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1. Portal Homepage Resources 

In the San Francisco Rent Board's Housing Inventory and 
Fee Portal home page, you will be able to: 

use the translation feature to translate the page into 
English, Spanish, Chinese, or Filipino
access the User Guide, Housing Inventory and Rent 
Board Fee Info.
conduct a basic property search by address or 
Assessor's Parcel Number (APN or Block/Lot Number) 
without the need to create an account 
create and log in to your account 
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2. Property Search 
No Account Needed for Homepage Search 

Anyone can do a limited search without the need to create an 
account. 
Anyone can see basic Rent Board Fee and Housing Inventory 
information (e.g. number and type of units, whether the fees 
are paid or outstanding, or if there is a rent increase license 
issued). 

Account Needed 

Once you create an account and log in, you will see the page 
shown above. 
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You can enter the parcel number directly into the search bar. The 
system will accept the parcel number with or without the hyphen. 

Select "{#} matches found in parcel." 

If you are unsure about the parcel number of a particular 
property, you can search for the parcel number using the 
Property Information Map at: https://sfplanninggis.org/pim/  

You can enter the address directly into to the search bar. 
Select "{#} matches found in Site Address." 

Search by Parcel Number, APN or Block/Lot Number 

Search by Property Address 

https://sfplanninggis.org/pim/
https://sfplanninggis.org/pim/
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When you see the match results from the parcel or address search, 
you can click on "View Property Details" to access the property record 
in the parcel view. 



In the parcel view, the you will be able to see information 
regarding Rent Board Fees. 
You should use the drop down menu next to "Select Year" to 
select the appropriate year. The default year shown will always 
be the current cycle. 
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3. Rent Board Fees 

The Rent Board Assessed Fee is calculated based on the 
number of units in the property. 



The Total Amount Paid is the amount the property owner, 
manager or agent has paid toward the Rent Board Fee. 
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The Late Payment Penalty is a late fee that is assessed for each 
unit if the Rent Board Fee is not paid by March 1st. A 5% 
penalty is added after March 1st, with an additional 5% for 
every month thereafter (capped at 15%). 
Tenants are not responsible for paying any portion of late 
fees. 
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4. View Rent Increase License 

To view the Rent Increase License, you should scroll down to 
the parcel view until you see the "Housing Inventory 
Submission" as shown below. 
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After you click on the     icon, a Rent Increase License, as 
shown above, will be available to view or download. 



5. Create an Account 

You should first go to https://portal.sfrb.org. 
Then, click on the “Create Account” tab under the 
“Tenants" header if you are tenant or the "Property 
Owners/Managers" if you are a property owner or 
manager. 

-9-

https://portal.sfrb.org/
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You should input the email as the username. 
Then, choose a password, enter the same password 
under "Confirm Password," enter the first and last 
name and then click on “Submit." 
Password must contain at minimum 6 characters and 
include at least: 

one upper case (A-Z) letter, 
one lower case (a-z) letter, 
and one symbol (!@#$%^&*). 
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Once you have typed in the information, you will see a 
“Registration Successful” pop-up. 
You should then click "Ok." 

The system will send you an email. You should check for 
an email titled “Activate your account” from 
rnt-no-reply@sfgov.org. 
Make sure you check the spam or junk folder if the you 
do not see this email in the inbox. 
Once you find the email, you should click on the 
activation link under “Click Here.” 
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You will receive a notification letting you know that the 
account has been successfully activated and will prompt 
you to log in. 
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6. Reset Password 

You should click on "Forgot Password." 

You will be asked to enter your Email/Username. 
Then, click on the blue "Reset Password" button. 



If you receive the error message shown above, it 
means that there is no account associated with 
the email you entered. 
You will need to create an account or see if there is 
a different email that could be associated with 
your account. 

If you receive the error message shown above, it 
means that you entered an invalid email/username. 
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If you entered a valid email and clicked “Reset Password,” 
a "Success" page will appear. 
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Click on the the blue "Ok" button. 

Check your email for an email from rnt-no-reply@sfgov.org. 
The email will contain a Temporary Password you will use to 
regain access to your account. 



- 16 -

You should enter the temporary password under 
"Temporary Password." 
Then, enter a new password under "New Password" 
and "Confirm New Password." 
The new password must contain at minimum 6 
characters and include at least: 

one upper case (A-Z) letter, 
one lower case (a-z) letter, 
and one symbol (!@#$%^&*). 

Click on the the blue "Change Password" button. 
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7. Adding a Property 
Property Owner's Perspective 

Once you log in, you can add the property by clicking on 
“Add Property” under the “My Dashboard” tab. 
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You will be asked to identify your role with the property. 
You will have the option to select from "Owner," "Property 
Manager," or "TIC Owner." 

You will be asked to enter the property’s parcel number. The 
parcel number should be entered with the dash and no 
space before and after. 

If you do not have this information on hand, you can 
search the parcel number by using the Property 
Information Map from the San Francisco Department of 
Planning (https://sfplanninggis.org/pim/). 

https://sfplanninggis.org/pim/
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You will be asked to input the Portal PIN. You can access this 
PIN by referring to the notices from the San Francisco Rent 
Board. 

After you click “Add,” you will see the "Success" page 
shown above. 
Then, click "Ok." 



If you would like to access the property record in parcel view, 
you should click on "View Property Details." 
If you would like to pay any outstanding Rent Board Fees, 
you should click on "Pay Rent Board Fee." 
If you would like to remove a property from the account, you 
should click on "Remove APN From My Account." 

- 20 -
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8. Updating Primary Contact

First, click on "View Property Details."
Then, click on the "Contact" tab shown below. 

Property Owner's Perspective 
By designating or updating a contact as primary, the owner or owner's 
agent will receive mailed notices from the Rent Board to that mailing 
address. The mailing address provided is used exclusively for Rent Board 
communications and does not update the mailing address with Office of 
Assessor-Recorder or the City's official records.
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Adding New Contact

First and Last Name of Owner

First and Last Name of Owner

125 Street St, Unit A
San Francisco, CA 

125 Street St, Unit B
San Francisco, CA 

Then, click on the blue "+Add Contact" button on the far right.  

Using the drop-down menu, select your role with the property. 
You will have the option to select from "Owner," "Property 
Manager," or "TIC Owner." 

Then, select "New Contact."

Owner

As Primary Contact
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Enter the the new contact's First and Last Name.

Using the drop down menu for Address Type, select "Home."
Enter the Street Address, City Name, State/Province, 
Zip/Postal Code, and Country Name.
Make sure you check the box next to "Yes, make this contact 
primary so that all mail will go to this contact."
Then, click on the blue "Save" button.
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Once your new contact is saved, a "Success' pop-up with 
appear as shown above.
Then, click "Ok."



Adding New Contact
As a Secondary Contact

First and Last Name of Owner

First and Last Name of Owner

125 Street St, Unit A
San Francisco, CA 

125 Street St, Unit B
San Francisco, CA 

Then, click on the blue "+Add Contact" button on the far right.  

Using the drop-down menu, select your role with the property. 
You will have the option to select from "Owner," "Property 
Manager," or "TIC Owner." 

Then, select "New Contact."

Owner
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Enter the the new contact's First and Last Name.

Using the drop down menu for Address Type, select "Home."
Enter the Street Address, City Name, State/Province, 
Zip/Postal Code, and Country Name.
DO NOT check the box next to "Yes, make this contact 
primary so that all mail will go to this contact."
Then, click on the blue "Save" button.

- 26 -



Once your new contact is saved, a "Success' pop-up will 
appear as shown above.
Then, click "Ok."

- 27 -
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Changes to An Existing Contact
Setting an Existing Contact as Primary

First and Last Name of Owner

First and Last Name of Owner

125 STREET ST UNIT A
SAN FRANCISCO, CA 94111

125 STREET ST UNIT B
SAN FRANCISCO, CA 94111

Click on the boxed 3 dots under actions, then click on "Set as Primary." 

Click "Yes" in the "Set Asset Primary Contact" pop-up.

Once you save the contact, a "Success' pop-up will appear as 
shown above.
Then, click "Ok."
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Deleting an Existing Contact

First and Last Name of Owner

First and Last Name of Owner

125 STREET ST UNIT A
SAN FRANCISCO, CA 94111

125 STREET ST UNIT B
SAN FRANCISCO, CA 94111

Click on the boxed 3 dots under actions, then click on "Remove." 

Then, click on "Yes." 

Once you remove the contact, a "Success' pop-up will appear as 
shown above.
Then, click "Ok."



9. Housing Inventory Submission 
Property Owner's Perspective Only 
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You should scroll down to the header titled "Housing 
Inventory Submissions." 
Click on the blue "Report Unit Information" button. 
Please do not use the fields (e.g. under "Unit Address" or 
"Reporting Status") to make a submission. These are search 
fields only. 

You should click on the blue "Copy Submission From Prior 
Years" button. 

THE INFORMATION ENTERED IN THE HOUSING INVENTORY 
SUBMISSION IS PUBLIC. 

Copy Submissions From Prior Years 



Click on the     icon circled above to see if there are any edits 
they would like to make to a submission.  
An “Edit” pop up screen will appear as shown below. 

- 31 -
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You will see the "Copy Submission From Prior Years" page. 
You should check the corresponding box in first column to 
select the submission(s) you would like to copy. 
Then, click "Copy." 
Once the selected units are copied into the current Housing 
Inventory Submission table, those unit will no longer be an 
option to copy. 
Units that are not copied will continue to be an option to 
copy into the current Housing Inventory Submission table. 
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Once submitted, you will see the "Success" page shown above. 
You should click "Ok." 

You should see the submissions in the Housing Inventory 
Submission table for the current year. 

You will be asked to sign under penalty of perjury and enter 
the date. 
Then, click "Report Unit Information." 



Report Unit Information Individually 

You should scroll down to the header titled "Housing Inventory 
Submissions." 
Click on the blue "Report Unit Information" button. 
Please do not use the fields (e.g. under "Unit Address" or 
"Reporting Status") to make a submission. These are search fields 
only. 
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You should click on the blue "+Report Unit Information 
(Individual Unit)" button. 



You should also use the drop-down menu under "select type 
of occupancy for this unit." 
You will have the option to select from: 

Occupied by owner 
Occupied by non-owner 
Vacant 
Non-Residential 
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You should use the drop-down menu under "Select Site 
Address" to select the address on which you would like to 
report information. 
If an address is not available in the drop-down list, you should 
contact 311 and a Rent Board Staff will add the missing address. 
Enter the Unit Number, if any. 



You should use the drop-down menus to select the number of 
bedrooms, bathrooms, and square footage for a particular unit. 
The square footage will appear in increments of 250 square 
feet. 
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Occupied by Non-Owner 

If "Occupied by non-owner" is selected, you will be asked a series 
of questions shown below. 



You should use the drop-down menu to select the monthly 
base rent amount. The rent amount will appear in increments 
of $250. 
If there are any utilities included in the base rent, you should 
select the appropriate check box. 
If "other" is checked, you will have the option to enter the 
utility that is not listed. 
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You should use the drop-down menu to select the date, 
month, and year that the current occupant moved in. 
If the date, month and or year is unknown, you will have the 
option to select that as an option. 



You should check the corresponding circle     to indicate 
whether or not there have been other occupancies and/or 
vacancies during the past 12 months. 
If "No" is selected, you will not be asked additional questions 
relating to this topic.           

If "Yes" is selected, you will be asked additional questions 
relating to this topic. Specifically, the start and end date of 
the occupancy or vacancy. 
You will also have the option to use the blue "+" button to 
add additional rows for other vacancies and/or occupancies 
that occurred within the last 12 months. 
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If "Add New Contact Details" is selected, you will be asked to 
type in the First and Last Name, Email and/or Phone. 
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You will be asked to provide your contact information. 
You can provide the new contact details or choose from 
an existing contact. 

You will be asked to enter the Business Contact Information for 
the property. By using the drop-down menu, you will have 
options shown above. 
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If you continue to scroll, you will have the option to add any 
comments. 

You will then need to check the box certifying the information 
under penalty of perjury. 
You will need to sign and enter the date. 
Lastly, click "Submit." 

If "Use The Existing Contact Details" is selected, you will be 
asked to select from an existing contact. You can also provide 
an email and phone number. 

Landlord's Name 
Property Manager's Name 
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After you have successfully submitted the information, the 
system will generate an entry for each reported unit. A Rent 
Increase License will be generated for units that are reported 
as "Occupied by non-owner." 
If you would like to view or download the Rent Increase 
License, click on the       icon for the corresponding unit. 
The Business Contact Information will appear in the Rent 
Increase License. 



Occupied by Owner 

If "Occupied by owner" is selected, you will be asked a series of 
questions shown below. 

You will be asked to provide your contact information. 
You can provide the new contact details or choose from 
an existing contact. 

If "Add New Contact Details" is selected, you will be asked to 
type in the First and Last Name, Email and/or Phone. 
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If "Use The Existing Contact Details" is selected, you will be 
asked to select from an existing contact. The property owner 
or manager can also provide an email and phone number. 

Landlord's Name 
Property Manager's Name 

If you continue to scroll, you will have the option to add any 
comments. 

You will then need to check the box certifying the information 
under penalty of perjury. 
You will need to sign and enter the date . 
Lastly, click "Submit." 

- 43 -
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Above is a Housing Inventory Submission for a unit that is 
"Occupied by owner." 
For "Occupied by owner" submissions, the system will not 
generate a Rent Increase License. 



You should use the drop-down menus to select the number of 
bedrooms, bathrooms, and square footage for a particular unit. 
The square footage will appear in increments of 250 square 
feet. 

Vacant 

If "Vacant" is selected, you will be asked a series of questions 
shown below. 
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You should use the calendar icon circled above to provide the 
date that the current vacancy began. 



You will be asked to enter the Business Contact Information for 
the property. By using the drop-down menu, the property 
owner or manager will have the options shown above. 

If "Add New Contact Details" is selected, you will be asked to 
type in the First and Last Name, Email and/or Phone. 
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You will be asked to provide your contact information. You 
can provide the new contact details or choose from an 
existing contact. 



Landlord's Name 
Property Manager's Name 

If "Use The Existing Contact Details" is selected, you will be 
asked to select the from an existing contact. The property 
owner or manager can also provide the email and phone 
number. 

If you continues to scroll, the you will have the option to add 
any comments. 

You will then need to check the box certifying the information 
under penalty of perjury. 
You will need to sign and enter the date . 
Lastly, click "Submit." 

- 47 -
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Above is a Housing Inventory Submission for a unit that is 
"Vacant." 
For "Vacant" submissions, the system will not generate a Rent 
Increase License. 
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Report Unit Information Using Bulk Upload Template 

You should scroll down to the header titled "Housing Inventory 
Submissions." 
Click on the blue "Report Unit Information" button. 
Please do not use the fields (e.g. under "Unit Address" or 
"Reporting Status") to make a submission. These are search 
fields only. 

You should click on the blue "+Report Unit Information (Bulk 
Upload)" button. 
Only properties with 5 units or more will have the Bulk Upload 
option. 



You should click on the downloaded file titled "Housing inventory 
submission template 0.8." 
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1. Download the Excel Worksheet Template

     Note: You cannot open this Excel file in Google Sheets or Apple Numbers. This file only works with 
                Microsoft Excel 2013 or newer. 

2. Fill Out the Template
◦ Open the file in Excel and go to the Instructions tab and follow the steps to complete the form.
◦ You'll need to complete a separate worksheet for each parcel.

      Tip: Download our Bulk Upload Guide for visual, step-by-step instructions.

3. Upload Your Completed Template
◦ Once finished, upload your file below.

Download Worksheet Template

Select File

Drag and Drop Your File Here 
                         or

Click on the blue "     Download Worksheet Template" button.



U 

You should not delete the Instructions Tab. Deleting the 
Instructions Tab can cause an upload error. 

The first tab will provide you with instructions. You should read 
and refer back to the instructions. 
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You should click on "    Housing Inventory Unit data tab" to 
enter your Housing Inventory Submission.
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For Columns A to B, you will need to type in the Site Address 
and Unit # if any. Preferably, submit the Site Address in the 
format show above ("2115 Hyde Street"). 
For Columns C to F, you will need to use the drop-down 
menus to make a selection. For cells with drop-down menus 
available, the system will not accept submissions with 
manually entered data. 
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Occupied by Non-Owner 

If "Occupied- Non Owner" is selected for Column C, you will be 
asked to submit the number of bedrooms, bathrooms, and the 
square footage in 250 increments for Columns D to F as shown 
below. 
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For Columns G to L, you should enter the information using the 
available drop-down menus. The system will not accept 
submissions with manually entered data. 
In Column G, you will need to use the drop-down menu to enter 
the monthly rent in $250 increments. 
You will then need to use the drop-down menu to indicate if certain 
utilities are included in the base rent. Specifically, you will be asked to 
indicate whether the following is included: 

water and sewer 
refuse and recycling 
natural gas 
electricity 
any other utility is included 



If there is another utility included that is not explicitly listed, you 
should select "Yes" in Column L and identify that utility in 
Column M. If there is no other utility included, you should select 
"No" in Column L and leave Column M alone. 
In Column N, you will need to enter the start date of current 
occupancy. 
You should not delete the formula in Column O "Start Date of 
Vacancy." If the formula is deleted, it can cause a system error 
during the upload. 
If the start date of the current occupancy is within the last 12 
months, you will need to submit the start and end dates of any 
other vacancies and or occupancies that occurred within the 
last 12 months in Columns P to X. 

- 55 -
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It is helpful to think of Columns P-Q-R, S-T-U, and V-W-X as their 
own separate groups. 
The first Column of every group (P, S, and V) requires the you to 
enter the start date of the occupancy or and vacancy. 
The second Column of every group (Q, T, and W) requires the you 
to enter the end date of the occupancy or and vacancy. 
The last Column of every group (R,U, and X) requires the you to 
use the drop down menu to identify whether the dates entered 
reflects a vacancy or occupancy. 
Columns P to X are conditional fields. You should leave these 
fields alone if there has not been any vacancies and/or 
occupancies within the last 12 months. 
You should not delete the formulas in these cells. If the formula is 
deleted, it can cause a system error during the upload. 

5/1/2024 6/30/2024 4/1/2021 4/31/2024
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You will need to use the drop-down menu to identify the role of 
the Business Contact for Column Y. 

You will need to manually enter the Registration Number (if 
any), their first and last name, email, and phone number for 
Columns Z, AA, AB, AC and AD respectively. 
You will also have the option to enter any comments in Column 
AE. 
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Occupied by Owner 

If "Occupied- Owner" is selected for Column C, you will be asked to 
submit the number of bedrooms, bathrooms, and the square 
footage in 250 increments for Columns D to F as shown below. 

You are not required to submit information for Columns G to O 
and will be instructed to leave these cells alone. 
You should not try to delete the formula in these cells. If the 
formula is deleted from these cells, it can cause a system error 
during the upload. 
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You are not required to submit information for Columns P to X 
and will be instructed to leave these cells alone. 
You should not delete the formula in these cells. If the 
formula is deleted from these cells, it can cause a system 
error during the upload. 

You will need to use the drop-down menu to identify the role of 
the Business Contact for Column Y. 
You will need to manually enter the Registration Number (if 
any), their first and last name, email, and phone number for 
Columns Z, AA, AB, AC and AD respectively. 
You will also have the option to enter any comments in Column AE. 
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Vacant 

If "Vacant" is selected for Column C, you will be asked to submit 
the number of bedrooms, bathrooms, and the square footage in 
250 increments for Columns D to F as shown below. 
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You are not required to submit information for Columns G 
to N and will be instructed to leave these cells alone. 
You should not delete the formula in these cells. If the 
formula is deleted from these cells, it can cause a system 
error during the upload. 
You should enter the start date of the vacancy in Column O. 

You should complete the following section if there has been 
another occupancy and/or vacancy within the last 12 months. 
It is helpful to think of Columns P-Q-R, S-T-U, and V-W-X as 
their own separate groups. 
You should make sure to use the drop down menu for 
Columns R, U and X. 
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You will need to use the drop-down menu to identify the role 
of the Business Contact for Column Y. 
You will need to manually enter the Registration Number (if 
any), their first and last name, email, and phone number for 
Columns Z, AA, AB, AC and AD respectively. 
You will also have the option to enter any comments in 
Column AE. 
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After completing and saving your Housing Inventory Excel 
Worksheet, you can submit it by either clicking the blue "Select 
File" button or by dragging and dropping it into the designated 
file drop area.
You will then need to check the box certifying the information 
under penalty of perjury. 
You will need to sign and enter the date. 
Lastly, click "Submit." 

1. Download the Excel Worksheet Template

     Note: You cannot open this Excel file in Google Sheets or Apple Numbers. This file only works with 
                Microsoft Excel 2013 or newer. 

2. Fill Out the Template
◦ Open the file in Excel and go to the Instructions tab and follow the steps to complete the form.
◦ You'll need to complete a separate worksheet for each parcel.

      Tip: Download our Bulk Upload Guide for visual, step-by-step instructions.

3. Upload Your Completed Template
◦ Once finished, upload your file below.

Download Worksheet Template

Select File

Drag and Drop Your File Here 
                         or



After you have successfully submitted the information, the 
system will generate an entry for each reported unit. A Rent 
Increase License will be generated for units that are reported 
as "Occupied by non-owner." 
If you would like to view or download the Rent Increase License, 
click on the     icon for the corresponding unit. 
The Business Contact Information will appear in the 
Rent Increase License. 

- 64 -
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Download Spreadsheets from Prior Submissions 

You should scroll down to the header titled "Housing Inventory 
Submissions." 
Click on the blue "Report Unit Information" button. 

You should click on the blue "Download Spreadsheets From 
Prior Submission" button. 

You should click on the Housing Inventory Submission Template 
hyperlink for the corresponding year you would like to 
download. 
Once you review and make edits, you can upload it using the 
“+Report Unit Information (Bulk Upload)” option for 
submission. 



To submit an exemption for the current cycle please scroll 
down and look for "Fee Exemption Cases" with the 
corresponding year. 
Then, click on the blue button on the far right titled "+ Add 
Unit Exemption." 
Please do not use the fields to submit an exemption. These 
fields are only to search for existing submissions for that 
cycle. 

10. Submitting a Portal Exemptions 
Property Owner's Perspective Only 
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Enter the Property Address and Unit Number, if any 
Then, enter the number of units with a granted Rent Board 
Fee Exemption. You can see how many exempt units you 
have by referring to the most recent Informational Notice. 
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Select the kind of exemption you are applying for by checking 
the corresponding circle. 

You will then be asked how many additional exemptions you 
are requesting. If you occupying more than one unit in the 
property, makes sure you account for that here. 



Please note the field above will not appear and is not required 
for property owners who request an exemption for an 
owner-occupied unit. 
All types of exemption, except for owner-occupied units, 
require additional documentation. Click on "Select files...." to 
upload the required documentation. 
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If you select "Use contact information from my profile," the 
contact associated with your profile will appear. 

You will then be asked the requestor's contact information 
by selecting the one from the three options shown below. 

If you continue to scroll, you will have the option to add any 
comments. 
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If you select "Provide contact details," you will be prompt to 
enter your First, Last Name, Email (optional), and Phone 
Number. 

You will then need to check the box certifying the information 
under penalty of perjury. You will need to sign and enter the 
date. 
Then, click on "Submit." 

I DECLARE UNDER PENALTY OF PERJURY UNDER THE LAWS OF THE STATE OF CALIFORNIA THAT THE ABOVE STATEMENTS ARE TRUE AND CORRECT 
TO THE BEST OF MY KNOWLEDGE AND BELIEF. THIS EXEMPTION REQUEST WILL NOT BE PROCESSED WITHOUT SIGNATURE. 
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You will then see a pop-up titled "Success." 
Click on "Ok." 

You will see your exemption request listed under the "Fee 
Exemption Cases" as circled above. 
Once the exemption request is reviewed and processed, you 
will see updates in “Status” column. 



11. Rent Board Fee Payment 

If you would like to pay any outstanding Rent Board Fees, 
you should click on "Pay Rent Board Fee." If you would like 
to pay for more than one Rent Board Fee, click on "Pay 
Multiple Rent Board Fee" on the top right.

You can also click on the shopping cart located at the top 
right hand side. 
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Property Owner's Perspective Only 



You will have the ability to remove certain parcel(s) from 
their cart to save for later as shown above. 
You can remove parcel(s) from the "Save for Later" bin 
and add them to back to your cart as shown below. 

Once you have added the parcel(s) they would like to 
pay, you should click "CHECKOUT" shown above. 
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You will be asked to select their preferred payment. You 
will have option to enter their checking account, credit or 
debit card information. 
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From here, you can still remove a parcel from the order 
by clicking "Remove from Order." 
If you are ready to make a payment, you should click 
"PROCEED TO PAY" shown above. 



If checking account is selected as the payment 
option, you will need to accurately enter the 
following information: 

Name on checking account 
Routing number 
Confirm routing number 
Account number 
Confirm account number 

Once all the information is entered, click “Next”. 
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If credit/debit card is selected as the payment 
option, you will need to enter the following 
information: 

Name on Card 
Credit card number 
Expiration date 
CVV code 

NOTE: All credit/debit card payments have a 
processing fee of 2.5% or $2, whichever is greater. 
Once all the information is entered, click “Next”. 
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You will be asked to enter the Customer Billing Information. 
The Customer Billing Information includes: 

Country 
Address 
Apt, Suite, Unit, Floor, etc. (optional) 
City 
State 
Zip code 

You will be asked to enter your phone number and/or 
email address. 
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You will see a confirmation page where you can review 
your information. 
If you need to edit any of this information, you can 
click on "Edit" and update the information. 

- 77 -



If you scroll to the bottom of the page, you will need to check 
the box agreeing to terms and conditions. 
Once you have checked the boxes, click “Pay." 
Your payment has been made and you will see a 
confirmation screen as shown below. 
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Once you have create an account and log back in, a blue 
"Add" button will appear on the far right under the 
“Dashboard” tab. 
You can then add a property to your account. Tenants can 
only add up to 5 properties. 
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12. Adding a Property 
Tenant's Perspective 



You will be asked to identify their role with the property. 
Please select “Tenant” using the drop-down menu. 
Then, enter the parcel number. 
If you are unsure about the parcel number of a particular property, 
you can search for the parcel number using the Property 
Information Map at: https://sfplanninggis.org/pim. 
Alternatively, you can call 311 or 415-701-2311 (if outside the 
415 area code) for further assistance. 
Lastly, click "Add" 
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Click on "View Property Details." 

https://sfplanninggis.org/pim
https://sfplanninggis.org/pim
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You should use the drop-down menu under "Select Site Address" to 
select the address on which. you would like to report information. 
Enter the Unit Number, if any. 
Occupied by non-owner is the only option available. 

If the Site Address is missing, you can contact 311 and a Rent Board 
Staff will add the missing address. You can also email a Rent Board 
Staff at rentboard.inventory@sfgov.org. 

Scroll down to the header titled "Tenant Report of Housing Use." 
Click on the blue "+ Report Unit Information" button. 
All of the information asked in the Tenant Report of Housing Use is 
optional. Tenants can skip many of the questions. 

13. Tenant Report of Housing Use 
THE INFORMATION ENTERED IN THE TENANT REPORT OF 
HOUSING USE IS PUBLIC. 

mailto:rentboard.inventory@sfgov.org
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You should use the drop-down menu to select the monthly base rent 
amount. The rent amount will appear in increments of $250. 
If there are any utilities included in the base rent, select the 
appropriate check box. 
If "other" is checked, you will have the option to enter the utility 
that is not listed. 

You should use the drop-down menus to select the number of 
bedrooms, bathrooms, and square footage for a particular unit. 
The square footage will appear in increments of 250 square feet. 
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You will be asked to provide contact information. 
You will be required to enter their First and Last Name. 
Email and/or Phone are optional. 

You should use the drop-down menu to select the date, month, and 
year the current occupant moved in. 
If the date, month and or year is unknown, you will have the option 
to select "unknown." 
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You will then need to check the box certifying the information under 
penalty of perjury. You will need to sign and date . 
Lastly, click "Submit." 

The system will automatically generate a Tenant Report of Housing 
Use submission. 
The Tenant Report of Housing Use submission is not grouped with 
the property owner's Housing Inventory Submission. There is a 
separate table for each kind of submission. 


