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Rent Café Landlord Portal Weblink 
 

To begin, you can access the Los Angeles County Development Authority’s (LACDA) Rent 
Café Portal using the link below: 
 
https://housingservices.lacda.org/ 
 
Then select Landlord Login on the Portal login page.  
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How to Register for the Portal  
 
When the Landlord Login page appears, if you do not have an account and wish to sign 
up, please bypass the Email and Password section and click on the Click here to register 
link.  
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How to Register for the Portal (cont.) 

 
When the Landlord Registration page appears, enter your Registration Code and select 
the Go button to move forward.  
 
To obtain a Registration Code, please send an email inquiry to RentCafePortal@lacda.org. 
Please include the Owner/Vendor ID and the last four (4) digits of the owner’s Tax ID or 
Social Security Number (SSN) on LACDA’s record for prompt service. 
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How to Register for the Portal (cont.) 
 
When the Landlord Registration page appears, the Personal Details and Account 
Information is completed.  
 

*Denotes a required field 

**Data in these fields will be validated against information available 

from the Los Angeles County Development Authority 

Please register the account using registrant’s first name, last name, and phone number, 
as well as the owner’s Tax ID or SSN.  The inputted Tax ID or SSN will be validated against 
information available with the LACDA. After a successful registration, the user account will 
be linked with the landlord/owner/vendor ID on LACDA’s record based on the validated 
Tax ID or SSN. 
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How to Register for the Portal (cont.) 
 
The Account Nickname field allows you to tag each account with a memorable name. 
Please complete Email Address, Confirm Email Address, Password, and Confirm 
Password.  The email address entered here will be used as the username for the Portal. 
 

 
 

The last step is to read the Terms and Conditions under the provided link, check the box 
next to the “I have read and accept the Terms and Conditions” section, and then select the 
Register button. 
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How to Register for the Portal (cont.) 
 
You will then receive an email (example below) confirming your registration and that an 
account has successfully been created. 
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How to Login to the Portal  
 
You will then be directed to the Landlord Login page of the Portal. Please use the Email 
and Password that was created during the registration process to login. 
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How the Portal Works  
 

Once logged in, the system will take you to the Landlord Portal Home page. The page will 
be arranged with user-friendly tiles. In addition, clicking the Home button also takes users 
from anywhere within the Portal back to this Home page. 
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How the Portal Works (cont.) 
 
The Agency Details Tile provides contact information for the LACDA and an easy way to 
send emails to the contact listed on the page, by clicking the Send Email button. 
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How the Portal Works (cont.) 
 
The My Profile tile displays your account information. You can click the Edit Profile button 
to update your contact information such as Mailing Address, City/State/Zip, Office, 
Home, and Fax number entries.  All other entries are not editable on this page. 
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How the Portal Works (cont.) 
 

Allowable updates/changes to the profile are subject to approval by Owner Services after 
submission. You can visit this page to cancel the request, as long as the request has not 
been approved by the LACDA. 
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How the Portal Works (cont.) 
 

For security purposes, you will also receive an email notification after you have made a 
change to your profile. 
 

You will also receive an email notification if the profile change request has been rejected 
or approved upon review by the LACDA. 
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How the Portal Works (cont.) 
 
The Unit Info Tile displays basic information of your units. The Unit Info screen can be 
filtered depending on the unit being occupied, not occupied, or both unit status. In addition, 
a filter may be done based on the number of bedrooms each unit has.  
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How the Portal Works (cont.) 
 
The Caseworker Info Tile displays any caseworker that is assigned to your tenant(s). 
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How the Portal Works (cont.) 
 

Under the Documents Tile, you will be able to locate documents that were uploaded to 
you by the LACDA. 
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How the Portal Works (cont.) 
 
The Unit Inspections Tile displays basic information of upcoming/future unit inspections 
that have been scheduled. In addition, it also displays any past unit inspections. There is 
a filter to select specific Result Type or leave blank to see all, the Excel button allows the 
list of inspections to be exported to an Excel report. 
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How the Portal Works (cont.) 
 
The My Ledger Tile displays the ledger. On this page, you can adjust the date range filter 
to view transactions within any one year range. You can also filter based on the tenant 
code or the transaction number.  Should there be more than a one-page ledger, you can 
click Next or Previous button at the bottom of the page to navigate. 
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How the Portal Works (cont.) 
 
The Owner Forms Tile displays forms that can be filled out and submitted to the LACDA: 
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How the Portal Works (cont.) 
 
To complete a form, please select a form link under the Owner Forms field and then 
download the PDF fillable form using the “Download” function on the upper right corner of 
the screen.  
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How the Portal Works (cont.) 

 
The blank fillable PDF form will then be saved to your computer. 
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How the Portal Works (cont.) 
 
Open the downloaded form from your computer, complete the form, and apply your e-
signature. Please save the completed form, so that it can be received by the LACDA via 
the portal. Alternately, you can print the completed form, sign, and scan into your computer 
to be uploaded to the LACDA. 
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How the Portal Works (cont.) 
 
Using the Upload Documents Tile, you can upload the saved and completed form or any 
documents to the LACDA. The uploaded documents will be automatically routed to the 
appropriate staff/case manager/department for processing. 
 

• Owner Documents will be routed to Owner Services unit. 

• Inspection Documents will be forwarded to the Inspections Department of the 

respective office location. 

• Rent Adjustments will be forward to Rent Adjustments unit. 

When the Upload Document tile is selected, the Document Upload page appears. On 
this page, you must enter the following: 
 

• Vendor/Owner Code 

• Owner/Landlord Name 

• Email Address 

 
Depending on the Document Type selected on the dropdown menu, additional fields may 
appear requesting information such as a tenant T-Code and Tenant Name.  This will allow 
the system to tie the uploaded document with the landlord and/or tenant.  
  
Use the Upload button to upload the document/file and then select the Submit button after 
all documents have been attached.  Currently, the system supports pdf, tiff, jpg, jpeg, and 
png file formats with a size limit of 20MB for each attachment.  
This function allows up to three (3) documents to be attached and uploaded.   
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How the Portal Works (cont.) 
 
After the form has been submitted, you will see a Thank you message on the screen, and 
you will receive an email confirming the submission. 
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Sample Rent Adjustment Request Form 
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Sample Certification – Correction of Deficiencies 

 
 



27 
 
Rent Café Portal Manual (01/18/2022) 

Sample Request for 30-Day Extension – Housing Quality 
Standards (HQS) 
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Sample Lead-Based Paint Owner Certification 
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Sample W-9 Form 
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How the Portal Works (cont.) 
 
The More Information Tile displays additional information. 
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How the Portal Works (cont.) 
 
The Book an Appointment Tile directs you to the appointment scheduler for either the 
Alhambra or the Palmdale office. 
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Additional Functions in the Portal 
 
Click on the Settings function on the top menu bar to Change Email and/or Change 
Password for the portal. After a change has been completed, you will receive an email 
notification that a change has been made to your account. 
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Additional Functions in the Portal (cont.) 
 

Please note that changing your email address will change your login information.  In the 
future, you will use the new email address to login. 
 

 
  



34 
 
Rent Café Portal Manual (01/18/2022) 

Additional Functions in the Portal (cont.) 
 
You can also reset your password by clicking on the Forgot password? link on the 
Landlord Login page: 
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Additional Functions in the Portal (cont.) 
 
Select the Logout function to log out of the portal after you have completed your tasks in 
the portal. 
 

 

 
 

 
 


