
 

 

Lodging Operator for 
Room Tax Remittance 

 

 
Log into your Portal 
account.  
 
 
From the Online Permit 
Center Portal home page, 
click Sign In. 

 



 

 

Business Registrations, 
Licensing & Temporary 
Signs 
 
 
On the Portal Home page 
under Business Registration, 
Licensing & Temporary Signs,  
 
 
Click Apply  
 
 
 

 



 

 

Business License 
Application – Basic 
Information 
 
 
 

• Business name: If you don’t 
have a specific business 
name for your rental, you 
can enter your rental 
address. (Use the STR 
Name or Property Address 
– Room Tax) 

 
• Choose Licensing Type: 

Select Specialty Licenses 
and Program from the 
dropdown list.  

 
• Describe what your 

business does. (Short Term 
Rental) 

 
 
 
Skip  

• Specialty License Details 
• Emergency Contact 

 
 
Click Next Step: Classifications 



 

 

 

Business License 
Application - 
Classifications 

 
 
If you are an Online Retailer or 
Transient Lodging Intermediary 
select Lodging Intermediary for 
Room Tax Remittance. 
 
 
All other applicants will choose 
Lodging Operator for Room Tax 
Remittance. 
 
 

 
 
 
 
 
Click Next Step: Classification 
Details 
 
 
 
 
 
 
 
 



 

 

Business License 
Application – 
Classification Details 

 
 
 
 
Select the appropriate Type of 
Business from the dropdown 
list.  
 

• B&B (Bed & Breakfast) 
• Boarding House 
• Hotel/Motel 
• RV Park 
• Townhouse/Condo 
• House 

 
 
 
 
 
 
 
Click Next Step: Business 
Owner 

 



 

 

Business License 
Application – Business 
Owner 

 
 
 
Select one of the following 
options. 
 

• 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. 

 
 
 
 
 
 
Click Next Step: Contact 
Information 



 

 

Business License 
Application – Contact 
Information 

 
 
 
 
Enter contact information by 
choosing one of the options 
below: 
 

• Click the red box that 
says, “Copy from the 
Business Owner”  

 
• Search for a person 

 
• Enter the contact 

information in the 
bottom section 

 
 
 
 
 
 
 
 
Click Next Step: Additional 
Contacts 

 



 

 

 

Business License 
Application – Additional 
Contacts 

 
 
 
 
 
Skip this page  
 
Do not Add Business from 
Address Book. 
  
 
 
 
 
 
 
 
Click Next Step: Location 

 



 

 

Business License 
Application – Location of 
Business 

 
 
 
 
 
 
 
Start typing the address in the 
Search for address box and 
select your address from the 
list that appears. 
 
After you have selected the 
address, it should appear in 
both boxes on the screen. 
 
 
 
 
 
Click Next Step: Upload Files. 
 

 



 

 

Business License 
Application – Upload 
Documents 

 
 
 
If you are an authorized agent 
applying on behalf of the 
owner of the property, please 
upload your letter of 
authorization from the 
property owner here on this 
page. 
 
Letter of Authorization for 
designating an Authorized 
Agent - An authorized 
agent is a property 
management company or 
other entity or person who 
has been designated by the 
owner, in writing, to act on 
their behalf. Upload this letter 
or email from the property 
owner with your Change of 
Information form to have them 
added to the STR Operating 
License and Room Tax 
Registration records.  
 

• Change of Information 
Form 

 
 
 
 
 
 

https://www.bendoregon.gov/home/showpublisheddocument/46556/637266868755570000
https://www.bendoregon.gov/home/showpublisheddocument/46556/637266868755570000


 

 

Reminder 

 
 
 
 
Click Ok 
 
 
 
 

 



  

Business License 
Application – Review & 
Submit 

 
 
 
 
 
 
 
 
Review the application 
information submitted and if 
everything looks correct. 
 
 
 
 
 
 
 
 
 
Scroll to the bottom of the page 
as shown on the next page and 
follow the instructions. 
 

 



 

 

 

Business License 
Application – Review & 
Submit “Continued” 

 

 
 

• Check the box that 
says “I Agree” to 
acknowledge your 
understanding of the 
requirements  

 
• Enter the captcha 

code 
 
 
 
 
Click Submit Application. 

 



  

Business License 
Application - Submitted 

 
 
 
 
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. 
 
You do not need to print the 
page. 
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