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1. Introduction 

This document covers all of the features included in City of San Jose Rent Compliance Portal and their 

respective instructions.  

1.1 Links to Portal and Apps 

1.1.1 Production Version 

Production Web Portal -  https://rentcompliance.sanjoseca.gov/ 

1.2 Terms Explained 

1.2.1 Borrower 

If you are a Borrower, you are responsible for property compliance, but may not deal directly with creating 

and uploading rent rolls. You will receive an invitation email explaining steps to login to the portal for each 

property you are responsible for (this will be a systematic email sent from 

rent.compliance@sanjoseca.gov). 

1.2.2 Property Manager (also called compliance contact):  

If you are a property manager you are the person responsible for creating and submitting rent rolls. If 

your email is already saved in the city’s records for the property, you would also be receiving an invitation 

email for each property you oversee.  

Note: If you were recently added to the property as either a borrower or property manager contact, the 

city may not have your email information to send an invitation email. In such cases, please email 

rent.compliance@sanjoseca.gov or reach out to the City of San Jose Asset Management division. 

(assetsubmissions@sanjoseca.gov) 

  

https://rentcompliance.sanjoseca.gov/
mailto:rent.compliance@sanjoseca.gov
mailto:rent.compliance@sanjoseca.gov
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2. Borrower or property Manager Login 

 

 The City of San Jose already has information recorded for both Borrower and property 

manager emails from their original records including email addresses. Your email has 

already been created in the system with the associated property. In that case there is no 

need to create an account (or register) on the rent compliance portal.  

 Instead you would simply login with the email and credentials in order to see the 

associated property information under the ‘My Dashboard’ webpage. 

o From the Homepage, click on the “Login” button. 
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o On the Login page, enter in your “Username” (email address) and “Password,” 

then click on the “Login” button.  
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2.1 Login/Access to Dashboard 

 Once you have logged in the user will be able to see the “My Dashboard” webpage” and 

the properties they are associated with. 
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2.2 View Property  

 Select view option on each of the selected properties to view property details. 
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2.3 View Property Details 

Upon selecting the view button on a property you will be redirected to the property details webpage. 
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3. Registration/Login as new Compliance Contact (e.g. Manager) 

3.1 Registration as Compliance Contact 

 

Note:  If you have already received an invitation email to login to rent compliance portal, you do not need 

to follow these steps. If that is not the case and you are new to the property, the City of San Jose may not 

have your email address. In such a scenario, you will need to first email 

Rent.Compliance@sanjoseca.gov or reach out to the assigned borrower to get information on enrolling 

in the rent compliance portal. Once you receive instructions from your borrower or the City of San Jose 

please follow the steps below: 

 Register as a Compliance Contact by clicking on the “Register” button as depicted below. 

 Provide the requested information asked of you within the registration process. 

mailto:Rent.Compliance@sanjoseca.gov
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3.2 Compliance Contact Login 

 Once you have provided the requested information and select the  “Register” button, you 

will receive an email from Rent.Compliance@sanjoseca.gov with an activation link.  Once 

you click on the activation link and you successfully register, you will be redirected to the 

Log In webpage. At that point you may proceed with entering the email and password 

you provided during the registration process in order to login to the portal. Note: 

Depending on your email settings your email provider may filter some emails to your 

Spam Folder. Please make sure to check your Spam Folder if you do not see the activation 

email.  

 Once a user has logged in you will be redirected to the “My Dashboard” webpage. 

mailto:Rent.Compliance@sanjoseca.gov
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3.3 Add Property 

 User will be able to add properties as a compliance contact by selecting the Add Property 

button. 
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3.4 Adding a Property as a Compliance Contact 

 In order to add a property as a Compliance Contact you would select the Add Property 

button, a pop up will display where you need to enter the following information to add a 

property,  

o Associated To Property As  

o Property ID  

o Pin. 

 Once all the required information has been entered click on the Add button in order to 

successfully add a property. 

Please Note: You will need to email Rent.compliance@sanjoseca.gov to receive the above 

information. 

 

 

 

 

 

 

 

 

mailto:Rent.compliance@sanjoseca.gov
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3.5 View Property 

 Once the property has been successfully added, you will see the added property under 

the “My Properties” tab.  

  Select view option on property tile to view property details. 
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3.6 View Property Details 

Once you select the view button within the property then you will be redirected to the property details 

page. 
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4. Submit Rent Roll 

4.1 Submit Rent Roll– Compliance Contact & Borrower users 

 

 User can click on the “Rent Roll Submission” button within the inventory details page and 

the user will be directed to the Rent Roll submission webpage. 
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4.2 Submit Rent Roll - Compliance Contact & Borrower User 

 Users can submit a rent roll by uploading the Rent Roll submission template. 

 The Rent Roll must be imported using the template provided on the portal. 

o Users can either download previous years submissions and edit it and resubmit 

for current year or alternatively they can 

o Download a new template and input information for each unit. 

 User upon uploading the completed template must certify its accuracy by selecting the  

declaration checkbox as shown below. 
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4.3 Rent Roll Submitted Successfully - Compliance Contact & Borrower User 

 If the rent roll submission is successful a File Imported Successfully message will display. 

 

4.4 Rent Roll Submission Errors – Compliance Contact & Borrower User 

Below is the list of errors scenarios that will be displayed when submitting rent roll. 

Error message: Certain information must be provided otherwise the system will display an error message. 

Compliance Flag: System will allow submission but there may be other flagged violations or compliance 

review by the CSJ Staff. 

Rent Roll Field Data Rules System error / Flag for CSJ review 

Missing Info or Total Units in 
Rent Roll do not match the 
total units of the property 

All required fields in rent roll should not be 
left blank or total units should match 

System Error. Needs to be corrected 
to successfully submit Rent Roll. 

CSJ AMI Level Total number of units with AMI levels must 
be within the limit set under affordability 
restrictions.  
If a property has an affordability restriction of 
60% AMI level for 10 units then the  Rent Roll 
submission will have no more than 10 units 
with 60% AMI level  

System Error. Needs to be corrected 
to successfully submit Rent Roll. 

Lease Start Date Must not be greater than Rent Roll as of date. Flagged for compliance review by CSJ 
(no upfront system error) 

Lease Expiration Date Should not be less than 1 year from lease 
start date. 

Flagged for compliance review by CSJ 
(no upfront system error) 

Date income was certified at 
move-in 

Cannot be 60 days more than lease start 
date. 

Flagged for compliance review by CSJ 
(no upfront system error) 

Household Percent of AMI at 
move-in 

Must not be greater than CSJ AMI Flagged for compliance review by CSJ 
(no upfront system error) 

Date Last Certified Must be less than 1 year from rent roll as of 
date. 

Flagged for compliance review by CSJ 
(no upfront system error) 

Rent Limit Must be within guideline set for current year. Flagged for compliance review by CSJ 
(no upfront system error) 

Rent Limit Must be within guideline set for current year. Flagged for compliance review by CSJ 
(no upfront system error) 
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4.5 Rent Roll Review by city and submitting corrections 

 

 

CSJ Staff upon review may reject the Rent Roll for corrections for rent compliance. The Rent Roll submitter 

will receive a system generated email notifying rejection “Pending of the rent roll. 

The units that require correction will have flags indicated in red color in the Rent Roll section of the 

property details page. User can login to the Rent compliance portal in order to view the information by 

clicking on the property in their profile. 
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Once the information is corrected on the unit Rent Roll (as displayed above), user will be prompted to 

select the certify check box before resubmitting the information. 


