
Rental Property Registration – Online Submission Instructions 

CREATE YOUR ACCOUNT 

1. Select the link: Citizen Portal 

2. Select Register to create an account if you do not already have one. 

 

 

SUBMIT YOUR APPLICATION 

Select the link: Citizen Portal 

Select Rental Registration 

 

 

Select Apply Online for the application (License Type) that you want to submit.  

 

 

You will be directed to the Login screen. Enter your email and password and then select SIGN IN. 

 

 

 

https://www.civicgov4.com/in_elkhart/portal/index.php
https://www.civicgov4.com/in_elkhart/portal/index.php


Parcel Association – “Is your business physically located in Elkhart?” – Select YES 

 

 

Step 1: Select Land, Building or Suite Location – search for the rental property address by typing it in 
under Land Address and selecting Generate Search Results. (Tip: the less you type the more likely you will 
find the property you are searching for.) When you find the property, select the parcel number.  

 

 

Step 2: Select Business Type & Subtype – make sure that the Business Type is “Rental Property” and that 
the Business Subtype is the appropriate selection for your Rental property. 

 



 Step 3: Business Information – fill out section completely and then select Create 

 

 

Step 4: Additional Contacts – you may enter additional contacts if you so choose 

 

 

 

 

 

 



Step 5: Enter the Required Information in the Fields Below – there are 2 Applications in this section. 
Select the application to expand it and fill it out. 

1) Portal Application – Licenses – Rental Property Registration Application – You MUST fill out this 
application and then select Save at the bottom. 

2) Portal Application – Licenses – Rental Property Inspection Exemption Application – only fill out this 
application if you are submitting for an Inspection Exemption.  

 

 

Step 6: Documents – if you are filing for an Inspection Exemption then upload the supporting documents. 
If not, you can disregard this section. 

 

 

Step 7: Review and submit – select this step to officially submit your application. 

 

 

 

The Permit Center Staff will review your application and email you the invoice. 
Upon payment, we will schedule your inspection and email you the receipt. 

 

If you have further questions or need help with your online submission, please 
call us at (574)294-5474. 


