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Guidelines to Register as Landlord/Property Manager or Tenant on
Online Tenancy Registration System of
Housing & Urban Planning Department, Uttar Pradesh

Step 1 - Create Account on Portal

Open the Online Tenancy Registration System (upawas.in) in your browser and select User
Type (Landlord/Property Manager/Tenant) and fill First Name, Last Name, Mobile Number,
Email ID, Aadhaar No. & Captcha in the respective fields and click on Create button.
Thereafter, entered Mobile Number & Email ID will be verified through One Time Password.
Once the verification is done, Account will be created on Portal and Login Credentials will
be sent on the registered Mobile Number & Email ID.

Step 2 - Login

Enter your registered Mobile No., Password and Captcha in the respective fields and click on
Login button.

On first login, User will have to change his/her auto-generated password for security
reasons.

In case user forgets his/her password, click on Forgot Password? link and then submit the
registered Mobile No. in the respective field. Thereafter, registered Mobile No. will be verified
through One Time Password. Once the verification is done, password will be sent on registered
Mobile No. & Email ID.

Step 3 - Submit Details of Landlord/Property Manager/Tenant

If the User is Tenant then he/she will be redirected to Tenant Details form whereas if the
User is Landlord/Property Manager then he/she will be redirected to Landlord/Property
Manager Details form to fill the details. User will have to submit below details in respective
form:
A. Tenant Details
= Basic Details

e Full Name

e Name of Father/Husband

e Date of Birth

e Mobile No.

e Email ID

e ID Proof Type (Passport/Voter ID/Driving License/PAN Card)

e D Proof Number



=  Permanent Address

o Address
e Country
e State
e District
e Pin Code
= Correspondence Address
e Address
e Country
e State
e District
e Pin Code
* Previous Tenancy Details (if any)
e Address
e Country
e State
e District
e Pin Code

» Description of Premises of Current Tenancy
e House/Floor Number
e Building Name
e Street
e Country

e State

e District

e C(City/Town
e Pin Code

* Details of Tenancy
e Date from which possession is given to the tenant
e Agreement Period (From Date)
o Agreement Period (Till Date)
e Furniture and other equipment provided to the tenant
e Rent Payable Per Month (INR)
= Other Payable Charges (if any)
= Upload Documents

All documents should be in JPEG/JPG format whose size should not exceed 2 MB
each:

e Tenancy Agreement

e ID Proof (Passport/Voter ID/Driving License/PAN Card)
e Photograph

e Signature
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e House/Premises Photograph

After filling the above details in the respective fields, click on Save button. Thereafter, user will
be redirected to Preview the Filled Details. User can edit the filled details, if any and then click
on Final Submit button.

No changes will be allowed after final submission; hence users are advised to fill correct details
before clicking on Final Submit button.

On Final Submission, details will be forwarded to concerned District Rent Authority of Housing
& Urban Planning Department, Uttar Pradesh for record purpose and further processing. Along
with, User will be redirected to Landlord/Property Manager Page to fill their details, if required.

In case user changes his/her tenancy then he/she will have to submit Last Date of Tenancy against
the particular Unique ID from the same form. On submission of Last Date of Tenancy, user will be
enabled to submit details of new tenancy.

B. Landlord/Property Manager Details

= Basic Details of Landlord
e Full Name
e Name of Father/Husband
e Date of Birth
e Mobile No.
e Email ID
e D Proof Type (Passport/Voter ID/Driving License/PAN Card)
e ID Proof Number

* Permanent Address of Landlord

e Address
e Country
e State

e District
e Pin Code

= Correspondence Address of Landlord

e Address
e Country
e State

e District
e Pin Code

= Basic Details of Property Manager (if applicable)
e Full Name
e Name of Father/Husband
e Date of Birth



e Mobile No.
e EmailID
e ID Proof Type (Passport/Voter ID/Driving License/PAN Card)
e ID Proof Number
* Permanent Address of Property Manager (if applicable)

e Address
e Country
e State

e District
e Pin Code

* Correspondence Address of Property Manager (if applicable)

e Address
e Country
e State

e District
e Pin Code

= Upload Documents of Landlord

All documents should be in JPEG/JPG format whose size should not exceed 2 MB
each:

e D Proof (Passport/Voter ID/Driving License/PAN Card)
e Photograph

e Signature

e Aadhaar Card

After filling the above details in the respective fields, click on Save button. Thereafter, user will
be redirected to Preview Filled Details. User can edit the filled details, if any and then click on
Final Submit button.

No changes will be allowed after final submission; hence users are advised to fill correct details
before clicking on Final Submit button.

On Final Submission, details will be forwarded to concerned District Rent Authority of Housing

& Urban Planning Department, Uttar Pradesh for record purpose and further processing. Along
with, User will be redirected to Tenant Details Page to fill their detalils, if required.

User will be notified through SMS/Emails in case of any update.
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Landlord/Property Manager and Tenant are allowed to submit the details of Other User Types
from their own login.



