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!
NOTE: This guide uses a generic platform to show different parts and processes within 
the portal. The portal that you encounter will look slightly different. Not all features will be 
available for all jurisdictions. For example, if your jurisdiction does not collect transient-
occupancy taxes (TOT), you would not see tax information associated with your properties.
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Welcome

Creating an Account

This user guide is designed to help you learn the new short-term rental (STR) management 
system used by your local government! Within it, you will find a step-by-step outline on how to 

manage your STR(s) in this new system.

First, we’ll look at creating your account, then we’ll take a quick tour of the interface to familiarize you 
with its digital landscape. We’ll wrap up by giving step-by-step instructions on how to use the system 
to ensure you’re following the regulations laid out by your local government.

The first thing you will need to do is create an account in the new portal. To do so, click either the 
Create an Account button or the Register button.

You will be brought to a page 
where you can enter your email 
and create a password.

After submitting, you will receive 
an email verifying the email 
address you entered is correct. 
Then you will be able to use the 
credentials you just created to 
log into the portal for the first 
time.

The first thing you will need to 
do upon logging in is to enter your contact information. This is not the area to enter the address of 
the short-term rental unit(s) you will be registering.

The account creation page.

An example of the email received.
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The Profile Registration screen where you will enter your contact information.

The next sections will discuss the different areas of the 
portal.
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Areas in the Portal

1 2 3 4

1

2

3

4

The Dashboard area contains information 
about your short-term rental permits.

The Home area (shown in the image above) 
is the landing spot when you log in.

The MyRequests area contains a log of 
everything you’ve done in the system.

The Settings area allows you to update your 
profile information, password, or log out.

As a note, your views may look 
different depending on how your 
jurisdictional government set up the 
portal.

However, those four areas behave 
the same, even if they look different 
from what’s presented in this guide.
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The Dashboard displays properties that you own/manage. The Dashboard also offers you the 
opportunity to apply for a new permit or connect an existing permit/registration.

Clicking on a property in the Dashboard displays the details of that property, contact information, a 
certificate showing the validation of the permit, and, if applicable, a history of tax filings.

The Home Page

The Dashboard

The Home Page (see image on previous page for example) is your landing spot when you log into 
the portal. It may contain key information about short-term rental regulations, quick launch buttons, 
contact information for your jurisdiction, or any other information required by your jurisdictional 
government.

Click on the dropdown caret (ˇ) to expand the 
information boxes.
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MyRequests

Settings

The MyRequests area contains a log of all forms submitted by you. Each log has the start and end 
date, a reference number (the Case ID), and a View button that contains a read-only copy of your 
submission.

The Settings dropdown is where you can update your contact 
information (My Profile), your email (Change Email), your password 
(Change Pasword), and log out of the portal.

1 The Case ID is your reference number for that 
specific submission. If you have to contact 
your jurisdictional government about the 
case, you can use this number to help them 
navigate to the correct case.

The Case Status shows the current status 
of the case. Open means it is still being 
worked on by staff, closed means it has been 
completed, action required means you need 
to provide more information (see section 
XYZ).

The Process shows what action you took (i.e., 
registering for a new permit, renewing a 
permit, paying taxes, etc.).

The View button displays a read-only copy 
of your submission. This is your copy of the 
forms you turned in.

1 2 3

4

4

3

2
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Registering for a New STR Permit
This next section will walk you through common steps when applying for a new short-term rental 
permit/license/registration. Keep in mind that your jurisdictions requirements may be different than 
the generic examples provided here, but the overall process will be the same.

To begin, click either the apply/register button on the Home Page or Dashboard (recall that they 
route you to the same form).

1. You will encounter a welcome 
screen when you begin the 
application. This screen can be 
a simple welcome message,  
give details on ordinances, or 
anything in between. Some 
jurisdictions use this opportunity 
to lay out legal terms for 
the application while others 
choose to display office contact 
information.
Click the Next button to 
continue.

2. You will then verify your 
profile information. If anything 
needs to be updated, you can 
select “No” on the “Are these 
details correct?” question. This 
will unlock your information and 
allow you to update it directly 
on the page.

You will also select your 
role for the property you’re 
registering and if you will be 
using a property management 
company.
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3. On the next tab—The 
Property tab—you will enter 
and verify the address of the 
short-term rental unit you’re 
registering.

I.	 Enter the address or parcel 
number of your unit in the first 
box.
II.	 Select the correct address 
from the dropdown.
III.	Indicate whether the 
property has a unit number 
or not. If it does, a box will 
appear in which you will enter 
the unit number.
IV.	Indicate whether you 
would like to proceed with the 
application for this property.
V.	 Indicate if you are the 
person to contact in case of 
emergency. 
If you are, your profile 
information will automatically 
be entered as the emergency 
contact. 
If you are not, you will have 
an opportunity to enter 
the emergency contact’s 
information in a future tab.

Click the Next button to 
continue.

I.

II.

III.

III.

IV.

V.
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4. You can also expect to 
enter information about the 
property itself; such as: the type 
of property (e.g., single-family 
home, apartment, etc.), number 
of bedrooms, etc.

Click the Next button to 
continue.

5. If you indicated that you 
would use a property manager 
on the About You tab, you will 
have the opportunity to enter 
the contact information for your 
property manager.

Click the Next button to 
continue.

If you indicated that you will not 
be using a property manager, 
this tab will not be displayed.
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6. If you indicated that you 
would not be the emergency 
contact, you will enter the 
emergency contact information 
on the Emergency Contact tab.

Click the Next button to 
continue.

If you indicated that you are 
the person to contact in an 
emergency on The Property 
tab, this Emergency Contact tab 
will not be displayed.

7. On the Terms tab, you will 
sign your name electronically 
indicating that, to the best of 
your knowledge, all information 
you’ve entered is correct.

If your jurisdiction requires 
an application fee, you will 
be presented with payment 
options. Typical choices 
are Credit Card and bank 
withdrawal (ACH). Each has 
associated processing fees.

Click the Submit button to 
continue to the payment page.

It is a common 
requirement to upload 
documentation as 
part of an application. 
This example does not 
include that step. Adding 
documents works like any 
other upload on websites.
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8. After clicking Submit on the 
previous page, you will be 
brought to a payment portal. 
Enter your payment information 
and click the Pay button.

NOTE: Do NOT refresh, 
go back, or close the 
window. The system will 
automatically route you 
to a Thank You page once 
the payment has fully 
processed.

Failure to do so will 
result in technical errors 
that can result in your 
application being denied 
and fees forfeit.

9. Once the page routes you 
to the Thank You message, 
click the Continue button to 
complete the submission of 
your application.
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After submitting your application, your property displays on your Dashboard. The status of the permit 
will show “pending” until the application is approved by jurisdiction staff. At that point, the status will 
read “active.”

You will receive email communications upon submission of the application, if jurisdiction staff 
have questions, or if your application is approved or denied. See Appendix A for example email 
messages.

Once your application has been approved, there 
are actions you can take within the property 
information on the Dashboard.

•	 You can edit the property manager & 
emergency contact information by clicking 
the Edit button in the Registration Options 
box.

•	 If your jurisdiction collects taxes via the 
portal, you can pay taxes by clicking 
the File Taxes button in the Registration 
Options box.

•	 You can view & print your registration 
certificate by clicking the View Certificate 
button in the Certificate of Registration box 
(see Appendix A for an example).

The next section will cover how to pay taxes. If your jurisdiction does not 
collect taxes via the portal, you may skip the section.
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Paying Taxes
If your jurisdiction collects taxes via the portal, you will be able to pay your transient-occupancy tax 
(TOT) by clicking the File Taxes button in the Registration Options box in a property’s detail view on 
the Dashboard.

The frequency with which you may file taxes is set by your jurisdiction. For example, if the ordinance 
dictates monthly payments, then each month, the File Taxes button will appear. If the ordinance 
dictates quarterly payments, then each quarter, the File Taxes button will appear.

In this part of the guide, we will pay taxes for the property registered in the previous section.

1. To begin, click the File Taxes 
button in the Registration 
Options box of the property’s 
detail page.

2. As with registering for a 
permit, you’re greeted with 
a welcome screen when you 
begin the tax filing process. This 
area may contain important 
information such as tax 
rates, penalty & fee amounts, 
jurisdiction contact information, 
etc.

Click the Next button to 
continue.
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3. In the Your Details tab, you 
will verify your contact details 
are correct. If they aren’t, select 
“No” in the “Are these details 
correct?” question. This will 
unlock lines and allow you to 
update your details. When you 
submit the form, your details 
will automatically be updated 
in your profile as well.

Click the Next button to 
continue.

4. The next portion of the 
process is entering your gross 
revenue per reporting period. 
Your jurisdiction may have tax 
periods broken into months, 
quarters, or another timeframe.

Click the edit (📝) button on the 
table to continue.
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5. In the popup, enter your 
total gross receipts for that time 
period. If you have no gross 
revenue to report, enter 0 (zero).

Click the Update Record button 
to continue.

Repeat this process for all 
available time periods.

When you’re finished, click the 
Next button.

6. On the Terms tab, you will 
sign your name electronically 
indicating that, to the best of 
your knowledge, all information 
you’ve entered is correct.

You will be presented with 
payment options and a list 
of taxes, penalties, & interest. 
Typical payment choices 
are Credit Card and bank 
withdrawal (ACH). Each has 
associated processing fees.

Click the Submit button to 
continue to the payment page.
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7. After clicking Submit on the 
previous page, you will be 
brought to a payment portal. 
Enter your payment information 
and click the Pay button.

NOTE: Do NOT refresh, 
go back, or close the 
window. The system will 
automatically route you 
to a Thank You page once 
the payment has fully 
processed.

Failure to do so will result 
in technical errors that 
can result in your tax 
payment being forfeit.

8. Once the page routes you 
to the Thank You message, 
click the Continue button to 
complete your tax filing.
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In the property details, you will 
now see that the File Taxes 
button from the Registration 
Options box is hidden. It will 
reappear for the next filing 
cycle.

Also, in the History of filing and 
taxes area, there is now data 
showing your gross receipts 
and taxes for each time period.

The Invoices and Payment 
Receipts tabs provide a copy of 
transaction invoices (showing 
an itemization by period) and 
a copy of the payment receipt 
(showing an itemization by 
category), respectively.
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The information you entered 
during your initial permit 
application is used for the 
renewal process. You will click 
through the different tabs and 
verify that the information is 
correct. Most of the information 
is read-only. But some, like the emergency contact, can be updated at this point.

Click the Next button through the tabs after verifying and updating the information. At the end, if you 
have renewal fees to pay, follow the same payment process as an initial registration or paying taxes. 
Don’t forget to leave the window open while the payment processes.

Renewing a Permit
When the expiration date for your permit approaches, you will receive an email notifying you that it’s 
time to renew. A Renewal button will appear in the Registration Options box in the property’s details.

To begin, click the Renewal 
button.
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Linking an Existing License
If you had a permit/license/registration prior to the implementation of this new portal, you can 
migrate that permit into your new Dashboard.

On either the Home tab or the Dashboard tab, select the button that links an existing permit.

To connect the previous permits to your 
new portal, you will need the email address 
associated with the previous permits.

Once you enter that email address, click the 
Request Code button to receive an email code 
verifying your access to that account.

Enter the code you receive in the PIN box and 
click the Submit PIN button.

A new Submit button will appear. Click it to 
finalize the permit transfer.
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Now all of the permits associated with the email 
address you entered will be displayed on your 
Dashboard. They behave like any other permit in 
the portal.

Before

After
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Appendix A: Example Emails and Certificate
Most actions that you take within the portal will generate an email to your account email address. 
This appendix shows common examples of such emails along with an example certificate awarded 
upon registration/renewal application approval. This list is not exhaustive.

Email acknowledging the receipt of a new 
permit application.

Email notifying the applicant that their 
application was approved. It contains their 
certificate as an attachment.

Example permit certificate. The certificate is 
attached to the approval email and is available 
in a property’s details on the Dashboard.

Emailed receipt for application fees.



23

Emailed receipt for tax filing.

Emailed receipt for renewal fees.
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Appendix B: More Information Required
There may be instances in which jurisdiction staff needs more information to process an application 
for a new permit or a renewal. In that scenario, you will receive an email notifying you. You will be 
able to provide the required information through the MyRequests area.

Email notifying the applicant that their 
application requires more information to 
continue.

When there is something that you need to do 
for an application, there will be a bold Action 
Required status in the MyRequests area.

Click the Continue button to provide the needed 
information.

On this page, provide the needed information 
and click the Submit button to submit your 
response.
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