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Register Rental Units 
This section will describe how to register each Unit at the property.   

As a reminder, units will be treated differently based on their Regulation Type (see Regulation Type 
section for definitions): 

• Fully Regulated – more fields are required when the Occupant Type is a tenant 
• Partially Regulated  – fewer fields are required when the Occupant Type is a tenant 

The instructions and screenshot images below describe the process for adding Unit Details to properties 
that are Fully Regulated.  The process for adding Fully Regulated and Partially Regulated properties is 
the same; only the required fields will differ.   

Registering an Occupant 
1. Click on the ‘ACTIONS’ button for the Unit where a Tenant Occupant needs to be added.  The 

Action Menu for the Unit will appear with a drop-down list of available actions.  This action 
menu will have different menu options depending on property status.  When the property 
status is ‘Registration Open’ or ‘Registration Denied’, the Action Menu will display two options:  
1) Register New Occupant; 2) Apply for Exemption. 

NOTE: The Unit Name cannot be edited. If there is an error in the Unit Name, please contact the 
Alameda Rent Program and explain the issue. 
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2. Select ‘Register New Occupant’ from the drop-down menu.  

 

 

3. The Register New Occupant pop-up window will appear. There is a ‘Reason of Change’ drop-
down list and a field for ‘Occupant Type’. If the unit has not yet been registered, select “Late 
Registration” in the drop-down menu. 
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4.  Next, choose the occupant type for the unit. There is an ‘Occupant Type’ drop-down list and a 
field for ‘Number of Bedrooms’.  The Number of Bedrooms will only need to be provided when 
you first register unless a change happens to the unit size over time. 

 

NOTE: If a tenant is a Rent Subsidized Tenant (such as a participant in the Section 8 Housing Choice 
Voucher Program), please select Rent Subsidized Tenant. 

NOTE: If you select the occupant type of Owner, Manager, or Non-Residential Commercial, please 
submit a unit exemption request. If the unit is vacant and will remain vacant for the entire fiscal year 
(July 1 – June 30), you may also be eligible for a unit exemption. 
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5. In this example, we will submit registration information for a Tenant in a Fully Regulated unit. In 
the ‘Occupant Type’ field, select Tenant in the drop-down menu.   
 

 
 

6. After selecting ‘Tenant’ in the drop-down menu, the Tenant fields will appear on screen. 
(Reminder: The image below is displaying the Tenant fields for a Fully Regulated unit) 

 

 

7. Enter all the required fields for the Occupant Type - Tenant.   
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8. To add Tenant Information, there are three buttons: 1) Add Phone; 2) Add Email; and 3) Add 

Tenant.  Use the appropriate buttons to add/enter the Tenant Information.  

 
 

9. If there are any errors or missing fields, the system will display error messages in red on the 
screen to indicate what is missing. 
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10. The following is a list of fields for the Occupant Type – Tenant with a description of the field and 
information as to whether the field is required. 

Field Name Instructions 

Fully 
Regulated 

Unit 
Requirement 

Partially 
Regulated 

Unit  
Requirement 

Number of 
Bedrooms If the Unit is a Studio, enter ‘0’ Required Required 

Start Date 
of Tenancy 

Enter the date the current Tenancy established 
was established Required Required 

Base Rent 

Enter the amount of rent that was charged to 
the tenant on September 1, 2019. 

 
If the unit was not occupied by the current 

tenant at that time, enter the rent charged on 
the first date that rent was charged following 

September 1, 2019 

Required Not 
Applicable 

Current 
Rent Enter the current monthly rent for the Tenant. Required Required 

Date of 
Last Rent 
Increase 

Enter the effective date of the last rent 
increase. 

 
If current tenant has never had a rent increase, 

enter the Start Date of the Tenancy. 

Required Required 

Housing 
Services 
Included 
with Rent 

Select all the Housing Services that are 
included with the Rent for the current tenant. Required Not 

Applicable 

Tenant 
Name 

Submit contact information for tenants who 
are aged 18 or older. 

 
Required Not 

Applicable 

Tenant 
Preferred 
Language 

Enter the Tenant Preferred Language, if 
known. Optional Not 

Applicable 

Tenant 
Phone Enter the Tenant Phone Number. Optional Not 

Applicable 

Tenant 
Email Enter the Tenant Email Address. Optional Not 

Applicable 
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11. Once all required fields are accurate, complete the Declaration Statement and Submitter’s 
Information sections. Click on the Declaration Statement check box, enter your Full Name, enter 
your Title from the drop-down list. 

 

 

 

12. Click on the ‘SUBMIT’ button at the bottom right of the window to register the new occupant. 
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13. The new occupant’s information will be updated. 
 

 

14. Repeat for all units. 
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