Helpful Tips When Using the Rent Registry Portal
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Concord
Step 1: Create an Account
1.Open your web browser and go to Contrd
https://rentregistry.cityofconcord.org
2.Click on the “Login” link on the top right corner
of the page. Welcome to the J
3.Click on the "Register” button City of Concord Rent Registry
4. Complete a” ﬂelds on the Reg|strat|on Form Pursuant to the Cily's Residential Tenant Protection Program Chapler 19.40 (“O-mmance").me city's
. . Rent Registry Portal is available to property owners for the annx{al registration of their Concord rental
and click Register g st e . TRl s Sl A 1
5.Check your email for the activation link to ]t Coclt s et e b g MR o ke P OOy

confirm your email address.

Step 2: Link Your Rental Property to Your Account

1.Log into account and click “Add Property” button
on the upper right hand side of the screen (|

2.Enter all necessary information
My Dashboard EEEGETIEE QNS
2. Select Property Contact Type
b.Enter Account/Parcel Number*
c.Enter PIN Number* My Frapsaion

*included on Rent Registry letter
3. Click "View" to enter property page

Q_ Type Here To Search | RentRegistry Test v | - | ﬂ

= SortBy Parcel Number Asc v

Step 3: Add/Edit Contacts

1.Scroll down to “Contacts” section of the property
2.You MUST include at least one (1) of each:
a.Owner
b. Property Manager Contacts Add ContactPreference

If you do not have a property manager and manage
your own property, please add yourself as the property

“Primary Owner and Property Manager Contact Information is Incomplete.

manager. An error message will appear as shown in the columns > = | Search. Q
red box if you areé missing a contact. Associated to asset z Contact Type  Business Name Name Address
3. Select "Add Contact Preferences” and select P
B 5 Owner Individual Sarah Powers
which contact should be the primary Concord C2
billing contact
Owner Individual RentRegisiry Test
If the ownership of your property has changed in the =
. 4 »
past 12 months, please submit a Change of
Ownership form online using the blue Action button i Sk - | |NIEEE S 12of2items G

at the top of the screen or request a form by
contacting our office.

Step 4: Add Units/Update Existing Units
UnitInventory

M Columns > B Eporttobicel & Search Q
1.Scroll down to the “Unit Inventory” Section e st sy
2.Click on the blue "Add Unit” button e -
3.Complete the form for EACH rental unit on the property e
UPDATE EXISTING UNITS it EHEEE P sowo  vimen | owas | e -
1.Scroll down to the “Unit Inventory” Section B e B e
2.Click on the yellow action button next to the unit you —m—

would like to update
3.Select the appropriate update (ex. Report Rent Increase, Report New Occupancy, Report Termination of Tenancy)


https://rentregistry.cityofconcord.org/

Step 5: File for an Exemption (if applicable)

Property Exemptions (entire property exempt)
1.Click on the blue "Action” button at the top
of the screen
2.Select "Apply for a Property Exemption”
a.This option will only appear if you have
completed entering the contact
information for BOTH the owner and the
property manager
3.Select the appropriate exemption reason
and attach required documentation/
comment as required by the red asterisk *

Unit Exemptions (one or more units on
property are exempt)
1. After adding the unit, scroll to the unit you
wish to exempt
2.Click on the "Action” button shown as three
dots located on the far right e
3.Select “"Apply for an Exemption” -
4.Select the appropriate exemption reason
and attach required documentation/
comment as required by the red asterisk *

Overview

Parcel Number

Unitinventory

Columns  »

2222 Rent
Registry Place

i
Concord
Dashboard  Propertylnventory CreateaCase Contacts CaseReports Manage VerifyUser PaymentReports v  HDL Licenses  Potal Admin +

Assessor Total Unit Count  :

Unit Site Address Unit Number 1 Status

2
concord ca 94520

5 ~  items per page

@ Type Here To Search

: 1111 Rent Registry Place Year E|u|| Apply for Property Exemption

: TestProp22 Site Address
Concord CA 94520 US

Show PIN

2 Total Units Added T2 Property
Generate new PIN

Download Redistration Letter 41

Drag a column header and drop ithere to group by that column

[® Export to Excel o Search... Q
Occupancy Type Initial Rent Current Rent Occupancy Start Dat Date of Most Action
Recent Rent
Increase
a
Non-Exempt Tenant $1,000.00 $1,000.00 04012025 Edit E] @
Report New Occupancy v
titems &

Report Termination of Tenancy

Apply for Exemption

Delete Unit

Please see the instructions sheet included with your Rent Registry form for a full list of property and unit exemptions along with

examples of required documentation.

Step 6: Submit Registration

1.Once you have completed all entries, scroll to the top
of the property page and click on the yellow “Submit
Rent Registration” button

2.Confirm if you have applied for any exemptions (unit or
property) and complete the declaration statement

3.Click submit button on the bottom of the page

| RentRegistry Test v | "B~ | @
el
Concord
MyDashboard  Tenant Services
Submit Rental Registration m — Back

Year Built © 1981

Overview

Parcel Number : TestPropi2

Assessor Total Unit Count = 11 Property Status : Registration Open

Step 8: View Invoices and Receipts

1.You may go back into the property view by clicking on

“My Dashboard” and clicking “View" under the property.

2.Scroll to the bottom of the page to find the

“Documents” section
3.Find the appropriate invoice or receipt and click on the

“Action” button to view

Columns  » B ExporttoExcel & Search. Q

header o group by
Document Type Notes Created On Created By Action
Payment Recelpt 011372025 System

Invoice INV-250001006 0111212025 System

Step 7: Pay Rent Registry Fees

To Pay Invoice Online with Credit Card

1.You will see a shopping cart in the top right corner of the
page. Click on the shopping cart

2.Check that your fees match the number of properties
and units for which you are paying fees

a.You may pay for one property at a time or you may
pay for all properties that you are registering
3.Click “Proceed to Checkout” button
4.Complete payment information and then “Submit

Payment”

To Pay Invoice By Mail Using Check or In Person
1.Move on to step 8 to view or print an invoice or contact

staff to have an invoice mailed to you.
2.Follow instructions on how to pay at the bottom of the

Invoice
i~ | RentRegistry Test v | ‘B~
Concord

Q Type Here To Search

Payment

@ woan Review Order
My Cart (1)
PARCEL AMOUNT ORDER TOTAL
NUMBER DESCRIPTION DUE ACTION
Test  RentRegistry Fee (Parcel $50.00
Save f
Property #Test Prop) e Total Amount

Just Cause for Eviction
(JCEO)

$50.00

&
PROCEED TO CHECKOUT




