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How to Submit Your monthly Room Tax Reports 
 
Please follow the instructions below on how to submit your monthly room tax reports. 
 

1. Log into your portal account with the City of Bend Online Permit Center Portal  
2. Click on the “My Items” link 
3. Click on the “Expand All” link 
4. Locate and click on the “Submit Excise Tax” button. 
5. Check the box next to the “Room Tax” option and click “Next Step Gross Sales” 
6. Enter the Tax Period (Month and Year) you are reporting for 
7. Enter the total gross sales for that tax period, enter 0, if there was no activity for that tax period. 
8. Leave the “Total Excluded Amount” box blank 
9. Leave the “Excess Tax Collected” box blank 
10. Scroll down the page and under “Allowable Exemptions” you will enter the amounts that are either long term rental 

income, government exempt income (this is for Hotels) and/or rents that are through Airbnb and/or Vrbo in the box 
next to the Rents from Transient Lodging Intermediaries option. 

11. Click “Next Step Unit Sales” (you can skip this next page, this is where you have the option to upload 
documentation, but for this report, there is no documentation that you need to upload) Scroll to the bottom of this 
page and click “Next Step Review and Submit” 

12. You will get a reminder box that pops up, go ahead and click “OK” 
13. Review the summary of what you have reported, ensure that if all of your gross sales were through Airbnb that it 

shows no tax due. If everything looks correct, go ahead enter the captcha (that box with the hard to read letters and 
numbers) and click “Submit Excise Tax” 
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Step by Step Instructions with Pictures 

 

  

 

Log into your portal account 

Click, My Items 

 

Click, Expand All 
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Click, Submit Excise Tax 
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Check  the box next Room Tax  

Click, Next Step Gross Sales 
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 Enter the Tax Period (Month and 
Year) you are reporting for 

 Enter the total gross sales for that 
tax period, enter 0, if there was no 
activity for that tax period. 

 Leave the “Total Excluded 
Amount” box blank 

 Leave the “Excess Tax Collected” 
box blank 

 Scroll down the page and under 
“Allowable Exemptions” you will 
enter the amounts that are either 
long term rental income, 
government exempt income (this 
is for Hotels) and/or rents that are 
through Airbnb and/or Vrbo in the 
box next to the Rents from 
Transient Lodging Intermediaries 
option. 

 Click “Next Step Unit Sales” 
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Skip this page, (there is no 
documentation that you need to upload)  

Click, Next Step: Review and Submit 

 

Click, Ok 
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Review the summary of what you have 
reported. 
 
Ensure that if all of your gross sales 
were through Airbnb that it shows no 
tax due.  
 
If everything looks correct, enter the 
captcha (that box with the hard to read 
letters and numbers)  
 
 
Click, Submit Excise Tax 

 



Room Tax Reporting Instructions 

 

 

Congratulations, you have successfully 
submitted the room tax report for the tax 
period. Report the steps above for each 
tax period. 


