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 This guide provides basic instructions on how to create an account, submit a Plan, pay invoices 

and track your submittals in the Pines Development Hub. If you have questions at any time in 

the process, contact the Planning staff at 954-392-2100 
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Electronic Submittal Process  
The Planning Department is excited to announce that we are now accepting applications 
electronically! Pines Development Hub along with our internal systems (Energov and Bluebeam) 
is a web-based electronic/digital document solution that allows citizens and agents to submit 
applications and staff to review and complete the approval process all online without the use of 
paper. What does that mean for you?  
• Cost savings by reducing the number of required paper copies. 
• Less trips to City Hall  
• Ability to process payment online  
• Review status of applications in real time. 
• Resubmit plans online  
• Search recently submitted plans online including their attachments and approvals.  
 

Pre-Application Meetings:  
Per Section 155.306 of Pembroke Pines LDC, all Development Applications shall be required to 
schedule a pre-application meeting with the Planning and Economic Development Department to 
determine which processes are applicable. To schedule a Pre-Application meeting submit the 
request online using the Pines Development Hub system. As part of the pre-application submittal, 
the applicant must provide a conceptual plan to the pre-application meeting showing the location, 
general layout and main elements of the proposed project, as well as a full scope of work letter. 
If two or more applications for a development are needed, the requirement for a pre-application 
meeting may be met with single meeting. 

 
***Tree Removal / Relocation Permits and Zoning Verification Letters do not require a 

pre-application meeting.*** 
 
For additional information you may call 954-392-2100.  
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How to Register and Create a New 

Account  

 

 
Website: https://pembrokepinesfl-energovweb.tylerhost.net/apps/selfservice#/home 
 
1. Above is the home screen. Click the “Login or Register” Icon or click the down arrow next to 
    “Guest” in the upper right hand corner and select “Register”.  
2. Select “Register Here”  
 
Step 1 of 3: Enter a valid email address and select “Next”. An email will be sent to the email 
address. Follow the steps in the email to continue the registration process.  
 
Step 2 of 3: Once the email address is confirmed, the Development Hub registration page will 
open up. Confirm the email address is correct on this screen and select “Register”.  

 
Step 3 of 3: Enter in all the required user and contact information. Once complete, select 
“Submit”.  
 
Registration is now complete! Follow the next steps to submit a Plan. 
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How to Apply for a Plan  
 
On the home screen, click “Apply” to open up the drop down menu. Select the Plan you would 
like to apply for.  
 

 
 

Step 1 – Locations:  
 

 
1. Click on the blue location box to add a property  
2. When the address or parcel number is found via search, select the “Add” button.  
3. Use either the folio or address associated with the project site. If you are unable to locate the 
site within the database, please contact staff at 954-392-2100. 
5. Please enter all location addresses that are associated with a plan.  
6. Select “Next” when complete or “Save Draft” to finish at another time.  
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Step 2 – Plan Type:  
 

 
1. Ensure the correct Plan Type is selected. If unsure, please call the Planning and Economic 
Development Department at 954-392-2100 to confirm.  
2. Include a brief description of the request in the box provided.  
3. Select “Next” when complete or “Save Draft” to finish at another time  
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Step 3 – Contacts:  
 

 
1. The person logged in and applying in Development Hub will always be the “Applicant”. More 
than one plan applicant can be added to a Plan.  

2. Always search contacts first to reduce duplication in the system. If the contact information 
is in the system, select the “Add” icon.  
3. After searching with no results, add the contact manually by selecting “Enter Manually” and 
enter in all the required fields. Select “Submit” when complete.  
4. Enter in all contact types that are applicable.  
5. Select “Next” when complete or “Save Draft” to finish at another time.  
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Step 4 – More Info:  
 

 
 
1. Complete all the required fields.  
2. If you are unsure about any of the information request, contact staff at 954-392-2100. 
3. The questions differ depending on the Plan Type selected and will not always look like the 
above image.  
4. Select “Next” when complete or “Save Draft” to finish at another time.  
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Step 5 – Attachments:  
 

 
 
1. Upload all required documentation for the application. The application cannot be submitted 
unless all documentation that is required has a document uploaded.  
2. Be sure to name the document appropriately so staff can easily locate it in the system.  
3. A document cannot be uploaded more than once in the attachment page.  
4. Additional documentation can be uploaded by selecting the appropriate document type in the 
drop down menu and selecting “Add Attachment” on the last blue icon on the page.  
5. Ensure the submittal adheres to the specific plan/application checklist. Incomplete submittals 
will require additional submittals.  
6. Staff may request additional documents depending upon the scope of work 
7. Select “Next” when complete or “Save Draft” to finish at another time.  
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Step 6 – Review and Submit:  

 
1. Review all the content on this page. Once submitted, the Development Hub account applicant 
cannot go back and change.  
2. Select the “Back” button if submission needs to be modified, select “Next” when complete or 
“Save Draft” to finish at another time.  
 

Congratulations! You have successfully submitted a Plan electronically! 
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Development Hub User Dashboard  
The User Dashboard is a snapshot of all the Development Hub user’s permits, plans, inspections 

and outstanding invoices that they are a contact to (applicant/owner/agent). The number within 

each colored circle will update based on how many items are assigned to that user. Click on any 

colored circle to view outstanding items. Add invoices to cart to pay multiple invoices at once. 
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How to Search and Pay for an 

Invoice with a Credit Card  
The Planning Department must review the submission first prior to invoicing the billing contact 
with the appropriate fees for the Plan. Ensure the billing contact is designated on the contact 
page. An email will be sent to the billing contact once the Plan was invoiced with a link and 
directions on how to pay. Application fees can be paid online by credit card only, or in person 
with other payment methods.  

 
 
1. Select “Pay Invoice” icon.  
2. Select or search for the invoice using the invoice number (ie. INV-00000211). 
3. The detailed invoice will be displayed. To add to cart, select the “add to cart” button in the top 
right corner of the invoice. You can add multiple invoices to the cart.  
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Detailed Invoice. 
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Shopping Cart 

 

 

Checkout Window 
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How to View Comments and 

Resubmit a Plan  
 
1. Log on to the Development Hub and select the Dashboard 
2. Click on the desired Plan under the My Plan to open up the Plan Details.  
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3. Depending upon the reviewer comments can be found under the reviews tab or the 
attachments. If you are having difficulty reviewing the comments you can contact the project 
planner at 954-392-2100 for assistance. 
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4. To resubmit, upload the new attachments by scrolling down and clicking on the “Add 
Attachment” blue box or select the resubmit button in the specific file type tile. Once all 
attachments have been uploaded click “Submit”. It is important to upload your resubmittal 
all at once and NOT in pieces as staff will only review resubmittals when all requested 
documents are uploaded. 
  

 


