CITY OF SAN FRANCISCO —
USER INSTRUCTION MANUAL




Table of Contents

1. Introduction 2
2. Customer Functions 2
2.1 Register 2
2.2  Add a property 5
2.3 View Property Details Page 7
2.4 Submit exemption request 11
2.5 View details and track status of the submitted exemption request 14
City of San Francisco — User Instruction Manual — v1

Copyright © 3Di, 2021. All Rights Reserved. Confidential & Proprietary.

1|Page



1. Introduction

The purpose of this document is to explain the functionality of the SFO Rent Board portal for City the
San Francisco. This document will provide details on adding properties, creating exemption requests,
uploading documents, and tracking exemption requests.

2. Customer Functions

Following are the Customer User functions

2.1

Register
Add a property
Submit an exemption request
o Upload documents (if applicable)
View details and track status of the submitted exemption request

Register

When a customer is registering for the first time, they need to first access portal.sfrb.org where
they will see the landing page as such:

Welcome to the San Francisco Rent Board Portal

User is to click on the “Register” button located at the top right hand side. Once they click on
“Register”, they will be redirected to a registration page as such where all fields are mandatory.
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http://portal.sfrb.org/

REGISTRATION

Username(Emil)

Password™

Password is required

Confirm Password®

First Name*

Last Name*

Password requirements are: Password must contain at least 8 characters of the following character
types: Upper Case (A-Z), Lower Case (a-z), Number (0-9), and Special Character (!@#5$%"&*). Once
all the information is input, user will click on “Register”.

REGISTRATION

Username(Email)*

customersfo@3didemo.com

Password®

srssssssanns @&

Confirm Password*®

srssssssanns @&

First Name*

Sandy

Last Name*

Frandy

IIIIIIIIIIIIIIIIIIIIIH%i%HHIIIIIIIIIIIIIIIIIIIII

Upon clicking on “Register”, customer will be told that their registration was successful and that they

need to go to their email inbox and retrieve a verification token.
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Registration Successful

Thank you for registration. We have sent you a verification token to
the registered email. Please keep the verification token handy for

sign-in.

After clicking “Ok”, user will be redirected to the login page where they input their credentials.

LOGIN

Username(Email)*

customersfo@3didemo.com

Password®
LA LR LR R L LLRZ] @
[ ] rRemember Me Forgot Password?

‘ Register Now ‘

Once credentials are input, user clicks on “login” to be directed to the token page where they verify
their email.

City of San Francisco — User Instruction Manual — v1 41 Page
Copyright © 3Di, 2021. All Rights Reserved. Confidential & Proprietary.



VERIFY EMAIL

Enter validation token®

Submit

Cancel

If you didn't get the token or if the token is expired then click here

o resend

User then inputs their token from the verification email. If user did not receive an email, they could
click on the blue hyperlink that reads, “click here to resend “and check the email that they registered
with again. Once token is received and input, click “Submit” and the customer is registered.

Once user is registered, they could always change their password by using the “change password”
option located in the top right hand side of the header under their profile name.

| SandyFrandy ~ | B | W |

My Dazh

CEREAN 1y Exemption Requests.

My Exemption Requests
Columns *» B ExporctoExcel  © | Search Q

Case Number Case Type Parcel Number Unit Address Unit Number CreatedOn  + Updated Date Department Status

If user wants to view their profile, they can do so by clicking on “profile” under the same menu.

Neme:Sandy Frangy | Username: custamersfo@3diemailcom | Email: customersfo@3diemail.com # Edit

In the profile page, users can update contact and address information.
2.2 Add a property

Once user successfully logs in, system will direct customer to their “dashboard” page.
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0

My Dashboard [EEUNEREECEE e

My Properties
v | 100
My Unit Exemption Requests
Celumns » B EcporttoExesl O a
Case Number Caze Type Parcel Number Unit Address Unit Number CreatedOn  + Updated Date Department Status

By default, dashboard page has 2 widgets. At the top, the “My Properties” widget sits where users
can add properties and view properties. And the bottom widget is “My Unit Exemption Requests”
where users can view their submitted exemption requests.

In the “My Properties” widget, there is a button called, “Add Property”. This is how a customer will
add their property to their profile.

,

[l iy Exemorion Requests

My Properties

My Unit Exemption Requests

When user clicks on “Add Property”, they will see a pop-up where they need to signify their role,
input their parcel number and input their PIN.

Add Property

San Francisco Residential Reot Stabitization and Arbitration Board

35 Vo) v A B000 Do Fiarnmmns, CA MBI G0N)  wwn sbi iy 410000 o

AENTAL PROPERTY ADORESS | ADONESS |
ABSESSOR PARCEL MUNBER | AN

M veus baliove that one ar marn of wear remdal una ix saxamnt from Reot Roscd Faa
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On the right side of the pop-up, user will see instructions as to where to find their PIN which is
located on the “Rent Board Fee Informational Notice”.

Once user inputs all the information, they click “Add Property”.

Add Property Where to find my PIN?

| am Froperty .. Plzase =nter the APN and PIM located on the Rent Board

tice sent to the mailing address on file for your property. If you
M 1o be izsusd or need other assistance, please call 311
Mumber®

Sam Francisce Residential Bend Stabilication and Arbitration Board
X Frass R ey 415057 M0

IO W P v 00 A e, LA (T

H weas bnlimwe fhad cone o manrn of wonr eeeial uniis s scemnt from Bent Boscd Fes

Once user clicks on “Add Property”, system will display a message that reads, “Files uploaded
successfully” and will direct user to the Dashboard with the added property displayed.

:

My Properties

Now if user looks at the “My Properties” widget, they will see the added property.

2.3 View Property Details Page

Dashboard by default will display the added property in a card style. In order to view the added
property in a “list” style, user needs to click on the 3 lines in the grey bar under the “My Properties”
title.
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[ORRtE iy Bxemption Requests

My Properties

Once user clicks on the 3 bars, the dashboard will display a list view.

,

My Dashboard [EEUSESUECEETEIES

My Properties
Parcel Number Address Action
3987-075 1001 17TH ST SAN FRANCISCO CA
s Per Pa apE

This is solely a preference and all the same actions can be taken whether from the card or list view.

In order to view the property details page, user needs to click on the “VIEW” button (from either
card or list view)

My Dashboard [EERESERECREENEES

My Properties Add Property
Parcel Number Address Action
3987078 1007 17TH ST SAN FRANCISCO CA | View | |
msFarE v 1

,

My Properties

Parcel Number:

Address: 100117

Clicking on “VIEW” will bring the user to the property details page.
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For the top widget, system will default you to the address tab.

1
m | SandyFrandy v | B v | W

Parcel Number : 3387-076 | Address : 1001 177H STSAN FRANCISCO CA | AssessorUnits : 1 | CountyUnits : 0 - Bazk

Sice Address &=

The address tab has site address information listed on the right hand side. User can add additional
site addresses here if needed by clicking on “+ ADD” located at the top right hand side and entering
in the site information. Once added, the additional site addresses will be listed.

The next section in the property details page shows a Unit Summary Fiscal Year
I e\ S -

Unit Summary Fiscal Year 2021-22
Rental (Dwelling) Units : 1 Guest Units © 0 Exempt Units Granted : 0

Other Units - 0

This information includes dwelling units, guest units, exempt units and other.

The section underneath is for adding units to an associated address.
L NN, _ETT =

Unit Summary Fiscal Year 2021-22
Rental (Dwelling) Units : 1 Guest Units : 0 Exempt Units Granted

Other Units - 0

91001 17TH ST SAN FRANCISCO CA

Unit Number Occupant Type Total Bedrooms Actions

User can click on “+ Add Unit” to add units to their property. User can not remove added units and if
they need to, they need to contact SFO Rent Board.

When user clicks on “+ Add Unit”, they see a pop-up asking for unit information such as unit
number, occupant type and number of bedroomes. If there is no unit number, user is to click on the
checkbox that reads, “No unit number”.
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Add New Unit

Upon clicking “save” user will see the unit information displayed in the grid of that property.

Unit Summiary Fiscal Year 202122
Rental (Dwelling) Units : 1 Guest Units © 0 Exempt Units Granted : 0

Other Units : 0

91001 17TH ST SAN FRANCISCO CA

Unit Number Occupant Type Total Bedrooms Actions

[ 7 ]

9123 main San Bernardino California 82408

The last widget on the page is for submitting an exemption request which will be covered in section
2.4.

Back to the top of the property details page, we have a “contacts” tab. When user selects the
“contacts” tab, they will see a contacts widget.

,

ard My Exemption Reguests
Parcel Number : 3387076 | Address : 1 Assessor Units © 1 | County Units © 2 — Bazk Acton -
Association Contact Type Contact Type Name Address Phone Number Email Company Actions

Owiner Individua! SPROUSE SAMSON 1001 17TH ST UNIT 408 SAN FRANCISCO €A 54102

Here users can see the contacts associated with the property.

e e

Association Contact Type Contact Type Name Address Phone Number Email Company Actions
Cuner Sanzy Frandy cust
Ouner Inivicus SPROUSE SAMSON 1001 17TH 5T UNIT 405 SAN FRANCISCO CA 34102

Page 1 of1 of 2 item:
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The next tab is “notes”. If there are any notes associated with the property, user will be able to view
them here.

:

Parcel Number : 3387.07¢ | Address : 1001177

o= “ e

Comment Created On Created By Files Actions

Assessor Units = 1 | County Unies © 2 o Bazk

Lastly is a “change log” where user can view actions that push workflows.

:

Parcel Number : 3307-072 | Address : 1001 17TH ST SAN FRANCISCO CA | Assessor Units : 1 County Units = 2 ~ Back

o e

4 212021 0132FM | Unitadded
Sandy Frandy

4 22021 01:30FM | Unitadded
Sandy Frandy

4 11122021 0126 PM
Sandy Frandy

2.4 Submit exemption request

In order for a user to submit an exemption request, they need to go to the property details page and
scroll down to the bottom to the widget titled “Unit Exemption”. This widget has a grid that will hold
all submitted exemption requests and well as a button for adding unit exemptions as highlighted
below.

Unit Exempt\on
W Exportrofxesl @ | Search a
Unit Address Unit Number Exemption Requested?  Type Of Examption Requested Submitted On  + Submitted By Status Artachments Actions
(¥es/No)
. n - 10 v| #temsperpage No items to display
(=

When user clicks on “Add Unit Exemption”, they will see a pop-up.
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Add Unit Exemption ]

Enter Address Unit Number

* Select one exemption

Comment

Documents

Select files

Requestor Contact
L T e e e P

In this pop-up, user needs to enter the full property address and unit number.

Depending on the selection by the user, the document upload MAY be mandatory. Some of the
options require that the user upload proof so depending on the selection, the document upload may
be mandatory.

After their selection, they have an optional comment box where the user can leave a comment.
Underneath the comment box, there is a document upload section.
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User can upload one or more documents here to support their exemption request. Allowed
document types include but are not limited to, .doc, .jpeg, .pdf, .xls.

Once supporting documents are uploaded, customer will need to enter contact details.

smEmTEs.,

Requestor Contact

© Use zonsscs mfarmation fram my zrafie () Fravide s

D BELIEF. REFUND WILL NO'
Signature

* Type Name Date

o]
By default, the logged in member’s information will display here and if user wants to provide more
information they can.
Lastly, user needs to check the Penalty of Perjury, type their name and date the document.
Once all the fields have been completed, user clicks on “Submit”. Customer will see a small pop-up
that states it has been submitted successfully.
Success

User clicks “Ok” and system will refresh the property details page. User will scroll to the bottom to
view the “Unit Exemption” widget and see their information populated in the grid.

Unit Exemption # Add Unic Exemption

@ ExporttoExcel & | Search Q

Unit Address Unit Number Exemption Requested?  Type Of Exemption Requested Submitted On  * Submitted By Status Attachments Actions
(Yes/No)

11/12/2021 0557 AM Sandy Frandy Reques Suamined
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If user has several exemption requests and would like to search against it, they could use the search
bar at the top right for ease of use. Also, if the user has the need to export the list of exemptions,

|”

they can use the “export to excel” feature.

Unit Exemption

B ExportwoExcsl € | Search Q

Unit Address Unit Number Exemption Requested?  Type OF Exemption Requested Submitted On  + Submitted By Status Attachments Actions
[Yes/No)

Request Submined

Once the exemption request is submitted. SFO staff will be alerted that they have a request that
needs to be reviewed.

Now, user has successfully submitted an exemption request and can return to Dashboard. In order
to return to Dashboard, user can either click on the “Back” button located at the top right hand side
of the property details page, or click on the “Dashboard” tab at the top left hand side of the property
details page.

2.5 View details and track status of the submitted exemption request

Now that the exemption request is submitted, user can view the status by clicking on the “My
Exemption Requests” tab at the top of the dashboard.

1

iy Evemgtan Feauesis
My Properties

Al T |

Once user clicks on “My Exemption Requests”, they will see the exemptions widget with their added
exemption and the details.

My Exemption Requests
Columns * [2) Export to Excel [+ Search Q

Case Number Case Type Parcel Number Unit Address Unit Number CreatedOn  + Updated Date Department Status

Here, users can refer to the column titled, “status” to see the status of their case. Once a decision is
made by SFO staff, the status will read either granted or denied. System will send emails to the
customer along the way so they are aware of any changes to their case.

In order to see more details of the exemption request case, user can click on the line item in the grid.

My Exemption Requests
Columns * (2 Export to Excel < Search a

Case Number Case Type Parcel Number Unit Address Unit Number Created On  + Updated Date Department Status
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When user clicks on the case, system takes user to the case details page. Here user can see a map
view of their property. An overview of information including the case number, type of case, status,
date the case was created, linked parcels, and a map view of the property.

Case Details
Number : STREU-2100044 | Type : UntBeemetion | Ststws @ Resuss: Susmimes .
|
_ Overview
’ Norm:
.
2587-076

Linked Cases:

“ fesumenss Femmarts

Unit Exemption (SFREU-2100044) ~

Enter Address - 1313 w 18t swaet

As the user scrolls down the page, they will see the exemption request details in the “details” tab.

m frmimens commen

Unit Exemption (SFRBU-2100044) ~

Enter Address: 1375 v 16t sres
Unit Number :E

Select one exemption type
single family home, condaminium, ca-0p, or apartment unitis occupied by an awner of record and not rented at any time. (no

| 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. REFUND WILL NOT BE PROCESSED WITHOUT SIGNATURE - Yes
Type Name : Sandy Frangy

Date:11/12/2027 1:57 Pl

If user uploaded documents or left comments when applying for the exemption, that would display
in the corresponding tabs.
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