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1. Register for a new account by clicking the link on the Citizen Portal and following the instructions: 

 

 

2. Once you have successfully registered for an account, log into your account. On the Home page, click the 
Building link towards the top of the page, then Create an Application, and lastly Rental Inspection Program: 

 

 

3. The first page is for the property/owner information. You can confirm the information on the following page: 

     



 
4. Once the property/owner information is confirmed, you will have two options: enter your exemption 

information or complete a self-inspection for the unit. Each item has a yes or no value and you will be asked 
to provide additional information if any values are marked as No. The questions are listed at the bottom of 
this page if you would like to print and use it for the self-inspection. 

    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
5. Once you have entered the results from the self-inspection, you will be taken to a confirmation page: 

    

 

6. Once you have reviewed the confirmation page, please submit your application. The application will be sent 
in for processing and approvals. You will be instructed to complete your payment at a later date. 

 

7. Once your application has been approved, you will be notified and can complete your fee payment online 
through the portal: 

 


