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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. 
 



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 
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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. 
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Step 2 Account Registration 
 (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 
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Once registered, enter your User Name and Password just created – click Login 
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Now you can Create an Application 

  
 
 Read the entire Disclaimer 
 Check the box next to “I have read and accepted the above terms” 
 Click Continue Application 
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Step 1 Applicant Information 
 * (asterisk) fields are required 
 A valid email address and phone number is required to use this system 
 Click the Auto-Fill box if you want to populate fields with your registration information 
 Click Continue Application 
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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 
 

 
 

 Page 8 of 16 



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 
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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 
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Step 5 Fee Calculation – Pay Fees, screen one 
 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 
 Click Continue Application 
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Step 5 Fee Calculation – Pay Fees, screen 2 
 * (asterisk) fields are required 
 Enter complete credit card information shown 
 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 
 Click Submit Payment 
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Step 6 – Permit Record Issuance 
 The Record has been issued 
 Click on the View Record Details to see more info and to schedule inspections 
 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 
 You may also call 720-874-6600 M-F 8:00 to 4:30 to schedule inspections  
 

 
 
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 
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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. 

 

 
 
 
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. 

 

 Page 15 of 16 



 
Verify the type of Inspection Type requested, the Address and Contact – click Continue 

 
 
Verify information and click Finish 

  
 
 
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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