
 

Creating a Rental Property 
Registration 
 

 Purpose 

This instruction sheet provides you with step-by-step instructions for creating a property registration in the 

RRIO online system. In order to register your property online, you must first have a user account set up and a 

credit card for payment. If you need to set up a user account, use the instruction sheet: Creating a New User 

Account. 

 

Steps to Register a Rental Property 

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

https://cosaccela.seattle.gov/Portal/welcome.aspx. Sign in with your username and password. 

2. Select Rental Housing Registration (RRIO) under the Create New section. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. On the next page, click on the Rental Housing header to open the drop-down menu of available actions.  

 

 
 

 

https://cosaccela.seattle.gov/Portal/welcome.aspx
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 4. Select Rental Property Registration and then click the Continue Application button.  

 

5. Search for the rental property address by entering in the address information and then clicking the Search 

button. If you received a pre-registration letter, then you can enter the pre-registration number that was 

listed on the letter which will pre-fill the property information to proceed. 
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 6. When searching for an address, there may be more than a single result.  Select the correct address for the 

rental property from the populated list. If the property address is not on the results list, select an address 

that is the closest and then click Select to proceed. 

 

7. The registration will auto-fill with the address you selected.  If you need to change or edit the address, you 

can do after the address has populated. Then click Continue Application to proceed. 

 

 

 

Change the address of the property here if 

needed before continuing with the application. 
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 8. The registration will now prompt you fill in contact information regarding the rental property. RRIO Rental 

Property registration requires 3 contact types: applicant, owner, and tenant contact for repairs. Use the 

Select from Account button if you wish to add information from your User Account. Use the Add New 

button if you wish to add someone that is not listed in your user account. Use the Look Up button if you 

wish to add a contact that may already be in our system.  
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 9. Once you have added the 3 required contacts to the registration, you can click Continue Application to 

proceed.  

 

 

10. Enter the number of rental units that are available for this property. This number includes both units 

rented and may be available for rent. Do not include non-residential units or units typically not for rent.  

 

In the Property Information section, provide the Property Name and declare if the property is a newly-

constructed or substantially altered property. 
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 Click the Add Units button to add a single unit or use the drop-down box next to Add Units to add multiple 

units. A popup menu will appear allowing rows to be added. Click on the number of rows to be added to fill in 

unit information. The total number of rows added should match the Number of Rental Housing Units field. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
When you list your unit identifiers, you are also asked to indicate whether the unit is a Top Residential Floor or 

Lowest Residential Floor. 

 

 

 



 

Creating a Rental Property 
Registration 
 

 11. RRIO rental property registration requires that all registered rental units comply with the RRIO Checklist 

standards as listed at the bottom of the screen. You may evaluate the requirements yourself or hire an 

inspector to perform a pre-registration inspection to ensure that rental units meet the standards. Click the 

checkbox next to the statement that indicates compliance with the standards and use the drop-down box 

to choose who has evaluated the RRIO Checklist. Click on the Continue Application button to proceed. 
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 12. Indicate if any improvements were made to the property in order to meet the RRIO Checklist standards. If 

no is selected, then click the Continue Application button to proceed.  

 

 

 

 

 

 

 

 

If yes is selected a list of questions will appear.  Use the drop-down menu to indicate the range of investment 

made on improvements. Click the checkboxes next to the high-level items that were improved. Once complete 

click on the Continue Application button. 
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 13. A summary of the information that has been entered will appear for review. If any changes need to be 

made before final submission, click on the Edit button to the right of the category that needs to change. 

Once all information is reviewed to be correct click on the Continue Application button. 

 
14. The RRIO rental property registration fee is $70 for a property and it includes the first rental unit. Each 

additional unit after the first unit is $15. For example: 
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 15. The RRIO online system will calculate the fee for registration based upon the number of units entered on 

previous screens. Click the Check Out button. 

 
 

You can only pay with a debit or credit card online. Click Checkout again to proceed. If you wish to pay using a 

check, please click on the How do I Pay by Check? link which takes you to an instruction page. 
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 16. Enter all the required the payment details and the click the Submit Payment button. Please do NOT click 

the Submit Payment button more than one time. If you receive an error or feel your payment did not go 

through for any reason, please call the RRIO line at (206) 684-4110. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

Only use the (+1) field if entering an 

international code. 
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 17. Congratulations! A confirmation screen will appear with RRIO registration record number to verify that the 

rental property has been registered with RRIO. You may choose to print or save this receipt.  

 

Your RRIO registration certificate will be emailed to you as an attachment. Please print your RRIO Registration 

Certificate and post it in a visible location in the rental property or provide a copy to all tenants. All new 

tenants should receive a copy of the RRIO Registration Certificate as part of their lease agreement. 

 

 
 

Having Trouble? 
If you are experiencing any difficulties in creating a RRIO rental property registration, please contact the RRIO 

Helpline at (206) 684-4110. 


