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Introduction 
The Facility Permitting System (FPS) is an advanced platform designed to streamline and facilitate the 
facility use permitting process for Palm Beach County. The following is a quick guide on how applicants 
can navigate the system, create an account, submit a reservation, track permit status, resubmit a 
reservation, and cancel a reservation.   
 

Link Access   

The link to the FPS site can be found on the FDO website, under the "Permits" tab: https://pbc.gov/fps. 

 

Landing Page  

The landing page is the FPS homepage, which offers various navigation links to different parts of the 
application, such as: 

• Guide to Getting a Permit 
• Track Permit Status 
• Create Account 
• Login Page 
• Government Use Only/Public Use Forms 

 
Figure 1. Landing Page 
  

https://pbc.gov/fps
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Create Account  

Creating an account streamlines the process of tracking reservations and creating and submitting a 
permit request for returning users; it is not required to submit a reservation.  

Note: All required fields are marked with an asterisk (*). Please complete these fields to proceed with 
the reservation process.  

1. Click the "Create an Account" button on the landing page. 
2. Fill out all required fields, and click the "Save" button. 

 
Figure 2. Create an Account Link 

 
Figure 3. Create Account Fields 

User Login 

1. Click the "Login" button on the landing page. 
2. Enter User Name and Password. 
3. Click the "Login" button, and the system will direct you to the landing page for returning users.   

 
Figure 4. Login Link 

 
Figure 5. Login Screen    
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Returning User Landing Page  

The landing page for returning users offers various navigation links to different parts of the application, 
such as: 

• Returning User 
• Government Use Only/Public Use Forms 

  

 
Figure 6. Returning User Landing Page 
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Submit Reservation  

1. Select Form –  Hover over form types on the landing page and select a form.  
 

Government Use Only forms are specifically designed for employees and representatives of 
government offices who are organizing official events, meetings, or other sanctioned government 
activities.  

 
Figure 7. Government Use Only Forms 

Public Use forms are available for the general public, these forms are suitable for individuals, private 
organizations, and community groups planning non-government events, including personal 
gatherings, recreational activities, and community events.  
 

 
Figure 8. Public Use Forms 

 

2. Select Facility – All facilities associated with the selected form will display. To view further facility 
details, click the facility image or the "Info" link. Click the "Reserve" link/button to initiate the 
reservation process. 
 

 
Figure 9. Facilities 
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3. Review Facility Details – The facility's rules and use policies will be displayed, along with other key 
details such as room features, capabilities, restrictions, and amenities. Review all the information 
and click Accept & Continue to proceed.  

 
Figure 10. Facility Tab 

 

4. Enter Applicant Details – Fill out all required applicant details, which vary depending on the form, 
and click "Save & Continue". Note: When a returning user logs into their account and initiates a new 
permit, all applicant tab fields will be pre-filled with data based on the prior permit.  

 
Figure 11. Applicant Tab 
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5. Select Reservation Date/Time – Select the desired dates and times to reserve the facility. 
Reservations cannot be scheduled within 5 days of the current date or more than 6 months in 
advance of the current date.   

 
a. Select a date on the calendar you wish to reserve. The calendar is color-coded to indicate available 

(grey), partially unavailable (yellow), and unavailable (red) dates.  
 

b. Select a start and end time slot you wish to reserve. The time slot selections are color-coded to 
indicate available time slots (grey) and unavailable time slots (red). Your timeslot selections will be 
highlighted in blue.  

 
c. To reset your selection, start over by selecting new time slots. Once satisfied with your initial 

date/time slot selection, you can do the following:  
 

• Return to Application – Go back to the application without saving changes.  
• Save Date/Time – Save the current date and time entry to continue reservation process. 
• Save and Add Additional Date/Time – Save the current entry and add another date/time.  

 

 
Figure 12. Reservation Tab - Calendar  
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6. Enter Reservation Details – After selecting the dates and time slots, enter the reservation details. Fill 
out all required fields, any optional fields, and click the "Save & Continue" button.   

 

 
Figure 13. Reservation Tab - Fields 
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7. Upload Documents – Upload any relevant documents that support the reservation request (e.g., 
flyers, insurance certificate, signature authority letters, floor plan layout).  

 
a. Choose a file from the file directory or drag and drop it onto the drop zone from Windows 

Explorer.  
b. Add a file description.  
c. To remove a file before upload, click the yellow circle-backslash button.  
d. Click the "Start Upload" button, and a success message will display.  
e. To delete an attachment, click the red trash icon.  
f. Repeat steps a- e as needed.  
g. Once you are satisfied with all the uploaded attachments, click "Continue" to proceed.  

 
Figure 14. Attachment Tab – Pre Upload 

 
Figure 15. Attachment Tab - Post Upload 
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8. Sign and Submit Reservation – Sign and print name, including the title and date. Afterward, click the 
"Submit Reservation" button to proceed with submitting the reservation. The system will display a 
pop-up window with reservation information and will send an email to the applicant providing details 
of the submitted reservation.  

 
Figure 16. Signature Tab - Submitted Reservation 
 

 

Figure 17.Reservation Submitted Email 
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Resubmit Reservation 

The system will send an email to the applicant notifying them that the reservation has been returned. A 
reservation can be resubmitted if it has been returned to the applicant. Please follow the steps below.  

1. Click Link – Click the hyperlink within the email to update the reservation request.  

 
Figure 18. Reservation Returned Email 

 
2. View Code – The system will send a verification code to the applicant's email address.  

 
Figure 19. Verification Code Email 
 

3. Enter Code –  Enter the verification code and click the "Submit" button to view reservation details. 

 
Figure 20. Verification Code Field 
 

4. Click Edit Button – Click the "Edit Reservation" button to proceed.  

 
Figure 21. Edit Reservation Button 
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5. Edit Reservation – Review and update the Applicant, Reservation, Attachments, and Signature tabs 
as needed. For example, updating individual details, uploading new attachments, and so on.  

 

Figure 22. Applicant Tab 
 

6. Re-sign and Resubmit Reservation – Re-sign and reprint your name, including the date and title. 
Afterward, click the "Resubmit Reservation" button. The system will display a pop-up window with 
reservation information and send an email to the applicant providing details of the resubmitted 
reservation.  

 
Figure 23. Signature Tab 
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Track Permit Status   

The process for tracking a permit status varies depending on whether the reservation was made with or 
without a user account.  

No Account User  

1. Click the "Track Permit Status" button on the landing page. 

 
Figure 24. Track Permit Status Link 
 
2. Enter the Reservation ID and click the "Submit" button. The system will send a verification code to 

the applicant's email address.  

 
Figure 25. Reservation ID Field 

 
Figure 26. Verification Code Email 
 

3. Enter the Verification Code and click the "Submit" button to view current reservation details/status. 

 
Figure 27.Verification Code Field

 
Figure 28. Reservation Details 
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Returning User  

1. Click the "Login" button on the landing page. 

 
Figure 29. Login Link 

2. Enter  Username and Password, and then click the "Login" button.  

 
Figure 30. Login Screen 
 

3. Click the "Returning User" button on the landing page. The Returning User page will display. 

 
Figure 31. Returning User Link 

4. View and track the status of all your reservations. The following actions are available: 
  
a. View Reservations – View all reservations associated with the user account.  
b. Print PDF (Approved Reservation Only) – Print the approved reservation.  
c. Cancel – Cancel a facility reservation.  
d. Copy (Approved Reservation Only) – Copy reservation details to a new reservation. Requires the 

applicant to select new dates. Other reservation details can be adjusted, as needed.  

 
Figure 32. Returning User Page 
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Cancel Reservation  

The process to cancel a reservation varies depending on whether the reservation was made with or 
without a user account.  

No Account User  

1. Click the "Track Permit Status" button on the landing page. 

 
Figure 33. Track Permit Status Link 

 

2. Enter the Reservation ID and click the  "Submit" button. The system will send a verification code to 
the applicant's email address.  

 
Figure 34. Reservation ID Field 
 

 
Figure 35. Verification Code Email 
 

3. Enter the Verification Code and click the "Submit" button to view current reservation details. 

 
Figure 36. Verification Code Field 
 

4. Within the reservation details screen, click the "Cancel Reservation" button.  

 
Figure 37. Cancel Reservation Button 
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5. A Cancel Reservation window will display. Enter comments and click the "Save" button. A success 
message will be displayed, and the status will be updated to 'Canceled'. The system will send an 
email confirming cancellation.  

 
Figure 38. Cancel Reservation Window 
 

Account User  

1. Click the Login button on the landing page. 

 

Figure 39. Login Link 
 

2. Enter your Username and Password, and then click the Login button.  

 
Figure 40. Login Screen 
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3. Click the Returning User button on the landing page. The Returning User page will display.  

 
Figure 41. Returning User Link 

 

4. Within the Returning User screen, click the Cancel button. Alternatively, click "View Reservation" 
and then "Cancel Reservation" at the top.  

 
Figure 42. Cancel Button 

 
5. A Cancel Reservation window will display. Enter comments and click the "Save" button. A success 

message will be displayed, and the status will be updated to 'Canceled'. The system will send an 
email confirming cancellation.  

 
Figure 43. Cancel Reservation Window 
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