TOT Instructions.
PLEASE DO NOT USE YOUR CELL PHONE -PLEASE USE YOUR COMPUTER

Payment can be made using pay.gov - link below — there is a 3% charge for this service. If
you will be paying by, check please mailitto 595 Harbor St. Morro Bay, Ca 93442. = &

Go to morrobayca.gov
There will be a box that comes up in the middle of the screen that looks like this — o

click on it. You will be directed to the Community Portal. If you need to make the font larger
look foryour magnifying glass on your computer and you can adjust the font by increasiné

the plus symbol. ™ Focus B - § +  100% Lf

If this is your first time using this portal, you will click the SIGN-UP link. If you already have
a username and password, click the red LOGIN box.
DO NOT USE your HdL password, it will not work.

If you are signing up for the first time you will see this screen:

City of Morro Bay
“¢ Permit Portal

Credentials = Contact Information = I
Emall Address 0/150 First Name 0/3%  Last Name orx
Password 0/20 Address orss
Confirm Password o/20 cny 0/5 Sme Zip 0f14

Home Phone Moblle Phone

PLEASE NOTE: The Contact Information section is what will populate later in the process.
Be as accurate as possible here to save yourself time later!

Every field MUST be filled out foryou to “Register”. After you click Register you will receive
an email letting you know you can use the portal.

In order to activate your account, please click the link in the email.
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Once you are logged in, you will see this screen:

£ City of Morro Bay
Community Portal L

MY BUSINESS LICENSES MY PERMITS MY TOT INCOMPLETE SUBMITTALS

Every month you will enter your TOT by clicking new submittal.

You will click on Transient Occupancy Tax.

City of Morro Bay '
ﬁ! Communjty Portal -+ New Submittal

Application Types

Cat g Categories b4 TRANSIENT OCCUPANCY TAX
ategories

. Submittals
Case Categories

| Transient

BUSINESS TRANSIENT BB PERMITTING | = OccupancyTax

LICENSING - OCCUPANCY TAX

Clicking the second TOT box will prompt a pop-up window with information regarding filing
your TOT return. Close the window to move forward. Now you will be able to click the red
“New Submittal” button

Submittals

E Transient
Occupancy Tax

Throughout the form you will see a red circle Submittals: Transient Occupancy Tax
with “i “ Thisicon contains helpful
information and links to help you through the @ Mair &

process.
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Screen 1 -

Submittal Description: TOT Month Year Address
Example: TOT March 2025-595 Harbor St

Location: Address of the Rental
-You will have an opportunity in the following screens to enter property managementinfo.

-+ New Submittal

, City of Morro Bay

Yy Community Portal

Submittal Description 30/80
TOT March 2025 - 595 Harbor St +
Location 43/100 =

595 Harbor St, Morro Bay, California, 93442

;lv‘/
Click NEXT in the bottom right corner to move on to the next screen.
Screen 2 - Here you willfillin all the fields.
Business Information Business Name should be the address of the
Business/Property Name as it appears on the Business License . .
o rental or the name printed on the Business
595 Harbor St Llcense.

Business License Number printed on the
Business License Number o

business license.

Text

BL25-8888

Property Management Company (if

Property Management Company

Comment applicable)
Morro Bay Rental Management
Address of rental Ad d ress Of R E NTAL
cnmmi:“arbm st
Property Type:
RENID et rie 1.Short Term Vacation Rental
Select Value
Short Term Rental 2- RV/MOblle Home Pa rk

3. Hotel/Motel
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Remittance Information
Reporting Month

Select Value

Reporting Year
Select Value

Aggregate Number of rooms RENTED during the period o

Number

Aggregate number of rooms AVAILABLE during reporting period: o

Number

Taxable Rents Paid for Lodging o

Currency

Permanent Resident Deduction )

Currency

Government Exemption Deduction o

Currency

Use the pull-down menu to select the reporting
month and the reporting year.

**Reporting month should be the month of the stays

Ex: if you collected money in March, you will be filing
in April. The REPORTING MONTH will be March

Number of rooms rented will be calculated
based on the actual nights you’ve rented 1
room throughout the month.

Ex: If yourent 1 room/unit, and it was rented
20 nights in the month, your number of rooms
rented would be 20.

Number of rooms available will follow the
same formula. The number of actual
rooms/units times the number of days in the
month.

Ex: If you have 1 room/unit, your aggregate
number of rooms available would be 31 (in
March/ 30 April/ etc).

Taxable Rents is the total number of rent to file and pay TOT tax against. For information on

what qualifies as taxable, see this page: https://www.morrobayca.gov/1069/Transient-

Occupancy-Tax

The Permanent Resident and Government exemptions are deductions that reduce your

taxable income. These two exemptions MUST be accompanied by the exemption forms

found here:

https://www.morrobayca.gov/DocumentCenter/View/20104/Long-Term-Exemption-Form

https://www.morrobayca.qgov/DocumentCenter/View/20105/Government-Exemption-Form

Click Next to move forward.
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Screen 3 -

This screen wants the data for who is filling out the return. e

You can click “Use my Info” to populate the contact [ usemynio |
information from when the account was created. s

Otherwise, pleasefillout the name, phone, and emailata ™ e
minimum. oo e
Screen 4 — e L o

This is the area to upload your exemption forms if you

Phone

have them. If you have no exemptions, go ahead and click =
Next to move on. - s

Comment 072000

aaaaa

Screen 5 -This screen will show all $0.00. Scroll down and click SUBMIT in the bottom right
corner.

You must accept the “terms and conditions” to move to the next screen.
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On theright of this screen under EEES you will see your total.

5 ity T ay
&=y City of Morro Bay + Mew Submittal

Community Portal

choose action v

Transient Dceupancy Tax
TOT Test1

Closed

Crested: 03/18/2025

@ 100 MAIN ST, Morro Bay, CA, 93442

City of Morro Bay
& Community Portal

Transient Oceupancy Tax

FORALL PAYMENTS, PLEASE REFERENCE THE
TOT25-XXX NUMBER IN THE TOP LEFT OF THE SCREEN!

TS To make a TOT payment, please remit check to:

Closed

Created: 03/18/2025

® 100 MAIN ST, Morro Bay, CA, 93442 City Of Morro Bay
595 Harbor St

Morro Bay, CA 93442

You may pay by credit card by using this link:

https://pay.paygov.us/End User/PaymentAgency.aspx?ttid=23801
Please note that there is a 3% charge to use this service.

For questions aboutyour license or permit, please contact the Planning/Permitting
Department at: (805) 772-6261 or Business Licensing/TOT at: (805) 771-7006.

THANKYOU!
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