Registering a Business Online

1. From the home page, go to Business in the main menu, then click Business Registration.

MILwWAUKIE | —

Dogwood City of the West

ng Ouf of Business

a Parking Permit

2. Click the link to request/renew your business registration.

Soon after your payment is processed, you will be able to login, download, and print your
new, sireamiined process s eco-friendly and saves Miwaulde faxpayers the cost of printi

Click here to request/renew your business registration.

0 Share/Save EE -



3. If you are not logged in you will be directed to the create an account. Fill out the account
information if you don't have an account set up.
a) The email address you enter on the business registration form is the email address that will
be notified when the registration PDF file is ready to print. This email address will also be
notified when it is time to renew the registration.

Username: *

Spaces are allowsd; punctuation i not allowed except for penods, hyphens, and underscaores.

E-mail address: *

A valid e-mail address. Al e-mails from the system will be sent fo fhis address. The e-mail address s not made public and will only be used if you wish ta receive a new passward or wish
foreceive cerfain news o nofificafions by e-mail.

Password: *

Confirm password: *

Please choose a password for your account; it must be no more than 30 characters.

rSpam Protection

Thank you for answering the question below. This is required to prevent automated spam submissions.

2ntTX

Enter the characters shown in the image.

Create new account




4. If you are registering a new business (your business does not yet have a City of Milwaukie
business registration number) click Register a NEW business. If you are renewing a registration,

skip to step 6.

My Business Registration Orders

Register a NEW business & ]

Renewing a registration for your business? Find it below.

Your user does not have any registriations associated with your account,

Do you have additional businesses not listed above that you are registering online for the first time?

Find your other business

5. If you are renewing a registration, search for your business, then click the Renew this
registration link on the right side of the results list (If you are registering a new business, skip
this step).

Find Your Business
Register a NEW business

Check the status of a recently submitted registration

Renewing a registration for vour business? Find it below.

If you have an existing business regkfration and are renewing it using our online system for the first time, conduct a search below to find your business anc
then click the "Renew this registration” link.

Search
Registration Number Business Name DBA Renew
0001 Renew this registration
0003 Renew this regikfration
0004 Renew this registration
014 Renew this registration
0015 Renew this registration




6. Fill out the form. Required fields are marked with an asterisk (*). The answers to some
questions may trigger additional fields to be displayed below the question.

Business Registration Type: |

* Mew Reghktration

Renewal

7. As you are filling out the form, please consider the following:

a) If you are renewing a registration, some of the basic information in the form will already be
filled in. If you have previously renewed your registration using this system, you can log in
as the same user before renewing your registration, and more of the fields will be filled in
for your convenience.

8. When you have finished the form, click the Add to cart button at the bottom of the form.

Electronic Signature: *

Y¥our Name Here

hdi o cort

9. If you did not fill in all fields properly, an error message will be displayed at the top of the page.
Please correct any errors and click the Add to cart button again.

Create Business Registration

Business Description field is reguired.

Business Registration Type: *

* Mew Registration

Renewal



10. Checkout if you are only registering one business.

Shopping cart

Business Registration Business Registration has been created.

‘ Remove Products Qty. Tofal ‘
Business Registration 1 $60.00
Business Registration

‘ Subtotal: $60.00 ‘

11.Fill in the checkout form.

a) The email address shown here is from the user account associated with this order. We may
also use this email address to contact you for additional information related to the order. We
will NOT ask you for your credit card number in an email, and you should never give
anyone your credit card number in an email.

b) If you choose to pay by check, your business registration will not be processed until
payment is received.

Checkout

r Cart contents
‘ny Products Price |
‘ 1x  Business Registration SGCI.CICI|

‘ Subtotal: $60.00 |

 ~ Customer information

‘Crder information wil be sent fo your account e-mail listed below.
E-mail address (edit)

r - Biling information
Enter your biling address and information here.

saved addresses: =
“First name: -
“Last name: <
Comipany: -
“Street address: =
“City: o
*State/Province: | Please select T | —
“Postal code: e
Phone number: ————




r « Payment method
Select a payment method from the following opfions.
Crder total preview:

Subtotal: $60.00
Order total: $60.00

Payment method: * —

® Checkormoney order <&

' Credit card: E @

Checks should be made our To:

City of Miwaukie Finance Departrment
10722 SE Main Street
Mihwaukie, OR 97222

Please include your order # on your check. Your oder # wil be included on your invoice that you wil receive affer checkout.

~ ~ Crder commenis

Use this area for special insfructions or guestions regarding your order.

Crder comments:
Review order
12. Review your order. Your order is NOT YET SUBMITTED. Once you have verified that

the information is correct, click the Submit order button.

Review order

Your order k almost complete. Please review the detaill below and click Submit order' if all the information s correct. You may use the 'Back’ button to
rake changes to your order if necessary.

Cart contents

1% Business Regktration 560.00

Customer information
E-mail:
Billing informanon

Address:

Payment method
Subtotal: 560,00
Total: $60.00

Paying by: Check
Mail to: Cify of Miwaukie Finance Deparfment
10722 SE Main Street
Mibwoukie, OR 97222 .Z

| Submitorder |

13. Your order will now be submitted.



a) If credit card processing fails, you will be asked to correct your credit card information and
try again.

b) If the order is successfully submitted, you will be presented with an order number. You will
also receive an invoice in your email.

Order complete
Your order i completel Your order numbe '@ ank you for shopping ot City of Miwaukie Finance Department. While logged in, you ray confinue
shopping or view your current order stafus and order history. You wil receive an email shortly with your invoice. Once your regiiration/renewal has been

approved you wil receive an email with a pdf of your registration. Return fo the front page.

14. Once payment has been received, our staff will begin to process your registration.
a) Staff may contact you for additional information while reviewing your request..
b) Your registration will NOT be available to download until the review process is complete.
¢) You may check on the status of your registration from the Dashboard page (you must be
logged in). There is a link to the Dashboard page at the top of most pages on the site.

Our Community Business Departments E-Services Additional Info

d Commissions idds and RFP B

\ Find it here @
M I L : : A'[IK I E OUR COMMUNITY BUSINESS DEPARTMENTS E-SERVICES

Dogwood City of the West

Email Notifications Manage Your Account
Subscribe to Email Nofifications Change your password or ernall
Logout

Business Licenses

Business License Registration

Check¥Your License STatls  ile—

How-To: Reguest/Rensw a Business License Online

15. After selecting Check Your Registration Status on the Dashboard page, a list of your

recent business registration orders will be displayed.

a) When the order has been processed, it will be in Completed status.

b) When your registration is available for download, a PDF link will appear next to the
registration number.



c) To see more detailed information on your order, click the order number.

My Business Registration Orders

Renewing a registration for your business? Find it below.

| OrderID  Submit Date Status Total Registration Mumber PDF  Business Name DBA Renew

= 114072012 Completed $6000 38 FiF

Do you have additional businesses not listed above that you are registering online for the first time?

Find your other business

16. While viewing the order details
a) You may click on Business Registration link to view the information you entered in the

registration form in addition to any approval status information that may be available after
the review process.

b) You may also view a printable invoice. This is the same invoice you should have received in
your email.

Order 44
Bill to: Payment:
Method: Check
Check received
Expected clear dafe:
11/07/2012
Products:
aty Product SKU Price Total
1x  Business Reghtration bsnslicense 56000 $60.00
|0 12741 - Business Registration

Subtotal: $60.00
— Total: $60.00

Custom Products:

The following products in this order have customizations described below.
Please click each link fo view more infarmation.

¢ Business Registration (SKU bsns

se) - Business Registration A ———

Order comments:
Date Status Message
11/07/2012 - Order created.
11/07/2012 Completed -

3| Click to open a window with a printal

e O windonw w ap able involce *———



