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

Submitting an Application

Audience
e General public
e Owners
e Contractors

Purpose
e General instruction on how to apply for permits, planning applications and more

Required
e Online Permit Center Portal account

Background

The Online Permit Center Portal allows customers to apply for many types of licenses
and permits, including Building or Engineering permits, Planning applications, Special
Event or Fire permits, Business Specialty Licenses and more.

While the specific steps vary slightly by application type, the process is similar for all
applications. The Online Permit Center Portal makes submitting applications easy.

As an example, for this walk through, we will apply for a Building Permit and go through
step-by-step.

We strongly recommend that applicants submit a complete application at the time of
initial submission. An application will not begin the review process until the submission
has been deemed complete.
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Steps

First, sign in.

City Directory News Jobs

CITY OF BEND

@° SERVICES i COMMUNITY (& BUSINESS [NIENEeINVIN g &8 VISITOR § CITY PROJECTS

Pay Online Council Meetings

+ City Council

+ Departments Online Permit Center Portal

Fontsize: (A & print

+ Citizen Committees

e Property Search

Portal Help

Community Development ome to the City of Bend's Online Permit Center Portal

Department

step: Be sure to complete Registration for a user account, and then choose a service area below ta get
4. Resources are available to help you through the pracess at the Portal Help link above.

Returning Users with a Portal Account: Signin to your Portal Account. Then dlick on the ‘My Items'link ebove 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 receive 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

Toobtain this Information In an alternate format such as Brallle, large print, electronic formats, etc. please
contact the Permit Center at pe ov or 541-388-5580, Relay Users Dial 7-1-1.

Building, Permanent Signs & SDC
Estimates

From the Portal Home,
navigate to the
appropriate service area
— in this case, Building,
Permanent Signs and
SDC Estimates — and
click Apply.

Code Enforcement Building, Permanent Signs & SDC

Estimates

Submit a New Complaint
Case Search Apply

Reguest an Inspection
Application Search

Upload Submittals to Existing

Application

Engineering & Agreemelits Special Event, Noise Variance or
Fire Request
Y Apply
Request an Inspection
Application Search

Upload Submittals to Existing

Apply
Request an Inspection
Application Search

Application load Submittals to Existing
Application
Planning & Historic Business Registration, Licensing &

= Temporary Signs

Choose your application
type.

Permit Application - Description and Type

Required information is indicated with an asterisk (*).

Choose the application type:

g Addition
thy k being done:
i e Change/Certify Occupancy
Please describe the work being* Demolition
done: Electrical

Fire Hydrant Meter Application

Fire Sprinker/Alarm

Manufactured or Tiny Home Placement or Park
Mechanical

New Address or Address Change
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The question mark to the
right of the dropdown
provides information
about your selection.

Step1: Step2: Step3: Step4: Steps:

Application Type Permit Type Work Items ‘?v%:mmd Tocan
Step6: Step7: Step8: Step9:
Contacts Upload Files Review & Submit Submitted

Permit Application - Description and Type

Required information is indicated with an asterisk (*).

Choose the

type:* [R fon/Alteration V] @

Please categorize the nature of*  Ajteration v
the work being done: @

Continue filling in the
requested information.

If you would like
someone else to be able
to respond to reviews,
request inspections or
pay fees on your permit,
add them in the Other
Parties Access field.

You might use this
section to add another
responsible party or a
specific project
manager.

Separate contact info
fields by a comma and
separate multiple
contacts with
parenthesis.

Contractors and other
businesses will be
added in the Contacts
step later.

Click next step.

O

~ Other Parties Access

Other parties to have access  (Company Name, Individual's Name, Email, Phone)
to the project
(Name,Email,Phone). May

enter multiple contacts.:

Commas
between fields

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

R e SRRy

Parenthesis
between contacts

The number of steps
and information
requested will vary.
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For certain permits, you
will be asked to specify
what type of work you
are going to do, or what
type of approval you are
seeking. You do this by
checking the box or
boxes next to the
relevant permits and
work items.

For example, when
applying for a permit to
build a Deck, select
Building Permit.

¥ Please choose as many Permits as are appropriate.

forpermit types

hanical

Click next step and then
select the individual
work items associated
with any permits you
selected.

For extra information,
click the blue Help
bubbles.

Click Next Step.

~ Building Permit Permit
Please choose as many work items as are appropriate.
Search for work
® [Bathroom Remodel
[ Construction Permit Interior Remodel
O conversion to Habitable Space

EDeck, Pergola, Porch and Porch Cover

LIFireplace, Masonry

“

(7]

©

€ [ pisaster Damuge Repair
©

€ [Kitchen Remodel

“

[JNew Address or Address Change

¥ Building Permit Permit

Please choose as many work items as are appropriate.

| Bathroom Remodel

| Construction Permit Interior Remodel
| Conversion to Habitable Space

Deck, Pergola, Porch and Porch Cover
| Disaster Damage Repair

IFireplace, Masonry

IKitchen Remodel

INew Address or Address Change
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Fill in work item details
in the Description of
Work, then click Next
Step

¥ Building Permit Permit Work Items
Deck, Pergola, Porch and Porch Cover

SQFT:* I 200[

Please enter the quantity for this work item in the units specified

On the Location step,
begin typing the location
address or type the tax
lot number in the search
field and select from the
list.

Find location in Map

Use my location: [

Location Type(s) to Search For:

All

Search for location: 726 NwW Wall| I

726 NW WALL ST, Bend, OR 97703

Find Locations Near Me

Can't find address?

Alternatively, find the
location using the map.

Find location in Map
)

All

Use my location:

Location Type(s) to Search For:
o o
Search for location: 726 NW WALL ST, Bend, OR 97703]
Begin typing a street address or Tax Lot Number above and we will search
g locations within the jurisdiction. If your location appears, please select it

Find Locations Near Me

N

If you cannot locate the
address, click Can't Find
Address and enter it
manually — Staff will
review and assign a new
address if needed.

Click Next Step.

Find location in Map

Use my location: [J

Location Type(s) to Search For:  pj

(o] o
Search for location: | 726 NW WALL ST, Bend, OR 97703)|

Find Locations Near Me

Can't find address?
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The Contacts step will
auto-populate with any
existing contacts for the

Online Permit Center Portal
Fontsize 3G & Print

Welcome Bend Customer

I SignOut MyAccount My ltems My ShoppingCart (0) Portal Home Property Search Portal Help
property.
1 2 3: 5
As‘::lcﬂonType thvpe mlmm ?wl%;pﬂmof sL:gﬁm
Contacts can: i . s e
Contacts Upload Files Review & Submit Submitted
e View and pay
Permit Application - Contacts
fees o ‘
Required information is indicated with an asterisk (*).
e View additional
Sta‘tus detalls Property Owner CITY OF BEND, Address:710 NW WALL ST, BEND OR, 97703
[ ] Subm|t |tems Applicant Bend Customer, Address:710 NW WALL ST, Ste 201, Bend, OR, 97703, Phone:(123)
456-7890
e Request
inspections

If you would like to add a
contractor or business
as a contact for your
application, click Add
Business From Address
Book, select a contact
type and search for the
contact by name or
address.

You can add multiple
contacts.

Click, add this contact.
Click Next Step.

Required information is indicated with an asterisk

Property Owner CITY OF BEND, Address:710 NW WALL ST, BEND Of
Applicant Bend Customer, Address:710 NW WALL ST, Ste 201, |
456-7890
| in rom Addr K

ndicate Contractors, Developers, Engineers, Architects, or oth
acts on an application will be able to view and pay fees, view ac
t inspections.

Previous Step: Location Next Step: Upload Files E

Address Book

Contact Type:* | Contractor

Search for alicensee:* [ Licensed Contractor, Address:710 NW WALL ST

Licensed Contractor, Address:?%NW WALL
ST

Add This Contact
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Address Book

Required information is indicated with an asterisk (*).

Contact Type:* Contractor

Search for a licensee:" [ Licensed Contractor, Address:710 NW,

appears, please select it from th

Add This Contact

Permit Application - Contacts

Required information is indicated with an asterisk (*).

Property Owner CITY OF BEND, Address:710 NW WALL ST, BEND OR, 97703
Applicant Bend Customer, Address:710 NW WALL ST, Ste 201, Bend, OR, 97703, Phone:

n Contractor Licensed Contractor, Address:f10 NW WALL ST

Ad in: From Addre

De pe nd | ng on yOU r Permit Application - Upload Documents

appllcatlon the flles you Note: This step is optional. Documents may be uploaded at a later time from the Upload Submittals link located
will need to upload will

vary.

~ Guidelines For Electronically Submitting Documents:

« Submitted documents should be under 40MB in size.
* Accepted file extensions:
o pdf,dwg,jpg,jpeg,png,tif xlsx,xls,wav,mp4,mov
* Recommended naming conventions:
o Keep filename consistent.
o Avoid the use of non-friendly filenames. (eg. k9dk38fj3.pdf)
o See drawing file naming instructions for Building and Engineering applications.
« All plans shall be drawn to scale.
« Plan requirements:
Plans should be legible, include a north arrow, and be oriented to read left to right.
The footprint orientation should match the floor, foundation and shear wall plans.

Review the guidelines
provided at the top of the
page which list
instructions for file types

°

°

and nam | ng o Square footages indicated on each sheet shall match each other (ie square footage on
. floor plan matches square footage indicated on site plan for footprint).
(ef0) nven“ons . o Plans for other than new construction shall identify items as existing or proposed, so

it is clear what exists and what is proposed to be permitted.
Drawings shall be uploaded as individual files/sheets and supporting documents
including engineering packets shall be uploaded as multi-page files.
« Submitted documents will be stamped at the conclusion of the review.

o The stamp will be placed in the upper right hand corner of the document. It is
recommended that this area, to the extent possible, be left blank so that no
information is lost when the stamp is applied.

°

You are required to upload all relevant | items when g your app to
the City. If you need assistance, please contact the Permit Center at for
permitcenter@bendoregon.gov or 541-388-5580.

Note: If your session is idle for more than 20 minutes, your session could time out and
work will not be saved.

Once you have chosen the files you wish to upload, please click the "Next Step"” button
located at the bottom of the page, to complete your submission.
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Click help bubbles to
show expanded info and
a link to the form if
applicable.

¥ Current Submittal

Submittal #1) Permit Application Submittal (09/20/2020) Print Requirement items

~ Construction Detal. Pending

Select a new document for this requirement: o -

~ Elevation PIaE

Select a new document for this requirement:

~ Site Plan - Resldenti

Select a new document for this requirement:

s

~ Special Inspection Agreeme n

Pending
.-
Pending
-

Pending

Browse..

Select a new document for this requirement:

After you have uploaded
all necessary files, click
Next Step.

X
Special Inspection Agreement

Additional Information

Special Inspection Agreement

Review your application
to make sure all
information is correct.

It is worth spending a
little additional time on
this step as submitting
an application that has
missing or incorrect
information can delay
the review process.
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If you have any
questions, save your
application and contact
us for help.

regulations, and requirements. Finally, I understand that a permit, license,

or other approval may be subject to revocation for non-compliance with any

omissions related to this application or other submitted materials.

Do you agree?:* [J

Type the characters you see in the image below to continj

Previous Step: Upload Files | Submit Application Save this Application for Later

Saved applications can
be accessed from the
My Items drop-downs
later.

Online Permit Center Portal
FontSize: E3 @@ ¢ Print

Welcome Bend Customer
SignOut My Account My ltems My ShoppingCart(Q) Portal Home PropertySearch Portal Help

Permit Application - Saved For Later
Application Number: TMPPR20200001960

ur permit application has been saved for later. This application is only partially complete. It must
d in 30 days or your information you entered will be discarded and you will be required to starta
new application.

~ Permit Information

Permit Type: Renovation/Alteration

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

Expand All/ Collapse All

* My Business Registration, Licensing & Temporary Sign Applications
+ My Code Enforcement Complaints
* My Contractor Registration Applications

~ My Building Permit, Permanent Sign & SDC Est'@ate Applications

Show Active

726 NW WALL ST, Bend, 09/17/2020

OR 97703

Renovation/Alteration | Not
Submitted

Description: Expanding the deck

Resume this Application Discard this Application

Apply

Submitting an Application
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When ready to submit
your application, check
the acknowledgement
and captcha, then click
Submit Application.

I acknowledge I have authority to submit this application, and affirm all the
information provided is current and accurate. I agree to comply with all

applicable City standards, regulati
that the granting o! i
or supersede the req

s not negate
> standards,
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

«

ions related to this application or other submitted materials.

Do you agree?:*

he image below fo continue.

GPNURP .

(8Pwure |

Previous Step: Upload Files | Submit Application Save this Application for Later

Cancel Application

The confirmation page
shows your application
number and other
details. Make note of
your application number
S0 you can reference it
later.

Online Permit Center Portal

FontSize: 3@ & Print

Welcome Bend Customer

SignOut My Account My ltems My ShoppingCart (1) Portal Home Property Search Portal Help
Step 1: Step 2: Step 3: Step 4: Step 5:
Application Type Permit Type Work Items Wm of Location
forl
Step 6: Step 7: Step 8: Step 9:
Contacts Upload Files Review & Submit

Print This Page

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

Permit Application - Submitted
Application Number: PRRE202003009

Print This Page

Thank you for your application. Please note that your application will not be processed until the ¢
plan check fees have been paid. Once your application fees are paid, you can expect your applicat
reviewed for completeness within 5 business days.

There are fees totaling $383.05 owing on this application.

Click My Shopping Cart to pay your fees. @

Submitting an Application
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You will pay your fees
using My Shopping Cart.

Permit Application - Submitted
Application Number: PRRE202003009

k you for your application. Please note that your application will not be processed until the application or
eck fees have been paid. Once your application fees are paid, you can expect your application to be
mpleteness within 5 business days.

totaling $383.05 owing on this application.
Click My Shopping Cart to pay your fees.

Note with electronic funds transfers. no navment nrocessor fee is incurred. Credit/debit card transactions

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

Welcome Bend Customer
SignOut My Account My ltems My ShoppingCart (1) Portal Home Property Search Portal Help

My Shopping Cart

~ PRRE202003009

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

Planning Review - Residential Addition or Alteration $278.00 $0.00
Building plan review $93.93 $0.00
Long Range Planning $11.12 $0.00
Totals: $383.05 $0.00
Total Selected: $383.05

Total Amount Owing:

Total Selected Amount:

Portal Home
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Course: Portal Help — Submitting an Application
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.



