Online Rental Registry

Are you a rental property owner or manager? If you arethen you need to register your
rental units with the city using this FREE online registry.

What information do | need to provide?

The address of the rental units

Property Ownegis Name

Ownes Mailing Address and Physical Address(es) if not mailing
Ownes Telephone Number

Ownes Email address

=A =4 =4 A =4

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

Property Managés Name

Property Managés Mailing Address and Physical Address(es) if not mailing
Property Managés Telephon@&umber

Property Managés Email address

=A =4 =4 A

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

Individualés Name

Individualés Address and Physical Address(es) if not mailing
IndividualGs Telephone Number

Individualés Email address

= =4 =4 =4

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

To register your property/ies follow the instructionson the pages belovand Click HERE to
access the Registry.

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

1 Apartment: Apartment Complexeare rentahousing units containing more than four
housing units under the same owaoara parcel. If you amegistering an Apartment
Complex only one registration must be completed for the complex

1 Rental Property: Rental Propertys rental housing coatning four or fewer rental
housing units under the same owner on a parcel. For Rental Property each unit must be
registered individuallyso if you are registering three units you must complete three
registrationsone for each addresxluding unit nunber.
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https://dp.louisvillemsd.org/dpcdr8/Views/AgencyLogin.aspx

Online Rental Registry User Guide

To register your property/ies follow the instructions belowand Click HERE to access the
Registry or go to https://dp.louisvillemsd.org/dpcdr8/Views/AgencyLogin.aspx

The above link will take you to the page shown below. On this page, you have the option of
ng i n
i Sricrgating kmaocount by clicking tAénrollo button.

signing in if you have already created an accougt f i | | i
andclik i ng

your

L‘(;L_IiSVﬂleKy., gov

Welcome to the online Business Portal for Louisville Metro/Government. At this
time you can obtain building permits from the Department/of Develop Louisville,
Division of Construction Review. We hope this service falilitates your permitting
experience and helps you successfully complete your pfoject safely and legally.

We will provide helpful TIPs along the way to help guj

@ [f you have an account, enter your User Name find Password and click "Sign
In".

@ If you have an account but can't remember

@ If you are new to the system, click on Enroll

ur password. Click here.

For additional information on Building Codes, Permits, and construction related
information, please visit our website:

http:/hwww louisvilleky.goviipl/Construction+Review/ or call our office at (502)
574.3321. Staff email addresses are (firstname).(lastname)@louisvilleky.gov. For
example, Joseph Smith’s email would be joseph.smith@louisvilleky.gov.

<
IE 9 Browser and above required

Review Applications
& Permits

DEVELOP
LOUISVILLE

LOUISVILLE FORWARD

User Name

]
L ]

[[JRemember me on this computer

Forgot your password? Click here

Password:

If you do not have an account, follow the link
below to set up an account. link

TIP: To obtain a permit online you must
have an account. Permits are only issued to
licensed/identified contractors, or the
property owner. There may be additional
requirements for Property Owner permits,
including proof of property ownership.
Property Owner permits can be obtained by
visiting our offices at 444 5. Fifth Street,
Suite 100 and making application in person.
Some permits require submittal and review
of documents prior to issuance of permit.

TIP: Purposefully providing inaccurate
project scope and detail is a violation of the
building code, and state and local
ordinances and will subject the applicant to
penalties.

TIP: Particularly helpful are our
Homeowner's Toolbox pamphlet series,
available on our website by clicking here
which provide basic information about the
permitting process for a variety of common
projects.

If you have already created an account and are signing in please Rldgistering a Property

| f you do not have an
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Rental Registry Guide

Creating an Account

Creating an Account

After c | i cakaga like tlie®me baolw Wib load. On this page, you will need to create

an account ensuring that you have entered information in all of the required fields, which are
denoted with a ret. Once you have filled in all gfour contactinformation clickt he @A Next 0
Button **Note: Special Characters Such as the & sign are not supported in the User Name**

Sign Up for New Account - Personal Information

Enter your information:

@ Enter your preferred user name for login purposes. Use something you will

remember ke your email address.

@ Enter your email address. This email address will be used fo mail your initial
enrollment confirmation and for submission nofifications. You will be able to change

your password later in "Modify Account”.
@ Enter your contact information to be used with your submittsls.
B Click "Mest".
*= Required Information
Enroll as a:
@ Individusl

o{:nmpany

Creste User Name: *
(Use & to 50 characters for User Names)

Type your Password: *
(Password minimum length of 5 is reguired.)

Retype Password: *

Select 8 Secret Question fo resat password: *
[Select One w

Enter your Secret Answer: *

Contact Type:™

[Select One W

Titla: First Mame:* Iz Last Mame:™
| || |1

Company Mame: Paosition:
Address*

| |

| |

City* State/Province:* Postal CodelZip:*
| | [ Kentucky |

Country:

| |

Daytime Phone:™ Ewvening Phone: |

Fax Mumber: Mobile Phone:

| I |

Email-*

[ cance | s |

Contact Type:*

[Select One

W

Several options in the drop down may fit;
please select the option that provides the b
fit for your role as a rental property registra
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Rental Registry Guide Creating an Account

Af ter clicki ng fphheyou will get apagelsimilapto tieeone daloSelect
the Radidround) button beside Add newar@thentclelkd Sabmi t 6 to create
account.

Personal Information Confirmation

@ |Review the information Personal information as entered:

you entered. Email: CodesandRegulations@louisvilleky.gov
0] Also listed are users

whose information ?nntgct Owner
ype:
matches yours. Please .
review this list to see if Name: Joe Louisville
you are already in our Address: 444 5. bth 5t
database. If you find your Louisville, KY 40213

information listed here, Davti

check the option next to Phona (502)574-2608
e : one:

it so it is not duplicated.

If any information is

incorrect, click "Click

here to make changes to

your entered information

B

= Click "Submit".

=3= Mo users matched the information you entered <<<

%w Louisville, Joe located at 444 5. 6th 5t., Louisville, KY 40213

After clicking submit, you will get the confi
link to proceed back to the portals login page where you will be able to log in using the username
and password you just created.

New Portal Account Confirmation

Congratulations! You have successfully registered for a new online utility billing web
user account.
To login using this account click here
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Rental Registry Guide Registering a Rental Property

Registering a Rental Property

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

To register your rentalprogery cl i ck AApply for a Business (I

L
Apply Section of the screen. Once you <click
load beginning the application process.

Contact Us

DEVELOP
LOUISVILLE

LOUISVILLE FORWARD

& 0 items in My Cant $0.00

e
LouisvilleKy.gov

Portal Home

My Account Lookup your issued Permits to check their statys and view details. You can search
5 Modify Account for permits by permit number, applicant name Jor address/parcel ID

@ Construction Permit
® Business License
@ Use Permit

APPLICATIONS

[E  Construction Permils

@ Business License

[E  Use Application

Pay Fees

@ My Construction Permit
Fees

¥ My Business License Fees
5 My Use Fees

confirmation via email.

N\

@ Apply for a Construction Pelini Review your Account
= Apply for a Business License Information Online
@ Apply for a Use Permit

Pay fees for your Permit. Online payments can be made only with Visa or
MasterCard.

= My Construction Permits to be Paid
@ My Business Licenses to be Paid
@ My Use Permits to be Paid

Locklp The lookup section allows you to look up

ook you el Permil Lo check el sttus and view detale You con search your existing licenses to look up your existi
2 Bodinens Coanse Rent al Registries u
© Use Permit Iink

H The Apply section allows you to register yo
To apply for a Permit you will need to provide information such as the type of

iy || application, sie location, and specific details regarding your application. Visit our I re ntal p ro pe rty, to reg | Ste ra p ro pe rty use tl«

website http://www louisvil gowipl/Cs tion+Review! for a full expl
of all available permits and associated submittal requirements. Once your = A L .
ication is itted and you will receive a p p | y fn B
confirmation via email n e B S a lm Q In S e
@ Apply for a Construction Permi
= Apply for a Business Licens

= Apply for a Use Permit

Rental Registration isee so you will not
‘ay fees for your Permit. Online payments can be made only with Visa or . . . .
MastorCard. need to use this section when registering

@ My Construction Permits to be Paid

@ My Business Licenses to be Paid rental pro pe rty.

@ My Use Permits to be Paid
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Rental Registry Guide Registering a Rental Property

After clicking fAAppl tpdiok page vdll loBA&I|i encets o d rcteanls e
Reg.(GT30Days) i mlLilense Typeo drop

V.
LouisvilleKy.gov

CDR Home New Application for Joe Louisville

I
Business License Home License Business Site  Applicant Additipfial Details Attachments Application
Type Location Information Appficants Confirmation
My Account

L s ceount Business License Type

ArPLY

@ My Saved Applications g EH::T“‘EZ;QU"“ fielg
E  Apply

BusINESS LICENSE License Type:

© My Licenses [-- Select One —

ReviEws

5 v Nex
INSPECTIONS

E My Inspections
FEES
@ My Fees

Apply for a
Permit Online

Lookup LiCENSE
[ License Number

= Applicant

E  Address

License Type: * In this drop down seled¢RentalProp. Reg. (GT 30

Select One — v Days) which stands for Rental Property Registrati
(RentalsGreater Than 30 Days)
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Rental Registry Guide Registering a Rental Property

Af t er SkehtalRop.iRegg(GT30 Days}wo additional fields will load on the page.
In the License Categoffield, you will have two choices.

1 Apartment: Select Apartment iyou areregistering an Apartme@omplex. Apartment
Complexesare rentahousingunits containing more thafour housing unitsinder the
same owneon a parcel. If you anegistering an Apartment Complex only one
registration must be completed for the complex

1 Rental Property: Select Rental Property if you are registering rental housing containing
four or fewer rental housing units under the same owner on a parcel. FalReperty
each unit must be registered individua#lg if you areegistering three units you must
complete three registratiorane for each address including unit number.

If the property you are registering is part diusinessenter the name in the Business Name
field.

Once you have completed this page click the next button to maweidentifying the
address of the rental property.

Contact Us

DEVELOP

LOUISVILLE

LOUISVILLE FORWARD M—

B 0 items in My Cart $0.00 |[SESCIT PRI

LgﬁisvilleKy. gav

T e New Application for Benjamin Anderson

Business License Home License Business Site  Applicant Additional Details Attachmenis Application
Type Location Information Applicants Confirmatien
My Account

®  Modify Account Busines ; License Type

ArpLy

® My Saved Appiications E Ent r“the rs:quired field(s)

@ Cligk "Next
© Apply .
Business LicENSE Licensg Type:
® My Licenses [Rental Prop. Reg. (GT 30 days) v
ReviEws License Category: *
S My Reviews
INSPECTIONS DBA Name:
Myt ]
FEES
= My Fees Apply for a
Next Permit Online
Lookup LicEnsE
= License Number
[ Applicant
= Address
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Rental Registry Guide Registering a Rental Property

On the below pagielentify the location of the rental property you are registering. Itis

recommended that you start bsing only the streét Nmbe and the first few letters or

numbero f t he A Swirtele ta Ksafisdheeasigstrway to search for an address.

The 6%6 acts as a wild card in case you are u
addressAf t er enteri ng t the NAachtk imbSearch buttom.tlertheSt r e e
search is complet list of addresses will display below the data you entered.
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