Rental Registration and Inspection Ordinance (RRIO)
Improving and preserving safe and healthy housing for all Seattle renters

ACA Account Management

Purpose

This instruction sheet provides you with step-by-step instructions for managing your ACA Account in the RRIO
online system. In order to edit your account information, you must first have a user account set up. If you
need to set up a user account, use the instruction sheet: Creating a New User Account.

Steps to Manage you ACA Account

1. Inyour web browser, navigate to the Seattle Services Portal:

https://cosaccela.seattle.gov/Portal/welcome.aspx. Sign in using your username and password.
2. Select the Account Management link at the top.

Seattle Services Portal

MHome EMy Records @Help

n Announcements Logged inas:Test Test Collections (0) ¥ Cart (0" Account Management RG0S

Search All Records

Welcome, Test Test
You are now logged in.

+ Create New

« Building Tune-Ups

« Complaints - Building & Property

« Licenses - Short Term Rentals

¢ Licenses - Taxi & For-Hire

« Licenses - Trade & Equipment

* Permits - Parking & Truck

+ Permits - Street Use

* Permits - Trade, Construction & Land Use
* Rental Housing Registration (RRIO)

M Schedule

To schedule an inspection or appointment
enter your record number in the search box
above

For more information, see How to Schedule an
Inspection or Appointment.

For information on how to schedule a large
sign confirmation, see How to Submit an
Environmental Sign Installation Notification

Q Find Existing
« Complaints - Building & Property
« Licenses - Short Term Rentals
« Licenses - Taxi & For-Hire
+ Licenses - Trade & Equipment
« Permits - Parking & Truck
¢ Permits - Street Use
* Permits - Trade, Construction & Land Use
¢ Public Notices
+ Rental Housing Registration (RRIO)
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3. This page can’t be modified. It shows you the type of account you have. There are 4 sections in account
management:

e Account Type — this shows the type of user account you have. It can’t be modified.

e Login Information — this is the login information on your account. Click on the Edit button to modify
the information.

e License Information — this section is to edit or enter professional license information on your
account. Click on the Add a License button to modify the information.

e Contact Information — this section is to edit or enter multiple contacts used in multiple
registrations. Click on the Add a Contact button to modify the information.

Manage Your Account

“our current account information iz shown below. Click an Edit button to update information within a section.

Account Type

Seattle Senices Portal

Login Information —_— E

User Mame: jennatrain

Email: jenna.ormson@eesttie gov
Password: e

Security Question: Dog's Name?

License Information — R

‘fou may add professional licensa(s) to your account by clicking the Add a License button. We may need to validate your professional license(s) before you can uss it.

Showing 0-0 of
License Number License Type Expiration Date Status Action
No records found.
< >
Contact Information ——

If you want to change your primary contact, see Get Support.
Showing 1-1 of 1 | Download Resuits
First Name Last Name Business Name Action

Test Test Actions -
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4. To edit your login information, click Edit.

Login Information

Usar Mame: jennatrain

Emsail: jenna.omsoni@seattle gov
Password: =

Security Question: Dog's Mame?

5. Update your information and click Save.

Login Information ®
~
* Old Password:
* New Password:
* Confirm Password:
4" Enter Security Question: (7]
A Answer: @
m Back to Account Management b

6. The license section allows users to add professional licenses that are required for certain types of permit
applications. You can add a new professional license by clicking on the Add a License button and following
the process. The City may need to validate your professional license(s) before you can use it.

This license section generally does not apply to the RRIO program and Private Inspectors must submit or
update their credential information by updating their 002-private inspector registration number.

License Information

“ou may add professional license(s) to your account by clicking the Add a License button. We may need to validate your professional license(s) before you can use it

Showing 0-0 of O
License Number License Type Expiration Date Status Action

Mo records found.
< >
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7. Add a new contact by clicking the Add a Contact button.

Contact Information (_Add a Contact )

If you want to change your primary contact, see Get Support.

Showing 1-1 of 1 | Download Results

First Name Last Hame Business Mame Bction

Test Test

8. Select the Contact type — either Individual or Organization. Then click Continue to proceed.

Select Contact Type b
*T =

) —
@sc&rﬂ Changes

9. Enter all the required contact information then click Continue to proceed.

Contact Information

* First: Midadle: Last:
* Address Line 1:
Address Line 2:
* City: * State: * Zip:
SEATTLE WA
Country:
United States v
* Primary Phone: Secondary Phone:

=1 ] =1 1

* Email:

‘ Digcard Changes

700 5th Avenue, 20th Floor

( City of Seattle
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10. The new contact is now added to your user account. If you need to edit the new or existing contact
information, click the blue Action drop-down in the contact row and select View to make edits.

Add a Contact

Contact Information

If you want to change your primary contact, see Get Support.

Showing 1-2 of 2 | Download Resulis

First Name Last Name Business Name Action
Test Test Actions -
—
Testl Testt View
Remove
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