Business Registration Renewal Tutorial
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L . 1 On the City’s website home page,
click on the Business drop-down
menu.

Click on Business Registration.
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Scroll down three-quarters of the
page to see the link “Register/renew
here!”
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T reglster yoor business:

1. Submit an appication and aperceriate fee to the Finance Department
2. Fin hu apclication and

e use 18 alowabie in that location's Teed.
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Click on the link “Click here to
request/renew your business
registration.
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Online Business Registration
The City row processes all business reglsiration recuests and renssals securely onlire and swpparts payment via ogd
‘order, o cash. Check rer paYTNLS €30 B sent via mad, Cath payments o
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At this screen, a business can:
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e create a new account;

e login with existing
credentials;

e request a new password
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Click on the Business Registration link
under Business Registration.
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Online Business Registration

and renenald pacurely online and supports Svmant via cradit cand, chack monay
order, of cash, Chack 3ad money order payments can be sent via mall, Cask payments must be phd
completing the below oning form,

a1 City Mal. Yows can sand paymant after

Bainess Tagistrations ase valid for the fiscad year beglaning Jancary 1t and
proratad beginning at the sie month mark, Joby tat.

Click on the link “Click here to
request/renew your business
registration.”
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On this screen, one will see
o i Sy registration(s) renewed in the
My Business Registration Orders

prior year linked to the account.

Remewing a registration for your buriness” Find i below:.
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At this screen, one will see
the business information on
. file.
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Make any corrections,
additions, or deletions.

Feme = Creats content = Crosls Bossess Ragatraton

Create Business Registration
Registration Mumber:

3415

Business Information

Busimess Neme: *
LA BELLA FLORA

Name Dong Business As:

|

Bl yeu do oot condun Bunrans wader naiar aema. e e i Reld Mank.
Buslness Phone: *

503-T01-6579

Business Fax: -
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Yes
* ko
Are you dolag business for more than two weeks:
* Yes

L

Kumber of Full Time Employees {Including owners): X $5.00:

1 55,00
HTE: Tors 5 Dima asealeymes £8ust a3 2ne ulsme smpsyes.

Enformation Disclosure Consent
T give my coesant e the Gty of ilwackle to réfeass my business’ name, 30dress and descristion ed. I understand the City wil
kwep my busioess’ bast intenest in mind when disclosk butiness iy i will remain affective

from the date of ey sigratere urtil | revoke the autherization by written commnl

1§ consent

Confirmatica

T cartify 1 am an authorized sgent of the
Electrombc Signatire: ©

and the Information |5 true sad accurate to the best of my knowledge.
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Crur Community Busioess . Additional Info -

Once all the required fields
have been completed, click
“add to cart.”

Verify the shopping cart total
and click “checkout.”
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Checkout
Can contents
|QW Products. Price |
||x Business Registration $139.18
L o o Subtotal $120.15
w Custurmer Information
Order information wil be sent to your account e-mad listed belon.
E-mall address: finance Sl milwackie.or.u8 [01)
g Add the billing information
[Erter your biling address and information here.
Soved sedresses: 10722 SE WA ST | [ | : in the required fields.
“First neme: JUDY |
| “Lost neme: SERIO = I
Company:

“Street address: 10722 SE MAIN 5T

“City: MILWAUKIE ‘

“Country:  United States[]
*State/Province: | Dregen
*Postal code: 97222

- iyt mmathod
Select 2 payment method fram the fellowing cotions.
Qrder total preview:

Subtotol:  139.15 |
Ordertotal:  $130.15 |
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Payment method: *

& m:.:;”@mm = Select the method
of payment.

four biling irformation must match the billing address for the credit card entared below o we will be unable to process your \

payment. |
: Card Type: Viea -l
| Cord Number: |
| Explration Date: 01 Jsnuary =] 2014[%]

ov: P wnats he oWt |

w drdst comanenits

Use this area for spedal instructions or guestions regarding your order,
‘Order comments:

Em S <——— | Click “review order.”

Our Conpmunity Business Departoents
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Review order

Wour order 15 aimost complete. Pleas review the detalls below and click ‘Submi order” i all the information Is correct. You may use the ‘Back’
button to make changes to your order if necessary.

Verify the information is
correct and click “submit
order.”

Mallko: Cory of Mlmsuke
Finance

Dapartmart
10722 S Man Street
Himauice, OR 97222
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The final screen will
provide an order number.
If method of payment is
check, please make sure to
write this order number on
= - ¥ = the memo line of the
m___m_m, check.

Order complete

Your erder Is comeletel Your order number ks 2826,

Thank you for using the City of Mitwaulie's online Business Registration system. While lopged in, you may view your cument ames statis and
order history. You will recaive an email shorthy with yoor favoice.

New Your st an J . Once your has been approved you will receive an emall
with a pef of your registration centificate,

Renewals: Thank you for reneving your business, If you paid using a credit cand yeu should recelve an email with 8 pdf of your reglstration
certificate shortly. If you are peing to pay by thack or ancther methed, yeur registration centificate will not be issued until that payment has
bean processed,

Faturr b2 b frant page.

Our Community Husiness Departirents E-Semvices Additional Info -
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If payment of the registration renewal was via credit card, a separate email will be sent with a link to
print your business registration certificate. This email will arrive in your inbox within minutes of your
order being processed.

If payment of the registration renewal will be via check, a separate email will be sent with a link to print
your business registration certificate, once the City receives and applies the check to your online
account.
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