permitcenter@bendoregon.gov Online
(541) 388-5580 PERMIT CENTER

Business Registration and Specialty Licenses

Audience
e Businesses new to the City of Bend

Purpose
e Register a new business or apply for a specialty license

Required
e Online Permit Center Portal account

Background
In this walk through we will go over the steps involved in applying for a new business
registration or specialty operating license.

Steps

First, sign in.

CityDirectory | News Jobs Pay Online Council Meetings | S H
&' SERVICES 4 COMMUNITY (& BUSINESS WSIgeoaNVZNigl #8 VISITOR § CITY PROJECTS

+ City Council
-+ Deparents Online Permit Center Portal
[N tsize CIE & erint
+ Citizen Committees
Sign In/ Register My Shopping Cart (0) Portal Home Property Search Portal Help

me to the City of Bend's Online Permit Center Portal.

Community Development
Department

Be sure to complete Registration for auser account, and then choose a service area below to get
esources are available to help you through the process at the Portal Help link above.

eturning Users with a Portal Account: Signin to your Portal Account. Then click on the "My Items' link above to
‘check the status of your applications or inspections, respond to corrections, and upload new items.

Need help getting started? Check out our Portal Help link above for how-to guides, frequently asked questions
(FAQs). and other resources. You can always recelve in-person help by calling 541-388-5580 or visiting the
Permit Center at City Hall during business hours

Accommodation Information for People with Disabilities

To obtain this information in an alternate format such as Braille, large print, electronic formats, etc. please

contact the Permit Center at permitcenter@bendoregon.gov or 541-388-5580, Relay Users Dial 7-1-1.
€7 Code Enforcement Building, Permanent Signs & SDC

Estimates
) ,
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From the portal
homepage, navigate to
the Business
Registration, Licensing &
Temporary Signs service
area and click Apply.

Code Enforcement

Submit a New Complaint
Case Search

Engineering & Agreements

+ Apply.

Request an Inspection
Application Search
Upload Submittals to Existing

Application

Planning & Historic

Apply.

Application Search

Upload Submittals to Existing
Application

Contractor Registration

Contractor Registration
Contractor Search

Upload Submittals to Existing
Application

Building, Permanent Signs & SDC
Estimates

Apply

Request an Inspection
Application Search

Upload Submittals to Existing
Application

Special Event, Noise Variance or
Fire Request

Apply.
Request an Inspection
Application Search

Upload Submittals to Existing
Application

Business Registration, Licensing &
Temporary Signs

Property Information

Search for a Property

Fill in your business
name and specify the
license type.

Any business that
physically conducts
business inside the city,
regardless of whether or
not it has a physical
structure in Bend, must
self-register for a
business registration.

Welcome Bend Customer
S ut My t Mylte

Step 1: Step 2: Step3:
Business Name Classifications Classification
Details
Step 6: Step7: Step 8:
A«::iﬁonal Location Ut;poad Files
Contacts

Step 5:

Contact

Information
Step 9: Step 10:
R:v'i’ew & Submit Sueb’;nitled

Business License Application - Basic Information

Required information is indicated with an asterisk (*).

The application is not submitted until all information is collected and you press the "Submit Application” button
on the Summary Tab. If you exit the process any time before then, there will be no record of the application in

~ Description of Business

Business Name:*  Bend Business

business does:

Limit 100 characters

Choose the Licensing type:*  Bysiness Registration
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Depending on what a Specialty Licenses

business does, it may

also need to app]y for an Short Term Rental Operating License
Operating |icense by Lodging Intermediary or Operator for Room Tax Remittance
Choosing Specialty Marijuana Business Operations (Processor, Producer, Retail, Testing, Wholesale)
License and Programs. Vehicle for Hire
Examples Of SpeCIalty Portable Sign, Temporary Banner and Land Development Signs
Licenses and Programs Outdoor Café
include: Sidewalk Vendor
e Short Term Liquor License Endorsement
Rentals Master Electrical Program
° Marijuana Private Security
operations Secondhand Dealer
¢ Vehicle for Hire Social Gaming
e Sidewalk Vendors
e others.

For businesses that
need to apply for both a
business registration
and a specialty license,
we recommend starting
with the business
registration, and then
following up with your
specialty operating
license.
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In this example, we will
register a business.

Provide a brief
description of your
business, then complete
the Business Details
section.

Choose the Licensing type:* £ . . @

ease describe what your®

Description of what my business does
business does:

Limit 4000 characters

~ Business Details

Doing Business As:
Business Start Date:
Non Profit Business?: v

Oregon Business
Identification Number (BIN),

if applicable:

Is this a home-based v
business?:

Accepting customers at your v

home based business?:

No. of Full-Time Employees:
No. of Part-Time Employees:

‘Would you like to be v
included in the City's regular
report on Business
Registrations?:

Doing business in Bend with @v
no physical address?:

Does your business intend to ~
vend in Downtown Bend?:

Are you a marijuana v
business?:

ecuribzalarm?-

All fields require an entry
— for fields with no
applicable response, fill
in NA.

Hazardous MaterialsOn g v
o

Please list and describe the g
chemicals used on site:

~ Additional Business Owners

In the Additional
Business Owners field,
separate contact info
fields by a comma and
separate multiple
contacts with
parenthesis.

Use the same format for
the Emergency Contact.

Click Next Step.

Additional Business Owners

Additional Business Owner /
Responsible Party (Name,
Email, Phone, Mailing
Address, City, State, Zip).
May enter multiple
contacts.:

v~ Emergency Contact

Emergency Contact (Name,
Email, Phone, Mailing
Address, City, State, Zip):
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Commas
between fields

(Company Name, Individual's Name, Email, Phone)

Parenthesis
between contacts

The Classifications page
refers to NAICs codes.
Type keywords in the ) e o .
search bar to find a w
NAICS code or click the -
blue questlon mark neXt ‘:’561439-OtherBusinessServiceCenters(includinchpyShops)
to any classification for a
link to the NAICS N

(1813990 - Other Similar Or (except Busi Labor, and

Association website to Political Organizations)
find your code.

Business License Application - Classifications

Required information is indicated with an asterisk (*).

(0561499 - All Other Business Support Services
(611410 - Business and Secretarial Schools

(813910 - Business Associations

PO O ®®

Click Next Step.

Business License Application - Classifications

Required information is indicated with an asterisk (*).

~ Please select one or more gass&ﬁca(lons that apply to your business
business

®@ [1425110- Business to Business Electronic Markets

® 561439 - Other Business Service Centers (including Copy Shops)
@W 561499 - All Other pport Services

% [1611410- Business and Secretarial Schools

@ 813910 - Business Associations

@ [J813990 - Other Similar Organizations (except Business, Professional, Labor, and
Political Organizations)

Business Registration and Specialty Licenses
710 NW Wall Street | Bend, Oregon | 97703
Page 5




Depending on your
classification, you may
need to fill in additional
details.

opping Cart (1) Portal Home Property Search

Portal Help

Step 4:

Step3:
Classification ner

Step 8:

Upload Files Review it

nse Application - Classification Details

:nse

Step 5:
Contact
Information

Step 10:
Submitted

Not all

registrations
have this step

On the Owner step,
always choose Use My
Name and Address.

Verify the Business
Owner.

If you are registering a
business for someone
else, you will be able to
enter the appropriate
contact information on
the Contact Information
step later.

Click Next Step.

Welcome Bend Customer

Sign Out My Account My ltems My ShoppingCart (0) Portal Home PropertySearch Portal Help

Step 1:
Business Name

Step 2:

Step 6:

ep 5:
Additional Contacts Location

@® Use my name and address

Search for a person:

Classifications

Step 3: Step 4:

Owner Contact Information
Step 7: Step 8:

Review & Submit Submitted

Business License Application - Business Owner

Required information is indicated with an asterisk (%).

Use this page to indicate the Business Owner or Responsible Party, as applicable. Contacts on an application
will be able to view and pay fees, renew a license, and see additional status details.

Bend Customer

710 NW WALL ST, Ste 201
c/o M. Smith

Bend OR 97703

Primary: (123) 456-7890
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Fill in the primary
contact information. This
is where all
correspondence with the
business will be sent.

Click Copy from
Business Owner to
import that contact
information and mailing
address, or if the
business has a different
set of contact
information, that can be
manually filled in below.

Include any suite
numbers/PO Box in the
Street Address field, and
any C/O information in
the lines below.

Online Permit Center Portal

FontSize: ERER & Print

Welcome Bend Customer

Sign Qut My Account Myltems My ShoppingCart(0) Portal Home PropertySearch Portal Help

Step 1: Step 2: Step 3: tep 4:
Business Name Classifications Owner Contact Information
Step7:

Step 5: 3 Step 8:
Additional Contacts Review & Submit Submitted
lication - Contact Information

cated with an asterisk (*).

Please enter the mailing address and ¢ r your business. Correspondence with your business

will be sent here.

‘Copy from the Business Owner

-or-

¥ Mailing Address and Contact Numbers

Preferred Contact Method:* [ Emall

Street Address:* 710 NW WALL ST, Ste 201

AddressExtraline1: /o M.Smith

Address Extra Line 2:

Bend v 97703

We recommend
selecting email as the
Preferred Contact
Method as it allows
communication updates
to be automated. This
will make sure you get
notified of any changes
to your projects as soon
as possible.

Click Next Step.

T Mailing Address and Contact Numbers

Preferred Contact Method:* g5

Street Address:*
Email

Fax
Mail
Phone

Address Extra Line 1:

Address Extra Line 2:

¥ 97703
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If you would like to add
another business as a
contact for your

application, click Add Swe  Cms

Business Owner / Bend Customer, Address:710 NW WALL ST, Ste 201, Bend, OR. 97703, Phone:(123)

BUSIness From Address Responsible Party | 456-7890
Book.

Click Next Step.

Business License Application - Additional Contacts

Add Business From Address Book

wner or Responsible Party, as applicable. Contacts on an application
will be able to view and pay fees, renew a license, and see additional status details.

Take a moment to

Welcome Bend Customer

review the special [ seou thvaccoun hiens vy shomainecart(@ porattome prguetysearch pactalii
instructions at the top of get sz s sor
the page. s 835, o
Business License Application - Location of Business *T
Enter the address for your business's physical location in the City of Bend.

Business Registration: If you do not have a physical location within City limits, go back to Step 1 of this
application and respond Yes to "Doing Business in Bend with no physical address?.

All other applications: Enter the location for the subject property in the City of Bend by using the Search or
Map tools below. To select more than one location, click 'Add Another Location.

Note: If the location is not found using those tools, please select ‘Can't find address?" and enter the street
address or tax lot number (e.g. 171232CA05700). City staff will review and confirm the property location
during application review.

Find location in Map

To set your business
location, click in the Find location in Map
Search for Address field,
begin typing and select
from the list, or click Find
location in Map.

Use my location: [

earch for address: 726 NW WALL ST, Bend, OR 97703

726 NW WALL ST, Bend, OR 97703 @ =

from the list.

Find Locations Near Me

If you cannot locate the
address, click Can't Find
Address and enter it
manually.

Can't find address?

Click Next Step.
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Find location in Map

Use my location: [J

Search for address: 726 NW WALL ST, Bend, OR 97703

Begin typing a street address or Tax Lot Number zbove and we will search
existing locations within the jurisdiction. If your Iccatlo@;p&ars. please selectit
from the list

Find Locations Near Me

Can't find address?

Take a moment to
review your registration
and then complete the
acknowledgment and
captcha at the bottom of
the page.

Click Submit Application.

Lacknowledge I have authority to submit this application, and affirm all the

regulations, and requirements. Finally, I understand that a permit, license,
or other approval may be subject to revocation for non-compliance with any
applicable standard, regulation, or requirement, or any inaccuracies or

| Agree:*

ou see in the image below to continue.

Type the character:

' ®
)  Refresh

(e L]

Previous Step: Location Submit Application Cancel Application

The confirmation page
displays any fees
associated with your
registration. Fees must
be paid before your
registration is complete.

Business License Application - Submitted
Application Number: LCBR202000314

Thank you for your application. Please note that your application will not be processed until the application fee
has been paid. For business registrations with a verified physical location, your registration will be completed
upon payment. For business registrations requiring address verification and all other license applications, once
your application fees are paid, you can expect your application to be reviewed for completeness within 3
business days.

There are fees tot,

Click My Shopping Cart to pay your fees.
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You will pay your fees
using My Shopping Cart.

Business License Application - Submitted

Application Number: LCBR202000314

Print This Page

Thank you for your application. Please note that your application will not be processed until the application fee
as been paid. For business registrations with a verified physical location, your registration will be completed
n payment. For business registrations requiring address verification and all other license applications, once
applaetion fees are paid, you can expect your application to be reviewed for completeness within 3
s.

ees totaling $50.00 owing on this application.

Click My Shopping Cart to pay your fees.

Click Make Payment to
move to the secure
payment portal to
complete your
application.

My Shopping Cart

¥ LCBR202000314

Please select the fees you wish to pay now by checking the "Pay" checkboxon Remove Fees from My Cart
the fees below.

Select All Fees | Deselect All Fees

Business Registration - For-Profit Business $50.00 $0.00
Totals: $50.00 $0.00
Total Selected: $50.00

Total Amount Owingg

Total Selected Amoun

Make[Rayment
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Course: Portal Help — Business Registrations and Specialty Operating Licenses
Coverage: This course and documentation is based on CityView, version 2020.4.4.

Authors and Publisher

Community Development Department, City of Bend, Oregon

Copyright © 2020 City of Bend

All rights reserved. No part of this course, including this training document or parts thereof, may be

reproduced or transmitted in any form, by any means (electronic, photocopying, recording, or
otherwise) without the prior written consent of the City of Bend.

Date: September 2020

Limit Of Liability/Disclaimer Of Warranty

Reasonable effort is made to ensure that the information in this document is complete and
accurate at the time of printing. The City of Bend makes no representation or warranties of
any kind with respect to the accuracy or completeness of the contents of this training
document and specifically disclaims any implied warranties of merchantability, fithess
for a particular purpose, or non-infringement, and shall in no event be liable for any loss
of profit or any other commercial damage, including but not limited to special,
incidental, consequential, or other damages.

Changes and/or corrections to the information contained in this document may be incorporated
in future versions.

Configurations of system hardware and software in this manual are for illustrative purposes
only. Actual system installations, configuration, or responses are based on specific needs and
subject to change.

Examples

Content used in this documentation was captured from actual data. The data is available from
various public records searches; however, the information contained herein should not be used
for purposes other than training and should remain confidential.

Trademarks

Windows, Windows 10 are registered trademarks of Microsoft Corporation, Inc.

CityView, WorkSpace, are registered trademarks of CityView, a Harris Operating Group of
Constellation Software Inc.

All other trademarks and trade names referred to in this course book are the property of their
respective companies.

Ordering / Contact Information

City of Bend, permitcenter@bendoregon.gov
LR: 9/15/2020

Accommodation Information for People with Disabilities

To obtain this information in an alternate format such as Braille, large print, electronic
( formats, etc. please contact the Permit Center at permitcenter@bendoregon.gov or
(541) 388-5580; Relay Users Dial 7-1-1.




