
Arapahoe County 

INSTRUCTIONS: 
Electronic filing 

For Business Personal Property 



Electronic Filing: 
• Is submitted in lieu of the paper copy 

of the declaration. There is no need 
to submit both!

• Is available to most businesses with 
an existing account. New businesses 
must file a paper copy of the 
declaration and submit to the 
assessor’s office.

• Is not available to leasing companies, 
Oil and Gas production companies, 
and vending companies. These 
businesses must file a paper copy of 
the declaration and submit to the 
assessor’s office.

• May be accessed multiple times 
before submission.

• Is simple, convenient, and 
environmentally friendly!

• Is due NO LATER than April 15th. 



Visit the website and begin the process to file Business Personal Property returns 

online. https://co-arapahoe-ptoc.publicaccessnow.com If you encounter 
problems with this link, start from the //.

From here, click “Register” or "Login" (for existing users) to begin the process. 
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Secure registration 
Enter your information to create a user profile and begin filing the online 
return. If you will be filing for multiple accounts, you are only required to create 
one registration. The access codes are used to validate each schedule/PIN.



Begin electronic filing 
Click “Electronic Filing” then enter one of the following: PIN (Personal Identification 

Number), AIN (Alternate Identification Number), or Business name,  then click 
“Search”. Because there is NOT an option to print your completed filing, we 

recommend documenting your filing by saving 'screen-shots' of important data. 



Validation 

Select the correct account then click “File Return”.  
Enter the Access Code printed on the mailed copy of the Personal 

Property Declaration or the copy of the Personal Property Declaration 
Notice and click “Validate”. 



Follow the steps to file the return 
Additional instructions are included at each step.  

At Step 1, you may edit the owner name and mailing address by clicking on “Edit”. 
Continue by clicking “Next Step”. 



Step 2: Business Information 

Complete this information for this location. 
Navigate back and forth with the “Previous Step” and “Next Step” buttons. 



Step 3: Listing of Property - Review and update asset information

 Prior to editing the asset list, we recommend you download the existing asset list in 
Excel. See the option at the upper right of the list. Change costs as necessary. Add new 
assets by clicking “Add Item” and select the description from the drop-down box. If an 

asset was disposed, un-select the “In Use?” box. Enter leased equipment. 





Step 4: Leased or Rented Equipment 

In Step 3, if assets were marked as leased,  you 
must complete the information in Step 4. 



Click “UPDATE” then select the “Lease Relationship” 
 and provide information for the owner/lessor. 



Step 5: General Ledger 

Complete this information for this particular location. 



Step 6: Renewable Energy 
If needed, use this step to obtain the Renewable Energy Property Declaration 

then file it with the assessor’s office using one of the options listed below. 



If you “click here” in Step 6, the Colorado Department of Local Affairs website opens. 
Select the DS 058 Renewable Energy Property form.  

Follow instructions from the previous page to submit to the assessor’s office. 





Step 7: Review 

Review your information before completing the return. We recommend you print all 
information in this review page as documentation of your filing. If changes need to be 
made, click on the page name near the top, or click the “Previous Step” and/or “Next 

Step” buttons at the bottom of the page to navigate. 



Step 8: Supporting Document 

Attach supporting documentation, such as an asset listing, copy of 
the federal depreciation schedule, etc.  

Browse your files in order to select the appropriate one. 



After selecting the appropriate file, click “UPLOAD” (shown on previous page). 
You may then add additional files if needed by repeating this process. 

Once a file is attached, it will display as below.  



Step 9: Contact Information 

Enter contact information. A second contact person may be added here also. 



Step 10: Sign & Submit 

This is the final step! Enter your name twice and click “Next Step” ONLY when you are 
ready to complete and submit the return. 

Once you click "Next Step" on this page, you will NO longer be able to access the filing for this account. 



Step 11: Complete 

The screen below will display after the return has been submitted. 
An email confirmation will be sent to the preparer  

and second contact person listed in Step 9. 



What happens after the return is submitted? 

The Arapahoe County Assessor’s Office processes approximately 15,000 
Personal Property Declaration Schedules each year,  
updating our records to reflect reported changes. 

A Notice of Valuation reflecting the current year actual value 
will be mailed to business owners June 15th.  

Open and review this notice as it contains important information regarding 
current year value and appeal rights. 

Thank you for using 
Arapahoe County’s  

new electronic filing! 




