
 

  

 

 

  

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 

☐ Business Name 

☐ Business Address 

☐ Contact Information 

☐ 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 

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. 



   

 

 

  

 

 

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. 



  

 

 

  

 

 

STEP 4 – GENERATE APPLICATION 

Review address 

Generate Application 

Record COU Number 

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



STEP 5 – COMPLETE CONTACTS & SPECS 

Complete all blue bubbles 

Save Contacts 

Save Specs 

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

Fill in fields. Contacts, 

then specs before 

saving. 

  

 

 

 

 

 

 

 

 



  

 

 

 

 

 

  

  

   

   

STEP 6 – SUBMIT FOR REVIEW 

Review information 

Click Submit for Review 

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


