Online Rental Registry

Are you arental property owner or manager? If you are, then you need to register your
rental units with the city using this FREE online registry.

What information do I need to provide?

e The address of the rental units

e Property Owner’s Name

e Owner’s Mailing Address and Physical Address(es) if not mailing
e Owner’s Telephone Number

e Owner’s Email address

If someone other than the owner manages the property, you must also provide:

Property Manager’s Name

Property Manager’s Mailing Address and Physical Address(es) if not mailing
Property Manager’s Telephone Number

Property Manager’s Email address

If the owner is a partnership or similar entity, you shall provide information for a
responsible individual or officer:

e Individual’s Name

e Individual’s Address and Physical Address(es) if not mailing
e Individual’s Telephone Number

e Individual’s Email address

Additionally you must also update your registry within 30 days of any contact information
changes or in case of a transfer of ownership.

To register your property/ies follow the instructions on the pages below and Click HERE
to access the Registry.

Before you get started, there are a couple of important things to know!

e Apartment: Apartment Complexes are rental-housing units containing more than four
housing units (apartments) under the same owner on a parcel. If you are registering an
Apartment Complex only one registration must be completed for the complex

e Rental Property: Rental Property is rental housing containing four or fewer rental
housing units (apartments) under the same owner on a parcel. For Rental Property each
unit must be registered individually, so if you are registering three units you must
complete three registrations, one for each address including unit number.
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To register your property/ies follow the instructions below and Click HERE to access
the Registry or go to https://aca-louisville.accela.com/ljcmg/Default.aspx?culture=en-
Us

The above link will take you to the page shown below. On this page, you have the option of
signing in if you have already created an account by filling in your User Name or Email,

Password, and clicking Login or creating an account by clicking the Register for an Account
link.

m APCD Building Enforcement Licenses Planning Public Works AMS

Advanced Search

Username or Email: I:l Password: ‘ m

Remember me on this computer ve forgotten my password ~ New Users: Register for an Account

Welcome to Metro's Business Portal! This is where business gets done with Louisville
advantage of all of our services. Or login and get started. You can also search below.

vernment, 24/7. Register for a new :

General Information

If you have already created an account and are signing in, please skip to Registering a Property

If you do not have an account click, the Enroll button and proceed to the next page.
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Creating an Account
To continue with creating a new account, you must accept the terms as they are prompted.

Account Registration

‘You will be asked to provide the following information to open an account:
» Choose a user name and password
«» Personal and Contact Information

» License Numbers if you are registering as a licensed professional (optional)

Please review and accept the terms below to proceed.

General Disclaimer

‘While the Agency attempts to keep its Web information accurate and timely, the
Agency neither warrants nor makes representations as to the functionality or
condition of this Web site, its suitability for use, freedom from interruptions or from
computer virus, or non-infringement of proprietary rights. Web materials have
been compiled from a variety of sources and are subject to change without notice
from the Agency as a result of updates and corrections.

[ I have read and accepted the above terms.

Continue Registration »

After clicking Continue to Registration, a page like the one below will load. On this page, you
will need to create your login information ensuring that you have entered information all the
required fields, which are denoted with a red *. Once you have filled all of your login
information, click the Add New Button below the Contact Information section.

**Note: The password must contain at least 8 total characters™*

APCD Building Enforcement Licenses Planning Public Works AMS

Advanced Search

Account Registration Step 2:
Enter/Confirm Your Account Information

* indicates a required field

Login Information

*User Name: () *E-mail Address
* Password. 3y *Type Password Again
* Enter Security Question: @ *Answer: ®

Contact Information

Please select whether you are registering as an individual or as an organization (business) and enter your contact information.

Add New

‘Continue Registration »
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After clicking Add New, you will be prompted with the below popup.

You will have the option of selecting an

x
Select Contact Type individual or organization contact; please
select the option that provides the best fit for
“Type: your role as a rental property registrant.

--Salact—- w*

m Discard Changes

On the screen shown below, you will enter your contact information, ensuring that you have
entered information in all of the required fields, which are denoted with a red *.

Contact Information x
*First: Middle: *Last:
*Country: Mobile Phone:
United States -
*E-mail: Home Phone:
Name of Business: Work Phone:
w Contact Addresses

Add Additdonal Contact Address

To edit a contact address, click the address link.

Showing 0-0 of 0
Action Address Type Address Recipient Status Start Date  End Date

No records found.

If you would like to enter an additional contact address, you can do so by clicking Add
Additional Contact Address.
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You will enter your contact address information, ensuring that you have entered information in
all the required fields, which are denoted with a red *. Once you are finished, click Save and
Close. If you have another contact address, click Save and Add Another.

Contact Information X

Contact Address Information x =

Address Type:

--Select-- -
Address Line 1:
Address Line 2:

Address Line 3:

* City: * State: *ZIP Code:

--Select-- hd

————— s o

After entering your Contact Address Information, you will return to the Contact Information
page. If everything is correct, click Continue to proceed.

Contact Information x
*First: Middle: *Last:
*Country: Mobile Phone:
United States v
*E-mail: Home Phone:
Name of Business: Work Phone:
¥ Contact Addresses

To edit a contact address, click the address link

Showing 0-0 of 0
Action Address Type Address Recipient Status StartDate  End Date

lo records found.
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You will then be sent back to the main Account Registration screen, at which point, if everything
is correct, you will click Continue Registration to submit your account creation.

APCD  Building Enforcement Licenses Planning Public Works AMS

Advanced Search

Account Registration Step 2:
Enter/Confirm Your Account Information
* indicates a required field.

Login Information

*User Name: @ * E-mail Address
*Password: @ *Type Password Again
* Enter Security Question: @ * Answer: @

Contact Information

Please select whether you are registering as an individual or as an organization {business) and enter your contact information.

Continue Registration »

After clicking submit, you will get the confirmation page shown below.

@ Your account has be d You can login i jately using your User Name and Password

Your account has been successfully created.
Congratulations. You have successfully created an account with the Agency and can login immediately. If you have registered as a licensed professional, additional activation by the Agency may be required. If
activation is necessary. another e-mail will be sent notifying you when activation is complate.

Account Information

User Name: codereguser
E-mail: CodesandRegulations@louisvileky.gov
Password: s

Security Question: Codes and Regs IT

Contact Information

Code Regulations Home Phone:
CodeandReguistions@louisvilleky gov Work Phone:
Mobile Phone:

You can then go back to the portals login page where you will be able to log in using the
username and password you just created by clicking Login as shown below.

Register for an Account Reports (2) ¥
Attention builders/contractors:

Building permits are listed under the Building tab below. Building. contractor O business related applications are located under the Licenses tab.

APCD Building Enforcement Licenses Planning Public Works AMS

Advanced Search

@ Your account has been created successfully. You can login immediately using your User Name and Password

Your account has been successfully created.
Congr i You have created an with the Agency and can login immediately. If you have registered as a licensed professional. additional activation by the Agency may be required. If

activation is necessary. another e-mail will be sent notifying you when activation is complete.
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Registering a Rental Property

Once you have signed in you will see a page like the one below.

Logged in as:Code Regulations  Collections (0) ™ Cart (0) Reports(2) ¥ Account Management Logout
Attention builders/contractors:
Building permits are listed under the Building tab below. Building, contractor & business related applications are located under the Licenses tab.

m APCD Building Enforcement Licenses Planning Public Works AMS

Dashboard My Records My Account Advanced Search

Hello, Code Regulations

Saved In Cart (0) View Cart My Collection {0} View Collections

There are no items in your shopping cart right now. You do not have any collections right now.

Work in progress () View All Records
Record Name Record ID Medule Creation Date Action

No records found

To register your rental property, click Licenses, located in the menu section of the screen. Then,
click on Apply for a License below the menu section to proceed.

Logged in as:Code Regulations Collections (0) ™ Cart (0) Reports(2) ¥ Account Management Logout
Attention builders/contractors:

Building permits are listed under the Building tab below. Building, contra O business related applications are located under the Licenses tab.

Public Works ~ AMS

Home APCD Building Enforcement

. Apply for a License S Obtain a Fee Estimate Q, Search & Renew Licenses

Showing 0-0 of 0

Record Number Record Type DBA Name

No records found.
]

Once you click on Apply for a License, a new page will load beginning the application process.
Accept the terms to continue and click Continue Application.
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Logged in as:Code Regulations  Collections (0) ™ Cart(0) Reports(2) ¥  Account Management Logout

Attention builders/contractors:
Building permits are listed under the Building tab below. Building. contractor & business related applications are located under the Licenses tab.

Home APCD Building Enforcement @ Planning  Public Works ~ AMS

. Apply for a License $ Obtain a Fee Estimate Q_ Search & Renew Licenses

Online License Application
Welcome to our Online Licensing System. Using this system you can submit information, pay fees, and track the status of your application all from the convenience of your home or office. 24 hours a day.

Please "Allow Pop-ups from This Site” before proceeding. You must accept the General Disclaimer below before beginning your application.

General Disclaimer

‘While the Agency attempts to keep its Web information accurate and timely, the
‘Agency neither warrants nor makes representations as to the functionality or
‘condition of this Web site, its suitability for use, freedom from interruptions or from
‘computer virus, or non-infringement of proprietary rights. Web materials have
been compiled from a variety of sources and are subject to change without notice
from the Agency as a result of updates and corrections.

I (L] 1 have read and accepted the above terms. I

Continue Application »

** By default, when you enter the Licenses screen you are sent to the Search Applications page.
This section allows you to search all business license records or filter your own business license
records only. **

Search for Business License Records
Enter information below to search for records.

« Site Address

« Contractor License Information

+ Parcel Number

« Record Information

« Contact Information
Select the search type from the drop-down list.

eneral Search

Enter your Business License search criteria below. Use the Start Date and End Date fields to enter parameters for the date the license was first issued.

[ ] Search my records only
("] Search All Records

License Number: License Type:

—-Selact-- -
Project Name
Start Date: End Date:

06/18/2017 E 06/18/201% E

Street No.: Direction: (7) Street Name: (7) Street Type:
From - To --Select- ¥ --Select- ¥
City: State: Zip:
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After accepting the terms, the below page will load. Select Rental Registration from the list;
then, select the Long Term Rental Registration option below.

. Apply for a License s Obtain a Fee Estimate Q, Search & Renew Licenses

Select a License Record Type
Choose one of the following available record types. For assistance or to apply for a record type not listed below please contact us.

» Building Business Licenses
» Business Licenses

¥ Rental Registration
) Long Term Rental Registration
() Short Term Rental Application

» Special Events
» SWMS Licenses

Continue Application »

On the below page identify the location of the rental property you are registering. It is
recommended that you start by using only the street Number and the first few letters or numbers
of the Street Name with a ‘%’ sign at the end as it is the easiest way to search for an address.
The ‘%’ acts as a wild card in case you are unsure of the exact spelling and formatting of the
address. After entering the Number and Street Name click the Search button.

Please enter a valid address. Addresses must be entered as they are officially recorded with Louisville Metro. If you are having difficulty locating your address, you can expand the search c
the first few characters of the street name followed by the % sign leaving all other fields blank, then click search.

* Street No.: Direction:  *Street Name: Street Type:
444 --Selectw 59| --Select—- ¥
Unit No.: Unit Type: Zip:
--Select-- hd

P

If there are multiple matches after the search is complete, a list of addresses will then display on
a popup screen from which you can select the correct address; otherwise, the Address, Parcel,
and Owner sections will be auto populated. Click “Continue Application” to continue to the next

page.
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Address Search Result List x

‘

Showing 1-10 of 35
Address City State  Zip

_ 444 ARLUINGTON MEADOWS DR, LOUISVILLE KY 40023, 444
O ARLINGTON MEADOWS DR LOUISVILLE KY 40023

() 444 BABE DR, LOUISVILLE KY 40118, 444 BABE DR LOUISVILLE KY 40118
() 444 BAUER AVE, ST MATTHEWS KY 40207, 444 BAUER AVE ST MATTHEWS  KY 40207

. 444 BROHM ST, ALGONQUIN, LOUISVILLE KY 40208, 444
' BROMMST LOUISVILLE KY 40208

_ 444 DAVIES AVE, ALGONQUIN, LOUISVILLE KY 40208, 444
LOUISVILLE ~ KY 40208
'~ DAVIES AVE

() 444 Davies, Louisville KY 40208 Louisville KY 40208

444 DOWNES TER, SOUTHLAND PARK, LOUISVILLE KY
' 40214, 444 DOWNES TER LOUISVILLE KY 40214

444 E BRANDEIS AVE. SAINT JOSEPH. LOUISVILLE KY 40217,
"' 444 E BRANDEIS AVE LOUISVILLE KY 40217

) :::;LEE ST. MERRIWETHER, LOUISVILLE KY 40217, 444 E LOUISVILLE Ky 40217

) ;:-‘:(?AK ST, SHELBY PARK, LOUISVILLE KY 40203, 444 E LOUISVILLE Wy 20203

< Prov 1 2 3 4 Next >

On the newly loaded page, click Select from Account to get contact information from the
account associated with your registration or its associated owner. Otherwise click Add New to
create a new contact.

Add the owner of the rental property and/or the property maj ner of the rental property is a corporation, LLC or other similar entity, add a responsi
the name of the individual, a physical address, a telephone al, and an email address for the individual.

Showing 0-0 of 0

Contact Type First Name Last Name Business Name Work Phone E-mail Action

No records found.
4 »

** If you have any additional contacts such as a property manager, an additional owner, or the owner
information is different from the information provided on the account registration you can also add
them here by clicking Add New. **
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After clicking Select from Account, select the Type from the options in the dropdown, and click
Continue.

Select Contact Type x
*Type:
--Select-- v

If you choose to add a new contact or have no contact information entered for your account, you
will then continue to enter the information on the page show below, ensuring that you have
entered information in all the required fields, which are denoted with a red *, and click
Continue.

Contact Information

*First: Middle: *Last:
* Country: Mobile Phone:
United States A
* E-mail: Home Phone:
Name of Business: Work Phone:
w Contact Addresses

Add Additional Contact Address

To edit a contact address, click the address link.
Showing 0-0 of 0

No records found.

Discard Changes
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After successfully adding your contact information, click Continue Application.

Long Term Rental Registration

1 Location & People 2 Review 3 Record Issuance

Step 1:Location & People > Contact Information

*indicates a required field.

Contact List

Add the owner of the rental property and/or the property manager. if applicable. If the owner of the rental property is a corporation. LLC or other similar entity. add a responsible individual or officer. Each contact shall include
the name of the individual. a physical address. a number for indh and an email address for the individual.

Select from Account

Showing 1-1of 1

Business Work - -
Contact Type First Name  Last Name N: P E-mail Action

g:;:i“a’f“me CORIE COLLINS CODEANDREGULATIONS@LOUISVILLEKY.GOV  Edit Delete

4

»

After clicking Continue Application, you will be sent to the page shown below. Be sure to
enter/select the required information or fields, which are denoted with a red *. Click Continue
Application to proceed.

Step 1:Location & People >Property Information

*indicates a required field.

Custom Fields

UNIT INFORMATION
If you are registering a Rental Property (4 or fewer units on a parcel), then each unit must be regi indivi and this registration is valid for only the unit address provided

*License Category: @ _sotect-
How many units are on the parcel?:

*| certify that | do not have a property manager or | do have a @\:/
property manager and | have added them to the contacts within
my application.:

*| certify that | am a sole proprietor or the property owneris a @D
business and | have added a responsible official to the contacts
within my application.:

In the License Category field, you will have two choices.

e Apartment Complex: Select Apartment if you are registering an Apartment Complex.
Apartment Complexes are rental-housing units containing five or more housing units
(apartments) under the same owner on a parcel. If you are registering an Apartment
Complex only one registration must be completed for the complex

e Rental Property: Select Rental Property if you are registering rental housing containing
four or fewer rental housing units (apartments) under the same owner on a parcel. For
Rental Property each unit must be registered individually, so if you are registering three
units you must complete three registrations, one for each address including unit number.
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After clicking Continue Application, the review page will load. Carefully review all information
entered for accuracy and completeness and click Continue Application to submit your rental

registry.

Step 2:Review
——
Flease review 38 INformation besow. ClCK the "EdI” DULIONS to Make CI3NGES 10 SECtioNSs of “Condnue APICIUON’ 1 MOVe on. YU MUS! CNECK the DO (0 3gr e page onunue

Record Type

Long Tenm Rental Regisration

Address i
asassTHST
Parcel L

Parcel Number: 014K00G30000

CITY OF LOUISVILLE PUBLIC PROPERTIES
527 W JEFFERSON ST STE4

LOUISVILLE KY 402022819

Contact List o
Showing 1-1 of 1
Arse Business Work
Contact Type. Last Name E-man Action
Responsble  cong  pecuLATIONs CODEANDREGULATIONSSLOUSVILERYGOV  Can

Custom Fields

UNIT INFORMATION E3
Licensa Category: Apartment Complex (S or more units)

How many units are on the parcelz:

I certify that | do not have a property manager or | do have 3 Yes

property manager and | have added them to the contacts within my
application -
I certify that | am a sole proprietor or the owner isa Yes

business and | have added 2 responsible official to the contacts
within my application.:

After applying you will receive the following confirmation page. You will then have the option
to Print/View Summary In the summary, if your Status is “ISSUED” your application is
complete.

Receipt

Your application(s) has been successfully submitted.
Please print your record(s) and retain a copy for your records.

444 S 5TH ST, 40202

LIC-LTR-19-
00014

View Summary
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