
HOW TO APPLY FOR LANDLORD REGISTRATION ONLINE 
STAGE 3 – ADDING A LET PROPERTY 

 
1. To add a property, click Add a property or local authority 

 
* Most pages include a help section which will provide extra information and 

guidance 

2. Check that your details are correct, if they are correct tick the confirmation and 

press Continue 

 If the details are not correct, press Cancel and update your details by 

pressing the Amend my details button  
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3. Select Register a property and then Continue  

 
 Register a property – if you own the property  

 Register with a Local Authority – if you have no property to register but 

want to operate within a local authority area i.e. as an agent only 

 Register a property on behalf of someone else – you will need to complete 

their details in the same way as you did for yourself and you will also need 

to provide details of the property (we will still need them to sign and return 

the summary of details before we can process the application) 

 Agent: Register a property on behalf of a client – you will need to complete 

their details in the same way as you did for yourself and you will also need 

to provide details of the property (we will still need them to sign and return 

the summary of details before we can process the application) 

4. Enter the postcode of the let property and select Confirm Address 

 
 If the address isn’t listed, contact Private Landlord Registration who will be 

able to add the property onto the registration application 
 If at any stage a message is displayed advising that the property is already 

registered to another landlord (referred to as an active registration) please 
contact Private Landlord Registration.   

o Please check that you have not already registered the property 
o If you have recently purchased the property from an existing landlord 

they may still have the property registered 
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http://www.argyll-bute.gov.uk/planning-and-environment/environmental-health-contact-details#PLR
http://www.argyll-bute.gov.uk/planning-and-environment/environmental-health-contact-details#PLR


 If you have applied for or have been granted a House in Multiple Occupation 
licence in respect of the let property you should select Yes and enter the 
current HMO licence number then select Continue  

 If the property has been accredited by a third party you should select Yes 
 

5. You will be asked if you are using an agent to manage the property Select Yes or 
No and then select Continue.  If you are using an agent, enter their registration 
number in the box displayed (they should normally be able to provide this to you) 
and then select Continue. Details of your agent will then be displayed, select 
Continue 

 
 If you do not know your agents registration number you can search for 

them by entering their name and clicking Search for Agent 
 
6. You will be asked if there is a Joint Owner. Select Yes or No and then select 

Continue.  
 If there is a joint owner, and they are already registered, enter their 

registration number and then select Continue.  
 If there is a joint owner and they are not already registered, you will be 

asked to enter some details about them and then select Continue.  
You will then be asked if there are any other joint owner(s) – in addition to the 
one(s) which you have already entered. Repeat the process until you have input 
details of all the joint owners. When there are no other joint owners to be added, 
select No then select Continue  
 Remember to ask your joint owners to log on and complete their 

registration, their password will be emailed to them or sent by post if you 
haven’t entered an email address 



 
 

7. You will be asked to enter a contact address for the let property. This is the 
address which will appear on the Public Register. You will be given the option of 
choosing your home address, your agent’s address or another address of your 
choosing. Either select an address from those displayed or enter a new address 
and press Continue 

 
 



8. If you have more let properties to be added to your registration select Add 
another property or local authority and repeat the process. Once you have 
finished adding details of all your let properties, select Submit.  

 
 
9. You will be asked to confirm that all the details are correct. Tick the box and 

select Continue 
10. Details of the payment due will be displayed. Select Next to pay online using your 

debit or credit card. You will receive an e-mail confirming payment has been 
successful. You should retain a copy of that e-mail for your records. 

11. Once your application has been submitted we will write to you asking you to 
check the details and confirm some additional information.  Once you receive the 
letter please check and return the Summary of Details as soon as possible to that 
we can process your application. 


