Business Renewal Instructions

Go to https://Icb.onlineservice.oregon.gov/webs/Icb/ and click on Business Licensee Portal.

You can manage your business license with the board online.

Business Licensee Portal

Click Activate now when the initial login screen pops up.
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New to this site? Activate now

Enter your email address on record with the LCB. If you do not know the email address on record with
the LCB, please call (503) 967-6291.

- - Enter your e-mail and we will send you a temporary password you can use
: ‘? i to activate your account. *
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A temporary password will be emailed to you. If you do not see the email in your inbox, please check your
junk email folder and be sure to mark the email as safe so you'll continue to receive emails from us.
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New to this site? Activate now


https://lcb.onlineservice.oregon.gov/webs/lcb/

Click on License Renewal which should show as “Available Now”.
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Click Start.
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Data fields marked

with * are required — you'll need to input data there to move through the screen.

If you have questions about the Board's laws and rules, visit: hitps://www.oregon.gov/lchipagesiindex.aspx
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License Renewal Invoices & Receipts
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If needed, update license status to inactive. Click Save and Continue.

Getting Started
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Update personal information as needed. Then click Save and Continue.
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Verify or update business owner/member/officer/partner information if needed by clicking edit. 1
don’t think they can do this through the portal, just percentages maybe. They should be directed
to the LCB before trying to make any changes to ownership. Then click Save and Continue.
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Verify or update the LCP listed for the business. Click edit to update or remove the current LCP. Click +
Add New to add a new LCP. Please note that a new Employment Verification form will be required if you add a
new LCP. Then click Save and Continue.
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Verify insurance information. If you have a new certificate, you can upload it by selecting Upload Files.
Then click Save and Continue.
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Verify bond information. If you have a new bond, you can upload it by selecting Upload Files. Then click
Save and Continue.
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Verify Workers’ Comp information. If you have a new workers’ comp certificate, you can upload it by
selecting Upload Files. Then click Save and Continue. If you wish to change status, you'll need to complete
the status change form by clicking on the link toward the bottom.
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Once the box under Signature is checked, you can proceed to renewal payment by clicking Save and
Continue.
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Enter payment details using Visa, MasterCard, Discover, or American Express then click Process

Payment.
If you wish to pay by check, click Pay by Check. This will generate an invoice for you to mail to the LCB with

your check. Please be sure to write your license number on the memo line of the check and include a copy of
the invoice to ensure the payment is applied correctly.

You will receive a message stating that your renewal has been submitted with the option to view and print

your receipt for payment.
If you selected the Pay by Check option, please print the invoice and mail your check to the LCB with a copy of

the invoice. Did you want to say this twice.

8 Payment
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Once your renewal has been approved by the Board, you will receive an email confirming your renewal. You
will then be able to log in to the self-service portal and print your wallet card and wall certificate.



