How to Update Account Information — Last Revised: 6/16/2020 @ L

How to Update Account Information for the Online Permit Center
Portal

The City of Bend’s Online Permit Center Portal allows customers to create an account and
submit applications. It's important to keep contact information up-to-date to ensure you receive
updates and correspondence regarding your projects. This document will cover:

e Creating a Portal Account

e Updating Portal Account Contact Information

e Updating Portal Account Password
If you hold a business registration or business specialty license, such as a Short Term Rental,
Room Tax Certificate of Authority, or Franchisee, you will also need to submit updated contact
information to City staff for those issuances using a Change of Information form.

¢ Updating Business Registration and Specialty License Information

Creating a Portal Account

1. When you initially create your Portal account, you’ll be asked to fill out your
current contact information. Here are a couple best practices to keep in mind:
a. Be sure to use a valid, working email address.

i. If you already have an email on file with the City for any relevant
licenses or applications, use that same email address here so the
system can sync your records.

b. We recommend choosing Email as your Preferred Contact Method.
c. Mailing Address:

I. Add any Suite, Apt, Floor number, etc to the Street Address field.
PO Boxes belong here too.

ii. Add any C/O or Attn: information to the Address Extra Line 2 field.

Online Permit Center Portal

SignIn/ Register My Shopping Cart (0) Portal Home Property Search Portal Help

Step 1: Step2: Step3:
Create Account Contact Informaticn Registration Complete

Welcome to the Online Permit Center Portal Registration
= Please enter your email address and choose a password

MOTE: The email address you enter is the email address that we will use to communicate withyou regarding

your account profile and services you request. Be sure to use a Valid, working
( email address.
Ema"“dd““““‘s‘“’”“’LDf‘D';' If you already have an email on file
i e et e . === with the City for any relevant
. licenses or applications, use that
Password (min. & characters)* -
same email address here as the

system will sync your records.

Confirm Password™

Mext Step: Contact Information
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znln/ Register My Shopping Cart (0) Portal Home Property Search PortalHelp

?ri;émmum ?:rf(gc( Information SE?bglftCDmac: Infermation Is?.zeg?s‘t‘.;‘stion Complete

We recommend selecting Email as it allows
communication updates to be automated.
This will make sure you get notified of any
changes to your projects as soon as

MNew Contact Information

Required information is indicated with an asterisk ().

Full Name:”

possible. v
Preferred Contact Method:™ ~
Email
Fax
Mai
Address Phone

Search for address
Begin typing a street address above and we will search existing locations within

the jurisdiction. If your location appears, plesse slect it from the list. fyou cannot
find your address, you can enter it manually in the fislds below.

Click this checkbox to have the location address
= Malliog Auldrass automatically fill the mailing address fields below.

Same as Location Address: ()

. h If you need to add a Suite, Apt, Floor
StrectAddress: number, etc, add it to the Street Address

field. PO Boxes belong here too.

Address Extra Line 1:

Address Extra Line 2: \

City/state/zip" oo — If you need to add a C/O or Attn:, add it to
the Address Extra Line 1 field.

~ Contact Numbers

Contact Mumber(s) Type™ Contact Number* Ext.
Primary ~

["Please note: at least one contact number iz required)

Type the characters you seein the image below to continue.

™ (@)
Refresh

Previous Step: Contact Information || MNext Step: Complete Registration

Powered by CityView @
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Updating Your Portal Account Contact Information

1. Log in to your Portal account and select the My Account link from the menu at
the top of the Portal Home Page.

Online Permit Center Portal

FontSize: ER B & Print

Welcome

s new web portal is now online. Apply for permits, check the status of applications and inspections, submit
plaints, check on planning applications and apply for business licenses - all from the comfort of home. No more

lineups.

2. Select the Edit Contact Information link from the menu.

Welcome
Sign Dut My Account My ltems Wy Shopping Cart (0) Portal Home Property Search Portal Help

Edit Contact Informaticn
Change your address and contact numbers

hange Passwaord
Change the password for your account

My Account

™

2. Edit your Name, Contact Method, Address, Mailing Address, or Contact Number
fields, then click Save to apply the changes. Here are a couple best practices to

keep in mind:
a. We recommend choosing Email as your Preferred Contact Method.

Email allows for communication updates to be automated. This
ensures that you get notified of any changes to your applications as

soon as possible.

b. Mailing Address:
i. Add any Suite, Apt, Floor number, etc to the Street Address field.

PO Boxes belong here too.
Add any C/O or Attn: information to the Address Extra Line 2 field.
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Online Permit Center Portal

FortSize: EBE & Print

Welcome Mariail; Dodson
Sign Out My Account My Items My Shopping Cart(0) Portal Home PropertySearch Portal Help

We recommend selecting Email as it allows
communication updates to be automated.

My Account This will make sure you get notified of any
Full Name o chan_ges to your projects as soon as
possible. v

Preferred Contact Method:*  grai hd il
Email
Fax
Mail

~ Address Fhone

Searchforaddress 710 NW WALL ST, Bend, OR $7703

Begin typing a sireet address above and we will search existing locations within the
jurisdiction. If your location appears, please select it from the list. If you cannot find
wour address, you can enter it manually in the fields below.

- Mailing Add Click this checkbox to have the location address
o / automatically fill the mailing address fields below.
Same as Location Address: [

Street Address:* 710 NW WALL ST ? If you need to add a Suite, Apt, Floor
number, etc, add it to the Street Address
Address ExtraLine 1: field. PO Boxes belong here too.
Address Extra Line 2: \
If you need to add a C/O or Attn:, add it to
City/State/Zip* geng OREGON V| 97703 the Address Extra Line 1 field.

~ Contact Numbers

Contact Number(s) Type* Contact Number* Ext.
Primary hd n

(*Please note: at least one contact number is required)

mh

Powered by CityView ﬁ
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Updating Your Portal Account Password

1. Log in to your Portal account using your current password, and select the My
Account link from the menu at the top of the Portal Home Page.

%Online Permit Center Portal

Font Size: B & Print

Welcome
Sign Qut My Account Myltems My Shopping Cart(0) Portal Home PropertySearch Portal Help

s new web portal is now online. Apply for permits, check the status of applications and inspections, submit
plaints, check on planning applications and apply for business licenses - all from the comfort of home. No more

ineups.

2. Select the Change Password link from the menu.

Online Permit Center Portal

FontSize: E3 @@ & Print

Welcome
Sign Out My Account My ltems My Shopping Cart (0) Portal Home Property Search Portal Help

My Account

Edit Contact Information
Change your address and contact numbers

Link Account to Business or Contractor
Link my account to an existing contractor or business in the system

Change Password
Change the password for your account
TL

Powered by CityView i

3. Enter your old password once more, then create and confirm a new password.
Click Submit to apply the changes.
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Online Permit Center Portal

FontSize: E@E@ &2 Print

Welcome
Sign Qut My Account My ltems My Shopping Cart (0) Portal Home Property Search Portal Help

Change Password
Old Password*
MNew Password (min. 8 characters)*

Confirm Password*

m?

Powered by CityView @
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Updating your Business Registration or Specialty License Information

If you hold an active business registration or business specialty license, such as a Short
Term Rental, Room Tax Certificate of Authority, or Franchisee, you will also need to
submit updated contact information to City staff for those issuances.

Preparation: To save time on steps 4-5, fill out the necessary paperwork first. Navigate
to the Submittals Item webpage at bendoregon.gov/informationchange and select the
appropriate Change of Information form. Be sure to download a copy of the form before
completing the fillable fields.

1. Log in to your Portal account and select the My Items link from the menu at the
top of the Portal Home Page.

Online Permit Center Portal

Font Size: B & Print

Welcome
Sign Out My Account My ltems My Shopping Cart (0) Portal Home Property Search Portal Help

e. Apply for permits, check the status of applications and inspections, submit
s and apply for business licenses - all from the comfort of home. No more

The City's new web portal is no
complaints, check on planning applic
lineups.

The CityView Portal isthe first stepinthe Ci

nmAdatan famaine came

/'s plan to improve its service offerings for citizens. Watch for more

2. Expand the My Business Registration and Specialty License Applications menu,
and then choose the appropriate record that you wish to update. Click on the
hyperlink of the application number.
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% Online Permit Center Portal
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Welcome
SignOut My Account My ltems My Shopping Cart (0) Portal Home Property Search Portal Help

My Items

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

Expand All ; Collapse All

| m
" * My Business License Applications ~ My Business License Applications

* My Code Enforcement Complaints

Show Active ~

LCS1 202000139 Franchisee Test Active 04/28/2020
* My Contractor License Applications
LCS1202000138 Short Term Rental Active 04/28/2020
* My Permit Applications LCSL202000137 Room Tax Registrant |- New 04/28/2020
Test |
* My Special Event or Fire LCBR202000136 Business Registration Active 04/28/2020
Test

* My Engineering Permit Applications
* My Planning Applications

* My Upcoming Inspections

3. Scroll to the bottom of the License Application Status page and click on
Submittals.

Portal Help for Customers
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Welcome
Sign Qut My.Account Myltems My Shopping Cart (0) Portal Home PropertySearch Portal Help

License Application Status

Youwill only be able to view fees if you are a contact on the Licensing application.
Expand All/ Collapse All
Mote: You can collzpse and expand individual sections by clicking the header of the section you wish to collapse/fexpand.

~ License Application Summary

Edit License Details

Application Number: LCBR2020001346
Business Mame: Business Registration Test
License Type: Business Registration
Application Status: Active

Description of Business: business

~ Issuances

Business Registration 04/28/2020 04/01/2021 lssued 0001202002534

~ Submittals

1 Licensing Change of Information Licensing Change of Information Pending
04/28/2020

- Beviews

* Upload Documents

This application reguires all documents to be attached to 2 submittal. Click Here to Upload Documents.

Submittals | Portal Home

n order to update business licenses for renewal you must be the Responsible Party / Business Owner.

Bowered by Ciny\igw @

_

4. On the Upload Submittals screen, click on the blue question mark next to the
Change of Information submittal item. This will open a dialog box with more
instructions. Click the link in the help text to navigate to the City’s webpage to

find the appropriate form you’ll need to complete and upload.

If you already completed the necessary form in preparation before getting

started, then skip to step 6.

Portal Help for Customers
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‘Welcome
SignQut MyAccount Myltems My Shopping Cart(0) Portal Home Property Search Portal Help

License Application Submittals

LCBR202000136

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.

~ Current Submittal
Submittal #1) Licensing Change of Information (04/28/2020) Print Requirement Items

= Change of Information & Pending
Sele ment for this requirement: [ =P
X

Change of Information
* Previous Submittals
Additional Information

~ Upload Additional Documents Visit the prograrm webpage for more information about required details to include, then complete the appropriate Change

of Information form.

Select any documents you wish to provide: -
—

Provide a short description of this set of
documents:

Review this application | Portal Home

5. On the City’s webpage, choose the appropriate Change of Information form and
click the link to open it. Be sure to download a copy of the form before completing
the fillable fields.

Change of Information Submittals

H Change of Information Form - Short Term Rental
H Change of Information Form - Room Tax Certificate of Authority

H Change of Information Form - Franchisees
H Change of Information Form - Business Reqgistration

6. Back on the Upload Submittals screen, click the Browse button next to the
Change of Information submittal item and upload the completed form.
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[§relmme Mariah Dodson
znOut MyAccount Myltems MyShoppingCart(0) Portal Home PropertySearch PortalHelp

License Application Submittals

LCBR202000136
131 NW CONGRESS 5T, Bend. OR 97703

~ Current Submittal
Submittal #1) Licensing Change of Information (04/28/2020) Print Requirement items

= Change of Information & pending

Select a new document for this requirement:  MaSENESmL

pen
[C) - 1 ‘j » ThisPC » Downloads v c,‘ [ sezrch Downloads A
¥ Previous Submittals
Organize v New folder =~ [ @
* Upload Additional Documents S Favorites Al Name - Date modified Type Size
Selectany documents youwishtoprovide: | grouss.. B Desktop =] ChangeofinformationForm e 6/16/2020 226 PM  PDF File 32KB
4 Downloads
Provide a short description of this set of i Recent places
documents:
1% This PC =
File name: | ChangeofinformationForm v| [anFies
4

Review this application | Portal Home

In order to update business licenses for renewal you must be the Responsible Party / Business Owner.

7. Click Upload Documents at the bottom of the screen to submit.

! = Current Submittal

Submittal #1) Licensing Change of Information (04/28/2020) Print Requirement ltems

~ Change of Information (& Pending

Select a new document for this requirement: S
ChangeofinformationForm.pdf

Provide a short description of this set of documents:

* Previous Submittals

~ Upload Additional Documents
Select any documents you wish to provide: Browse.

Provide a short description of this set of
documents:

Upload Documents

Review this application | Portal Home

In order to update business licenses for renewal you must be the Responsible Party / Business Owner.
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