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Purpose 
The purpose of this step-by-step guide is to walk registered landlords through the process 
of submitting a rent increase request to the Housing Authority of the County of San Diego 
(HACSD) using the RentCafe Landlord Portal. If not a registered landlord, refer to the “How 
Landlords Register in the RentCafe Portal” Desk guide to register using the registration code 
provided by HACSD. 

Accessing the RentCafe Landlord Portal 
1. To access the RentCafe Landlord portal, navigate to HACSD RentCafe Landlord 

Portal. 
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Landlord Login 
1. The landlord will be taken to the login screen. Landlords can sign in using Email, 

Google, or Apple. To continue with email login, the landlord will click Continue with 
Email.   

Please Note: If the landlord registered using a Google or Apple email address, they can 
sign in using the same Google or Apple option. The system will redirect the landlord to the 
appropriate sign-in page and request permission for securecafe.com to access their 
information in order to log in to the RentCafe portal. 

Important Note: If a landlord is not registered in RentCafe, they must first complete the 
registration process. Landlords should refer to the “How Landlords Register in the 
RentCafe Portal” desk guide for step-by-step instructions. 
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2. From the Landlord Login screen, the landlord must enter the registered email 
address. 
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Log in with Verification Code  
1.  Landlords can choose to Send Verification Code or Email a Link to Login. 

• Send Verification Code: Sends a one-time password (OTP) verification code 
to the landlord’s email address or phone number. The OTP is valid for 10 
minutes. 

• Email a Link to Login: Sends a login link to the landlord’s registered email 
address. Once the landlord clicks the log in link in the email, the landlord is 
directed to the RentCafe Portal signed in. The secure link is valid for 30 
minutes.  

2. If the landlord selects to have the verifications code sent to their email address or 
via text, the landlord will select Send Verification Code. 
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3. The landlord chooses how to receive the verification code; either by phone (last 4 
digits displayed) or by email. After selecting an option, click Continue.  

 

 

4. Landlords will receive a one-time password (OTP) via text message or email, based 
on the selected option. The OTP will expire in 10 minutes. 

Please Note: If the OTP is not received, landlords can click Resend OTP to request a 
new one. 
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5. If sent via text, the message will read: “RENTCafe Landlord: [6-digit code]” and 
will inform the landlord that the OTP expires in 10 minutes. 
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6. If sent via email, the message will include the 6-digit code and will indicate that the 
OTP is valid for 10 minutes. 
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7. Landlords will enter the OTP received by email or text and click Verify OTP. 

Please note: Entering the OTP code incorrectly will cause an error, and after multiple failed 
attempts, the account will be temporarily locked. Once the account is locked, the landlord 
will receive an email notification informing them that the portal has been locked due to 
multiple failed login attempts. The email will also explain that the account will be 
automatically reactivated after 30 minutes and will include a link to access the RentCafe 
Portal once the account is unlocked. 

 

 

 

 

8. Once the landlord clicks Verify OTP, will be able to access to the Landlord RentCafe 
Portal. 
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Log in with Email Link  
1. If the landlord selects the ‘Email a Link to Login’ option, an email link will be sent to 

the registered email address.  

 
 

 

 

 

 

 



How Landlords Submit a Rent Increase via RentCafe Portal  

1/30/2026  11 

2. It will then require the landlord to check the registered email inbox for the one-time 
sign-in link. 
Note: If the email is not received, landlords can request to have the link resent.  

 

3. From the email inbox, the landlord will receive the email with the secure link to 
access their RentCafe account. Click ‘Click Here to log in’.  

 

Landlord Login: 
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4. Once the landlord clicks the link, they will be able to access to the Landlord 
RentCafe Portal. 

 

Creating a Rent Increase Request 
1. From the dashboard, the landlord will select the Request Rent Increase tile. 
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2. The landlord will be taken to the Rent Increase Request screen.  
3. On this screen, the landlord can also view other rent increases submitted to HACSD 

through the Portal, as well as any rent increase requests that were started but not 
yet submitted. 

 

 

4. To create a new request, the landlord will click the Add Request button. 
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5. The ‘Add Request’ button starts the Rent Increase Request workflow. 
6. The landlord will select their preferred language.  
7. After selecting the language, the landlord will click the Next button to continue. 
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8. At the unit selection screen, the landlord will see a list of units.  
9. Some landlords may have multiple units receiving Housing Assistance Payments 

(HAP) assistance.  
10. To find their unit, landlords can scroll through the list of units or search using the 

tenant’s name or unit address in the search field. 
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11. Once the landlord finds the unit, they will select the unit using the checkbox and 
click Next to continue. 

Please Note: Landlords may NOT select multiple units at a time, only ONE rent increase 
request can be submitted at a time. 

 

 

***If a landlord has already submitted a rent increase for the unit, an error message will 
appear. If the landlord believes this is an error, they will need to contact their assigned 
Housing Specialist for clarification. *** 
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12. Next, the landlord will review the unit details HACSD has on file, including: 
• Unit address 
• Square footage 
• Number of bedrooms 
• Number of bathrooms 
• Structure type 
• Year built 

Please Note: No modifications can be made on this screen. If the landlord believes the 
unit details are incorrect, the landlord must contact their assigned Housing Specialist (HS). 

13. The landlord will click Next to continue.  

 

 

 

 

 

 

 

 

 



How Landlords Submit a Rent Increase via RentCafe Portal  

1/30/2026  18 

14. The landlord will enter the proposed new rent amount and the effective date of the 
rent increase.  

15. The landlord will indicate if the increase is due to an Area Price Increased or a Lease 
Renewal.  

 

16. Landlords will click Next to continue. 
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17. The landlord can choose to add up to three comparable units by selecting Yes from 
the dropdown.  

18. If the landlord chooses not to add the comparable units, the landlord will select No 
and click Next to continue.  

 

 

 

19. The landlord can upload any documents required to submit the rent increase, by 
clicking Upload.  
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20. After the landlords upload the document(s), the landlord will click Next to continue. 

 

21. The landlord can review the documents before signing by clicking View Document 
(Unsigned). They will digitally sign the rent increase request by clicking Click Here 
to Sign. 
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22. Yardi Disclosures & Consent term appears, the landlord will review, then click 
Agree & Continue to proceed.  
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23. In the Create Your Signature screen, the landlord can sign their signature with their 
mouse or finger.  

24. The Landlord can also use a scripted style by clicking, You Can Choose a Scripted 
Signature instead.  
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25. landlord will choose one of the three script options and click Save & Continue. 

 

Sign Document:  

26. The landlord can either scroll to the bottom of the document to sign or click the blue 
Jump to Next button to go directly to the signature page. 
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27. The landlord will click the yellow Sign & Date fields to populate the signature and 
date.  

 

28. A green box with a white checkmark will appear once signed and dated. The 
landlord will click Sign and Complete.  
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29. The Document Completed pop-up screen will appear, the landlord will click OK to 
continue.  

 

30. After signing the rent increase request, the application progress will show 100% on 
the top bar. The landlord can log out or return to the dashboard to submit additional 
requests. 
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