
Residential Rental 

Registration Walk Through

8/18/20



Table of Contents

1. ezTrak Edge home page portal 

2. ezTrak Account Registration 

3. Fill out ezTrak login and contact Information 

4. Enter address of rental property to begin 

ezTrak Online Residential Rental Registration 

(RRR) Application Process

5. Apply for Residential Rental Registration 

6. Enter address and find parcel number and 

owner

7.   Enter rental property information details 

8. Enter property ownership type and property 

ownership contacts

9. Review information entered on residential rental 

registration application 

10. Review application fees 

11. Select item to pay

12. Enter payment information 



Setting Up My Account in ezTrak

Go to: eztrak.cagis.org/CitizenAccess/Default.aspx



Step 1: ezTrak Edge Home Page Portal

Go to: Click on 
“Register” in the 
menu (on top) and 
enter the 
information 
prompted.



Step 2: ezTrak Account Registration

 Agree to terms.

 Click on “Continue 

Registration” to move 

on  



Step 3: Fill Out ezTrak Login Information

 Enter your login 

information into the 

CAGIS Citizen Portal 

Login Information 

sections.  All of the 

fields in this section 

are required. (As 

indicated by 

asterisks).

 Click Add



Step 3: Cont…
 Enter your contact 

information into the 

appropriate fields on 

the Contact 

Information pop-up 

window.  Required 

fields are marked 

with asterisks.

 After completing 

your contact 

information, click 

CONTINUE.  

 TIP – If a single 

individual is to be 

used for multiple 

contacts.  Add the 

contact to your 

account to select 

during the 

application process.



Step 3: Cont…

 After account 

information and 

contact information 

have been 

successfully entered, 

a summary of the 

account will be 

displayed

 After successfully 

making your ezTrak

account, click on the 

“New” tab in the top 

right corner of the 

screen. 

 A drop-down  menu 

will appear, select 

“Residential Rental 

Registration” to 

move on. 



Step 4: Enter Rental Property Address to begin 

the Residential Rental Registration Process

 Enter rental property 

address to begin 

online application.

 Select the address 

as it drops down 

from the search bar 

at the top of the 

map. 

 Click on “Next” after 

your rental property 

address has been 

selected to continue 

with the application 

process. 



Step 5: Apply For Residential Rental 

Registration 

 Click on “Apply” to 

begin Residential 

Rental Registration.



Step 6: Enter Address, Get Parcel Number and 

Owners name

 Check address field 

for correct address

 Click on “Get parcel 

number and owner” 

button

 Click on “CONTINUE 

APPLICATION” to 

move on.



Step 7: Enter Rental Property Information 

Details 
 Enter general information details.

 If you answered No to the three 

determination questions, continue 

answering the three remaining 

required questions listed below.

 Enter accessibility information. 

 If there are no units in the property 

that are wheelchair accessible, click 

No to the question below and proceed 

to section 3-unit information. 

 If the property does have wheelchair 

accessible units then complete the 

additional accessibility questions.

 Enter rental unit information. 

 Fill out each section based on the 

number of bedroom rental units.  For 

example, if you have three 1-Bedroom 

rental units and three 2-Bedroom 

rental units, you would, answer the 

question below.



Step 7: Enter Rental Property Information 

Details 

 The bottom two groups of questions 

within the rental unit section are 

required if you have rental units over 

5 bedrooms or studio units. 

Complete those questions if they are 

relevant to your property. 

 Please note that the total number of 

rental units entered in the General 

Information Section must equal the 

sum of rental units entered in the 

Rental Unit Information Section.

 After these sections have been filled 

out Click on “CONTINUE 

APPLICATION” to proceed.



Step 8: Enter Property Ownership Type and 

Property Ownership Contacts

 Select ownership type 

and fill out property 

owner and ownership 

contact(s) information. 

 Once the Ownership 

Type is selected, click 

on the “Select From 

Account” button to load 

previously entered 

owner and contact 

information or click on  

“Add New” button to 

enter a new contact.



Step 8 Cont… Enter Property Ownership Type 

and Property Ownership Contacts

 Select contacts from 

account

 TIP: The ownership type 

must match a 

corresponding contact 

type, or you will be 

unable to move along 

the application process. 

(ex. If the ownership 

type is a “Partnership”, 

then the contact type 

must also be a 

“Partnership”).

 Continue when 

ownership type and 

corresponding contact 

type information have 

been added.



Step 8: Enter Property Ownership Type and 

Property Ownership Contacts
 Enter primary contact 

details.

 Enter person in 

control’s details.

 Enter emergency 

contact details. 

 Add contacts by 

clicking “Select From 

Account” button to 

streamline this portion 

of the application 

process.

 TIP – If a single 

individual is to be used 

for multiple contacts.  

Add the contact to 

your account by 

clicking “Add New” 

button.



Step 8: Cont… Select Contact Information from 

Account

▪ Select Contact 

from Account for 

the Primary 

Contact, Person in 

Control, and 

Emergency 

Contact types to 

speed up this part 

of the process.

▪ After each of the 

three sections 

have had the 

corresponding 

contact  

information added, 

click the Continue 

Application button 

to move on. 



Step 8: Cont…

▪ Enter person in 

control’s contact 

information after 

primary contact 

has been entered.



Step 8: Cont…

▪ Enter person in 

control’s contact 

information.



Step 8: Cont…

▪ Enter emergency 

contact 

information after 

person in control 

has been entered.



Step 8: Cont…

▪ Enter emergency 

contact 

information.



Step 8: Cont… 

 Click on “CONTINUE 

APPLICATION” after 

the three sections are 

successfully filled out 

to move on.



Step 9: Review Information and Check For 

Correctness

 Review all information entered on application 

thus far and check for correctness.

 If all information seems accurate to the best of 

your knowledge, check the box at the bottom of 

the page to confirm your information is accurate, 

doing so amounts to your consent to 

electronically sign the application. 

 Then click on “CONTINUE APPLICATION” to 

move on.



Step 10: Review Application Fees

 Review application 

fees.

 Remember, each unit 

costs $1.04 one dollar 

and four cents per 

unit.  

 Click on “CHECK 

OUT” after thorough 

review of application 

fees to move on.



Step 11: Select Item(s) To Pay

 Select item(s) to pay.

 TIP: For owners with 

multiple buildings, stop at 

this point (progression 

step 1 on the Cart 

webpage) before 

“Checking Out”, select 

“NEW” in the upper right-

hand corner of this page 

to add all owned 

properties and pay for 

them all at once at the 

end of the application 

process.   

 Once all owned rental 

properties have been 

entered, click on 

“CHECKOUT” when 

ready to move on. 



Step 12: Enter Payment Information 

 You may pay with a credit 

card or bank account.

 Credit cards accepted: 

American Express, Master 

Card, Visa 

 Once all payment 

information is filled out 

correctly, click on “SUBMIT 

PAYMENT” to continue.

 Upon submission you will 

receive an email confirming 

your receipt for your records. 
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and Inspections Dept.


