@ Home Page - PAC Portal X +

Incognito 6

CityOfSalem.net

If you have an eGov
account, use that
username and password pdix :
to login. (eGov = City of e ™ User Login

Salem Utility billing, Parks ¥ s Heamidie

& Rec, Center 50+)

Password

New users click here to register

Mota: Lsamame end pessword sm thaedme ss City of Salem

e e . > R . Forgot Username: Use your

e 3 First, Last name and email

address to retrieve your
Username

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

password

Search Payment Request Inspection Upload Documents:
Search for permits, licenses, and land use Pay for permite, licenzes, land use actions, or Request permitinspections. load doct t: i ',‘ ....duppbcaﬁom,
actions. transient occupancy tax.
Coming Soon! Make a Payment Coming Soon! Coming Soon!
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@ Register - PAC Portal

Enter unique Username,

fill in password and
personal information, /

then choose your security

questions & fill in security

answers and accept terms
to register

Register
Account Information

Username

This iz what ol eill uss to loginand can nat be
charged.

Pazeword

Email

Personal Information

FirgtRlame

FPhone Mumber
Security Question 1
Security Answerl
Security Question 2
Security Answer2
Security Question 3

Security Answer3

Paseword Confirm

Email Confirm

Last Mame

Phone Type

City of Salem

=

Incoghito e

CityOfSalem.met

Security questions will be
used to reset your
password when forgotten




Check your inbox of the
email you provided
during registration and
click the Verify email link

e to the Permit Spplicetion Center Partal - Message (HTML)

File bessage Help Q Tell me what you want to do

b Cs Eh‘ ules =
S lanore @l B | 51 51 53 Emesng Cirmcs ¥ To Manager 47 Sk F% & ?E 5% .0_ M)

A Tearn Email " Dione m OneMNaote
,%J'.ll’-lk‘ Delete Archeee Reply Reply Forward ttl hiore = € Reply 2 Delate 5 Creane New = Merse Aszign  Mark Categorize Follow | Translate Read
Al < EPY B §onreas e - F‘g-ﬂmions - Palicy = Unread - Up - - [} - Aloud
Delete Rerpond Cuick Stepy = Mowe Tags ] Editing Speech

Fri &/7/20194:25 PM
N noreply@citycfsalem.net
Welcome to the Permit Application Center Portal
JAME DOE

Hello g JAME DOE

Thank you for registeringto use the Permit Application CenterPortal, To complete registration please verify your emall address by cdicking the link below,
wierify Ernail

Thark You,
City of Salem
(503) 588-6156
PACPortal

'_x'l Thea birked image cannct ba
Sieleed T Ble e Lmerm B

City of Salem

Loom

Zoom



«¢>cCcn

Once email is verified
you will be redirected
to login page, login
with your Username
and password

@ Login - PAC Portal x +

8 httpsfegov.cityofsalemn.net/PACPortal/Account/Login?ReturnUrl=%2FPACPortal%2F TransientO ccupancyTax%2FReport%2F 1001405 or i L

Pohpps @ Test PAC Portal @ PAC Portal-Prod

Ty OF 2F P
AT ¥OUR SERVICE

CityOfSalem.net

Hoime

User Login

Username

Password

Mote: Usernarne and password are the sarme as City of Salem
Utility Billing and Parks & Recreation sites.

Login

Forgot Usernarme

Forgot Passwaord

City of Salem




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

m @ https://egov.cityofsalem.net/PACPortal/Account/FindPeopleRecord

ary oF 5 Dashboard

AT YOUR SERVICE

Processing Registration

E P~ @ d || @ Login - PAC Portal

You have now been registered for the PAC Portal, your account will be setup within 3 business days.
If you do not receive a response within 3 business days, please contact finance at finance@cityofsalem.net or (503) 123-4567.

Thank you for your patience,
City of Salem

ContactUs Terms

City of Salem

@ Processing Registration - P...

CityOfSa



This is optional
for TOT
reporting. This
button can be
used if you would
like to make one
payment for
multiple
locations once
reported

Actions

$

Make Payment

My Dashboard

Verify the TOT folder
number sent to you via
email, your property type
and the property details

Transient Occupancy Taxes

Number
\9 100805 TH

Type Details Report Year
Hotel Sample 20159
Transient Hotel

Occupancy

Tax

Previous Mext

ContactUs Terms

Balance Due Action

$718.20

Click Report button to view summary

of your TOT reporting, view and pay

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

@ 2015 City of Salem rev L.0.0-alpha.i

City of Salem



Transient Occupancy Taxes - 2019

9 100806 00 1T
Sample Shorl Term Renla

biznth

January

Fehruary

Barch

Aperil

My

Juirer

July

LATLATER|

Eeptinmber

Dctaher

December

Grcds Beat  Tronsieal Ooupandy Tae
S0.00
0,00
&0,00
G000
000
50000
Sd
L0060
G000
S00D0
5000

50000

City of Salem

Seatus

Comipleds

Completle

Cermgele

Cesimagtlata

Comiplads

Comipleds

fea Aepraad

LS ring

Lpenming

Upcoming

Upcoming

pEomming

Hetizn

'

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
guestions regarding your status
please contact the Salem Finance
Department at 503-588-6210.

Click Report button to do the
Reporting for the corresponding
month

On 15t of each month, the previous
month will be enabled to report
since TOT reporting is always for the
previous months rental activity




Enter Exemptions authorized under
SRC 37.060 a and SRC 37.060 ¢

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

Click Submit Schedule A/B form to
enter or attach Booking
Agent/Property Host information

Reporting for July 2019

1910080500 TH
Sample Hote|

Gross Rent

5 n.oo

30+ day stays, Federal Empleyee Exemptions
5 0,00
Other Exemptions (SRC 37.060.b, 37.060.d and 37.060.8)

S5 000

Raom Rents for which the TOT was collected by a third party (Booking

Agent]
5 n.oo

Actual Transient Oceupancy Tax Collected

5 n.oo

Mumber of Reems Unavailable
Mumber of Rooms Mot Sold

Submit Schedule AForm
schedule A Submitted or Mot Applicable

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 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



City of Salerm

Submitted!

The schedule A information has been sent to the City of Salem Finance Department. Please complete
reporting by closi is page and returning to the previous page.

@209 - City of Salem 1.5.2+5323464

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 Note : Below image is only a section of the TOT Reporting webpage
details and click Next (refer previous page-8)

Submit Schedule A Form
Schedule A Submitted or Not Applicable

/m Cancel
Click Next to continue

with the TOT Reporting

City of Salem



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

/

Confirm July Reporting

19100805 00 TH
Sample Hotel
Reported

30+ day stays, Federal Employee Exemptions

Other Exemptions {SRC 37.060.b, 37.060.d and
37.060.e)

Room Rents for which the TOT was collected by a
third party (Booking Agent)

Actual Transient Occupancy Tax Collected
Number of Rooms Unavailable

Number of Rooms Not Sold

alculated Taxes

Transient Occupancy Tax
The 5% cperator admin fee has been deducted from
the amountdue,

Emm

City of Salem

$100,000.00

$0.00

$0.00

$0.00

$0.00

$8,550.00

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

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)

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

10



Bill number for future reference

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

Bill Details
19 100805 00 TH

Description
Hotel Transient Occupancy Tax

Details
Sample Hotel

Date Generated

Verify

= Reporting month,

= Property Details,

= net TOT amount (the 5%
Operator admin fee already
deducted)

= the Penalty and Interest charges
(if applicable)

7/29/2019
Bill Number
959747
Fee Details
Description Amount
CJuly Transient Occupancy Tax S8,550.00
Total Fees $8,550.00
Total Paid -50.00
Total Balance Due $8,550.00

City of Salem

If all of the reported information are

correct, click Make Payment and

the webpage redirects you to bank

website

11
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AT YOUIR SERACE

City of Sale
e ePayments

Make a Payment
My Payrnent

City of Salem Permit Application Center
Anvount Due $2,550,00

MName JAME DOE
Street Address 1 23 ARC AVE
City, State Zip SALEM OR 97306
Permit or License Number 19 100305 00 TH

Permit or License Type Hotel Transient Occupancy Tax

Payment Information

Frequency Cne Time
Payment Ancunt $2,550,00
PaymentDate Pay Mow

Contac Infarrmation

First Mame J14ME
Last Mame [OE

Company (Optional)
Address 1 123 ARC AVE
Address 2 (Cptional)

City 5alEM
State OR hd

Zip Code 57306 [Zeptional)

Phone Number Spz0000000

Email Address jin0.doe@abe.com

Payrnent Methaod

Payment Method [Select v

Cance'

pewarad by
@hank. Customer Service Help

Privacy Palicy 4 Security

City of Salem

Verify
* Your name,
e 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,
e Address

* Phone number
* Email address

Choose either one of the Payment
methods

= Checking or Savings or

= Credit Card

12




Note : Below images are

Pavrment Method only a section of the Bank
Payment Method |Checking or Savings ¥ payment webpage (refer
previous page-12)
Bample Chech, 1215
123 Main 51.
Anylown, MO 133045 ORTE
PAY T THE
OROER OF H
o
If you chose — : -
Checking or Savings, SEEOR) CRESEE SR
i - aamtomn Eomtngonn £ gt |
fillin Bank Routing g Mmoo Mumbe ¥ ke

and account

numbers. If all the

entered details and Bank Routing Number 12345¢
Bill amount are

correct, click

Continue to make Re-enter Bank Account Mumber 12345573
payment

Personal Check | Business Check

Bank Account Mumber 2345572

Bank Account Type ® Checking Savings
This iz a business account

If you chose Credit

card, fill in card Payment Methad

numbers, expiration

date and security Payment Method Credit/Debit Card ¥
code. If all the

entered details and Card Number 1234567298760018

Bill amount are
correct, click

Continue to make card Security Code onp El
payment

Expiration Date 01 Y ozzz ¥

Card Billing Address & Usze my contact information address

Use a different address

[conis [0

City of Salem 13



Koises cPayments

Review Payment

Please raviaw the information below and select Confirm to process your payment. Select Back to return to the previous page to make changes to your

payment,
Payrnent Details

Description

Payment Amount
Payment Date

Mame

Street Address

City, State Zip

Permit or License Number

Pemiit or License Type

Payrment Method
Payer Hame
Card Number
Expiration Date
Card Type

Confirmation Email

Billing Addraszs

City of Salem Permit Application Center

www,cityofzalem.net
$8,550.00
07/30/2012

JAME DOE
123 ARC AVE

SALEM OR 97306
19 100803 00 TH

Hotel Transient Gccupancy Tax

JAHE DOE
*0018

Jan-2022
Wisa

jane.doe@abc.com

Address 123 ABC AVE

City
State
Zip Code

Contact Infarmation

SALEM
R
97306

First Name JAME

Last Name

DOE

Address 123 ABC AVE

City
State
Zip Code

Phone Mumber

SALEM

OR

ITVI06
S030000000

Email Address jane.doe@abc.com

o
o
&
=

powared by
[Ebhank.

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

& Security

14



Y OF City of Salem
Yorsam " ““Epayments

Confirmation number Confirmation

ou far making a payment on the City of Salermn Permit Application Center portal. Should the submitted pavyrment be rejected by vour bank or

returne to non-sufficient fundsz, it will be reversed and applicable fees will be charged.
Please keep a raco your Confi i rmber, ar print this page far your recards,
Confirmation NumberCCOSXPADD2057516 )
Payment Details Verify
DescHpton City of Salermn Permit Application Center " Payment Amount
www, cityofsalern. net L] Payment Date
Payment Amount $5,550.00 = Your Name
Payment Date 07/30/2019 = Address
Status PROCESSED = TOT Folder number
Name JAME DOE as Permit or License
Street Address 123 ARC AVE = Your property type as
City, State Zip SALEM OR 97206 Permit or License
Permit or License Number 15 100805 00 TH Type

Permit or License Type Hotel Transient Ocoupancy Tax

Payment Method
Payer Mame: JAME DOE
Card Number *0012

Card Type Viza

Confirmation Email jane.doe@abec.com

Keep a record of your Billing Address

Confirmation number Address 123 ABC AVE
for future reference City SALEM
and Click Return to State OF

PAC portal button to Zip Code 973206

navigate back to the
City of Salem PAC

portal website

powerad by
@hank . Custorner Service Help Privacy Policy 4 Security
City of Salem

15



) **ﬁ%”’\-f‘ Home

AT FOUR SERVICE

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

Payment Confirmation

Your payment has been received.

Return to Dashboard

City of Salem

CityOf3alem.net

16



File Message Help @ Tell me what you want to do
= A ir-cs > Tom
IS Ignore m : & v ~ 5 Meeting - o Wanager
Pl A :-) i :DI : %d BA Team Email " Dane
%Junk - Helete Archive aa ;ﬁly prwar ET:I tare - © Reply & Delete Create Mew ¥
Drelete Respond Quick Steps P

Tue 7/30/20159 4:25 P

City of Salem PAC E-Pay <epaynoreply@usbank.com:

Payment Confirmation for City of Salem Permit Application Center
1o JAHE DOE

*EE PLEASE DO MOT RESPOMDTO THIS EMAIL***

Thank youfor your payment,

This email is to confirm yvaur payment submitted onJul-30-2019 far City of Salem Permit Application Center,

Confirm ation Murmber: COSXPAI02057516
Fayment &mount: $8,550.00

Scheduled Payment Date: Jul-30-2013
Amount Due; $8,550.00

PayerMame: JAMHE DOE
Credit Card Mumber: *0018
Credit Card Type: W54
Anproval Code: M/

Werchant: City of Salem Permit &pplication Center
Website: www, cityofsalem . net

1

Fowve

-

EéF‘\ulesY

E] OneMote
F‘g.i\ctions'

Muowe

2B MR 22 A Q

Assign Mark Categorize Followe | Translate Fead Zoom
Policy = Unread - Up~ A b - Aloud
Tags N Editing Speech Zoom 4

Once payment is successfully
processed you will be sent a
confirmation email. Keep
this email as a record of your
payment

If you have questions about this payment or need assistance, please view the payment online at https:/fegovtest. cityof salem . net/PACPortal, or call Customer Service at (503)588-6256,

Thank youfor using the City of Salem Salem PAC electronic payment system.

115 BANCORP made thefollowingannatations

Electronic Privacy Motice, This e-mail, and any attachments, contains information that is, or may be, covered by electronic comrmunications privacy laws, and is also confidential and proprietary in nature, If
youare not theintended recipient, please be advisedthat youare legally prohibited from retaining, using, copying, distributing, or otherwise disclozingthiz inform ation in any manner. Instead, pleasze reply
tothe senderthat youhave receivedthis communicationin errar, and thenimmediately deleteit. Thank you in advancefor your cooperation,

City of Salem

17



Actions

Clicking on Return to
Dashboard button
brings you back to PAC
portal dashboard.
Verify balance due is
zero

Make Payment

My Dashboard

Click Report button to

Transient Occupancy Taxes e e n
your TOT folder

Number Type Details Report Year Balance Due Action

19100805 TH  Hotel Transient Occupancy Tax  Sample Hotel 2019
Previous Next

City of Salem 18



Transient Occupancy Taxes - 2019
19 100806 00 TT

Sample Short Term Rental
bignth Grcds Beat  Tronsieal Ooupandy Tae
Januwary 50,00
Fehruary 50,00
Harch 088
Aperil 0,00
ey 50,00
Juirer 50,00
July $8,550.00
Aurpusl 0,00
Loptember S0.00
Dcther S0.00
Hovember S0.00
December 000

City of Salem

Seatus

Complete

Complels

Cemplele

Cesmiilets

Completes

Comipleds

Completes

LS ring

Uipenming

Upcoming

Lipcoming

pEomming

Hetizn

Verify that the status for the
corresponding month is Complete
and click View Bill to button to verify
the bill

19




Click Back to navigate to
the Summary webpage

Bill Details
19100805 00 TH

Description
Hotel Transient Goocupancy Tax

Details
Sample Hotel

Date Generated
28,2018

Bill Number
969747

Payment Date
T/30/2019

Fee Details
Description
July Transient Occupancy Tax
Total Fees
Total Paid

Total Balance Due

City of Salem

Amount

$8,550.00

58,550,00

- §8,550,00

$0.00

Verify that total paid amount reflects
the amount you paid

20



Click here and click Logout to
complete TOT Reporting for the
month

CITY OF aé’r\_/' Dashboard CityOfSalem.net Hello, Jane, Doe v
(¢ 5 AT YOUR SERVICE

My Profile

Iransient Occupancy Taxes - 2019

19100805 00 TH
Sample Hotel

City of Salem 21



AT YOUR SERVICE

cmy oF 5 Home CityOfSalem.net

You may bookmark this link
for future login. Thank you
for reporting TOT and
making a payment

You have successfully signed out. X

User Login

Username
31 ¥R Ea s i 4 ®.3%8  Password
: B ('i-/o_-)\ - i
S, BT R e
| A ene SEms Saml 1
A " o T —r. ‘ } ' = Mote: Username and password are the same as City of Salem

Utility Billing and Parks & Recreation sites.

Forgot Username
Forgot Password

City of Salem 22



