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Room Tax Manual   
 
This document outlines how Room Tax remitters will utilize the Online Permit Center Portal to 
register and remit taxes. 
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Where to Start 
 

1. Am I required to re-register? To ensure we have the most accurate information and your 
preferred contact information in our new system, we are asking all operators of short 
term rentals to re-register. Please see our frequently asked questions at 
http://www.bendoregon.gov/roomtax for more information on the Room Tax program, 
including requirements for remitting taxes.  

2. Create an Online Permit Center Portal account.  
a. Click here for a video on how to register for an Online Permit Center Portal 

Account.  
b. Click here for a document on how to register for an Online Permit Center Portal 

Account. 
3. I am an owner/manager of a short term rental. Start with Lodging Operator for Room Tax 

Remittance for each property you own/manage. If you do not yet have a Short Term 
Rental license, review the requirements here. These types of properties include:  

a. Bed & Breakfast 
b. Boarding House 
c. Hotel or motel 
d. House 
e. RV park 
f. Townhouse/Condo 

4. I am a third party online retailer (e.g. Airbnb, Expedia, etc). Start with Lodging 
Intermediary for Room Tax Remittance. 
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REGISTRATION 
Lodging Operator for Room Tax Remittance   
 
Before you begin, you’ll need to sign in to your Portal account. From the Online Permit Center 
Portal home page, click Sign In.  
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Enter your credentials and click Login. If you do not currently have a Portal account, click here 
for a video on how to register for an Online Permit Center Portal Account. Click here for a 
document on how to register for an Online Permit Center Portal Account. 
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On the Portal Home page under Business Registration, Licensing & Temporary Signs, click 
Apply. To ensure we have the most accurate information and your preferred contact information 
in our new system, we are asking all operators of short term rentals to re-register.  
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Enter your business name and select Specialty Licenses and Program from the dropdown list. If 
you don’t have a specific business name for your rental, you can enter your rental address. 
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Enter a description of the business and click Next Step: Classifications. You may also enter 
other information in the Specialty License Details and Emergency Contact sections as 
necessary. 
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Select Lodging Operator for Room Tax Remittance and click Next Step: Classification Details. 
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Select the appropriate Type of Business from the dropdown list. Then click Next Step: Owner. 
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Select Use my name and address or search the address book for the business owner. As you 
start typing the name, several options will appear. Select from the correct name and address.   
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Enter contact information by copying from the Business Owner, searching for a person, or 
entering the contact information in the bottom section. Click Next Step: Additional Contacts.  
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In this section, enter additional contacts as necessary (e.g. Property Management Company) 
and click Next Step: Location.         
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Start typing the address in the Search for address box and select your address from the list that 
appears.  
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The location you have selected will be populated. Click Next Step: Upload Files.  
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There are no submittal requirements for this license, so scroll to the bottom of the page and 
click Next Step: Review & Submit.          
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At the Reminder, click Ok, as there are no submittal requirements for this type of license.  
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Review the appropriate license information and scroll down to the rest of the page. 
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Check the box to acknowledge your understanding of the requirements, and enter the capsha 
code. Click refresh to receive a different capsha code, if the one you have isn’t readable. Click 
Submit Application. 
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Your application has been submitted. Take note of the application number in red. This is your 
Room Tax Remittance number, also referred to in the system as License Number.   
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Monitor the application status by clicking My Items and select the dropdown next to My 
Business Registration, Licensing & Temporary Sign Applications. 

 
 
Look for the application number referenced in red above. Click the link to open the license. 
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The Status is listed under Issuances. Once the application is approved, the status will change to 
Issued.  
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Approved Certificate for Owners and Operators 
 
When your certificate has been approved and generated, login into the Permit Center Portal and 
click My Items, then click the dropdown for My Business Registration, Licensing & Temporary 
Sign Applications. The Status will now say “Active” and a new button to submit monthly taxes is 
available. Click the red link to open your license.  
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The status will be “Issued.” Scroll down to the bottom of the page under Documents & Images 
and click Certificate of Authority to download your certificate. 
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Open the certificate, print, and display it in a conspicuous place on the property. 

 
 
You will now see the Submit Excise Tax link for remitting taxes. If you do not see the link, 
please email roomtax@bendoregon.gov and provide your Business Name and License number. 

 
 

Page | 24  
 

mailto:roomtax@bendoregon.gov


Room Tax Manual 

There is also a shortcut to the Submit Excise Tax link under My Items with each license.  
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Rejected Certificates for Owners and Operators 
 
My registration was rejected. What next? Contact us at roomtax@bendoregon.gov with any 
questions related to rejected certificates.  
 
 
Missing Location 
No location was provided in the application. For owners and operators, a location is required. 
Please add the appropriate location to your license.  
 
 
 
Information doesn’t match our records 
Some piece of information in the application doesn’t match our records (e.g. owner of the 
property doesn’t match County records). Please follow the instructions provided in the 
communication to provide the correct information.  
 
 
 
No Short Term Rental License 
The location provided does not have an active short term rental license. Please see the Short 
Term Rental program website for instructions for obtaining the correct permits and licenses for 
operating a short term rental. 
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Lodging Intermediary for Room Tax Remittance 
 
In order to remit taxes online, an application is required. Before you begin, you’ll need to sign in 
to your Portal account. From the Online Permit Center Portal home page, click Sign In.  
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Enter your credentials and click Login. If you do not currently have a Portal account, click here 
for a video on how to register for an Online Permit Center Portal Account. Click here for a 
document on how to register for an Online Permit Center Portal Account. 
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On the Portal Home page under Business Registration, Licensing & Temporary Signs, click 
Apply.       
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Enter your business name and select Specialty Licenses and Program from the dropdown list. 
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Enter a description of the business and add any additional details in the Specialty License 
Details or Emergency Contact boxes below. Click Next Step: Classifications. 
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Select Lodging Intermediary for Room Tax Remittance from the list and click Next Step: 
Classification Details.  
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Select the Type of Business from the dropdown list. If Other is select, please enter a description 
of the type of business.  Then click Next Step: Owner. 
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Select Use my name and address or search the address book for the business owner. As you 
start typing the name, several options will appear. Select from the correct name and address.   
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Enter contact information by copying from the Business Owner, searching for a person, or 
entering the contact information in the bottom section. Click Next Step: Additional Contacts.  
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In this section, enter additional contacts as necessary and click Next Step: Location.         
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No location is required for intermediaries. Click Next Step: Upload Files.   
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There are no submittal requirements for this license, so scroll to the bottom of the page and 
click Next Step: Review & Submit.        
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At the Reminder, click Ok, as there are no submittal requirements for this type of license.  
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Review the appropriate license information and scroll down to the rest of the page. 
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Check the box to acknowledge your understanding of the requirements, and enter the capsha 
code. Click refresh to receive a different capsha code, if the one you have isn’t readable. Click 
Submit Application. 
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Your application has been submitted. Take note of the application number in red. This is your 
Room Tax Remittance number, also referred to in the system as License Number.   
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Monitor the application status by clicking My Items and select the dropdown next to My 
Business Registration, Licensing & Temporary Sign Applications. 

 
 
Look for the application number referenced in red above. Click the link to open the license. 
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The Status is listed under Issuances. Once the application is approved, the status will change to 
Issued.  
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When your application status is issued, you will be able to remit taxes. Click My Items, then My 
Business Registration, Licensing & Temporary Sign Applications to expand the list. A Submit 
Excise Tax button will now appear under your license.   
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REMITTANCE 
 
Remitting Your Taxes - Lodging Operators 
 
When you’re ready to remit taxes, login to Portal and click My Items. Then click My Business 
Registration, Licensing & Temporary Sign Applications to expand the list. Find your license and 
click Submit Excise Tax. 
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Check the box next to Room Tax and click Next Step: Gross Sales. Note: at any point if you 
wish to cancel this remittance, either click the Cancel button at the bottom (if available), go back 
to the Portal Home page, or close your browser. Your work will not be saved.             

 
 
  

Page | 47  
 



Room Tax Manual 

Select the relevant filing month and year. Note that you cannot resubmit taxes for a month 
already remitted. Email us at roomtax@bendoregon.gov to request an amended return, if you 
have any changes. Enter Gross Sales Amount. The Total Excluded Amount is automatically 
calculated after Allowable Exemptions are entered. Do not enter an amount in this field; it will be 
overwritten by the amounts entered in the Allowable Exemptions section. Note that penalties 
and interest for late filings will be calculated automatically and shown in your shopping cart. 
 
Enter your exemptions. The Total Excluded Amount will update with each exemption that is 
entered. If you have collected any taxes in excess of the 10.4% of gross sales, enter the amount 
in the Excess Tax Collected box. Click Next Step: Unit Sales. Here are Allowable Exemptions 
explained: 

1. Monthly Rent (30 consecutive days or more): a dwelling unit that is leased or otherwise 
occupied by the same person for a consecutive period of 30 days or more. 

2. Rent from authorized Federal employees: The United States or an employee of the 
federal government while on federal business. This exemption does not include state or 
local government employees. Visit bendoregon.gov/roomtax for the required forms and 
more information. 

3. Rent from transient lodging intermediaries: Gross receipts from transactions with 
transient lodging intermediaries, i.e. Online Travel Companies. Do not include 
transactions for which you collected the tax directly from customers, or transactions for 
which you received the tax from intermediaries, i.e. VRBO.                
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If you entered an amount in the Rent from authorized Federal employees box, please upload 
the required documents in this step. Click Browse to select the file.  
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After the documents are uploaded or if you have no documents to upload, click Next Step: 
Review & Submit. 

 
 
Click Ok at the Reminder message. 
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Review the tax information. The tax amount is automatically calculated for you and includes the 
5% rebate for administrative costs. The total Outstanding Fees will include any penalties and 
interest for late filings. The break down of the penalties and interest will be in your shopping cart 
after you submit. Scroll down to the bottom of the page.  
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Enter the capsha in the highlighted box and either click Submit and Pay Fees to pay now or 
Submit without Paying Fees to pay later (e.g to mail your payment or remit taxes for another 
property). Note that credit and debit card payments will incur a fee of 2.95% or $1.95 minimum. 
Electronic check payments (e.g. Electronic Funds Transfer or ACH) are free.   
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Pay Fees Now 
 
After clicking Submit and Pay fees, you’re taken to the Shopping Cart. Penalties and interest (if 
any) will appear in your shopping cart. Review the total fees and click Make Payment when 
ready.  
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Invoice Cloud is the online payment processor for Room Tax remittances. We now offer the 
ability to pay via e-check or electronic funds transfer from your bank account. Note there will be 
a 2.95% service charge ($1.95 minimum) applied to any credit card payments. Electronic funds 
transfers (e-check) are free. Select your payment method and click Continue to Payment 
Information.  
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Enter your credit/debit card or bank account information and click Continue to Review Payment. 
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Note the relevant service fee is added here, if applicable. These fees will be charged separately 
from the Room Tax remittance on your credit card statement. Click Process Payment to 
complete the transaction.  
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Click Return to home page to go back to the Online Permit Center portal. 
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Your Excise Tax has been submitted. To print a detailed receipt of this transaction (including a 
list of every license included in the payment), click My Items.  
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Click to expand the Business Registration section. Click the link to open your license.  
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Scroll to the bottom of the page and find the receipt for today. Click the link to download the pdf. 
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View the receipt. Note you will also receive an emailed summary receipt from Invoice Cloud 
when the online payment is complete.
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Pay Fees Later 
 
Customers may remit their tax information online and mail or drop off a payment to the Permit 
Center. All payments must be made by the due date, regardless of the date the remittance was 
made online, or interest and penalties may apply. If payment is received late, you will receive a 
separate invoice for penalties and interest that you can pay online. 
 
If you are remitting for multiple properties, complete the steps above for each property and click 
Submit without Paying Fees. The fees will be added to your shopping cart and can be paid all at 
once later. 
 
Follow all the same steps above through to the Review and Submit page. Review the tax 
information. Complete the capsha and click Submit without Paying Fees. You may mail your 
payment to City of Bend Permit Center, PO Box 431, Bend, OR 97709. Please include your 
license number with your payment. You may also bring your payment to the Permit Center 
located at City Hall 710 NW Wall Street, Bend OR. Note that payment processor service fees 
apply to credit and debit card payments made at the Permit Center.   

 

Page | 62  
 



Room Tax Manual 

Note that the fees were automatically added to your shopping cart for future payment.  
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To pay fees online at a later time (if not already in your shopping cart), sign into the portal, and 
click My Items, then expand the section under My Business Registration, Licensing & 
Temporary Sign Applications. To pay all available fees, click Add Fees to My Cart. To review 
the fees, click the highlighted reference number to open your application details.  
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Once Fees are added to your cart, click My Shopping Cart (1). 
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Review the fees and click Make Payment. Follow the same payment instructions above.  
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Remitting Your Taxes - Lodging Intermediaries 
 
When you’re ready to remit taxes, login to Portal and click My Items. Then click My Business 
Registration, Licensing & Temporary Sign Applications to expand the list. Find your license and 
click Submit Excise Tax.  
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Check the box next to Room Tax and click Next Step: Gross Sales. Note: at any point if you 
wish to cancel this remittance, either click the Cancel button at the bottom (if available), go back 
to the Portal Home page, or close your browser. Your work will not be saved.             
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Select the relevant filing month and year. Note that you cannot resubmit taxes for a month 
already remitted. Email us at roomtax@bendoregon.gov to request an amended return, if you 
have any changes. Enter Gross Sales Amount. The Total Excluded Amount is automatically 
calculated after Allowable Exemptions are entered. Do not enter an amount in this field; it will be 
overwritten by the amounts entered in the Allowable Exemptions section. Note that penalties 
and interest for late filings will be calculated automatically and shown in your shopping cart. 
 
Enter your exemptions. The Total Excluded Amount will update with each exemption that is 
entered. If you have collected any taxes in excess of the 10.4% of gross sales, enter the amount 
in the Excess Tax Collected box. Click Next Step: Unit Sales. Here are Allowable Exemptions 
explained: 

1. Monthly Rent (30 consecutive days or more): a dwelling unit that is leased or otherwise 
occupied by the same person for a consecutive period of 30 days or more. 

2. Rent from authorized Federal employees: The United States or an employee of the 
federal government while on federal business. This exemption does not include state or 
local government employees. Visit bendoregon.gov/roomtax for the required forms and 
more information.   
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If you entered an amount in the Rent from authorized Federal employees box, please upload 
the required documents in this step. Click Browse to select the file.  
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After the documents are uploaded or if you have no documents to upload, click Next Step: 
Review & Submit. 

 
 
Click Ok at the Reminder message. 
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Review the tax information. The tax amount is automatically calculated for you and includes the 
5% rebate for administrative costs. The total Outstanding Fees will include any penalties and 
interest for late filings. The breakdown of the penalties and interest will be in your shopping cart 
after you submit. Scroll down to the bottom of the page.  
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Enter the capsha in the highlighted box and either click Submit and Pay Fees to pay now or 
Submit without Paying Fees to pay later (e.g to mail your payment or remit taxes for another 
property). Instructions for mailing your payment will be on the next screen. Note that credit and 
debit card payments will incur a fee of 2.95% or $1.95 minimum. Electronic check payments 
(e.g. Electronic Funds Transfer or ACH) are free.   
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Pay Fees Now - Intermediaries 
 
After clicking Submit and Pay fees, you’re taken to the Shopping Cart. Penalties and interest (if 
any) will appear in your shopping cart. Review the total fees and click Make Payment when 
ready. 
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Invoice Cloud is the online payment processor for Room Tax remittances. We now offer the 
ability to pay via e-check or electronic funds transfer from your bank account. Note there will be 
a 2.95% service charge ($1.95 minimum) applied to any credit card payments. Electronic funds 
transfers (e-check) are free. Select your payment method and click Continue to Payment 
Information. 

 
 

Page | 75  
 



Room Tax Manual 

Enter your bank or credit card information. Click Continue to Review Payment at the bottom of 
the page.  
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Review the payment information and take note of any service fees that were added. These fees 
will be charged separately from the Room Tax remittance on your credit card statement. Click 
Process Payment to complete the transaction. 
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Click Return to home page to go back to the Online Permit Center Portal. 
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Confirmation that your excise taxes were remitted and paid. To view a receipt of this 
transaction, click My Items.                
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Click the Reference Number to open the application details. 

 
 
Scroll down to the bottom of the page under Documents & Images.  
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Click the link for the receipt to download a pdf. 
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Receipt of payment. Note you will also receive an emailed summary receipt from Invoice Cloud 
when the online payment is complete.  
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Pay Fees Later - Intermediaries 
 
Customers may remit their tax information online and mail or drop off a payment to the Permit 
Center. All payments must be made by the due date, regardless of the date the remittance was 
made online, or interest and penalties may apply. If payment is received late, you will receive a 
separate invoice for penalties and interest that you can pay online. 
 
To pay your fees later, either online, in person, or by mail, click Submit without Paying Fees. 
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To pay fees online at a later time, sign into the portal, and click My Items, then expand the 
section under My Business Registration, Licensing & Temporary Sign Applications. To pay all 
available fees, click Add Fees to My Cart. To review the fees, click the highlighted reference 
number to open your application details.  
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Once Fees are added to your cart, click My Shopping Cart (1). 
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Review the fees and click Make Payment. Follow the same payment instructions above.  
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Course: Online Permit Center – Room Tax Manual for Customers 
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Copyright © 2020 City of Bend 
All rights reserved. No part of this course, including this training document or parts thereof, may 
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Limit Of Liability/Disclaimer Of Warranty 
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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. 


	Where to Start
	REGISTRATION
	Lodging Operator for Room Tax Remittance
	Approved Certificate for Owners and Operators
	Rejected Certificates for Owners and Operators

	Lodging Intermediary for Room Tax Remittance

	REMITTANCE
	Remitting Your Taxes - Lodging Operators
	Pay Fees Now
	Pay Fees Later

	Remitting Your Taxes - Lodging Intermediaries
	Pay Fees Now - Intermediaries
	Pay Fees Later - Intermediaries





