City of Berkeley Owner/Manager User Guide -

City of Berkeley Rent Board

Owner/Manager User Guide

Version 2.0

May 2021

1
If you have any questions, contact the Berkeley Rent Board at (510) 981-7368, Ext. 2; or email rentregistry@cityofberkeley.info.



mailto:rentregistry@cityofberkeley.info

City of Berkeley Owner/Manager User Guide -

Contents
T o o [V Tt d o] o WU PSP PP PP PRTPPPTOPPRTOR 4
How do | Access the Rent Registry WEDSITE? .........ooveiiiii ittt saae e e e aae e 4
How do | Create an Account with the Rent Board Rent REgiStry?......ccueveviuiiiieiiiiee e 5
How do | Recover My Password if | FOrZOt [t ......uiiii ettt e e e e e s saaee e 8
How do | Login to the Rent Registry WEDSITE? .......ciiviiiiiiiiiiec ettt e e s ree e s e s 12
Find Properties with Parcel NUMDBEr OF AAreESS ......cccviiiieiiieee ettt e ve e e vee e e ree e e e araeas 14
Understanding the Landlord Home Page and BasSiCS.......ccuiuiiieeiiiiieeiiiieeeccieee et eevee e e ivee e e aee e e 17
TOZEIE APN VIBW ..eeiiiiiiiie ettt ettt ettt et e e et e e s sbt e e e s eabeeeesaabeeeesanbeaeessaseaeesanseeeessseaeessnseaeessnnes 17
SEANCIN Bl ittt ettt ettt et e s bt e e bt e e ea b e e e bae e s bee e beeeahbe e e beeeahbeesabeeenteesbeeenns 18
YA e CoT o T=Y [ - | « TP 19
T e oY 1< 1T =Y o U UPOE 19
How Do | Return to My DashbOard?.........ccuueiiiiiiie ettt et e e et e e e stte e e e err e e e s entaeaeeanes 20
How DO | Update MY Profil@? ......eeeeeieeeee ettt ettt e et e e st e e e s bee e e e sbaaeessnreeeesanes 20
How DO | Change MY PassWOIA? ......cccuuiiiiiiiiieiciieeeeeiiee ettt e e ssite e e s stae e e s s aee e e ssbaeeessbteeessaseaeesssssenessnnes 24
How Do | Sign OUL Of the SYSTEM? ...ttt e et e e e et e e e e e bte e e s ebteeeseseaeeeeanes 27
How do | Add and APN/Property to My Dashboard? ...........ceeeviiiiieiiiie e et 28
Understanding the Property Details and BasSiCS .......ccccueiieiiiieieeiiiieeecieeeeeiee e eeiree e e ite e e e aree e e ntee e e enreeas 31
FYe [o [T T - | TSPV PTOPRPRP 32
(600 01 7Tl £ I « TSP PP PR PRROPPOPRO 38
GEO VIBW Tab .ttt ettt sttt e bt e bt e she e she e sat e et e e beesbeesbeesaeesateenbeenbeesheesanenas 45
Transaction HIiStOrY Tab ......eiii e et e e et e e e et e e s e bte e e e ebeeeeeebreeeesseaeaeaases 45
Case History & Case DEtails ....c.uuiiieciieeiciiieecciee ettt e et ee e et e e e st e e e s ab e e e e s abaeesennbeeesenreeas 46
HOW dO | REISEEI MY APN? L.oeiiiiieie it eettee ettt e ettt e e et e e e e st e e e e s bt e e e e s aabeeeesasbaeeeanssaeesanseeeesnnsenesennsenas 49
Manage Contact DETAilS.....c.uuiiiieiiiee e et e e st e e e s bt e e e s bt e e e e erreeeeaares 50
Add NEW APN CONTACE 1.uvieiiiieiiiie ittt sttt ettt e s e e st e sabeesne e e sareeesneeesaneesreeesmneesane 50
Edit EXiStiNg APN CONTACT......uuiiiiiie i e e e e e e et e e e e e e e s nbeaeeeeeeeeesnnraeaeeeeeeennns 56
DIt APN CONTACE. . cuiiiutiiiieteet ettt ettt sttt et e sbe e s st et e e bt e s bt e sseesmnesanesaneenreenns 59
Update a Unit’'s OccuPanCy Details.........coicuiiiiiiiiiie ettt e e et e e et e e e e e e e e saraee e eanes 60
Report New Occupancy for a New Tenant OCCUPANT ......cceeviiiiieiiiie et 60
Report New Occupancy for a New Manager Occupant (without Exemption).........cccccceveeeeciieeeennneen. 67
Report New Occupancy for a New Owner Occupant (with Unit Exemption).......cccccceecieeeeiiieeecennneen. 73
Report New Occupancy for @ NEW VACANCY.....ccciciiiiiiiiieeecciiee ettt e s stae e e eatre e s esataee e e sbaee e eareeas 82

If you have any questions, contact the Berkeley Rent Board at (510) 981-7368, Ext. 2; or email rentregistry@cityofberkeley.info.



mailto:rentregistry@cityofberkeley.info

City of Berkeley Owner/Manager User Guide -

Report New Occupancy for a New Rent Subsidized OCCUPANCY......cceevciieeiiiieeeeiiiee e e 88
Report New Occupancy for a New Rent-Free OCCUPANCY ......eveeeevieeeiiiiieeeeiieeeeciree e eeveee e eveee e 95
Update Rent Details for a Partial Covered Tenant UNit.........ccoeciieiieiiiiiiniiiie e ssvvee e 102
Each Unit’s Details Have Been Updated. NOW What? .......c.cooiiiiiiiiiiie et 106
L8] o1 o =10 0] o1 {0 L3Pt 106
(oY o1 a VA =5 (=] 1 o] o1 o] o K3 PPNt 114
SUBMIt FOr REGISEIAtiON . .eveiii e e e st e e s e sabe e e s e snbeeeeesreeas 115
My APN was Submitted for Registration. NOW What? .......ccccoovviiiiiiiiie e 121
Property Status: Pending Staff REVIEW ............cccuviiiiiiiiiiiiiii et 121
Property Status: Registration Completed ...............ooooiiiiiiiiiii e 122
Pay ReNt BOArd FEES ONIINE ....ciiciiiie ettt e e et e e e taa e e e e ta e e e sasseeesnsaeeesnseeeesnnneeeanns 122
Report New OWNership Of YOUEP APN .....coi ittt s ee e e e sree e s sbee e e s bae e s s eabae e e ennreeas 133
Frequently Asked QUESTIONS ......c.uiii i e e e e et e e s e s e e e e sabee e e e ssbeee s senbaeeeenreeas 138
3

If you have any questions, contact the Berkeley Rent Board at (510) 981-7368, Ext. 2; or email rentregistry@cityofberkeley.info.



mailto:rentregistry@cityofberkeley.info

City of Berkeley Owner/Manager User Guide -

Introduction

The purpose of this User Guide is to instruct Landlords, Property Managers, or Housing Representatives
how to navigate and use the City of Berkeley Rent Board’s Online Rent Registry System. Each
APN/Property can be managed by only one user account at a time. Although it is not required that the
Landlord themselves uses the system to Register his or her Property, this document will refer to the
responsible party as “Landlord”.

In the first year of Registration, the system will require Landlords to provide information for each Unit.
Once this information has been established, the subsequent Registration cycles will require less
information to be provided to the Rent Program. Throughout the year, however, Landlords will need to
keep their Property information up to date, including changes in Contact Information, changes in Unit
Occupancy, changes in Property Ownership, etc.

Each of these processes along with the steps Landlords need to take will be outlined in the document. If
you have any questions at any time, call the Berkeley Rent Program at (510) 981-7368, Ext. 2.

How do | Access the Rent Registry Website?

Landlords can access the Berkeley Rent Board’s Online Rent Registry website at
https://rentregistry.cityofberkeley.info. The URL will take you directly to the login screen.

BERKELEY RENT BOARD'S ONLINE REGISTRATION

ONLINE RENT REGISTRY 1.0

This system allows Owners and Property M:

NEW USER? Click here to create an account.

CONTACT US

foerkeley

Sl M

2021 30« Systerms. Al Rights Reserved AboutUs | ContactUs | FAQ
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How do | Create an Account with the Rent Board Rent Registry?

This section will describe how to create an online account where you can add and manage your
Properties through the Online Rent Registry.

1. Click on the “NEW USER? Click here to create an account” link OR “Create Account” link on top
to initiate account creation. The Register pop up will appear on the screen.

LOGIN

BERKELEY RENT BOARD'S ONLINE REGISTRATION
ONLINE RENT REGISTRY 1.0

2. To create an account, you will need to provide the following:

First Name

Last Name

Email Address (this will be used as your login ID)

Password (must be between 8-16 characters, must contain both uppercase and
lowercase letters, must contain at least one number, and must contain at least one
special character. You cannot use your first or last name in the password.)

3. Enter all the required fields. If there is any required information missing, an error message will
appear on the screen to describe the error.

Register

CANCEL
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4. Once all the required fields are entered, the “Submit” button will be enabled (it will change from
gray to blue in color). Click on the Submit button.

Create an Account

Jane

Doe

Mobile Number (Optional)

jdoe@3diemaill.com

CANCEL SUBMIT

If an account with the same Email ID already exists, an error message will prompt on the screen. If this

is the case, follow the instructions to learn how to recover and reset your password using the forgot
password function.

5. Once you have successfully created an account, you will see a pop up on the screen along with a
message indicating that ‘email verification is pending’. Navigate to your email to verify your
account. You will receive an email, similar to the one shown below.

Account setup confirmation

From: capsupport@3disystems.com
To: Jdoe@3diemail.com
Date: 01/04/202111:10 AM

Dear Jane Doe,

Thank you for creating an account with Berkeley Rent Program.
Username: jdoe(@3diemail.com

Please click on the link below to activate your account.

https:#berkeleyrso.3didemo.com/#/verifyUser/177b17 26-42a3-4ele-aecb-486d6e75829d

You can access Berkeley Rent Program Portal by:
Visiting https:/berkeleyrso.3didemo.com/
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6. Click on the verification link in the email.

Account setup confirmation
From: capsupport@3disystems.com
To: Jdoe@3diemail.com

Date: 01/04/202111:10 AM

Dear Jane Doe,
Thank you for creating an account with Berkeley Rent Program.
Username: jdoe@3diemail.com

Please click on the link below to activate your account.
https:#berkeleyrso.3didemo.com/#/verifyUser/177b1726-42a3-4e2e-aecb-486d6e75829d I

You can access Berkeley Rent Program Portal by:
Visiting https:#berkeleyrso.3didemo.com/

If you did not receive a verification email, check your SPAM folder. If it still did not arrive after 30

minutes, please contact the Rent Board, and inform them the Account Activation Email did not arrive.

7. If the account verification is successful, you will be redirected to a page which indicates the
account was activated successfully. You can click on the “RETURN TO HOMEPAGE” button to
return to the Home Page and Login.

Account Activated Successfully

Thank you for g email address. You may now Logio O

RETURD

If there is an error in the verification process, please contact the Rent Board and inform them the
Account Activation failed and you need assistance.
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How do | Recover My Password if | Forgot It?
This section will describe how to recover and reset your password if you have forgotten what it is.

1. Click on the “Forgot Password” link to initiate the process to recover and reset your password.
The Forgot Password popup will appear on the screen.

Create an Account

i 5777

BERKELEY RENT BOARD'S ONLINE REGISTRATION
ONLINE RENT REGISTRY 1.0

This system allows Owners and Property Managers to:

L

NEW USER? Click here to create an account

AboutUs | ContactUs | FAQ

2. Enter the Email Address that was used when you created your account.

Forgot Password

BACK TO LOGIN
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3. Once the Email Address is entered, the “SEND RESET LINK” button will be enabled (it will change
from gray to blue in color). Click on the Send Reset Link button.

Forgot Password

Please enter your email address. You will receive a link to create a new password via email.
)

jdoe@3diemail.com

SEND RESET LINK | BACKTO LOGIN

If there is not an account associated with the Email Address, an error will be displayed on the screen
indicating that there is no record for the entered email address.

4. |If there is an account associated with the entered Email Address, the following pop up will
appear. Navigate to your email to verify your account.

Reset Link

Reset link has been sent to your email.

5. Click on the verification link in the email.

Rent Registry Reset Password

From: capsupport(@3disystems.com
To: Jdoe(@3diemail.com
Date: 01/04/2021 11:17 AM

Dear Jane Doe,

If you did not receive a reset password email, check your SPAM folder. If it still did not arrive after 30
minutes, please contact the Rent Board, and inform them the Reset Password Email did not arrive.
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6. You will be redirected to a Reset Password screen. Enter your new Password and confirm it in
the two fields. If the entered passwords do not match, an error will be displayed on the screen.

“ I Rent Registry - Gity of Berkeley Search Q) Login Createan Account

Reset Password

AboutUs | ContactUs | FAQ

7. Once the Passwords are entered, the “UPDATE” button will be enabled (it will change from gray
to blue in color). Click on the Update button to update your password.

Reset Password

UPDATE

BACKTO LOGIN
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If your password is successfully reset, you will see a message on the screen indicating the password
update was successful. You can click on the “BACK TO LOGIN” link to return to the Home Page and
Login.

“ Rent Registry - Gity of Berkeley Search Q) logn CreateanAccount

Reset Password

AboutUs | ContactUs FAQ
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How do | Login to the Rent Registry Website?

This section will describe how to login to the website to access your dashboard. If you do not yet have
an account, refer to the section in this document to learn how to create an account.

1. Enter your Email Address in the Email field and then enter your Password.

2 Rent Registry - City of Berkeley Create an Account

BERKELEY RENT BOARD'S ONLINE REGISTRATION
ONLINE RENT REGISTRY 1.0

Forgot Password?

NEW USER? Click here to create an account

CONTACTUS

® 2021 30« Systems. All Rights Reserved AboutUs | ContactUs | FAQ

2. Click on the “LOGIN” button to login to the system.

LOGIN
jdoe@3diemail.com
BERKELEY RENT BOARD'S ONLINE REGISTRATION | "
ONLINE RENT REGISTRY 1.0
Eorgot Password?
This system allows Owners and Property Managers to. l

NEW USER? Click here to create an account.

If you entered the incorrect Email Address and/or Password, an error message will appear on the
screen.
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Upon successful login, you will be redirected to your Dashboard. If this is your first time logging in, your
Dashboard will be empty as shown below.

Z RentRegistry - City of Berkeley HOME . JANE

Properties
My Properties Past Properties
= =
AB Rignts Reserved AboutUs | ContactUs | FAQ

If you have previously logged in and added APNs to your profile, your Dashboard will list all your current
APNs as shown below.

Properties

My Properties Past Properties

© o0 PROPERTY

APN Total Units APN Total Units

1234567890 & 052153200700 4 -

13
If you have any questions, contact the Berkeley Rent Board at (510) 981-7368, Ext. 2; or email rentregistry@cityofberkeley.info.



mailto:rentregistry@cityofberkeley.info

City of Berkeley Owner/Manager User Guide
Find Properties with Parcel Number or Address

From the login page, enter the Parcel number or an address in Find Search bar to search a property.

2 Rent Registry - City of Berkeley Create an Account

BERKELEY RENT BOARD'S ONLINE REGISTRATION
ONLINE RENT REGISTRY 1.0

Eorgot Password?

This system allows Ownet rty Managers to:

NEW USER? Click here to create an account.

CONTACT US

Email

The Search is a predictive search so the system will return suggestions based on the entered input,
meaning as you type the APN or Address, you will see text appear below the search bar which may show
the number of results/matches with your search criteria by APN or Address.

As you continue to type, the number of results/matches will likely become smaller and smaller as you
narrow down your search. Click on the desired search category to see the results.

2 Rent Registry - City of Berkeley Create an Account

12 matches found in APN

4 matches found in Address

BERKELEY RENT BOARD'S ONLINE REGISTRATION
ONLINE RENT REGISTRY 1.0

y of Berkeley Forgot Password?

This system allows Owners and Property Managers to:

NEW USER? Click here to create an account

CONTACT US
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The Search result will be displayed as shown below.

Rent Registry - City of Berkeley : 2§ Login Create an Account

Search Result(s) for ' 651" in APN & BACK

Total Units: APN. Total Units: APN: Total Units
052156510100 1 1 052156512900 1 052156511600 1
Address: Address: Addr Address:
2959 LINDEN AVE BERKELEY CA 94705 2948 PINE AVE BERKELEY CA 94705 2945 MAGNOLIA ST BERKELEY CA 94705 2944 PINE AVE BERKELEY CA 94705
Open Open Open Open
0 R AboutUs | ContactUs | FAQ

Click on “Open” to view the Property detail page. Since you are not logged in, you can only see minimal
information regarding the Property, as the system does not know if you are the user that is responsible
for the management of the Property.

Rent Registry - City of Berkeley a Q Login Create an Account

APN:052156510100 | Address : 2959 LINDEN AVE BERKELEY CA 94705 | Total Units : 1 € BACK
i

Site Address

2959 LINDEN AVE BERKELEY CA 94705

Total Units Proparty Status
1 Regjstration Open

©2020 ms Al Rights Reserved AboutUs | ContactUs | FAQ
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Alternately, you can also search for a Property when you are logged in from your dashboard as shown
below.

. CHRISTINA

My Properties Past Properties

© 40D PROPERTY

If the Property that you search for (and click to view) has not been claimed by you, then the details of
that Property will be minimal. However, if you search for and view a Property that you have claimed on
your profile, you will be able to view all the property details.

Rent Registry - City of Berkeley

APN : 1234567890 | Address : 2125 MILVIA ST, BERKELEY, CA 94704 | Total Units : 2 & BACK

Addresses Contacts Geo View Transaction History

Site Address Rent Program Fees Owed

2125 MILVIA ST, BERKELEY, CA 84704

Current Year Fees: $0.00
Current Year Penalties: $0.00
Previous Year's Fees: $0.00
Previous Year's Penalties: $0.00
Unallocated Fees: $0.00
Waiver Amount: $0.00
Total Units Property Status Primary Owner Manager ~
2 Registration Jane Doe Jane Doe *Payable Total $0.00

Comnletad
2125 MILVIA ST, BERKELEY, CA 94704

Unit# Unit Fee Status Unit Status Code Unit Regulation Number of Initial Rent Current Rent Start Date of Data of Last Rent Occupant Type
Type Badrooms Tenancy Increase

A Non-Exempt NEW Partially Covered 2 : E . Owmer

8 Non-Exempt NEW Partially Covered 2 $2.200.00 $2,200.00 12/02/2020 12/02/2020 Tenant

16
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Understanding the Landlord Home Page and Basics

This section will describe the basics of the Landlord Dashboard. The features and functions of the

system will be outlined. There is a search bar along with 2 Tabs on the page “My Properties” and “Past
Properties”.

Toggle APN View

By default, the system will display the APNs in a ‘Property Card’ format. If you choose to, you may elect
to view your APNs in a list. Click on the “List View” icon as shown below.

Properties
My Properties Past Properties
APN Total Units
1234567890 4

052153200700 4

AboutUs | ContactUs | FAQ

When you click, the APNs will be shown in a table format. You can swap views by clicking on the “Card
View” icon.

Properties
My Properties Past Properties
APN Total Units Address APN Status
1234567890 2125 MILVIA ST, BERKELEY, CA 94704 Registration Complete
052153200700 4 1719 63RD ST BERKELEY CA 94703 Registration Open
‘ - » 1 ems
021 Rigts R

AboutUs | ContactUs | FAQ
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Search Bar

To search for a Property, you may use the search bar. The search will search against all the Properties in
the system, whether you have claimed the property or not.

1. To search, begin entering the APN or Address in the search bar.
a. Ifyou are entering the APN, do not use spaces.
b. If you are entering the Address, you may use the House Number and/or Street Name.

Find 2125mi

Properties

My Properties Past Properties.

© ADD PROPERTY

AboutUs | ContactUs | FAQ

As you type the APN or Address, you will see text appear below the search bar which may show the
number of results/matches with your search criteria by APN or Address. As you continue to type, the
number of results/matches will likely become smaller and smaller as you narrow down your search.

2. Once you are satisfied with the number of possible matches to your search criteria, click on the
text to see the search results. The results will appear, and you can click on the property to view
the information. If you have claimed the property, you can see the full details. If you have not
claimed the property, the information that you can view will be limited and you will not be able
to make changes to your property.

] o

Search Result(s) for ' 2125 mi ' in Address

€ BACK

IA ST, BERKELEY, CA 94704

Rights Reserved AboutUs | ContactUs | FAQ
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My Properties Tab

The “My Properties” tab contains all the APNs that you have added to your profile and that you actively
manage in the system. When you log in, this tab will be displayed by default. This tab is where you will
need to go if you need to Add an APN to your profile.

Rent Registry - City of Berkeley 3 . CHRISTINA

Properties

My Properties Past Properties

© 100 PROPERTY

4 052153200700

1719 63R0 ST BERKELEY CA 94703

©2021 3015 Al Rights Reserved AboutUs | ContactUs | FAQ

Past Properties Tab
The “Past Properties” tab contains the properties that you once had registered to your profile. A
property will only appear in the tab after you have submitted a “New Property Ownership” amendment

and it has been approved by Staff. You will have limited access to the data on properties that you no
longer own.

L 2 RentRegistry - City of Berkeley HOME .mm(,mm

Properties

u
]

RD ST BERKELEY CA 94703

AboutUs | ContactUs | FAQ
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How Do | Return to My Dashboard?

If you have navigated away from your dashboard, by conducting a search or viewing an APN’s Details
page, you can return to the Dashboard one of two ways:

1. Click on the Logo in the top left corner
2. Click on the “Home” link in the Header

Rent Registry - City of Berkeley HOME . CHRISTINA

APN : 1234567890 | Address : 2125 MILVIA ST, BERKELEY, CA 94704 | Total Units : 4 & BACK

Addresses Contacts Geo View

Site Address

2125 MILVIA ST, BERKELEY, CA 94704

Total Units Property Status Owner Manager

4 Registration Complete Jane Doe John Doe

2125 MILVIA ST, BERKELEY, CA 94704

2021 All Rights Reserved AboutUs | ContactUs | FAQ

How Do | Update My Profile?
This section will describe how to update your profile. If you elect to make an Online Payment for your
Property, this may save you a few steps once you are redirected to the ACI Payment website.

1. To update your profile, you first need to be logged in. Click on your name in the top right corner
of the website.

L 7 RentRegistry - City of Berkeley HOME .mm

Properties

My Properties Past Properties

© A0D PROPERTY

20
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2. Click on the “Update Profile” link from the drop-down menu.

Rent Registry - City of Berkeley

Properties

My Properties Past Properties

gLy T gy
I!!IE%II-> p ¥

The profile page will appear. You may notice the Address section is there with no or limited
information.

Z RentRegistry - City of Berkeley

| My Info Additional Contacts

+ ADD CONTACT

Address

+ ADDCUSTOM FIELD
+ ADD NEW ADORESS

Phone

Additional Details

+ ADD NEW CONTACT

+ ADD NEW FIELD

Email Address

+ ADD NEW EMAIL

[ Recewe Emergency Notifications

Preferred Communication Channel  (O) Mobile () E-ma
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3. You can enter your address details. Enter the Place — this will bring up Google suggestions.
When you select an address, many of the address fields will be filled in. You may need to enter
the House Number and Address Type. You will also need to select the Address as Primary
(select the checkbox).

Jane Middle Name Doe Nick Name

Upload Photo
Address
}’_m'm;; - - 2125 A;MIwaSt‘ Berkeley, CA 94704, U
2-1 25 o House Fraction Number ~  Street Direction v gv.hi\-na.St.
Unit l;?-erke\ev CA L-J.r.wit..ed States v
Landmark Building Type 5;70@ D Primary

4. Update or Add any other information you would like to and click on the Update button at the
bottom of the screen. Please Note: you cannot change your Primary Email ID which you use to
login.

Rent Registry - City of Berkeley

Additional Details

=+ ADD NEW FIELD

Email Address

+ ADD NEW EMAIL

[] Receive Emergency Natifications

Preferred Communication Channel  (7) Mobile (©) E-mai

|

021 Al Rights Resersea.

AboutUs | ContactUs | FAQ
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5. If there are any errors, appropriate messaging will appear. If not, then a confirmation pop up
will appear. Click on Yes to save your changes and update your profile.

Confirmation

Do you want to continue?

CANCEL YES

A successfully done message will appear on the screen and your profile will be updated. If you ever
decide to complete a Payment Online, then when you are on the ACI Payment website, your profile

information will appear there (Name, Address, Phone) so you would not need to enter it from scratch.
You would be able to make edits if required.
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How Do | Change My Password?
This section will describe how to change your password.

1. To change your password once you are logged in, click on your name in the top right corner of
the website.

’S Z RentRegistry - ity of Berkeley

l
L4

Properties

My Properties Past Properties

© A0D PROPERTY

AboutUs | ContactUs | FAQ

2. Click on the “Change Password” link from the drop-down menu. The Change Password pop up
will appear.

Jane Doe

Properties

My Properties Past Properties

© 00 PROPERTY
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3. Enter your current password in the “Old Password” field and your new password in the two
password fields.

Change Password

Confirm New Password *

If there are any errors in with the new password, error messages will appear on the screen to describe
the issue.

4. Once the Passwords are entered, the “SAVE” button will be enabled (it will change from gray to
blue in color). Click on the Save button.

Change Password

Old Password *

Enter new Password *

Confirm Password *
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If your password is successfully reset, you will see a message on the screen indicating the password
update was successful. You can click on the “OK” button to close the pop up. The system will log you
out and require you to sign in again.

Your password has been changed successfully!
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How Do | Sign Out of the System?
This section will describe how to sign out of the system.

1. To sign out of the system, click on your name in the top right corner of the website.

HOME . JANE

Properties

My Properties Past Properties

© ADD PROPERTY

AboutUs | ContactUs | FAQ

2. Click on the “Sign Out” link from the drop-down menu. The system will sign you out and you will
return to the Login Screen.

Properties

My Properties Past Properties

© 100 PROPERTY

A By Reserved AboutUs | ContactUs | FAQ
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How do | Add and APN/Property to My Dashboard?

This section will describe how you can add a Property to your Dashboard for Registration. This is a one-
time activity for each APN that you own. Once the APN is added, it will remain on your profile until
there is a change in ownership of the APN.

The Berkeley Rent Board will provide you with your APN and Pin. The Pin is required to add the
property to your profile so we can ensure the intended user is adding the correct APN to manage. Each
APN will have its own unique Pin Number.

If you do not know your APN’s Pin, call the call the Berkeley Rent Board at (510) 981-7368 or email
rentregistry@cityofberkeley.info and inform them that you need your APN'’s Pin. They will ask some
guestions to confirm your identity, so please have your property information ready.

Follow the steps below to learn how to add an APN to your dashboard.

1. From the “My Properties” tab while you are in the “Property Card” view, there is an “ADD
PROPERTY” button. Click on the Add Property button.

Properties

My Properties Past Properties

AboutUs | ContactUs | FAQ

The Add Property pop up will appear.

Add Property

Find APN Help

APN*
Please enter the APN and Registration PIN located on the Welcome Letter sent to the mailing

address on file for your property.

Should you need assistance with registration or if you need a new Registration PIN to be issued,

please contact the Berkeley Rent Board at (510) 981-7368 or email rent@cityofberkeley.info

How do | find the unique PIN?

CANCEL SUBMIT

28
If you have any questions, contact the Berkeley Rent Board at (510) 981-7368, Ext. 2; or email rentregistry@cityofberkeley.info.



mailto:rentregistry@cityofberkeley.info
mailto:rentregistry@cityofberkeley.info

City of Berkeley Owner/Manager User Guide
2. Enter the APN and Pin for your property. The Pin can be found in the Registration Packet that
was mailed to you. If you cannot locate this, contact the Rent Board Staff.

Add Property

Find APN Help

064425001300 Please enter the APN and Registration PIN located on the Welcome Letter sent to the mailing

address on file for your property.
ber Should you need assistance with registration or if you need a new Registration PIN to be issued,

please contact the Berkeley Rent Board at (510} 981-7368 or email rent(@cityofberkeley.info

How do I find the unique PIN?

CANCEL SUBMIT

3. Once the APN and Pin are entered, the “VERIFY” button will be enabled (it will change from gray
to blue in color). Click on the Verify button.

Add Property

Find APN Help

064425001300 Please enter the APN and Registration PIN located on the Welcome Letter sent to the mailing

address on file for your property.
lumber Should you need assistance with registration or if you need a new Registration PIN to be issued,
RERLEE o please contact the Berkeley Rent Board at (510) 981-7368 or emalil rent@cityofberkeley.info

RESET | VERIFY How do | find the unigue PIN?
CANCEL SuBMIT

If the Property is already ‘claimed’ by another user or there is an error with the APN and Pin
combination, an error message will be displayed on the screen and will describe the error. If you see an
error message, try entering the APN and Pin again. If the issue persists, contact the Rent Board, and
inform them of your issue.
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If you have successfully entered the correct APN and Pin combination, the associated Site Address(es)
for the APN will appear as shown below.

Add Property

Find APN Help

Please enter the APN and Registration PIN located on the Welcome Letter sent to the mailing

address on file for your propert

Should you need assistance with registration or if you need a new Registration PIN to be issued

""" o please contact the Berkeley Rent Board at (510) 981-7368 or email rent@cityofberkeley.info

Address(es)

@ 139 HILLCREST RD BERKELEY CA
94705

CANCH m

4. Once the APN has been verified, click on the Submit button to complete the process and add the
APN to your dashboard.

Add Property

Find APN Help

ter the APN and Registration PIN located an the Welcome Letter sent to the mailing

2 file for your prap

Shy eed assistance with registration or if you need a new Registration PIN to be issued,
""" o please contact the Berkeley Rent Board at (510) 981-7368 or email rent@cityofberkeley.info
Address(es)
® 139 HILLCREST RD BERKELEY CA
94705

When you have successfully added the property to your profile, you will be redirected to your
dashboard and will see your newly added property.

Properties

My Properties Past Properties

£2021 301 Systeme. Al Rignts Reservec AboutUs | ContactUs | FAQ
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Understanding the Property Details and Basics

This section will describe the basics of the APN Details page, where things are located, and how to
navigate the APN Details page. The goal is to familiarize you with the terminology and placement of the
features to enhance your experience with the Rent Board’s Online Rent Registry Website.

To access an APN’s Details page, click on the ‘Property Card’ or the “OPEN” button for the property as
shown below.

My Proparties Past Properties

a1 gz Reserves AboutUs | ContactUs | FAQ

Every part of the APN Details page will be broken down and described below.

The APN/Property Details page will appear when you click on the “Open” button as shown above. Much
like the Dashboard, the APN Details page is broken into different tabs. Each tab will contain different
information and actions. The following tabs are on the APN Details page:

e Addresses Tab (default tab when the APN Details page opens)
e Contacts Tab

e Geo View

e Transaction History

APN : 1234567890 | Address : 2125 MILVIA ST, BERKELEY, CA 94704 | Total Units : 2 & Bk

Addresses Contacts Geo View Transaction History

Site Address Rent Program Fees Owed

2125 MILVIA ST, BERKELEY, CA 94704

Current Year Fees: $0.00
Current Year Penalties: $0.00
Previous Year's Fees: $0.00
Previous Year's Penalties: $0.00
Unallocated Fees: $0.00
Waiver Amount: $0.00
Total Units Property Status Primary Owner Manager
& Registration Jane Doe Jane Doe *Payable Total: $0.00
Famnlatad >
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At the top of the APN Details page, the APN, Primary Address, and Total Units of the Property are listed.
Additionally, there is a “Property Action” menu, Refresh button, and a Back button. The menu options
in the Property Actions menu will change depending on where you are in the Registration process. This

will be addressed throughout this user guide.

APN : 1234567890 | Address : 2125 MILVIA ST, BERKELEY, CA 94704 | Total Units : 2 & BACK

At the bottom of the APN Details page, there is a section for Case History. The system is a ‘case-based’
system. If a Unit Exemption is submitted, a case will be created for the Unit Exemption. Each Case in
the system will have its own Case ID and will be displayed in the Case History table.

| Case History

Casald Craated on Entity Casa Typa Created Data Last Modified Casa Status Action

RR2020-21-244369 APN: 064425001300 Rent Registry 01/04/2021 01/04/2021 Registration Open (o]

The ‘Created on Entity’ column describes if the Case is at the APN level or is a Unit level case. This will
become apparent throughout the user guide. To view a Case’s Details page, you can click on the record
on the table. The Case Details page will be described later in the guide.

Addresses Tab
The Addresses Tab will be displayed by default and has the most information regarding the

APN/Property. This section will describe each section of the Addresses Tab.

Rent Registry - City of Berkeley

APN : 1234567890 | Address : 2125 MILVIA ST, BERKELEY, CA 94704 | Total Units : 2 < BACK

Contacts Geo View Transaction History

Site Address

Rent Program Fees Owed

2125 MILVIA ST, BERKELEY, CA 94704

Current Year Fees: $0.00
Current Year Penalties $0.00
Previous Year's Fees: $0.00
Previous Year's Penalties: $0.00
Unallocated Fees: $0.00
Waiver Amount: $0.00

Total Units Property Status Primary Qwner Manager

2 Registration ane Doe ane Doe *Payable Total $0.00

Camnlated v
2125 MILVIA ST, BERKELEY, CA 94704
Unit# Unit Faa Status Unit Status Coda Unit Regulation Numbaer of Initial Rant Currant Rent Start Data of Dataof Last Rent  Occupant Type
Tvoa Badrooms: Tanancy Increasa -
o Al Rignt AboutUs | ContactUs | FAQ

For every APN, there is a Property Image that is displayed. The image that appears is coming from
Google and may not be totally accurate.
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Just below the Property Image, there is a section with some text displayed. Depending on the
information that has been added to the Property, you may see some discrepancies here.

e Total Units of the APN/Property are listed. If the number of Units that are added to the APN
does not match the Total Units, there will be an error listed as shown below. If you see this,
contact the Rent Board to rectify the total units of the APN (if it is not accurate).

Total Units @ Property Status
2 Registration Open

o Property Status will be displayed. If the APN Status is “Registration Open” or “Registration
Denied”, then the Landlord will need to submit the APN for Registration. If the APN Status is
“Pending Staff Review” then the Staff will need to review any Exemption requests that were
submitted. If the APN Status is “Registration Completed” then the APN/Property has been
Registered and any fees for the current cycle would be calculated and payable.

o If Contacts have been added to the APN, the Owner Name and Manager Name will be listed as
shown below. If the APN does not have any Contacts added to it, then the names will not
appear until the Contacts are added.

Total Units @ Property Status Owner Manager

2! Registration Open Jane Doe Jane Doe
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Below the Total Units, there may be some error messages displayed. Each APN in the system is required
to have the following information:

e Primary Owner Contact
e Property Manager Contact
e Unit Details for each Unit (Number of Units and Occupant Type)

If any of these are missing, error messages will be displayed to inform you of the missing data.
Additionally, if the Contact Information is missing, there is a link, “Click Here to Add”, you can click on to
navigate to the Contacts tab.

APN : 1234567890 | Address : 2125 MILVIA ST, BERKELEY, CA 94704 | Total Units : 2 € 8AcK

Addresses Contacts Geo View Transaction History

Site Address Rent Program Fees Owed

2125 MILVIA ST, BERKELEY, CA 94704

Current Year Fees: $0.00
Current Year Pe $0.00
Previous Year" $0.00
Previous Year's Penalties: $0.00
Unallocated Fees: $0.00
Waiver Amount: $0.00

Total Units Property Status

2 Preparing for Registration *Payable Total: $0.00

*Primary Owner and Property Manager Contact Information is Click Here to
© campis o .

To the right of the property image, the APN’s Site Addresses will be listed. If a Site Address is missing or
not needed, please report this to the Rent Board so your APN can be updated.

APN : 1234567890 | Address : 2125 MILVIA ST, BERKELEY, CA 94704 | Total Units : 2 & BACK

Addresses Contacts Geo View Transaction History

Site Address Rent Program Fees Owed

2125 MILVIA ST, BERKELEY, CA 94704

Current Year Fees $0.00

Current Year Penalties: $0.00

Preuic $0.00
Previ s Penalties: $0.00
Unallocated Fees: $0.00
Waiver Amount: $0.00

Total Units Property Status

2 Preparing fi *Payable Total! $0.00

*Primary Owner and Property Manager Contac is Click Hera to
® ) s o )

To the right of the Site Addresses, the APN’s Outstanding Balances will be displayed. Each Year the Rent
Board collects fees for each Non-Exempt Unit and applies penalties if these fees are not paid on time.
The Rent Program Fees Owed would be inclusive of any outstanding fees from past registration cycles
through the current cycle. If you have any ‘credit’ on the Property due to overpayment of the fees, this
amount would be reflected on the “Unallocated Fees” and would be reduced from the calculated fees.
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Additionally, the “Pay Now” button will only be enabled AFTER the Registration is Submitted and Staff
has reviewed the details (if applicable).

APN : 1234567890 | Address : 2125 MILVIA ST, BERKELEY, CA 94704 | Total Units : 2 € Back

Addresses Contacts Geo View Transaction History

Site Address Rent Program Fees Owed
2125 MILVIA ST, BERKELEY, CA 94704
$0.00
$0.00
$0.00
Previous Year's Penalties: $0.00
Unallocated Fees: $0.00
Waiver Amount: $0.00
Total Units Property Status
2 Registration Open *Payable Total $0.00
wner and Property Manager Contact Information is Click Here to
o I

Note: if you submit the property for Registration and have submitted any new Unit Exemption requests alongside,
the Pay Now button will be enabled once Staff has come to a determination on your Exemption requests.
Otherwise, you can submit a payment offline directly to the Rent Board.

Each Site Address will be listed on the APN Details page with Units under each one. The Units have been
preloaded to each APN/Property and whatever data was provided to the Rent Board in the past will
carry over. If there are any Units missing or the Unit Name is not accurate, reach out to the Rent Board
so this can be fixed.

APN : 1234567890 | Address : 2125 MILVIA ST, BERKELEY, CA 94704 | Total Units : 2 € BACK

Addresses Contacts Geo View Transaction History

Site Address Rent Program Fees Owed

2125 MILVIA ST, BERKELEY, CA 94704

Current Year Fees: $0.00
Current Year Penalties: $0.00
Previous Year's Fees: $0.00
Previous Year's Penalties: $0.00
Unallocated Fees: $0.00
Waiver Amount: $0.00

Total Units Proparty Status

2 Registration Open *Payable Total $0.00

P *Primary Owner and Property Manager Contact Information is Click Here to
I | 2125 MILVIA ST, BERKELEY, CA 94704 I
Units Unit Fee Status Unit Status Code Unit Regulation Number of Initial Rent Current Rent Start Date of Date of Last Rent Occupant Type
Type Bedrooms Tenancy Increase
, Non-Exem NE Partially Covered Owr
B Non-Exempt NEW Partially Covered 2 $2,200.00 $2,200.00 12/0 2/02/202! Tenant

|

Note: if a Unit is listed without anything in the “Unit #” column like in the image above, this means that the mailing
address for the Unit is the same as the Site Address above. In this example, the mailing address for the unit is “139
Hillcrest Rd”. There is no Unit Number for this unit.
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By default, each Unit will be “Non-Exempt” and will be subject to the Registration Fees. However, Unit
Exemptions that were already approved may be carried over from one cycle to the next, so you may see
some of your Units are already in the “Exempt” status. Unit Exemptions may be submitted for review by

the Rent Board. This will be covered later in the guide.

APN : 1234567890 | Address : 2125 MILVIA ST, BERKELEY, CA 94704 | Total Units : 2

Transaction History

Addresses Contacts Geo View

Site Address

2125 MILVIA ST, BERKELEY. CA 94704

Total Units Property Status

2 Registration Open
*Primary O Click Here to
Incomplete Add

| 2125 MILVIA ST, BERKELEY, CA 94704
Unit# Unit Fea Status Unit Status Coda Unit Regulation Number of Initial Rent Current Rent Start Date of
Type Bedrooms Tenancy
A Non-Exempt NEW Partially Covered
B Non-Exempt NEW $2,200.00 $2.200.0C 12/02 ps)

+ PROPERTY ACTIONS € BacK

Rent Program Fees Owed

Unallocated Fees:

Waiver Amount:

*Payable Total $0.00

DateofLastRant  Occupant Type

Increase
Owner ALHDN
1 202C Tenar ACTION

In order to submit your APN/Property for Registration or to submit a Unit Exemption, the Unit Details
will need to be added. All of the Unit Information that was already reported to the Rent Board would
remain on the Property. If the Exemption Status, Occupancy details, or Rent has changed since you last
reported to the Rent Board, then you will need to keep this information up to date. This will be covered

later in the document.

Each Unit record contains an “ACTION” button along with a “View” icon as shown below. You may need

to use the scroll bar to see the Action menu and View Icon.

Waiver Amount $0.00
Total Units Property Status
2 Registration Open *Payable Total $0.00
° *Primary Owner and Proparty Manager Contact Information is Click Here to
| 2125 MILVIA ST, BERKELEY, CA 94704
Unit Fee Status Unit Status Code Unit Regulation Number of Initial Rent Current Rent Start Date of DateoflastRent  Occupant Type
Type Bedrooms Tenancy Increase

Non-Exempt NEW Partially Covered

Non-Exempt NEW Partially Covered $2.200.00 $2.200.00 12/02/2020 12/02/

2020 Tenant ACTIONS v [o]
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The “ACTION” button is essentially the Unit’s Action Menu. If the Unit’s Details need to be updated or if
a Case needs to be created for the Unit, it will take place from the “ACTION” menu. The Actions that are
available in the menu will be dependent on the Property Status and Occupant Type. If you need to
perform an action and do not see it in the menu, reach out to the Berkeley Rent Board for assistance.

| 2125 MILVIA ST, BERKELEY, CA 94704

Unit Fee Status

Non-Exempt

Non-Exempt
. .

‘ Case History

Caseld

Unit Status Code Unit Regulation Number of Initial Rent
Type Bedrooms
NEW Partially Cavered 2
NEW Partially Covered 2 $2,200.00
Created on Entity Case Type

Current Rent Start Date of Date of Last Rent  Occupant Type
Tenancy Increase
$2,200.00 12/02/2020 12/02/2020 Tenant
2 Apply for Exemptior
of 2 items
A% Manage Tenant Cantacts
2>  Report New Occupancy
/'  Update Current Rent
Created Date Last Modified Case Status Action

The “View” icon (€ ) contains the Unit Details which are not visible on the Unit Table in the form of a

pop up.

Unit Details

Unit #

Unit Regulation Type

Occupant Type

MNumber of Bedrooms

Number of Occupants

Current Rent

Initial Rent

Start Date of Tenancy

Date of Last Rent Increase

Included with Rent

Partially Covered

Tenant

2,200
2,200
12/02/2020
12/02/2020

Parking, Garbage, Water
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Contacts Tab
Click on the Contact Tab to view the Contacts for the APN. This section will describe the features of the
Contacts Tab.

APN : 1234567890 | Address : 2125 MILVIA ST, BERKELEY, CA 94704 | Total Units : 2 & BACK

Addresses Contacts Geo View Transaction History

Site Address Rent Program Fees Owed

2125 MILVIA ST, BERKELEY, CA 94704

Current Year Fees: $0.00
Current Year Penalties: $0.00
Previous Year's Fees: $0.00
Previous Year's Penalties $0.00
Unallocated Fees $0.00
Waiver Amount $0.00

Total Units

2 *Payable Total: $0.00

i T

In the Contacts Tab, the following Contact Types can be added:

e Primary Owner Contact Information
e Property Manager Contact Information

Both types of contacts must be added to the APN in order to be eligible to submit any Exemptions,
Amendments, and even Registration.

An APN/Property may have more than one Owner Contact (Primary Owner and Additional Owner). To
add a Contact, click on the “Add Contact” button.

APN : 1234567890 | Address : 2125 MILVIA ST, BERKELEY, CA 94704 | Total Units : 2 € BacK

contacts _

Each property requires BOTH a Primary Ownar Contact and a Proparty Manager Contact to be added,

2 the blue “Actions” menu to

the information to ensure

o If you see a Primary Owner liste

acy

* ToaddaPr Manager Cont k on the "Add Contact” button ar roperty Manager” to en

NOTE: If there is NO specified Property Manager for the property, you can click on “Same as Primary Owner” to

ner names, if applicable. This is optional and purely informative.

Contact should receive billing statements, rent ceiling notices, and other Rent Board correspondence. The option to indicate this will appear once both Contact Types have been

added.

 If you no longer own this property: Click on the "Actions” menu and select "Report New Property Ownership” to provide the date of transfer and other information. The Rent Board will reach out to the new owner

+ ADD CONTACT

No Data Available

The Contact Detail pop up will open where the Contact Type that is being added can be selected from
the drop-down list as shown below.

Contact Details

Contact Type -
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Select “Primary Owner”, “Property Manager”, or “Additional Owner” depending on the contact type you
are adding. In this example, we will select “Primary Owner”.

Contact Details

Additional Owner

Primary Owner

Property Manager

Select “Yes” if the Primary Owner is also acting as the Property Manager (or there is no designated
Property manager Contact). Once you add the Primary Owner contact, the system will automatically
add a Property Manager contact. If there is already a Property Manager added to the Property, then
this question will not appear. Select “No” if you have a designated Property Manager Contact.

Contact Details

Contact Type

Primary Owner -

Is the Primary Owner also acting as the Property Manager? * @

Q Yes @ No

Profile

Business Name Owner Type * -

Please provide the new Owner's Name. If the owner is a Trust, LLC, Corporation or Partnership, provide name(s) of Trustee(s)/CEO/Managing

Partner

First Name * (2] Last Name * 2]
Telephone Number * Additional Telephone Number

Preferred Language - Email *

You need to provide the Recorded Share Interest for each Owner Contact that is added to the Property.
The total among all Owners can be 100%. If the Primary Owner Contact is added with 75% Recorded
Share Interest, then when a new, Additional Owner Contact is added, the Recorded Share Interest
cannot exceed 25%. If you are seeing an error when trying to edit the Recorded Share Interest, you may
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need to edit the existing Primary Owner Contact Info to reduce the Percentage so that the total does not
exceed 100%.

Enter all the required fields for the Primary Owner Contact — these fields are marked with a red asterisk
—and then click on the “Add” button to add the contact. The required fields are as follows:

e Owner Type

e Business Name (only required if Owner Type is NOT ‘Individual’)
e First Name

e Last Name

e Phone

e Email

e Recorded Share Interest Percentage

e Date of Property Acquisition

e Mailing Address

The newly added additional contact will appear in the contacts tab and the Primary contact would
appear first in the list.

APN : 1234567890 | Address : 2125 MILVIA ST, BERKELEY, CA 94704 | Total Units : 2 & Bark

Fontacts _

Each proparty requires BOTH a Primary Owner Contact and a Property Manager Contact to be added.

 Ifyou see a Primary Owner listed below, please use the blue "Actions™ menu to edit the information to ensure its accuracy.

« Toadd a Propert

lanager Contact, click on the “Add Contact” button and select "Property Managar” to enter the data. NOTE: If there is NO specified Property Manager for the property, you can click on “Sama as Primary Ownar” to
prefill the informatian.

* You can also add Additional Owner names, if applicable. This is optional and purely informative.

Once you have added these contacts, please indicate which Contact should receive billing statements, rent ceiling notices, and other Rent Board correspondence. The option ta indicate this will appear once both Contact Types have been
added.

= If you no longer own this property: Click on the "Actions” menu and select "Report New Property Ownership” to provide the date of transfer and other information. The Rent Board will reach out to the new owner.

| 5e -
Wihich Contact Type should receive mailed notices and billing statements

Primary Owner

Name Jane Doe Date of Proparty Acquisition 09/29/2020

Telephone Number (123) 456-7890 Owner Type Individual

Email Address anedoe(@yopmail.com
Recordad Shara Intarast 1008
Mailing Address 2125 MILVIA, BERKELEY, CA 94704
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The system also requires a Property Manager contact to be added. To add a Property Manager, click on
the “ADD CONTACT” button and select Property Manager from the contact type dropdown.

City of Berkeley Owner/Manager User Guide

Contact Details

Additional Owner

Property Manager

If the property does not have a dedicated Property Manager and this is being handled by one of the
Owners, then you can click on the “Same as Primary Owner” checkbox.

Contact Details

Contact Type

Property Manager ‘l [] same as Primary Owner
|

Profile

Business Name

Please provide the Property Manager Name:

First Name * Q Last Name * o
Telephone Number * Preferred Language -
Email *

Mailing Address

[] International Address

CANCEL ADD

The Property Manager contact fields would then be prefilled with the Primary Owner Contact
Information. If the information is correct, you can click on the “Add” button to add the Property
Manager Contact to the APN.
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However, if the Property Manager Contact is not the same as the Primary Owner, then you can manually
enter the contact details by providing information for each required field. The required fields are as
follows:

e First Name

e Last Name

e Phone

e Email

e Mailing Address

For each Contact that is added, an Action Menu will appear as shown below. The Contact Menu will
have options such as Report New Property Ownership, Edit, and Delete. These menu items will appear
depending on what the APN Status is, because an APN must have both contact types. If the APN has
been submitted for Registration, the “Delete” option will not be available.

APN : 1234567890 Address : 2125 MILVIA ST, BERKELEY, CA 94704 | Total Units : 2 & Back -
Contacs GeoView Transaction History
Which Contact Type should receive mailed notices and billing statements? ~ -

Primary Owner
& Report New Property Ownership

Name : lane Doe Date of Property Acquisition 09/25/2020

Telaphone Number : [123)456-7890 Owner Type Individual s

Additional Talephona (950) 784-0551 §  Delete

Number

Email Address anedoe(@yopmail.com

Recorded Shara Interest 100%

Mailing Address 2125 MILVIA, BERKELEY, CA 94704

When a Contact is added or edited, the “Last Updated Date” will appear on the contact card as shown
below.

APN : 1234567890 | Address : 2125 MILVIA ST, BERKELEY, CA 94704 | Total Units : 2 & Back -
Comtses Geo Viaw Tansacion History
Which Contact Type should receive mailed notices and billing statements? -

Primary Owner

Name Jane Doe Date of Property Acquisition

Telephone Number (123} 456-7890 Owner Type divicual

Additional Telephone (950) 784-0551

Number

Email Address

Recorded Share Interest

Mailing Address 2125 MILVIA, BERKELEY, CA 94704

=)
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Once the Primary Owner Contact and Property Manager Contacts have been added, the instructions on
the page will be removed. You will then need to select which Contact of the APN should receive mailed
Billing Statements and Notices.

APN : 1234567890 | Address : 2125 MILVIA ST, BERKELEY, CA 94704 | Total Units : 2 € Back

Contacs GeoView  Trnsacton oty

Whicl nta ype shou eceive mailed notices 1l atements? N
Which Contact Type should receive mailed notices and billing statement + ADD CONTACT

[

Primary Owner

Name Date of Property Acquisition

Telephone Number Owner Type dividual

Additional Telephone (950) 784-0551

Number

Email Address jan

Recorded Share Interest 100%

Mailing Address 2125 MILVIA, BERKELEY, CA 94704

Select either the Primary Owner Contact or the Property Manager Contact as shown below.

APN : 1234567890 | Address : 2125 MILVIA ST, BERKELEY, CA 94704 | Total Units : 2 € pack

Contacs O ———

+ ADD CONTACT

Primary Owner ACTIONS v

Name Jane Doe Date of Property Acquisition 09/29/2020

Telephone Number Owner Type ndividual

Additional Telephone

Number

Email Address janedoef@yopmail.cor
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By default, the system will display the Contacts in a ‘Contact Card’ format. If you choose to, you may
elect to view your Contacts in a list. Click on the “List View” icon (E) as shown below.

APN : 1234567890 | Address : 2125 MILVIA ST, BERKELEY, CA 94704 | Total Units: 2 & BACK

Contacts Geo View Transaction History

& should recelve mailed netices and billing statements? *

Primary Owner -
+ ADD CONTACT

Primary Owner ACTIONS v

Name Jane Doe Date of Property Acquisition 09/29/2020
Telephone Number (123) £56-7890 Owner Typa : Individual
Additional Telephone {950) 784-0551

Number

Ermail Address janedae(@yopmail.com

Recorded Share Interest 100%

Mailing Address 2125 MILVIA, BERKELEY, CA 94704

When you click, the Contacts will be shown in a table format. You can swap views by clicking on the
“Card View” icon ().

Since the “List View” is limited, you can expand each contact type to view additional details by clicking
on the “+” icon as shown below or click on the “-“ icon to collapse the additional details.

APN : 1234567890 | Address : 2125 MILVIA ST, BERKELEY, CA 84704 | Total Units : 2 € Back

Contacts GmVew  Trmmacinbisiay

rimary Ownes - + ADD CONTACT

Contact Type Name Telephone Number Email Address Mailing Address Preferred Language Actions

E 2125 MILVIA, BERKELEY. CA 8470 ‘
Primary Owne Jane Doe 23) 456-7890 anedoe@yopmail com

Additional Information

Date of Property Acquisition 09/20/2020
Owner Type individual
Aditional Telephona Number (950) 7B4-0551
Recorded Share Interest (in %) 1008

MORE ~
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Geo View Tab
Click on the Geo View Tab to view the map of the APN.

APN : 1234567890 | Address : 2125 MILVIA ST, BERKELEY, CA 94704 | Total Units : 2 € BAK
Map Satellite Q z Walk Bul o o d Q . e
i 2= . 9 14
4 i)
9 bl 9 a .
Q ia @ Q : ‘ Q
ok i 'Station 33 %
ty o 3 a
, @ . -
Go ner St o

dap data ©2021 Google | Terms of Use

There are not any Registration or Property Management related functions available on this tab. It is
purely informative and will show the APN’s location on the Google Map. Since this is on a Google Map,
the Google Map related features are enabled, such as Satellite View, Street View, etc.

Transaction History Tab

Click on the Transaction History Tab to view the breakdown of charges and payments from when you
have claimed the Property.

APN : 1234567890 | Address : 2125 MILVIA ST, BERKELEY, CA 94704 | Total Units : 2 & BATK
— ontees Seo _
Outstanding Balances: $0.00
Fiscal Year Date/Time Transaction Type Referance Description Amount Balance Invoice/Racaipt nvoice Due Date
F Pl | :p *
2 P Bill Rr20 5 5 s
:

Although the APN/Property Details page will show you the breakdown of the Outstanding
Fees/Penalties owed for the Property, the Transaction History tab is also a good tool to see any
payments that were made alongside any charges.

On the top left of the Transaction History table, there is the Property’s Outstanding Balance written in
Red. Please note that the Annual Fees will become payable Online once the Property Status is
“Registration Completed”. You can always submit payment directly to the Rent Board once you receive
your invoice.
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Case History & Case Details
Scroll to the Case History table to view the Cases associated with the APN. In this example, the Landlord
has applied for a Unit Exemption in addition to the Registration Case that is tied to the APN.

Case History 5 .

Case ld Created on Entity Case Type Creatad Data Last Modified Case Status Action
Unit: 139 HILLCREST RD BERK

UE2020-21-26437! Unit Exemptic 01/05/202 01/05/202 ending Review

UE 244375 Py CA 96705 nit Exemnptio 1/05/2021 1/05/2021 Pending Revi (o]

RR2020-21-244369 APN: 064425001300 Rent Registry 01/04/2021 01/04/2021 Registration Open @

Each case that is created in the system for the APN, (whether it is an APN Level Case or a Unit Level
Case) will appear in the Case History table. If a Landlord contacts the Rent Board and requests the Staff
to create a case on their behalf, the case that Staff creates will also appear in the Case History table.

To view a Case’s Details page, click on the record from the Case History table.

| Case History 5 -

Caseld Created on Entity Case Type Created Date Last Modified Casa Status Action

UE2020-21-2464375 ”LL':'R[:'T RDBERK )0 Exemption 01/05/2021 01/05/2021 Pending Review @
RR2020-21-244369 APN: 064425001300 Rent Registry 01/04/2021 01/04/2021 Registration Open [o)

The Case Details will appear in the form of a pop up.

| Case Details

o
Q
X

ary Address 139 HILL RD BERKELEY CA 94705

139 HILLCREST RD BERKELEY CA 84705

Case Type Unit Exemption

Overview

> Exemption Reason
Unit

wner-occupied.

> Submitter's Name

ane Doe
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r"
To view the Case Details in Full Screen, click on the “View Full Screen” icon (~ 4) as shown below.

l | case peais B e o x

Overview

The Case Details page has a singular structure that is used for all case types. The screen will be
described in detail below.

The top portion of the Case Details page has some action buttons along with basic case information as
shown below.

Case Details

Primary Address 39 HILLCREST RD BERKELEY 94705

Unit # 39 HILLCREST RD BERKELEY CA 94705

reated On

No of Units 2 Madified On

e The “VIEW APN” button will navigate to the APN Details page which is tied to the case.
However, the APN Details will appear in a pop up. Inthe pop up view, the Case History will not
be visible. To view the full screen for the APN, click on the “View Full Screen” icon ([ ; ).

e The “REFRESH” button will refresh the case details. This may be necessary if the Rent Board
Staff has updated the case.

e The “BACK” button will navigate the user back to the previous page that was being viewed.

The top section overall will have the following information:

e APN

e Primary Address: this displays the primary address of the APN

e Unit Number (if the case is at the Unit Level): this displays the Unit Number for which the case
was created

e Number of Units: this displays the total number of Units associated with the APN

e Case Type: this describes the Case Type that was created

e (Case ID: each case has a unique Case ID which begins with a prefix indicating the Case Type and
Registration Year. Ex. UE2020-21-XXXXX describes a “Unit Exemption” for 2020-21 Cycle.

e Status: Each case has a status which describes where we are in the process.

e Created On: this is the date the case was created

o Modified On: this is the date the case was last updated
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The “Overview” section describes the details of the case. This will contain the information that was
entered at the time the case was created. Additionally, if Staff adds information to the Case, it will
appear in this section.

| Overview

> Exemption Reason > Exemption Date

Unit is owner-occupied

> Submitter's Name > Submitter's Title

Jane Doe Owner

The “Documents” section displays the document that was uploaded to the case. For security purposes,
Landlords can only view the documents that they themselves uploaded. Documents uploaded by Staff
will not be visible to Landlords.

‘ Documents

Name Tag Created By Date Action

Cert of Occupancyjpg jdoe@3diemail.com 01/05/2021

The Documents each will have an “action menu” of their own where you can click and elect to
download/view the uploaded document in a new window.
I Documents

Name Tag Created By Data Action

Cert of Occupancyjpg jdoe@3diemail.com 01/05/2021
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How do | Register my APN?

The main purpose of the Berkeley Rent Board’s Online Rent Registry System is for Landlords to Register
their APNs and Units with the Rent Board and to keep the Rent Board informed, throughout the year, of
the changes in Unit Rent, Occupancy, and APN Contact Information. In this section, we will describe
how to properly Register an APN.

Below is a quick guide on the information that needs to be provided PRIOR to submitting your APN for
Registration:

e Owner Contact Details (if any changes occur to the contact info for an Owner, you can edit this
throughout the year; if you sell the property, you can report a New Property Ownership
Amendment)

e Property Manager Contact Details (if any changes occur to the contact info for a Property
Manager, you can edit this throughout the year)

e Unit Details (Number of Bedrooms must be provided in the first year along with Occupant Type.
As the Occupant Details and Rent Amounts change, those can be reported through Amendment
Cases)

e Unit Exemptions (These can only be reported/applied for BEFORE you submit your APN for
Registration)

The information that was reported to the Rent Board will remain on your Property. It is your
responsibility to report changes in Owner and Manager Contact details, Occupancy changes for your
Units, Exemption statuses for your Units, and changes in Property Ownership.

Please follow along with this guide to ensure that all the required information has been provided.

1. Navigate to the APN Details page for the APN which needs to be Registered. Since all the
required details have likely been provided, you may see a link which reads “Click Here to
Complete Registration”.

APN : 1234567890 | Address : 2125 MILVIA ST, BERKELEY, CA 94704 | Total Units : 2 & BacK

Addresses Contacts Geo View Transaction History

Site Address Rent Program Fees Owed

2125 MILVIA ST, BERKELEY, CA 94704

Unallocated Fe $0.00

Waiver Amount: $0.00
Total Units

2 3
I Click Here to Comple

| 2125 MILVIA ST, BERKELEY, CA 94704

Primary Owner Property Manager
n  Jane Doe Jane Doe *Payable Total $0.00

Unit# Unit Fee Status Unit Status Code Unit Regulation Number of Initial Rent Current Rent Start Date of Date of Last Rent Occupant Type
Type Bedrooms Tenancy Increase

AboutUs | ContactUs | FAQ
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Manage Contact Details
This section will describe how to manage the APN Contacts, not only for Registration purposes, but also
how to keep your information up to date throughout the year.

In an effort to minimize the amount of information that Landlords need to provide to the Rent Board,
some of the APN Contact Information has been preloaded into the system based on the data collected
over the years. The Rent Board, however, may not have ALL the required contact information for each
APN. When you access the APN Details page, you may NOT see an error message for Contact Details
because technically, the contacts have been added. Itis important that you review the Contact
Information that was preloaded, if applicable, and ensure the accuracy of the data and to provide
additional information.

In this section, we will describe how to Add a new Contact and how to Edit an Existing Contact.

Add New APN Contact
1. Click on the Contacts Tab OR click on the “Click Here to Add” link in the error message as shown
below.

APN : 1234567890 | Address : 2125 MILVIA ST, BERKELEY, CA 94704 | Total Units : 2 € BAK

Addresses Contacts Geo View Transaction History

Site Address Rent Program Fees Owed

2125 MILVIA ST, BERKELEY, CA 94704

e by Ju
by

Current Year Fees: $0.00
Current Year Penalties: $0.00
Previous Year's Fees: $0.00
Previous Year's Penalties: $0.00
Unallocated Fees $0.00
Waiver Amount: $0.00

Total Units Property Status

2 Registration Open *Payable Total: $0.00

*Primary Owner and Property Manager Contact Information is Click Here to

© compiee e .

2. On the Contacts Tab, click on the “ADD CONTACT” button. The Add Contact pop up will appear.

APN : 1234567890 | Address : 2125 MILVIA ST, BERKELEY, CA 94704 | Total Units : 2 « Back

contacts _

Each property requires BOTH a Primary Owner Contact and a Proparty Manager Contact to ba addad.

the biue "Actions” menu to edit the information t

e "Add Contact” button and select “Proparty Manager ta. NOTE: If there is NO specified Property Manager for the property, you can click on “Same as Primary Owner” to

\ents, rent ceiling notices, and other Rent Board correspondence. The option to indicate this will appear once both Contact Types have been

 If you no longer own this property: Click on the "Actions” menu and select "Report New Property Ownership” to provide the date of transfer and other information, The Rent Board will reach out ta the new owner.

+ ADD CONTACT

No Data Available
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The Contact Detail pop up will open where the Contact Type that is being added can be selected from
the drop-down list as shown below.

Contact Details

Contact Type -

Select “Primary Owner”, “Property Manager”, or “Additional Owner” depending on the contact type you
are adding. In this example, we will select “Primary Owner”.

Contact Details

Additional Owner

Primary Owner

Property Manager

Select “Yes” if the Primary Owner is also acting as the Property Manager (or there is no designated
Property manager Contact). Once you add the Primary Owner contact, the system will automatically
add a Property Manager contact. If there is already a Property Manager added to the Property, then
this question will not appear. Select “No” if you have a designated Property Manager Contact.

Contact Details

Contact Type R
Primary Owner -

Is the Primary Owner also acting as the Property Manager? * @

O Yes @ No

Profile

Business Name Owner Type * .

Please provide the new Owner's Name. If the owner is a Trust, LLC, Corporation or Partnership, provide name(s) of Trustee(s)/CEO/Managing

Partnar

First Name * [7] Last Name * [
Telephone Number * Additional Telephone Number
Preferred Language - Email *
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You need to provide the Recorded Share Interest for each Owner Contact that is added to the Property.
The total among all Owners can be 100%. If the Primary Owner Contact is added with 75% Recorded
Share Interest, then when a new, Additional Owner Contact is added, the Recorded Share Interest
cannot exceed 25%. If you are seeing an error when trying to edit the Recorded Share Interest, you may
need to edit the existing Primary Owner Contact Info to reduce the Percentage so that the total does not
exceed 100%.

Enter all the required fields for the Primary Owner Contact — these fields are marked with a red asterisk
—and then click on the “Add” button to add the contact. The required fields are as follows:

e Owner Type

e Business Name (only required if Owner Type is NOT ‘Individual’)
e  First Name

e lLast Name

e Phone

e Email

e Recorded Share Interest Percentage

e Date of Property Acquisition

e Mailing Address

The newly added additional contact will appear in the contacts tab and the Primary contact would
appear first in the list.

APN : 1234567890 | Address : 2125 MILVIA ST, BERKELEY, CA 94704 | Total Units : 2 € Back

Foneacts _

Each proparty requires BOTH a Primary Owner Contact and a Property Manager Contact to be added.

* If you see a Prim

Owner listed below, please use the blue "Actions” menu to edit the information to ensure its accuracy.

+ To add a Property Manager Contact, click on the "Add Contact” button and select "Proparty Managar” to enter the data. NOTE: If there is NO specified Property Manager for the property, you can click on "Sama as Primary Ownar” to

prefill the information.

* ‘You can also add Additional Owner names, if applicable. This is optional and purely informative.
* Once you have added these contacts, please indicate which Contact should receive billing statements, rent ceiling notices, and other Rent Board correspondence. The option to indicate this will appear once both Contact Types have been
added.
« If you na longer own this proparty: Click on the "Actions” menu and select “Report New Property Ownership” to provide the date of transfer and other informatian. The Rent Board will reach out to the new owner
I 2" -
Which Contact Type should receive mailed notices and billing statements? 4 ADD CONTACT

Name Date of Property Acquisition 09/29/2020
Telephona Number Owner Typa Indivicual
Email Address janedoe(@yopmail.com

Recordad Shara Intarast 100%

Mailing Address 2125 MILVIA, BERKELEY, CA 94704
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Now that the APN has an Owner Contact added, we can go ahead and add the Property Manager
Contact, as the system also requires a Property Manager contact to be added. To add a Property
Manager, click on the “ADD CONTACT” button and select Property Manager from the contact type
dropdown.

Contact Details

Additional Owner

Property Manager

If the property does not have a dedicated Property Manager and this is being handled by one of the
Owners, then you can click on the “Same as Primary Owner” checkbox.

Contact Details

Contact Type -
Property Manager ] (] Sameas Primary Owner

Profile

Business Name

Please provide the Property Manager Name:

First Name * 2] Last Name * 7]

Telephone Number * Preferred Language -

Email *

Mailing Address

[] International Address

CANCEL ADD

The Property Manager contact fields would then be prefilled with the Primary Owner Contact
Information. If the information is correct, you can click on the “Add” button to add the Property
Manager Contact to the APN.
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The Property Manager contact will be added to the APN.
Primary Owner

Name Jane Doe Data of Property Acquisition 09/29/2020
Telaphone Number (123)456-7850 Oumer Type Individual
Email Address janedoe(@yopmail.com

Recorded Share Interest 100%

Mailing Address 2125 MILVIA, BERKELEY, CA 94704

Property Manager

Name Jane Doe

Telephone Number (123) 456-7890

Email Address janedoa(@yopmail.com

Mailing Address 2125 MILVIA, BERKELEY, CA 94704

Once the Primary Owner Contact and Property Manager Contacts have been added, the instructions on
the page will be removed. You will then need to select which Contact of the APN should receive mailed
Billing Statements and Notices.

APN : 1234567890 Address : 2125 MILVIA ST, BERKELEY, CA 94704 | Total Units : 2 & Back
contaces _
Which Contact Type should receive mailed notices and billing statements? * -

Primary Owner ACTIONS ~

Name : JaneDoe Data of Proparty Acquisition 09/25/2020

Telephone Number : (123) 456-7890 Owner Type Individual

Select either the Primary Owner Contact or the Property Manager Contact as shown below.

APN : 1234567890 | Address : 2125 MILVIA ST, BERKELEY, CA 94704 | Total Units : 2 & BArK

contacts _

e should receive malled notices and billing statements?
- + ADD CONTACT

Primary Qwner

Name Jane Doe Date of Property Acquisiion ~ :  09/29/2020

Telephone Number Owner Type : Individual

Email Address

Rarnrrad Shars Intaract . DML
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Additionally, if the APN/Property has a Primary Owner Contact AND Property Manager Contact added,
then the error message for ‘missing APN Contacts’ on the Addresses Tab will disappear as shown below.

APN : 1234567890 | Address : 2125 MILVIA ST, BERKELEY, CA 94704 | Total Units : 2 & BACK

Addresses Contacts Geo View Transaction History

Site Address Rent Program Fees Owed

2125 MILVIA ST, BERKELEY, CA 94704

Current Year Fees: $0.00
Current Year Penalties: $0.00
Previous Year's Fees: $0.00
Previous Year's Penalties: $0.00
Unallocated Fees: $0.00
Waiver Amount: $0.00

Total Units Property Status Primary Owner Property Manager

2 Registration Open __Jane Doe Jane Doe “Payable Total $0.00

Click Here to Complete Registration

2125 MILVIA ST, BERKELEY, CA 94704

Unit s Unit Fee Status Unit Status Code Unit Regulation Number of Initial Rent Current Rent Start Date of Dateof LastRent  Occupant Type
Type Bedrooms Tenancy Increase =

AboutUs | ContactUs | FAQ

In the example above, each Unit already has the Occupancy details added, so the Landlord can proceed
to Register the Property for this annual cycle AFTER reviewing all the details on the property to confirm
the accuracy of the information.
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Edit Existing APN Contact

This section will describe how to Edit an existing Contact on the APN. For many Landlords, the
preloaded information is not a complete representation of all the required fields, so these Landlords will
need to follow this process to update the Contact Information. This will also be important for all
Landlords if/when any Contact Information needs to be updated throughout the year.

1. From the Contacts Tab, click on the Action Menu for the Contact Type where edits are required
as shown below.

APN : 1234567890 | Address : 2125 MILVIA ST, BERKELEY, CA 94704 | Total Units : 2 € Back
Contacts Geo View Transaction History
Which Contact Typa should recaive mailed notices and billing statemaents?

Primary Gwner -

+ ADD CONTACT

p”marv gt

Name lane Doe

Dataof Property Acquisition ~ :  09/29/2020
Telaphone Numbar (123) 456-7890 Owner Type 1 Individual
Additional Talephona (950) 784-0551
Number
Email Addrass : janedoe@yopmail.com
Recordad Share Interest : 1003
Mailing Address : 2125 MILVIA, BERKELEY, CA 94704

2. The Menu will open. Click on the “Edit” option.

APN : 1234567890 | Address : 2125 MILVIA ST, BERKELEY, CA 94704 | Total Units : 2 & BACK

Contacts Geo View Transaction History

e should receive mailed notices and billing statements? *

Primary Owne! -

4 ADD CONTACT

Primary Owner ACTIONS ~

Name Date of Property Acquisition 09/29/2020

Telaphone Number 56-7830 OwnerType Individual I /7 Edt I
Additional Telephone (950) 784-0551 &0

Number

Email Address anedoe(@yopmail com

Recorded Share Interest 100

Mailing Address 2125 MILVIA, BERKELEY, CA 94704
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The Contact pop up will appear with the Contact details prefilled.

Contact Details
tact Type "
Profile
Suner Type -
Business Name Individual v
Please provide the new Owner's Name. If the owner is a Trust, LLC, Corporation or Partnership, provide name(s) of Trustee(s)/CEQ/Managing
Partner
First Na Last Name
Jane Doe (7]
Telephone Number
(123) 456-7890 Additional Telephone Number
Er
Preferred Language janedoe@yopmail.com
ecorded Share Interest (in %) * Date of Property Acquisitio
100 9/29/2020 [

3. Update the necessary fields while maintaining the field requirements.

4. Once all the required fields are entered and updated, click on the “UPDATE” button to save the
Contact updates to the APN.

Contact Details
tact Type -
Profile
r Type
Business Name Individual -
Please provide the new Owner's Name. If the owner is a Trust, LLC, Corporation or Partnership, provide name(s) of Trustee(s)/CEO/Managing
Partner
Jane Doe (7}
Telephone Number *
(123) 456-7890 Additional Telephone Number
Ema
Preferred Language janedoe@yopmail.com
ecorded Share Interest ( Date of Property Acquisitio
100 9/29/2020 o]
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The Contact Information will be updated. The Last updated Date for the Contact will also be updated.

Primary Owner

Name

Telephone Number

Jane Doe

(123) 456-7890

Additional Telephone

Number

(950) 784-0551

Email Address
Recorded Share Interest

Mailing Address

Last Updated : 01/28/2021

Jjanedoe@yopmail.com
100%

2125 MILVIA, BERKELEY, CA 94704

Date of Property Acquisition

Owner Type

09/29/2020

Individual

ACTIONS ~
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Delete APN Contact

This section will describe how to Delete an existing Contact on the APN. This feature is NOT available
after the APN has been submitted for Registration as APNs are REQUIRED to have both Primary Owner
and Property Manager Contacts. However, if a contact was added and needs to be deleted when the
APN is in the “Registration Open” or “Registration Denied” statuses, Landlords can follow the process
below to remove a Contact.

Note: The Primary Owner Contact cannot be deleted.

1. From the Contacts Tab, click on the Action Menu for the Contact Type which needs to be

removed.
Property Manager
Name : john Doe
TE\epthe Number (123) 456-7890
Email Address : johndoe@3dimail.com
Mailing Addrass 139 HILLCREST RD, BERKELEY, CA 94705

Prafarred Language ¢ Englist

2. The Menu will open. Click on the “Delete” option. A confirmation popup will appear.

Property Manager
Name : John Doe 7 Eat
Telephone Number : (123) £56-7890
Email Address johndoe(@3dimail.com

Mailing Address 139 HILLCREST RD, BERKELEY, CA 94705

Preferred Language : English

Last Updated : 01/04/2021

3. To delete the contact, click on the “YES” button.

Delete

Do you want to delete this?

The contact will be removed from the APN and the system will display the “APN Contact Error Message”
on the Address Tab.
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Update a Unit’s Occupancy Details

This section will describe how to update the Unit’s Occupancy Details for each Unit that is on the APN.
There are 2 Types of Units: Fully Covered Units and Partially Covered Units. Depending on the Unit’s
Regulation Type, the required fields may differ.

You will notice that all the Units listed on your Property have Unit Details filled out. If you did not create
an account to register, all the Units on your property were updated to be Vacant, 1 Bedroom. As part of
the annual Registration process, it is required for Landlords to keep their Occupancy details up to date
with the Rent Board.

Note: the occupancy details that are collected will vary depending on your Unit’s Regulation type; the
Unit’s action menu will depend on the Unit’s Occupancy and the Property status.

Report New Occupancy for a New Tenant Occupant

This section will describe how to update a Unit’s Occupancy to a new Tenant Occupant for a Partially
Covered Unit. There will be a table to describe the fields, field requirements, and to distinguish what
fields are required for Fully Covered Units as well.

1. On the Property details, navigate to the Unit where there is a change in Occupancy resulting in a
new Tenant Occupant, and click on the Unit’s Action Menu.

| v
I

Total Units Proparty Status  Primary Ownar Proparty Manager

Registration Open  Jane Doe Jane Doe

mplate Registratic

2125 MILVIA ST, BERKELEY, CA 94704

Unitw UnitFea Status  Unit Status Code  Unit Regulation Number of Initial Rent  Current Rent Start Date of Date of Last Rent
Type Badrooms Tenancy Increase

2. Select the option of “Report New Occupancy”.

— .
Waiv nount

Total Units Proparty Status  Primary Owner Property Manager

Regstration Open  Jane Doe Jane Doe *Payable Total: $0.00
@10
2125 MILVIA ST, BERKELEY, CA 94704
Units Unit Fee Status Unit Status Code Unit Regulation Number of Initial Rent Current Rent Start Date of DateofLastRent  Occt =
Type Badrooms Tenancy Increase
Non-Exempt NEW Partially Covered ( ®
/ o Cirrant Pk
B Non-Exempt NEW Partially Covered 2 $2,200.00 $2,200.0( 12/02/2021 Tenant ®
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The Report New Occupancy pop up will appear. At the top of the pop up, the APN, Primary Address, and
Unit Number are displayed. The Landlord can verify that the correct Unit was selected for the
Occupancy Amendment.

Report New Occupancy

APN : 1234567890 | 2125 MILVIA ST, BERKELEY, CA 94704

Unit#: B

What is the reason for the change in occupancy? What is the new occupant type?

Reason of Change * - Accupant Type * .

Declaration Statement

D By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided
in this form is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents

or true and correct copies of the original documents

Submitter's Information

suBMIT

3. Select the Reason of Change in Occupancy. Only 1 selection is allowed.

Report New Occupancy

APN : 1234567890 | 2125 MILVIA ST, BERKELEY, CA 94704

Unit#: B
What is the reason for the change in occupancy? What is the new occupant type?
Reason of Change * A Occupant Type * -

This Field is Required

Declaration Statement

\:‘ By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided
in this form is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents

or true and correct copies of the original documents.

Submitter's Information

CANCEL SUBMIT
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brand new Tenancy so we will select “Tenant”.

Report New Occupancy

APN : 1234567830 | 2125 MILVIA ST, BERKELEY, CA 94704

Unit#:B
What is the reason for the change in occupancy? What is the new occupant type?
Reason of Change
Tenant voluntarily vacated - Occupant Type * -

Declaration Statement

|:| By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided
in this form is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents

or true and correct copies of the original documents.

Submitter's Information

CANCEL SUBMIT

When you select the option of “Tenant”, additional tenancy related fields will appear.

Report New Occupancy

APN : 1234567890 | 2125 MILVIA ST, BERKELEY, CA 94704

Unit#: B
What is the reason for the change in occupancy? What is the new occupant type?
on of Change Occupant Type *
Tenant voluntarily vacated v Tenant v
Date Previous Occ
[a] Start Date of Tenancy * [a]
Initial Rent (7] Current Rent *

Please enter the initial rent for the most recent tenancy.

Date of Last Rent Incre

o) 7]

S|

Housing Services Included in the Initial Rent *:

Do notinclude housing services or amenities that are identified (a) in a separate written agreement between the landlord and the tenant, or (b) spacifically within the rental

agreement itself but the landlord and tenant have agreed in the rental agreement that the amount is not to be included in the Initial Rent. The Rent Program will presume that

CANCEL SUBMIT

-

4. Select the new Occupant Type. Only 1 selection is allowed. In this example, we are reporting a
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5. Enter all the required fields for the Tenant Occupant. The following is a list of fields for the
Tenant Occupant, with a description of the field, field requirement, and if the field is applicable
for Fully Covered and/or Partially Covered Units.

Tenant Occupant

Field Name

Description

Requirement for Fully
Covered Units

Requirement
for Partially
Covered Units

Date Previous

When was the last date that the Unit was

Occupant occupied by the previous occupant or Optional Optional
Vacated tenant?
Start Date of . . .
When was the Tenancy established? Required Required
Tenancy
What was the initial rent for the most recent
. tenancy? Atenant’s “Initial rent” is the rent . .
Initial Rent . . Required Required
charged during the first 12 months of the q g
tenancy.
What is the current rent that the Tenant is . .
Current Rent . Not Applicable Required
paying?
When was the Rent last raised for the
Tenant?
Date of Last
. Not Applicable Required
Rent Increase If there has not yet been a rent increase for PP q
the tenant, please enter the Start Date of
the Tenancy.
Housing
Services Select all the Housing Services that are Required Required
Included with included with the Rent for the Unit q q
Rent
Number of
How many people live at the Unit? Required Required
Occupants ¥ peop q q
Smoking
prohibition in __ . . .
lease Is there a restriction on smoking? Required Required
agreement?
What date did the smoking prohibition
Date of in? . .
L . . begln: o Required Required
Prohibition *Note: if there is no smoking prohibition, then
this field would not be displayed.
63

If you have any questions, contact the Berkeley Rent Board at (510) 981-7368, Ext. 2; or email rentregistry@cityofberkeley.info.



mailto:rentregistry@cityofberkeley.info

City of Berkeley Owner/Manager User Guide

Tenant First

Enter the Tenant’s First Name. If there is

more than one Tenant, you can provide all Required Not Applicable
Name
Tenant Names.
Enter the Tenant’s Last Name. If there is
Tenant Last . . .
more than one Tenant, you can provide all Required Not Applicable
Name
Tenant Names.
Enterthe T t's Phone. If therei . .
Tenant Phone nter the fenant s Fhone ere |s. more Optional Not Applicable
than 1 Phone, you may select the Primary.
. Enterthe T t's Email. If therei . .
Tenant Email nter the gnan s Emal ere |s. more Required Not Applicable
than 1 Email, you may select the Primary.
Tenant Enter the Tenant’s Preferred Language if
Preferred guag Optional Not Applicable
known.
Language

6. Enter all the details related to the new Occupancy.

| |
Report New Occupancy
APN : 1234567890 | 2125 MILVIA ST, BERKELEY, CA 94704
Unit#:B
What is the reason for the change in occupancy? What is the new occupant type?
Tenant voluntarily vacated - Tenant -
Dat Occupant Vacated St pate e
(o] 5/1/2021 [a]
2500 (7] 2500
Please enter the initial rent for the most recent tenancy.
5/1/2021 [k 2]
Housing Services Included in the Initial Rent *:
Do not include housing services or amenities that are identified (a) in a separate written agreement between the landlord and the tenant, or (b} specifically within the rental
agreement itself but the landlord and tenant have agreed in the rental agreement that the amount is not to be included in the Initial Rent. The Rent Program will presume that A
al
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7. Double check the data that was entered on the Occupancy Amendment application for accuracy.
If everything looks accurate, the Declaration Statement and Submitter’s Information needs to be
provided prior to submitting the case. This ensures that the data is being submitted under
Penalty of Perjury.

Report New Occupancy

Ly - -— - N
N/A D Electric D Heat

D Garbage D Appliances

umber of occupants *

1

Smoking prohibition in lease agreement? *:

O Yes @ No

Declaration Statement

\:‘ By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided
in this form is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents

or true and correct copies of the original documents.

Submitter's Information

LN
v
I
-
m
4

Enter Full Name *

CANCEL SUBMIT

8. Click on the Declaration Statement check box, enter your Full Name, enter your Title from the
drop-down list, and then click on the “SUBMIT” button to submit the Occupancy Amendment
application.

Report New Occupancy

[T [ - - ‘
N/A [ Electric [ Heat

\:| Garbage D Appliances

imber of occupants

1

Smoking prohibition in lease agreement? *:

O Yes @ No

Declaration Statement

By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided
in this form is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents

or true and correct copies of the original documents.

Submitter's Information

Jane Doe Primary Owner Ad

CANCEL SUBMIT
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If there are any errors or missing fields, error messages will appear in red on the screen to indicate what
is missing as shown below.

Report New Occupancy

L) WA L et | Heat

ormation | have provided

ginal documents

Submitter's Information
Jane Dc Primary Owner -

If all the required fields are entered, then the pop up will close and the Unit’s Details will be updated as
per the inputs. Some of the Unit’s Information is not displayed on the table. You can click on the “View
Details” to view additional Unit details in a popup.

| 2125 MILVIA ST, BERKELEY, CA 94704

Units  UnitFesStatus  UnitStatusCode  UnitRegulation Number of Initial Rent Currant Rent Start Data of DateofLastRant  Occupant Typa
Type Bedrooms Tenancy Incrasse
Mon-Exempt MEW Partially Covered 2 Owner ®
] Non- Exempre NEW Partially Covered 2 $2,500.00 52,500.00 05/01/2021 05/01/2021 Tenant
y

Additionally, an Occupancy Amendment case will appear in the Case History section on the APN and it
will be auto-approved. This allows Staff (and you) to review the previous occupancy information as
compared to the newly updated information.
| Case History

Case ld Created on Entity Case Type Created Date Last Modified Case Status Action

Unit: B,2125 MILVIA ST, BERK .
NTA2020-21-255027 [L',[‘L,‘L"'_n} ST.B Occupancy Amendment )5/12/2021 05/12/2021 Approved (o]
EY, CA 94704

RR2020-21-255023 APN: 1234567890 Rent Registry 05/11/2021 05/11/2021 Registration Open ®

NOTE: if you believe your Unit qualifies for a Unit Exemption, you will need to apply for this —
Exemptions will not automatically be granted based on the Occupant Type. To learn how to
submit a Unit Exemption, refer to the Unit Exemptions section.
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Report New Occupancy for a New Manager Occupant (without Exemption)
This section will describe how to update a Unit’s Occupancy to a new Manager Occupant for a Partially
Covered and Fully Covered Unit as the requirements are the same.

1. Onthe Property details, navigate to the Unit where there is a change in Occupancy resulting in a
new Manager Occupant, and click on the Unit’s Action Menu.

$0.00
$0.00
Total Units Proparty Status Primary Ownar Proparty Manager
Registration Open  Jane Doe Jane Doe *Payable Total: $0.00
Click Here to Complate Registratior

2125 MILVIA ST, BERKELEY, CA 94704

Unitw UnitFea Status  Unit Status Code  Unit Regulation Number of Initial Rent  Current Rent Start Date of Date of Last Rent
Type Badrooms Tenancy Increase

Non-Exempt NEW Partially Covered

2. Select the option of “Report New Occupancy”.

_ . e

Waiver Amount $0,00
Total Units Proparty Status  Primary Owner Proparty Manager

Registration Open  Jane Doe Jane Doe “Payable Total $0.00
Click Hare to Complete Registration

2125 MILVIA ST, BERKELEY, CA 94704

Unit# Unit Fee Status  Unit Status Code  Unit Regulation Number of Initial Rent Current Rent Start Date of DateofLastRent  Occy == Manage fenant
Type Bedrooms Tenancy Increase

Non-Exempt NEW Partially Covered 2 ( ®
/ t Rent

8 Non-Exempt NEW Partially Covered 2 $2,20000 $2,200,00 12/02/202% Tenant ®
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The Report New Occupancy pop up will appear. At the top of the pop up, the APN, Primary Address, and
Unit Number are displayed. The Landlord can verify that the correct Unit was selected for the
Occupancy Amendment.

Report New Occupancy

APN : 1234567890 | 2125 MILVIA ST, BERKELEY, CA 94704

Unit#: B

What is the reason for the change in occupancy? What is the new occupant type?

Reason of Change * - Accupant Type * .

Declaration Statement

D By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided
in this form is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents

or true and correct copies of the original documents

Submitter's Information

suBMIT

3. Select the Reason of Change in Occupancy. Only 1 selection is allowed.

Report New Occupancy

APN : 1234567890 | 2125 MILVIA ST, BERKELEY, CA 94704

Unit#: B
What is the reason for the change in occupancy? What is the new occupant type?
Reason of Change * A Occupant Type * -

This Field is Required

Declaration Statement

\:‘ By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided
in this form is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents

or true and correct copies of the original documents.

Submitter's Information

CANCEL SUBMIT
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4. Select the new Occupant Type. Only 1 selection is allowed. In this example, we are reporting a

brand new Manager occupancy so we will select “Manager”.

Report New Occupancy

APN : 1234567890 | 2125 MILVIA ST, BERKELEY, CA 94704
Unit#:B

What is the reason for the change in occupancy?

Tenant voluntarily vacated v

What is the new occupant type?

Occupant Type *

Declaration Statement

or true and correct copies of the original documents.

Submitter's Information

|:| By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided

in this form is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents

CANCEL SUBMIT

When you select the option of “Manager”, an additional exemption related field will appear.

Report New Occupancy

APN : 1234567890 | 2125 MILVIA ST, BERKELEY, CA 94704
Unit#:A

What is the reason for the change in occupancy?
of Cha

Tenant vacated after receiving a termination notice for nonp...

What is the new occupant type?
ccupant Type *
Manager

Date Previo

Should unit be exempt? *:

O Yes O No

Declaration Statement

or true and correct copies of the original documents

I:‘ By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided

in this form is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents

CANCEL SUBMIT
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5. Indicate if the Unit should be Exempt. In this example, we are assuming the Unit should NOT be

Exempt so we will select “No”.

Report New Occupancy

APN : 1234567890 | 2125 MILVIA ST, BERKELEY, CA 94704

Unit#: A
What is the reason for the change in occupancy? What is the new occupant type?
Tenant vacated after receiving a termination natice for nonp... + Manager -
Date Pre cupant atel

Cr

Should unit be exempt? *:

O Yes @ No

Declaration Statement

D By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided

in this form is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents

CANCEL SuUBMIT

or true and correct capies of the original documents.

6. Enter all the required fields for the Manager Occupant. The following is a list of fields for the
Manager Occupant, with a description of the field, field requirement, and if the field is

applicable for Fully Covered and/or Partially Covered Units.

Manager Occupant

Requirement for

Requirement

Field Name Description Fully Regulated for Partially
Units Regulated Units
Date Previous When was the last date that the Unit was . .
Occupant occupied by the previous occupant or tenant? Optional Optional
Vacated P ¥ P P '
houl i
Should Unit be Is this Unit Exempt from the Rent Board Fees? Required Required
Exempt
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7. Enter the necessary details for the Manager Occupancy.

Report New Occupancy

APN : 1234567890 | 2125 MILVIA ST, BERKELEY, CA 94704
Unit#: A

What is the reason for the change in occupancy?
of Change

Tenant vacated after receiving a termination notice for nonp...

What is the new occupant type?
ccupant Type *
Manager -

1/24/2021

Should unit be exempt? *:

O Yes @ No

Declaration Statement

or true and correct copies of the original documents

\:\ By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided

in this form is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents

CANCEL SUBMIT

8. Double check the data that was entered on the Occupancy Amendment application for accuracy.
If everything looks accurate, the Declaration Statement and Submitter’s Information needs to be
provided prior to submitting the case. This ensures that the data is being submitted under

Penalty of Perjury.

Report New Occupancy

Tenant vacated after receiving a termination notice for nonp... «

ccupant Type * -
Manager -

1/24/2021

Should unit be exempt? *:

O Yes @ No

Declaration Statement

or true and correct copies of the original documents.

Submitter's Information

Enter Full Name *

D By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided

in this form is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents

CANCEL SUBMIT
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9. Click on the Declaration Statement check box, enter your Full Name, enter your Title from the
drop-down list, and then click on the “SUBMIT” button to submit the Occupancy Amendment
application.

Report New Occupancy

on of Change Occupant Type *
Tenant vacated after receiving a termination notice for nonp... ~ Manager

1/24/2021

Should unit be exempt? *:

O Yes © No

Declaration Statement

By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided
in this form is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents

or true and correct copies of the original documents.

Submitter's Information

Jane Doe Primary Owner

CANCEL SUBMIT

If all the required fields are entered, then the pop up will close and the Unit’s Details will be updated as
per the inputs. Some of the Unit’s Information is not displayed on the table. You can click on the “View
Details” to view additional Unit details in a popup.

| 2125 MILVIA ST, BERKELEY, CA 94704

Unit# Unit Fee Status  Unit Status Code Unit Regulation Number of Initial Rent Current Rent Start Date of Date of LastRent  Occupant Type

Type Bedrooms Tenancy Increase
A Non-Exempt NEW Partially Covered 2 - - - - Manager
B Non-Exempt NEW Partially Covered 2 $2,500.00 $2,500.00 05/01/2021 05/01/2021 Tenant

»

‘. . 1-2of2items

Additionally, an Occupancy Amendment case will appear in the Case History section on the APN and it
will be auto-approved. This allows Staff (and you) to review the previous occupancy information as
compared to the newly updated information.

| case History

u
<

Casald Created on Entity Case Typa Created Date Last Modifiad Case Status Action

A2125MILVIAST BERK A -
NTA2020-21-255028 l["L'gv Ei Pift_lml' 1A ST, BEF Occupancy Amendment 05/12/2021 05/12/2021 Approved ®

Init: B,2125 MILVIA ST, BERK
NTA2020-21-255027 an.n_z SLENAREE Occupancy Amendment 05/12/2021 05/12/2021 Approved @
ELEY, CA 94704

RR2020-21-255023 APN: 1234567890 Rent Registry 05/11/2021 05/11/2021 Registration Open [c]
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Report New Occupancy for a New Owner Occupant (with Unit Exemption)

This section will describe how to update a Unit’s Occupancy to a new Owner Occupant for a Partially
Covered and Fully Covered Unit as the requirements are the same. In this example, we will also indicate
that the unit should be Exempt.

1. On the Property details, navigate to the Unit where there is a change in Occupancy resulting in a
new Owner Occupant, and click on the Unit’s Action Menu.

Total Units Property Status  Primary Ownar Proparty Manager

Amount $0.00

*Payable Total $0.00

Registration Open  Jane Doe Jane Doe

2125 MILVIA ST, BERKELEY, CA 94704

Unitw Unit Fea Status Unit Status Code Unit Regulation Number of Initial Rent Current Rent Start Date of Date of Last Rent
Type Bedrooms Tenancy Increase

Non-Exempt NEV Partially Covered

2. Select the option of “Report New Occupancy”.

Waiver Amount: $0.00

Total Units Proparty Status  Primary Owner Property Manager

*Payable Total: $0.00

Registration Open  Jane Doe Jane Doe

C— _

2125 MILVIA ST, BERKELEY, CA 94704

Units Unit Fee Status Unit Status Code Unit Regulation Number of Initial Rent Current Rent Start Date of Dateof Last Rent ~ Occu
Type Bedrooms Tanancy Increase

Non-Exempt NEW Partially Covered [0}

/ ate Current Rent

] Non-Exempt NEW Partially Covered 2 Tenant ®
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The Report New Occupancy pop up will appear. At the top of the pop up, the APN, Primary Address, and
Unit Number are displayed. The Landlord can verify that the correct Unit was selected for the
Occupancy Amendment.

Report New Occupancy

APN : 1234567890 | 2125 MILVIA ST, BERKELEY, CA 94704

Unit#: A

What is the reason for the change in occupancy? What is the new occupant type?

Reason of Change * - Accupant Type * .

Declaration Statement

D By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided
in this form is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents

or true and correct copies of the original documents

Submitter's Information

suBMIT

3. Select the Reason of Change in Occupancy. Only 1 selection is allowed.

Report New Occupancy

APN : 1234567890 | 2125 MILVIA ST, BERKELEY, CA 94704

Unit#: A
What is the reason for the change in occupancy? What is the new occupant type?
Reason of Change * A Occupant Type * -

This Field is Required

Declaration Statement

\:‘ By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided
in this form is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents

or true and correct copies of the original documents.

Submitter's Information

CANCEL SUBMIT
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4. Select the new Occupant Type. Only 1 selection is allowed. In this example, we are reporting a
brand new Owner occupancy so we will select “Owner”.

Report New Occupancy

APN : 1234567830 | 2125 MILVIA ST, BERKELEY, CA 94704

Unit#:B
What is the reason for the change in occupancy? What is the new occupant type?
Reason of Change
Tenant voluntarily vacated - Occupant Type * -

Declaration Statement

|:| By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided
in this form is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents

or true and correct copies of the original documents.

Submitter's Information

CANCEL SUBMIT

When you select the option of “Owner”, an additional exemption related field will appear.

Report New Occupancy

APN : 1234567890 | 2125 MILVIA ST, BERKELEY, CA 94704

Unit#:A
What is the reason for the change in occupancy? What is the new occupant type?
on of Change Occupant Type *
Tenant vacated after receiving a termination notice for nonp... « Owner v

Date Previous Occupant Vacated

Should unit be exempt? *:

O Yes O No

Declaration Statement

D By checking this box, | declare under penalty of perjury under the laws of the State of Califernia that the information | have provided

in this formis true and correct to the best of my knowledge and belief. Any attachments included here are either original documents

CANCEL SUBMIT

or true and correct copies of the original documents.
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5. Indicate if the Unit should be Exempt. In this example, we are assuming the Unit should be

Exempt so we will select “Yes”.

Report New Occupancy

APN: 1234567890 | 2125 MILVIA ST, BERKELEY, CA 94704

Unit#:A
What is the reason for the change in occupancy? What is the new occupant type?
Reason of Change Occupant Type *
Tenant vacated after receiving a termination notice for nonp... = Owner

Should unit be exempt? *:

@ Yes O No

Select Reason for Unit Exemption
O Unit is owner-occupied.
O Unit is rented or leased to transient guest(s) for 13 consecutive days or less.

O Unit occupant does not pay rent or perform service in exchange for occupancy.

CANCEL SUBMIT

Additional fields for the Exemption details will appear on the screen.

Report New Occupancy

Should unit be exempt? *:

@ Yes O No

Select Reason for Unit Exemption

O Unit is owner-occupied

O Unit is rented or leased to transient guest{s) for 13 consecutive days or less.
O Unit occupant does not pay rent or perform service in exchange for occupancy.

O Unit has a commercial use and is not used as a residential rental unit.

O Unit is occupied by a property manager who is an employee of the owner under an existing contract, and the manager's occupancy in

the unitis a condition of employment.

Q Tenant Occupant is recipient of Section 8 Housing Choice Voucher (verification required - either HAP contract or payment stub).

O Tenant participates in Shelter Plus Care program (documentation required).

O Unit is used by owner for personal use and is not used as a rental unit.

Upload Document Document upload will begin when the user clicks the SUBMIT button below.

CANCEL SUBMIT
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6. Select the Reason for the Unit Exemption application. Only one option may be selected.

F |
Report New Occupancy

UL UL UL CAL TG

@ Yes O No

Select Reason for Unit Exemption

O Unit is owner-occupied

O Unit is rented or leased to transient guest(s) for 13 consecutive days or less.
O Unit occupant does not pay rent or perform service in exchange for occupancy.
O Unit has a commercial use and is not used as a residential rental unit.

O Unit is occupied by a property manager who is an employee of the owner under an existing contract, and the manager's occupancy in
the unitis a condition of employment.

O Tenant Occupant is recipient of Section 8 Housing Choice Voucher (verification required - either HAP contract or payment stub).
O Tenant participates in Shelter Plus Care program (documentation required)

O Unit is used by owner for personal use and is not used as a rental unit

Upload Document Document upload will begin when the user clicks the SUBMIT button below.

4+ Browsefor File

CANCEL SUBMIT

Once a selection is made, additional instructions may appear on the screen to describe the type of
documentation that is required to be provided for the selected Exemption Reason.

Report New Occupancy

\_J IEHANL Pl UUIPdLES 111 3NEILET FIUS Ll € PIUgHdiTUULUTTIENIEUUTT T EYUl UL

O Unit is used by owner for personal use and is not used as a rental unit.

Required Documentation

Please submit two items from the following list:

1) A copy of a driver’s license, voter registration card, or other government-issued identification showing the address of the unit as the
owner's primary residence;

2) Bank or credit card statement, dated within 90 days of submission, in the name of the owner that shows the address to which the
statement is sent, or the address associated with the statement as the address of the unit;

3) Utility bill, dated within S0 days of submission, in the name of the owner that shows the address to which the statement is sent, or the
address associated with the statement as the address of the unit;

L) Medical document;

5) Employment document;

6) Insurance document, including medical, dental, vision, life, home, rental, and/or vehicle;

7) Copy of approved claim for Homeowners Property Tax Exemption form filed with local California County Assessoar.

Upload Document Document upload will begin when the user clicks the SUBMIT button below.

1 Browse for File

CANCEL SUBMIT
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7. Upload the required documentation

to the Exemption application. Click on the “Browse for

File” area to select a document(s) from your device to upload to the Exemption. Note, if you
elect not to upload the documentation during the submission of the Occupancy Amendment,
then you will need to send the required documents to the Rent Board.

Report New Occupancy

4) IViedical 0oCUMeN;

5) Employment document;

6) Insurance document, including medical, dental, vision, life, home, rental, and/or vehicle;

7) Copy of approved claim for Homeowners Property Tax Exemption form filed with local California County Assessor.

Upload Document

Document upload will begin when the user clicks the SUBMIT button below.

l Browse for File

Email: rent@cityofberkeley.info

If you are unable to upload the document here, please submit the paperwork by email or by mail and indicate the property address.

Mail: Berkeley Rent Board 2125 Milvia Street Berkeley CA 94704

Date of Exemption *

CANCEL SUBMIT

8. Select one or more documents from your machine to upload. Please double check and ensure
the uploaded documents meet the requirements for the Exemption Type. Select the document

and click on “open” to select it.

Apply for Unit Exempti v 1 > This PC > Desktop > 3Di

Organize ~ New folder
) EMPIOYyMeNnt aocumen

6) Insurance document, i

7 Quick access
7) Copy of approved clair| B Deskiop

¥ Downloads
Documents
=] pictures

Upload Dacument

LAC FF Matrix and User Guid
Latest Requirements
Misc - Personal

Requirements

- @ OneDrive

If you are unable to uplo,

v

£ Search 3D,

= -

Certof
Occupancy

Email: rent@cityofberk

File name: | Cert of Occupancy

All Files

Mail: Berkeley Rent Boal

Cancel

Date of Exemption *

Declaration Statement

CANCEL SUBMIT

If you have any questions, contact the Berkeley Rent Board at (510) 981-7368, Ext. 2; or email rentregistry@cityofberkeley.info.
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Once a document or documents have been selected and added to the Exemption, they will be listed
below the “Browse for File” area. There is also an “X” next to each which allows users to delete the
document if it was added by mistake.

Report New Occupancy

4) Medical document;
5) Employment document;
6) Insurance document, including medical, dental, vision, life, home, rental, and/or vehicle;

7) Copy of approved claim for Homeowners Property Tax Exemption form filed with local California County Assessor.

Upload Document Document upload will begin when the user clicks the SUBMIT button below.

1 Browse for File

Cert of Occupancyjpg X

If you are unable to upload the document here, please submit the paperwork by email or by mail and indicate the property address.
Email: rent@cityofberkeley.info
Mail: Berkeley Rent Board 2125 Milvia Street Berkeley CA 94704.

Date of Exemption * ]

CANCEL SUBMIT

9. Enter the Date that the Exemption started. When you click into the field, a calendar will appear.
Select the date from there. This cannot be a future date and would be limited to the Start Date
of the Tenancy (if any).

Report New Occupancy

= DIUWSE 1Ul TiE

Cert of Occupaneyjpg X

If you are unable to upload the document here, please submit the paperwork by email or by mail and indicate the property address.
Email: rent@cityofberkeley.info
Mail: Berkeley Rent Board 2125 Milvia Street Berkeley CA 94704,

Date of Exernption *
4/17/2021 o)

Declaration Statement

D By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided
in this form is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents

or true and correct copies of the original documents.

Submitter's Information

CANCEL SUBMIT
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10. Enter all the required fields for the Manager Occupant. The following is a list of fields for the
Manager Occupant, with a description of the field, field requirement, and if the field is
applicable for Fully Covered and/or Partially Covered Units.

Owner Occupant (with Exemption Claim)

Requirement for Requirement
Field Name Description Fully Regulated for Partially
Units Regulated Units
Date Previous When was the last date that the Unit was . .
Occupant occupied by the previous occupant or tenant? Optional Optional
Vacated P y P P '
houl i
Should Unit be Is this Unit Exempt from the Rent Board Fees? Required Required
Exempt
Select Reason
for Unit How does this unit qualify for an Exemption Required Required
Exemption
Document . - % . *
Upload Proof of the Exemption Optional Optional
Date of When did the Exemption begin? Required Required
Exemption P gin: g q

*Documentation for Exemptions will be required to be sent to the Rent Board

11. Double check the data that was entered on the Occupancy Amendment with Exemption
application for accuracy. If everything looks accurate, the Declaration Statement and
Submitter’s Information needs to be provided prior to submitting the case. This ensures that
the data is being submitted under Penalty of Perjury.

Report New Occupancy

Certof Occupancyjpg X

0%

If you are unable to upload the document here, please submit the paperwork by email or by mail and indicate the property address.

Email: rent@cityofberkeley.info
Mail: Berkeley Rent Board 2125 Milvia Street Berkeley CA 94704,

£/17/2021 B

Declaration Statement

or true and correct copies of the original documents.

Submitter's Information

Enter Full Name * Select Title *

D By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided

in this form is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents

CANCEL SUBMIT
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12. Click on the Declaration Statement check box, enter your Full Name, enter your Title from the
drop-down list, and then click on the “SUBMIT” button to submit the Occupancy Amendment

with Exemption.

Report New Occupancy

Cert of Occupancyjpg X

Email: rent@cityofberkeley.info
Mail: Berkeley Rent Board 2125 Milvia Street Berkeley CA 9470L.

Date of Exemp
£/17/2021 o)

Declaration Statement

or true and correct copies of the original documents,

Submitter's Information

Jane Doe Primary Owner

If you are unable to upload the document here, please submit the paperwork by email or by mail and indicate the property address.

By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided
in this form is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents

CANCEL SUBMIT

If all the required fields are entered, then the pop up will close and the Unit’s Details will be updated as

per the inputs. You will also see the Unit’s Status is now ‘Exempt’.

| 2125 MILVIA ST, BERKELEY, CA 94704

Unit# UnitFesStatus  UnitStatus Code  Unit Regulation Number of Initial Rent Current Rent Start Date of Dateof LastRent  Occupant Type
Type Bedrooms Tenancy Increase
Exempt 00cc Partially Covered 2 Owner
B Nen-Exempt NEW Partially Covered 2 $2,500.00 $2,500.00 05/01/2021 05/01/2021 Tenant

»

1-2of 2items

Additionally, an Occupancy Amendment case will appear in the Case History section on the APN and it
will be auto-approved along with an auto-approved Unit Exemption case. This allows Staff (and you) to
review the previous occupancy information as compared to the newly updated information.

| Case History

5 -
Caseld Created on Entity Casa Type Created Date Last Modified Case Status Action
Ea090-21- 255050 Unit: A2 it E T P . '
UE2020-21-255030 Unit Exemptior 05/12/202 05/12/202 Approves
020- 503 ELEY L oiar it Exemp 2 2/20 pproved ®
Unit: A,2125 MILVIA ST, BERK
A2020-21-255029 : ccupancy A e )5/12/20 )5/12/2021 Approvec
NTAZ020-21-255029 B e Occupancy Amendment 05/12/2021 05/12/202 pproved ®
NTAZ020-21-255028 Occupancy Amendment 05/12/2021 05/12/2021 Approved ®
Unit: B,2125 MILVIA ST, BERK . .
NTA2020-21-255027 EJL‘EIVEL':;L?DLH L Occupancy Amendment 05/12/2021 05/12/2021 Approved e
RR2020-21-255023 APN: 1234567890 Rent Registry 05/11/2021 05/11/2021 Registration Open ®

If you have any questions, contact the Berkeley Rent Board at (510) 981-7368, Ext.

1-5of5items
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Report New Occupancy for a New Vacancy

This section will describe how to update a Unit’s Occupancy to indicate a Vacancy in the Occupant for a
Partially Covered and Fully Covered Unit as the requirements are the same.

1. Onthe Property details, navigate to the Unit where there is a change in Occupancy resulting in a
new Vacancy, and click on the Unit’s Action Menu.

$0.00
$0.00
Total Units Proparty Status Primary Ownar Proparty Manager
Registration Open  Jane Doe Jane Doe *Payable Total: $0.00
Click Here to Complate Registratior

2125 MILVIA ST, BERKELEY, CA 94704

Unitw UnitFea Status  Unit Status Code  Unit Regulation Number of Initial Rent  Current Rent Start Date of Date of Last Rent
Type Badrooms Tenancy Increase

Non-Exempt NEW Partially Covered

2. Select the option of “Report New Occupancy”.

_ . e

Waiver Amount $0,00
Total Units Proparty Status  Primary Owner Proparty Manager

Registration Open  Jane Doe Jane Doe “Payable Total $0.00
Click Hare to Complete Registration

2125 MILVIA ST, BERKELEY, CA 94704

Unit# Unit Fee Status  Unit Status Code  Unit Regulation Number of Initial Rent Current Rent Start Date of DateofLastRent  Occy == Manage fenant
Type Bedrooms Tenancy Increase

Non-Exempt NEW Partially Covered 2 ( ®
/ t Rent

8 Non-Exempt NEW Partially Covered 2 $2,20000 $2,200,00 12/02/202% Tenant ®
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The Report New Occupancy pop up will appear. At the top of the pop up, the APN, Primary Address, and

Unit Number are displayed. The Landlord can verify that the correct Unit was selected for the

Occupancy Amendment.

Report New Occupancy

APN : 1234567890 | 2125 MILVIA ST, BERKELEY, CA 94704

Declaration Statement

or true and correct copies of the original documents.

Submitter's Information

Unit#: A
Ly
What is the reason for the change in occupancy? What is the new occupant type?
Reason of Change * - Occupant Type * -
Date Previous O
al

D By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided

in this form is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents

CANCEL SUBMIT

3. Select the Reason of Change in Occupancy. Only 1 selection is allowed.

Report New Occupancy

APN : 1234567890 | 2125 MILVIA ST, BERKELEY, CA 94704

Unit #: A
What is the reason for the change in occupancy? What is the new occupant type?
Reason of Change * - Occupant Type *
This Field is Required

Date Previous Occupal

Declaration Statement

D By checking this box, | declare under penalty of perjury under the laws of the State of California that the informatio
or true and correct copies of the onginal documents.

Submitter's Infarmation

n | have provided

in this form is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents

CANCEL SUBMIT
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4.

Select the new Occupant Type. Only 1 selection is allowed. In this example, we are reporting a
Vacancy in the occupancy so we will select “Vacant”.

Report New Occupancy

APN : 1234567890 | 2125 MILVIA ST, BERKELEY, CA 94704

Unit#:A
What is the reason for the change in occupancy? What is the new occupant type?
1of Change
Unit was not previously tenant-occupied - Occupant Type * -
Date Previous Occupant Va

Declaration Statement

D By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided
in this form is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents

or true and correct copies of the original documents.

Submitter's Information

CANCEL SUBMIT

When you select the option of “Vacant”, an additional occupancy related field will appear.

Report New Occupancy

APN : 1234567890 | 2125 MILVIA ST, BERKELEY, CA 94704

Unit#: A
What is the reason for the change in occupancy? What is the new occupant type?
Reason of Change Occupant Type *
Unit was not previously tenant-occupied v Vacant v
Date Previous Occ
o] When did the Unit | e for rent? * 2]

Declaration Statement

D By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided
in this form is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents

or true and correct copies of the original documents.

Submitter's Information

CANCEL SUBMIT

84

If you have any questions, contact the Berkeley Rent Board at (510) 981-7368, Ext. 2; or email rentregistry@cityofberkeley.info.



mailto:rentregistry@cityofberkeley.info

City of Berkeley Owner/Manager User Guide

5. Enter all the required fields for the Vacancy. The following is a list of fields for the Vacant
Occupancy, with a description of the field, field requirement, and if the field is applicable for
Fully Covered and/or Partially Covered Units.
Vacant Occupant
. Requirement
Field Name Description UL (Rl

. for Partially
Govziel e Covered Units

Date Previous When was the last date that the Unit was

Occupant occupied by the previous occupant or Optional Optional
Vacated tenant?
When did the
Unit become When did the previous occupant vacate the . .
. . Required Required
available for Unit?

Rent?

6. Enter the necessary details for the Vacancy. The Date the Unit became available cannot be a

future date.

Report New Occupancy

APN : 1234567890 | 2125 MILVIA ST, BERKELEY, CA 94704
Unit#: A

What is the reason for the change in occupancy?

What is the new occupant type?

Unit was not previously tenant-occupied - Vacant

o) £4/25/2021

Declaration Statement

D By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided

in this form s true and correct to the best of my knowledge and belief. Any attachments included here are either original documents
or true and correct copies of the original documents.

Submitter's Information

CANCEL SUBMIT
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7. Double check the data that was entered on the Occupancy Amendment application for accuracy.
If everything looks accurate, the Declaration Statement and Submitter’s Information needs to be
provided prior to submitting the case. This ensures that the data is being submitted under
Penalty of Perjury.

Report New Occupancy
What is the reason for the change in occupancy? What is the new occupant type?
son of Change Occupant Type *
Unit was not previously tenant-occupied A Vacant A
Date Previous Occupant Vacated WIRER R Uit beame v oty
[a] 4/25/2021 [a]

Declaration Statement

D By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided
in this form is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents

or true and correct copies of the original documents.
Submitter's Information

Enter Full Name * Select Title = -

CANCEL SUBMIT

8. Click on the Declaration Statement check box, enter your Full Name, enter your Title from the
drop-down list, and then click on the “SUBMIT” button to submit the Occupancy Amendment
application.

Report New Occupancy
What is the reason for the change in occupancy? What is the new occupant type?
f Change Occupant Type *
Unit was not previously tenant-occupied - Vacant -
Date Previous Occupant Va SRR RS LR AR et
(o] 4/25/2021 (o)

Declaration Statement

By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided
in this form Is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents

or true and correct copies of the original documents.

Submitter's Information

Enter Full Name * Select Title

Jane Doe Primary Owner -

CANCEL SUBMIT
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If all the required fields are entered, then the pop up will close and the Unit’s Details will be updated as
per the inputs. Some of the Unit’s Information is not displayed on the table. You can click on the “View
Details” to view additional Unit details in a popup.

| 2125 MILVIA ST, BERKELEY, CA 94704

Unit # Unit Fee Status Unit Status Code Unit Regulation Number of Initial Rent Current Rent Start Date of Date of LastRent  Occupant Type

Type Bedrooms Tenancy Increase
A Non-Exempt NEW Partially Covered 2 - - - - Vacant ACTION!
B Non-Exempt NEW Partially Covered 2 $2,500.00 $2,500.00 05/01/2021 05/01/2021 Tenant

»

Additionally, an Occupancy Amendment case will appear in the Case History section on the APN, and it
will be auto-approved. This allows Staff (and you) to review the previous occupancy information as
compared to the newly updated information.

‘ Case History 5 -
Case Id (Created on Entity Case Type Created Date Last Modified Case Status Action
5 MILVIA ST, BERK
NTA2020-21-255031 _‘U“ST HERK Occupancy Amendment 05/12/2021 05/12/2021 Approved (o]
In AS K
E2020-21-255030 EL"t X 2L FER Unit Exermption 05/12/2021 05/12/2021 Approved (o3
Unit: 4,2125 MILVIA ST, BERK . e s P A
FLE . Occupancy Amendment 05/12/2021 )5/12/202 Approved ®

. __ Unit: A 2125 MILVIA ST, BERK S, . - S e
\TA2020-21-255028 FLEY. CA 94706 Occupancy Amendment 05/12/2021 05/12/2021 Approved ®

Unit: B, 2125 MILVIA ST, BERK
ELEY, C L

Occupancy Amendment 05/12/2021 05/12/2021 Approved ®
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Report New Occupancy for a New Rent Subsidized Occupancy
This section will describe how to update a Unit’s Occupancy to indicate a Rent Subsidized Tenant is the
new Occupant for a Partially Covered and Fully Covered Unit as the requirements are the same.

1. Onthe Property details, navigate to the Unit where there is a change in Occupancy resulting in a
new Rent Subsidized Tenant Occupant, and click on the Unit’s Action Menu.

Total Units Proparty Status Primary Ownar Proparty Manager
Registration Open  Jane Doe Jane Doe *Payable Total. $0.00

Click Here to Complate Registratior

2125 MILVIA ST, BERKELEY, CA 94704

Unit Unit Fea Status  Unit Status Code  Unit Regulation Number of Initial Rent  Current Rent Start Date of Date of Last Rent
Type Badrooms Tanancy Increase

Non-Exempt NEW Partially Covered

2. Select the option of “Report New Occupancy”.

_ o P

Waiver Amount $0.00
Total Units Proparty Status  Primary Owner Proparty Manager

Registration Open Jane Doe Jane Doe *Payable Total $0.00

Click Here to Complete Registration

2125 MILVIA ST, BERKELEY, CA 94704

Units UnitFeaStatus  UnitStatus Code  Unit Regulation Number of Initial Rent  Current Rent Start Date of DateoflastRent Occy =» Ianage fenant
Type Bedrooms Tenancy Increase

Non-Exempt NEW Partially Covered 2 ( ®
/ t Rent

] Non-Exempt NEW Partially Covered 2 $2,20000 $2,200,00 12/02/202% Tenant ®
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The Report New Occupancy pop up will appear. At the top of the pop up, the APN, Primary Address, and

Unit Number are displayed. The Landlord can verify that the correct Unit was selected for the

Occupancy Amendment.

Report New Occupancy

APN : 1234567890 | 2125 MILVIA ST, BERKELEY, CA 94704

Declaration Statement

or true and correct copies of the original documents.

Submitter's Information

Unit#: A
Ly
What is the reason for the change in occupancy? What is the new occupant type?
Reason of Change * - Occupant Type * -
Date Previous O
al

D By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided

in this form is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents

CANCEL SUBMIT

3. Select the Reason of Change in Occupancy. Only 1 selection is allowed.

Report New Occupancy

APN : 1234567890 | 2125 MILVIA ST, BERKELEY, CA 94704

Unit #: A
What is the reason for the change in occupancy? What is the new occupant type?
Reason of Change * - Occupant Type *
This Field is Required

Date Previous Occupal

Declaration Statement

D By checking this box, | declare under penalty of perjury under the laws of the State of California that the informatio
or true and correct copies of the onginal documents.

Submitter's Infarmation

n | have provided

in this form is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents

CANCEL SUBMIT
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4. Select the new Occupant Type. Only 1 selection is allowed. In this example, we are reporting a
Rent Subsidized Tenant in the occupancy so we will select “Rent Subsidized Tenant”.

Report New Occupancy

APN : 1234567890 | 2125 MILVIA ST, BERKELEY, CA 94704
Unit#: A

What is the reason for the change in occupancy?
on of Change

Unit was not previously tenant-occupied v

What is the new occupant type?

Occupant Type *

Date Previous Occupant Vacated

Declaration Statement

or true and correct copies of the original documents.

Submitter's Information

D By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided

in this form is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents

CANCEL SUBMIT

When you select the option of “Rent Subsidized Tenant”, an additional occupancy related field and

exemption question will appear.

Report New Occupancy

APN : 1234567890 | 2125 MILVIA ST, BERKELEY, CA 94704
Unit#: A

What is the reason for the change in occupancy?
of Change

Unit was not previously tenant-occupied -

What is the new occupant type?
Occupant Type *
Rent Subsidized Tenant

Date Previous Occupant Vacated

Start Date of Tenancy *

Should unit be exempt? *:

O Yes O No

Declaration Statement

or true and correct copies of the original documents.

|:| By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided

in this form is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents

CANCEL SUBMIT
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5.

6.

Enter the necessary details for the Rent Subsidized Tenancy. The Start Date of Tenancy cannot

be a future date.

Report New Occupancy

APN : 1234567890 2125 MILVIA ST, BERKELEY, CA 94704

Unit#: A
What is the reason for the change in occupancy? What is the new occupant type?
Reason of Changs Occupant Type *
Unit was not previously tenant-occupied - Rent Subsidized Tenant -
Date Previous Occupant Vacated Start Date of Tenancy *
o] 5/2/2021 o]

Should unit be exempt? *:

O Yes O No

Declaration Statement

D By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided
in this formis true and correct to the best of my knowledge and belief. Any attachments included here are either original documents

or true and correct copies of the original documents. -

CANCEL SUBMIT

Indicate if the Unit should be Exempt. In this example, we are assuming the Unit should NOT be
Exempt so we will select “No”. However, if you need guidance on how to submit an Exemption

alongside an Occupancy change, refer to the “New Owner Occupant” section

Report New Occupancy

APN : 1234567890 | 2125 MILVIA ST, BERKELEY, CA 94704

Unit#:A
What is the reason for the change in occupancy? What is the new occupant type?
on of Change Occupant Type *
Unit was not previously tenant-accupied - Rent Subsidized Tenant -
Date Previous Occupant Vacated Start Date of Tenancy *
[a] 5/2/2021 [a)

Should unit be exempt? *:

O Yes @ No

Declaration Statement

D By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided

in this form is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents

or true and correct copies of the original documents. -

CANCEL SUBMIT
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7. Enter all the required fields for the Subsidized Tenancy. The following is a list of fields for the
Rent Subsidized Tenant Occupancy, with a description of the field, field requirement, and if the
field is applicable for Fully Covered and/or Partially Covered Units.

Rent Subsidized Tenant Occupant

Field Name

Description

Requirement for Fully
Covered Units

Requirement
for Partially
Covered Units

Date Previous

When was the last date that the Unit was

Exempt

Fees?

Occupant occupied by the previous occupant or Optional Optional
Vacated tenant?

Start Date of . . .
artateo When was the Tenancy established? Required Required
Tenancy

Should Unit be Is this Unit Exempt from the Rent Board . .
Required Required

8. Double check the data that was entered on the Occupancy Amendment application for accuracy.
If everything looks accurate, the Declaration Statement and Submitter’s Information needs to be
provided prior to submitting the case. This ensures that the data is being submitted under

Penalty of Perjury.

Report New Occupancy

Unit was not previously tenant-occupied

Rent Subsidized Tenant

B

5/2/2021

Should unit be exempt? *:

O Yes @ No

Declaration Statement

Submitter’s Information

Enter Full Name *

or true and coarrect copies of the original documents.

Select Title *

D By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided

in this form is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents

CANCEL SUBMIT
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9. Click on the Declaration Statement check box, enter your Full Name, enter your Title from the
drop-down list, and then click on the “SUBMIT” button to submit the Occupancy Amendment
application.

Report New Occupancy

f Change Occup . -

Unit was not previously tenant-occupied v Rent Subsidized Tenant v

Date Previous C Start Date el
o) 5/2/2021 o

Should unit be exempt? *:

O Yes @ No

Declaration Statement

By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided
in this form is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents

or true and correct copies of the original documents.

Submitter's Information

Primary Owner -

SUBMIT

Jane Doe

If all the required fields are entered, then the pop up will close and the Unit’s Details will be updated as
per the inputs. Some of the Unit’s Information is not displayed on the table. You can click on the “View
Details” to view additional Unit details in a popup.

| 2125 MILVIA ST, BERKELEY, CA 94704

Unit # Unit Fee Status Unit Status Code Unit Regulation Number of Initial Rent Current Rent Start Date of Date of Last Rent Qccupant Type
Type Bedrooms Tenancy Increase
Rent Subsidized I
A Non-Exempt NEW Partially Covered 2 E - 05/02/2021 - ! ubsidized Ten ACTION
ant
B Non-Exempt NEW Partially Covered 2 $2,500.00 $2,500.00 05/01/2021 05/01/2021 Tenant
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Additionally, an Occupancy Amendment case will appear in the Case History section on the APN, and it
will be auto-approved. This allows Staff (and you) to review the previous occupancy information as
compared to the newly updated information.

‘ Case History

Case Id Created on Entity Case Type Created Date Last Modified Case Status Action

NTA2020-21-25508¢ endment 5/13/2021 05/13/2021 Appraved [y

Unit MILVIA ST, BERK

NTA2020-21-255031 Occupancy Amendment 05/12/2021 05/12/2021 Approved
B pancy I [c]
020-21-2 Unit: 4,2125 MILVIA ST, BERK Init Exampt 5/12/2021 5/12/2021 Approve @
ELEY,CA ' '
Unit: A,2125 MILVIA ST, BERK
NTA2020-21-255029 LML S G Occupancy Amendment 05/12/2021 05/12/2021 Approved @
ELEY,
Unit: A, 2125 MILVIA ST, BERK
NTA2020-21-255028 . Occupancy Amendment )5/12/202 05/12/2021 Approved
! ELEY, CA 94704 ; A ®
-

NOTE: if you believe your Unit qualifies for a Unit Exemption, and you did not submit this
alongside the Occupancy Amendment, you will need to apply for this — Exemptions will not
automatically be granted based on the Occupant Type. To learn how to submit a Unit
Exemption, refer to the Unit Exemptions section.
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Report New Occupancy for a New Rent-Free Occupancy
This section will describe how to update a Unit’s Occupancy to indicate a Rent-Free Occupant is the new
Occupant for a Partially Covered and Fully Covered Unit as the requirements are the same.

1. Onthe Property details, navigate to the Unit where there is a change in Occupancy resulting in a
new Rent-Free Occupant, and click on the Unit’s Action Menu.

Total Units Proparty Status Primary Ownar Proparty Manager
Registration Open  Jane Doe Jane Doe *Payable Total. $0.00
Click Here to Complate Registratior

2125 MILVIA ST, BERKELEY, CA 94704

Unitw UnitFea Status  Unit Status Code  Unit Regulation Number of Initial Rent  Current Rent Start Date of Date of Last Rent
Type Badrooms Tenancy Increase

Non-Exempt NEW Partially Covered

2. Select the option of “Report New Occupancy”.

_ . e

Waiver Amount $0,00
Total Units Proparty Status  Primary Owner Proparty Manager

Registration Open  Jane Doe Jane Doe “Payable Total $0.00
Click Hare to Complete Registration

2125 MILVIA ST, BERKELEY, CA 94704

Unit# Unit Fee Status  Unit Status Code  Unit Regulation Number of Initial Rent Current Rent Start Date of DateofLastRent  Occy == Manage fenant
Type Bedrooms Tenancy Increase

Non-Exempt NEW Partially Covered 2 ( ®
/ t Rent

8 Non-Exempt NEW Partially Covered 2 $2,20000 $2,200,00 12/02/202% Tenant ®
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The Report New Occupancy pop up will appear. At the top of the pop up, the APN, Primary Address, and

Unit Number are displayed. The Landlord can verify that the correct Unit was selected for the

Occupancy Amendment.

Report New Occupancy

APN : 1234567890 | 2125 MILVIA ST, BERKELEY, CA 94704

Declaration Statement

or true and correct copies of the original documents.

Submitter's Information

Unit#: A
Ly
What is the reason for the change in occupancy? What is the new occupant type?
Reason of Change * - Occupant Type * -
Date Previous O
al

D By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided

in this form is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents

CANCEL SUBMIT

3. Select the Reason of Change in Occupancy. Only 1 selection is allowed.

Report New Occupancy

APN : 1234567890 | 2125 MILVIA ST, BERKELEY, CA 94704

Unit #: A
What is the reason for the change in occupancy? What is the new occupant type?
Reason of Change * - Occupant Type *
This Field is Required

Date Previous Occupal

Declaration Statement

D By checking this box, | declare under penalty of perjury under the laws of the State of California that the informatio
or true and correct copies of the onginal documents.

Submitter's Infarmation

n | have provided

in this form is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents

CANCEL SUBMIT
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4. Select the new Occupant Type. Only 1 selection is allowed. In this example, we are reporting a
Rent-Free Occupant in the occupancy so we will select “Rent-Free Occupant”.

Report New Occupancy

APN : 1234567890 | 2125 MILVIA ST, BERKELEY, CA 94704

Unit#: A
What is the reason for the change in occupancy? What is the new occupant type?
on of Change
Unit was not previously tenant-occupied v Occupant Type * -

Declaration Statement

D By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided
in this form is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents

or true and correct copies of the original documents.

Submitter's Information

CANCEL SUBMIT

When you select the option of “Rent-Free Occupant”, an additional occupancy related field and
exemption question will appear.

Report New Occupancy

APN : 1234567890 | 2125 MILVIA ST, BERKELEY, CA 94704

Unit#:A
What is the reason for the change in occupancy? What is the new occupant type?
on of Change Occupant Type *
Unit was not previously tenant-occupied - Rent-Free Occupant v
Date Previous Occupant Vac
[a] Start Date of Tenancy * 3]

Should unit be exempt? *:

O Yes O No

Declaration Statement

D By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided
in this form is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents

or true and correct copies of the original documents. -

CANCEL SUBMIT
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5. Enter the necessary details for the Rent-Free Occupant. The Start Date of Tenancy cannot be a
future date.

Report New Occupancy

APN : 1234567890 | 2125 MILVIA ST, BERKELEY, CA 94704

Unit#: A
What is the reason for the change in occupancy? What is the new occupant type?
Reason of Change Occupant Type *
Unit was not previously tenant-occupied - Rent-Free Occupant -
Date Previous Occupant V
[a] Start Date of Tenancy * [al

Should unit be exempt? *:

O Yes O No

Declaration Statement

\:\ By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided
in this form is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents

or true and correct copies of the original documents. -

CANCEL SUBMIT

6. Indicate if the Unit should be Exempt. In this example, we are assuming the Unit should NOT be
Exempt so we will select “No”. However, if you need guidance on how to submit an Exemption
alongside an Occupancy change, refer to the “New Owner Occupant” section

Report New Occupancy

APN : 1234567890 2125 MILVIA ST, BERKELEY, CA 94704

Unit #: A
What is the reason for the change in occupancy? What is the new occupant type?
on of Change Occupant Type *
Unit was not previously tenant-occupied A Rent-Free Occupant A
Date Previous Occu Start Date of Tenancy *
= 5/9/2021 (o]

Should unit be exempt? *:

Q Yes © No

Declaration Statement

D By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided
in this form is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents

or true and correct copies of the original documents. -

CANCEL SUBMIT
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7. Enter all the required fields for the Rent-Free Occupant. The following is a list of fields for the
Rent-Free Occupant, with a description of the field, field requirement, and if the field is

applicable for Fully Covered and/or Partially Covered Units.

Rent-Free Occupant

Field Name

Description

Requirement for Fully

Covered Units

Requirement
for Partially
Covered Units

Date Previous

When was the last date that the Unit was

Occupant occupied by the previous occupant or Optional Optional
Vacated tenant?
Start Date of When was the Tenancy established? Required Required
Tenancy
Should Unit be Is this Unit Exempt from the Rent Board . .
Required Required

Exempt

Fees?

8. Double check the data that was entered on the Occupancy Amendment application for accuracy.
If everything looks accurate, the Declaration Statement and Submitter’s Information needs to be
provided prior to submitting the case. This ensures that the data is being submitted under

Penalty of Perjury.

Report New Occupancy

Unit was not previously tenant-occupied

- Rent-Free Occupant

o) 5/9/2021

Should unit be exempt? *:

O Yes @ No

Declaration Statement

Submitter's Information

Enter Full Name *

or true and correct copies of the original documents.

Select Title *

|:| By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided

in this form is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents

CANCEL SUBMIT
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Click on the Declaration Statement check box, enter your Full Name, enter your Title from the
drop-down list, and then click on the “SUBMIT” button to submit the Occupancy Amendment
application.

Report New Occupancy
on of Change * Occupant Type * a
Unit was not previously tenant-accupied - Rent-Free Occupant -
Date Previous Occupant Vacated Start Date of Tenancy *
o) 5/9/2021 B

Should unit be exempt? *:

O Yes © No

Declaration Statement

By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided
in this form is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents

or true and correct copies of the original documents.

Submitter's Information
o . S

Jane Doe Primary Owner v

CANCEL suBMmIT

If all the required fields are entered, then the pop up will close and the Unit’s Details will be updated as
per the inputs. Some of the Unit’s Information is not displayed on the table. You can click on the “View
Details” to view additional Unit details in a popup.

| 2125 MILVIA ST, BERKELEY, CA 94704

Unit # Unit Fee Status  Unit Status Code Unit Regulation Number of Initial Rent Current Rent Start Date of Dateof LastRent  Occupant Type

Type Bedrooms. Tenancy Increase
A Non-Exempt  NEW Partially Covered 2 : . 05/08/2021 : Rent-Free Occupant
B Non-Exempt NEW Partially Covered 2 $2,500.00 $2,500.00 05/01/2021 05/01/2021 Tenant

‘ - > 1-20f 2items
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Additionally, an Occupancy Amendment case will appear in the Case History section on the APN, and it
will be auto-approved. This allows Staff (and you) to review the previous occupancy information as
compared to the newly updated information.

| Case History 5 v

Caseld Creatad on Entity Case Type Created Date Last Modified Case Status Action

NTA2020-21-255087 Occupancy Amendment 05/13/2021 05/13/2021 Approved (o]
NTA2020-21-255086 Occupancy Amendment 05/13/2021 05/13/2021 Approved (o]
NTA2020-21-255031 Occupancy Amendment 05/12/2021 05/12/2021 Approved ®
UE2020-21-255030 Unit Exemption 05/12/2021 05/12/2021 Approved {0

MILVIA ST, BERK

ELEY, CASL704

2 > ow 1-50f Bitems

NTA2020-21

2/2021 05/12/2021 Approved ®

Occupancy Amendment

NOTE: if you believe your Unit qualifies for a Unit Exemption, and you did not submit this
alongside the Occupancy Amendment, you will need to apply for this — Exemptions will not
automatically be granted based on the Occupant Type. To learn how to submit a Unit
Exemption, refer to the Unit Exemptions section.
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Update Rent Details for a Partial Covered Tenant Unit

If you have any Units that are Partially Covered under the ordinance with a Tenant Occupant, you are
required to keep the Rent Board up to date on the Current Rent, Date of Last Rent Increase, and
Number of Occupants. You can report this during the open Registration period or anytime throughout
the year. To learn how to update this information, follow the steps listed below.

1. Navigate to the APN Details page and click on the Action Menu for the Partially Covered, Tenant
Occupied Unit which the Rent was updated, and it needs to be reported to the Rent Board.

APN : 1234567890 | Address : 2125 MILVIA ST, BERKELEY, CA 94704 | Total Units : 2 € Bk

Addresses Contacts Geo View Transaction History

Site Address Rent Program Fees Owed

2125 MILVIA ST, BERKELEY, CA 94704

Current Year Fees* @) $0.00
Current Ye: $0.00
Previous Y $0.00
Previous Year's Penalties: $0.00
Account Credit $0.00
w vount $0.00
Total Units Proparty Status  Primary Owner Property Manager
Pepsratingest jansbee fane Do “Total Owed $0.00
Click H

2125 MILVIA ST, BERKELEY, CA 94704

UnitFeeStatus  UnitStatusCode  Unit Regulation Numbar of Initial Rent Current Rent Start Date of Dateof LastRent  Occupant Type
Type Bedrooms Tenancy Increase

Non-Exempt Partially Covered 2 05/09/2021 Rent-Free Occupant ‘
Non-Exempt  NEW Partially Covered | 2 $2.50000 $250000 5/012021  05/01/2021 Tenant
c—— -—

“ »

2. Select the option of “Update Current Rent”.

| 2125 MILVIA ST, BERKELEY, CA 94704

Unit Fee Status  UnitStatusCode  Unit Regulation Numbar of Initial Rent Currant Rent Start Data of DatecflastRent  Occupant Type
Type Bedrooms Tenancy Increase
Non-Exempt NEW Partially Covered 2 - - 05/09/2021 - Rent-Free Occupant ‘
Non-Exempt NEW Partially Covered 2z $2,500.00 $2,500.00 05/01/2021 05/01/2021 Tenant acmions ~ [
‘. 22 Apply for Exemptior »

| Case History

Caseld Craatad on Entity Casa Typs Creatad Date Last Modified Casa Status
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The Update Current Rent pop up will appear. At the top of the pop up, the APN, Primary Address, and
Unit Address are displayed. The Landlord can verify that the correct Unit was selected for the updates.

Update Current Rent

APN: 1234567890 | 2125 MILVIA ST, BERKELEY, CA 94704

Unit#:B
Occupant Type Current Rent *
Tenant - 2500
t Ter
25 (2] 202 a
umber of Occupants *
Date of Last Rent Increase * [N 2] 1

Smoking prohibition in lease agreement? *:
Housing Services Included in the Initial Rent *

Do not include housing services or amenities that are identified (a) in a separate written agreement batween the landlord and the tenant, or (b) specifically within the rental
agreement itself but the landlord and tenant have agreed in the rental agreement that the amount is not to be included in the Initial Rent. The Rent Program will presume that

housing services not identified in (a) or (b) in the prior sentence will be included in the Initial Rent.

CANCEL UPDATE

In the pop up, all the Tenant’s Occupancy details will be displayed but many of the fields are disabled.
The only fields that are editable are the following:

e Current Rent — if this amount is edited, then the ‘Date of Last Rent Increase’ will be wiped so it
can be updated accordingly

o Date of Last Rent Increase — the date cannot be before the’ Start Date of Tenancy’

e Number of Occupants

Update Current Rent

APN : 1234567890 | 2125 MILVIA ST, BERKELEY, CA 94704

Unit#:B
pant Typ Current Rent
Tenant + [ 2500
t Start Date Tena
25 (2] 202 8
Date of Last Rent Increase * umber of Occupants *
5/1/2021 2@ 1

Smoking prohibition in lease agreement? *:
Housing Services Included in the Initial Rent *:

Do not include housing services or amenities that are identified (a) in a separate written agreement between the landlord and the tenant, or (b) specifically within the rental
agreement itself but the landlord and tenant have agreed in the rental agreement that the amount is not to be included in the Initial Rent The Rent Program will prasume that

housing services not identified in (a) or (b) in the prior sentence will be included in the Initial Rent.

CANCEL UPDATE
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3.

Enter the necessary details for the changes in rent and/or number of occupants. The Date of
Last Rent Increase cannot precede the Start Date of Tenancy.

Update Current Rent

APN : 1234567890 | 2125 MILVIA ST, BERKELEY, CA 94704

Unit#:B
pant Typ Currer t
Te - 2550
. -
25 @ o0 o)
Date of Last Rent Increase umber of "
5/13/2021 =K~ 2

Smoking prohibition in lease agreement? *:
Housing Services Included in the Initial Rent *:

Do netinclude housing services or amenities that are identified (a) in a separate written agreement between the landlord and the tenant, or (b) specifically within the rental
agreement itself but the landlord and tenant have agreed in the rental agreement that the amount is not to be included in the Initial Rent. The Rent Program will presume that

housing services not identified in (a) or (b} in the prior sentence will be included in the Initial Rent

CANCEL UPDATE

Double check the data that was entered on the Update Current Rent Amendment application for
accuracy. If everything looks accurate, the Declaration Statement and Submitter’s Information
needs to be provided prior to submitting the case. This ensures that the data is being submitted
under Penalty of Perjury.

Update Current Rent

Housing Services Included in the Initial Rent *:
Do not include housing services or amenities that are identified (a) in a separate written agreement between the landlord and the tenant, or (b) specifically within the rental
agreement itself but the landlord and tenant have agreed in the rental agreement that the amount is not to be included in the Initial Rent. The Rent Program will presume that

housing services not identified in (a) or (b} in the prior sentence will be included in the Initial Rent.

Appliances Other  Pets Water
Laundr Gas Parking
Heat N/A Garbage
Storage Electric

Declaration Statement

|:| By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided in this
form is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents or true and

correct copies of the original documents.
Submitter's Information

Enter Full Name * Select Title * A

CANCEL UPDATE
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5. Click on the Declaration Statement check box, enter your Full Name, enter your Title from the
drop-down list, and then click on the “UPDATE” button to submit the Amendment application.

Update Current Rent

Housing Services Included in the Initial Rent *:

housing services not identified in (a) or (b) in the prior sentence will be included in the Initial Rent.

Appliances

Laundr
Hea N/A
Storage Electric

Declaration Statement

correct copies of the original documents

Submitter's Information
Select Title *
Primary Owner

Jane Doe

Do notinclude housing services or amenities that are identified (a) in a separate written agreement between the landlord and the tenant, or (b) specifically within the rental

agreement itself but the landlord and tenant have agreed in the rental agreement that the amount is not to be included in the Initial Rent. The Rent Program will presume that

By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided in this
form is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents or true and

i -

If all the required fields are entered, then the pop up will close and the Unit’s Details will be updated as
per the inputs. Some of the Unit’s Information is not displayed on the table. You can click on the “View

Details” to view additional Unit details in a popup.

| 2125 MILVIA ST, BERKELEY, CA 94704

Unit# Unit Fee Status Unit Status Code Unit Regulation Number of Initial Rent Current Rent Start Date of Dateof LastRent  Occupant Type

Type Bedrooms Tenancy Increase
A Non-Exempt NEW Partially Covered 05/09/2021 Rent-Free Occupant
B Non-Exempt NEW Partially Covered 2 $2,500.00 $2,550.00 05/01/2021 05/13/2021 Tena

[

2 of 2 items

Additionally, an Update Unit Amendment case will appear in the Case History section on the APN, and it
will be auto-approved. This allows Staff (and you) to review the previous occupancy information as

compared to the newly updated information.

| Case History

Case ld Created on Entity Case Type Created Date Last Modified Case Status Action
MILVIA ST, BERK

UUIA2020-21- 255089 ! iF Update Linit Amendment 05/13/2021 05/13/2021 Approved @
Unit: A,2125 MILVIA 5T, BERK ) s

NTA2020-21-255087 H";\"_i ‘i‘l(‘:; 2 Occupancy Amendment 05/13/2021 05/13/2021 Approved oY
Unit: A,2125 MILVIA ST, BERK ) .

NTA2020-21-255086 ECE\_":’H“JUUL Occupancy Amendment 05/13/2021 05/13/2021 Approved e
Unit: A,2125 MILVIA ST, BERK

NTAZ020-21-255031 E'L‘év ) Occupancy Amendment 05/12/2021 05/12/2021 Approved e
Ini: MILVIA - :

UE2020-21-255030 tth-V MIAST. BERK ' jnit Exemption 05/12/2021 05/12/2021 Approved e

- 1-setskens
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Each Unit’s Details Have Been Updated. Now What?

This section will describe the system behavior once all the Unit’s Occupants and Contacts have been
updated. There will be a “Click Here to Complete Registration” link under the Property image and a
“REVIEW AND SUBMIT” button will appear at the bottom of the ‘Addresses’ Tab. Either one of these
links/buttons will take you to the Review and Submit page.

APN : 1234567890 | Address : 2125 MILVIA ST, BERKELEY, CA 94704 | Total Units : 2 € Back

Addresses Contacts Geo View Transaction History

Site Address Rent Program Fees Owed

2125 MILVIA ST, BERKELEY, CA 94704

Total Units PropertyStatus  Primary Owner Property Manager

l 2125 MILVIA ST, BERKELEY, CA 94704

ane Doe Jane Doe

Before you submit for Registration for the system to calculate the fees owed for the Annual Cycle, you
should consider if any Units should be claimed Exempt, as the Occupant Type alone will not grant an
Exemption from the Rent Board fees. Landlords MUST report all Unit Exemptions, unit by unit, BEFORE
submitting the Property for Registration.

Note: if you forget to apply for an Exemption, you may incur additional fees for Registration as the fee is
calculated based on the number of Non-Exempt Units.

The next sections of the document will describe how to apply for Unit Exemptions and what to do if you
feel your Property should not be part of the Rent Board’s rent registry.

Unit Exemptions

Review the Ordinance to determine if your Unit(s) qualify for a Unit Exemption. If a Unit may qualify for
a Unit Exemption, Landlords are encouraged to submit a Unit Exemption for each Unit which may
qualify. Staff will review each Unit Exemption that is submitted and determine if the Unit Exemption
should be applied to the Unit or not. This will be apparent through the Unit Status.

If a Unit on the APN should be Exempt from the Rent Board’s Ordinance due to one of the following
reasons, you may apply for a Unit Exemption:

e Unit is owner-occupied.

e Unitis rented or leased to transient guest(s) for 13 consecutive days or less.

e Unit occupant does not pay rent or perform service in exchange for occupancy.

e Unit has a commercial use and is not used as a residential rental unit.
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e Unitis occupied by a property manager who is an employee of the owner under an existing
contract, and the manager's occupancy in the unit is a condition of employment.

e Tenant Occupant is recipient of Section 8 Housing Choice Voucher (verification required - either
HAP contract or payment stub

e Tenant participates in Shelter Plus Care program (documentation required)
e Unitis used by owner for personal use and is not available for rent.

Please note the following:

- A Unit’s Occupancy Details and the APN Contacts must be entered before an Exemption can be
applied for.

- Applying for a Unit Exemption does not guarantee it will be granted.

- The appropriate documentation will need to be provided for the Rent Board to consider the
Exemption request.

- If a Unit has an Active Unit Exemption (meaning the Unit Exemption is not yet “approved” or
“denied”), then another Unit Exemption cannot be submitted until the Rent Board comes to a
determination of the active case.

- Unit Exemption can only be applied for when the APN Status is “Registration Open” or
“Registration Denied”.

- Unit Exemptions need to be applied for annually at Registration unless they have carried over
from a previous Registration Cycle (refer to the Unit Fee Status to determine).

To apply for a Unit Exemption, follow the steps listed below.

1. Navigate to the APN Details page and click on the Action Menu for the Unit which an Exemption
should be submitted.

2125 MILVIA ST, BERKELEY, CA 94704

Unit# UnitFeaStatus  UnitStatusCode  UnitRegulation Number of Initial Rant Currant Rant StartDateof  DataoflastRent  OccupantType
Type Bedrooms Tenancy Increasa
A Non-Exempt  NEW Partially Coversd 2 - - osis/z021 - Rent-Free Occupant
B Non-Exempt NEW Partially Covered 2 $2,500.00 $2,550.00 )5/01/2021 05/13/2021 Tenant
.

2. Select the option of “Apply for Exemption”.

‘ 2125 MILVIA ST, BERKELEY, CA 94704

Units UnitFeeStatus  UnitStatusCode  Unit Ragulation Number of Initial Rent Current Rent Start Date of Dateof LastRent ~ Occupant Type
Type Bedrooms Tenancy Incraase

Non-Exempt NEW Partially Covered 2 - = 05/09/2021 - Rent-Free Occupant

Non-Exempt NEW Partially Covered 2 $2,500.00 $2,550.00 05/01/2021 05/13/2021 Tena
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The Apply for Unit Exemption pop up will appear. At the top of the pop up, the APN, Primary Address,
and Unit Name are displayed. The Landlord can verify that the correct Unit was selected for the Unit
Exemption application.

Apply for Unit Exemption

APN : 1234567890 | 2125 MILVIA ST, BERKELEY, CA 94704
Unit#: A

*Instructions :
Certain units are exempt from the Rent Board's annual fee. Please submit this form for any unit at the property that qualifies as an exempt unit

for the upcoming fiscal year based on the reasons listed below.

Select Reason for Unit Exemption

O Unit is owner-occupied.

C) Unitiis rented or leased to transient guest(s) for 13 cansecutive days or less.
O Unit occupant does not pay rent or perform service in exchange for occupancy.
O Unit has a commercial use and is not used as a residential rental unit.

O Unit is occupied by a property manager who is an employee of the owner under an existing contract, and the manager's occupancy in

the unit is a condition of employment.
C) Tenant Occupant is recipient of Section 8 Housing Choice Voucher (verification reguired - either HAP contract or payment stub).

O Tenant participates in Shelter Plus Care program (documentation required)

CANCEL SUBMIT

3. Select the Reason for the Unit Exemption application. Only one option may be selected.

Apply for Unit Exemption

APN : 1234567890 | 2125 MILVIA ST, BERKELEY, CA 94704
Unit#: A

*Instructions :
Certain units are exempt from the Rent Board's annual fee. Please submit this form for any unit at the property that qualifies as an exempt unit

for the upcoming fiscal year based on the reasons listed below.

Select Reason for Unit Exemption

O Unit is owner-occupied.

O Unit is rented or leased to transient guest(s) for 13 consecutive days or less.
O Unit occupant does not pay rent or perform service in exchange for occupancy.
O Unit has a commercial use and is not used as a residential rental unit.

O Unit is occupied by a property manager who is an employee of the owner under an existing contract, and the manager's occupancy in

the unit is a condition of employment.
O Tenant Occupant is recipient of Section 8 Housing Choice Voucher (verification required - either HAP contract or payment stub)

O Tenant participates in Shelter Plus Care program (documentation required).

—

CANCEL SUBMIT
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Once a selection is made, additional instructions may appear on the screen to describe the type of
documentation that is required to be provided for the selected Exemption Reason.

Apply for Unit Exemption

() Unitis owner-occupied -
O Unit is rented or leased to transient guest(s) for 13 consecutive days or less,

O Unit occupant does not pay rent or perform service in exchange for occupancy.

O Unit has a commercial use and is not used as a residential rental unit.

@ Unit is occupied by a property manager who is an employee of the owner under an existing contract, and the manager's occupancy in

the unit is a condition of employment.
O Tenant Occupant is recipient of Section 8 Housing Choice Voucher (verification required - either HAP contract or payment stub).
O Tenant participates in Shelter Plus Care program (documentation required)

O Unit is used by owner for personal use and is not used as a rental unit.

Required Documentation

Please submit copy of employment contract.

Upload Document Document upload will begin when the user clicks the SUBMIT button below.

#®  BrowseforFile

CANCEL SUBMIT

4. Upload the required documentation to the Exemption application. Click on the “Browse for
File” area to select a document(s) from your device to upload to the Exemption. Note, if you
elect not to upload the documentation during the submission of the Unit Exemption and send
the required documents to the Rent Board, this may delay the processing of your Exemption.

Apply for Unit Exemption

Required Documentation

Please submit copy of employment contract.

Upload Document Documnent upload will begin when the user clicks the SUBMIT button below.

1 Browse for File

If you are unable to upload the document here, please submit the paperwork by email or by mail and indicate the property address.
Email: rent@cityofberkeley.info
Mail: Berkeley Rent Board 2125 Milvia Street Berkeley CA 94704.

Enter comment(s)

CANCEL SUBMIT
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5. Select one or more documents from your machine to upload to the Exemption case. Please
double check and ensure the uploaded documents meet the requirements for the Exemption

Type. Uploading inaccurate documentation may result in the denial of the Exemption. Select
the document and click on “open” to select it.

Apply for Unit Exemptij v 4 1 > ThisPC > Desktop > 3Di

Organize v New folder
) EMpIoyment aocumer|

6) Insurance document, | 5+ Quick access
7) Copy of approved clair| B Desktop
4§ Downloads

Upload Document Documents

Cert of

&= Pictures Occupancy

LAC FF Matrix and User Guid
Latest Requirements.
Misc - Personal

Requirements

- @ OneDrive
If you are unable to uplo;
Email: rent@cityofberki
Mail: Berkeley Rent Boal

v

File name: | Cert of Occupancy All Files

Declaration Statement

Once a document or documents have been selected and added to the Exemption, they will be listed

below the “Browse for File” area. There is also an “X” next to each which allows users to delete the
document if it was added by mistake.

Apply for Unit Exemption

5) tMployment aocument;
6) Insurance document, including medical, dental, vision, life, home, rental, and/or vehicle;

7) Copy of approved claim for Homeowners Property Tax Exemption form filed with local California County Assessor.

Upload Document Document upload will begin when the user clicks the SUBMIT button below.

& Browse for File

I Certof Occupancyjpg X I

If you are unable to upload the document here, please submit the paperwork by email or by mail and indicate the property address.
Email: rent@cityofberkeley.info

Mail: Berkeley Rent Board 2125 Milvia Street Berkeley CA 94704.

Enter comment(s)
Date of Exemption * y

(CANCEL SUBMIT
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6. Enter the Date that the Exemption started. When you click into the field, a calendar will appear.
Select the date from there. This cannot be a future date and would be limited to the Start Date
of the Tenancy (if any). You may add comments, if any, in the Comment text field next to the
Date of Exemption field.

Apply for Unit Exemption
Upload Document Document upload will begin when the user clicks the SUBMIT button below. -
1 Browse for File

If you are unable to upload the document here, please submit the paperwork by email or by mail and indicate the property address.
Email: rent@cityofberkeley.info
Mail: Berkeley Rent Board 2125 Milvia Street Berkeley CA 9470%.

Date of Exemp Enter comment(s)
5/9/2021 o)

Declaration Statement

D By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided
in this form is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents

or true and correct copies of the original documents. -

CANCEL SUBMIT

7. Double check the data that was entered on the Exemption application for accuracy. If
everything looks accurate, the Declaration Statement and Submitter’s Information needs to be
provided prior to submitting the case. This ensures that the data is being submitted under
Penalty of Perjury.

Apply for Unit Exemption

If you are unable to upload the document here, please submit the paperwork by email or by mail and indicate the property address.
Email: rent@cityofberkeley.info
Mail: Berkeley Rent Board 2125 Milvia Street Berkeley CA 94704,

Date of Exemptio
5/9/2021 o

Declaration Statement

\:\ By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided
in this form is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents

or true and correct copies of the original documents.

Submitter’s Information

Enter Full Name * Select Title * b

CANCEL SUBMIT
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8.

Click on the Declaration Statement check box, enter your Full Name, enter your Title from the
drop-down list, and then click on the “SUBMIT” button to submit the Exemption application.

Apply for Unit Exemption

If you are unable to upload the document here, please submit the paperwork by email or by mail and indicate the property address.
Email: rent(@cityofberkeley.info
Mail: Berkeley Rent Board 2125 Milvia Street Berkeley CA 94704

Date of Exempt Enter comment(s)
5/9/2021 B

Declaration Statement

By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided
in this form is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents

or true and correct copies of the original documents

Submitter's Information

Jane Doe Primary Owner

Once the case has been submitted the Unit Status will be updated to “Applied for Exemption” as shown
below.

| 2125 MILVIA ST, BERKELEY, CA 94704

Unit

Unit Fae Status Unit Status Code Unit Regulation Number of Initial Rent Current Rent Start Date of Date of Last Rent
Type Bedrooms Tenancy Increasa

AppliedforBxe ey Partially Covered 2 - - 05/09/2021

mption

Non-Exempt NEW Partially Covered 2 $2,500.00 $2,550.00 05/01/2021 05/13/2021

ACTION:
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The Case History table will be updated to include the new Unit Exemption case that was submitted, and
the status of the case will read “Pending Review”.

| CaseHistory

Casald Created on Entity Case Type Created Date Last Modified Casa Status Action

5 MILVIA ST, BERK

UE2020-21-255295 Unit Exemption 05/17/2021 05/17/2021 Pending Review (o]
UUA2020-21-255089 LRI Update Unit Amendment 05/13/2021 05/13/2021 Approved (o]
NTA2020-21-255087 AST, BERK Occupancy Amendment 05/13/2021 05/13/2021 Approved [o)
NTA2020-21-255086 UL Occupancy Amendment 05/13/2021 05/13/2021 Approved @
NTA2020-21-25503 MAST.BERK | eupancy Amendment 05/12/2021 05/12/2021 Approvec ®

*Next Steps

The Rent Board will review the Unit Exemption Case along with the Reasons and Documentation to
come to a determination on the status of the Unit. If additional information is required, then Staff will
reach out to the Landlord for more information.

e |[f the Staff denies the Unit Exemption, the case will be closed with the status of Denied, and the
status of the Unit will be updated back to “Non-Exempt”.

e If the Staff approves the Unit Exemption, the case will be closed with the status of Approved,
and the status of the Unit will be updated to “Exempt”. Additionally, the Unit Status Code will
be updated to reflect the type of Exemption that was granted.

Note: The Rent Board Staff is required to process all Exemption requests before the Registration can be
accepted and final Payment for the current year will be calculated on the website.

Please continue to submit all necessary Exemption requests and then learn how to Submit your Property
for Registration and Pay Fees.
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Property Exemptions

Review the Ordinance to determine if your APN/Property qualifies for an Exemption from the
registration requirements. If the APN may qualify for an Exemption, Landlords are encouraged to
contact the Rent Board to discuss as this is not something for which a Landlord can apply.

If the APN should be Exempt from the Rent Board’s Ordinance due to one of the following reasons, you
should reach out to the Rent Board Staff:

e Property is owned by any government agency

e Property's units are rented for less than 14 consecutive days and are establishments such as
hotels, motels, inns, tourist homes, and rooming/boarding houses

e Property is a nonprofit cooperative owned and controlled by a majority of residents

e Property is a hospital, skilled nursing facility, health facility, asylum, or home for the aged

e Property is vacant and unavailable for rent
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Submit for Registration

This section describes how Landlords can submit their APN for Registration once all the required
information — APN Contacts and Unit Details — have been updated. Additionally, the Landlord should
have applied for all Exemption requests PRIOR to submitting the APN for Registration.

Please note that the Payable Total will be updated once the property status moves to “Registration
Completed”. At that time, the green Pay Now button will be enabled, and you can submit a payment
online (or you can always mail a check to the Rent Board once you have received your Invoice).

To submit the APN for Registration and then ultimately pay your fees, follow the steps listed below.

1. Navigate to the APN where Registration needs to be submitted. The APN Status will read either
“Registration Open” or “Registration Denied”.

Rent Registry - ity of Berkele HOME . CHRISTINA
APN : 1234567890 | Address : 2125 MILVIA ST, BERKELEY, CA 94704 | Total Units : 2 & BAck
Addresses Contacts Geo View Transaction History

Site Address Rent Program Fees Owed

2125 MILVIA ST, BERKELEY, CA 94704

Current Yeat Fees @

mount: $0.00

Primary Owner Proparty Manager

Total Units Proparty Status

Reg Jane Doe Jane Doe “Total Owad $0.00
. : L
2125 MILVIA ST, BERKELEY, CA 94704
Units UnitFeaStatus  UnitStatus Coda  Unit Regulation Number of Initial Rent Current Rant Start Date of DateofLastRent ~ Occupant Type
Type Bedrooms Tenancy Increase

2. Confirm all the required Unit Exemptions have been applied for, the Contact Information for
both Owner and Property Manager are up to date, and the Occupant Types and Rent Amounts
are accurately displayed on the Unit Tables. Click on the “Click Here to Complete Registration”
link (as shown below) OR scroll down to the bottom of the Addresses Tab and click on the
“REVIEW AND SUBMIT” button.

Registry - City of Berkeley HOME . CHRISTINA

APN : 1234567890 | Address : 2125 MILVIA ST, BERKELEY, CA 94704 | Total Units : 2 < By

Addresses Contacts Geo View Transaction History

Site Address Rent Program Fees Owed

VIA ST, BERKELEY, CA 94704

Total Units Proparty Status  Primary Owner Property Manager
Registration O ane Doe Jane Doe
2125 MILVIA ST, BERKELEY, CA 94704
Unit® UnitFeeStatus  UnitStatusCode  Unit Regulation Number of Initial Rent Current Rent Start Date of Dateof LastRent  Occupant Type
Type Bedrooms Tenancy Increase

115
If you have any questions, contact the Berkeley Rent Board at (510) 981-7368, Ext. 2; or email rentregistry@cityofberkeley.info.



mailto:rentregistry@cityofberkeley.info

City of Berkeley Owner/Manager User Guide

The Review and Submit page will be displayed. The page will show the APN Details as they have been
entered. The Owner and Property Manager Contact details, Unit Details, and Case History will be
displayed for the Landlord to review the information that is going to be officially submitted to the Rent
Board for Registration.

HOME

| Review and Submit

Please Take Note: You must submit an exemption request for each unit that you believe is not subject to the program fee for the upcoming fiscal year. The annual program fee is based on your registration statement and

you cannot apply for an exemption from the fee after registration is submitted.

& BACK
APN Information Site Address(es)
APN 1234567890 2125 MILVIA ST, BERKELEY, CA 94704
Address 2125 MILVIA ST, BERKELEY, CA 94704
Total Units 2
Primary Owner Property Manager
Name Jane Doe Name : Jane Doe
Telaphone Number (123) £56-7890 Telaphona Numbar (123) £56-7890
Additional Telephone (650) 784-0551 Email Address janedoe@yopmail com
Number
Mailing Address : 2125 MILVIA, BERKELEY, CA 94704
Email Address janedoe(@yopmail com
Preferred Language English
Recorded Share Interest 100%
Mailing Address 1 2125 MILVIA, BERKELEY, CA 94704
Preferred Language : English
Date of Property Acquisition ~ :  09/29/2020
Owner Type Individual
2125 MILVIA ST, BERKELEY, CA 94704
Unit 3 Unit Fee Status Unit Status Code Unit Regulation Typa Number of Initial Rant Current Rant Start Date of Tanancy Data of Last Rant Qccupant Typa
Bedrooms Increase
i Applied for Exemptio .
A B NEW 2 05/09/202 Rent-Free Occup
B Non-Exempt NEW 2 $2,500.00 $2,550.00 05/01/2021 05/13/2021 Tenant
v
Case History 5 -
Caseld Created on Entity Case Type Created Date Last Modified Case Status
Unit: A, 2125 MILVIA ST, BERKELEY,
UE2020-21-255295 . i”{_“ 25 MILWIA ST, BERKELE Unit Exemption 05/17/2021 05/17/2021
Jni 25 MILVIA S K .
UUA2020-21-255089 IL':E’,A‘J' MRLLRA ST, BERHEL EY Update Unit Amendment 05/13/2021
Unit: A,2125 MILVIA ST, BI Y,
NTA2020-21-255087 . t M{_".‘ MR ST, BERKELE Occupancy Amendment 05/13/2021
NTA2020-21-255086 Occupancy Amendment 05/13/2021

NTA2020-21-255031

Oceupancy A

AboutUs | ContactUs | FAQ
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3. Review the information once more. If there are any discrepancies in the data, use the “BACK”
button at the top of the page to go back to the APN Details and make edits to the information.

| Review and Submit

Please Take Note: You must submit an exemption request for each unit that you believe is not subject to the program fee for the upcoming fiscal year. The annual program fee is based on your registration statement and

you cannot apply for an exemption from the fee after registration is submitted

€ BACK
APN Information Site Address{es)
RPN 1234567890 2125 MILVIA ST, BERKELEY, CA 94,704
Address 2125 MILVIA ST, BERKELEY, CA 94704
Total Units 2
Primary Owner Property Manager
Name Jane Doe Name lane Doe
Telephone Number (123) L56-7890 Telephone Number (123) 456-7850
Additional Telaphona (650) 784-0551 Email Address janedoe(@yopmail.com
[ -

4. |If the data looks accurate, click on the “SUBMIT” button at the bottom of the page.

B Non-Exempt NEW Partially Covered 2 $2,500.00 $2,550.00 05/01/2021 05/13/2021 Tenant

Case History -

5 -

Caseld Created on Entity Case Type Created Date Last Modified Case Status

UE2020-21-255295 MILVIAST, BERKELEY, | |, e vemption 05/17/2021 05/17/2021 Pending Review
nit: B,2125 MILVIA ST, BERKELEY,

UUAZ020-21-255089 LA ISR i e 05/13/2021 05/13/2021 Approved

CA9L704L

Unit: A.2125 MILVIA ST, BERKELEY

CA a7 ncy Amendment 05/13/2021 05/13/2021
A94704

-~ Unit: 2125 MILVIA ST, BERKELEY,
NTA2020-21-255086 r"\ H‘ e Occupancy Amendment 05/13/2021 05/13/2021 Approved
CA 94704

2125 MILVIA ST, BERKELEY,

NTA2020-21-255031 Occupancy Amendment 05/12/2021 05/12/2021 Approved

®202130i5, Al Rignts Reserven AboutUs | ContactUs | FAQ
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The Submit Registration pop up will appear.

Submit Registration

Submitted Exemption Requests

I:l By checking this box, | understand that all unit exemption(s) requests must be submitted prior to completing registration.
1 Unit Exemption(s)

Click here to return to the home screen to submit an exemption request. For information on how to apply for an exemption, please review the user

guide.
Declaration Statement

I:I By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided in this form
is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents or true and correct

copies of the original documents.

Enter Full Name * Select Title * v

CANCEL SUBMIT

5. Read all the “fine print’ on the pop up.

6. Click on the “Submitted Exemption Requests” checkbox to confirm that all the necessary Unit
Exemptions have been submitted to the Rent Board. Please note, this (new Exemptions
submitted) may impact your immediate ability to submit a Payment Online for your property.

Submit Registration

Submitted Exemption Requests

By checking this box, | understand that all unit exemption(s) requests must be submitted prior to completing registration.

1 Unit Exemption(s)

Click here to return to the home screen to submit an exemption request. For information on how to apply for an exemption, please review the user

guide.
Declaration Statement

D By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided in this form
is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents or true and correct

copies of the original documents

Enter Full Name * Select Title * A

CANCEL SUBMIT
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7. If everything looks accurate, click on the “Declaration Statement” checkbox to ensure that the
data is being submitted under Penalty of Perjury. Additionally, provide your Full Name and Title
by selecting an option from the drop-down list.

Submit Registration

Submitted Exemption Requests

By checking this box, | understand that all unit exemption(s) requests must be submitted prior to completing registration.
1 Unit Exemption(s)

Click here to return to the home screen to submit an exemption request. For information on how to apply for an exemption, please review the user

guide.

Declaration Statement

By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided in this form
Is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents or true and correct
copies of the original documents.

Enter Full Name * Select Title *

Jane Doe Primary Owner -

CANCEL SUBMIT

8. To complete the submission of the APN for Registration, click on the “SUBMIT” button.

Submit Registration

Submitted Exemption Requests

By checking this box, | understand that all unit exemption(s) requests must be submitted prior to completing registration.
1 Unit Exemption(s)

Click here to return to the home screen to submit an exemption request. For information on how to apply for an exemption, please review the user

guide.

Declaration Statement

By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided in this form
Is true and correct to the best of my knowledge and belief. Any attachments included here are either onginal documents or true and correct

copies of the original documents.

ct Title

Enter Full Name * 5

Jane Doe Primary Owner -

CANCEL SUBMIT
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Upon successful completion of Registration, you will get a message as shown below. The messaging
indicates that Exemptions were submitted and that you can pay ONLINE after Staff has reviewed.

Registration Successfully Submitted

Registration succassfully submitted with exemption claim. You will be able to pay any

remaining fee balance upon approval of the exemption.

Once the APN has been submitted for Registration, you will be redirected to the APN Details page. The
APN Status will be updated to “Pending Staff Review” if any Exemptions were submitted alongside
Registration. The Pay Now button will be enabled only AFTER the Rent Board processes the Exemption
request(s).

Rent Registry - City of Berkeley HOME . CHRISTINA

APN : 1234567890 | Address : 2125 MILVIA ST, BERKELEY, CA 94704 | Total Units: 2 ~ PROPERTY ACTIONS c & BACK

Addresses Contacts Geo View Transaction History

Site Address Rent Program Fees Owed
2125 MILVIA ST, BERKELEY, CA 94704
. [ v July 1, 200
Current Year Fees @ $0.00
Current Year Penalties: $0.00

Previous Year's Fees: $0.00

5 Penalties: $0.00

Previous

Waiver Amount: $0.00

Total Units
2

Property Status PrimaryOwner  Proparty Manager

Pending Staff Review | Jane Doe Jane Doe “Total Owed: $0.00

| 2125 MILVIA ST, BERKELEY, CA 94704

Unit# Unit Fee Status Unit Status Code Unit Regulation Number of Initial Rent Current Rent Start Date of Date of Last Rent Occupant Type

If no Exemptions were submitted alongside Registration, the then APN Status will be moved to
“Registration Completed” and the Pay Now button would be enabled.

Additionally, the following changes will occur:

e Unit Exemptions can no longer be submitted, and the action is removed from the Action Menu.
e Landlords will be unable to “Add/Edit” Unit Information as all changes will need to come in the
form of an Amendment case.
o Ifthe APN undergoes a Change in Property Ownership, the Landlord will be required to
create a case for this. This will be covered later in the document.

o Ifa Unit has a Change in Occupancy, the Landlord will be required to create a case for
this. This will be covered later in the document.
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My APN was Submitted for Registration. Now What?

Submitting your property for Registration is a must each year. The purpose of this is for you to ensure
that all your APN Contact details, and Unit Information are up to date. By submitting your Property, you
are essentially informing the Rent Board that ‘I have confirmed my information is up to date’.
Obviously, Tenancy is very fluid and can change throughout the year, even if we are not in a new
Registration Cycle. If there are any Occupancy changes throughout the year, you may follow the steps
outlined in the “Update Unit Details” section to keep your information updated.

Once you have confirmed your information, you would be expected to make your payment to the Rent
Board. In the sections below, we will describe the two likely outcomes once you submit the Property for
Registration.

Property Status: Pending Staff Review

If you submitted a Unit Exemption, then your APN/Property Status will be “Pending Staff Review”. The
Rent Board Staff will need to review the Unit Exemption(s) to determine if there are any fluctuations in
the amount owed for the Current Year Fees. When a Unit Exemption is approved, the Unit Status will
read “Exempt” and the Landlord would not need to pay a fee for that Unit. When the APN/Property
Status is “Pending Staff Review”, the Rent Board Staff will need to review the information that you
provided.

APN : 12345567890 | Address : 2125 MILVIA ST, BERKELEY, CA 94704 | Total Units : 2 & BACK

Addresses Contacts Geo View Transaction History

Site Address Rent Program Fees Owed

2125 MILVIA ST, BERKELEY, CA 94704

$0.00

Total Units Property Status PrimaryOwner  Property Manager

2 Pending Staff Review JJJane Doe jane Doe *Total Owed: $0.00

It will be up to the Staff to perform the following tasks:

1. Review All Exemption Requests that were Submitted: Staff will need to either “Approve” or
“Deny” the Unit Exemptions that were submitted alongside Registration.

2. Deny the Registration: If there are any obvious errors with the data that was provided, the Staff
may deny the Registration so you can make the necessary adjustments and resubmit the APN. If
this occurs, the APN Status will change to Registration Denied, and the Action Menus will revert
to the options available during “Registration Open” status.

3. Process the APN for Payment: Once the Exemptions have been processed, the Staff will process
the APN for payment for the Registration Fees. The APN Status will change to Registration
Completed and you will be able to make a payment online.
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If you did not submit any Unit Exemptions for your Property, then your APN/Property Status will
automatically move to “Registration Completed”. This can also happen once the Staff reviews the Unit
Exemptions and updates the Property Status. Once we are in “Registration Completed”, the Pay Now
button will be enabled, the system will confirm the amount of fees owed for the Current Year Fee, and
you will be able to submit a payment online using a Credit/Debit Card or an E-Check method. You may
also submit your payment directly to the Berkeley Rent Board — just refer to the invoice for details on

that.
APN : 12345567890 | Address : 2125 MILVIA ST, BERKELEY, CA 94704 | Total Units : 2 € Bacx

Addresses Contacts Geo View Transaction History

City of Berkeley Owner/Manager User Guide
Property Status: Registration Completed

Total Units
*Total Owed: $160.00

Pay Rent Board Fees Online
If you elect to Pay Online, follow the steps below.

1. If you are viewing the Property Details of a Property that is ready to accept online payment, you
will see the green Pay Now button will be enabled. However, if you have multiple properties
and are not sure which ones are ready, you can click on the Shopping Cart icon in the header. In
this example, we will click on the Shopping Cart icon.

Rent Registry - City of Berkeley Hove | Y .mmsnw\

APN : 12345567890 | Address : 2125 MILVIA ST, BERKELEY, CA 94704 | Total Units : 2 & BACK

Addresses Contacts Geo View Transaction History

Site Address Rent Program Fees Owed

2125 MILVIA ST, BERKELEY, CA 94704

Current Year Fees @ $150.00

Current Year Penalties $0.00

Previous $0.00

$0.00

$0.00

Waiver Amount: $0.00

Total Units Property Status PrimaryOwner  Manager

*Total Owed: $150.00

PAY NOW

2 Registration Jane Doe Jane Doe
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The Shopping Cart page will load where you will see all Properties that are ready for Online Payment
listed in a table format. Each row will have a “View” icon and a “Pay Now” button. You can pay for one
property at a time.

City of Berkeley Owner/Manager User Guide

1
HOME B . CHRISTINA

Rent Program Fees Owed € BACK
Invoice Id APN Transaction Description Amount Owed Action

2. Click on the Pay Now button.

1
HOME W . CHRISTINA

Rent Program Fees Owed & Back
Invoice Id aPN Transaction Description Amount Owed Action

A pop up will appear requesting you to indicate how you will be paying.

Please Note: all Credit/Debit Card transactions are subject to a 1% Transaction Fee.

Type of Payment

Select Type of Payment:

O Credit Card O E-check or Electronic Check <

CANCEL SUBMIT
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3. Select the Payment Type and click on the Submit button. In this example we wll pay with a

Credit Card.

Type of Payment

Note: A transaction fee of 1%

4. A confirmation pop up will appear to ensure you want to proceed with your payment. Click on

Yes to proceed.

Select Type of Payment:

k or Electronic Check

will be applied for credit/debit card transactions

CANCEL SUBMIT

Are You Sure ?

Please confirm you are proceeding with Payment pracess on your property.

You will be redirected to ACI Payment website to complete your payment.

Official Payments has changed its name to ACI Payments, Inc

ACI PAYMENTS, INC.

City of Berkeley, CA - Rent Stabilization Board
Rent Stabilization Board 3Di TEST

PAYMENT INFORMATION

Payment Amount
$ |1 51 - 50

Payment Method

|New Card V‘

Card Number Expiration Date

Security Code  What is this?

Ve

Cancel

This page supports 128-bit SSL encryption as verified by DigiCert.

PRIVACY POLIGY | Complaints | Legal Notices | Pay By Ph

Please note you will not be
charged until you Submit at m
end.

one | Tax Professionals | Working With ACI Payments, Inc. | ACI Pay Terms & Gonditions
Sitemap
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5. Enter your Credit Card details in the fields. The accepted Card Types are Visa and Mastercard.

Official Payments has changed its name to ACI Payments, Inc

NCI PAYMENTS, INC.

City of Berkeley, CA - Rent Stabilization Board
Rent Stabilization Board 3Di TEST

PAYMENT INFORMATION

Payment Amount
$[i51 L]
Payment Method
New Card ~
Card Number Expiration Date Security Code  Whai s hs?
@ (visa
Please note you will not be
charged until you Submit at m
end
p ports 128-bit SSL encryr ' g

6. Click on the Continue button to move forward with your payment.

\Cl PAYMENTS, INC.

City of Berkeley, CA - Rent Stabilization Board
Rent Stabilization Board 3Di TEST

PAYMENT INFORMATION

Payment Amount
s[ist  .B0 |

Payment Method

‘New Card v|

Card Number Expiration Date Security Code What is this?

|077Ju\ v |2024 v I‘:i

@) [visa
Please note you will not be
charged until you Submit at m
Cancel end.

This page supports 128-bit SSL encryption as verified by DigiCert

PRIVACY POLICY | Complaints | Legal Notices | Pay By Phone | Tax Professionals | Working With ACI Payments, Inc. | ACI Pay Terms & Conditions |
Sitemap
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7. You will see the “Terms” of ACl listed. Please read through the terms and then click on the

“Accept Terms” button to continue with your online payment.

ACI PAYMENTS, INC.

City of Berkeley, CA - Rent Stabilization Board
Rent Stabilization Board 3Di TEST

PAYMENT INFORMATION
Review & Accept Terms

Payment Method Amount

VviIsA Endingin 1111 $151.50

ACI Payments, Inc. Terms and Conditions:

THIS PAYMENT SERVICE IS SUBJECT TO THE FOLLOWING TERMS AND CONDITIONS

Do not use or access thi Senvice if You do

itions.

use o
u on behalf of your Biller ("Service").
the provision ca

mmedial

fted, or completed 1
other means or mecl

Please note you will not be
charged until you Submit at
ance end.

theugh this pa
ite, the Service and

& Printer Friendly

Accept Terms

You will see the Payer Information screen. Some of the information may be prefilled with information

from your Profile (not from the Property’s Contact information).

Official Payments has changed its name to ACI Payments, Inc

\Cl PAYMENTS, INC.

City of Berkeley, CA - Rent Stabilization Board
Rent Stabilization Board 30i TEST

PAYER INFORMATION
Please enter your account information

Hame

[ennsuna W [restng Suffix
Country
| unes states -

Address

[ sw |

Daytime phone
® usicanada O imternational

‘contact you regarding your payment

Entar your smail
|ennistinag 3giemait com Jehrstna@ 3diemail com

MILVIA ST, BERKELEY, CA 34704
Jane Doe

Please note yeu will not be

This page supparts 128-bit SSL encryption as verified by DigiCen

@RS

Ui e
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8. Enter your Contact Information and click on the Continue button.

Official Payments has changed its name to ACl Payments, Inc

N\Cl PAYMENTS, INC.

City of Berkeley, CA - Rent Stabilization Board
Rent Stabilization Board 3Di TEST

PAYER INFORMATION
Please enter your account information

Name
IJane

Country
[ united states

Address
|2125 Milvia

Strest Address 2

Apartment or Suite Number

IBerkeIey | CA v |94?04

Daytime phone
® ysicanada O International
(|123 y|4s6 _|r890

Note: Please provide area code and extension in case we need to contact you regarding your payment.

Enter your email

Ichrisl\na@:’;d\email com christina@3diemail.com
APN: 12345567890
Property Address: 2125 MILVIA ST, BERKELEY, CA 94704
Property Owner: Jane Doe

Please note you will not be

charged until you Submit at m
Back | Cancel end.

This page supports 128-bit SSL encryption as verified by DigiCert.

PRIVACY POLICY Complaints Legal Notices | Pay By Phone | Tax Professionals Working With ACI Payments, Inc.
Sitemap

| ACI Pay Terms & Conditions |
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9. You will need to review the information for accuracy. If everything looks good, click on the
Submit button. If you need to make corrections, click on the Back link; or if you need to cancel
the processing of the online payment, click on the Cancel link (underlined in blue in the
screenshot below).

Official Payments has changed its name to ACI Payments, Inc

\Cl PAYMENTS, INC.

City of Berkeley, CA - Rent Stabilization Board
Rent Stabilization Board 3Di TEST

REVIEW & SUEMIT

REVIEW & SUBMIT
Payment Method Amount
VISA Ending in 1111 $151.50

Account Information Name Jane Doe
Street Address 2125 MILVIA ST
City BERKELEY
State CA
Zip code 94704
Country United States
Daytime phone (123) 456 - 7890
Email christina@3diemail com
APN 12345567890
Property Address 2125 MILVIA ST, BERKELEY, CA 94704
Property Owner Jane Doe

e
R, {0 click the "Submit" button once. Clicking the "Submit” button multiple times may result in the processing of multiple payments.

This page supports 128-bit SSL encryption as verified by DigiCert

PRIVACY POLICY Complaints Legal Notices | Pay By Phone | Tax Professionals Working With ACI Payments, Inc. | ACI Pay Terms & Conditions |
Sitemap

Your payment will be processed. If there are any issues, there will be appropriate messaging on the
screen.
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10. If your payment is successful, you will see the following screen and messaging. You may click on

the Print button to print this screen. Once you are finished, click on the Continue button.

Official Payments has changed its name to AC| Payments, Inc

I\Cl PAYMENTS, INC.

City of Berkeley, CA - Rent Stabilization Board
Rent Stabilization Board 3Di TEST

Please click continue.

RIGHT TO REFUND

instructed by you.

forwarded or transmitted, you have a right to a refund of your money.

section 2102 of the California Financial Code.

COMPLETE

Your payment has been completed successfully. Thank you.

Confirmation Number Date & Time
123456 Tuesday, May 18, 2021 11:32AM PT
Payment Method Amount
VviIsA Endingin 1111 $151.50
Account Information Name Jane Doe
Street Address 2125 MILVIA ST
City BERKELEY
State CA
Zip code 94704
Country United States
Daytime phone 123-456-7890
Email christina@ 3diemail.com
APN 12345567890
Property Address 2125 MILVIA ST, BERKELEY, CA 94704
Property Owner Jane Doe

You, the customer, are entitled to a refund of the money to be transmitted as the result of this agreement if ACl Payments, Inc. does not
forward the money received from you within 10 days of the date of its receipt, or does not give instructions committing an equivalent
amount of money to the person designated by you within 10 days of the date of the receipt of the funds from you unless otherwise

If your instructions as to when the moneys shall be forwarded or transmitted are not complied with and the money has not yet been

If you want a refund, you must mail or deliver your written request to ACI Payments, Inc. at 6060 Coventry Drive, Elkhorn, NE 68022. If
you do not receive your refund, you may be entitled to your money back plus a penalty of up to $1,000 and attorney's fees pursuant to
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You will be redirected to the Rent Portal where you will see a Transaction Successful page with the
payment details along with a button to Download Receipt, which will open in a new tab.

©

Transaction Successful!

Payment Details :

Proparty Addrass:
2125 MILVIA ST, BERKELEY, CA 94704

Payment Mathod :
EDEBITCREDITCARD-VISA

Date Payment Received :
05/18/2021 11:32 AM

Tramsaction Id :
1aBebbeb-e9dB-L4616-8723-c43d0ea7L050

Transaction Summary
Receipt Number Transaction Description
00000629 ONLINE MAIN FEE PAYMENT
TR ONLINE TRANSACTION FEE PAYM

ENT

11. Click on the Return button when you are finished.

9

Transaction Successful!

Total Paid

$150.00

$1.50

==

Payment Details :

Property Address:
2125 MILVIA ST, BERKELEY, CA 94704

Payment Method :
EDEBITCREDITCARD-VISA

Date Payment Received :
05/18/2021 11:32 AM

Tramsaction Id :
1a8ebbe6-e9d8-4616-8723-c43d0ea7L050

Transaction Summary

Receipt Number Transaction Description Total Paid
00000629 ONLINE MAIN FEE PAYMENT $150.00 -
GITEIET ONLINE TRANSACTION FEE PAYM 5150

ENT

-

RETURN
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12. You will be redirected to your Dashboard. If you have paid for all the Properties that you are
eligible to pay for online, then the Shopping Cart icon will disappear.

City of Berkeley Owner/Manager User Guide

¢ 5
’sr,l_, % Rent Registry - City of Berkeley HOME .(HmsllNA

Properties

My Properties Past Properties

© ADD PROPERTY

APN Total Units APN Total Units
064422702100 1 1234567890 2

©2021 vatems Al Rignts Reserved AboutUs | ContactUs | FAQ

An email confirmation will also be sent to the Logged In User’s Email ID.

ST Test:Thank you from the City of Berkeley Rent Stabilization Board

From: CustomerService@aciworldwide.com
To: christina@3diemail.com
Date: 05/18/202111:32 AM

Dear ACI Payments, Inc. Customer:

Thank you for selecting ACI Payments, Inc. for your electronic payment. Your
payment of $151.50 was sent to the City of Berkeley Rent Stabilization
Board on 05-18-2021. Your confirmation number is 123456.

APN: 12345567890
Property Owner: Jane Doe
Property Address: 2125 MILVIA ST, BERKELEY, CA 94704

To check the status of your payment, visit the ACI Payments, Inc. Web site at
https:/acipayonline.com/pc_paym.jsp. Please be prepared to provide your e-mail
address christina@3diemail.com and one of the following two items:
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Additionally, the Transaction History tab will be updated to reflect the Payment in full and an
Outstanding Balance of $0.00, along with a link to download the receipt.

Rent Registry - City of Berkeley HOME . JANE

APN : 12345567890 | Address : 2125 MILVIA ST, BERKELEY, CA 94704 | Total Units : 2 & BAck

Addresses Contacts Geo View Transaction History

C REFRESH

Outstanding Balances: $0.00
Fiscal Year Date/Time Transaction Type Reference Description Amount Balance Invoice/Receipt
FY2020 18/2021 11:32 Re ) £l 3
FY20 8/202110:16 AM 4 e 3
FYa( 8/2¢ 4 $250, 3
0 Rig? AboutUs | ContactUs | FAQ
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Report New Ownership of your APN

This section describes the process of reporting the change of Ownership of an APN. If you have sold
your APN, it is your responsibility to inform the Rent Board so that you are no longer responsible for the
Registration and Fees for the property.

If you received a letter from the Rent Board requesting you to use the new online Rent Registry system
and you currently do not own the APN, please contact the Berkeley Rent Board at (510) 981-7368 and
inform them that you are no longer the Owner of this APN. You will not need to add the APN to your
dashboard and claim responsibility.

However, if you have already submitted Registration at least once for the APN and then you longer own
the property, follow the steps listed below to learn how to report the change in Ownership to the Rent
Board online.

Please note the following:

- Applying for a New Property Ownership Amendment does not guarantee it will be approved.
The Rent Board will need to first verify the sale before the Amendment can be approved.

- If the APN has an Active New Ownership Amendment Case (the New Ownership has not yet
been approved or denied), then another New Ownership Amendment cannot be submitted until
the Rent Board comes to a determination of the active case.

Follow the steps listed below when a New Property Ownership Amendment needs to be reported for
the APN.

1. There are 2 places in the system from which you can initiate a New Ownership Amendment.
Both will be described below.

a. From the Addresses Tab, click on the Property Action menu and select the “Report New
Property Ownership” option.

"" Z RentRegistry - City of Berkeley HOME ‘(Hmsnwn

Geo View Transaction History

Site Address

2125 MILVIA ST, BERKELEY, CA 94704

Property
Total Units Proparty Status PrimaryOwner  Manager *Total Owed: $0.00
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b. From the Contacts Tab, click on the Owner Contact Card “Action Menu” and select the
“Report New Property Ownership” option.

Rent Registry - City of Berkeley HOME .(HRSHNA

A
ATV

Addresses Contacts Geo View Transaction History

Primary Owner

Name Jane Doe Date of Property Acquisition 09/29/2020

Telephone Number (123) 456-7890 Owner Type Individual 7
Additional Telephone (650) 784-055

Number

Email Address anedoe@yopmail.com

Recorded Share Interest 100%

Mailing Address 2125 MILVIA, BERKELEY, CA 94704

Prefarred Language English

Once you click on “Report New Property Ownership”, the Report New Property Ownership pop up will
appear.

Report New Property Ownership

I Please provide the Owner Name. If the owner is a Trust, LLC, Corporation or Partnership, provide name(s) of Trustee(s)/CEQ/Managing Partner

New Owner First Name

| New Owner Last Name

New Owner Emai New Owner Telephone

Date of Ownership Transfer * o]

New Owner Mailing Address

D International Address

Street Address Apt/Unit # (2]
City State * -

CANCEL SUBMIT
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2. Enter the “Date of Ownership Transfer”. This is required. When you click on the field to enter
the value, the calendar picker will appear. You can elect to use the calendar to select a date OR
you may manually type it in using the MM/DD/YYYY format.

Report New Property Ownership

I Please provide the Owner Name. If the owner is a Trust, LLC, Corporation or Partnership, provide name(s) of Trustee(s)/CEO/Managing Partner

Date of Ownership Transfer * (o]

New Owner Mailing Address

D International Address

Street Address Apt/Unit # (2]

City State * -

CANCEL SUBMIT

3. If the New Owner’s Name and Contact Information is known, enter those values as well. This is
optional, but it will help the Rent Board to verify the Ownership change much more quickly.

Report New Property Ownership

I Please provide the Owner Name. If the owner is a Trust, LLC, Corporation or Partnership, provide name(s) of Trustee(s)/CEQ/Managing Partner

e Nex e
New Owner Emai New Owner Telephone
Date ership Transfer *
1/1/2021 B
New Owner Mailing Address
[ International Address
Street Address Apt/Unit # Q
City State -

CANCEL SUBMIT
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4.

Once all the required information and any additional information that can be provided is
entered, click on the “Declaration Statement” checkbox to ensure that the data is being

submitted under Penalty of Perjury. Additionally, provide your Full Name and Title by selecting

an option from the drop-down list.

Report New Property Ownership

Upload Document Document upload will begin when the user clicks the SUBMIT button below.

l Browse for File

Declaration Statement

By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided in this
formis true and correct to the best of my knowledge and belief. Any attachments included here are either original documents or true and

correct copies of the original documents.
Submitter's Information

Enter Full Name * Select Title *
Jane Doe Owner -

CANCEL SUBMIT

5. Click on the “SUBMIT” button to submit the New Property Ownership Amendment application.

Report New Property Ownership

Upload Document Document upload will begin when the user clicks the SUBMIT button below.

1 Browse for File

Declaration Statement

By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided in this
form is true and correct to the best of my knowledge and belief. Any attachments included here are either original documents or true and

correct copies of the original documents.

Submitter's Information

Enter Full Name * Select Title *
Jane Doe Owner -

CANCEL SUBMIT
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The Case History table will be updated to include the New Ownership Amendment case that was
submitted, and the status of the case will read “Pending Review”.

| case History . .

Case Id Created on Entity Case Type Created Date Last Modified Case Status Action

| NOA2020-21-244376 APN: 064425001300 New Owner Amendment 01/05/2021 01/05/2021 Pending Review ©

Unit: 139 HILLCREST RD BERK
ELEY

*Next Steps

The Rent Board will review the New Property Ownership Amendment Case and reach out to the new
Owner to confirm the sale. If additional information is required, it is possible that the Staff may reach
out to the Original Landlord for more information.

The Rent Board Staff is required to process all cases on the APN PRIOR to approving the New Owner
Amendment.

e If the Staff denies the New Ownership Amendment, the case will be closed with the status of
Denied, and the status of the APN will remain as is. The original Landlord will remain the
responsible party for the APN and its Registration and Fees.

e If the Staff approves the New Ownership Amendment, the case will be closed with the status of
Approved. Additionally, you will no longer see this property on your dashboard under the “My
Properties” tab; it will appear under the “Past Properties” view. You will no longer be
responsible for the Registration of this Property unless you acquire the property again in the
future.
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Frequently Asked Questions

This section will outline some questions and scenarios that Landlords may find themselves in along with
tips on how to proceed.

1. 1did not receive the verification email while creating an account. What do | do?

a.

Contact the Berkeley Rent Board at (510) 981-7368, Ext. 2, or at
rentregistry@cityofberkeley.info and let them know you are having issues with the
Activation Email when Registering for an Account. Be ready to provide them with the
Email you used to create an account with.

2. Iclicked on the account verification link in the email that was sent to me, but my account did
not get verified. What do | do?

a.

Contact the Berkeley Rent Board at (510) 981-7368, Ext. 2, or at
rentregistry@cityofberkeley.info and let them know you are having issues with the
Account Verification Email. Be ready to provide them with the Email you used to create
an account with.

3. |forgot my password and tried to reset my password, but | did not receive the email. What do |

do?

a.

Contact the Berkeley Rent Board at (510) 981-7368, Ext. 2, or at
rentregistry@cityofberkeley.info and let them know you are having issues resetting your
password through the Forgot Password feature. Be ready to provide them with the
Email you used to create an account with.

4. | cannot find my APN’s Pin, or my Pin is not working. What do | do?

a.

Double check that you entered the APN and Pin correctly. Check to ensure to spaces or
dashes were added to the entry.

Contact the Berkeley Rent Board at (510) 981-7368, Ext. 2, or at
rentregistry@cityofberkeley.info and let them know you are having issues with your
APN’s Pin. Be ready to provide them with the APN where you are having trouble. Staff
may provide you with a new Pin.

5. The Regulation Type, Unit Status Code, or Unit Type for my Unit is incorrect. What do | do?

a.

Do not begin entering any data on the Unit and contact the Berkeley Rent Board at (510)
981-7368, Ext. 2, or at rentregistry@cityofberkeley.info. Provide your APN or Property
Address, along with the Unit Name where there is an issue and explain to them why you
believe that your Unit is misclassified. They may ask additional questions to confirm. If
the classification is incorrect, they will update this. Refresh your APN (click on the
Refresh button OR navigate to your dashboard and then return to the APN) before
proceeding to update the data.
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6. I nolonger own this APN but the Rent Board mailed me a notice indicating that | need to
Register the APN. What do | do?

a. Contact the Berkeley Rent Board at (510) 981-7368, Ext. 2, or at
rentregistry@cityofberkeley.info, provide them with your APN, and let them know you
are no longer the Owner of the APN. They may ask for more information. You do not
need to add the APN to your Dashboard unless instructed to do so.

7. My APN shows an inaccurate Total Unit Count. What do | do?
a. Contact the Berkeley Rent Board at (510) 981-7368, Ext. 2, or at
rentregistry@cityofberkeley.info, provide them with your APN, and let them know the
Total Unit count is incorrect. If a new Unit needs to be added to rectify the count,
provide them with the Unit Name and Total Bedrooms. Staff can add a new Unit on
your behalf. If a Unit needs to be removed to rectify the count, provide the Staff with
the Unit Name of the Unit which needs to be removed.

8. My APN does not accurately list the Site Addresses. What do | do?

a. Contact the Berkeley Rent Board at (510) 981-7368, Ext. 2, or at
rentregistry@cityofberkeley.info, provide them with your APN, and let them know there
are issues with the Site Addresses. Explain the issue (need a Site Address added, edited,
or removed) and indicate if any Units need to be added/removed from the Site Address.

9. One of the Unit Names is inaccurate. What do | do?
a. Contact the Berkeley Rent Board at (510) 981-7368, Ext. 2, or at
rentregistry@cityofberkeley.info, provide them with your APN, and describe the issue
with the Unit Name. The Staff will be able to edit the Unit Name.

10. I am missing a Unit on my APN. What do | do?

a. Contact the Berkeley Rent Board at (510) 981-7368, Ext. 2, or at
rentregistry@cityofberkeley.info, provide them with your APN, and explain a Unit is
missing from the APN. Provide Staff with the following information: Which Site Address
the Unit belongs under, the Unit Name, Number of Bedrooms, and Occupant Type. The
Staff will be able to add the Unit on your behalf, but it is your responsibility to confirm
the accuracy of the information before submitting for Registration.

11. There is an extra Unit on my APN. What do | do?
a. Contact the Berkeley Rent Board at (510) 981-7368, Ext. 2, or at
rentregistry@cityofberkeley.info, provide them with your APN, and explain the Unit
does not belong on the APN.
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12. The Number of Bedrooms for a Unit has changed since | first Registered. What do | do?
a. Contact the Berkeley Rent Board at (510) 981-7368, Ext. 2, or at
rentregistry@cityofberkeley.info, provide them with your APN, provide them with the
Unit Name and Site Address where the update is required, and let them know how
many bedrooms the Unit now has.

13. The Owner and/or Property Manager Contact information has changed. What do | do?
a. Navigate to the Contacts Tab and use the “Action Menu” on the Contact Card to Edit the
Contact information. Make the necessary updates and Save the changes.

14. My APN should be Exempt from the Rent Board. What do | do?
a. Contact the Berkeley Rent Board at (510) 981-7368, Ext. 2, or at
rentregistry@cityofberkeley.info and inform them why you believe your Property
should be Exempt.

15. One or more of my Units should be Exempt from the Rent Board. What do | do?
a. Enter the APN Contact Information and information on each Unit and then submit a Unit
Exemption Case for each Unit which needs an Exemption.

16. How do | submit my APN for Registration?
a. Follow the user guide to understand the requirements to submit an APN for
Registration.

17. | submitted my APN for Registration, but | sold the APN and no longer own the Property. What
do | do?

a. You will need to submit a New Property Owner Amendment with the Rent Board.
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