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Guide to Applying for Appliance Permits Online 

First – go to the web address: https://aca.rochestermn.gov/citizenaccess/  

 You must have a Citizen Access account to submit permit applications. For additional 

resources regarding creating an account, electronic submittal requirements for building 

permits, or other relevant permit information, go to: 

https://www.rochestermn.gov/government/departments/building-safety/applications-forms-and-

guides  

 This application process is only for Licensed Professionals to submit Appliance Permit 

Applications for Residential properties. All others must use the traditional application process 

by following the steps on the Guide to Applying for Trade Permits Online 

 

1. Login to your public user account. On your home page you will see the list of permits you may 

be working on, any collections you have created, and you will have access to the different 

modules at the top. 

 

2. To create a permit click Building Permits. 

3. This page will list any permits associated with your Licensed Professional. To create a new 

permit click Create an Application. 

https://aca.rochestermn.gov/citizenaccess/
https://www.rochestermn.gov/government/departments/building-safety/applications-forms-and-guides
https://www.rochestermn.gov/government/departments/building-safety/applications-forms-and-guides
https://www.rochestermn.gov/home/showpublisheddocument/29956/637437988477070000
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4. Read the Disclaimer and check the box to accept the terms for online permit submission then 

click Continue Application. 

 
5. Select your contractor license. Select ELEC or MECH or PLBG Contractor and Continue 

Application.   
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6. Select a Permit Type - You can search for the permit type or use the drop down lists to see 

what types are available. For Appliance permits, choose Residential Appliance (Electrical, 

Water Heater, or Furnace or AC). Select the type of permit you would like to apply for and click 

Continue Application. 

 
7. (Step 1: Property Information)  Search for the work site address.   

a. Enter the Building No and Street Name then click Search. When searching it is 

important to note that LESS is MORE. Please use the Searching Addresses in Citizen 

Access FAQ for further assistance.  

 

https://www.rochestermn.gov/home/showpublisheddocument/29950/637437970458330000
https://www.rochestermn.gov/home/showpublisheddocument/29950/637437970458330000
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8. After you click Search, the results may populate the Parcel and Owner Information fields if 

there is only one match. Or, you will see a popup box (shown below) if there are multiple 

owners or additional suites to choose from. Pick the correct information and the system will 

populate the rest of the information. (At this time there is a bug in the system, if you choose the 

2nd owner that comes back from the search, you will need to manually update the information 

on the address screen).  

 
 

9. If the permit is for an occupied structure, you’ll need to enter a phone number under the Owner 

section. Click Continue Application. 
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10. (Step 2: Contacts) Your public user information will automatically populate into the Applicant 

field, verify the information is correct.  Click Continue Application. 

 
 

11. Verify the Licensed Professional contact information is correct then click Continue Application. 
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12. (Step 3: Job Detail) Enter the job description (Furnace replacement, Water Heater 

Replacement, Electrical for Furnace replacement etc.).  

13. Additional Information – Enter the total cost of the materials and labor it will take to complete 

this project in the text box labeled Job Value($) 

a. **There are minimum valuations set for each permit type that will be reflected in the fees 

if the amount entered is lower than this set amount.  

14. Once the Detailed Description and Job Value($) boxes are entered, click Continue Application. 

 
15. Custom fields – This section will vary depending on the type of permit application selected.  

a. For furnace and AC replacements check the box that pertains to the type of install 

(Heating or Air Conditioning) 

b. For water heater replacements, chose the type of water heater being installed (electric, 

atmospheric or power vent) 

c. If the permit is related to a Building Permit, check yes and enter the Building Permit 

number.  

d. Once all fields are complete, click Continue Application.  
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16. Permit Documents (Skip this step if there are no documents to attach and click Continue 

Application) – Attach any necessary review documents by selecting the Add  Add  Search 

for the document(s) you wish to add  Continue  

a. Choose the correct Document Type and add a short description 

b. Click Save 

c. Then Continue Application 

17.  (Step 4: Review) This is the summary page for what you have entered. Carefully review this 

information for accuracy.   

a. If something is not correct, click the blue Edit button to the right of each section to fix the 

information. 

b. After you make the edits and click Continue Application you will be brought back to the 

review screen. 
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18. Read the Certification and check the box to agree for online permit submission.  Click Continue 

Application. 

19. (Step 5: Pay Fees) – Appliance permits allow you to pay for your permit application 

immediately using your Trust Account or Credit Card.  

a. Review the fees and click Check Out.  

i. To pay for multiple permits at one time, click Continue Shopping and refer to step 

22 below. 

ii. To continue with payment of this permit click Checkout.  
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20. Payment Options – Choose the radio to pay with Credit Card or Trust Account 

a. For payment with Credit Card, complete the necessary information and click Submit 

Payment.  

 

b. For payment with a Trust Account, click the radio button for Trust Account 

i. Choose Licenses and then choose the License that is associated with your 

business (NOTE: Trust account payments cannot be accepted between 

11:30pm-12:00am to allow for nightly reporting.) 

c. Click Submit Payment 
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21. Your permit is now issued! You should receive two (2) emails with your attached documents 

(receipt and permit). You may begin work and schedule inspections as needed.  

22. To pay for multiple permits at one time click on Building Permits. This will show you a list of all 

recently submitted permits.  

a. Click the check boxes next to the permits you wish to pay for and then click Add to cart 

or click Pay Fees Due to the right of each permit.   

 
23. After adding the fees to your cart, click on your shopping cart at the top of the page.  



 
 

Page 11 of 12 

City of Rochester, Minnesota 
4001 W River Parkway NW, Suite 100 
Rochester, MN 55901-7090 

Phone:  507-328-2600 
Fax:  507-328-2601 
Email: buildingsafety@rochestermn.gov 

 
24. Review the fees that are in the cart. Click Checkout to continue to payment screen. 

a. Click Edit Cart to make any updates to the cart 

b. Or click Continue Shopping to add additional fees 

 
 

25. Payment Options – Choose to the radio to pay with Credit Card or Trust Account 

a. For payment with Credit Card, complete the necessary information and click Submit 

Payment.  

 

26. For payment with a Trust Account, click the radio button for Trust Account 

a. Choose Licenses and then choose the License that is associated with your business 

(NOTE: Trust account payments cannot be accepted between 11:30pm-12:00am to 

allow for nightly reporting.) 

b. Click Submit Payment 
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27. Your permit(s) is now issued! You should receive two (2) emails with your attached documents 

(receipt and permit). You may begin work and schedule inspections as needed.  


