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Step 1
Go to the Orange County Fast Track Online Services 
webpage and click the "Login" icon:

https://fasttrack.ocfl.net/OnlineServices/

Step 2

If you already have a Fast Track user account, 
you can login to that account and 
skip to Step 8 of this guide. If you do 
not already have an account, click the 
"Sign Up" button to register a new account.

Step 3
If you are applying for a BTR for a home-based 
business and you are the owner of 
the property - select "Property Owner". If you 
are not the property owner or are applying 
for any other type of BTR - select "Professional�. 
In no scenario will you need to 
select "Licensed Contractor� as this does not 
apply to BTRs. Once you have selected the 
appropriate option - click "Start Registration.

https://fasttrack.ocfl.net/OnlineServices/


Step 4
On the Fast Track User Sign Up page - select 
"Zoning/BZA" from the user group dropdown 
list, and fill out the relevant information.

Then click "Submit" at the bottom 
of the page.

Step 5
Complete the captcha to confirm you are not, 
in fact, a robot.

Then click "Continue to Browse"

Step 6
You will be returned to the User Sign Up page 
with the information you input in Step 4 
of this guide.

Once again, click "Submit" at the bottom 
of the page.



Step 7
Your confirmation number will appear here. 
You will also receive an email containing 
your temporary password and instructions 
on how to complete the registration.

Step 8
Once you have registered, or if you already 
have an account - Navigate to the 
Fast Track Login page from Step 2 of 
this guide via this link:

https://fasttrack.ocfl.net/OnlineServices/Login.aspx

Step 9
On the Fast Track My Services Dashboard 
- click the "Apply for Permits" icon.

If you do not see the icons shown here 
- select the menu dropdown and select 
"Apply for Permits�

https://fasttrack.ocfl.net/OnlineServices/Login.aspx


Step 10

Select the "Business Tax Receipt" 
permit type.

Step 11

On the page that comes up - Input the address 
of your business (where the business 
is located) - and click "Street Search".

Step 12

The address will populate in the box below. If the 
address does not populate, please confirm 
you have correctly input the address.

Once the address populates - select the address 
and click "Continue".



Step 13

If the address is in another jurisdiction (such as 
within a City), you will receive this error message. 
If you see this, you will need to reach 
out to the jurisdiction that the property is 
within to process your BTR. The Orange County 
Zoning Division only processes BTR applications 
that are within Unincorporated Orange 
County's jurisdiction.

Step 14

Choose "BTR Business Tax Receipt" 
from the Type dropdown list 
and "Not Applicable" from the Work 
Type dropdown list.

Then click "Continue".

Step 15

Fill out the application and clarify the nature of 
the business, as well as the services rendered. 
Then choose the type from the "Type 
of Business" dropdown list.

If applying for a home-based business - fill 
out the information in the sections under 
Zoning Info. An employee, as applicable 
here, is anyone who works for the 
business.



Step 16

If applying for a Commercial from a Non-Residential 
District BTR - the information 
in the Zoning Info section is not relevant, 
so just input "0" in the starred fields.

Step 17

Read the important information on this page 
and follow the instructions. Begin at item 
#1 by downloading and filling out the application 
form.

Step 18

Fill out the application with the same information 
you input in Steps 15-16 of this guide. 
Remember to completely fill out both pages 
of the application.



Step 19

Once you have finished filling out the application 
- click "Continue" at the bottom 
of the FastTrack  page.

Page 20

Now you will actually upload your application 
- and if applying for a home-based 
business, the additional required 
documentation.

To upload - click "E-Submittal Plans/Documents�.

Step 21

Click in the box to open your selection folder 
or drag the document from your desktop 
into the box. See step 22 for guidance 
on how the document files must 
be named.



Step 22

Make sure all document files you are submitting 
are named starting with "PD". For 
example: "PD - BTR Application" and  "PD 
- Floor Plan".

Select the file to upload and click 
"open" to add the file.

Page 23

Once you have added all necessary files 
- click "Upload Files".

Step 24

If your files uploaded successfully - the window 
shown here will appear. Click "Close 
Window".



Step 25

Back at the Fast Track page from Step 19 of 
this guide, you will now see your files under 
"Uploaded Files".

At this point you have not yet completed 
the process. You still need 
to formally submit the application. 
Click "Continue" to proceed 
to the next step.

Step 26

Please carefully read the iImportant information 
on this page. Your application 
will not formally be submitted 
for review by the Zoning Division 
until you have paid the required application 
fees as described here.

Step 27

"Pay with Credit Card" will automatically 
be selected. Click "Continue" 
to proceed.



Step 28

Input your payment information and click 
"Process the Payment".

Step 29

Your application has now formally been submitted and 
is under review by staff.

You will also receive a receipt email.



Step 30

While under review, the status of your application 
will read "Internet Pending".

Step 31

If you are applying for a BTR for a Commercial 
Business from a Non-Residential 
District, and a Use Permit 
is required, you will receive a second 
email with instructions to complete 
the Use Permit application in Fast 
Track.

Step 32

If a Use Permit is required, the BTR permit 
status will change to "Pending USE".



Step 33
Once staff has reviewed and approved your application, 
you must pay the fees and schedule 
inspections for the Use permit. Once 
inspections are passed and a Certificate 
of Occupancy is issued, the Zoning 
permit status will change to "Complete"

Note: If your Use permit is denied, you 
may be required to submit for a different 
type of permit.

You will also receive an approval email. You 
must take this approval email to the Orange 
County Tax Collector's office to complete 
the process and receive your BTR.

Step 34

If staff reviews and denies your BTR application, 
you will receive an email with the 
deficiency comments. You will need to 
revise your application based on these comments 
and resubmit through Fast Track. 
See the following steps for how to upload 
revised plans.



Step 35

After staff has denied an initial submittal, 
the case status will change to 
"Review".

To upload revised or new documents 
to satisfy the deficiency comments, 
click on "Attach a Document 
or Plan�.

Step 36

If the deficiency comments direct you to 
revise one of the documents in your 
initial submittal - click "Upload New 
Version" next to that document and 
upload the plans through the standard 
upload process.

Step 37

If the deficiency comments direct you to upload 
additional documents click "Upload 
E-Submittal Plans/Documents� 
to upload the documents 
as described in Steps 20-24 of 
this guide.



Step 38

After uploading the new or revised 
files click "Submission Complete".

Step 39

A pop up window will tell you that you have 
submitted plans for a new review. 
Click "OK".

Step 40

After your revised submittal is complete the case 
status will remain as "Review".

For commercial Businesses where a Use Permit 
is required - refer to Step 33 of this guide.

After Zoning staff completes their review and approves the 
request, and if required - the Use Permit process has been 
completed, the status will change to "Complete" and you 
will receive the approval email. As in Step 34 of this guide 
- take this email to the Orange County Tax Collector's 
office to complete the process and receive your 
BTR.
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