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Introduction

Welcome the ND Gateway! The ND Gateway is North Dakota’s public sector portal for citizens and businesses
to access a growing array of services from the state.

As a business, this User Guide explains how to register your business on the ND Gateway step by step. In
addition, you will also find instructions how to invite your employees to create their business account on the
ND Gateway and manage your employee’s access and privileges within the gateway under your business.

You’ll find the guide is written with clear instructions, helpful images and tips to make learning the business
registration process easy!
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Overview of Roles

Customer Business
Provides the ability for a Business to act on behalf of itself within the Gateway.
Business Contact Admin Business Contact

Allocated to the user who submits Allocated on approval of the Business
the Business Registration Form. Contact Registration Form.

ROLE TYPE
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e Submit requests on behalf of the e Submit requests on behalf of the
business business

* Edit and amend business * View business information
information

e Edit and amend roles, i.e., approve (*Business Contacts can be elevated to
business contacts, elevate business Business Contact Admins by the existing
contacts, approve business partners Business Contact Admin)

ROLE OVERVIEW




Step 1a: Business Registration — Signing Up

Step 1a: Go to the ND Gateway
Portal website NDGateway.nd.gov

Step 1b: Click Sign up in the top CATID e oomesseumrony  ovsness st g .
right-hand corner of the Public ND SR = . _—
Gateway Portal.

Unleash the power of North Dakota
, D

Popular Services

Business Checklist Starting a Business Business Interest

View all services




Step 1b: Business Registration

When accessing the website, you
will be asked to log in or create an
account with North Dakota Login
(ND Login) as a Constituent or as a
Business.

NOTE: If you have signed up your
business for other State of North
Dakota services (e.g., SPACES,
Secretary of State Business "First
Stop, etc.) your business may
already have an ND Login
username. You can use that ND
Login to access the Gateway
application. If you've forgotten your
ND Login username or password,
you can reset them on the ND login
page that opens.

If you already have an account with
ND Gateway as a Constituent, you
will need to create a new account
for Business.

Step 1c: Click As a Business to be
directed to ND Login.

North Dakota
ogin

Log in or create an account with
MNorth Dakota Login.

As a consfituent

If you've forgotten your ND Login usemame
or password, you can reset them on the ND
Login page that opens.

[f you want to log in a5 a business, use your
company email address to create a new ND
Login account to ensure proper access to

the MD Gateway as a business user.

If you have signed up for other State of Horth
Dakola services (e.g.. SPACES, Secrelary of
State Business “First Stop”, etc.) you may already
have an ND Login usemame.




Step 1c: Business Registration - Logging in to ND Gateway Portal

North Dakota
login

Sign in
Don't have a North Dakota Login?
Create an account.

User ID

Forgot user [D?

Password

°|

Forgat password?

Update your account,

Step 1c. If you have signed up

for other State of North Dakota
services and not engaged with

the ND Gateway Portal before,
enter the following:

*  YourUserlID

*  Your Password

*  Click Sign In

North Dakota
login

Sign in

Don't have a North Dakota Login?

User ID

Forgot user ID?

Password
Forgot password?

Update your account,

Step 1c. If you don’t have an
ND Login account, click Create
an account. You will be
redirected to the Create your
account page, where you will
be prompted to eenter the
following:

North Dakota

ogm
Create your account
* = Reguired
Account information
First name *
Last name *

User ID *

Password *

Account Information

* Your First Name
* Your Last Name

* Your User ID

* Your Password

Account recovery

Email *

An activation code will be sent to this email address. Use the activation
code to complete setup for email recovery option.

Cell phone

\de will be sent to this cell phone. Use the activation code
up for cell phone recovery option.
and data rates may apply.

Security questions

Question 1*

@ B dlicking "Create account” you agree to the
Terms of Use

Account recovery
* Your Email
* Your Cell phone
* Answer Security
questions
* Click Create account




Step 2: Business Registration - First time logged-in Landing Page

When accessing the ND Gateway
Portal for Business Users for the

first time, you will be directed to
the registration landing page.

NOTE: The registration page is
accessible until the business is
registered as “A new business” OR
an employee is approved “As a
business contact”

Step 2.1 : Click A new business
option to be directed to the
Business Registration form.

NOTE: The person who registers the
business for the first time will
automatically be deemed as the
Business Contact Administrator for
the Business Account. Make sure
the correct designee for the
business registers the account.

Register a Business in ND Gateway

Designate one person from the business who will serve as the
Owner of the ND Gateway business account.

1. Choose the "new business™ option to register for your
business.

2, Complete the Business Registration form with key details about
the business.

3. Save the Business Registration Code to invite employees to

register as a business contact.

Register

| want to register...

As a business contact




Step 3: Business Registration - Form Landing Page

Review the form landing page to
check what is needed to complete
the Business Registration form.

Step 3.1 : Click Get started to be
directed to the Business
Registration form.

Home » Business registration form

Business registration form

This form is used to create a business account on the ND Gateway. It captures key details about your business, creates the account, and provides a business
registration code that can be used to invite employees as business contacts in the future.

This form will ask you a series of questions about the business you are registering.
This takes about
) ) 3 3 | i 7+ mins
Mote: By completing this form, you certify that you are the sole owner, an authorized

representative. hold a controlling interest in, or have been duly authorized to represent and speak

on behalf of the ownership group of the business for which you are creating an account.

What you will need

* Legal business name

s Business address, physical and mailing

s Date of business incorporation (if applicable)

» Employer Identification Mumber (EIN) or your Social Security Mumber (SSN)
» Business structure

Can | save my progress?

WO - this information is required to complete the business account registration process. If you are
nat ready to complete the form, cancel the business account setup process and come back to the
WD Gateway to create a business account when you have all the required details.

| Get started =»




Step 4: Business Registration - Complete Registration Form (1/3)

Step 4: Complete the Business Registration form. e
1. Confirm that your First name, Last name and Email address is pre-filled and Blu:':eisfg':tr:w" form
correct.
Note: These fields are populated based on what you entered for your ND e cenetmemeten
Login Profile. If any of these fields appear inaccurate, you will need to change | . |
this information by editing your profile once you are registered. * Last name
2. Enter information in the Business information section. [ e |
«  Business name (required) mmr—— |
*  Legal entity name (required)
*  Doing business as (DBA) name Business information
. Date of incorporation " Business name

*  Business structure (required)
*  Industry (required) | |
NOTE: If you are unsure of your industry classification, you may select Doing business a2 (08A) name ©
I’m not sure | |
*  Please select the NAICS Code that best describes your business e @
(required)
NOTE: This field will appear when there is an Industry selected (unless | [-]
“I’'m not sure” is selected) | Indusry © 8
*  Business identification number e seeston e ©
*  Tax ID number type | |
NOTE: This field will be read-only and populated based on what you Tex 0 umber e ©
enter for Business structure (unless “Other” is selected) o s

Tax ID number

. Tax ID number |

| ¥rvYmmoD | =|
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Step 4: Business Registration - Complete Registration Form (2/3)

Step 4: Complete the Business Registration form (continued).

3. Enter the business physical address information
*  Street address (required)
*  Apt/Suite/Other
e City (required)
*  State (required)
*  ZIP code (required)
4. Click Validate physical address
5. Review address information in the Confirm Address window and select
Accept address button.
Note: If the Address Validation is unsuccessful, select Cancel to revise the
address information and re-validate. If validation is still unsuccessful after
another attempt, the user will be able to move forward with an unvalidated
address by clicking the Use my address button.
6. Confirm: Is your physical address the same as your mailing address?
(required)
Note: When selecting No, Mailing address section will appear, repeat the
same validation process as physical address
*  Street address (required)
*  Apt/Suite/Other
e  City (required)
*  State (required)
*  ZIP code (required)

Physical address

" Street address @

Apt/Suite/Other

" Is your physicsl address the same as your mailing address?
O Yes

O No

Mailing address

" Mailing address

Apt/Suite/Other

Confirm personal address

You entered: USPS Format:

00 E Boubevard d A &00 E BOULEVARD AVE
Bismarck, ND 58505 BISMARCK, ND 58505-0601

11




Step 4: Business Registration - Complete Registration Form (3/3)

Step 4: Complete the Business Registration form (continued).

Correspondence information

" Business phone

7. Enter the Correspondence information | |
*  Business phone (required) i |
*  Phone extension
*  Business email (required) | '
8. Enter the Additional information [
. Minority ownership status Minoity ownareip st
*  Rural-based status | B

Rural besed status

*  Woman ownership status | []

*  Veteran ownership status e a
e Tribal affiliation status DU
9. Review contact registration information 'MW -
. Business Registration Code | []
Note: This field will be read-only and populated with a random 8-digit
alphanumeric code that will be used for Business Contacts and Partner gt
Businesses to request a relationship. cuson
10. Review Business Ownership Attestation Statement. _ -
. Review the attestation statement and check, “I acknowledge | am Bow::m:mmtw

compliant with the Business Ownership Attestation Statement.” R o e e, o eprenteie s  orralingrare n o e e ly ahared < epresent oo sk

an behalf of the awnership group of the business far which | am creating an aceount.

11. CIick the Reglster button X Al of the information provided regarding th hip and operstion of the business is true, accurate, and complete.

« I have the necessary legal authority to represent the business and to bind the business in all relsted actions ta be conducted on the ND Gateway.

Contact registration information

« All the information provided during the sccount registration process is aceurate and complete.

* |sgree to comply with the ND Gatewsy Terms of Use and Privacy Paiicy.

* lunderstand that providing false information may result in sccount termination, account suspension, legal action, and other consequences as
applicable.

* | scknowledge thet my sccount usage may be monitored to snsure compliance with these terms.

| ecknowledge | am compliant with the Business Ownership Atteststion Stetement. *

[

1Z



Step 5: Business Attestation

The Business Account Attestation will need to be accepted prior to creating a
Business Account on the ND Gateway.

Business Ownership Attestation Statement:

By creating this account, | confirm that:

| am at least 18 years old.

| certify that | am the sole owner, an authorized representative, hold a controlling interest in, or have been duly
authorized to represent and speak on behalf of the ownership group of the business for which | am creating an
account.

All of tlhe information provided regarding the ownership and operation of the business is true, accurate, and
complete.

| have the necessary legal authority to represent the business and to bind the business in all related actions to be
conducted on the ND Gateway

All the information provided during the account registration process is accurate and complete.
| agree to comply with the ND Gateway Terms of Use and Privacy Policy.

| understand that providing false information may result in account termination, account suspension, legal action,
and other consequences as applicable

| acknowledge that my account usage may be monitored to ensure compliance with these terms.

13



Step 5: Confirmation of Submission

Step 5: Receiving confirmation of
submission of your Business
Registration.

Upon submission of your Business
Registration form, you will be
redirected to the confirmation of
submission page.

You will now be able to return to
log in and access your business
profile, with the role of Business
Contact Admin.

Thank you for your submission!

You will receive an email confirmation confirming your business account creation.

Return to log in

14



Step 6: Welcome Email

Step 6: You will receive an email
notification of successful business
registration.

Note: Subject line will read: N D
Welcome to the ND Gateway! Your

Business Account Has Been G AT EWAY

Successfully Created.

Contained in this email is a record
of your unique Business

. . D And

Registration Code that should be car Andre,

provided to your employees to Welcome to ND Gateway! We are excited to inform you that the business account for Andre Customer has been

establish a Business Contact successfully created.

account_for your business. In addition, your role as the Business Contact Administrator for Andre Customer business account has been
established.

Only the Business Administrator The unique Business Registration Code for t is: PPiKwl7w. You will need to provide this code to your employees or any

will receive this confirmation email. future business partners you wish to have associated with Andre Customer business account in the ND Gateway.

Please retain this email for your records. This Business Registration Code can also be found by navigating to your
business profile page.

Privacy _policy

15



Step 1: Edit Business Information - My Dashboard

Step 1a: Log in to the ND Gateway
Portal.

Step 1b. Click My Dashboard on
the top right of the screen.

ND
GATEWAY

Services  Knowledge Library  Business  State Agencies

of North Dakota
o

Popular Services

Business Checklist Starting a Business
Your guide to starfing a new business in North Starling a new business in Norlh Dakola?
Dakola Complete this form 1o get more information

about developing your business.

View all services

My Dashboard | @)+

16




Step 2: Edit Business Information - Navigate to the Business Profile

Step 2: Select your company to be
directed to the Business Profile

page.

Note: As a Business User your
profile will display your personal
business user data as well as the
ability to see details about your
business / company.

As the Business Contact
Administrator from this page you
can:

* Access your business profile

* View the names of businesses
you are a customer of

* Establish a Business
Partnership

* View Cases or service records
you or your employees have
created

Home » My Dashboard

June 12, 2025
Welcome Back

My company

6 Donut Shop &
742 Evergreen Terrace, Springfield, OH, 43001

Homer Simpson

Edit my profile

Personal information

Name My business partnerships

Homer Simpson

Role Businesses | am a customer of

Business Admin You are not a customer to any partners.

Title
Businesses | am a partner of
You do not have any partner associations.
Contact details P -
Click fields to edit i\ Associate to business as a partner /]

Mobile phone

My Cases View all cases >
Business phone
Email You do not have any submitted cases.

businesscustomer}8@gmail.com

Business email
hsds@gmail.com

17




Step 3a: Edit Business Information

Business Contact Admins can edit
information pertaining to their @
business by navigating to their Donut Shop
Business Profile and clicking the
pencil icon in the top-right corner. PR
Business information
D;mr. Shop HSéRS et or. HIOWSr;D'.on Donus Shop I‘XQS-CO-OI
Cnrum‘.en ".:- Aﬂ:mdl' sion and Food I":.QJZCICI'zrtr:
vasent780 D8
Correspondence Information
Hormer Senpton 722 Evergreen Terrsce Soringhed or
2ot s 2262623890
h:d-.@gm Loom
Addrtional information
Business Records = Comacts
Contacts (2)
Name A Business Email Business phone
Cases 10
Domez Shop buzinezzcurtomer08 @ emeil.com
kems received I0)
Penelope Pitstop Doz Shep busineszcoractl608 Bemal com
Child busineszes (0}
> Rows1-20f2

15



Step 3b: View Business Profile Details

Note: As the Business
Administrator you can edit details
. . Donut Shop
about the business and its e T e
contacts/employees.
Business Details
As the Business Contact Susmess iformation
Administrator from this page, you - R
Donut Shap HEDS Hemer Smpeson Donwt Shop 2025-0a-01
can: R . R e
Carparatian 72 - Accommadation and Food TI2Z20 - Caterers
Seryioms
* View your business information el -
* View your contacts and edit
. Comrespondence Information
their role or access R R .
e View Cases or service records e T E—— . -
you or your employees have o v T
Created heds @i, com
* View approved Licenses and Aol iformation
Permit applications e o — —
* View child businesses if you are
. Mo
a parent company with
subordinate entries *feature
Business Records -
not turned on = Comacts
Comtacts {2]
. Mam= ~ Business Email Business phone
step 3: Click the pencil icon to edit . Homer Simpson Donut Shop businessousiomerl6Email.com
o 5 . . Penelope Pilsiog Denut Shop businessoantact 2608 Bemsilcom
the Business Profile. Chid buinesces 0
|_||_| Rows1-2of2

15



Note: As the Business
Administrator you can edit details
about the business and its
contacts/employees.

As the Business Contact
Administrator from this page, you
can:

* Edit your business information
* Upload a Trademark for your
business

Step 4: Click the Save button
commit your edits to the Business
Profile.

Step 4: Edit Business Profile Details

~__ Escovar Geriatric Cente

12741 MIRAMAR PEOWY STE 104, MIRAMAS, FL. 33027-2504 &

Escovar Geriatric Center

Primary contact
* First name.
[ |

* Last name

| Tester |

* Ernail
| g dsiries_Si@ickud.com I |

Business information

* Mame=

[ Escavar Geratric Canter |

* Legal entity name
| Geriatric Canter LG |

Phiysicel address

" Sereet

12741 MIRAMAR PHWY
STE 104

" City

| MIRAMAR

" State / Pravince

|FL

*Zip / Pastal code

| 30072904

Is vaur physical address the :ame a5 vour maiing address?

Correspondence information

* Business phone

| 2543625550

Businass phone stersion

Doing busiress as (DEA) nams=

| Doctar Office |

Date of ncorporation
| 1s7z0ms | = |

* Business structure

|I."u:cLa:\ By Comparry [LLC) | . |

Industry

| E2 - Haalth Cara and Social Assistanca | . |

* Ernail

| wellness@gmail.com

Additional Information

Minority ownership status

Industry MAICS |rlc. | . |
|n1'|'|.:~s.o-:.~.|Pm-:;nns. | . |
Business i demtification number Rurzl bosed stotus
[ sararrin | |ch | i |
Tou ID type Wiomen cwnership status
|E"‘ || |rlc. ||
Tox ID
| R | Veteran cwnership status

| Ho

Registraticn Code
| TmECHUS |

Trademark

Tribal affiligtion status

| Ho

20




Step 1a: Business Contact Registration

Step 1a: Log in to ND Gateway
Portal website NDGateway.nd.gov

Step 1b: Click Log In or Sign up in
the top right-hand corner of the
Public ND Gateway Portal.

ND . ; . .
Services  Knowledge Library ~ Business  State Agencies Search.. Q Login
GATEWAY =

Unleash the power of North Dakota
, D

Popular Services

Business Checklist Starting a Business Business Interest

View all services

Z1



Step 1b: Log in to ND Gateway Portal

When accessing the website, you
will be asked to log in or create an
account with North Dakota Login
(ND Login) as a Constituent or as a
Business.

NOTE: If you have signed up for
other State of North Dakota
services (e.g., SPACES, Secretary of
State Business "First Stop, etc.) you
may already have an ND Login
username. You can use your ND
Login to access the Gateway
application. If you've forgotten your
ND Login username or password,
you can reset them on the ND login
page that opens.

If you already have an account with
ND Gateway Portal as a
Constituent, you will need to create
a new account for Business.

Step 1c: Click As a business to be
directed to ND Login.

North Dakota
ogin

Log in or create an account with
MNorth Dakota Login.

As a consfituent

If you've forgotten your ND Login usemame
or password, you can reset them on the ND
Login page that opens.

[f you want to log in a5 a business, use your
company email address to create a new ND
Login account to ensure proper access to

the MD Gateway as a business user.

If you have signed up for other State of Horth
Dakola services (e.g.. SPACES, Secrelary of
State Business “First Stop”, etc.) you may already
have an ND Login usemame.

P




Step 1c: Log in to ND Gateway Portal

North Dakota
login

Sign in
Don't have a North Dakota Login?
Create an account.

User ID

Forgot user [D?

Password

°|

Forgat password?

Update your account,

Step 1c. If you have signed up
for other State of North Dakota
services and have not engaged
with the ND Gateway Portal
before, enter the following:

*  YourUserID

*  Your Password

*  Click Sign In

North Dakota
login

Sign in

Don't have a North Dakota Login?

User ID

Forgot user ID?

Password
Forgot password?

Update your account,

Step 1c. If you don’t have an
ND Login account, click Create
an account. You will be
redirected to the Create your
account page, where you will
be prompted to eenter the
following:

North Dakota

ogm
Create your account
* = Reguired
Account information
First name *
Last name *

User ID *

Password *

Account Information

* Your First Name
* Your Last Name

* Your User ID

* Your Password

Account recovery

Email *

An activation code will be sent to this email address. Use the activation
code to complete setup for email recovery option.

Cell phone

\de will be sent to this cell phone. Use the activation code
up for cell phone recovery option.
and data rates may apply.

Security questions

Question 1*

@ B dlicking "Create account” you agree to the
Terms of Use

Account recovery
* Your Email
* Your Cell phone
* Answer Security
questions

* Click Create account

23




Step 2: First time logged-in Landing Page

When accessing the ND Gateway
Portal for Business, you will be
directed to a landing page when
you first log in to the portal.

NOTE: You will only be allowed to
access this page until the account is
registered either as A new business

Register a Business in ND Gateway Register
OR As a business contact

Designate one person from the business who will serve as the | want to register...
Owner of the ND Gateway business account.

1. Choose the "new business" option to register for your T L

Step 2: Click As a business contact bisies
to be directed to the form la nding 2. Complete the Business Registration form with key details about ‘ As a business contact I

page for Business Contact the business,
Registration 3. 5ave the Business Registration Code to invite employees to

register as a business contact.

24



Step 3: Form Landing Page

Review the form landing page to
check what is needed to complete
the Business Contact Registration
form.

Step 3: Click Get started to be
directed to the Business Contact
Registration form.

Home » Business contact registration form

Business contact registration form

This form is used to create a Business Contact Account to associate the user as an employee business contact to a business account. The registration
request will be sent to the business account owner for approval. If approved, you will get an email noting your association with the business account.

What you will need
This takes about
* Business email address

s Business Registration Code | @ 2+ mins

Can | save my progress?

MO - but don't worry! You will only need to provide basic contact information and the Business
Registration Code for the business account you are requesting to be a contact.

| Get started =

PAS)




Step 4: Business Contact Registration Form

Step 5: Complete the Business Contact
Registration form.

Home ¥ Business contact registration form

1. Confirm that your First name, Last name, _ _ .
Business contact registration form

and Email address are pre-filled and correct.
* Indicates required fields
Note: These fields are populated based on what
you entered for your ND Login Profile. If any of * First name

these fields appear inaccurate, you will need to \ Penelope |
change this information by editing your profile.

* Last name

2. Enter the Business Registration Code provided | Pitstop |
to you by the Business Contact Admin.

* Email address

Note: The Business Registration Code is created | businesscontaci2608@gmail com |
when the Business Registration Form is
completed. This information can be found by the
Business Contact Admin by navigating to the
Business Profile or in the notification generated
following successful registration of the Business.

* Business Registration Code @

@ | agree to the Privacy Policy *

3. Review and agree to the Privacy Policy.

4. Click the Submit button. Q

26




Step 5: Confirmation of Submission

Step 5: Submission of your
Business Contact Registration.

Upon submission of your Business
Contact Registration form, you will
be redirected to the form
submission page.

Once your account has been
approved by the Business Contact
Admin, you will be notified via
email and be able to access your

account. L.
Thank you for your submission!

You will receive an email confirmation and directions on how to log in to your account once your
submission is approved.

Retum to log in

2/



Step 1a: Approving a Business Contact

Step 1a: Email notification will be
triggered to the Business Contact
Admin(s) once a Business Contact
Registration Request is submitted.

Note: Subject line will read:
Business Contact Approval Request

Received N D
Click on the approval request link G AT EWAY

in the email or navigate to ND
Gateway Portal and follow prompts
to log in.

Dear Homer,

A new Business Contact Account approval request has been received and is pending your review.

Please take a moment to assess the details of the request and follow the appropriate approval process.

Privacy_policy

238



Step 1b: Approving a Business Contact

Step 1b: Access the Notification
Request via the Portal once logged

In.
GATNE‘D’VAY Services Knowledge Library  Business State Agencies thificalion.so. Search Q My Dashboard ‘é'..
Click Notifications on the
Navigation bar to view the pending Unleash the power of North Dakota
notification.

Search for help with anything B

Suggested searches: Funding Taxes  Licemses  Insurance

Click the notification to navigate
directly to the Contact Request.

Note: If you have multiple requests
pending, you can navigate directly
to these from this Navigation bar;
alternatively, you can click View all
notifications to view all outstanding

nOtIfICGtIOI’IS. Popular Services
Business Checklist Starting a Business Business Interest
Your guide to slarting a new business in Horth Starting a new business in North Dakola? We are inlerested in your business ideas, please
Dakota Complete this form to get more information tell us more!

about developing your busingss

View all services

29



Step 2: Approving a Business Contact

Step 2: Review the Registration
Request.

1. Review the Registration Home » Approval
Request. You will be able to
see the First Name, Last

name, and Business email of This Registration Penelope Pitstop
the requestor. Request requires
your approval Registration Request
2. Approve or Reject the State First name
request by clicking the Requested | Penelope |
Approve or Reject button on Ereated * Last name
the left-hand side. s | Pitstop |
Approving
Registration Reguest:

* - .
Busziness email

Note: A notification will be Penelope Pitstop
generated to the prospective
Business Contact informing them of Business

the outcome of their Registration | Donut Shop

Request.

| businesscontact2608@gmail.com

Approve

5U



Business Contact Notified of Approval

Step 1: The prospective Business
Contact will receive notification
that their Business Contact request
has been approved.

Note: Subject line will read:
Welcome to ND Gateway! Your
Business Contact Account Has Been
Successfully Created.

ND

GATEWAY

Dear Penelope,

We are excited to inform you that your Business Contact aceount with Donut Shop has been successfully approved

and created.

You are now an associated Business Contact for Donut Shop in the ND Gateway. With your Business Contact account
you can now log into the ND Gateway and access services granted to you to act on behalf of your business.

To get started:

1. Visit the ND Gateway Portal login page
2. Log in with your ND Login and password credentials you set to create your Business Contact account.

Thank you for joining Donut Shop ND Gateway Business Account.

Privacy policy
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Business Contact Can Now Log In

Step 2: The business contact can now
Log in to ND Gateway Portal and the Home 3 My Dashboard
business will be visible under the My

Welcome Back

Company section of their Dashboard.

My company

@ Donut Shop
742 Evergreen Temace, Springfield, OH, 43001

Penelope Pitstop
Edit my profile

Personal information

Name My business partnerships
Penelope Pitstop

Role Businesses | am a customer of

Business Admin ‘You are not a customer to any partners.

Title
Team Administrator

MV Cases View all cases »

Contact details You do not have any submitted cases.
Click fields to edit

Mabile phone
Business phone

Email
businesscontact2 608 @gmail com

Business email

hsds@gmail.com
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Step 5: Modify Business Contact information

Step 5: Scroll to the Business
Contacts portion of the Business
. Donut Shop
Profl I e. Ta2 Evergrann Temraca, Springfieid, OH, 43001
Select the Business Contact you Business Details
wish to edit. Busmess rormation
Do Sho s A 2sosol
IC‘:ulp-uratl:ur; ;;I:.;cnwnmdaﬁun end Faod ;és!;‘-‘(;«::mr:— .
Services
veeeniae 1OmDPE
Comrespondence Information
I|:|Dlrjr|=r5r;|psnﬂ ITQQE\I;IUHH Terrace ;u-lhzﬁzld DI’
son vsa 2242425850
Ih;ds@m Lcom
Additional Information
ND whip stabm :"q_Dj bomed wiabes .‘an 1 mamershn stshn ND v aiahn
Ne
Business Records = Contacts
Combacts {2)
Mame A Busiress Ermail Businesa phone
Cazes [0
Hamer Simpson Donut Shop businessousiomerd&Emmail.cam
hems reczived (0
Peneloge Pitsiop Dienut Shep businescoontact 2608 Eemsilcom
Child businecseax (0}
[<][> ] Rows1-20f2
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Step 6: Click Update on the Related Actions

Step 6: Once on the Business
Contacts Profile Page, click Update
under the Related Actions section.

Home » Contacts » Penelope Pitstop

Penelope Pitstop

Details

Related Actions

Tide Mame Business
Team Administrator Penelope Pitstop Donut Shop

Langusge Mobile phone

= Government service cases

Update

Ems
businesscontact2608@g
mail.com

Businesses

Donut Shop

? All = Business contact = Penelope Pitstop

No records in Government Service Case using that filter

>4




Step 7: Update Contact information

Step 7: Once you are in the
Business Contact record you can
update editable fields. Click the
Save button commit your edits to
the Business Contact Profile.

Home » Contact

Penelope Pitstop

Contact

*First name * Business

| Penelope | © | Donut Shop v |
*Last name * Email

| Pitstop | businesscontact2608@gmail.com | =} l
Name Business phone

| Penelope Pitstop

Title Mobile phone

| Team Administrator | |

Language Motification

| -- Mone — | v | | Enable | v |
Time zone

| System (US/Central)

UserID

| business_contact

Actions

Edit Roles

Disable Login
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Step 1: Remove Business Contact — Go to My Dashboard

Step 1a: Log in to the ND Gateway
Portal.

Services  Knowledge Library  Business  State Agencies

Step 1b. Click My Dashboard on
the top right of the screen.

ND
GATEWAY

Unleash the power of North Dakota
Search for help with anything B

Popular Services

Q My Dashboard )

tell us more!
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Step 2: Remove Business Contact - Go to the Business Profile

Step 2: Select your company to be
directed to the Business Profile. Home 3 MyDashboard

June 12, 2025
Welcome Back

My company

Homer Simpson

Edit my profile

6 Donut Shop
742 Evergreen Terrace, Springfield, OH, 43001

Personal information

Name My business partnerships
Homer Simpson
Role Businesses | am a customer of

Business Admin You are not a customer to any partners.

Title

Businesses | am a partner of

You do not have any partner associations.

Contact details

' ™
Click fields to edit I'\_ Associate to business as a partner /.I

Mobile phone

My Cases View all cases >
Business phone

Email You do not have any submitted cases.

businesscustomer}8@gmail.com

Business email
hsds@gmail.com

3/



Step 3: Remove Business Contact — Select the Contact to Remove

Step 3: Scroll to the Business
Contacts portion of the Business
Profile.

Select the Business Contact you
wish to remove.

Donut Shop

Business Details
Business information
Ham

Donut Shap

Carparstian

as 1L numbs

..... 4TER
Comrespondence Information
Homer Smpscn

Hip { Postael code

43001

[

hesdts @il com
Additional Information
Mo

riaal 2
Mo

Business Records

Comtacts {2]
Cazes [0
hems reczived (0

Child busineczes ()

Lzing bea e mn (L4 name
HEDS

Inchnstry
72 - Accommadstion snd Food
Services

Hegatration cock
fOpuDPvE

Legal entiby rame Uiate of incorponation
Hemer Smpeson Donwt Shop 2025-0a-01

Izt HAKS
FI2320 - Catmrers

742 Ewergresn Terrace Springheld OH
Couniry Hemnew Frane
s 2242423390
Haral .
M Mi Mi
= Contacts
Hame A Business Email Business phone
famer Donut Shop businessousiomerd&Emmail.cam
= Donut Shop businessoanta ct 2608 Egmail com

[<][>] Rows1-20f2
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Step 4: Remove a Business Contact - Click Update

Step 4: Once on the Business
Contacts Profile Page, click Update
under the Related Actions section.

Home » Contacts » Penelope Pitstop

Penelope Pitstop

Details

Related Actions

Tide Mame Business
Team Administrator Penelope Pitstop Donut Shop

Langusge Mobile phone

= Government service cases

Update

Ems
businesscontact2608@g
mail.com

Businesses

Donut Shop

? All = Business contact = Penelope Pitstop

No records in Government Service Case using that filter
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Step 5: Remove Business Contact - Click Disable Login

Step 5: Click Disable Login; this will
remove the Business Contact from
your business and prevent them
from being able to log in to the ND
Gateway Portal.

Home » Contact

Penelope Pitstop

Contact
* First name * Business
Note: You can reactivate the login |_Penclone | L0 [ omtsrop -]
for the Contact by navigating back [Last name el :
. . | Pitstop | businesscontact2608@gmail.com | =] l
to this page and selecting Enable N
. o o . MName usiness phone
Login, which replaces Disable Login [ Penciope Ptop | |
When Se/eCtEd' Title Mobile phone
| Team Administrator | | |
Language Motification
|--None-- | v | |Enahle | v |

Time zone

| System (US/Central) | \ |

UserID

| business_contact

Actions

Edit Roles

Disable Login

Z0



Step 1: Change Business Contact Admin — Go to My Dashboard

Step 1a: Log in to the ND Gateway
Portal.

Step 1b: Click My Dashboard on
the top right of the screen.

Services  Knowledge Library ~ Business  State Agencies Search... Q. | My Dashboard i-i‘

ND
GATEWAY

Unleash the power of North Dakota
S jith anything B

Popular Services

Dakota tell us more!
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Step 2: Change Business Contact Admin - Go to Business Profile

Step 2: Select your company to be
directed to the Business Profile. Home 3 MyDashboard

June 12, 2025
Welcome Back

My company

Homer Simpson

Edit my profile

6 Donut Shop
742 Evergreen Terrace, Springfield, OH, 43001

Personal information

Name My business partnerships

Homer Simpson

Role Businesses | am a customer of

Business Admin You are not a customer to any partners.

Title
Businesses | am a partner of
You do not have any partner associations.
Contact details P -
Click fields to edit | Associate to business as a partner |
. A
Mobile phone
My Cases View all cases >
Business phone
Email You do not have any submitted cases.

businesscustomer}8@gmail.com

Business email
hsds@gmail.com

77



Step 3: Change Business Contact Admin — Select Contact

Step 3: Scroll to the Business
Contacts portion of the Business
Profile.

Select the Business Contact you
wish to elevate to Business Contact
Admin.

Donut Shop

Business Details
Business information
Ham

Donut Shap

Carparstian

as 1L numbs

..... 4TER
Comrespondence Information
Homer Smpscn

Hip { Postael code

43001

[

hesdts @il com
Additional Information
Mo

riaal 2
Mo

Business Records

Comtacts {2]
Cazes [0
hems reczived (0

Child busineczes ()

Lzing bea e mn (L4 name
HEDS

Inchnstry
72 - Accommadstion snd Food
Services

Hegatration cock
fOpuDPvE

Legal entiby rame Uiate of incorponation
Hemer Smpeson Donwt Shop 2025-0a-01

Izt HAKS
FI2320 - Catmrers

742 Ewergresn Terrace Springheld OH

Couriry [rom——

A1) 2242423890

Manal .

M Mi Mi

= Contacts

Hame A Business Email Business phone
Donut Shop businessousiomerd&Emmail.cam

Peneloge Pitsiop Donut Shop businessoanta ct 2608 Egmail com

[<][>] Rows1-20f2
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Step 4: Change Business Contact Admin - Click Update

Step 4: Once on the Business
Contacts Profile Page, click Update,

under the Related Actions section. s PR

Penelope Pitstop

Details Related Actions

Update

Tide Mame Business Ems
Team Administrator Penelope Pitstop Donut Shop businesscontact2608@g
mail.com

Language Mobile phone -
e . Businesses

Donut Shop

= Government service cases

? All = Business contact = Penelope Pitstop

No records in Government Service Case using that filter

i)



Step 5: Change Business Contact Admin - Click Edit Roles

Step 5: Click Edit Roles underneath
the Actions portion of the Contact
Profile.

Home » Contact

Penelope Pitstop

Contact

*First name * Business

| Penelope | | © | Donut Shop v |
*Last name * Email

| Pitstop | | businesscontact2608@gmail.com | =} l
Name Business phone

| Penelope Pitstop

Title Mobile phone

| Team Administrator | |

Language Motification

| -- Mone — | v | | Enable | v |
Time zone

| System (US/Central)

UserID

| business_contact

Actions

Edit Roles

Disable Login
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Step 6: Change Business Contact Admin — Choose the selected role

Step 6: Move the
“sn_customerservice.customer_Ad
min” role from the Available
column to the Selected column.

Click Update.
The Business Contact has now been
elevated to a Business Contact

Admin.

Note: An account can have multiple
Business Contact Admins.

Edit Role E
Available Selected
sn_customerservice. partner sn_customerservice customer
sn_customerservice. partner_admin I sn_customerservice.customer_admin I
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Step 1: Remove Business Contact Admin — Go to My Dashboard

Step 1: New Business Contact
Admin - Log in and navigate to My
Dashboard.

Services Knowledge Library Business State Agencies Search.

ND
GATEWAY

Unleash the power of North Dakota
Search for help with anything B

Popular Services

Business Checklist

Your guide to starting a new business in North
Dakota

a7



Step 2: Remove Business Contact Admin — Go to Business Profile

Step 8: Select your company to be
directed to the Business Profile.

June 12,2025

Welcome Back

My company

Penelope Pitstop

Edit my profile
5 Donut Shop

742 Evergreen Temace, Springfield, OH,

Personal information

Name My business partnerships
Penelope Pitstop
Role Businesses | am a customer of

Business Admin “You are not a CUStOMEr 1o any partners.

Trde
Team Administrator
My Cases View all cases >
Contact details You do not have any submitted cases.

Click fields to edit

Mabile phone
Business phone

Emall

businesscontact2 608@gmail.com

Business emaeil

hsds@gmail.com
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Step 3: Remove Business Contact Admin - Select Contact

Step 9 : Scroll to the Business
Contacts portion of the Business
Profile. Donut Shop

een Terrace, Springfield, OH, 4300

Select the Business Contact Admin Business Detaile
you wish to demote.

Business information

Heme Deing business az (DEA) name. Leral ertity name Dase of incorporsticn
Donut Shop HSD5 Homer Simpson Donut Shop 2025-06-01
Business structure Induztry Inchestry MAICS Buziness idzrtificetion numaer
Corporation 72 - Accommodation and Food 722320 - Caterers

senvices
Tax ID number Regiszration cade
sssass7E9 fOpuDPvE

Correspondence information

Frimary comact Street address City Suste
Homer Simpson 742 Evergreen Terrace Springfeld OoH

Zip / Postal code Courtry Bussinesz Phane Business phone extansian
43001 Usa 22424723890

Ernail

hsds@gmail.com

Additional information

Minority cwnership status Furs| besed status Wamen awnershio susos ‘eteran ownership stetus
No Mo Mo Mo

Tribal afflistian status

No

Business Records

= Contacts
Contacts (2)
Mame » Business Ernall Business phone
Cases (0)
Homer Simpson Donut Shop businesscustomer08@gmail.com
Items received (0}
Penelope Pitstop Deonut Shop businessoontact2 608 @gmail.com

Child businesses (0}

| ¢ || > | Rows 1-20f2
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Step 4: Remove Business Contact Admin - Click Update

Step 10: Once on the Business
Contacts Profile Page, click Update,
under the Related Actions section.

Home 2 Coniacls » Homer Simpson

Homer Simpson

Details

Related Actions

Mame Business

Homer Simpson Donut Shop

Busine=ss phare Mabile phane

= Government service cases

il
Emnail

businesscustomer0S@g
mail.com

Businesses

Donut Shop

5 Al = Business contact = Homer Simpson

Mo records in Government Service Case using that filter

oU




Step 5: Remove Business Contact Admin - Click Edit Roles

Step 11: Click Edit Roles under the
Actions Section of the Business
Contact Profile.

Homer Simpson

Contact

* First name *Business

| Homer | |l Donut Shop . |
* Last name * Email

| Simpson | | businesscustomerd&@amail.com | =) ‘
Mame Business phone

(oo | |
Title Mobile phone

| || |
Language Matification

| — tone - | - | | Enavie | - |
Time zone

|5yste~n-jUS"CentraI] | - |

User ID

| business_customer

Actions

Edit Roles

Dizable Login

ol



Step 6: Remove Business Contact Admin - Remove Role

Step 12 : Remove all the roles from
the selected column, except for
“sn_customerservice.customer”
role and click Update.

Edit Role

Available

SN_CUStOMEersenvice partner
sn_customerservice.customer_admin

sn_customerservice.partner_admin

Selected

SN_Customerse rvice.customer

oY




Step 7: Remove Business Contact Admin - Click Disable Login

Step 13: Click Disable Login. This
will remove the Business Contact

from your business and prevent Homer Simpson
them from being able to log in to
the ND Gateway Portal. Contact
* First name * Business
. . | Homer | |i Donut Shop . |
Note: You can reactivate the login = e
st name Ermail
fOI" the COHtGCt by nClVIgatIng bGCk | Simpson | | businesscusiomerl&@gmail.com | = |
to this page and selecting Enable Name Business phone
Login, which replaces Disable Login | Homer Smpson || |
when selected. Tite Mobile phone
| || |
Language Metification
|—Nc-ne— | . | |E’13ble | . |

Time zone

|5351e"n-1US"-"‘...enlral] | v |

User 1D

| business_customer

Actions

Edit Roles
Disable Login
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