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How Applicants May Add Contacts to Projects

In the Online Permit Center, multiple users have the ability to access projects using Portal
accounts. For the most part, the high-level of access is the same no matter what ‘contact type’
or role an entity plays. The one exception to this is the ability to Add or Remove Contacts on a
project.

Applicant — the user(s) listed as Applicant contact type. This is visible from the Application
Status Page (navigate there from My Items) under the Contacts section. The Applicant has the
ability to add or remove contacts on a project.

All contacts have the ability to see application details, view items in the Documents & Images
section, view and pay fees, request inspections, and upload documents. All contacts DO NOT
have the ability to add or remove contacts on a project.

Applicants who submit new applications via the Online Permit Center Portal can expect to have
full Applicant access from the beginning.

*Important note for legacy projects brought over in data migration: At launch, the syncing
script attaches new Portal registrations to existing legacy projects based on a matching email.
When new Portal accounts are added, they pull in as an ‘Interested Party’ contact type. This
contact type is not able to add or remove contacts.

Best courses of action for remedying Applicant contact-type for Legacy projects:
1. Ask City staff to change your Portal account-linked ‘Interested Party’ contact type to an
‘Applicant’ contact type to allow you to add business contacts listed in the Address Book.
a. This will be the best option for projects that are still in early stages where
additional changes to project contacts is expected.
b. Email permitcenter@bendoregon.gov with Change to Applicant Contact Type in
the subject line.
2. Ask City staff to add the necessary contacts for you.
a. This will always be necessary for individual Portal accounts that are not a
business listed in the Address Book.
b. This may also be a suitable option for projects that are in final stages and no
further changes to project contacts are expected.
c. Email permitcenter@bendoregon.gov with Add Individual Contacts to Projects in
the subject line.
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Permit Application Status

You will only be able to view fees or request inspections or view conditions if you are a contact on the permit
application.

Expand All/ Collapse All

Note: You can collapse and expand individual sections by clicking the header of the section you wish to collapse/expand.

¥ Summary

Edit Permit Application Details

Application Number: PRRE202005207
Application Type: Renovation/Alteration

Application Status: Permit(s) Issued
Property Owner's Full Name: CITY OF BEND
Category of Work: Alteration
Description of Work: Expand the deck at 726 NW Wall Street
Application Date: 11/30/2020
Issued Date: 11/30/2020

~ Locations
Locations: Property
171232CA05300
Address
726 NW WALL ST, BEND, OR 97703
¥ Contacts

Property Owner: CITY OF BEND, Address:710 NW WALL ST, BEND OR, 97703
Applicant ,Address:710 NW WALL ST, Bend OR, 97703
Emailio ) '

Contractor: Licensed Contractor, Address:710 NW WALL ST
License Status

The Business Address Book vs the People Address Book
There are two databases of records in the Online Permit Center:

e Business Address Book - The public and customers have access to view
records in the Business Address Book, and have the ability to add contacts
directly to their project from the Business Address Book.

e People Address Book — The public and customers do not have access to the
People Address Book. Customers may request that individuals from the People
Address Book be added to projects, but this must be completed by City staff.

How do records get added to the Business Address Book?
A couple ways:
e Active business registrations
e Active contractor registrations
e Active qualified contractor licenses
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e Active specialty business operating licenses (for example, Short Term
Rentals, Marijuana operations, etc)

How do contacts in the Business Address Book get added to projects?
Applicants are able to add partners to have access to their project easily using
the Business Address Book. This can be done on the Contacts step during initial
application submission, or at any time later using the ‘Edit Details’ button on the
Application Status page.

How to records get added to the People Address Book?
A couple ways:
e When individuals create new Portal accounts, new records are added.
e Property owner records are also in the People Address Book, but would
not have a Portal account associated with them.

How do contacts in the People Address Book get added to projects?
Applicants may request that City staff add People contacts to their projects. This
opportunity is available during initial application submission (‘Other Parties
Access’ or ‘Additional Contacts’ fields) on Step 1, or can be requested later via
email.

How to Add Contacts During Initial Application Submission

Contacts from the Business Address Book may be added to a project during initial
application submission. People contacts may also be requested during initial application
submission.

To request an individual be added as a contact:
1. Signin to your Portal account, and begin a new application in one of the service
areas on the Portal Home page.

2. Usually on Step 1 of the application will appear ‘Other Parties Access’ or
‘Additional Contacts’ fields. Add the role, name, email, and other contact
information for the individual you wish to add to your project. If they already have
a Portal account set up, staff will be able to locate them in the People Address
Book and add them to your project as a contact.

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

Step1: Step2: Step3: Step4: Step3:
Application Type Permit Type Wark Items \I?vscl:'\’utivnnf Location
fort
Stepé: Step7: Step8: Step9:
Cur'l:tacts legad Files. Re'v'i’ew&&lhmit Submitted

Ch th lication type:* Sign Out My Account My ltems My Shopping Cart (0)
oose the application type:

@ Portal Home Property Search Portal Help
Please categorize the nature of* v 1 Step2: Step3: Step 4:
the work belng done: ?;H?Fm Description Planning Types Planning Details Locatio
Please describe the work being*
Step 5: -3 T Step 8:
done: Contacts El?\pnad Files mews.&hmit Shiitted
Planning Application - Project Description
Required information is indicated with an asterisk (*).
Limit 4000 characters Choose the project type:* [ | @
S - Project Descriptive Name:* 1=]
= Application Details g P
Please give your project a brief description. This will become the project name.
Masximum 500 characters
Building Use:

Comments:*
~ Owner Builder

Is the property owner doing
work?:

Please add any additional comments about the project. Maximum 4000

characters
~ Other Parties Access
~ Additional Contacts
Other parties to have access I (Name, Email, Phone)|

to the project .
(Name Email Phone). May cx:ﬁg:’xf '1'.::
enter multiple contacts.: Name, Email, Phone, Mailing
Address, City, State, Zip):

~ Estimated Construction Cost Other Contacts for this
Application (Contact Type,
Name, Email, Phone, Mailing
Address, City, State, Zip):

Total Valuation:  ¢0.00

To add a contact from the Business Address Book:

1. The number of the step may vary based on application type, but applicants may
always add contacts from the Business Address Book on the Contacts step. To
start, click the ‘Add Business From Address Book’ button.

SignOut My Account My Items My Shopping Cart (0) Portal Home Property Search Portal Help

Step 1: Step 2: Step 3: Step 4: Step 5:
Application Type Permit Type Work Items Description of Location
Work
Step 6: Step7: Step 8: Step 9:
Contacts Upload Files Review & Submit Submitted

Permit Application - Contacts

Required information is indicated with an asterisk (*).

Property Owner CITY OF BEND, Address:710 NW WALL ST, BEND OR, 97703

Applicant Mariah Dodson, Address: 710 NW WALL ST, Bend OR, 97703
Email:mdodson@bendoregon.gov

Add Business From Address Book o

Use this page to indicate Contractors, Developers, Engineers, Architects, or other businesses involved with the

application. Contacts on an application will be able to view and pay fees, view additional status details, submit
items, and request inspections.

Previous Step: Location | Next Step: Upload Files Save this Application for Later
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2. In the first field, use the drop down menu to select the ‘Contact Type'—this is the
role that the entity will play on this project.

Address Book

Required information is indicated with an asterisk (*).

Contact Type:* gi
Search for alicensee:*
Architect
Construction Manager
Contractor
Designer
Developer/Applicant
Electrical Contractor
Engineer
Event Organizer
Fire Alarm Contractor

Fire Sprinkler Contractor
General Contractor

Interested Party
Mechanical Contractor
Plumbing Contractor
Realtor/Broker
Responsible Party
ROW Contractor
Subcontractor

Utility Co

3. Next begin typing in the search field to find the business you'd like to add as a
contact, and select it from the list of results.
4. Select ‘Add This Contact’.

Address Book

Required information is indicated with an asterisk (*).

Contact Type:* Contractor e

Search for alicensee:* | |icensed Contractor, Address: 710 NW WALL S

Begin typing a name and/or address above and we will search
the address book for a matching contact. If the correct name
and address appears, please select it from the list.

Add This Contact | 4
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Contacts from the Business Address Book may be added or removed from a project at
any time by the Applicant. Applicants may request people contacts be added to a
project by City staff at any time.

How to Add or Remove Contacts After Application Submission

To request an individual be added as a contact:

1. Signin to Portal and navigate to your My Items page. Find the project you wish to
view and click the project number to open the Application Status page. Here you
may view the contacts on your project.

2. Email City staff with a request to add an individual as a contact to your project.
Include information such as their role, name, email address, and other contact
information. If the individual already has a Portal account set up, staff will be able
to locate them in the People Address Book and add them to your project as a
contact.

To add or remove a contact from the Business Address Book:

1. Signin to Portal and navigate to your My Items page. Find the project you wish to
view and click the project number to open the Application Status page. Here you
may view the contacts on your project.

2. Select the ‘Edit Details’ button in the upper right corner.

SignOut My Account My ltems My Shopping Cart (0) PortalHome Property Search Portal Help

Permit Application Status

You will only be able to view fees or request inspections or view conditions if you are a contact on the permit
application.

Expand All / Collapse All
Note: You can collapse and expand individual sections by clicking the header of the section you wish to collapse/expand.

¥ Summary

Edit Permit Application Detailse

Application Number:
Application Type:
Application Status:

Property Owner's Full Name:
Category of Work:
Description of Work:
Application Date:

Issued Date:

~ Locations

Locations:

PRRE202005207
Renovation/Alteration

Permit(s) Issued

CITY OF BEND

Alteration

Expand the deck at 726 NW Wall Street
11/30/2020

11/30/2020

Property
171232CA05300

Address
726 NW WALL ST, BEND, OR 97703

~ Contacts

Property Owner:

Applicant:

Contractor:

CITY OF BEND, Address:710 NW WALL ST, BEND OR, 97703
Address:710 NW WALL ST, Bend OR, 97703

Email:i

Licensed Contractor, Address: 710 NW WALL ST

License Status
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3. Toremove a contact, click the X button next to it.
To add a contact, select Contact Type and choose the most appropriate role from
the drop down list.

Sign Out My Account My ltems My Shopping Cart (Q) Portal Home Property Search Portal Help

Edit Permit Application

Return to Status Page

~ Permit Application Information
Architect

Construction Manager

Application Number: PRRE202005207
Application Type: Renovation/Alteration

Application Status: Permit(s) Issued Contractor

Designer

Developer/Applicant

Electrical Contractor

Engineer

* Contacts Event Organizer

Fire Alarm Contractor

Related Contacts Fire Sprinkler Contractor

Interested Part
Property Owner | CITY OF BEND, Address:710 NW WALL ST.BEN| o corcc rerty
" Mechanical Contractor
Click the X to Applicant ,Address:710 NW WALL ST, Ben; Plumbing Contractor
remove a contact. Email: ) &
Realtor/Broker
Contractor Licensed Contractor, Address:710 NW WALL ST| .
Responsible Party
ROW Contractor
Subcontractor
Add A Contact Utility Co

Contact Type* v e

Search for a business*

Begin typing a name and/or address above and we will search the address book
for a matching contact. If the correct name and address appears, please select it
from thelist.

Add This Contact

4. Begin typing in the search field to find the business you’d like to add as a contact,
and select it from the list of results.
5. Select ‘Add This Contact’.

¥ Contacts

Related Contacts

n Property Owner CITY OF BEND, Address:710 NW WALL ST, BEND OR, 97703

Applicant Mariah Dodson, Address: 710 NW WALL ST, Bend OR, 97703
Email:mdodson@bendoregon.gov

n Contractor Licensed Contractor, Address:710 NW WALL ST

Add A Contact

Contact Type™ | Contractor v

Search for abusiness* l Licensed Contractor, Address:710 NW WALL ST|

Begin typing a name and/or address above and we will search the address book
for a matching contact. If the correct name and address appears, please select it
from thelist.

Add This Contact | D
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