
Registering a Business Online

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

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

 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).
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 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.

 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.

 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.
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 10. Checkout if you are only registering one business.

 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.
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 12. Review your order. Your order is NOT YET SUBMITTED. Once you have verified that 
the information is correct, click the Submit order button.

 13. Your order will now be submitted. 
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 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.

 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.
 c) 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.

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

 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.
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