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| received a letter from the Maywood Rent Adjustment Program

You received a letter from the City of Maywood’s Rental Registry Program because our records show that
you own at least one dwelling unit that is subject to the new registration requirement when rented.

The purpose of this user guide is to help you successfully complete registration of your property with the
Rental Registry Program.

In the first year of Registration, you will be required to ensure that the information related to your
property is accurate, add units to help establish the inventory, enter occupancy information for each
unit, and submit the property details to the Rental Registry Program.

Once the property is registered, all changes to contact information, unit occupancies, monthly rents, etc.
should be reported to the staff so the property information is always updated.

In the future registration cycles, the unit inventory would already be established, so you will only be
required to submit changes (i.e., occupancy changes, changes in rent, etc.), if any, and then confirm the
property details by submitting the property for registration.

The sections and steps listed below are aimed to guide you through this process, depending on the
scenario that best relates to you and your situation. Refer to the Table of Contents to follow along with
the guide and review the sections that relate to you.

| am NOT the current property owner/I have sold my property. What should | do?

If you received a letter from the City of Maywood'’s Rental Registry Program requesting you to register
your rental property and you are no longer the owner, please contact the Maywood Rental Registry
Program to inform them. You may be asked for additional details/information so the records can be
updated.

If you have registered your property or begun the registration process and have since sold the property,
please contact the Maywood Rental Registry Program to inform them. You may be asked for additional
details/information so the records can be updated.
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| am the current property owner. What should | do?

If you receive a letter from the City of Maywood’s Rental Registry Program requesting you to register
your rental property and you are the current owner, then you are responsible for registering the
property.

Create a Login to the Website
To register your property, you will need to create a login for the Rental Registry Portal website. The steps
to complete this process are listed below.

1. Open your web browser and go to https://rentalregistry.cityofmaywood.org/.

2. Click on the ‘Create an Account/Log in’ link on the bottom center of the page.

o MATS: Login
@
‘{'q,:n"‘

Welcome to the
City of Maywood Rent Registry

The Rent Registry is a secu base that allows property owners and managers
lo register rental units as re y Maywood's Rent Registry Ordinance.
Owmnersimanagers will be able to access the Maywood Renl Registry starding in
May 2023

User Guide | Rent Registry Info and FAQs

Property Owners/Managers

[ (93 | create an Account / Login

3. Click on the ‘Register’ to create a login to the Rental Registry Program website.
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/Z5) RENT REGISTRY
\{.¥/ CITY OF MAYWOOD

=

Username (Email)*

Ramember Me

Forgot Password

Registes

4. Enter the following information to create your account:

* Username (Email Address) — ensure you have access to this email address inbox as you
will need to verify the email to complete account creation.

* Password - 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
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REGISTRATION

Username (Email)

e Username. Username can be vour email address and it is not

Password”

@
™~ Password is required
4
J 5
Caonfirm Password *
Flease coniirm your password.
@
First Name*
Flease enler you lirst name

Last Name*

REGISTER NOW

Back to Portal

Already Registered ? Login

5. Click on the Register Now button to submit your account information.

6. The system will send an account verification email to the Username/Email Address you provided
with an Activation Link. The email should arrive within a few minutes and the activation link
expires in 15 minutes. If you do not see it 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.

| have created a login to the rent portal. How do | see/access my property?

Now that you have created an account and activated it, you can login to the Rent Portal website. Once
you login, you will be redirected to your dashboard. Your dashboard will be empty until you add your
property to your profile. Follow the steps below to add your property. You will need to repeat for every
property you own.

1. Click on the ‘Login’ link on the top right corner of the page, enter your username and password,
then click on the Login button.
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&2 RENT REGISTRY
|2 CITY OF MAYWOOD

Usgernarne (Email)

[y Se ermail com

Password

Forgot Password

& LOGIN

Flegisies

2. Retrieve the Registration Letter you received in the mail and click on the ‘Add Property’ button
on the top right corner of your dashboard.

N, RENT REGISTRY
& CITY OF MAYWOOD Q. Type Here To Search | MayWoodway v | B~

= = SonBy Parcel Number Asc v
No Record

3. Inthe Add Property pop up, you will need to enter the following:
* Asset Contact Type — indicate if you are the Owner or the Manager of the property.
* Parcel Number — you can find this in the Registration Letter

*  Pin - you can find this in the Registration Letter
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Add Property Bulldng and Panning Department TEL (323) 962-5700
RENTAL REGISTRY PROGRAM X
Asset Contact Type* 4119 £ Stauson Ave EMAlL
WEE www.Cityotmaywood, 8w/ AR
Select v
Parcel Number*
ACTION REQUIRED
Parcel Number
MAYWOOD OWNER PROPERTY 5975 ATLANTIC BOULEVARD MAYWOOD
Pin* 5075 SOUTH ATLANTIC EOULEVARD ADORESS_CAMGI0LS
MAYWOOD CA 90270 APN 1234567890
: UMITED STATES PIN - 687116
Enter Pin
November 2023
Dear MAYWOOD OWNER:
Cancel

4. Enter the necessary information and click on the ‘Add’ button.

Add Property

Asset Contact Type*
WEB
Owner v
Parcel Number*
ACTION REQUIRED
123456789
MAYWOOD CWNER PROPERTY 5075 ATLANTIC BOULEVARD MAYWOOD
Pin* 575 SOUTH ATLANTIC BOULEVARD ADDRESS CA90270US
MAYWOCD CA 90270
MITED STATE
1234 ul s
November 2023

Dear MAYWOCOD OWNER
Cancel

5. Your property will appear on your dashboard as shown below. Repeat these steps for each
property that you are required to register.
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@REN’T REGISTRY PROGRAM Q Type Here To Search | MayWoodway v | B~

~+/ CITY OF MAYWOOD

My Properties

"SodBy  Parcel NumberAse v

Parcel Number; 6311002-029
Site Address: 3711 E 53RD ST Maywooa

CA 50270 US
Property Status: Regisiration Open -

| have added my property to my profile. How do | register?

Now that you have added your property to your profile, you need to complete the Registration process.
To begin, click on the View button to begin the registration process.

My Properties

SortBy. Parcel NumberAsc v |

Parcel Number: ©311-002-029

Site Address: 3711 E 53AD ST Maywood
CAS0270 US

Property Status: Registralion Open

| 1 ®

The property details page will open. The page is broken down into different sections, where each
section displays different information as part of the registration process.
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My Dashboard

Overview
Parcel Number : 6311-002-029 | Site Address : 3711 E 53RD ST Maywood CA 0270 US | Year Buillt : 1963 | Assessor Total UnitCount : 8 | Total Units Added : O

+~ Back
| Property Status : Hegstration Open

INSTRUCTIONS TO REGISTER YOUR PROPERTY

Step 1: Update Contact Information. Scroll down to “Contacts® and chok “Add Contact' to add necessary contacts (Pnmary Owner and Property Manager). You must add BOTH a Pnimary Owner and Property Manager contact. It
mere is no property manager, then you can Indicate that the Property Manager contact information is the same as for the owner, After you have added both contacts, use "Contact Preferences™ butlon to designaie who should receive
future rent registry commurcations.

Step 2: Add Units Scrol down to "Unit Inventory® and click on “Add Unit” {top right) and add ALL residential units 1o the unit inventory. After adding units to inventory, you may daim indvidual untis) exempt by clicking on each unit’s
yeliow “Action™ button

Step 3: Claim Exemption(s). Once all unils aré added, use each unit's yellow “Acticn” bution 10 claim an exemption for individual units (€.g , "Owner-occupied”)
Note. If you believe your entire property 15 exempt from rent registration requirements. then use the biue property “Action” bitton to Sumit & propeny-wide éxemption

Step 4: Submit for Registration: After you have added all units ancior claimad any exemptions, use the blue propary “Action” bution at the top right comer of the page 1o suomit propenty tor registration

Step 1: 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 1 Owner contact and at least 1 Property Manager.

1. Scroll down to the Contacts area. You will be able to manage the property contacts from this
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.

| *Primary Owner ana Property Manager Contact Information is Incompiete. I

Click on green “Add Contacts™ butlen to add necessary contacts (Prmary Owner and Properly Manager) You must add BOTH a Primary Owner and Property Manager contact in order 10 submit your property for registration,
If there is no property manager, then you can incicate that the Property Manager contact information is the same as for the owner. Use Action buttons next to each contact nama o edit address and other contact information. After you
have added both an Owner and Property Manager contact, use “Contact Preferences” button to designate who should recerve future Rent Regstry communications

Contacts + Add Contact
i+ Search Q

Associated 1o v Contact Type 7T Name T  Address T T Phone Number T  Email D £ Is Primary T  Actions

assetas

2. Click on the Add Contact button to add the missing contact type.

*Primary Owner and Property Manager Contact Information s Incomplete

Click on grean “Add Contacts” button to add necessary contacts (Pnmary Owner and Property Manager). You must add BOTH a Primary Owner and Property Manager contact In order to submit your property for registration.
I there Is no property manager, then you can indicate that the Property Manager contac! information s the same as for the owner Use Action buttons naxt 1o each contact name to edt address and other contact Information. After you
have added both an Owner and Property Manager contact, use ‘Contact Preferences” button to designate who should receive future Rent Registry communications.

Contacts I 4+ Add Contact
z Search Q

Associated to v Contact Type T Name Y  Address t Y  PhoneNumber Y  Email Y  IsPrimary Y  Actions

asset as
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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”.

Add Contact

Contact Type*

Select v

Owner Type*
Individual v

First Name” Last Name ™

Title Company Name

Address

Address Type”*
Select v
Search Address

Enter a location

123. Main Street, Los Angeles. CA -

B -

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.
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Add Contact

State”
CA
Country

United States

Contact Details

Communication Type * Email*

Email test@mail.com

Communication Type * Country Code

Phone 1

Primary

Phone* Extension

(555) 555-5555 Primary

+ Add Contact Details

[ Save I Cancel

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 3-dot Action menu as shown below to edit the

contact details.

6. Select the “Edit” action.

Contacts

Associated to v Contact Type Y Name
assetas

Owner Indiviiua May Woodway

If you have any questions, contact the Maywood Rental Registry Program. Note: Images may differ slightly from the application.

+ Add Contact
T Search Q
Y  Address Y  PhoneNumber Y  Emall Y s Primary Y  Actions
123 Main Stieel Los
Angeles CA 90012 (555) 555-5555 may@Sdiemnall.com Yes D
us
12
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7. The ‘Edit Contact’ pop up will appear. Many of the required fields may be missing (i.e.,

Ownership share %, Phone, Email, etc.). Enter the required information and then Save the
contact.

Edit Contact

CA 90012 | B
Country*

United States

Contact Details

Communication Type~ Email* Primary

Email v may @3diemail.com

Communication Type~” Country Code Phone” Extension Primary

Phone v 1 v | (555) 5555555
+ Add Contact Details ;

Save Cancel

8. The contacts table will be updated. Next, click on the action menu to see the ‘set as primary’
button to set the primary contact. You may already see preset values for this on your contacts.

You can edit/modify this at any time. Primary contacts will receive written correspondence from
RRP.
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Contacts

~

<
Associated to - Contact Type T Name Y Address t 5 i Phone Number T Email D £ Is Primary Y Actions
asset as
o 53 > e Edil
Owner Indwvidua May Wooaway Angeles CA 80012 (555) 555-5655 may @ 3aiemall com Yes

S
o Delete

Property Manager Inchvidual Jobn Doa (555) 555-8556 test@mail com No

1-20f 2 items

-‘ w10 v ems per page

Step 2: Property Site Address(es)
Your property will have only the primary site address (primary address for mailing) added to it. Some

properties are large and may contain more than one site address. Please review the Address(es)
associated with your property and follow the steps listed below if changes are required.

*Note: the site address(es) will also be used as the unit’s mailing address. You will be required to select
the mailing address associated with each unit. Please ensure this data is accurate.

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 this looks correct. If it
does not look accurate, click on the Edit icon next to the address to modify it, as shown below.

1.

Address

Q,tt '.V E"'I 1:( :7 "’
N 3 Address

Map Satellite

9"‘:/‘ »d BoxingCh:
o 5375 Atlantic Boulevard Maywood CA 20270 US n
E Stauscn Ay s '“‘9
M k
9 (5 e MR
- Pa

2ph 5t Eain :
e n“f'f:"'f" st : H < 8

g Heliotroge 4

Image View

2. The ‘Edit Site Address’ pop up will appear. Modify the necessary information and save your

changes.
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Edit Site Address

Address 2

Address 1°

5975 Atlantic Boulevard
City * State*
Maywood CA
Zip® Country*
90270 United States v

Primary

3. If a new site address needs to be added, click on the “Add” button.

Address

~Mine Saivation Army l’
BatliignthouseCe
Map Sateliite e Address | +Add
Lo st e . R 4
v Elementary Schoal E Sata Q Moywood BoxIaGLCIub

£5hagy
E Slauggq Ave Fitness .99 >

, W@ 5075 Allantic Boulevard Maywood CA 90270 US /s n

,‘
:
i
Flatun o,
i3

Mayticm 4

2 . Randiiue «

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

Address 1* Address 2

123 main street
City*

Maywood CA
Zip* Country”

55555 United States

Primary

Save | Cancel

5. The Addresses section will be updated with the newly added site address. Repeat as needed
until all the site addresses associated with your property are added.

Address

: 3% eme Disy,
: Map Satellite | S i i Ty ‘qu

R N

3651 E. 55TH ST Maywood CA 80270 US

ou koumon .,

123 man strest Maywood CA 55555 US 4

i Aaumog 5

E Slauson Ave

o H ¥ § —_
- H =

Fitness 199 +
k
(,‘. s

! Mavwnod

Step 3: Add Unit(s)

You now need to add units to your property so you can provide details regarding the occupancies of
these units. Adding units is an activity that you will only need to complete in the first year of
registration. 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
Maywood Rental Registry Program.

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

| + Add Unit |
B Bporttokxcal T carch Q
Drag a column header and crop 1 here o group by that column
History Unit Site Address  Unit Name 1 Status Occupancy Type Initial Rent Current Rent Occupancy Start Date  Date of Most Action
Recent Rent
Increase
No Record Found
. n > 5 v Items per page No kems to dlspiay O

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 in the ‘Address’ section of the property page. The selected address should be
part of the unit’s mailing address.

. . 3
Assoclate to: Site Address @ No Unit Number * Unit Nui
Select v
* Property Type
Select v
* Occupant Type
Sesect ~
* Number of Bedrooms * Number of Bathrooms
Seiect v Select v

Canced m

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.
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Add Unit
- 9 &
Associate to: Site Address 3 | No Unit Number I * Unit Number
Select v
* Property Type
Sefect v
* Occupant Type
Select v
* Number of Bedrooms * Number ot Bathrooms
Select v Select v
oo

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 required fields are
entered. Once all the required information is entered, click on the “Submit” button.

Add Unit

* Associate to: Site Address @ No Unit Number * Unit Numt

Sedect

* Occupant Type

Salect

* Number of Bedrooms * Number of Bathrooms

Select Select

5. The Unit Inventory table will be updated. Each unit that gets added will have its own action
menu displayed in yellow. If you made any error in the entry, you could use the yellow action
menu to select the ‘Edit’ option and correct the details. Repeat these steps to add all the units
on your property.
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Unit inventory m

R Export to Excal = earch Q

Drag a column header and drop 1t here to group by that column

History Unit Site Address  Unit Name Status Occupancy Type Initial Rent Current Rent Occupancy Start Date  Date of Most Action
Recent Rent
Increase
2 1 Non-Exempt Tenant §2500.00 $3,00000 11/01/2023 1110112023 P =
n 5 ~ items per page t1oltitems &

>1)

Step 5: Submit Unit Exemption(s)

It is possible that one or more of your units may qualify for an Exemption from the program. You can
reference the ordinance to see if you qualify. If you believe one (or more) of your Units should be
exempt, you can follow the steps listed below to submit your request for Staff to review. If you do not
have any exemptions to claim, you can skip to the next section.

*Note: not every unit field will be explained in this guide. If you have specific questions, contact the
Maywood Rental Registry Program.

1. Scroll down to the Unit Inventory area. Each unit listed has a yellow action menu. Click on the
action menu for the unit which you believe qualifies for an exemption.

Unit Inventory m
B EBqport to Excal = Y Q
Drag 2 column header and drop It here 10 group by that column
History Unit Site Address ~ UnitName ¢ Status Occupancy Type Initial Rent Current Rent Occupancy Start Date  Date of Most Action
Recent Rent
Increase

1 Noar-Exempt Tenam $2,50000 $3,00000 11/01/2023 11/01/2023 P @

> S ~  fems per page s O
Apply for Exemption

(1)

2. Select ‘Apply for Exemption’.

3. The unit exemption application form will appear. Select the Exemption reason. You may be
required to provide documentation to support your claim. Failure to provide adequate
documentation may result in the denial of your claim. Enter the required fields and then submit
your application.
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Apply for Exemption

Instructions:

Cenan units are éxen
NEve 2y Questions o

i this o fe0 2y wAil 22 the propeny nat qualifies 35 an ehampt unk fof re fs:
* Select Reason for Unit Exemption

Any ¢

mily residences, cancominiams ard townhomes. but exciudi

= offersd or res
()

Submitters into

* Full Name

£al jear asad on

ent by e awner of e mobiehome. or iz

e 1eas0rs Ited haow If yon

4. The Unit status will change to “Applied for Exemption” upon successful submission. You can
repeat these steps as needed if you have any more exemption claims to submit for review.

Unit Inventory

Drag a column header and drep It heve to group by that column

History Unit Site Address  UnitName ¢ Status QOccupancy Type Initial Rent Current Rent Occupancy Start Date
TR e
2 Maywood CA Tenant §2,500.00 $3,000.00 11/01/2023
90270 US —
o

Step 6: Submit Property for Registration

Before you submit your property for Registration, double check the following:

Property Contacts are accurate (Contacts section)

All Units are added (Unit Inventory Section)

o Unit Mailing Addresses are accurate.
o Unit Details provided are accurate.
o

[® Export to Excel

=

Date of Most
Recent Rent
Increase

1101/2023

Action

t-1aftitems &

Unit Exemptions are applied for, as needed (My Cases section or the Unit’s Status)

If the information looks accurate, follow the steps listed below to complete your property registration for

the fiscal year.

1. Scroll to the top of the property page. Click on the blue “Action” button.
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Dashboard  Property Inverdory My Dashboard  Asset Groups  Contacts  Case Reports  Bulk Case Action  Create Bulk Case for Rent Fegistry  Delete Cases in Bulk  Configuration ExporiToExcet  Manage Venty User

Daocument Manager

Overview
Parcel Number : 6312:008-012 | SieAddress : 4014 E 53RD ST Maywood CA 90270 US | YearBuiit : 1052 | Assessor Total UnitCount : 2 | Total Units Added : 2

X
| Property Status : Preparing for Registration - Bac

IMETRLATIALIS TA vAann

2. Select the option for “Submit Rent Registration”.

Overview

Parcel Number : 6312008012 | Site Address : 4014 £ 53RD ST Maywood CA90270 US | YearBuilt : 1952 | Assessor Total Unit Count : 2 | Total Units Added : 2

| Property status : Registration Open bt m
Apply for Property Examption

INSTRUCTIONS TO REGISTER YOUR PROPERTY

Show PIN
Step 1: Update Contact Information. Scroll cown 1o "Contacts” and click “Add Contact™ to add necessary contacts (Primary Owner and Propeny Manager) You must ackd BOTH a Primary Owner £

thete is no property manager, then you can indicate that the Property Manager contact information is the same as for the awner. After you have added both contacts, use “Contact Preferences™butlo - o
tuture rent regsstry communications.

Downicad tration Lett
Stop 2: Add Units. Scrolldomn to "Unit Inventory* and cick on “Add Unit” (1op right) ands add ALL residential unfs to tha unit inventory. Afier acing Units 10 invertory, you may claim indvidual unt(s] oo oo ratlon Leter

yeliow “Action” button. New Property Ownership

Step 3: Claim Exemption(s) Once all unds are acded, use each unit's yeflow “Action” button to claim an exempton for individua! units (e 9., "Owner-occupesd”)

Edit APN
Note: If you believe your entire property 1s exempt from rent registration requirements, then usa the bive proparty “Action” button to submit a property-wide exempton.

View Property Hist
Step 4: Submit for Registration: Aller you have acded all units andior claimed any exemplions, use the biue propérty “Aclion” button at the 10p tight comner of the page 10 submit propeny for registt i

3. Read the text in the ‘Submit Rent Registration’ pop up. You will be asked to confirm that all

exemptions are applied for and that you are submitting the information to the best of your
knowledge under the penalty of perjury.

Submit Rent Registration x

Please Note: You must submit an exemption request for the property or for each unit that you believe is not subject 1o the program. The annual program is based on your registration siatement and you cannol
apply for an exemption after registration is submitied

Submitted Exemption Request

D‘ By checxing this box, | understand that all unit exemption{s) and property exemption request must be prior to ]
Unit Exemption(s) Property Exemption(s)
1 1

Please return to the home screen to submit an exemption request. For information on how to apply for an exemgtion, please review the user guide

Declaration Statement

D‘ | have used @l reasonable difigence in preparing this statement. | have reviewed the statement and, to the best of my knowledge, the information contained herein is trus and complete. To the extent |
was unable, despite the use of reasonable difigence, to ascertain the exact information to be reported, | have provided the most accurate approximation possible based on information and beliet where
possible or, where such agproximation is not feasible, | have stated that the information is unknown. | certify under penalty of perjury under the laws of the State of California that the foregoing is true and
correct

* Enter Full Name Select Title
Sefect v

Cancel Submi
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4. Click on “Submit” to complete the registration of your property.

Submit Rent Registration x

Please Note: You must submit an exemption request for the property or for each unit that you believe is not subject 1o the program. The annual program is basad on your registration statement and you cannot
apply for an exemption after registration s submitted

Submitted Exemption Request
° * By checking this box. | understand that all unit exemption(s) ana property exemplion reques! must te submitted prior to completing registration.

Unit Exemption(s) Property Exemption(s)

1 1

Please relurn 10 the home screen 1o submit an exemplion requast. For information on how 1o apply for an exemptlion, please review the user quide

Declaration Statement

* | have used all reasonable diligence in preparing this statement, | have reviewed the statement and, to the best of my knowledge. the information cantained herein is true and complete. To the extent |
was unable, despde the use of reasonable diligence, to ascertain the exact information to be reported, | have prowvided the most accurate approximation possible based on information and belief where
passible or, where such approximation is noi feasible, | have stated that the information is unknown, | ceriify under penalty of perjury under the laws of the State of California that the foregoing is true and

coarrect
* Enter Full Name * Select Title
John Doe Property Owner v

5. Your property status will be updated accordingly. You can click on ‘My Dashboard’ at the top left
of the page to return to your dashboard to view/register your other properties. Repeat these
steps for any other properties you may be required to register.

| have added my property to my profile, but | should be completely
Exempt from the registry. What should | do?

Now that you have added your property to your profile, you need to complete the Registration process.
If you believe your property is Exempt from the program, you will still need to take action to inform the
Rent Program. To begin, from your dashboard, click on the property’s View button to begin the
registration process.
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::3 s Parcel Number Asc v §

Parcel Number:  6311-002-029 Parcel Number: 6313-020-021
Site Address: 3711 E 53HD ST Maywcod Site Address: 4410 E 53RD ST Maywood
CA 90270 US CABZ70 US
Property Status:  Unit Discrepancy Property Status: Fegistiation Open
View | | View

Parcel Number: 6313-020-021

Site Address: 4410 E. 53RD ST. Maywood
CA 90270 Us

Property Status: Registration Open

View

The property details page will open. The page is broken down into different sections, where each
section houses different information as part of the registration process.
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——
@/‘u‘m RENTAL REGISTRY PROGRAM

) Q et May Woodway v | R~
\;@ﬁ;‘y CITY OF MAYWOOD P
My Dashboard
Overview
Parcel Number : 6313020021 | Site Address : 4410 E 53RD ST Maywood CA 80270 US | YearBuilt : 1941 | Assessor Total Unit Count : 1 | Total Units Added : O
| Property Status : Registration Open — Back

INSTRUCTIONS TO REGISTER YOUR PROPERTY

Step 1: Update Contact information. Scroll down 1o "Contacts® and click “Add Contact™ to add necessary contacts (Pimary Owner and Propedty Manager). You must add BOTH a Primary Owner and Property Manager contact It
there 15 no property manager, then you can indicate that the Property Manager contact information is the same &s for the owner. After you have added both contacts, use *Contact Preferences” button to designate who should receve

future rent registry communications.

Step 2; Add Units. Scroll down to "Unit Inventory” and click on “Add Unit” (top right} and add ALL reskiential units to the unit inventory. After adding units to inventory, you may claim individual unitis) exempt by cicking on each unit's

yellow “Action” button

Step 3: Claim Exemption(s) Once all unis are added, use each unir's yellow "Action” butten to claim &n exemplion for individual units (e.g., “Owner-occupied”)
Note: If you believe your enfire property IS éxempt from rent reégistration requirements, then use e blue property “Action” button 1o submit & property-wide exemption

Step 4: Submit for Registration: After you have added all units andior claimed any exémptions, use the biue propérty “Action” button at the 1op fight comer of the page 1o Subimit property for regstration

Step 1: Update Contact Information

The first step to claim your property exemption with the Rent Board is to add/update the property
contacts. It is required that each property contains at least 1 Owner contact and at least 1 Property
Manager before any applications can be submitted.

1. Scroll down to the Contacts area. You will be able to manage the property contacts from this
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.

Columns. »
Associated 10 - Contaot Type A g Name o
assel a5
Qwnét Individual May Woadway

+ Add Contact
< Q
Address 1 Y Phone Number T Email T Is Primary Y Action
123 Main Street Los
5 2y @ 3diermail co :
Angeies CA 30012 US (555) 555-5555 may @ Sdiemai com Yes

4410F 53RN ST

2. Click on the Add Contact button to add the missing contact type.

3. The Add Contact pop up will appear. Select the Contact Type from the dropdown list. If your
property already has an “Owner” added, then you will need to add a “Property Manager”.

24
If you have any questions, contact the Maywood Rental Registry Program. Note: Images may differ slightly from the application.



City of Maywood Owner/Manager User Guide

Add Contact

Contact Type*

Select

Owner Type*
Individual

First Name *

Title

Address

Address Type*
Select
Search Address

Enter a location

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.

Add Contact x

State*
ca
Country*

United States

Contact Details

Communication Type*
Email v

Communication Type*
Phone v

Last Name*

Company Name

THITLY WA

Zip*
99909
Email*
test@mail.com
Country Code Phone”
1 v (555) 555-5555

+ Add Contact Details

Primary

Extension

Primary

Save

Cancel

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 3-dot Action menu as shown below to edit the

contact details.

If you have any questions, contact the Maywood Rental Registry Program. Note: Images may differ slightly from the application.
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Contact

Columns »

Assoclated to
asset as

Cwner

Owner

Contact Type

Individual

Individual

Y  Name

May Wooaway

JOSE GUERRA

v items per page

6. Select the “Edit” action.

Contact

Columns »

Associated to
asset as

Owiner

Ovmet

Contact Type

Inaivicual

Inavigual

Y Name

May Woodway

JOSE GUERRA

v items per page

+ Acd Contact
s Q
Address T Y Phone Number Y Emall Y Is Primary h 4 Action
123 Main Street Los p— -
55) 555-5¢ ay®3diemal.co Y H
Angeies CAG0012 US (555) 555-5585 may ®3diemal.com ‘a8
4410 ESSRD ST
MAYWOOD CA 90270 Yes E
us
1-20f2items O
+ Add Contact
fs] Q
Address 1 Y  PhoneNumber Y  Email Y  isPrimary Y  Action
123 Main Street Los o -
(555) 555-55¢ ety @ 3diemail con =
Angeles CAo0O12 U (595) 9555555 may@3diemal com Ve
4410 ES3RD ST Delete
MAYWOOD CA 90270 Yes
us

1-2ot2tems O

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

8. The contacts table will be updated. Next, click on the action menu to set primary. The primary
contact will be the one who receives correspondance from the Rental Registry Program.

Contact

Columns  »

Associated to
assetas

Property Manager

Owner

Contact Type T Name

Inciviual May Woodway

John Doe

Inaivscual

123 Main StreetLos
Angeles CA80012US

213 main street
maywood ca 55333
us

(161) 516-1515

Email 4

may@3diemail.com

test@mail com

Q
0o

Is Primary ) ¢ Action

Yes Ea

Delete

No
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9. 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.
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Step 2: Determine Exemption Eligibility
There are different reasons why you believe your property may qualify for an Exemption. You can read
through the Ordinance to see which, if any, exemption reasons may apply to you and your property.

Technically, if your property does qualify for an exemption and it is granted by the Rental Registry
Program, you are not required to add any units to your property. However, it is not guaranteed that your
property exemption will be granted. It may also not be a permanent exemption.

Some property exemptions are temporary, which means in future, you will be required to provide unit
and tenancy information for the rental units on your property. If you believe that your exemption may
be temporary, you can elect to add units before submitting the Exemption application for Staff review.

Follow the steps in this section if you would like to add units to your property before submitting a
Property Exemption application. If not, you can skip ahead to Step 3.

Step 2A: Property Site Address(es)

Your property will have only the primary site address (primary address for mailing) added to it. Some
properties are large and may contain more than one site address. Please review the Address(es)
associated with your property and follow the steps listed below if changes are required.

*Note: the site address(es) will also be used as the unit’s mailing address. You will be required to select
the mailing address associated with each unit. Please ensure this data is accurate.

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 this looks correct. If it
does not look accurate, click on the Edit icon next to the address to modify it, as shown below.

Address

Map Satellite €S2y L3 Addreos m
S -

4410 E. 53RD ST Maywood CA 80270 US Iz]

[}
s

s View m
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2. The ‘Edit Site Address’ pop up will appear. Modify the necessary information and save your
changes.

Edit Site Address

Address 1° Address 2
4410 E. 53RD ST.
City*
Maywood CA
Zip” Country*®
90270 United States

Primary

[ Save J Cancel

3. If a new site address needs to be added, click on the “Add” button.

Address
E
Map Satellite 53,0,&’ ra Address
3
& 4410 E 538D ST Maywood CA 90270 US ’
&
%,
78
Q " &
v
: 82
; L)
+

Neybord shortcuts  Map cists €202 Terme
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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

CA

Country*

United States

5. The Addresses section will be updated with the newly added site address. Repeat as needed
until all the site addresses associated with your property are added.

Address

(3
Map  Satelite 5%6} & Address +Add
y
=
L] 4410 E. 53AD ST. Mayocd CA 90270 US s
€, kS 123 mayweed way Maywood CA SE855 US ’
.
Q S
u -
T e
¥ A
+
Voo Mip a0 Torme
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Step 2B: Add Unit(s)

You now can add units to your property and provide details regarding the occupancies of these units.
Adding units is an activity that you will only need to complete once. 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
Maywood Rent Program.

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

Unit Inventory + Add Unit

® Bxporttobcel & ca Q
Drag a column header and drop It here to group by that column

Unit Site Address Unit Name 1 Status Occupancy Type Initial Rent Current Rent Occupancy Start Date Date of Most Recent  Action
Rent Increase

« n b e 5 ~  llems per page Nollemstodispay

7o
Uz

G

2. Select the Unit’s Site Address from the dropdown as shown below. This dropdown will contain
all of the added property site addresses. If you realize an address is missing, you can close this
window and add it in the ‘Address’ section of the property page. The selected address should be
part of the unit’s mailing address.

Add Unit

. . ddress @ 2
Avsooiag 1 S e’ 9 No Unit Number * Unit Number

Sesect

* Property Type

Select

* Occupant Type
Salect

* Number of Bedrooms * Number of Bathrooms

Select Select
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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 site address doubles as the unit address.

Add Unit [ x
» g ri}
Associate to: Site Address @ * Unit Number
Select v
* Property Type
Select v
* Oceupant Type
Select v
* Number of Bedrooms * Number of Bathrooms
Select v Select v

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 required fields are
entered. Once all the required information is entered, click on the “Submit” button.

* Associate to: Site Address

No Unit Nurmer * Unit Number

4410 E 53RD ST Maywood CA 90270 US-Parcels N 1
* Property Type

Condormerium -

.
Year Property Built (as reflected in Los Angeles county records} Occupant Type:
Owner v

1841
* Was this unit created the same yoar as the property built?
O VYes No Unknawn
* Number of Bedrooms * Number of Bathrooms

* Date of Owner Move In

MMDDYYYY
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5. The Unit Inventory table will be updated. Each unit that gets added will have its own action
menu displayed in yellow. If you made any error in the entry, you could use the yellow action
menu to select the ‘Edit’ option and correct the details. Repeat these steps to add all the units
on your property.

Unit Inventory + Add Unit

@ epottobxesl srch, Q

Drag a column header and drop it here % group by that comn

Unit Site Address Unit Name Status Occupancy Type Initial Rent Currant Rent Occupancy Start Date Date of Most Recent  Action
Rent Increase
4410 E 53R0 ST "
1 - Tena 3¢ 52 12372 n2 i @
Miiood GABOZTO US Not-Exemot enant 5250000 250000 102372003 10172023

. R “ dems por page Hetiems  Q

Step 3: Submit a Property Exemption Application

It is possible that your property may qualify for an Exemption from the program. Follow the steps listed
below to submit your request for Staff to review.

*Note: not every unit field will be explained in this guide. If you have specific questions, contact the
Maywood Rent Program.

1. Scroll to the top of the property page. Click on the blue “Action” button.

4Z°%) RENTAL REGISTRY PROGRAM
s,

f } Q Type Here To Searct MayWoodway ~ | M~
\%as CITY OF MAYWOOD
QOverview
Parcel Number - 6313-020-021 | Site Addrees : 4410 E 53AD ST Maywood CA 90270 US | Year Built - 1941 | Assessor TotalUnitCount : 1 | Total Units Added - 1

| Property Ststus : Regetraticn Open

INSTRUCTIONS TO REGISTER YOUR PROPERTY

Step 1: Update Contact Information. Sc(oll down 1o "Contacts” and dick Add Conact™ to add necessary contacts (Primary Owner and Property Manager). You meust add BOTH a Primary Onner and Property Manager coniact. I there i no property manage
then you can indicate that the Propedy Manager contact information is the same as for e owner After you have addad both contacts. use “Contact Preferences” button 1o desigrate who should receive fulure fent reglstry communications

Step 2: Add Units. Scrall down 1o "Unt inventory" and dlick on *Add Unit® (top nght) and add ALL residential urits to the unt inventory. Afler adding uniés 1o inventory. you may daim ndadual uniffs) exermet by clicking on sach unit's yellow “Action” buttor

Step 3: Claim Exemption(s). Once all Lnits are added use each unit's yellow “Action” button 10 claim an exemption for ndMdual units (& . “Owner-oceupied )
Note: If you believa your enire property is xsmpt from rent regstration requirsmants. then usa the biua property “Action” button 10 SUDMA & PropeTty-wide axemphon

2. Select ‘Apply for Property Exemption’.
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RENTAL REGISTRY PROGRAM

Q Type Here To Search May Woodwsy v | B~
CITY OF MAYWOOD y
My Dashboard
Overview
Parcel Number : 6313020021 | Site Address : 4410 E 53AD ST Mayaood CA0270US | YearBuilt : 1941 | AssossorTotal UnitCount : 1 | Total Units Added : 1
| Property Status : Ragistration Open - Back m

Apply for Property Examption
Suomit Rent Regestration

INSTRUCTIONS TO REGISTER YOUR PROPERTY

Stop 1: Update Contact Information. Scrol down o "Cortacts” and click “Add Contact™ fo add necessary contacts (Pamary Owner and Property Manager). You must add EOTH a Pimaty Owner and Property Manager contact. If there is no property manager,
than you can ndicate that tha Proparty Manager contact information is the same as for tha owner. After you have added both contiacts, use *Contact Praferences” button to dasignate who should recens futurs rent regstry communicasons

Stop 2: Add Units. Scroll down to "Unit Inventory”" and dick on *Add Unit” (op right) and add ALL residential units 1o the unit inventory. After adding units fo inventory, you may daim indwvidual unitis) exempt by clicking on sach unit's yellow *Action” bution.

Step 3: Claim Exemption{s) Once all units ars added. usa sach unit's yellow *Action” bution to claim an examption for indlvidual unes (8.9 . Ownar-occupied”)
Note 11 you believe your entire propety & exempt rom rent registralion requiremants, then use the blue property “Action” Bution to submit & property-wide exempion.

Step 4:; Submit for Registration: Atfar you have adesd all units andior clakmed any exsmelions, use the biue property “Action” bution at the top Nght comer of tha pags 10 submit property for registration

3. The property exemption application form will appear. Select the Exemption reason. You may be
required to provide documentation to support your claim. Failure to provide adequate
documentation may result in the denial of your claim. Enter the required fields and then submit
your application.

Apply for Property Exemption

* Ploaso seloct the qualitying grounds for the property oxemption

Select

Comments

Declaration Statement

* By chacking this box, | declara under penalty of perury under the laws of the State of Califormia that the informaton | have prowidsd m this form s true and carmect 1o the bast of my knowledge and beliet. Any attschments
ncluced here are either onginal cocuments of true and cotrect copies of the onginal decuments

Submitter's Info

* Full Name

4. To confirm that your application was submitted successfully, scroll down to the “My Cases”
section. You will see the Property Exemption Case in the ‘Pending Review’ status. You can check
back periodically to see if it is approved or denied.

My Cases
Columns. - » ® Bpottobed  © corch Q
Case Number Created On Entity Case Type Created On 4 T Updated Date Y Status

APN: §313-020-021 Property Exemiption 1DE2023 1228 PM 111062023 12.23 PM 5

APN 6313-020-021 Rental Regisiry Program 1¥27/2023 0416 AM 11/06/2023 12.04 PM Ragstration Opan
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If your Property Exemption application is approved, your property status will read “Property Exempt” as
shown below. Your registration for the current fiscal year will be complete.

G2 RENTAL REGISTRY PROGRAM

V. Q } ) May Woodway v | T~
Ve’ CITY OF MAYWOOD
wm

Overview

Parcel Number | 6313:020.021 | Sito Address : 4410 E 53RD ST Maywood CAD0270US | YearBullt : 1241 | Assessor Total UnitCount : | | Total Units Added : 1 |Propoﬂy Status : Proparty Exempt I - Back

INSTRUCTIONS TO REGISTER YOUR PROPERTY

What Does My Property Status Mean?

Your property status can tell you about the registration status of your property. Review the statuses and
their meanings below:

Property Status Meaning

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

Registration Open You may have submitted a property exemption and are waiting for staff to
review; your property may be in this status until your application is
processed. Check the status of your Property Exemption case to ensure it is
not denied. If so, you will be required to register.

) ) ) Your registration was submitted, but Staff denied it due to some errors. You
Registration Denied will need to review your inputs, make necessary edits, and re-submit the
property.

Your property has been submitted for registration, and the number of units

you have added to the property does not match with the assessor’s records.

Your property is flagged for Staff to review. You do not need to take action.
Staff will reach out if there are any questions.

Unit Discrepancy

Your property has been submitted for registration and there are exemption
Pending Staff Review applications that still need to be reviewed by the Staff. You do not need to
take action. Staff will reach out if there are any questions.

Your property has been submitted for registration and no further action is

Registration Complete e
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