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Complete Registration 
Registration needs to be submitted when the property is either ‘Registration Open’ or ‘Registration 
Denied’. You will have an opportunity to submit new exemption requests before submitting payment. 
Please see the section on exemptions. If you do not have any new exemption requests, follow the below 
instructions. 

1. Navigate to the property you would like to review registration and submit payment for. You can 
use the ‘Find’ search bar to search by property address or Assessor’s Parcel Number (APN). 

2. When you have found the property, click the ‘OPEN’ button to access the property record. 

 

3. Review your registration submission.  
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4. If you would like to update information for a unit, click the blue ‘ACTIONS’ button next to the 
unit you would like to update. To report any changes in tenancy for a unit, select ‘Register New 
Occupant’. See instructions for registering a new occupant. 

 

5. If any unit may qualify for a unit exemption, select ‘Apply for Exemption’ for each unit. See 
instructions for submitting a unit exemption request. 

 

6. Confirm all the Unit Exemptions or a Property Exemption has been submitted, when applicable. 
The Case History section will display all case submissions.  

 

 

7. Confirm the Owner and Property Manager Contact Information is up-to-date.  

 
8. Confirm the Unit Details information is accurate.  
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9. Scroll to the bottom of the Addresses Tab and click on the ‘REVIEW AND SUBMIT’ button. 

 

 

10. The system will open the Review and Submit page.  The page shows the property details as they 
have been entered: Owner and Property Manager Contact details, Unit Details, and Case 
History. Review the information displayed to verify all data is accurate.  
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11. If there are any discrepancies in the data, use the ‘BACK’ button to go back to the property 
information page and make edits to the information. 

 

12. If all information is correct, click on the ‘SUBMIT’ button at the bottom of the page. 

 

 
13. The Submit Registration pop-up window will appear. 

 

 

14. Read all the information on the pop-up window. 
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15. When the Landlord is ready to complete registration, click the Submitted Exemption Requests 
check box to confirm all exemption requests have been submitted. 

 

 

16. Click the ‘Declaration Statement’ checkbox to submit registration under penalty of perjury.   

 

17. Enter your Full Name. Enter your Title by selecting an option from the drop-down list. 

 
 
 

18. To complete the submission of the APN for Registration, click on the ‘SUBMIT’ button. 
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19. When the registration for the property has been submitted, a pop-up window will appear 
confirming ‘Registration Successfully Submitted.’ Click the ‘OK’ button to be redirected to the 
Address tab on the property information page. 

 

 
 

20.  You will be redirected to the property record. Check the status of your property.  

 

 

 

• If you are eligible to submit payment of the annual fee at this time, the property status will be 
updated to ‘Payment Pending’.  

• If no payment is due for this fiscal year, the property status will be updated to ‘Payment Not 
Required’, and no further action is needed.  

• If you submitted any new exemption requests, the property status will be updated to ‘Pending 
Staff Review’ and your submission will be reviewed by staff. You will need to return to the Rent 
Registry at a later date to submit payment if you wish to pay online. 
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