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Introduction

This step-by-step user guide helps rental property owners, property managers, and authorized
representatives with completing the City of Palo Alto’s Rental Registry Program registration and event-
based reporting processes.

This user guide is provided by the City’s software consultant, 3Di. If you have any registration and event-
based reporting technical assistance questions, access the 3Di HelpDesk. You can receive chat support on
weekdays from 8am-12pm at the following website: https://paloalto.3diengage.com/support/. You can
receive phone support on weekdays from 8am-12pm by calling 650-459-0138. Otherwise, you can email
guestions to pa-rentalregistry-techsupport@engagehelpdesk.com.

Please visit www.cityofpaloalto.org/rentalregistry to learn more about the Rental Registry Program and to
access the online registration portal.

Getting Started

You should have received a registration letter from the City of Palo Alto’s Rental Registry Program if you
own at least one property that is subject to the City’s registration requirement. Please save this letter and
the unique PIN highlighted in the top right corner of the letter.

If you have received a letter from the City of Palo Alto’s Rental Registry Program requesting you to register
your rental property and you are no longer the owner or manager of this property or believe this program
does not apply to your property, please contact the City of Palo Alto Rental Registry Program at
rentalregistry@paloalto.gov. You may be asked for additional details/information so records can be
updated.

For your initial registration or for your annual registration renewal, you will be required to ensure that the
information related to your property is accurate. Please add or review property contact information for
property owner(s) and property managers and add or update any property and unit information. The
information that you submit will be saved in the Rental Registry Program online portal for your later use in
future annual registration cycles.

Once an initial or annual registration renewal is completed, please continue to use the portal throughout
the year to report events within ten (10) calendar days of occurrence. such as if a unit has a Rent Increase,
Notice to Quit, Unlawful Detainer, or Eviction.

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@ paloalto.gov_or visit 3
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-
techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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Create a Login to the Rental Registry Program Portal
To use the Rental Registry Program online portal, you will first need to create an account and login:

1. Open your web browser and go to www.paloalto.gov/rentalregistry and click on the “Access Online
Registration Portal” button. This will take you to the Palo Alto Rental Registry Program online portal
landing page. Alternatively, you can use the direct weblink to the online portal:
https://paloalto.3diengage.com/.

2. When you are on the portal landing page, either click on the “Create an Account / Log In” button OR
the “Login” button at the top right corner of the portal.

OraLo aLto [ ] s

Palo Alto Rental Registry Program

Welcome to the City of Palo Altd's Rental Registry Program online portal.
Renters and Additional Community Members

Who Can Use the Portal:
Search
* Rental property owners and property managers use this portal to create accounts, register properties, and report events

throughout the year. To see a rental unit registration status without the need to create a Rental

+ Renters and other members of the public can search for basic information, including the registration status of a rental unit. Registry Program online portal account, type the property address or Assessor's
Parcel Number (without hyphens) in the search box.

What Rental Properties Need to Register:

* Rental Properties with Three or More Units: Most rental properties became fully registered in Program Year 1 (FY 2024~ Asseessory Pascel Nursbete can ba found (idn the City% Onlide Paic Raport

2025) with over 7,500 rental units entered in the portal. Additional rental properties with three or more units will be
added in Program Year 2 {FY 2025-2026) before the annual open registration period. Registration or renewal is required
each year during the annual open registration period (Fall through early Winter).

toal: https/fopengiscityofpaloalto.org/parcelreparts/

What Properties Do Not Need to Register:
» Rental Properties with Two or Fewer Uniits: These rental properties are currently not required to register during Program Rental Property Owners/Property Managers

Year 1 (FY 2024-2025) or Program Year 2 (FY 2025-2026};
(99 } Create an Account / Log In

+ Non-Residential Properties; and
+ Hospitals, extended medical care facilities, skilled nursing facilities, health facilities, or continuing care retirement

communities.

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@ paloalto.gov_or visit 4
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-

techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.



mailto:pa-rentalregistry-techsupport@engagehelpdesk.com
mailto:pa-rentalregistry-techsupport@engagehelpdesk.com
http://www.paloalto.gov/rentalregistry
https://paloalto.3diengage.com/

Rental Registry Program Rental Property Owner/Property Manager User Guide

3. Select “Create an Account” to create a new account.

Y | Y OF

1T
L' PALO ALTO

Usemame (Email)*

w»

Forgot Password?

Create an Acoount ]

4, Enter the following information to create your account:

. Username (Email Address) — Ensure you have access to your email address inbox, as you will
need to verify your email address to complete account creation.
° Password — Your password should be minimum of 6 characters, and include at least one
uppercase letter, one lower case letter, and one symbol (!@#5%"&)
. First Name
. Last Name
O paLo aLto

CREATE AN ACCOUNT

Usemname (Emall)*

N e LIRS ) D AT SRR AR A .10 26

Confirm Password

L L

First Name

Pieaze eitet you festrame.

Last Nome*

Floss ety faxf name

Back to Parfal

Already Have An Account? Lagin

v CoUET ENmaET. W W

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@ paloalto.gov_or visit 5
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-
techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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5. Click on the “Create an Account” button.
OraLo aLto

CREATE AN ACCOUNT
Username (Email)*
Méase croste 3 sngue Usermarme. Vazmame car be your srmad address arc 3 not
tom doe E3diemall com
Passwarg*

e fow

First Name*

Planse entey rour frst ame

Back 1o Portal

Akeacy Have An Account? Login

6. The portal will send an account verification email with an Activation Link to the Username/Email
Address that you provided. The email should arrive within a few minutes, and the activation link
expires in 15 minutes. If you do not see this email in your inbox, please check your spam folder. Click

on the Activation Link in the email to confirm your account and complete the account creation
process.

7. If you have additional people that will help you with registration and event reporting, please feel free
to have them set up their own account using these same steps.

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@ paloalto.gov_or visit

www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-
techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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Accessing Your Account & Adding a Property to Your Account

Now that you have created and activated your account, log in to the Rental Registry Program online
portal. When you log in, you will see your dashboard. Your dashboard will be empty until you add and
claim your property to your account. Follow the steps below for each property that you own or manage
that is required to register.

1. Click on either of the “Login” buttons on the portal landing page.

OraLo aLTo —

Palo Alto Rental Registry Program

Welcome to the City of Palo Altos Rental Registry Program online portal.
Renters and Additional Community Members

n h g

* Rental property owners and property managers use this portal to create accounts, register properties, and report events

throughout the year. Ta see a rental unit registration status without the need to create a Rental

+ Renters and other members of the public can search for basic information, including the registration status of a rental unit. Registry Program online portal account, type the property address or Assessor's
Parcel Number (vithout hyphens) in the search box.

What Rental Properties Need to Register:
Assessor’s Parcel Numbers can be found using the City's Online Parcel Report

» Rental Properties with Three or More Units: Most rental properties became fully registered in Program Year 1 (FY 2024~
2025) with over 7,500 rental units entered in the portal. Additional rental properties with three or more units will be
added in Program Year 2 (FY 2025-2026) before the annual open registration period. Registration or renewal is required
each year during the annual open registration period (Fall through early Winter).

tool: https/fopengis cityofpaloalto.org/parcelreparts/.

What Properties Do Not Need to Register:
» Rental Properties with Two or Fewer Uniits: These rental properties are currently not required to register during Program Rental Property Owners/Property Managers

Year 1 (FY 2024-2025) or Program Year 2 (FY 2025-2026}; e |
+ Non-Residential Properties; and (99 ' Create an Account / Log In
+ Hospitals, extended medical care facilities, skilled nursing facilities, health facilities, or continuing care retirement

communities.

Usemame (Email)*
tom.doe@2diemail.com

Password*

23
Remember Me Forgot Password?

Create an Account

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@ paloalto.gov_or visit
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-
techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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2. Retrieve the Registration Letter sent to you by the City of Palo Alto Rental Registry Program and click
on the “Add Property” button on the top right corner of your dashboard.

O raLo aLto P —— | Todes < | &

My Basbboard

My Properties

H = “Soel By Parcel Number Asc v

Mo Recond

©

3. Inthe “Add Property” pop up, you will need to enter the following:
. Property Contact Type —indicate if you are the Owner, the Property Manager or the Authorized
Representative
. Parcel Number —you can find this in the Registration Letter
. PIN - you can find this in the Registration Letter

4, Enter the necessary information and click on the “Add” button.

Add Property
PLANNING AND DEVELOPMENT SERVICES

Propenty Contact Type* 0 LpALb A LTO 250 HAMILTON AVENUE, FIFTH FLOOR

PALO ALTO, CA 4301

Ownes THIS IS A SAMPLE LETTER

Parce! Number*

(PROPERTY: 500 Pastent Drive
7890789020 JOHN DOE AT

400 PALO ALTO AVENUE 5 Novsen
1631, 2!
FIN® PALO ALTO CA 94301 e RS
o mess

841142

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@ paloalto.gov_or visit
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-
techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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5. Your property will appear on your dashboard as shown below. Repeat these steps for each property
that you are required to register.

() PALO ALTO Q T re To Soa | Tomboo v | A~
My Dashboard
My Properties

E SoHAy | Parcel Mumberdsc v

Parcel Number: 7590789020

Site Address:  £50 Pako Alto Avenue Pélo Alto CA 943501

us

Property Status: Registration Open i

INITIAL REGISTRATION PROCESS

Now that you have added your property to your account, you will need to complete either the initial
registration or the annual registration renewal process. To complete initial registration, click on the "View”
button.

Q Type Hare To Sox | Tompoe v | W~

(, PALO ALTO

My Properties

SoAY ParcelNumberdse v

Parcel Number: 7890789020

Site Address:  £50 Pako Alto Avenue P&lo Alto CA 94301

us

Property Status: Registration Open a

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@ paloalto.gov_or visit
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-
techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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The Property Overview page will open. This page has different sections that are necessary to complete as
part of the registration process.

Gigel Valerio ~ p

OraLo aLto PR

ard  Propersy Ivenitory My Dashboard  Creata a Ca cls  CaseReporis  Paymont Reports  Emall Notification Log — Halpde

Overview ~— Back
Farcel Humber + B2MT0EE Site Address i 500 Pasteur Dvive Palo Alin CA 94304 LS Wear Built T
Total Units Added P D Property Status © REgistiEtion Dpen

Reasons to flag a property

Flag the Property

NSTRUCTIONS T0 REGISTER YOUR PROPERTY'S RENTAL UNITS

Step 1: Add Srte Address. if the propes 9z, add anditianal street address(es) oy clicking the green ‘Add* bution next 1o “Aodress’ (2.0, & building whera each unit has a different street address), IF all the rental units on the praparty have the same e address, skip o

1 step.

£ add BOTH 3 Primary Owner and Property Mara
5E U5 siness phone mumber and email vwh

‘Step 3:.Add Units. For
a sprearshest vers

and add ALL of
a0 accommodate u

rertal units that yau own or manage to the Rental Registry, ong & & tme. 1f you have 10 ar mode rental wits, you have
ntal unta.

lice Lo use the “Suik impart” teal that will allow you to complete

e Iy rEQister 3 (FRRAT ALTBE! OF LS for & pIODenty Thar i 550 CR CUTIENtY HAS 0 F8cord, Ciy STATY INak CONtSeT pou far e fanmaTion. Piese contset Ihe Counly of Sants CI8rs drectly 10 Make Sure & ASSSESors recards o pOur properies

Step 1: Add/Update Contact Information

The first step to property registration is to add/update the property contacts. It is required that each
property contains at least one Owner contact and at least one Property Manager contact.

1. Scroll down to the Contacts section. If you see the red text “Primary Owner and Property Manager,
Contact Information is Incomplete” as shown in the image below, you will need to add the missing

contact type.
O raLo aLTo e R

ntatie] You mustadd BOTH a Primacy Ownerand Property Manager contact i order to submit yoar property for registration. |f thei= = o Proper

i ddiess and oiher SOMact INfONTIANON, Plaase use @ business phane fumbsr and emad when proiding cantact nfarmatior

i

olumas » c caren Q

Associated to asset as Contact Type Name Address T Phone Number Email Contact Preference Action

Add Unit’ bution and enter tha requirad information for the rantat unit. Onse you have varified a1 information 18 correct. click “Submit” Repeat these atepa witd you have entared the raquired information for ALL rétal Units on the proparty,

11'you rdve quesLions doout Lne Renudi ReZISUry Frogrdir, Condei e Lilty 01 Fdio AILO dL Tenudiregisuy W pdiodilo.gov_or visit
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-
techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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2. Click on the “Add Contact” button to add the missing contact type.

Q Typs Here To Searct | Tomboe v | W~

0 PALO ALTO

My Dashboard

Contacts P—

Coluning » " Q
Associated to asset as Cantact Type teame address Phone Namber Email Contact Preference Action
O Individual Tom Doe fem dos@adiemail com i

- v ~ e per page )

Glick the "Add Unit’ buston and eter the required information for the reral usvt, Once you have vertfies ol nformatian (s correct, dick “Subimit” Repeat these steps it you have entered the required Information for ALL remal urnits on the property

3. The Add Contact pop up will appear. Select the Contact Type from the dropdown list. If your
property already has an “Owner” contact added, then you will need to add a “Property Manager”. If
there is no property manager, duplicate all of the “Owner” contact information.

Add Contact ®

Contact Type~

Select w

Owner Type*
Select w

Address

Address Type™
Select ~
Search Address

Enter a location

123, Main Street, Log Angeiee, CA

[ Update Address?

Address Line 1+ Address 2

City * Statet
cA

Zip* Country *

United States

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@ paloalto.gov_or visit
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-

techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.



mailto:pa-rentalregistry-techsupport@engagehelpdesk.com
mailto:pa-rentalregistry-techsupport@engagehelpdesk.com

Rental Registry Program Rental Property Owner/Property Manager User Guide -

4, Add the required information in the pop up and then Save the contact. You are required to provide
the First Name, Last Name, Mailing Address, Email Address, and Phone Number.

Address Type*
Home v
Search Address

100 Palo Alto Avenue, Palo Alto, CA, USA

123, Main Street, Los Angeles, CA
() Update Address?
Address Line 1 # Address 2

100 Palo Alto Avenue

City * State*
Palo Alto CA

Zip* Country *
94301 United States

Contact Details

Communication Type* Email*

Primar
Email v john@gmail.com e -
Communication Type* Country Code Phone* Extension
@ Primar
Phone v 1 v (546) 789-776!¢ < 24

+ Add Contact Details

Save Cancel

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@ paloalto.gov_or visit
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-
techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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5. The Contacts table will be updated. If the “Owner” contact is missing any information in the grid

(Mailing Address, Email, or Phone), click on the three vertical dots as shown below to edit the

contact details.

Contacts

Columne =
Associated lo assel as Contact Type Hame
Property Managar Indiwdusd Juhn Doe
Owner Indivedual Tam Dog

6. Select the “Edit” action.

Contacts

Associated bo assot a3 Contact Type Name:

+ - . b g » ftems perpage

Address  +

Phane Number

Ermail

Iohn@grmail.com

Address  ©

Phone Number

Email

Tot deegadiemall com

+ Add Contact + Contact Preferences

Caontact Preference

Action

+ Contnct Preferences

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@ paloalto.gov_or visit
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-
techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.

Action

Q
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7. The Edit Contact pop up will appear. Many of the required fields may be missing (i.e., Address,
Phone, Email etc.). Enter the required information and then Save the contact.

B N T

Home v
Search Address

200 Palo Alto Avenue, Palo Alto, CA, USA

123, Main Street, Lo

ngeles, CA

() Update Address?

Address Line 1 * Address 2

200 Palo Alto Avenue

City * State*
Palo Alto CA

Zip* Country *
94301 United States

Communication Type* Email*
. ) ) Primary
Email v tom.doe@3diemail.com
Communication Type* Country Code Phone* Extension
Primary
Phone v 1 v (657) 890-987¢

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@ paloalto.gov_or visit
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-
techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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The Contacts table will be updated. Next, set your preferences for contacts by clicking on the “Contact
Preferences” button. You may already see preset values for this on your property. You can edit/modify
these at any time. Select the “Billing Contact”. This contact will be the recipient of all notices, invoices
and related program content via phone, SMS, email and/or postal mail. Next, select the “Primary
Owner Contact”. This can also be the same as the Billing Contact. Save your preferences using the
“Save” button.

Contacts

colimns  » s Search
Associated to assel a5 Conlact Type Name Address  + Phone Number Emall Carilacl Preference Action
Property Manager indhuidisal Jahn Doz 1oagsloakn emee Pl 546) 707765 hr@gmal com i

operty Manage e = Alto CA 34301 US RIS IR :

200 Paks Al Bveiiie Balt
owne Indlividsal Tan Dok e ;wa1 = T s anoonre Tom dosgidiema som
4, - A 5 » ftems per page 20f Zitems

o]

Contact Preferences

Billing Contact Primary Owner Contact

Tom Doe (Owner) v John Doe (Property Manager) v

The selected Billing Contact will be the recipient of all notices, invoices and related program content via phone, SMS, email
and/or postal mail. The selected Primary Owner Contact may be contacted related to RRP compliance issues and may be

contacted by the City or the City's representative for matters related to the City's mediation program as outlined in Palo Alto
Municipal Code 9.72

The Contacts table will be updated. If there are additional Property Manager(s) or Property Owner(s)

associated with the property, you can add them using the “Add Contact” button.

Contacts e —
Columas » o b a
Rssociated to assetas Contnct Type Mame Address. T Fhone Number Email Comtact Preforepce Action
Praperty Manage! welvidus] ot Bre 5461 T8E-7T6 pEaggmaitcom Biimiary wnes Sontact
e webvidunl Tom Doz e 457] 909870 tom doeg acemalicom Bifing Contact H
J . ¥ i 5 = ifems per page T2afzems O
~—

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@ paloalto.gov_or visit
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-
techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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Step 2: Add Property Site Address(es)

Your property will have a primary site address listed. Some properties are large and may contain more
than one site address or units might be individually addressed. Please review the Address(es) associated
with your property and follow the steps listed below if changes are required.

1. Scroll to the Address area. You will be able to manage the site addresses from this section. The Address
listed on the property is the primary site address. Check to see if the site address is correct. If not,
click on the Edit icon next to the address to modify it, as shown below.

Address

e -

SOUTH OF 2w ave » &
Map  Satellite S INARS / § 3 v Address

VINTAGE DAKS m
° 5
3 3 350 Plo ARG fuenue Palo Allo T2 94201 US

LINFIELD OAKS
# =
By %,
W e &
28, Fa,
FREros N P

®

2. The “Edit Site Address” pop up will appear. Modify the necessary information and save your changes.

Edit Site Address

Address 1* Address 2

850 Palo Alto Avenue

City* State*
Palo Alto CA
Zip* Country*
94301 United States v

Primary

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@ paloalto.gov_or visit
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-

techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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3. If you have more site addresses to add, click on the “Add” button.

Address
Ae. -~ s%ﬁ”:rsj b P 2 K B e —
satellite INARY - : r ess Add
Map  Satelite  \iGyiaE paxs ) : L i -
¥ 5 i Ay

"
& 3
g‘,«* z 950 Palo A%o Avenue Palo Alto CA 94301 U8 ’
o i
IR Avg % P
5 3 £
- 3 Hamrition Aew #
: E
@ ;
““‘"S'"D OARS o CRESCENT PARK fey, 1;“
Yo ¥ Dty i
it = b 4 Fre Ave _— gy
F L 1 Ave
& g i |
i Eg o
D >
ﬂ\z';% «g.,'& . &, v Falo Al Orhodontics = L . €t
» X & [+] il - i
L7 e, = 3 Greanwiod Av L]
v d s & Farisend skt Maz deia 93T Dioge Teme Meace: o mas s

Image View XAV E

4. The "Add Site Address” pop up will appear. Enter the required information (Address Line 1, City, Zip)
and save your changes.

Add Site Address

Address 1* Address 2

200 Palo Alto Ave
City*

Palo Alto CA

Zip* Country*

24301 United States

() Primary

Cancel

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@ paloalto.gov_or visit
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-

techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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5. The Addresses section will be updated with any modified or new site address(es). Repeat as needed
until all the site addresses associated with your property are added.

Address
ie. ' souThoF et drg, L f d i
Satellite SEMINARY T RY --
Map  Satelliic VINTAGE OAKS & o k s Address m
OTerrain P g £ & B €
4 5 ¥ 850 Palo Alto Averie Palo Alto CA 94301 US ’
P sty 4 g 0 Pale Alta Ave Pal L ’
) | .
y H

LINFIELD DAKS \ekire

1O

Step 3: Add Unit(s)

You now need to add units to your property and provide details about these units, such as occupancy or
vacancy status, rent amount, and services/amenities provided. Adding units is an activity that you will only
need to do during initial registration, unless a new unit is built, a unit is demolished, or units are
combined. Once the inventory of units is established on your property, you will only need to provide
updates to the occupancies and rents of those units moving forward. Follow the steps listed below to add
unit(s) to your property.

*Note: Not every unit field will be explained in this guide. If you have specific questions, contact the City of
Palo Alto Rental Registry Program or the 3Di Registration Technical Assistance Helpdesk.

1. Scroll down to the Unit Inventory section. Click on the “Add Unit” button to begin adding a unit to your

Unit Inventory + Acd Linit
[@ Exporttmbeel £ e a
Drag 3 cohimn haader ad dop it hara 1o group by that column
Urilt Site Address unit Number t  Occopancy Type Initial Monshly Rent current Morthily Rent Decupancy Stari Date Date of Last Rent Increas Amount of Last Rent Services/Amenities iIncluded with Ren Actian
Inorease
Y | w " -
=N
i
AL

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@ paloalto.gov_or visit
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-
techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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2. Select the Unit’s Site Address from the dropdown as shown below. This dropdown will contain all the
added property site addresses. If you realize an address is missing, you can close this window and add

it to the “Address” section of the Property Overview page. The selected address should be part of the
unit’s mailing address.

* Associated to; Site Address 8

T M Unit N

* Unit Number
Select

* Rental Unit Size (indoor sgqft) &
* Property Type il Unit Slze | sqt)
Select -
b | L | Uni @
Year Property Built (as reflacted in Santa Clara County records) ear of Last Rental Unil Remadel
Select
2000 Sel

* Decupant Type * Number of Bedrooms

Galect

* Number of Bathrooms

Select

3. Next, we need to know the name of the unit. This, too, should be part of the unit’s mailing address.
If the unit does not have a specified name, click the “No Unit Number” checkbox. This would indicate
that the unit mailing address is the same as the site address.

. i - 3i ¥,
Associated to: Site Address (D (0 Mo Linit Numer PR
850 Pado Afto Avenue Palo Alto CA 04301 USParcels -
* Rental Unit i oor sqit) F
* Property Type | Unit Size (indoor sqit)
Salect -
* Year of il Remoded
Wear Proparty Built {as reflected in Santa Clara County records) A1.0f Lies Reatal v " 2
Select -
2000
* Docupam Type * Number of Bedrooms
Beleot - Select

* Number of Bathrooms

Select

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@ paloalto.gov_or visit

www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-
techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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4, Enter the required fields listed in the pop up to continue adding the unit to your property. Note that
some field selections may require you to provide more information. The required fields will contain a
red asterisk (*) next to them. The form cannot be saved until all the required fields are entered. Once
all the required information is entered, click on the “Submit” button.

* current Monthly Rent

$2,500.00
* Amount of Last Rent Increase &

$500.00

* Deed Restricted Unit @

© Yes

* Rental Assistance/Subsidy @

0 vYes

* Other Rent Discounts or Incentives @

Yes O No

* Vehicle Parking Availability @

Available for additional fee

* Date of Last Rent Increase @

09/02/2024

* Services/Amenities Included with Rent @

Yes

* Please select the Services/Amenities Included with Rent

O water O sewer

Natural Gas Electricity

I Internet ) Laundry

[ Pool/spa () outdoor private space

() Outdoor common

space

B Refuse/Recycling ([ Bicycle Parking

1 EV Charging O storage

(O cable O Gym

I Indoor common space () community kitchen

Gnce! m

5. The Unit Inventory table will be updated. Each unit added to the inventory will have its own Action
menu displayed. If you made any error, you can use the three vertical dots, select the “Edit Unit”
option, and correct the details. Repeat these steps to add all the units on your property.

Unit Inventory

Droga colimn headss and drop It hiere to group by that column

Unit Site Address Unit Number ¢t Occupancy Type

Occupancy Start Date Date of Last Rent Increar Amount of Last Reat

Increase

R ExporttoExcel & Searc Q

Servioes/Amenities included with Ren Action

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@ paloalto.gov_or visit
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-
techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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Step 4: Submit Property and Unit Registration Information

Before you submit the registration information for your property and units, please check the following:
o Property Contacts are accurate (Contactssection)
= Thereisan Owner Contact AND a Property Manager Contact
o All Units are added (Unit Inventory Section)
= Unit Mailing Addresses are accurate
=  Unit Details provided are accurate

1. Scroll to the top of the Property Overview page. Click on the “Action” button. Select the option for
“Submit Rental Registration.”

Orao aLro Q e Hore TS Tomooe v | B
Overview
Parcel Number 7800720020 Site Address A 04301 LS Year Built 2600
Total Units Added 2 Property Stals
INSTRUCTIONS TO BEGISTER YOUR PROPERTY S UNITS
Siep 1: Add Site Address, If the property has mare than ane sits acdress, add adaitional strset addressies) by chicking the graen "Ada” autton next 3 "Address” (e g., o bulding where each unit has a different street addrass). If all the rental units on the propery have the same ste ddaess, skip

o the next stef

Step 2: Update your Contact Information. ¢

You must add BOTH a Primary Owner and Property Manager contact. (f th

mad when proviciag c

© 1he “Contact Praferances

Step 4: Submit Rental Registration.
arract information AMer sud

£ owen or manage o the Aental Registry, s th

ton at the top-right of this poge to submit yo

5 button will only be displayed if you ave entered ol tequired

Step 5 Check your emadl, The
ty staff will comtact y

n emall sovfying you whether you

ate (no further actio

n needec). I the

2. Read the text in the “Submit Rental Registration” pop up. You will be asked to confirm that the
information provided here is true and correct to the best of your knowledge and that you are qualified
to complete this form on behalf of the property in question.

Submit Rental Registration

Declaration Statement

Irlll e

Submitters info

g end that | am gualified to cor

aropesty in question

* Enter Full Name * Select Title

Select ~

cancel Submilt

3. Click on “Submit” to submit the registration information for your property and units. You will receive
an email confirmation and this email will provide you with additional information.

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@ paloalto.gov_or visit
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-
techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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Step 5: Submit Registration Fee Payment

1. Once the registration information for the property and units has been submitted, you may have to
pay registration fees and/or late fees. The property status will be displayed as “Payment Pending,”
which means that payment of fees is necessary to complete registration.

(’ PALO ALTO Q e . ownerpa v | B | W

Overview Acticn - [
Parcel Number Test1703Mew Site Address 789 Green Street East Paio Allo CA S4303 US Year Built ms
Assessor Toal Unit Coumt 1 Total Units Added 0 I Property Status Payment Pending ]

2. An invoice is available in the Documents section. Scroll down in the Property Overview page to find
the invoice if you would like to print or download it for future reference.

s
Columne » [ Eportto el 2 Search Q
Deag & colurnn fieader and drap It here 16 group by that column
Document Type Hotes Created On Created By Action
-
ke UTOT2RE System |
v
. n . - 0 v iterns por phge 11 of 1 items

3. Click on the Cart displayed at the top right corner of the screen, and you would be directed to the
My Cart screen.

O rao aLto PR v |

Overview ~ Hack

Parzel Mumber + Test1703Now Sin Address i 78S Groen Street East Palo Alfo CA 54303 U5 ear Built : 213

Assessof Tolal Unit Count 1 Tatal Units Added 1 Property Statis Payment Fencing

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@ paloalto.gov_or visit
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-
techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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4, Click on “Proceed to Checkout.”

() PALO ALTO

Q i owerit v v | W
° My Cart w Ordar ment
My Cart (1)
PARCEL NUMBER DESCRIPTION AMOUNT DUE ACTION DRDER TOTAL
Renta! Registry Program Invoice (Parcel # TESTTCA4) §195.00
TESTTCA44 - Regitration Fo § 000
- Adminfettve Penally Fes (15t Walation| Sabiotel Jue - 3 S800
- Defiigues {y 104 S | b

Total Amount
§ 4500

$195.00

5. Review the Order and select either Credit Card or Bank Account and click on “Proceed to Pay.”

0 PALO ALTO

My Dashboard

Q7 T OwnarPA ~ | W= 'p
© woan © reviowomer Payment
Review Order (1) — BackTo Carl
DESCRIFTION AMOUNT DUE ACTION ORDER TOTAL
Rental Registry Program Involce (Parcel # TESTTC44) 5195.00
- Reglétration Fag sa00
Administrative Penalty Fee (75t Violation) Subtotal Do - 3 § 180,00
- Delinguency Fanaly Fee (Monthly 0% Simpfs interest] Sabiotal Due

i Total Amount
Remove |
§ 4500

$195.00

Select Payment Method

@ CrediCard @ Sank Account

PROCEED TO PAY

Once payment has been completed, a transaction reference number will be generated, and you will

be redirected to the “My Properties” dashboard. You will also receive an email to confirm the
successful transaction and registration completion.

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@ paloalto.gov_or visit

www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-
techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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7. If you would like a copy of your receipt, click on “View” and you will be navigated back to the
Property Overview screen. Scroll down to the Documents section to find the Payment Receipt. You
may click on the three vertical dots to download/print the Payment Receipt for future reference.

s

il bpoicbicel & Search, Q
Draq & colamn eadar snd drof it hers to group by that coiuma
Document Type Notes Created On Crealed By Attion
a
et user
vgic: 25 System |
v

a1 .o 0 % ftems per page

8. If the property and unit information submitted contains the correct unit count, the Property Status
will be updated to Registration Completed. This means that the registration has been successfully
completed, and no further action is required from your end.

9. If you would like a copy of your registration completion certificate, lick on the “Action” button
displayed on the top right corner and select “Download Registration Completion Certificate.”

' OownerPA v | R v
() PALO ALTO Q
Overview - 8ack
Parcal Number 789235 [te Address a P vanue Palo Alto TA 043 S Year Bult 10N Comple
Totad Units Added 1 Property States Fegistraton Gompleted

INSTRUCTIONS TO REGISTER YOUR PROPERTY'S UNITS

Step 1 Add Slie Address. 1

10. You can click on “My Dashboard” at the top left of the Property Overview page to return to your
dashboard to view/register your other properties. Repeat these steps for any other properties.

o o ALTO Q_ Type Here To Search | TomDoe v | ‘B~

My Dashboard

Overview + Back
Parcel Number . 7890789020 Site Address . 850 Palo Alto Avenue Palo Alto CA 94301 US Year Built 1 2000
Total Units Added 2 Property Status : Registration Completed

INSTRUCTIONS TO REGISTER YOUR PROPERTY'S UNITS

Step 1: Add Site Address. If the property has more than one site address, add additional street address(es) by clicking the green "Add" button next to *Address" (€., a building where each unit has a different street address). If all the rental units on the property have the same site address, skip
tothe next step.

Step 2: Update your Contact Information. Scroll down and click "Add Contact” to add necessary contacts (Primary Owner, Property Manager and Authorized Representative). You must add BOTH a Primary Owner and Property Manager contact. If there is no Property Manager, then you can
indicate that the Property Manager contact information is the same as for the Owner. Use Action buttons next to each contact name to edit address and other contact information. Please use a business phone number and email when providing contact information. If you do not currently have a

separate business phone number, please consider making one. Contact information may be subject to public records requests under the California Public Records Act. After you have added both contacts, you must complete the “Contact Preferences® requirements to proceed

Step 3: Add Units. For properties with 3 to 9 units, scroll down to “Add Unit” and add ALL rental units that you own or manage to the Rental Registry one at a time. If you have fewer than three residential rental units on your property, you are not required to register your property or units at this
time. If you have ten or more units, please click the "Bulk Upload” to complete a spreadsheet version of the online forms included in this portal

Note: If you register a different number of units for a property than the assessor’s office currently has on record, City staff may contact you for more information. Please contact the County of Santa Clara directly to make sure all assessor’s records for your pioperties are up to date.

Step 4: Submit Rental Registration. After you have added ALL rental units that you own or manage to the Rental Registry, use the property “Action” button at the top-right of this page to submit your registration form. Note that this button will only be displayed if you have entered all required
contact information. After submitting, your “Property Status" will be updated.

Step 5: Check your email. The City will review your registration form and you will receive an email notifying you whether your registration process is considered complete (no further action needed) or incomplete (further action needed). f the registration is considered incomplete for any reason,
City staff will contact you via email with further instructions to complete your registration
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Step 6: View Updated Property Status

Your property status will be updated once you submit. Review the property statuses and their meanings
below:

Property Status Meaning

Registration Open The registration period is open, and you need to provide
updated information about your property and submit for
registration.

Registration Denied Your registration was submitted, but Staff is unable to
process it at this time
due to some errors. You will need to review your inputs,
make necessary edits, and resubmit.

Unit Discrepancy Your property has been submitted for registration, and the
number of units you have added to the property does not
match with the Santa Clara County Assessor’s records. Your
property is flagged for Staff to review. If you have any
guestions, please email staff at rentalregistry@paloalto.gov.

Payment Pending Your property has been submitted but registration has not
been completed yet. You need to pay to complete the
registration.

Registration Completed Your property has been submitted for registration and no
further action is required. Your property has been
successfully submitted for registration. No further action is
required at this time.

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@ paloalto.gov_or visit
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-
techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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ANNUAL REGISTRATION RENEWAL PROCESS

If you previously registered a property and units in a prior Program Year, then this property undergoes
annual registration renewal. During the annual open registration period (Fall through early Winter), follow
the steps below to complete your annual registration renewal process on time to avoid late fees and
penalties.

Step 1: Portal Login

Log into your account in the Rental Registry Program online portal. Your “My Dashboard” screen should be
visible, and your property(ies) will be displayed in Registration Open status.

Step 2: Update Property and Unit Registration Information

1. Click on the “View” button to access the Property Overview page.

S

T

Parcel Number:  TestNOA

Site Address: 397 Cakdale Avenue East Palo Alto CA 94303
us

Property Status: Registration Open

2. All of the property and unit information from prior registration and event-based reporting will be
displayed, such as Contacts and the Unit Inventory. .

3. Update Contact information, if necessary, by clicking on the three vertical dots to the right of the
Contacts menu.

4, Please open each unit in your Unit Inventory by clicking on the three vertical dots to the right of
each unit. Update the unit information if necessary. Note that City staff found some typos in some
prior registrations in regard to current rent amounts and other information.

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@ paloalto.gov_or visit
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-
techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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1. Scroll to the top of the Property Overview page. Click on the “Action” button. Select the option for
“Submit Rental Registration.”

O rao aLro P —

My Dashboard

Overview
Parcel Number 7800780020 Site Address Ako CA 04301 US Year Built 2000
Total Units Added 2 Property Status

INSTRUCTIONS TO REGISTER YOUR PROPERTY'S UNITS

Step 1: Add Site Address. If the property has
o thenext step

ore thon one site acdress; add sdditional street addressies) by clicking the green "Ade" Duttan next 13 %

* (2.q.. 0 bukding where each unit hias a different street address). If all the rental units o 1he property hisve the same ste ¢

Step 2: Update your Contact Information. Screll

=presentative ). You must add BOTH a Primary Owner and Propsrty Manager contact. (f there
tact i 1 when proddiag co
A & *Contact Praferances’

Step 3: Add Units.
Time 1f you havs 12 o M

Hoto: If you register a differsnt number of Lnits for @ property thin the

Tara directly 10 make sure all 33880507 records for your properties sre up 10 date

Step 4; Submit Rental Registration. A 5 button will anly be displayed if you ave entered ol iequired

armact information ANEr SUBIFITING, yous Proy
Step 5: Check your emall, Th eded) or ncomplete (further action needed). I the registration 1s conskdered incomplete for any reason

3ty staff will contact you via o Aration

2. Read the text in the “Submit Rental Registration” pop up. You will be asked to confirm that the
information provided here is true and correct to the best of your knowledge and that you are qualified
to complete this form on behalf of the property in question.

Submit Rental Registration

Declaration Statement

-r.I| n/atiest that the information proy

Submitters info

re s brue and conect fo the b

f my knowiedge end that | am gualified to complete this form on behalf of the property in question

* Enter Full Name * Select Title

Select ~

4, Click on “Submit” to submit the registration information for your property and units. You will receive
an email confirmation and this email will provide you with additional information.

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@ paloalto.gov_or visit
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-
techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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Step 3: Submit Registration Fee Payment

1. Once the registration information for the property and units has been submitted, you may have to pay
registration fees and/or late fees. The property status will be displayed as “Payment Pending,” which
means that payment of fees is necessary to complete registration.

(’ PALO ALTO Q e . ownerpa v | B | W

Overview Acticn - [
Parcel Number Test1703Mew Site Address 789 Green Street East Paio Allo CA S4303 US Year Built ms
Assessor Toal Unit Coumt 1 Total Units Added 0 I Property Status Payment Pending ]

2. An invoice is available in the Documents section. Scroll down in the Property Overview page to find
the invoice if you would like to print or download it for future reference.

s
Columne » [ Eportto el 2 Search Q
Deag & colurnn fieader and drap It here 16 group by that column
Document Type Hotes Created On Created By Action
-
ke UTOT2RE System |
v
. n . - 0 v iterns por phge 11 of 1 items

3. Click on the Cart displayed at the top right corner of the screen, and you would be directed to the
My Cart screen.

O rao aLto PR v |

Overview ~ Hack

Parzel Mumber + Test1703Now Sin Address i 78S Groen Street East Palo Alfo CA 54303 U5 ear Built : 213

Assessof Tolal Unit Count 1 Tatal Units Added 1 Property Statis Payment Fencing

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@ paloalto.gov_or visit
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-
techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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4, Click on “Proceed to Checkout.”

() PALO ALTO

Q i owerit v v | W
° My Cart w Ordar ment
My Cart (1)
PARCEL NUMBER DESCRIPTION AMOUNT DUE ACTION DRDER TOTAL
Renta! Registry Program Invoice (Parcel # TESTTCA4) §195.00
TESTTCA44 - Regitration Fo § 000
- Adminfettve Penally Fes (15t Walation| Sabiotel Jue - 3 S800
- Defiigues {y 104 S | b

Total Amount
§ 4500

$195.00

5. Review the Order and select either Credit Card or Bank Account and click on “Proceed to Pay.”

0 PALO ALTO

My Dashboard

Q7 T OwnarPA ~ | W= 'p
© woan © reviowomer Payment
Review Order (1) — BackTo Carl
DESCRIFTION AMOUNT DUE ACTION ORDER TOTAL
Rental Registry Program Involce (Parcel # TESTTC44) 5195.00
- Reglétration Fag sa00
Administrative Penalty Fee (75t Violation) Subtotal Do - 3 § 180,00
- Delinguency Fanaly Fee (Monthly 0% Simpfs interest] Sabiotal Due

i Total Amount
Remove |
§ 4500

$195.00

Select Payment Method

@ CrediCard @ Sank Account

PROCEED TO PAY

Once payment has been completed, a transaction reference number will be generated, and you will

be redirected to the “My Properties” dashboard. You will also receive an email to confirm the
successful transaction and registration completion.

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@ paloalto.gov_or visit

www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-
techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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7. If you would like a copy of your receipt, click on “View” and you will be navigated back to the
Property Overview screen. Scroll down to the Documents section to find the Payment Receipt. You
may click on the three vertical dots to download/print the Payment Receipt for future reference.

—

5 » 0 Bpontobiel o Search Q

Drag a colimn hea

« and drofl it hera 1o growp by that coiumn

Decument Type heites Created On Created By Action
a
fesl s
Vg 25 Systern 1
v

. .o 0 % ftems per page

8. If the property and unit information submitted contains the correct unit count, the Property Status
will be updated to Registration Completed. This means that the registration has been successfully
completed, and no further action is required from your end.

9. If you would like a copy of your registration completion certificate, lick on the “Action” button
displayed on the top right corner and select “Download Registration Completion Certificate.”

O raLo aLto Q. Jros Hot o S e | S
Overview - 8ack
Parcal Nurber 789235 Ste Address P vanve Falo Alto A 04331 US Year Bult tion Comple
Totad Units Added 1 Property Status Fegistraton Gompleted
INSTRUCTIONS T0 REGISTER YOUR PROPERTY'S UNITS
Step 17 Add Sl Address. 1f  than one st 5 y clicking the gresn ‘add” button next t gwhere e et 1l the -
10. You can click on “My Dashboard” at the top left of the Property Overview page to return to your
dashboard to view/register your other properties. Repeat these steps for any other properties.
\ " O:ALTO Q Type Here To Search | TombDoe v | W~

My Dashboard

Overview + Back
Parcel Number . 7890789020 Site Address . 850 Palo Alto Avenue Palo Alto CA 94301 US Year Built 1 2000
Total Units Added 2 Property Status : Registration Completed

INSTRUCTIONS TO REGISTER YOUR PROPERTY'S UNITS

Step 1: Add Site Address. If the property has more than one site address, add additional street address(es) by clicking the green "Add" button next to *Address" (€., a building where each unit has a different street address). If all the rental units on the property have the same site address, skip
tothe next step.

Step 2: Update your Contact Information. Scroll down and click "Add Contact” to add necessary contacts (Primary Owner, Property Manager and Authorized Representative). You must add BOTH a Primary Owner and Property Manager contact. If there is no Property Manager, then you can
indicate that the Property Manager contact information is the same as for the Owner. Use Action buttons next to each contact name to edit address and other contact information. Please use a business phone number and email when providing contact information. If you do not currently have a

separate business phone number, please consider making one. Contact information may be subject to public records requests under the California Public Records Act. After you have added both contacts, you must complete the “Contact Preferences® requirements to proceed

Step 3: Add Units. For properties with 3 to 9 units, scroll down to “Add Unit” and add ALL rental units that you own or manage to the Rental Registry one at a time. If you have fewer than three residential rental units on your property, you are not required to register your property or units at this
time. If you have ten or more units, please click the "Bulk Upload” to complete a spreadsheet version of the online forms included in this portal

Note: If you register a different number of units for a property than the assessor’s office currently has on record, City staff may contact you for more information. Please contact the County of Santa Clara directly to make sure all assessor’s records for your pioperties are up to date.

Step 4: Submit Rental Registration. After you have added ALL rental units that you own or manage to the Rental Registry, use the property “Action” button at the top-right of this page to submit your registration form. Note that this button will only be displayed if you have entered all required
contact information. After submitting, your “Property Status" will be updated.

Step 5: Check your email. The City will review your registration form and you will receive an email notifying you whether your registration process is considered complete (no further action needed) or incomplete (further action needed). f the registration is considered incomplete for any reason,
City staff will contact you via email with further instructions to complete your registration


mailto:pa-rentalregistry-techsupport@engagehelpdesk.com
mailto:pa-rentalregistry-techsupport@engagehelpdesk.com

Rental Registry Program Rental Property Owner/Property Manager User Guide

REQUIRED REPORTING OF PROPERTY OWNERSHIP CHANGES

Sale of a property resulting in an Ownership Change must be reported within ten (10) calendar days of the
sale through the Rental Registry Program online portal. Follow the steps below to Report a Property
Ownership Change.

Report Property Ownership Change

1. Click on Property Action menu located on the top right of the screen and click on Report Property

Ownership Change.

O raro aLto Q@ TroeHoe TS owmern v | Be | WD
Overview Action - EEREE
Parcel Number TestNDA Site Addrese 37 Daecae Avenie East Pal Ao CA SSTGE IS Year Bullt
Assesaar Total Unit Court Total Units Added [ Property Status

2. Report Property Ownership Change form should pop up. Carefully read the instructions, complete
all the form fields (required fields are marked with a red asterisk), and click Submit.

Report Property Ownership Change x

Propary ewmers, propery managers, anc/or authonzed repragentatives must report when there 18 8 change in property ownership. The imetrame to report this event 1s within 12n cafendar days of the close of escrow.

New Ovmer Contact Infarmation

® New Owner Name * Mew Owner Email
ot Doe phndoeg3demas com
Mew Ownet Phane * Date of Ownership Transfer (8

070772025 E

Mew Owmer Mailing Address
* streel Address

200 Pailo Alto Avenue
Api/Uinit Name

2
* city

Palo Alto
* State

[

* ZIP Code

0001

Upload Fite

Declaration Statemant

B * 1 confirm attest that the mfsrmation provided nese s true and caorract to the best of my knowledge and that | am gualified to complete this form on behalf of the property in question

Submitter's information
* Full Name * Thie

Tom Doe Property Cwner -

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@ paloalto.gov_or visit
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-
techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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3. A Success message will be displayed on the screen. You will also receive a confirmation email with
further details. City staff will review the reporting and may contact you if further information is
required. Once approved, the property will be disassociated with your account, but the information
on the property and units will be retained in the portal for future use by the new property owner.

v

Your case has been submitted
successfully,

Please refer in Ihe case romber NOARIZA-1542400 for
fitture reference

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@ paloalto.gov_or visit
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-
techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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REQUIRED REPORTING OF EVENTS
Report Rent Increase

1. From your portal dashboard, open the Property Overview page for the unit where the rent increase
applies. In the Unit Inventory section, locate the unit and click the three vertical dots on the right. A
list of available actions will appear. Click on the “Report Rent Increase” menu option.

Unit Inventory

@ Epartobesl O

Drag a column header and drop it here to group by that column
Unit Site Address Unit Number ¢ Oetupsncy Type Intial Monthiy Rent  Current Monthly Rent Oceupancy Start Date Dale of Last Rend Incréar Amount of LastRent  ServicesiAmenities Included with Ren - Action
increase
2.00 o 7 o " »

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@ paloalto.gov_or visit
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-
techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.

i /2024 Mo H
Report Matce fo Quit
07/24/2024 =
Repoit Unlawlul Detaina
»
Rapoet Eviction
Repost Rent Decrease Aof 4 mems

o
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2. The Report Rent Increase form will open. Carefully read the instructions, complete all the form fields
(required fields are marked with a red asterisk), and click Submit. No document uploads are needed
for rent increase reporting.

Report Rent Increase x

Required Reporting

Instructions

Unider Pala Alto Municipal Code Chapter 865, property owners, property managers or authorized representatives are required to report rent increases for a renter (including upon lease renewal) using this form within ten {10) calendar days of the effective date of the
Increased rent

Frior Monthly Rent

5000.00

= Monthly Rent Increase Amounl 3
* New Current Monthly Rent Amount following Rent Increase

* Rent increase Effective Date &

MM/DDYYYY

Unider the California Tenant Prob
published by the U5 Bureau of |

Act of 2019, most rental units are subject 1o & maximum annual renl increase of 5% plus the local Consumer Price Index (CP1), or 10%—whichever is lower. CPi measures inflation and is catculated based on reglonal data
tatistics

Rent Increase Percentage

Comments

Declaration Statement

[_1 * | confirm/attest that the information provided here is true and cormest to the best of my knowledge and that | am qualified to complete this form on behalf of the property in question

Submilters Info
* Full Hame * Title

Select w

- ﬂ

3.  You will receive a confirmation email that your reporting was submitted.

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@ paloalto.gov_or visit
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-
techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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Report Notice to Quit

1. From your portal dashboard, open the Property Overview page for the unit where the notice to quit
applies. In the Unit Inventory section, locate the unit and click the three vertical dots on the right. A
list of available actions will appear. Click on the “Report Notice to Quit” menu option.

Unit Inventory

[@ Exporttobecel & Sasrch Q

Dirag & column header and drop it hers to group by that calima
LUinit Site Address Unit Number ¢+  Occupancy Type Initial Monthly Rent Current Monthly Rent Occupancy Start Date Date of Last Rent Increas. Amount of Last Rent Sonvices/Amenities Included with Ren Action

Increase
500 P Mvania Palo Ot i e N -
500l A,"? i : 1234 Dol e Evaperty §500.00 £ 2000.00 o7/11/7024 07/11/2028 & 400000 i e
Alto CA 94201 LS Manager
5 0 Blb asrie Pak A
400 Palo Alto Averue Pabo 55 Occupied by Renter $1,000.00 $B00.00 71172024 DFI0TI2025 £ 100,00 Mo Repart Rent Increase | ¥ | -

Ao CA 94301 US

500 Palo Alta #
Alto CA 94301

Pal b ank - . FRepoft Notice 1o Quit
E Anank: et Aualianla for
’ &0 \r;: 11 ot Ausllbla 077242024 _ 1| &

Report Untawrul Detainer
500 Palo Alte Averne Pal - § e SEm— i @
Alto CA 94301 US 85 Oecupled by Ownes OFFE3/ 2024 Repart Eviction

actdmems G
G

. . = c B i o e Report Rent Becrease

2. The Report Notice to Quit form will open. Carefully read the instructions, complete all the form fields
(required fields are marked with a red asterisk), and click Submit. No document uploads are needed
for Notice to Quit reporting.

Report Notice to Quit x

Required Reporting
Instructions
Under Palo Alte Municipal Code Chapler .65, property owners, property managers, of aulhorized representatives are reguired to feport the issusance of @ notiee to quit using this form within ten (10) calendar days of issuance 16 a fenter.

* Matice to Quit Issued

Yes No
Declaration Statement
* | confirm/attest that the information provided here is frue and correct to the hest of my knowledge and that | am qualified to complets this form on behalf of the property in question

Submitters info

* Full Name * Title

Setect -

Cance!

3.  You will receive a confirmation email that your reporting was submitted.

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@ paloalto.gov_or visit
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-
techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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Report Unlawful Detainer

1. From your portal dashboard, open the Property Overview page for the unit where the unlawful
detainer applies. In the Unit Inventory section, locate the unit and click the three vertical dots on
the right. A list of available actions will appear. Click on the “Report Unlawful Detainer” menu option.

Unit Inventory

@ Eporttobuxel & Search, Q

Drag & column header and diog it here 10 group by that column
Unit Site Address Unit Number t+  Occupancy Type Initial Monthly Rent Current Monthly Rent Occupancy Starl Date Date of Last Rent Increas Amount of Last Rent Services/Amenities Included with Ren  Action

Increase

. . A
0 Palo Alto Avenue Pal: oo y Property
= Ao AvenoePala’ | oo DS by erogery S900.00 52,000.00 071172024 o7/11/2024 § 4,000 00 No = | |-
Afo CA 94307 US Manager -
500 o Avenue Pald. : i : g o
S ; 55 Oooumed by Renter §1.000.00 5900.00 7 /2024 O7/07/2025 Sioooe 3 Report Rem Increase bl
D3 Jexilie Pala Va o - Heport Notice to Out
500 Pzlo Ao Avenue Pals vacant - Not Avallable for Diaaranaa i @
Alo CA 4307 US Rent
Report Unlawful Detainer

§00 Polo Ao Avenue Palo 7 3 LA DS i -
Ao A 84307 US 2 PEAed by e Sz Report Eviction :

v
- - M 5 + llems per page. Report Rem Decrease Aol 4hems 06

2. The Report Unlawful Detainer form will open. Carefully read the instructions, complete all the form
fields (required fields are marked with a red asterisk), and click Submit. No document uploads are
needed for Unlawful Detainer reporting.

Report Unlawful Detainer

|

Required Reporting
Instructions
Under Palo alto Municipal Cods Chapter 9,65, property owners, property managers, or guthorized representatives are required to report the filing of an unlawful detainer using this form within ten {10} calendar days of filing.

* Unlawful Detainer Filed

) Yes ) No

Declaration Statement

] * i confirmyattest that the information provided here is true and correct to the best of my knowledge and that | am qualified to complete this form on behalf of the property in question

Submitters Info
* Full Name * Title:

Select -

3.  You will receive a confirmation email that your reporting was submitted.

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@ paloalto.gov_or visit
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-
techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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Report Eviction

1. From your portal dashboard, open the Property Overview page for the unit where the eviction
occurred. In the Unit Inventory section, locate the specific unit and click the three vertical dots on
the right. A list of available events will appear. Click the “Report Eviction” menu option.

Unit Inventory

@ Export to Excel < sarch Q
Drag a columin header and drop 1t here to group by
Unit Site Address UnitNumber 1 Occupancy Type Wnitiod Monthly Rent  Current Monthly Rent Occupancy Start Date Date of Last Rent Increas Amount of Last Rent  Services/Amenitics Included with Ren Action
Increase
S0 Palo Alto Ay “alo Electricity,Natu
R A | Occupted by Renter $ 200000 $ 2500.00 017012022 v $ 50000 o]

ARD C4 Ga3HY US

GaLRSILGE R

Vacan! - Not Avaflable for
it

Repoart Notice to Que

‘ > | 5 v items per page 20r2ems
- Sl Repart Unfawtul Detane: Q@

=

2. The “Report Eviction” form will open. Carefully read the instructions, then select the eviction type: At
Fault Just Cause or No Fault Just Cause. Complete all the form fields (required fields are marked with
a red asterisk) and click Submit. No document uploads are needed for Eviction reporting.

Report Eviction -

Required Reporting

Instructions

Under Palo Alto: Municipal Code Chapter 8.635, property owners, property managers, of authorized rep must report an eviction using this form within ten (10 calendar days of occurrence.

The City of Palo alto requlates the lawful reasons for evictions for many rental units. These reasons are refemed to 28 Just cause” ewiction reasons and f2ll Into two categorles. Onetype of just cause sviction i when the renter I “er-fault” for non-compliance with their
rental agreement; the other is & "no-faull® eviction based upon things not within the renler's contiol.

* What Type of Eviction are you reporting? 3

(77 Al-Fault Just Cause Eviction 71 Mo-Fault Just Cause Eviction

* When was the notice to terminate the tenancy issued? &

MM/DD/YYYY E

* what is/was the date to vacate the unit? &
MM/DDYYYY E
Declaration Statement
[ ® I confirm/attest that the information provided here s true and comect 1o the hest of my knowledge and that | am qualified to complete this farm on behalf of the property in question
Submitter's Info

* Full Name * Title

Select ~

-

—_—

3. You will receive a confirmation email that your reporting was submitted.

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@ paloalto.gov_or visit
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-
techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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OPTIONAL REPORTING OF EVENTS

In response to requests by rental property owners and property managers, the Rental Registry Program
online portal can also be used to optionally report additional events, such as a Rent Decrease.

Report Rent Decrease

1. From your portal dashboard, open the Property Overview page for the unit where the rent decrease
occurred. In the Unit Inventory section, locate the specific unit and click the three vertical dots on
the right. A list of available events will appear. Click the “Report Rent Decrease” menu option.

Unit Inventory

B Expod b Escel

o
o

B COMMN NEadir and dra i1 Here 10 greun oy that cakemn

unit Gite Addross Unit Humber ¢ Oceugancy Type Initisl Manthly Rt Current Morhly Rert ‘Occusency S Dale Dt of Last Font mernon Amoust af Last Hant

Increaes

Servicen/Amenitied Included with Ren Acton

o oo o 8 1 ] 1,0 -
13 & 1,000 00 T00L. a2t { 1,000, Fepat Hont Increass 1=
[ it
A .
Rt
Pepet Udawld Detake
e 7 -
i : - 3 Repart Enclion

©)

L

2. The Report Rent Decrease form will open. Carefully read the instructions, complete all the form fields
(required fields are marked with a red asterisk), and click Submit. No document uploads are needed
for Rent Decrease reporting.

Repart Rent Decrease ®

Optional Reporting

Instructions
1 1 o fox TNy WIS, DDAy TISMACRN Un Suahov2en epTesenllies %o gt ainy vent decrwmiss 120 & sl usng this fomn
P Monihly Bam

120090

* monthiy Rent Decrasse Amount 3

* o Curmant Mcmthly Rt Amout lallowiig Ranl Deerasss

* Renit Decreine Effective Date 3

Tient Decreace Poremage

1000

Comments

Declarstion Statement

B 1 confirmwamest S T afemstion pieveed e o e gnd comect o the Det of my kawhedge and ihat | 1 que

* Full Nome “Title

3. You will receive a confirmation email that your reporting was submitted.

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@ paloalto.gov_or visit

www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-
techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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THANK YOU!

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@ paloalto.gov_or visit
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-
techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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