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   How to Register Non-Owner-Occupied Properties 

 

1.  Access the Permit Portal 

• Scan the QR code to the right. 
• Or visit https://coc-prod-publicportal.accela.com 

 

2.  Create or Login to Your Account 

• New Users: Click Register to create an account. 
• Existing Users:  Click Login.  If you forgot your password, click "Forgot Password" . 

 

3.  Log In 

• Log into your account using your credentials. 

 

4.  Navigate to the Rental Registration Application 

• Select Rental and Vacant Building Registration card.   

 

 

 

 

 

 

 

 

Need help? Visit the Rental 
Registration Help Page. 

https://www.clevelandohio.gov/city
-hall/departments/building-
housing/divisions/records-
administration/rental-registration 

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fcoc-prod-publicportal.accela.com%2F&data=05%7C02%7CSCahill%40clevelandohio.gov%7C7abf5057f9884ecee01208de31c719d9%7C76e2f9638a1d45bf8e0687a368508b40%7C0%7C0%7C639002928370436653%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=s%2FHb9RbAPGVhuV8bZUxJ50zqPEf1YJqoVn3v0EEvvCw%3D&reserved=0
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How to Register Non-Owner-Occupied Properties 

 
5.  Accept the Disclaimer 

• Read and accept the disclaimer by checking the box, then click Continue Application. 

 

6.  Start Registration 

• Select Rental Registration and click 
Continue Application (bottom of screen). 

 
7.  Enter Property Details 

• Input the Street Number and Street Name 
only, then click Search. 

• Confirm the information, then click 
Continue Application.  

 
8.  Select Responsible Party 

• Click Select from Account and choose the associated contact. 
 
9.  Specify Ownership Type 

• Indicate whether the owner is an individual or a corporation. 
 
10.  Select County of Residency 

• Choose the county where the owner resides, then click Continue 
 
11. Add a Local Agent In Charge 

• If the owner does not live in Cuyahoga county or one of the adjacent counties, they must 
add contact information for a Local Agent in Charge of the property.  

 
12.  Answer Required Questions 

• Respond to all questions in Step 2, then click Continue Application. 
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How to Register Non-Owner-Occupied Properties 
 

13.  Supporting Documentation  

• See table below for required documents. 
• If you have documents ready to upload, click Add, then follow the prompts. Click 

Continue Application when finished. 
• If you need to upload documents later, you can continue the registration and upload 

documents later.  Instructions for uploading after applying are later in this document.  
 
Document Document is Needed For How to Get It? 

Property Tax Statement All applications. Cuyahoga County My Place 

Lead Safe Certificate (Issued by 
the City of Cleveland) 

Rental units built before 1978. 
Submitting a Lead Safe Certificate 
Application 

Ohio Secretary of State Certificate Rental properties owned by an LLC. 
Ohio Certificate of Good Standing 
Application 

Local Agent in Charge 
Owners who are NOT located in 
Cuyahoga, Summit, Lake, Portage, 
Medina, Lorain, or Geauga County. 

Local Agent in Charge Overview 

Local Agent in Charge Affidavit Form 

HVAC Certificate / Inspection Rental properties with 4 or more units.* 
Hire a certified HVAC Inspector and have 
them fill out this Certification of Rental Unit 
Heating System form. 

Utility Bills Owners who pay rental utilities. From your provider. 

*For buildings with individual HVAC systems for each unit, 10% of the HVAC systems need to be inspected, with a 
minimum of 5 units inspected. 
 

14.  Complete Registration and Payment 

• After reviewing your application, click 
Check Out. 
 

• Enter payment information and 
complete check out. 
 

• Once the payment is processed, you 
will receive a confirmation email.  
 

• Please allow time for the Building and Housing staff to process your registration. 

https://myplace.cuyahogacounty.gov/
https://www.clevelandohio.gov/city-hall/departments/building-housing/divisions/records-administration/lead-safe-certification/submit-application
https://www.clevelandohio.gov/city-hall/departments/building-housing/divisions/records-administration/lead-safe-certification/submit-application
https://cogs.ohiosos.gov/(S(vrnyrv2csisthvjgv2q5vshr))/index.aspx
https://cogs.ohiosos.gov/(S(vrnyrv2csisthvjgv2q5vshr))/index.aspx
https://www.clevelandohio.gov/sites/clevelandohio/files/Local%20Agent%20in%20Charge%20-%20Overview.pdf
https://www.clevelandohio.gov/sites/clevelandohio/files/Designation%20of%20Local%20Agent%20in%20Charge%20(Fillable).pdf
https://www.clevelandohio.gov/sites/clevelandohio/files/Building%20and%20Housing/Forms%20and%20Resources/HVAC%20Certification%20FormCommercial.pdf
https://www.clevelandohio.gov/sites/clevelandohio/files/Building%20and%20Housing/Forms%20and%20Resources/HVAC%20Certification%20FormCommercial.pdf
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Uploading Documents After Applying for Rental Registration 
 

If you need to upload a lead safe certificate or other document and have already finished the 
application, follow these steps. 

1.  Access the Permit Portal 

• Scan the QR code to the right. 
• Or visit https://coc-prod-publicportal.accela.com 
• Login to your account. 

 
2.  Find Your Rental Registration 

• Click Dashboard to find your record (starts with RR).  Example: RR25-12345 
• This number is in the confirmation email you received after applying.   
• Click Go to Record. 

 

3.  Attach Documents 
• Select Attachments  
• Click Add to upload 

a document. 

 

 

 

 
 

 

 

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fcoc-prod-publicportal.accela.com%2F&data=05%7C02%7CSCahill%40clevelandohio.gov%7C7abf5057f9884ecee01208de31c719d9%7C76e2f9638a1d45bf8e0687a368508b40%7C0%7C0%7C639002928370436653%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=s%2FHb9RbAPGVhuV8bZUxJ50zqPEf1YJqoVn3v0EEvvCw%3D&reserved=0

