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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 I 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. 
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How do I 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. 

 

 
 

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.   
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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.   

 

 
 

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. 
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6. Click on the verification link in the email. 

 
  

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. 

 

 
 

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 I Recover My Password if I 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. 

 

 
 

 

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

 

 
 

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. 

 

 
 

5. Click on the verification link in the email. 

 

 
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. 

 

 
 

 

 

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.   
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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. 
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How do I 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. Click on the “LOGIN” button to login to the system. 

 

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.   

 

 
 

 

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

APNs as shown below. 
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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.   

 

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. 
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The Search result will be displayed as shown below. 

 

 

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.   
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Alternately, you can also search for a Property when you are logged in from your dashboard as shown 

below. 

 

 

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. 
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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. 

 

 

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

View” icon. 
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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. If you 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. 

 

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. 
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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. 

 

 

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.  
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How Do I 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  

 

 

How Do I 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. 
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2. Click on the “Update Profile” link from the drop-down menu.   

 

 

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

information. 
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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). 

 

 
 

 

 

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. 
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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. 

 
 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

mailto:rentregistry@cityofberkeley.info


City of Berkeley Owner/Manager User Guide   

24 
If you have any questions, contact the Berkeley Rent Board at (510) 981-7368, Ext. 2; or email rentregistry@cityofberkeley.info.  

How Do I 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. 

 

 

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

will appear. 
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3. Enter your current password in the “Old Password” field and your new password in the two 

password fields.   

 

 
 

 

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.   
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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.   
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How Do I 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. 

 

 

 

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. 
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How do I 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 

questions 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.   

 

 

The Add Property pop up will appear. 
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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. 

 

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.   

 

 

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. 

 

 

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

APN to your dashboard. 

 

 

When you have successfully added the property to your profile, you will be redirected to your 

dashboard and will see your newly added property. 
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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. 

 

 

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: 

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

• Contacts Tab 

• Geo View 

• Transaction History 
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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. 

 

 

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. 

 

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.   

 

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. 

• 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).  

 

 

• 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. 

 

 

• 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. 

 

 

 

 

mailto:rentregistry@cityofberkeley.info


City of Berkeley Owner/Manager User Guide   

34 
If you have any questions, contact the Berkeley Rent Board at (510) 981-7368, Ext. 2; or email rentregistry@cityofberkeley.info.  

Below the Total Units, there may be some error messages displayed.  Each APN in the system is required 

to have the following information: 

• Primary Owner Contact 

• Property Manager Contact 

• 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. 

 

 

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. 

 

 

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).   

 

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. 

 

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. 

 

 

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. 
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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. 

 

 

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

pop up. 
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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.    

 

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

• Primary Owner Contact Information 

• 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.  

 

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. 
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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”. 

 

 

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. 

 

 

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: 

• Owner Type 

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

• First Name 

• Last Name 

• Phone 

• Email 

• Recorded Share Interest Percentage 

• Date of Property Acquisition 

• Mailing Address 

 

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

appear first in the list. 
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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. 

 

 

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.   

 

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: 

• First Name 

• Last Name 

• Phone 

• Email 

• 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.   

 

 

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

below.  
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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.   

 

 

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

 

 

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. 

 

 

  

mailto:rentregistry@cityofberkeley.info


City of Berkeley Owner/Manager User Guide   

45 
If you have any questions, contact the Berkeley Rent Board at (510) 981-7368, Ext. 2; or email rentregistry@cityofberkeley.info.  

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

 

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.   

 

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. 

 

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. 

 

 

The Case Details will appear in the form of a pop up. 
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To view the Case Details in Full Screen, click on the “View Full Screen” icon ( ) as shown below. 

 

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. 

 

• 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.  In the 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 ( ). 

• The “REFRESH” button will refresh the case details.  This may be necessary if the Rent Board 

Staff has updated the case.    

• 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: 

• APN 

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

• Unit Number (if the case is at the Unit Level): this displays the Unit Number for which the case 

was created 

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

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

• 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. 

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

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

• 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. 

 

 

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. 

 

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.  
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How do I 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: 

• 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) 

• Property Manager Contact Details (if any changes occur to the contact info for a Property 

Manager, you can edit this throughout the year) 

• 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) 

• 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”. 
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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.  It is 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. 

 

 

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

 

 

Select “Primary Owner”, “Property Manager”, or “Additional Owner” depending on the contact type you 

are adding.  In this example, we will select “Primary Owner”. 

 

 

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. 
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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: 

• Owner Type 

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

• First Name 

• Last Name 

• Phone 

• Email 

• Recorded Share Interest Percentage 

• Date of Property Acquisition 

• Mailing Address 

 

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

appear first in the list. 
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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.  

 

 

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.   

 

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. 

 

mailto:rentregistry@cityofberkeley.info


City of Berkeley Owner/Manager User Guide   

54 
If you have any questions, contact the Berkeley Rent Board at (510) 981-7368, Ext. 2; or email rentregistry@cityofberkeley.info.  

The Property Manager contact will be added to the APN. 

 

 

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.   

 

 

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

 

 

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.  

 

 

 

2. The Menu will open. Click on the “Edit” option. 
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The Contact pop up will appear with the Contact details prefilled. 

 

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. 
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The Contact Information will be updated.  The Last updated Date for the Contact will also be updated. 
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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. 

 

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

 

 

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

 

 

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. 

 

 

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

 

 

3. Select the Reason of Change in Occupancy.  Only 1 selection is allowed. 
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4. Select the new Occupant Type.  Only 1 selection is allowed. In this example, we are reporting a 

brand new Tenancy so we will select “Tenant”.   

 

 

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

When was the last date that the Unit was 
occupied by the previous occupant or 

tenant? 
Optional Optional 

Start Date of 
Tenancy 

When was the Tenancy established? Required Required 

Initial Rent 

What was the initial rent for the most recent 
tenancy?  A tenant’s “Initial rent” is the rent 

charged during the first 12 months of the 
tenancy. 

Required Required 

Current Rent 
What is the current rent that the Tenant is 

paying? 
Not Applicable Required 

Date of Last 
Rent Increase 

When was the Rent last raised for the 
Tenant? 

 
If there has not yet been a rent increase for 
the tenant, please enter the Start Date of 

the Tenancy. 

Not Applicable Required 

Housing 
Services 

Included with 
Rent 

Select all the Housing Services that are 
included with the Rent for the Unit 

Required Required 

Number of 
Occupants 

How many people live at the Unit? Required Required 

Smoking 
prohibition in 

lease 
agreement? 

Is there a restriction on smoking? Required Required 

Date of 
Prohibition 

What date did the smoking prohibition 
begin? 

*Note: if there is no smoking prohibition, then 
this field would not be displayed. 

Required Required 
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Tenant First 
Name 

Enter the Tenant’s First Name.  If there is 
more than one Tenant, you can provide all 

Tenant Names. 
Required Not Applicable 

Tenant Last 
Name 

Enter the Tenant’s Last Name.  If there is 
more than one Tenant, you can provide all 

Tenant Names. 
Required Not Applicable 

Tenant Phone 
Enter the Tenant’s Phone.  If there is more 
than 1 Phone, you may select the Primary. 

Optional Not Applicable 

Tenant Email 
Enter the Tenant’s Email.  If there is more 
than 1 Email, you may select the Primary. 

Required Not Applicable 

Tenant 
Preferred 
Language 

Enter the Tenant’s Preferred Language if 
known. 

Optional Not Applicable 

 

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

 

 
 

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

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. 

 

 
 

 

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. 

 
 

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. 

 

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

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. On the 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. 

 

 

 

2. Select the option of “Report New Occupancy”. 
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68 
If you have any questions, contact the Berkeley Rent Board at (510) 981-7368, Ext. 2; or email rentregistry@cityofberkeley.info.  

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.  

 

 

3. Select the Reason of Change in Occupancy.  Only 1 selection is allowed. 
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69 
If you have any questions, contact the Berkeley Rent Board at (510) 981-7368, Ext. 2; or email rentregistry@cityofberkeley.info.  

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”.   

 

 

When you select the option of “Manager”, an additional exemption related field will appear. 
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70 
If you have any questions, contact the Berkeley Rent Board at (510) 981-7368, Ext. 2; or email rentregistry@cityofberkeley.info.  

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”. 

 

 

 

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 

Field Name Description 
Requirement for 
Fully Regulated 

Units  

Requirement 
for Partially 

Regulated Units 

Date Previous 
Occupant 
Vacated 

When was the last date that the Unit was 
occupied by the previous occupant or tenant? 

Optional Optional 

Should Unit be 
Exempt 

Is this Unit Exempt from the Rent Board Fees? Required Required 
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71 
If you have any questions, contact the Berkeley Rent Board at (510) 981-7368, Ext. 2; or email rentregistry@cityofberkeley.info.  

7. Enter the necessary details for the Manager Occupancy. 

 

 

 

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

 

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. 

 
 

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. 

 
 

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. 
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73 
If you have any questions, contact the Berkeley Rent Board at (510) 981-7368, Ext. 2; or email rentregistry@cityofberkeley.info.  

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. 

 

 

 

2. Select the option of “Report New Occupancy”. 
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74 
If you have any questions, contact the Berkeley Rent Board at (510) 981-7368, Ext. 2; or email rentregistry@cityofberkeley.info.  

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.  

 

 

3. Select the Reason of Change in Occupancy.  Only 1 selection is allowed. 
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75 
If you have any questions, contact the Berkeley Rent Board at (510) 981-7368, Ext. 2; or email rentregistry@cityofberkeley.info.  

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”.   

 

 

When you select the option of “Owner”, an additional exemption related field will appear. 
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If you have any questions, contact the Berkeley Rent Board at (510) 981-7368, Ext. 2; or email rentregistry@cityofberkeley.info.  

5. Indicate if the Unit should be Exempt.  In this example, we are assuming the Unit should be 

Exempt so we will select “Yes”.   

 

 

Additional fields for the Exemption details will appear on the screen. 
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If you have any questions, contact the Berkeley Rent Board at (510) 981-7368, Ext. 2; or email rentregistry@cityofberkeley.info.  

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

 

 

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

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. 

 

 

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

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. 

 

 

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). 
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80 
If you have any questions, contact the Berkeley Rent Board at (510) 981-7368, Ext. 2; or email rentregistry@cityofberkeley.info.  

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) 

Field Name Description 
Requirement for 
Fully Regulated 

Units  

Requirement 
for Partially 

Regulated Units 

Date Previous 
Occupant 
Vacated 

When was the last date that the Unit was 
occupied by the previous occupant or tenant? 

Optional Optional 

Should Unit be 
Exempt 

Is this Unit Exempt from the Rent Board Fees? Required Required 

Select Reason 
for Unit 

Exemption 
How does this unit qualify for an Exemption Required Required 

Document 
Upload 

Proof of the Exemption Optional* Optional* 

Date of 
Exemption 

When did the Exemption begin? Required Required 

*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. 
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81 
If you have any questions, contact the Berkeley Rent Board at (510) 981-7368, Ext. 2; or email rentregistry@cityofberkeley.info.  

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. 

 

 

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’. 

 
 

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

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. On the 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. 

 

 

 

2. Select the option of “Report New Occupancy”. 
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83 
If you have any questions, contact the Berkeley Rent Board at (510) 981-7368, Ext. 2; or email rentregistry@cityofberkeley.info.  

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.  

 

 

3. Select the Reason of Change in Occupancy.  Only 1 selection is allowed. 
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If you have any questions, contact the Berkeley Rent Board at (510) 981-7368, Ext. 2; or email rentregistry@cityofberkeley.info.  

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”.   

 

 

When you select the option of “Vacant”, an additional occupancy related field will appear. 
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If you have any questions, contact the Berkeley Rent Board at (510) 981-7368, Ext. 2; or email rentregistry@cityofberkeley.info.  

 

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 

Field Name Description 
Requirement for Fully 

Covered Units  

Requirement 
for Partially 

Covered Units 

Date Previous 
Occupant 
Vacated 

When was the last date that the Unit was 
occupied by the previous occupant or 

tenant? 
Optional Optional 

When did the 
Unit become 
available for 

Rent? 

When did the previous occupant vacate the 
Unit? 

Required Required 

 

 

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

future date. 
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86 
If you have any questions, contact the Berkeley Rent Board at (510) 981-7368, Ext. 2; or email rentregistry@cityofberkeley.info.  

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. 

 
 

 

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

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. 

 
 

 

 

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

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. On the 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. 

 

 

 

2. Select the option of “Report New Occupancy”. 
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89 
If you have any questions, contact the Berkeley Rent Board at (510) 981-7368, Ext. 2; or email rentregistry@cityofberkeley.info.  

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.  

 

 

3. Select the Reason of Change in Occupancy.  Only 1 selection is allowed. 
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If you have any questions, contact the Berkeley Rent Board at (510) 981-7368, Ext. 2; or email rentregistry@cityofberkeley.info.  

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”.   

 

 

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

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

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

be a future date. 

 

 

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

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 
Occupant 
Vacated 

When was the last date that the Unit was 
occupied by the previous occupant or 

tenant? 
Optional Optional 

Start Date of 
Tenancy 

When was the Tenancy established? Required Required 

Should Unit be 
Exempt 

Is this Unit Exempt from the Rent Board 
Fees? 

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

 

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. 

 

 
 

 

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. 
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94 
If you have any questions, contact the Berkeley Rent Board at (510) 981-7368, Ext. 2; or email rentregistry@cityofberkeley.info.  

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. 

 

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

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. On the 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. 

 

 

 

2. Select the option of “Report New Occupancy”. 
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96 
If you have any questions, contact the Berkeley Rent Board at (510) 981-7368, Ext. 2; or email rentregistry@cityofberkeley.info.  

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.  

 

 

3. Select the Reason of Change in Occupancy.  Only 1 selection is allowed. 
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If you have any questions, contact the Berkeley Rent Board at (510) 981-7368, Ext. 2; or email rentregistry@cityofberkeley.info.  

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”.   

 

 

When you select the option of “Rent-Free Occupant”, an additional occupancy related field and 

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

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

future date. 

 

 

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 

 

mailto:rentregistry@cityofberkeley.info


City of Berkeley Owner/Manager User Guide   

99 
If you have any questions, contact the Berkeley Rent Board at (510) 981-7368, Ext. 2; or email rentregistry@cityofberkeley.info.  

 

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 
Occupant 
Vacated 

When was the last date that the Unit was 
occupied by the previous occupant or 

tenant? 
Optional Optional 

Start Date of 
Tenancy 

When was the Tenancy established? Required Required 

Should Unit be 
Exempt 

Is this Unit Exempt from the Rent Board 
Fees? 

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

 

 

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. 

 
 

 

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

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. 

 

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

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. 

 

 

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

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.  

 

 

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: 

• Current Rent – if this amount is edited, then the ‘Date of Last Rent Increase’ will be wiped so it 

can be updated accordingly 

• Date of Last Rent Increase – the date cannot be before the’ Start Date of Tenancy’ 

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

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. 

 

 

4. 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. 
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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. 

 
 

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. 

 
 

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. 
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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. 

 

 

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: 

• Unit is owner-occupied.  

• Unit is rented or leased to transient guest(s) for 13 consecutive days or less.  

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

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

• Tenant Occupant is recipient of Section 8 Housing Choice Voucher (verification required - either 

HAP contract or payment stub 

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

• Unit is 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. 

 

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

 

 

 

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

 

 

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. 
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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. 

 

 

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. 
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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. 

 

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. 
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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. 

 

 

Once the case has been submitted the Unit Status will be updated to “Applied for Exemption” as shown 

below. 
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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”. 

 

 

*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. 

• If 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”. 

 

• 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: 

• Property is owned by any government agency 

• 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 

• Property is a nonprofit cooperative owned and controlled by a majority of residents 

• Property is a hospital, skilled nursing facility, health facility, asylum, or home for the aged 

• 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”.   

 

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. 
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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. 
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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. 

 

 

 

4. If the data looks accurate, click on the “SUBMIT” button at the bottom of the page. 
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The Submit Registration pop up will appear. 

 

 

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. 
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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. 

 

 

8. To complete the submission of the APN for Registration, click on the “SUBMIT” button. 
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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. 

 

 

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). 

 

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: 

• Unit Exemptions can no longer be submitted, and the action is removed from the Action Menu. 

• Landlords will be unable to “Add/Edit” Unit Information as all changes will need to come in the 

form of an Amendment case. 

o If the 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 If a 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.   

 

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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Property Status: Registration Completed 

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.  

 

 

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. 
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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. 

 

 

2. Click on the Pay Now button. 

 

 

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. 
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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. 

 

 

4. A confirmation pop up will appear to ensure you want to proceed with your payment.  Click on 

Yes to proceed. 

 

 

You will be redirected to ACI Payment website to complete your payment. 
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5. Enter your Credit Card details in the fields.  The accepted Card Types are Visa and Mastercard. 

 

 

 

6. Click on the Continue button to move forward with your payment. 
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7. You will see the “Terms” of ACI listed.  Please read through the terms and then click on the 

“Accept Terms” button to continue with your online payment. 

 

 

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).   
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8. Enter your Contact Information and click on the Continue button. 
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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). 

 

 

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. 
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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. 

 

 

11. Click on the Return button when you are finished.
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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. 

 

 

An email confirmation will also be sent to the Logged In User’s Email ID. 
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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.  
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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. 
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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. 

 

 

Once you click on “Report New Property Ownership”, the Report New Property Ownership pop up will 

appear. 
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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. 

 

 

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. 
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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. 

 

 

5. Click on the “SUBMIT” button to submit the New Property Ownership Amendment application. 
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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”. 

 

 

*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.   

 

• 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. 

 

• 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. I did not receive the verification email while creating an account. What do I 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. I clicked on the account verification link in the email that was sent to me, but my account did 

not get verified.  What do I 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. I forgot my password and tried to reset my password, but I did not receive the email.  What do I 

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. I cannot find my APN’s Pin, or my Pin is not working.  What do I do? 

a. Double check that you entered the APN and Pin correctly.  Check to ensure to spaces or 

dashes were added to the entry. 

b. 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 I 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 no longer own this APN but the Rent Board mailed me a notice indicating that I need to 

Register the APN. What do I 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 I 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 I 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 I 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 I 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 I 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 I first Registered.  What do I 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 I 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 I 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 I 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 I submit my APN for Registration? 

a. Follow the user guide to understand the requirements to submit an APN for 

Registration. 

 

17. I submitted my APN for Registration, but I sold the APN and no longer own the Property. What 

do I do? 

a. You will need to submit a New Property Owner Amendment with the Rent Board. 
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