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Community Development Online Portal Instructions
For Contractors

Contractors can pay for permits, print permit cards, print approved applications
and stamped plans as well as schedule inspections using the portal.

Creating Your Account

Locating Your Permit

Paying For Your Permit

Printing Your Permit Card

Printing Your Approved Application and Plans

Scheduling An Inspection

Canceling An Inspection

Need assistance?

For instructions on how to view, renew or pay for your license, view the Renewal Instructions.



https://www.broomfield.org/DocumentCenter/View/36080/Electrical-License-Online-Instructions---Renewal
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Creating Your Online Account:

(for contractors with existing license only)

Do not register using the portal. Instead please call 303.438.6370 - option 5, and staff will create
your online account.

You will receive an email with instructions on how to access your account. Check your Spam
emails.

Follow the link in the email to access the Online Portal.Alternatively, you can also access the
Online Portal from the Building Division Home Page at www.broomfield.org/Building :

Building Division Home Page

Responsibilities

sa part of the m

Please review our Public Access Guide for instructions on how to maneuver through the system and access our permit database

Contractors can use our Citizen Access Guide for instructions on how to access their permits and licenses.

FAQs...view more

First-time users will need to select Forgot Password

Citizen Access

Email Address:

Meed to find a permit, select Public Access on the side menu.

Mew users for Sales Tax select register below to create your
profile.

Contractors for Community Development please call
303.438.6370

log in register

Click here to view site's bfjowser compatibility


https://broomfield.org/building
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Enter your email address and click on Submit.

Forgot your password?
public access

log in
register

forgot password

You will receive an email with a temporary password. Check your Spam email.
Select and Copy that password, return to the login screen. If you copy and paste the
password into the system and it does not work, try hand-typing it in.

Citizen Access
public access

log in

test@broomfield.org

register

forgot password

Click here to view site's browser compatibility

Enter your email address and temporary password and click log in.

Be careful not to enter your email address multiple times in the Forgot Password
screen or you will receive multiple passwords.

Do not Register. We have already registered you and you can simply log in.

You know you are logged in when you see the message "Welcome to the Resident
and Public Access Portal”.

Once you are logged in, you can change the password under User Profile.
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Locating Your Permit:

e Login to the Citizen Access / Resident and Public Access Portal.
(While logged in, you will only be able to see records your contractor's license is associated with.)

Welcome to the Resident and Public Access Portal.

D Please select an option from the menu on the left

e Click on Com Dev
4

Welcome

To Access permits, licenses, and renewals
choose MY APPLICATIONS from the menu on
the left.

FPlease DO NOT upload documents into the poral
UMNLESS YOU HAVE BEEN INSTRUCTED TO DO S0,

The system does not notify us when documents have been uploaded.

For Building Permits you MUST PRINT your APPROVED PLANS and PERMIT CARD
and have them on-site for all inspections.

Forinstructions on any online processing,
please visit hitps:ibroomfield orgM78/Forms

e Click on My Applications
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Q My Applications

Please select an option from the menu on the lefi.

e Click on Permits

L4 >

1 13 (v | M [1-20/251]

City and County of Broomfield

e You can search for any permit by scrolling down through the list. At the bottom of the page you
can click on the arrow to go to the next page. There is also a scroll bar you can use to view
additional permit information such as Owner, Contractor, Project Name, and Parcel ID.

<4

Building Permits view: O Status @ Address
Search () Application Number @ Address O Owner O Project Mame (O Primary Contractor
by: ) Parcel Id

Street Mo To: Street: Secondary | Search |
From: Ma: —_—

e To narrow your search use any of the options:

«

Building Permits View: () Status (®) Address
Search (8 application Number () Address O Owner O Project Mame (O Primary Contractor
by: ) Parcel Id

Enter Permit Mumber (contains search) pp-z0-05268 | Search |

e To search by permit number, move the dot to Application Number and then enter all or part of
your permit number. The system will search for all permit numbers that contain the search criteria
you entered. For example, BP-20-05268, or 20-05268, or 05268, will give the same results.
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< Building Permits view: O Status @ Address
Search () application Number @ Address (O Owner O Project Name () Primary Contractor
by: ) Parcel Id
StreetMo 4 To: Street descombes Secondary | Saarch |
From: Mao: E—

e To search by address, move the dot to Address. Enter the Street Number, skip the next box, and then
enter the Street Name. Do not enter the Direction Suffix (E, W, N, S), or the Designation (Ave, Dr,
Loop, Pkwy, St). If your search comes back with no results, try shortening the street name.

Building Permits view: O Status @ Address
Search () ppplication Number () Address ® Owner () Project Mame ) Primary Contractor
by. ) Parcel 1d

Enter Owner First Last Name city | Search |
Mame {contains (contains —
search) search)

e To search by Owner, move the dot to Owner and enter the Owners First Name or Last Name. If the
owner is a business, put part of the business name in the Last Name box.

< Building Permits view: (O Status @® Address
Search () application Number () Address (O Owner ® Project Name (O Primary Contractor
by- ) Parcel Id
Enter Project Name (contains search): | Search |

e To search by Project Name, move the dot to Project Name and then enter a key word or project
type in the box, for example, remodel, a/c, roof, water heater, windows.

< Building Permits view: (O Status (® Address
Search () application Number O Address () Owner O Project Name @ Primary Contractor
by: ) Parcel Id
Enter Contractor Business (contains search): | Search |

e To search by Primary Contractor, move the dot to Primary Contractor and then enter part of the
Contractors business name.
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Building Permits view: () Status (® Address

Sgarch ) Application Number ) Address () Owner (O Project Mame () Primary Contractor
by: @) Parcel 1d

School District Subdivision Filing
Block Lot ciy
Township — Range — Section
Quarter Section clsPin

e To search by the Parcel ID, move the dot to Parcel Id and enter pertinent information. The less you
enter the more results you will get.

Building Permits view: () Status (®) Address

Sgarch () Application Mumber @) Address O owner () Project Name () Primary Contractor
by: () Parcel Id

StreetMo 4 Tar Street ges Secondary

From: MNo:
'Click on a row to view details
Humber Submitted Address Permit Class
BP-22-01183  03/30/2022 1 DESCOMBES DR B-AddiAlt Tenant Finish
BP-21-03981  08/31/2021 1 DESCOMBES DR B-Graywater Permit
BP-21-02116  05M18/2021 1 DESCOMBES DR B-AddiAlt Hvac Comme

e Click on a row to view the details.
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Paying For Your Permit:

303.438.638% = www.broomfield.org

Login to the Citizen Access / Resident and Public Access Portal, locate your permit (Directions

Above), and click on it.

The permit will open in the Summary tab.

<4

Back Refresh

F'arties Aftributes Fees Reviews Inspections Aftachments

Details
Application #

Classification:

—

ddress

I

ddress2:

I

Parcel 1D:

Summary
Details

Application #:

Classification:

Address1:

Click on the Fees tab

BP-20-05268
B-Add/Alt Basement Finish

1 DESCOMBES DR

B-BRM CITY C-2—1-BF-15-69W-36-
SW-157536313001

Back Refresh
Parties .i\ttributeseviews Inspections | Attachments

BP-20-05268
B-AddiAlt Basement Finish

1 DESCOMBES DR
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Summary | Parties = Attributes Fees  Reviews

B-Electrical Permit Add/Alt Fee:
B-Mechanical Permit AddiAlt Fee:
B-Plumbing Permit AddiAlt Fee:
B-Use Tax CIP Fund A

B-Use Tax Gen Fund A

B-Use Tax Open Space A

B-Use Tax County A:

Total:

Back

Refresh

Inspections | Attachments

Amount
$83.25
554.00
$139.25
534875
5465.00
$58.13
$93.00

$1,241.38

Fay Balance

e Click on this box. This box will mark all the boxes. If you skip this step and click on
Pay Balance, a box will appear that says “Nothing to Pay”.
e If you choose not to use this box, please hand select all the boxes for fees that are

due.

Fl

(I I I I I < < I <

Summary Parties Attributes Fees Reviews

Description

B-Electrical Permit AddiAlt Fee:
B-Mechanical Permit AddiAlt Fee:
B-Plumbing Permit AddiAlt Fee:
B-Use Tax CIP Fund A:

B-Use Tax Gen Fund A

B-Use Tax Open Space A:

B-Use Tax County A

Total:

Back

Balance
$83.25
55400
$139.25
534875
5465.00
$58.13
$93.00

$1,241.38

Refresh

Inspections Attachments

Amount
$83.25
$54.00
$139.25
534875
$465.00
55813
$93.00

$1,241.38

' Pay Balance ||

e Once all of the boxes are checked, you can click on the Pay Balance button. If you do

Balance
58325
554.00
$139.25
534875
5465.00
55813
$93.00

$1,241.38

not pay for all fees due, your permit cannot be issued and you will not be able to print

your permit card.

B



Enter Payment Information

Module
FPERMIT

Total Payment:

Payment Source

Card Type:
Credit Card Number:

CWW:

Mame:

Billing Address:

City:

State:

COMMUNITY DEVELOPMENT

One DesCombes Drive « Broomfield, CO BOOZ0 + 303.438.6389 + www.broomfield.org

Enter Payment Information Here

App No

BP-20-0526:

Payment Type:  (® One Time

Mastercard ~ ]

Amount
$1241.38

$1241.38

Expiration Date: E]

Help Me Find It!

Zip:

=

e Enter your payment information, and click next. On the next screen you will

Confirm and click on Submit. You should receive a receipt via email confirming your

payment has been received.
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Printing Your Permit Card

e Login to the Citizen Access / Resident and Public Access Portal, locate your permit (Directions
Above), and click on it. The permit will open in the Summary tab.

Back Refresh

4 Summary Paries Aftributes Fees Reviews Inspections Attachments D

Details
Application #: BP-20-05268
Classification: B-AddiAlt Basement Finish
Address1: 1DESCOMBES DR
e Click on the arrow.
Back Refresh
4 Paries Aftributes Fees Reviews Inspections Aftachments Printables B
Details
Application #: BP-20-05268
Classification: B-Add/Alt Basement Finish
Address1: 1 DESCOMBES DR
e Click on Printables
Back Refresh

4 Parties Aftributes Fees Reviews Inspections Aftachments Printables b

You need Adobe Acrobat Reader in order to use this feature. [ Download Reader
Print
Date Type Number Description Sub Type

8126/22 Permit (E'Tae:}mem FInSh sl

e Download Reader if needed, and then Click on Print BP-xx-xxxx

10
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Printing Your Approved Application and Plans

e Login to the Citizen Access / Resident and Public Access Portal, locate your permit
(Directions Above), and click on it. The permit will open in the Summary tab.

< Back Refresh
Summary Parties Aftributes Fees Reviews Inspections
Details
Application # BP-20-05268
Classification: B-Add/Alt Basement Finish
Address: 1DESCOMBES DR
e C(lick on Attachments.
Back Refresh

«

Summary Parties Aftributes Fees Reviews Inspections Attachments

Attachments
Title View Upload
submitted application |E| upload
Basement Finish Handout |E| upload
Plans | view | upload
Approved Application upload
City Stamped Plan upload

[ Uplozd New|

e Click on one of the documents you wish to print. Always print the City Stamped
Plans and have them onsite for all inspections.

11



One DesCombes Drive = Broomfield, CO 80020 « 303.438.6389 + www, broomfield.org

Opening City Stamped Plan.pdf > |

You have chosen to open:

City Stamped Plan.pdf
which is: Portable Document Format (POF)

from: https://broomfield.cloudS.innoprise.com

What should Firefox do with this file?
) Open with Firefox

Adobe Acrobat DC (default) e

() Save File

Do this autornatically for files like this from now on.

Settings can be changed in Firefox's Options.

QK Cancel

Click on OK

Approved Application.pdf - Adobe Acrobat Pro DC (32-bit) -
File Edit View E-5ign Window Help

Home  Tools Approved Applicati... % l-;_"al ®

% e@)Q OO 1 h @ w - B & E

;M COMMUNITY DEVELOPMENT: BUILDING DEPARTMENT

One DesCombes Dr « Broomfield, CO 80020 « Office 303.438.6370 « Fax 303.438.6207 « buildingpermits@broomfield.org

P340

"Coranss®”

| Date Received | Permit Number

Click on the printer.

Be sure to have your Permit Card (directions above) and Approved Plans on-site for all
inspections to avoid Inspection Penalty Fees.
Do not upload documents into the portal unless you have been instructed to do so.

The system does not notify us when documents have been uploaded.

12



[ | &\ COMMUNITY DEVELOPMENT

el
sﬁ One DesCombes Drive = Broomfield, CO 80020 « 303.438.6389 + www, broomfield.org

Scheduling An Inspection:

e Login to the Citizen Access / Resident and Public Access Portal, locate your permit
(Directions Above), and click on it. The permit will open in the Summary tab.

|

Details

Application #:

Classification:

Address1:

Address2:

e Click on Inspections

4

Summary Parties Attributes

Inspection List

Summary Parties Attributes

Back Refresh

Fees Reviews Attachments

BP-20-05268
B-Add/Alt Basement Finish

1 DESCOMBES DR

Back Refresh

Fees Reviews Inspections Attachments

ZJ All ® Current

Click on a row to view details and scheduling options
Round Scheduled Completed Result| Is Final

Order Inspection

1

a

L]

Detail

B-Comb Basement Roughs

B-Plbg
Underground/General

B-Bidg Drywall Screw/Res

B-Comb Bazement Finals

Click on the inspection you wish to schedule.
Order 1 must be completed before Order 2 can be scheduled and so on.

The “Y” under “Is Final” is only an indicator that this is a Final Inspection and once all
Final Inspections are completed then the system will close the permit.

1

13
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comdev

Permits
Licenses
home

log out

Click on Schedule
comdev

Permits
Licenses
home

log out

i

Back  Refresh

B
-9

F Summary Partiez Attributes Fees Reviews Inspections Attachments

Inspection List 2 Al ® Current
Click on a row to view details and scheduling options

Order Inspection Round Scheduled Completed Result Is Final

1 B-Comb Basement Roughs 1

’ B-Plbg

UndergroundiGeneral
2 B-Bldg Drywall Screw/Res 1
3 B-Comb Basement Finals 1 Y

Detail: B-Comb Basement Roughs -> Round: 1

Schedule | )Cancel Inspection | | Print Inspection Ticket |

Ho Comments
Attachments

Back iw

4 Summary Parties Attributes Fees Reviews Inspections Attachments

Schedule Ingpections
Inspection: B-Comb Bazement Roughs
Enter your preferred date.

Requested date (subject to approval) '

Motes to inspector

y

Click on the calendar and select a date, add a note for the inspector if needed.

14
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Back Refresh

Summary Parties Attributes Fees Reviews Inspections Attachments

Schedule Inspections
Ingpection: B-Comb Bazement Roughs
Enter your preferred date.
Requested date (subject to approval) goyaprzoze i

Motes to inspector

P
| Reguest Inspection
| Back|

e Click on Request Inspection
Back Refresh

Summary Parties Attributes Fees Reviews Inspections Attachments

Schedule Inspections
Inspection: B-Comb Basement Roughs
Request successfully made. Scheduled Ingpection Date: 09/30/2022

| Back |

e If your inspection was successfully made you will receive a confirmation message.

Schedule Request

Schedule request failed.
Reason:No inzpectors are available on this date

ok

If your request was not approved a message box will appear with the reason.
If the message you receive says “No inspectors are available on this date”, please
continue to select another date until you receive confirmation that your request was

successful.

15
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Schedule Reguest *®
Schedule request failed.

Reason:0ne or more contractors exist on the permit that are not valid

ok

e If the message you receive says “One or more contractors exist on the permit that
are not valid” please call 303.438.6370 and select option 5 to speak with a Permit
Technician.

Canceling An Inspection:

e Inspections can be canceled using the Online Portal prior to the day of your inspection.

e If you wish to cancel an inspection on the day of the inspection you must call
303.438.6370 and select option 5. You must cancel before 8:30am in order to
avoid a reinspection fee.

e To cancel an inspection, login to the Citizen Access / Resident and Public Access
Portal, locate your permit (Directions Above), and click on it. The permit will open in
the Summary tab.

« Back Refresh
Summary FParties Aftributes Fees Reviews Attachment:
Details
Application #: BP-20-05268
Classification: B-AddiAlt Basement Finish
Address1: 1 DESCOMBES DR

e Click on Inspections

16
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- Back Refresh
Summary Parties Aftributes Fees Reviews Inspections Attachments
Inspection List ) All @ Current
Click on a row to view details and scheduling options
Order Inspection Round Scheduled Completed Result Is Final
1 B-Comb Basement Roughs 1 09302022
B-Plbg

Underground/General

g%}

B-Bldg Drywall Screw/Res 1

[

B-Comb Basement Finals 1 A

Detail: B-Comb Basement Roughs - Round: 1

| Schedule I'Il.'lancel Inspection || Print Inspection Ticket |

No Comments | Refresh |

Attachments | Fetch |

e Click on the inspection you wish to cancel and then click on Cancel Inspection.

e Please note that once you click this button and try another date you may not get your
original date back. If you wish to see if the inspection can be moved without losing
your current date, please contact a Permit Technician at 303.438.6370 and select
option 5.

e The system will ask you to confirm your request for cancellation.

=]
1]
]
]
=

s Back

Et.u-n_ﬁ_rma;;un *
Cli uling options

Cancel Inspection?

e Click on OK. You will then get a notification that Inspection was successfully
cancelled.
e You can now proceed to reschedule.

17
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Assistance:

If you are having difficulty, please email us at buildingpermits@broomfield.org, or call the Building
Department at 303-438-6370 and select option number 5 to speak with a Permit Technician.

18
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