
Step 1

Go To:
https://jaxepics.coj.net 

Welcome to theWelcome to the  

COUCOU  

Online ProcessOnline Process

Step 2

Click on Applications
Select: Certificate of Use

Step 3

Choose: Business Name Change or
Business Owner Change  OR  New
Certificate of Use or Relocation of

Business

Step 4

Click Next ; Enter Address
(There is a drop down that occurs, choose

the address that fits your business
location)



Step 5

Review Address Page & 
Click Next 

Welcome to theWelcome to the

COUCOU

Online ProcessOnline Process

Step 6

Click: Generate Application
(This creates your COU number and grants
access to the information page for all your

business details)

Step 7

Complete ALL blue bubbles
located in the left hand side bar. 

*CONTACTS & SPECS*

Step 8

Fill out Contacts : Hit Save
Fill out Specs : Hit Save

(see below screens on next page)



cou cont.cou cont.

Step 9

HIT SUBMIT FOR REVIEW
TOP OF SCREEN, MIDDLE

RIGHT



cou cont.cou cont.
Step 10

You will receive an email notification that
your status has changed to Zoning Review

Step 11

**Be Patient**
Once Zoning Review is complete, you will

receive an email to pay your invoice.



cou cont.cou cont.
Step 12

Click the link to your COU:
**remember to remove pop-up blocker**
It will take you into your INVOICE.

Click on Pay Invoice 

Step 13

Choose Payment Type: ONLINE
Click: OK



cou cont.cou cont.
Step 14

This will direct you to the Tax Collector Site
Make Payment through this site.

Once payment is complete, you will receive
an invoice.  You will then get an additional

email that states your COU is now IN
REVIEW.

** You are done.  Please wait a minimum of 14
business days from that point for any

additional updates. **


