Detector (1110526} Actions ¥
Inzpector: L

<Prev 1 2 MNext> |

Completed ‘\

Other available
inspections

Application Submittal
Building Review
Zoning Review

Engineering Review

A

Elopd ! Drain Beview

Permit Issuance

% g

Tnspections

P N .
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Scheduling Inspections

Click on the Actions tab, then “Schedule” link

This is to be repeated for each inspection requested

The “Last Inspection Date” is an interoffice procedure, and does not need to be requested
The “CO Detector” is an inspection reminder that one is required for most types of online
permits, and an inspection will be performed to verify its presence. Questions regarding when
/ where they are required can be made via phone during business hours.

+ Inspections

Available Inspections (9)

Schedule or Request Optional Inspections

TBD at TBD Pending Final Furnace (Electric) (1110527} Actions ¥
Inspector: unassigned View Details

TBD at TBD Pending CO Detector (1110526) Schedule 4—
Inzpector: un

TBD at TBD Pending Final AC (Electric) (1110525) Actions ¥

Select a requested date and AM/PM request for the inspections to be scheduled — while no
guarantees can be made to fulfill the AM/PM request due to workload, weather, etc, inspection
requests are almost always completed the next business day.

:z Schedule/Request an Inspection x
paid f{ Inspection type: Final Furnace (Mechanical)
SpPect To continue, select an appointment date and time range by clicking a link on the
calendar below:
able I
ule on Oct 2012 Mowv 2012 Dec 2012
TBD Pe Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa
ar: unas i 2 3 4 5 5 L 2 3 1
B8 7 8 9 10 11 12 13 4 5 6 7 8 g 10 2 3 4 5 68 I 8
ar. wnas
14 15 16 17 18 19 20 11 12 13 14 15 16 17 9 10 11 12 13 14 15
TBD Pe
b— e 21 22 23 24 25 26 27 18 19 20 21 22 23 24 16 17 18 19 20 21 22
TBD Pe 28 29 30 31 25 26 27 28 29 30 23 24 25 26 27 28 29
I LRSS S
TEBD Fe w Prev Hext o
ar. unas
Available Times for Monday, Oct 29 2012
leted Morning
ete . -
O 8:00 AM - 12:00 P An AM/PM request can be made, however NO
#r=09| Afterncon guarantees can be made to fulfill this request
) 12:00 PM - 4:00 P due to variables like workload and weather
'‘ocesy
| Cancel
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Verify the type of Inspection Type requested, the Address and Contact — click Continue

wctinns

s Schedule/Request an Inspection 4

o Inspection type:

Location and Contact
see  Werify whether the location and contact person for the selected inspection are correct.

=5 |Location
18660 E POWERS DR
AUR CO

Contact
Steve Byer

2z Change Contact +

—

I CuntinueJ Back Cancel

ed

Verify information and click Finish

tinns
i Schedule/Request an Inspection *
¢ Confirm Your Selection
Flease confirm the details below and click the Finish button to schedule the inspection
|
il Inspection Type: Gas Test
# |Date and Time: 10/26/201:=
# |Location: 13660 E POWERS DR
AUR CO
o Contact: Steve Byer
; Include Additional Notes

L]

E /

Finish I Back Cancel

Please then ensure that the printed Record Permit is posted / provided on site on the
scheduled date for the inspection to be performed.
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