
New users click here to register

If you have an eGov 
account, use that 

username and password 
to login.  (eGov = City of 

Salem Utility billing, Parks 
& Rec, Center 50+)

Forgot Username: Use your 
First, Last name and email 
address  to retrieve   your  

Username

Forgot Password:  Use your 
Username and security 
questions to reset your 

password
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Enter unique Username, 
fill in password and 

personal information, 
then choose your security 
questions & fill in security  
answers and accept terms 

to register

Security questions will be 
used to reset your 

password when forgotten
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Check your inbox of the  
email you provided 

during registration and 
click the Verify email link 
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Once email is verified 
you will be redirected 

to login page, login 
with your Username 

and password
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If your account could 
not be linked 

automatically,  it will 
be processed within 
3 business days. You 

will receive a 
confirmation email 
from City of Salem 
once your account 

has been linked
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City of Salem

Verify the TOT folder 
number sent to you via 

email, your property type 
and the property details

This is optional 
for TOT 

reporting.  This 
button can be 

used if you would 
like to make one 

payment for 
multiple 

locations once 
reported

Click Report button to view summary 
of your TOT reporting, view and pay 

TOT Tax, Penalty and interest charges 
as applicable (month wise)
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City of Salem

Click Report button to do the 
Reporting for the corresponding 

month

January to June 2019 have been 
marked as completed in this new 
system regardless of your actual 

status. If you have a balance due or 
questions regarding your status 

please contact the Salem Finance 
Department at 503-588-6210.

On 1st of each month, the previous 
month will be enabled  to report 
since TOT reporting  is always  for the 
previous months rental activity 
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City of Salem

Enter the gross rent received from occupancy in 
temporary lodging for the month. Gross lodging 

receipts are all amounts received other than 
taxes that are paid

by a person for occupancy of transient lodging in 
Salem. This includes any amount paid for the 

sale, service, or furnishing of transient lodging 

Enter Other Exemptions (SRC 
37.060.b, 37.060.d and 37.060.e)

Enter  the actual total TOT tax 
collected 

Enter  Exemptions authorized under 
SRC 37.060 a and SRC 37.060  c

Enter the Gross rents for which tax 
has been collected and remitted to 

the City of Salem on Operator's 
behalf

Enter Rooms not available  
(ex: rooms that were 

a. occupied by managers, 
b. not charged for promotional 

purposes (gratis), c. rooms occupied 
by family and friends at no charge,  d. 

room that are out of service due to 
remodeling, repairs, etc 

Enter the total empty unit nights for 
that month. For example, if you had 
a total 1,000 room nights, and you 

know you sold 543 room nights and 
had 2 room nights unavailable, then 
the number of room nights not sold 

would be 455

Click Submit Schedule  A/B form  to 
enter or attach Booking 

Agent/Property Host information
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City of Salem

You may close this webpage and  
navigate back to TOT Reporting 

webpage
In the TOT Reporting 

page, select  the 
Schedule A Submitted or 
Not Applicable once you 

have submitted the 
details and click  Next

Click  Next to continue 
with the TOT Reporting

Note : Below image is only a section of the TOT Reporting webpage 
(refer previous page-8)
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City of Salem

Verify  
• Reporting moth
• Your property name
• Al the information you have 

entered in previous webpage  
(Rent, exemptions, actual TOT 
collected, number of rooms 
unavailable 

• Number of rooms not sold

Verify the net TOT amount (the 5% 
Operator admin fee is deducted 

already). Incase of late reporting/ 
payment, this section would show the 
Penalty and Interest charges also  as 

applicable

If all the reported information are 
correct, click Confirm to submit your 

reporting. This  is the official 
commitment of TOT Reporting 

Click Back button to go back to 
previous screen and make changes  as 

needed

In the given sample bill,   9% of 
$100,000 is $9000 minus $450 ( 5% of 
$9000for Operator Admin fee)  which 
equals  to $8550 (net TOT tax as bill 

amount)
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City of Salem

Verify 
▪ Reporting month, 
▪ Property Details, 
▪ net TOT amount (the 5% 

Operator admin fee already 
deducted) 

▪ the Penalty and Interest charges 
(if  applicable)

If all of the reported information are 
correct, click Make Payment and 

the webpage redirects you to bank 
website

Click Back button to go back to 
previous screen and make changes 

as needed

Bill number for future reference
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Jane Doe

City of Salem

Verify  
• Your name, 
• Address
• Folder Name 
• TOT Folder number as Permit or 

License Number
• Your property type as Permit or 

License Type
• Total amount billed 

Verify  
• Your name, 
• Address
• Phone number
• Email address

Choose either one of the Payment 
methods
▪ Checking or Savings or 
▪ Credit Card
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City of Salem

If  you chose 
Checking or Savings, 
fill in Bank Routing 
and account 
numbers. If  all the 
entered  details  and  
Bill amount are 
correct, click 
Continue to make 
payment

If  you chose Credit 
card , fill in card 
numbers, expiration 
date and security 
code. If all the 
entered  details and 
Bill amount are 
correct, click 
Continue to make 
payment

Note : Below images are 
only a section of the Bank 
payment webpage (refer 
previous page-12)
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City of Salem

Verify  
• Your name, 
• Address
• TOT Folder number as Permit 

or License
• Your property type as Permit 

or License Type

Verify  
• Your name, 
• Last 4 of  your credit card
• Card  type
• Email address

Verify  your Billing address and 
the contact information 
associated with the Billing 
address of the credit card
Your name
Address
Phone number
Email address 
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City of Salem

Verify 
▪ Payment Amount 
▪ Payment Date
▪ Your Name
▪ Address 
▪ TOT Folder number 

as Permit or License
▪ Your property type as 

Permit or License 
Type

Confirmation number

Keep a record of your 
Confirmation number 
for future reference 
and Click Return to 
PAC portal button to 
navigate  back to the 
City of Salem PAC 
portal website 
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City of Salem

Clicking Return to PAC 
portal in the  bank 
payment website brings 
you here. Click on  
Return to Dashboard 
button 
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City of Salem

Once payment is successfully 
processed you will be sent a 

confirmation email.  Keep 
this email as a record of your 

payment
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City of Salem

Clicking on  Return to 
Dashboard button 

brings  you back to PAC 
portal dashboard. 

Verify  balance due is 
zero 

Click Report button to 
verify  whether the 

payment is reflected in 
your TOT folder 
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City of Salem

Verify that the status for the 
corresponding month is Complete 

and click View Bill to button to verify 
the bill 
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City of Salem

Verify  that total paid amount reflects  
the amount you paid 

Click Back to navigate to 
the Summary webpage 
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City of Salem

Jane, Doe

Click here and click Logout to 
complete TOT Reporting for the 

month
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City of Salem

You may bookmark this link 
for future login. Thank you 

for reporting TOT and 
making a payment 
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