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1. Navigate to the Town’s website https://www.jupiter.fl.us 

2. Click on Online Services  

 
3. Click on permits and it will take you to the Jupiter community Development system (JCDS). 

4. Click on login or register, see below:   

o If you’re a new customer, you will need to register for an account. Click on register and type in 

your email address. 

o If you’re an existing customer, you will need to re-register for an account. It is important that you 

enter the same email address that is currently being used for your existing account so that your 

new registration can be automatically linked to your existing account. 

o Once you have re-registered, you can now click on login in the future to access your account by 

entering a username/email address and password.  

 
 

 

 

https://www.jupiter.fl.us/
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5. Click on apply to submit a new application. 

 
6. If you know the type of application you will be submitting, you can click on the appropriate tab. For all 

Planning and zoning applications, business tax receipts, and engineering permits, click on the plans 

tab. Note that all the applications start with the department and then application type. Click on apply for 

the appropriate application type.  
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7. Location – Click Add location, select address or parcel and enter the address or parcel of the project. 

Always search the Town’s database and do not add locations manually. When searching an address, 

only enter the building number and street name. Click the magnifying glass. Find the desired location 

and click add. 

 

 
8. If you are finished adding locations then click next. 
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9. Plan details - Enter the description of the application request and include the square footage if 

applicable. If square footage is not applicable, enter zero. 

 
10. Contacts - Add contacts that are associated with this project such as Owner, Agent, Applicant, etc. 

Search the Town’s database for the contacts first and if you not able to find them then you can add 

them manually. Click the drop down menu to select the contact type then search the database.  
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11. More info - Enter any applicable information for the proposed request.  

 
12. Attachments – Add all documents necessary for your application. Any questions on the required 

documents please go to https://www.jupiter.fl.us/181 or contact staff. For Planning and Zoning 

applications, each of the files should be grouped by document type such as statement of use, site 

plan, landscape plan, etc. For example, if there are five pages to the site plan it should be 

uploaded as one file and not five separate files. Include the date the file is being uploaded into the 

file name (ie. Site plan_6.27.19). Before adding files, click the drop down to select the appropriate file 

category. Each file can be dragged on to the blue box or you can click on the plus symbol to browse the 

file on the computer.  

 
 

 

 

 

 

https://www.jupiter.fl.us/181
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13. Review the information that has been entered. Click the back button to change information, click save 

draft if you want to finish completing the application at another time, or click the submit button. 

 

 

14. Once you click the submit button you will see the following screen. Click Continue to plan. 
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15. This screen gives you an overview of your new submittal.  
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Dashboard 

1. The dashboard is an overview of all applications that have been submitted and/or have been saved as 

a draft.  

 
2. Below a break down of the what each circle means: 

o Attention – Applications under this category requires action to be taken to either pay fees or 

resubmit files. 

o Pending – These applications are under review. 

o Draft – Applications under this category were saved as drafts and have yet been submitted for 

review.  

o Recent – These applications were recently submitted.   
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Resubmitting files.  

1. On the dashboard, click the circle that says attention. This is where all applications that require some 

action/response from the applicant. On the right side, a general reason is given as to what needs to be 

completed to move the review forward. Click on the desired application. 

 
2. The reviews tab will have a red exclamation mark if there are comments on the plans that need to be 

added. If there is a red exclamation mark on the attachments tab then it requires that a plan be 

resubmitted.  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



Instructions on how to use the Jupiter Community System website. 
How to submit for an P&Z Application 

 

10 | P a g e  
 

 

 

3. The status of each of the reviews will be listed. See comments section to see any comments added by 

a reviewer. Markups on the plans are not viewable here. See next step on how to access markups. 

 
4. Click on the attachments tab to see the files that have markups. Click on the file name to open the file 

and view the markups.  
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5. Below is the file with a markup added. 

 
6. When ready to resubmit, click on resubmit under the summary or attachments tab. 

 
7. Click select file to resubmit the revised version of the file. A window will open to browse the files on 

your computer. 

 
8. Once you selected the file, make sure it says version two and then click submit. Click the cancel 

button if the wrong file was uploaded. A success window will appear when the file has been uploaded 

successfully.     
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9. Continue resubmitting all required files and click submit and a message will appear that the file upload 

was successful. The submittal has now been sent to the Town for review. 

 

 


