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ONLINE REGISTRATION AND PAYMENT INSTRUCTIONS 
 

1.  Click on the online registration link on the City of Waterloo Rental Registration webpage.  www.cityofwaterlooiowa.com/rental.This will take you to the log in page. 

 
  

2. HOW TO CREATE A NEW ACCOUNT 
 
A.  Click on activate account to create a new account then complete the form. 
 
B.  The business name must be typed exactly as it appears on the rental registration letter.  
This is because the business name is linked to the permit system.   
 
C.  The start of business is the date that the landlord was first created in the permit system. 
 
D. Check the “I hereby assert that I am an authorized agent of the business described 
above”. 
 
E.  The username and password requires at least seven letters. 
 
F.  The email field is required, as it will send the applicant notifications about permit status 
changes. 
 
G.  Click on the create account button. 
 
H.  Return to the permits website and enter the new log in information. 

http://www.cityofwaterlooiowa.com/rental
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3.  HOW TO RESET A PASSWORD 

 
 
 
 
 

A.  Go to the homepage and click forgot password then complete the form. 
 

B.  The business name must be entered exactly as it appears on the letter. 
 
C.  The start of business is the date that the landlord was first created in the permit 
system. 
 
D. Check the “I hereby assert that I am an authorized agent of the business described 
above”. 
 
E.  The username and password requires at least seven letters. 
 
F.  The email field is required, as it will send the applicant notifications about permit 
status changes. 
 
G.  Click reset password. 
 
H.  Return to the permits website and enter the new log in information. 
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4.  HOW TO REQUEST A PERMIT 
 
A.  Log in to your account and click the Request Permit tab at the top of the page. 

 
 
B.  This will open the permit request page.  The form will auto populate with the phone number on file. 
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5.  HOW TO COMPLETE THE PERMIT REQUEST FORM. 
 
A.  Under the permit type field, select Rental Unit. 
 
B.  Under the worksite address field, enter the physical address of the rental unit. 
 
C.  Under the description of work being done field, enter the unit you are registering out of the total number of units for that address.   
Example: Unit 1 of 8, Unit 2 of 8, Unit 3 of 8, etc. 
 
D.  Fill out all of the required fields on the form.  An asterisk (*) indicates a required field. 
 
E.  When finished, click the continue button at the bottom of the page.  This will take you to the Billing and Payment page. 
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6.  BILLING AND PAYMENT 
 
A.  To register multiple units, click on the Request Permit button at the bottom of the page.  This will take you back to the request permit page. 
 
B.  To pay with a check send payment to City of Waterloo, 715 Mulberry Street, Waterloo, IA 50703.  Please include a listing of the rental unit permits you are paying for when 
you send the check. 
 
C.  To pay by credit card, check the box next to the permits and click the complete payment button.  
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7.  PAYMENT INFORMATION. 
 
A .  Check the terms and conditions box then click the pay with credit card button.    B.  This will open the billing information page.  Complete the form and select  

     make payment. 
 

  
 
Staff will review the permit information and issue the permit once payment is received.  You will receive an email notification when your permit status changes.   


