Montgomery County Maryland
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Landlord User Manual

Version 2.0



Table of Contents

LYoo [U T { o] o PPN 4
(7= Y= 85 ] €= (=T IR 4
(01 ¢=T= 1 {1 aY=0=] o 17 A VedoTo 18 1 o | AP UPPN 4
(oY =1=11 V=31 | o H PP PRIt 6
LanNdiNg PAZE OVEIVIEW ...vunieniiiitieiieei et ettt ete et et ete et eeuetaeeteeenatasanneansesnsesnsensssnsenssensssnstnsrensssnsenneenns 6
Viewing Property and UNit DETAILS ..uu vttt ee et e e ea et e et et saneaneaneanansansansensansennn 7
A AL g Y= Yo 1 BTl o] (o] o 1] ¢ (=T S PP PPRRN 7
VIEWING YOUT UNITS . eneniiniiiieietet ettt ettt et et et ettt et et e e eaeaeea e eneeneaeaeaeneennananstneensenannanenaenaeneansenns 8
Registering Your FiIrSt RENT AN FEE .....iuiiiiiiiiii ettt et e st eaaae 9
Register Your First Rent and Fees foralLease ona UnNit.....cciiiiiiiiiiiiiiii et e e e eens 9
RegiSTErNNG RENTS AN FEES ouiiniiiiiiiiiiiii e et e et e e e e eae e e et ea st aneaneanesnsnnsnssnsensensensensenns 12
Register Rents and FeesforalLease on aUnNit.....cociuiiiiiiiiiiiiiiiiii e 12
Viewing and Editing RegiStered LEASES ....cvuiuiiiiiiiiiiiii ittt e 14

PY o] o] 1 z= 1 o] o = PPN 15
(OF=] oY1 €18 11 91 o] o1V 2 011 o | RPN 15
Submitting a Capital Improvement PEtition ........cooiiiiiiiiiiiiii e 15
Uploading additional information to a Capital Improvement SUbmMISSION .......ccvviiiiiiiiiiiiiiiiiiiennne. 15
SUDSTANTIAL RENOVATION ..cceuiiiiiiiiiiiiii ettt e et e et e eaa e eeae e eaaeeaaeeanees 16
Submitting a Substantial Renovation APPLCAtION .......iuniiiiiiiiiiiiie e e e e e e e e eaaeans 16
Uploading additional information to a Substantial Renovation Submission .........cccceviiiiiiiiiiiiiinnennne. 16

Fair RETUIN ot e e e e b e eaa e e s e saa e aans 17
Submitting a Fair Return APPLICATION .....iuniiiiiiiiiiiee et e e e et e e e e e e saeeaeeneenesneaneananns 17
Uploading additional documents to a Fair Return SUDMISSION ...ccuiiiiiiiiiiiiiiiiiicee e, 17
ACCOUNT MANAGEIMENT....eeiiiiiiiiieeti et ee et et et ettt tuetnetneanreneanantnstnsansansssssnsnssnsensensensessssssssnsensensensenns 18
ChanGINg PasSSWOI ....uuiuiiiiniiniiiieiie ettt ettt ee et et et et eaeneansensansensanssnsnssnsensensensenssnsnssnssnsensensensens 18
101 o] oo ]t &F=TaTo I aT=T-To 10| f oY TR 19
Locating POrtal ManUaLl ....... ...ttt ettt et e e et et e e e e e e e e e et e e eaaeanes 19
Viewing History of Allowable Rent INCrease RateS....c.viuiiiiiiniiiiiiriiieieiecie et et et eaea e et s e eaneanens 19
Navigating to Other DHECA SYSTEMIS ..iuiiiiiii ittt ee et et ea et eaeneenstnsansansessssenssnsensensansensannn 19
(070] g} ¢=Tox B 101 o] o o] o S5 RR 20






Introduction

Welcome to the Montgomery County Maryland DHCA Rental Housing Portal. This portalis
designed to help landlords comply with the county's rent stabilization regulations by
enabling them to register rents and fees for each unit in their properties and to submit
various applications. This user manual provides step-by-step instructions to navigate and
utilize the portal effectively.

Getting Started

Creating an Account

1) Visit the Landlord Portal: Open your web browser and navigate to the Landlord
Portal. Then click ‘Sign Up Now’

AccessMCG
Signin

Sign in with your email address
Email Address

Email Address

Password Forgot
Password

Don't have an account? Sign up now

2) Start account creation: Enter Your Email address and Click 'Send Verification
Code'
**Please enter the same email address registered for your Licensing account.

User Detalls

Verification is necessary. Please click Send button.
Email Address

Email Address is required

ru, Address

Send verification code



3) Verify your account: In the field displayed, Enter the verification code received in
your email and Click 'Verify Code'

User Details

Verification code has been sent to your inbox. Please copy
it to the input box below.
Email Address *

-@outlook.com

Verification code

|Verification code

4) Fillinthe account creation form:
a. Enteranew password and enter the same password in the Confirm
password field.
b. Enter First Name and Last name

New Password *

New Password

Confirm New Password *

Confirm New Password

First Name *

First Name

Last Name *

Last Name

Street Address
Street Address

City
City

State/Province
State/Province v

Zip Code
Zip Code

Cancel

c. Optional: Enter Street address, city, state and zip code.
5) Submit Form: Click 'Create' to submit your account creation and proceed to the
sign in page. Use your email and new password to sign into the Rental Housing
Portal



Logging In

1. Visit the Landlord Portal Website: Open your web browser and navigate to
the Landlord Portal.

AccessMCG
Sign in

Sign in with your email address

Email Address
Email Address

Password Forgot your password?

Password

Don't have an account? Sign up now

2. Enter Your Credentials: Input your registered email address and password
in the login form.
3. Login: Press the ‘Login’ button to access your dashboard.

Landing Page Overview

Upon logging in, you will be taken to the Landing page. The landing page provides an
overview of the rental housing portal, communications from DHCA on regulation
requirements, highlights of alerts/deadlines and information of support resources.

'ﬂ RENTAL HOUSING PORTAL
LK.

Department of Housing and Community Affairs Welcome: Apps DHCA

# RentalHouses~ Registered Rents/Fees Petitions~ Landlord Resources~ Other Portals+ Logout

Welcome to the Montgomery County DCHA's Rental Housing Portal!

The Rental Housing Portal allows landlords, tenants, and the public to access housing rental information and rent stabilization regulations and requirements. Landlords must register all rents and fees
charged for new leases and lease renewals at the time of signing. This requirement applies to both regulated and exempt units. Please see the Portal Manual under the Useful Resources tab for
instructions on registering a new lease and a renewal.

It is highly recommended that landlords register rents for all units (active leases, new leases, and lease renewals) now to save time during future rent registration updates.
Please note the following increases. The CPI-U and Maximum Allowable Rent Increase are valid from July 1, 2024, until June 30, 2025

= Voluntary Rent Guideline (VRG): 2.6%
» Consumer Price Index- Urban (CPI-U): 3.3%
. il A Rent 1 6%

ATTENTION! The Rent Stabilization Regulations are effective as of July 23, 2024, and landlords must take the necessary steps to comply. All the regulated and voluntary fees must be Regulation
compliant within 90 days of the effective date!




Viewing Property and Unit Details

Viewing your properties

1. Navigate to the Properties Section: Visit the Landlord portal and Select 'Rental
Houses' from the menu, then Select 'Properties' from menu drop down

¥ RENTAL HOUSING PORTAL

Department of Housing and Community Affairs

A Registered Rents/Fees  Petitions~ Landlord Resources~ Other Portals~ Logout

Properties
Ren

Units

Drag| Property Contacts by that column

2. View your units: The portal will display all the individual properties associated with
your account along with each property’s details.

Rental Houses / Properties

Drag a column header here to group by that column ‘ Q

Property T Street Address Structure Type Year Built Tax ID Troubled, At- Total CIPs FRPs SRPs
Risk Units

3. Sort your properties: You can sort your properties by any of the columns displayed
by clicking on the column name by which you want to sort your units in ascending or
descending order. You can also sort your units by selecting and dragging a column
header to the area indicated by “Drag a column header here to group by that
column” on top left of the properties table.

4. Search for your properties: You can search by entering a value in the 'Search’ field
(right side of the screen above the table shown)



Viewing your units

1. Navigate to the Units Section: Visit the Landlord portal and Select 'Rental Houses'
from the menu, then Select ‘Units’ from menu drop down

¥ RENTAL HOUSING PORTAL

Department of Housing and Community Affairs

A PRELIEINEGIEIS g Registered Rents/Fees  Petitions~  Landlord Resources~  Other Portals~  Logout

Properties
Ren P

Units

Drag Property Contacts by that column

2. View your units: The portal will display all the individual units associated with all
your properties.

Rental Houses / Properties / Units

Drag a column header here to group by that column ‘

dress Unit# For MPDU? Troubled, Condem... Estimate Registered
Rent? At-Risk Rents

3. Sort your units: You can sort your units by any of the columns displayed by clicking
on the column name you want to sort your units by that column. You can also sort
your units by selecting and dragging a column header to the area indicated by “Drag
a column header here to group by that column” on top left of the properties table.

4. Search your units: You can search by entering a value in the 'Search’ field (right side
of the screen above the table shown)



Registering Your First Rent and Fee

Register Your First Rent and Fees for a Lease on a Unit

1. Navigate to the Properties Section: Visit the Landlord portal and Select 'Rental
Houses' from the menu, then Select 'Properties' from menu drop down

L B Rental Houses~ EHBEEELENTIZEES

Properties
Ren

Units

—~
n

Drag  Property Contacts by that column

2. Locate the units within your selected property: Click on the Number displayed in
the “Total Units” column corresponding to the property you would like to register
rent and fees.

Total

. Units

3. Select a unit to register: The portal will display a list of your units. On the list
displayed, click on the number in the 'Register rents' column corresponding to the
chosen unit, located on the far right of the table.

Registered
Rents

N )




4. Adding The First Rent : System will navigate to the 'All registered Rents/fees' page
of the selected unit, click “Add New” on the right-hand side above the table

‘ Add New

Lease Start Date Lease End Date Duration (months) Allowable Rent Rent Fee Surcharge Total Charge Banked Amount Exe... Date |
Updated

5. Setting your Baseline: Start your first rent registration for the selected unit by
answering if you had an active lease as of 7/23/2024 (Rent stabilization regulation
effective date) with a Yes or No.

Do you have a lease on July 23 20247

- Please select one option - v

Cancel

a. IfYes, then the system will provide a form for the current rent and motor vehicle
parking fee for the active lease as of 7/23/2024. Please enter and submit all the
applicable fields: Rent amount, Lease start and end dates, any applicable motor
vehicle parking fees and the last increase date for the rent and the fees provided.

**If your lease end date for this baseline lease is later than the current date then
you will finish your baseline rent registration here and return to the Units table to
continue registering any future leases that start after the end of your current

lease.

Do you have a lease on July 23 20247

Yes v

Register base rent and parking fees just before July 23 2024. Then register all subsqent leases after this one before you start a new lease.

Rent Amount on July 23 2024 Last Rent Amount Increase Date ]
Covered Assigned Parking ($) @ Covered Unassigned Parking ($) @&
Uncovered Assigned Parking ($) @ Uncovered Unassigned Parking ($)
®
Tandem Parking ($) @ Last Parking Fee Increase Date ]

Cancel




b. If No, then the system will navigate you to a lease registration page to enter any
leases that are available after 7/23/2024.

Step 1/2:

Lease Start* ]

Please check the following Exemption conditions. Select ones that apply or No exemptions

[J No Exemption

O The unit is less than 23 years old

[J The unit is an accessory dwelling unit

O The unit is subject to a regulatory agreement with a governmental agency that restricts occupancy of the unit to low and moderate
income tenants

O The unit is owned by an individual with 2 or fewer rental units within the County and is either a natural person or a trust or estate of
a decedent

[ The unit is a transient lodging facility (Airbnb not hotel)

Cance'

1) Continue with the Registration: Click on the 'Lease start date' and select
the date. Then select any applicable exemptions or ‘No exemptions'from the
check box selectors displayed and Click ‘Next’

2) Fillin Property Details: Enter the required information such as Lease end
date, Rent amount, any fees that you charge in the required fees section and
enter any optional fees you would like to include from the optional fees.

3) Submit the Form: Click "Submit" to add the property to your account.



Registering Rents and Fees

Register Rents and Fees for a Lease on a Unit

1. Navigate to the Properties Section: Visit the Landlord portal and Select 'Rental
Houses' from the menu, then Select 'Properties’ from menu drop down

L B Rental Houses~ IEHREELENTIEES

Properties .
n lits

Units

Drag Property Contacts by that column

2. Locate the units within your selected property: Click on the Number displayed in
the “Total Units” column corresponding to the property you would like to register
rent and fees.

Total

. Units

3. Select a unit to register: The portal will display a list of your units. On the list
displayed, click on the number in the 'Registered rents' column corresponding to
the chosen unit, located on the far right of the table.

Registered
Rents

N )




4. Adding a new Lease: System will navigate to the 'All registered Rents/fees' page of
the selected unit, click “Add New” on the right-hand side above the table

‘ Add New

Lease Start Date Lease End Date Duration (months) Allowable Rent Rent Fee Surcharge Total Charge Banked Amount Exe... Date 1 h
Updated

5. Start the Registration: Click on the 'Lease start date' and select the date. Then
select any applicable exemptions or ‘No exemptions' from the check box selectors
displayed and Click ‘Next’

Step 1/2:

Lease Start* o]

Please check the following Exemption conditions. Select ones that apply or No exemptions

O No Exemption

) The unitis less than 23 years old

O The unitis an accessory dwelling unit

O The unit is subject to a regulatory agreement with a governmental agency that restricts occupancy of the unit to low and moderate
income tenants

O The unit is owned by an individual with 2 or fewer rental units within the County and is either a natural person or a trust or estate of
a decedent

O The unitis a transient lodging facility (Airbnb not hotel)

6. Fillin Property Details: Enter the required information such as Lease end date,
Rent amount, any fees that you charge in the required fees section and enter any
optional fees you would like to include from the optional fees.

7. Submit the Form: Click "Submit" to add the property to your account.



Viewing and Editing Registered Leases

1) Navigate to the Registered Rent/fees Section: Visit the Landlord portal and Select
'Registered Rent/Fees' from the menu

2) Choose the record you want to edit: Choose a lease record from the list, then click
on the ‘Details’ Button corresponding to the lease you want to view or edit, this
button is shown on the last column of the table for each record.

**you can only edit registered rent and fees for the most recent lease record for
each unit.
3) Edit your lease: make changes to any of the fields displayed in Register Rent and
Fees Form and click ‘Submit’ to save your changes.



Applications

Capital Improvement

Submitting a Capital Improvement Petition

A W N =

)
)
)
)
)

ol

Navigate to Landlord portal

Select 'Rental Houses' from the menu

Select 'Properties' from menu drop down

Choose a property to submit a Capital Improvement application

In the 'Capital Improvement' column displayed Select the corresponding 'Add'
button to the property chosen

System will navigate to Capital Improvement page then Select 'Add New' button on
the right-hand side of screen

Select the 'Download' link and verify the Capital Improvement application PDF is
downloaded and Complete and Save the application to your device

Click 'Continue’

Enter a title for the CIP application in the 'Title' field

10) Enter a cost associated with the Capital improvement in the 'Capital

Improvement Cost' field

11) Click the 'Select File' button next to 'Upload Completed Capital Improvement

Application (PDF)' and choose the filled in CIP application saved in step 7

12) Click 'Submit'

Uploading additional information to a Capital Improvement Submission

A W N =

)
)
)
)

Navigate to Landlord portal

Click on the Menu item ‘Applications’

Select 'Capital Improvement’ from the menu drop-down

System will navigate to Capital Improvement page showing your all your Capital
Improvement submission

In the 'Action' Column select 'Detail’

System will navigate to 'Manage Capital Improvement for Property: [Your Property
address]' view

Select the 'Upload Files' Tab

Click the 'Select File' button and choose the desired file to upload

Click the 'Document Type' selector and choose the file identifier that matches your
upload or select ‘Other’

10) Enter a description in the 'Short Description' text box
11) Select 'Upload’



Substantial Renovation

Submitting a Substantial Renovation Application

a b~ WO N =

)
)
)
)
)

8)
9)

Navigate to Landlord portal
Select 'Rental Houses' from the menu
Select 'Properties' from menu drop down
Choose a property to submit a Substantial Renovation application for
In the 'Substantial Renovation' column displayed Select the corresponding 'Add'
button to the property chosen
System will navigate to Substantial Renovation page then Select 'Add New' button
on the right-hand side of screen
Select the 'Download’ link and verify the Substantial Renovation application PDF is
downloaded
a. Complete and Save Substantial Renovation application to your device
Click 'Continue'
Enter a title for the Substantial Renovation application in the 'Title' field

10) Click the 'Select File' button next to 'Upload Completed Substantial Renovation

Application (PDF)' and choose the filled in Substantial Renovation application

savedinstep7.a

11) Click 'Submit'

Uploading additional information to a Substantial Renovation Submission

W N =

)
)
)
)

N

Navigate to Landlord portal

Click on the Menu item ‘Applications’

Select 'Substantial Renovation' from the menu drop-down

System will navigate to Substantial Renovation page showing all your Substantial
Renovation submissions

In the 'Action' Column select 'Detail'

System will navigate to 'Manage Substantial Renovation for Property: [Property
address]' view

Select the 'Upload Files' Tab

Select the 'Select File' button and choose the desired file to upload

Select 'Document Type' selector and choose the file identifier that matches your
upload or select ‘Other’

10) Enter a description in the 'Short Description' text box
11) Select 'Upload’



Fair Return

Submitting a Fair Return Application

a b~ WO N =

)
)
)
)
)

9)

Navigate to Landlord portal
Select 'Rental Houses' from the menu
Select 'Properties’ from menu drop down
Choose a property for which you want to submit a Fair Return application
In the 'Fair Return Application' column displayed Select the corresponding 'Add’
button to the property chosen
System will navigate to Fair Return page then Select 'Add New' button on the right-
hand side of screen
Select the 'Download' link and verify the FRP application PDF is downloaded
a. Complete and Save FRP application to your computer/Drive
Click 'Continue’
Enter a title for the CIP application in the 'Title' field

10) Click the 'Select File' button next to 'Upload Completed Fair Return Application

(PDF)' and choose the filled in Fair Return application saved to your device in step
7.a

11) Click 'Submit’

Uploading additional documents to a Fair Return Submission

Navigate to Landlord portal

Click on the Menu item ‘Applications’

Select ‘Fair Return’ from the menu drop-down

System will navigate to the Fair Return page showing all your Fair Return
submissions

In the 'Action' Column select 'Detail’

System will navigate to 'Manage Fair Return for Property: [Your Property address]'
view

Click the 'Upload Files' Tab

Click the 'Select File' button and choose the desired file to upload

Select 'Document Type' selector and choose the file identifier that matches your

upload or choose ‘Other’

10) Enter a description in the 'Short Description' text box
11) Select 'Upload’



Account Management

Changing Password

1) Visit the Landlord Portal Website: Open your web browser and navigate to the
Landlord Portal.
2) Start your password reset: Click on ‘Forgot your password?’

AccessMCG

Signin
Sign in with your email address
Email Address

Email Address

Password .

Password

Don't have an account? Sign up now

3) Verify your account: Enter Your Email address and Click 'Send Verification
Code' Then in the field displayed, Enter the verification code received in your
email and Click 'Verify Code".

AccessMCG
AccessMCG
User Details
U Ser Deta I IS Verification code has been sent to your inbox. Please copy
it to the input box below.
Email Address
Verification is necessary. Please click Send button
. [ e
Email Address
Fmail Address Verification code
) at 4
B
=

4) Create a new password: Once your email is verified you will see the ‘Change
Email’ and ‘Continue’ button, Click on continue to proceed with your passowrd
reset. Enter a new password and confirm your password. Then Click ‘Continue’
to finish resetting your password

AccessMCG

User Details

New Password *

New Password

Confirm New Password *

Confirm New Password

Continue Cancel



Support and Resources

Department of Housing and Community Affairs

'g RENTAL HOUSING PORTAL

# RentalHouses~ Registered Rents/Fees Petitions~ Other Portals~  Logout]

Portal User Manual
Welcome to the Montgomery County DCHA Allowable Rent Increase Rates [al!

Rent Stabilization Regulation

Locating Portal Manual

1. Navigate to Landlord portal
2. Select 'Landlord Resources' from the menu

3. Select 'Portal User Manual' from menu drop down

Viewing History of Allowable Rent Increase Rates
1. Navigate to Landlord portal
2. Select 'Landlord Resources' from the menu

3. Select 'Allowable Rent Increase Rates' from menu drop down

Navigating to other DHCA systems

’q RENTAL HOUSING PORTAL |
w Department of Housing and Community Affairs

# Rental Houses~ Registered Rents/Fees Petitions~ Landlord Resources- EelGUZSGIElT Logout

License & Registration

Welcome to the Montgomery County DCHA's Rental Housin pHca website

eProperty

1. Navigate to Landlord portal

2. Select 'Other Landlord Portals' from the menu

3. Choose the DHCA system to access:
- For Licensing and registration portal: Select 'Licensing and Registration'
- For ePropety portal: Select ‘eProperty' from menu drop down

- For DHCA Main Website: Select ‘DHCA Website’ from menu drop down



Contact Support

If you need assistance, you can contact support through the following methods:
- Email: Send an email to DHCA@montgomerycountymd.gov

- Phone: Call the support line at (240) 777-0311

- Live Chat: Access chat support through MC311.

FAQs

For common questions and troubleshooting, refer to the FAQ section available in the
Montgomery County DHCA Rent Stabilization page



https://www.montgomerycountymd.gov/mc311/
https://www.montgomerycountymd.gov/dhca/Tenants/RentStabilization.html

