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

Renew a Business Registration or Specialty Operating

License

Audience
e Active businesses in the City of Bend

Purpose
e Renew an active business registration or specialty license before it expires.

Required
e Active business registration / specialty license.

Background
If you already have an active business registration or specialty license, there is a simple
process to renew it every year.

If a registration or license has expired and a new one is needed, or you are a new
business operating in Bend, check out the Business Registration and Specialty
Licenses video or walk through.
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Community Development Welcome to the City of Bend's Online Permit Center Portal

Department . " <
g First step: Be sure to complete Registration for a user account, and then choose a service area below to get

started. Resources are available to help you through the process at the Portal Help link above.

Returning Users with a Portal Account: Sij
check the status of your applications

toyour Portal Account. Then click on the "My Items' link above to
tions, respond to corrections, and upload new items

Need help getting started? Chec
(FAQs), and other resources.
Permit Center at City Hall during

Portal Help link above for how-to guides, frequently asked questions
ys receive in-person help by calling 541-388-5580 or visiting the

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.
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Click My Items.

Online Permit Center
FontSizee C3E & Print

Welcome Bend Customer
Sign Out My Account My Items My Shopping Cart (0) Portal Home Property Search Portal Help

Expand the Business
Registration, Licensing &
Temporary Signs service
area. Find the active
record that is ready to
renew. For this walk
through, we will renew a
Business Registration.

My Items

This page lists all the applications and other items in which you are a contact.

Expand All / Collapse All

~ My Business Registration, Licensing & Temporary Sign Applications

Show Active v
LCS1202000322 Short Term Rental 575NE 15THST,Bend, | Active 09/21/2020

OR 97701

Renew this License

LCBR202000314 Bend Business 726 NW WALL ST, Bend,

OR 97703

Active

09/17/2020

Renew this License

Apply

Click Renew this
License.

You must be the
Business Owner or
Responsible Party to
renew a business
registration or license.

My Items

This page lists all the applications and other items in which you are a contact.

Expand All / Collapse All

¥ My Business Registration, Licensing & Temporary Sign Applications

Show Active v

575NE 15TH ST, Bend,

Active 09/21/2020

OR 97701
Renew this Lic
LCBR2020003 i 726 NW WALL ST, Bend, | Active 09/17/2020
OR 97703
Apply,
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Information from your
active registration will be
available for review and
you will be guided
through any necessary
steps. You will want to
review this information
and update as needed.

Pay special attention to
make sure all contact
information is up to date.

¥ License Details

License Type: Bus

Application Number: LCBR202000314

iness Registration

Business Name: Bend Business

Description:* | pescription of what my business does

Mailing Address:*

Address Extra Line 2:

City/State/Zip:*

Contact Number(s):

P

Preferred Contact Method:*  fajl v
710 NWWALL ST, Ste 201

AddressExtraline 1: /o M. Smith

Bend OREGON v 97703
Email Address:"  pendcustomer@gmail.com

Type*

(*Please note: at least one contact number is required)

Contact Number*

rimary v (123)456-78%0

v

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.

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

¥ License Details

Application Number: LCBR202000314
License Type: Business Registration

Business Name: Bend Business

Description:*

Description of what my business does

Preferred Contact Method:*

Address Extra Line 1:

Address Extra Line 2:
City/State/Zip:*
Email Address:*

Contact Number(s):

Limit 4000 characters

Email

710 NWWALLST, 5te 201

c/o M. Smith

Bend OREGON v 97703

bendcustomer@gmail.com

Type* Contact Number* Ext.
Primary v (123)456-7890

v

(*Please note: at least one contact number is required)
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Any blank required fields
will need to be
completed.

No. of Full-Time Employees:* | 7

No. of Part-Time Employees:* | ¢

Would you like to be* | yes

included in the City's regular
report on Business
Registrations?:

Doing business In Bend with* | o
no physical address?

bes your business intend to* | o
vend in Downtown Bend?:

Fill in NA for blank
fields with no
applicable response

Areyou a marijuana® | o
business?:

Does your bullding have a* | yag
security alarm?

ks your building visible from*  yag
the street

Does your business put* | o

her than

hdwgghold waste down the
drain?:

HazardousMggerials On* o

ite?:

Please list and describe the* (‘14

chemicals

. DOES YOUT DUSTITESS TIMTETIO (O No ~
CIle Next Ste p . vend in Downtown Bend?:
Are you a marijuana* g v
business?:
Does your building have a* | vag v
security alarm?:
Is your building visible from* | vas v
the street?:
Does your business put* | g -
anything other than
household waste down the
drain?:
Hazardous Materials On* | g v

Site?:

Please list and describe the*

chemicals used on site:

Next Step: Upload Files

If you are renewing a
specialty license you
may be prompted to
upload updated
submittal items.

Online Permit Center Portal

Fontsize: (3 o print

Welcome Bend Customer
SignOut MyAccount Myt

Step1: Step3: Stepd:
Update Information Review & Submit Submitted

Business License Renewal -

Documents

Note: This step is optional. Documents may be uploaded at a later time fron
on the main page.

load Submittals link located

ideli For Electronically Submitting Do

« Submitted documents should be under 40MB in size
« Accepted file extensions:
o pdf,dwg,ipg,jpeg, png,tif,xlsx,xls,wav,mp4,mov
« Recommended naming conventions:
o The filename should match the submittal item title it is uploaded t
Acknowledgement Form)
Keep filename consistent.

Not all

renewals have

this step

o Avoid the use of non-friendly filenames. (ex. k9dk38fj3.pdf)
« All plans shall be drawn to scale.

You are required to upload all relevant submittal items when submitting your application to

the City. If you need assistance, please contact the Permit Center at
permitcenter@bendoregon.gov or 541-388-5580.

Note: If your session is idle for more than 20 minutes, your session could time out and

On the Review and
Submit step, review your
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application to make sure
all information is correct.

When ready to submit
your application,
complete the CAPTCHA
and click submit.

Type the characters you see in the image below to continue.

MNext Step: Submitted

Previous Step: Update Information

Any fees must be paid
before the City will act
on your application.

You will pay your fees

using My Shopping Cart.

Business License Renewal - Submitted

Application Number: LCBR202000314

your application fees are paid, you can expect your application to be reviewed for completeness within 3
business days.

There are fees totaling $50.00 owing on this application.

Click My Shopping Cart to

nt processor fee is incurred. Credit/debit card transactions
$1.95 minimum.

Note with electronic fund
incur an additional service

d OR 97709. Please include your license or

fees annlv ta credit and debit card navments made at the Permit Center

Renew a
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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

bit card or electronic funds transfer, please mail your

er located at City
Hall 710 NW Wall Street, Bend OR. Click here for Permit Center hours. Note that payment processor service




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

Welcome Bend Customer
Sign Out My Account My ltems My ShoppingCart (1) Portal Home PropertySearch Portal Help

My Shopping Cart

¥ LCBR202000314

o o
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 - Renewal Fee $50.00 $0.00
Totals: $50.00 $0.00
Total Selected: $50.00

Total Amoun, j $50.00

Total Selected $50.00

Make Payment
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Course: Portal Help — Renew a Business Registration or Specialty Operating License
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, fitness 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.



