
When applying for a certificate, this is the first screen you should see: 

 
 
 
 
 
 
 
 
 
 
The first thing you need to do is specify what kind of application you are looking for.  
Use the drop down box to choose the type of certificate you wish to apply for: 

 
 
 



Next, you will need to determine your role in the application process: 

 
 
 
 
 
 
 
 
 
Use the provided drop-down box to select the best option to describe your role: 

 
 
 
 
 



After selecting your role, you will need to find the property that the application is in reference to: 

 
 
 
 
 
 
You can use owner information, address, or block/lot number in order to search for the property: 

 
 



Some properties may require you to select the unit number as well: 

 
 
 
 
 
 
 
 
After selecting the property, the property information should automatically appear. Ensure this 
information is correct, then add any notes relevant to the property or application:  

 
 



After hitting “Next,” you should be directed towards a screen with applicant contact information, owner 
contact information, and tenant contact information. Some of this information will be generated for 
you, other information you will need to fill out: 

 
 
 
After filling out all necessary information and hitting “Next,” you will be directed to a summary of your 
application request. Review this information and feel free to hit “Prev” in order to go back and edit any 
information. If all information is correct, hit “Send Request.” 

 



At this point you will receive a confirmation of your request. You will also be given a link with the option 
of returning to the beginning of the process in order to apply for an additional certificate: 

 


