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Online Rental Registry 
Are you a rental property owner or manager?  If you are, then you need to register your 

rental units with the city using this FREE online registry.   

 

What information do I need to provide? 

¶ The address of the rental units 

¶ Property Ownerôs Name 

¶ Ownerôs Mailing Address and Physical Address(es) if not mailing 

¶ Ownerôs Telephone Number 

¶ Ownerôs Email address 

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

¶ Property Managerôs Name 

¶ Property Managerôs Mailing Address and Physical Address(es) if not mailing 

¶ Property Managerôs Telephone Number 

¶ Property Managerôs Email address 

If the owner is a partnership or similar entity, you shall provide information  for a 

responsible individual or officer: 

¶ Individualôs Name 

¶ Individualôs Address and Physical Address(es) if not mailing 

¶ Individualôs Telephone Number 

¶ Individualôs Email address 

Additionally you must also update your registry within 30 days of any contact information 

changes or in case of a transfer of ownership.   

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

access the Registry.  

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

¶ Apartment :  Apartment Complexes are rental-housing units containing more than four 

housing units under the same owner on a parcel.  If you are registering an Apartment 

Complex only one registration must be completed for the complex 

¶ Rental Property: Rental Property is rental housing containing four or fewer rental 

housing units under the same owner on a parcel.  For Rental Property each unit must be 

registered individually, so if you are registering three units you must complete three 

registrations, one for each address including unit number.   

https://dp.louisvillemsd.org/dpcdr8/Views/AgencyLogin.aspx
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Online Rental Registry User Guide 

To register your property/ies follow the instructions below and 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 

signing in if you have already created an account by filling in your ñUser Nameò, ñPasswordò 

and clicking ñSign Inò or creating an account by clicking the ñEnrollò button.   

 

 

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

If you do not have an account click, the ñEnrollò button and proceed to the next page.  

https://dp.louisvillemsd.org/dpcdr8/Views/AgencyLogin.aspx
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Creating an Account 
 

After clicking ñEnrollò a page like the one below will 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 red * .  Once you have filled in all of your contact information click the ñNextò 

Button.  **Note: Special Characters Such as the & sign are not supported in the User Name** 

 

 

Several options in the drop down may fit; 

please select the option that provides the best 

fit for your role as a rental property registrant.   
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After clicking ñNextò on the previous page, you will get a page similar to the one below.  Select 

the Radio (round) button beside ñAdd new Contactò and then click ñSubmitò to create your 

account.  

 

After clicking submit, you will get the confirmation page shown below, click the ñclick hereò 

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. 
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Registering a Rental Property 

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

To register your rental property click ñApply for a Business Licenseò which is located in the 

Apply Section of the screen.  Once you click on ñApply for a Business Licenseò a new page will 

load beginning the application process.   

 

 

The lookup section allows you to look up 

your existing licenses to look up your existing 

Rental Registries use the ñBusiness Licenseò 

link.   

 

The Apply section allows you to register your 

rental property, to register a property use the 

ñApply for a Business Licenseò link. 

 

Rental Registration is free so you will not 

need to use this section when registering 

rental property.  
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After clicking ñApply for a Business Licenseò the below page will load. Select ñRental Prop. 

Reg. (GT 30 Days)ò in the ñLicense Typeò drop down.  

 

 

In this drop down select ñRental Prop. Reg. (GT 30 

Days)ò which stands for Rental Property Registration 

(Rentals Greater Than 30 Days) 
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After Selecting ñRental Prop. Reg. (GT 30 Days)ò two additional fields will load on the page.  

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

¶ Apartment : Select Apartment if you are registering an Apartment Complex.  Apartment 

Complexes are rental-housing units containing more than four housing units under the 

same owner on a parcel.  If you are registering an Apartment Complex only one 

registration must be completed for the complex 

¶ 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.  For Rental Property 

each unit must be registered individually, so if you are registering three units you must 

complete three registrations, one for each address including unit number.   

If the property you are registering is part of a business, enter the name in the Business Name 

field.  

Once you have completed this page click the next button to move on to identifying the 

address of the rental property.   
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On the below page identify the location of the rental property you are registering.  It is 

recommended that you start by using only the street ñNumberò and the first few letters or 

numbers of the ñStreet Nameò with a ó%ô sign as it is the easiest way to search for an address.  

The ó%ô acts as a wild card in case you are unsure of the exact spelling and formatting of the 

address.  After entering the ñNumberò and ñStreet Nameò click the Search button. After the 

search is complete a list of addresses will display below the data you entered.  

 

 

  


