CERTIFICATE OF USE
INSTRUCTION WORKBOOK

A Step-by-Step Guide for Jacksonville Business Owners
Presented by Robin Mullaly



BEFORE YOU BEGIN HAVE THE FOLLOWING READY

L] Business Name

L1 Business Address

0 Contact Information

[1 Business Description

[ Payment Method

ROBIN'S TIP: PRO TIP: Verify zoning BEFORE signing a lease.
Contact: Robin Mullaly

RMullaly@coj.net

Zoning

Zoning@coj.net

JAXGIS: Land Development Review


mailto:RMullaly@coj.net
mailto:Zoning@coj.net
https://jaxgis.coj.net/landdevelopmentreview/
mailto:Zoning@coj.net
mailto:RMullaly@coj.net

STEP 1 - VISIT JAXEPICS

Go to: https://jaxepics.coj.net
Click Applications
Select Certificate of Use

ROBIN'S TIP: DO NOT RECREATE AN ACCOUNT OR LOG OUT IF YOU HAVE AN
ACCOUNT

smxepics aan e

v Applications v Inspections v Code Enforcement v Search v Invoices v Reports v Account Map v Seuings &

& Welcome to JAXEPICS

©  Welcome back, Robin Mullaly Jacksonville Enterprise Permitting, Inspections and Compliance System

The City of Jacksonville is working hard to bring all permitting e N i 3
Dashboard under a single umbrella called JAXEPICS, providing customers a Building Inspection Division Contact List
‘ single point of access for all their permitting needs. JAXEPICS
launched as the gateway to apply for all kinds of permits Building Inspection Division Forms &
Apply for Permit ranging from Site Work to Signs to Mobile Homes. Recent Downloads

updates have included Site Development Pre-Application

Meetings and Civil Plan & Plat Reviews. Future updates will Building_Inspection Division Home Page
Apply for Certificate of Use include Special Event Permitting, Zoning Applications, and more.

. e ; " y i - Click here to learn about the permit Life Cycle

If you're new to JAXEPICS and are here to submit for cmrl plan in JAXEPICS and the concept of "Stop
or plat review, check the Announcements and Links sections for T R T
user guides and demos. If you have any questions or need Statuses”
assistance, don't hesitate to reach out using the contact "
information below in the Announcements Section. Click here to learn about the permit revision

process

Schedule a Pre-Application Meeting

Submit Civil Plans

Click here to learn how to "favorite a permit”
and receive real time updates on your
permits.

Advanced Search

Open Profile
¥ Click here to see how to associate nermits

~ Applications v Inspections v Code Enforq

Start Permit Application

Welcome back, Robin Mullaly f_ Start Certificate of Use Application

Start Meeting Application

The Cit 1 all pet

Da;hboard upder F Start Civil Site Development Application » ling cu
Navigate 1o your dashboard single | ads. JA
launchearastne gateway to-apply toramkmnasof permi

+  Apply for Permit ranging from Site Work to Signs to Mobile Homes. Rec
start the permit application process. updates have included Site Development Pre-Applicati

Meetings and Civil Plan & Plat Reviews. Future update:


https://jaxepics.coj.net

STEP 2 - CHOOSE APPLICATION TYPE

New COU
Relocation
Business Name Change

Business Owner Change

ROBIN'S TIP: Choose the option that best matches your business. A name change

must have an already existed and approved COU. There must be NO structural
changes happening at all & the USE must remain.

& JAXEPICS

Ly B} - ENTERPRSE PERMITIG INSPECTIONS

, AND COMPLUANGE STSTEM

v Applications v Inspections v CodeEnforcement v Search v Invoices v Reports

0 Certificate Of Use Type e Address

) Restart » Next

Certificate Of Use Type

Please select one of the following:

Business Name Change or Business Owner Name Change

Select only if no changes to interior/exterior structure, use, or location and previous approved COU on file

New Certificate of Use or Relocation of Business

New business, new use, new location, or new building

v Account

@ certificate Of Use Type (New Certificate of Use or Relocation of Business) @) nddress

Certificate Of Use Type

Please select one of the following:

Business Name Change or Business Owner Name Change

Select only if no changes to interior/exterior structure, use, or location and previous approved COU on file

New Certificate of Use or Relocation of Business
New business, new use, new location, or new building




STEP 3 - ENTER BUSINESS ADDRESS

Type address
Select matching address from dropdown

ROBIN'S TIP: Always use the dropdown result. When you select the correct address, it
will generate some information for you and then you click next.

Qaali 6

v Applications v Inspections v Code Enforcement v Search v Inwoices v Reports v Account [I Map v Settings &

(/] Use Type Useor Business) @ Address © Review Certificate Of Use

Simple Address Search a
214 Hogan | Q
INACTIVE - 214 HOGAN ST |

JACKSONVILLE, 32202

214 HOGAN STN
JACKSONVILLE, 32202

214 HOGAN ST N, BSMT BSMT
JACKSONVILLE, 32202

214 HOGAN ST N, FL FL7
JACKSONVILLE, 32202




STEP 4 - GENERATE APPLICATION

Review address
Generate Application
Record COU Number

ROBIN'S TIP: Your COU number tracks your application.

O W

v Applications v Inspections Vv Code Enforcement v Search v Invoices v Reports v Account [J Map v Senings #
@) cericat O Use Type (e Centicate of Use or Relocaionof Busiess) @ satess ©) Review Cenicate 0f Use:
Summary

New Certificate of Use or Relocation of Business

214 HOGAN ST




STEP 5 - COMPLETE CONTACTS & SPECS

Complete all blue bubbles
Save Contacts
Save Specs

ROBIN'S TIP: Most delays come from incomplete information.

JAXEPICS

v Applications v Inspections v Code Enforcement v Search v Invoices v Reports v Account

COU-26-90° Not & ed B e B Resend Edit Link > Submit For Review Q@ void % Change status @ unlock
83 overview
Business Owner
9 _Location P— st ame LastName
Individual
:@Comacrs
Ema

¥ Viotations

@®© Timeline

Chy, State, 1P

B8 Documents

Printable
B ccments
Notes
Agency
Review

B comments 072000

JAXEPICS

v Applications v Inspections v Code Enforcement v Search v Invoices v Reports v Account

COU-26-901.013 Not Submitted B save 2 Resend Edit Link > submit For Review @ void % Change status B unlock

83 overview

Business Owner

9 Location contactTpe st ame Last Name »
Individual

:@ Contacts
Ema

3 violations
E%Snocs

G Links

Timeline

Documen!

Printable
Documents

Notes
Agency
Review

0O B » B O

Comments



STEP 6 - SUBMIT FOR REVIEW

Review information
Click Submit for Review

ROBIN'S TIP: Congratulations! Your application has entered review.

A
% JAXEPICS o}

v Applications v Inspections Vv Code Enforcement v Search ‘v Invoices Vv Reports Vv Account JJ M

COU-26-901.013 Not Submitted @ save | N ResendEoitbink

> Submit For Review @ Void "f Change Status

88 Overview
Business Owner
9 Location Contact Type First Name * Last Name *
Individual v robin m
ah Contacts
Email *
‘ Vioialions rmullaly@coj.net
%Specs
Type* Phone Number* Extension
Office v 904 - 255 - 8307 [ prefered § v
@ Links
10 Characters Max
O Timeline + Phone Number
B Documents Sweet Address
214 nhogan
= Printable
Documents
City, State, ZIP
Agency jacksonville, fl 32202
Review
=

YOUR COU # IS ALREADY GENERATED. ALL INFORMATION WILL COME TO YOUR EMAIL.
THIS WILL SUBMIT IT TO ZONING FOR REVIEW BEFORE ANY PAYMENTS. ONCE ZONING
HAS REVIEWED YOU WILL GET AN EMAIL WITH EITHER:

1. PLEASE PAY YOUR INVOICE LINK FOR THE TAX COLLECTOR
2. ALIST OF WHAT IS NEEDED TO BE CORRRECTED OR SUBMITTED FOR



STEP 7 - PAY INVOICE

Watch email
Open invoice link
Pay online

ROBIN'S TIP: Check spam/junk folders regularly.

FINAL REVIEW

Save receipt
Monitor email
Allow review time

ROBIN'S TIP: Minimum processing timelines may apply.



