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Creating a Private Inspector Registration

Purpose
This instruction sheet provides you with step-by-step instructions for creating a private inspector registration in the RRIO 
online system. In order to register online, you must first have a user account set up and a credit card for payment. If you 
need to set up a user account, use the instruction sheet: Creating a New User Account.

Steps to Register as a Private Inspector 

Part 1

1.  In your web browser, navigate to the DPD portal: https://mydpdservices.seattle.gov/RRIO/. Sign in with your  
username and password. 

2. Click on the tab at the top called “Rental Registration”

https://mydpdservices.seattle.gov/RRIO/
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3. Click on “Create a Registration”
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4. Click on the radio button next to “Private Inspector Registration,” then click the “Continue Application” button.

5. Enter your information and choose Email as the communication preference. Click on “Continue Application” button 

You can select which contact information 
to auto-fill with if the account has multiple 
contacts on it.

Only use (1+ ) field if entering international 
code.
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6. Provide all required infomation. You must check the checkbox before clicking “Continue Application.”

7.  The City requires a copy of your valid credential on file. The maximum size is 16MB in one of these file types: bmp, 
doc, docx, gif, jpeg, jpg, pdf, png, tif, tiff, xls, and xlsx. Click on “Upload Documents” and browse to the location of 
your  
credential document and select the file.

A valid City of Seattle business license number 
is required to be a Qualified Rental Housing 
Inspector. This can be your employers business 
licence number.

Training is requireed to complete your 
registration.
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8. If you have more than one file to upload, repeat the previous action. Once you have uploaded the file(s), click on the 
“Attach & Save” button. 

9. This page lists all the uploaded files attached to the registration. You can always upload more files by clicking on the 
“Upload Documents” button again and repeating the previous steps.
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10. Review the information. If there are any changes, click on the browser’s back arrow. If not, click  
“Continue Application.”
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11. Continue with the application. When a training date is selected from Step 2, a $50.00 fee payment is required.  If you 
have elected to be notified of future training sessions, then skip this step.

12. Proceed to checkout and click on the “Checkout” button.
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13. Provide all required information. Check the Auto-fill with checkbox or type in the required Credit Card Holder 
 Information. “Submit Payment.”
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14. You application has now been successfully submitted. Your next steps are to complete the training and pay the fee. 

15. Once you have completed your training (a list of training classes in located online at: http://www.seattle.gov/dpd/
codesrules/licensingregistration/rrio/aboutrrio/), you will receive an email with instructions to pay the required fee to 
receive your Private Inspector Certificate of Registration. 

16. Click on the link in your email to sign into your account.

https://mydpdservices.seattle.gov/RRIO/
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17. Once you are logged in, click on the “Rental Registration” tab. 

18. Click on the “Pay Fees Due” link. 
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19. Proceed to the checkout page and click the “Check Out” button.

20. Continue checking out by clicking the “Checkout” button.
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21.  Provide all required information. Check the Auto-fill with checkbox or type in the required Credit Card Holder Infor-
mation.  Then click the “Submit Payment” button.
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22. To print your Private Inspector Registration Certificate: Click on the “Print/View Receipt” button and your certificate 
will open in another window to print. 


