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Go  to vacantregistry.com

Support Information on last page  

ACTION 1: Go to 
vacantregistry.com
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ACTION 1:
You will need 
to register as 
a new user. 
Click Here

TIP: As you enter 
information in ERP, hit 
the Tab button to go to 
next box, instead of using 
your Mouse
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ACTION 3: Enter a User 
Name and Password. 
Enter the Email address 
you want used for 
contacting you.

NOTE: Each person from 
your company who will be 
registering property should 
establish their own account

ALERT: Passwords must 
contain 8 characters. We 
recommend a combination of 
letters and numbers

ACTION 4: When you 
have entered your 
information Click 
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ACTION 5: If your new 
account is registered 
correctly you will see this 
message. Then go to 
your email to complete 
the activation of your 
account

NOTE: You will be unable 
to Log In until your account 
is activated via your email!

ACTION 6: Once you 
activate your account 
come back to this page 
and Click
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ACTION 7: You now 
need to enter your 
information in your
Profile. Click

NOTE: When you have 
logged in successfully you 
will see this message
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NOTE: As you scroll down 
you will see data boxes that 
need to be completed

ALERT: Use the 
information that you want in 
the data base when you 
register a property

ACTION 8: Enter your 
information in all the 
applicable data boxes

ACTION 9: Remember 
to check the applicable 
box in this list

ACTION 10: When data 
is entered. At the bottom 
of the page. Click
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NOTE: When your Profile
is completed you will receive 
this message

NOTE: If you ever want to 
see or edit your Profile. 
Click

ACTION 11: To register 
a property. Click
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ACTION 12: In the 
Jurisdiction box, click 
on the arrow to open 
the menu. Click on the 
municipality where 
your property is 
located.

ACTION 13: Enter the  
Tax Account No. or 
Parcel Number for 
your property. Then 
Click

NOTE: The cost to register 
the property is indicated 
after the municipality 
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ALERT: If the boxes do not 
populate, then your property 
is not within the boundaries 
of that municipality. If you 
feel this is incorrect, contact 
SUPPORT

NOTE: All the Property Info
corresponding to your input 
will appear in the boxes 
automatically

ALERT: In this Example 
the Tax Account No.
correlated with a Parcel 
Number. But no other 
information populated. This 
means we received 
incomplete or corrupted 
data. Contact  SUPPORT
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NOTE: In this example all 
the Property Info
corresponding to your input 
appeared in the boxes 
automatically

NOTE: You are the 
Remitter of the Registration 
fee because you are 
Registering the Property. 
This information comes from 
your Profile and is populated 
automatically

ACTION 14: The only 
Property Info you 
provide are these three 
boxes
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ACTION 16: When you click the 
box arrow for Status and Vacancy
a menu will appear. Click on the 
proper information

ACTION 15: When put your cursor 
in the Last Inspection box, a 
Calendar will appear. Click on the 
correct date
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ALERT: It is necessary to provide the 
Mortgage/Trustee, Mortgage Servicer
and Property Manager information

NOTE: If your Profile shows that you 
registered as a Mortgagee, Trustee, 
Mortgage Servicer or Property 
Manager then the applicable 
information will populate automatically.

NOTE: In this example, the Profile of 
the person registering the property 
shows they are a Property Manager
therefore the Property Manager
information automatically populated.

ALERT: If you submit without this 
information you will get This field is 
required
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ACTION 17: When you 
begin to type in the 
Mortgagee/Trustee,
Mortgage Servicer or 
Property Manager box a 
menu will appear with a list 
of previously entered 
information by all users. If 
you have completed this 
information previously, 
Click on it. If not, we 
suggest you enter your 
information. 

ALERT: If you choose to click 
on Information that looks like it 
matches, be sure to check 
each box to be sure it contains 
the information that you want.

NOTE: Since the Property 
Manager information is 
completed there is no Menu 
List
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ACTION 18: After you have 
entered all the property 
information, Click

ACTION 19: Then review the 
Confirm Property Information
page to see that everything is 
correct. Then Click
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ALERT: This page will 
indicate if your Registration 
Information was saved 
successfully.

NOTE: The number of 
properties registered during 
this Log In will be indicated 
in your Cart. This number 
will increase with each new 
property.

ACTION 20: Click what 
you want to do next, 
Proceed to Checkout or 
Register Another
property 
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ACTION 21: Make sure 
the box is checked for 
the registered 
properties to be 
invoiced. Then Click

ACTION 22: At this 
time payment by check 
is the only payment 
option available. Click

ALERT: Print this page or make note of the 
Trans ID #. If something happens with the 
Invoice you will receive you can remit 
payment with this information

Transaction ID
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NOTE: This page notifies you that 
an Invoice was sent to your email 
address for your property 
registrations completed during this 
Log In session

NOTE: If you want to 
see or change any of 
your registrations (new 
and old). Click

ALERT: Make note of 
the address where you 
send your check with 
the Invoice

ALERT: Do not forget 
to Logout
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NOTE: The View/Edit Registrations page will show all of 
your registered properties. This is where you will keep the 
information for all of your properties current. To view, edit or 
delete (de-list) a property check the Select box for that 
property and click on the action you want to choose. For 
instance if you want to Edit information go to the Pencil
symbol and Click

ALERT: If the Status of a property 
is shown as Pending, the 
Registration fee has not been 
received. A Pending property is 
not in compliance with the 
applicable Ordinance or 
considered a valid registration.
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SUPPORT

Call 321-421-6639

Go to FAQ on the website vacantregistry.com

Email support@vacantregistry.com

Contact Form at vacantregistry.com/contact


