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Steps to acquire all documents needed 
for renting your property 

 

 
* This guide is provided as a courtesy to JGRE property management clients and should not be construed as tax or legal advice. 
Clients are encouraged to speak with their tax and legal advisors if there are any questions. 
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RESOURCES: 

The City of Philadelphia has numerous online resources available to troubleshoot rental 
license applications, as well as methods of contact if you need more support. 

 
eCLIPSE chat support: live chat with an L&I agent Monday-Friday 9:30am-12:30pm by 

clicking the green chat button in the bottom right corner of your eCLIPSE homescreen. They 
usually respond within minutes, and are able to help with a myriad of issues. 

Rental License FAQ: 
https://www.phila.gov/departments/department-of-licenses-and-inspections/licenses/re

ntal-licenses/rental-license-faq/ 
 

Help using eCLIPSE, eCLIPSE FAQ, and instructional videos: 
https://www.phila.gov/departments/department-of-licenses-and-inspections/permits-an

d-certificates/help-using-eclipse/#/ 
 

PhilaDox Online Document Searching: (for proof of ownership or zoning) 
https://epay.phila-records.com/phillyepay/web/splash.jsp 

 
Download Zoning Permit: (multi-family properties) 

https://atlas.phila.gov/ 
 

Contact a Licenses & Inspections Professional: 
https://www.phila.gov/departments/department-of-licenses-and-inspections/about/cont

act-us/ 

* This guide is provided as a courtesy to JGRE property management clients and should not be construed as tax or legal advice. 
Clients are encouraged to speak with their tax and legal advisors if there are any questions. 
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Click “New Taxpayers” and enter your information appropriately. 

 

 

* This guide is provided as a courtesy to JGRE property management clients and should not be construed as tax or legal advice. 
Clients are encouraged to speak with their tax and legal advisors if there are any questions. 
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Select your entity classification. LLC is selected as an example for 
this guide, but specific steps may vary based on your selection. 

 

 

 

* This guide is provided as a courtesy to JGRE property management clients and should not be construed as tax or legal advice. 
Clients are encouraged to speak with their tax and legal advisors if there are any questions. 
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The rest of the questions will ask for addresses, contact, and other 
personal information. 

Your MAILING ADDRESS and BUSINESS SITE MUST be somewhere you 
can continue to receive mail. They will be mailing you a letter to finish 

the account setup. 
RENTAL PROPERTY ADDRESS is where you will input the address(es) of 

your rental property/properties. 

 
 

 
 
 

* This guide is provided as a courtesy to JGRE property management clients and should not be construed as tax or legal advice. 
Clients are encouraged to speak with their tax and legal advisors if there are any questions. 
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To obtain a Commercial Activity License, please use the Eclipse system site: 
https://eclipse.phila.gov/phillylmsprod/pub/lms/Login.aspx 

 
 

If you do not have an Eclipse login, please click the link to register for an account. 

 
Once you’ve logged in, you will be on the home screen of the Eclipse page. Click the link to 

“Register for a New Activity License”. 

 
 

* This guide is provided as a courtesy to JGRE property management clients and should not be construed as tax or legal advice. 
Clients are encouraged to speak with their tax and legal advisors if there are any questions. 

 

https://eclipse.phila.gov/phillylmsprod/pub/lms/Login.aspx
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Once you’ve read through the Activity License Application, click “Next” 

 
Select “Commercial Activity” and click “Next” 

 
Select a License Type and fill in your information, click “Next” 

 

 
 
 

* This guide is provided as a courtesy to JGRE property management clients and should not be construed as tax or legal advice. 
Clients are encouraged to speak with their tax and legal advisors if there are any questions. 
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Enter in your Tax Information and click “Next” 

 
Enter in your Mailing Address and click “Next” 

 
 

Please upload all required documents on this page. If there are no required documents, 
click “Next”. 

 
The next screen will be the confirmation screen, where you will see if your license has been 

approved. 

 
* This guide is provided as a courtesy to JGRE property management clients and should not be construed as tax or legal advice. 
Clients are encouraged to speak with their tax and legal advisors if there are any questions. 
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To obtain  a Rental License: 
https://eclipse.phila.gov/phillylmsprod/pub/lms/Login.aspx 

 
Once you’ve logged into Eclipse, click the link to “Apply for a Business License”. Once you’ve read 
through the Welcome Screen, click “Next” 

 
Select the Commercial Activity License that corresponds with the property you are applying for and 
click “Next” 

 
 

* This guide is provided as a courtesy to JGRE property management clients and should not be construed as tax or legal advice. 
Clients are encouraged to speak with their tax and legal advisors if there are any questions. 

 

https://eclipse.phila.gov/phillylmsprod/pub/lms/Login.aspx
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Next, select the type of license you are applying for. Click the “+ License Type” button. Please note: 
a pop-up search tool will open, so ensure you have pop-ups enabled. You may have to 
manually enlarge the pop-up window. Search “Rental” in the pop-up window, click it, then click 
“Next” 

 
On the next screen, click “New Business” as your business site, then click “Next.”  
Type the address of your rental property in the search bar, and click the search icon. A pop-up 
window will open for you to select your rental property address. You may have to manually 
enlarge the pop-up window. At the bottom will be a gray bar with the address. Click that, and the 
pop-up will close. Then click “Next”. 

 
 

*The address shown in this screenshot is for example purposes only and should not be replicated. 

 
Enter your personal mailing address here. 

 
 
 

* This guide is provided as a courtesy to JGRE property management clients and should not be construed as tax or legal advice. 
Clients are encouraged to speak with their tax and legal advisors if there are any questions. 
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Enter your name as it appears on your deed, and your phone number. 

 
Choose how you would like to receive license renewal notifications from the city. Your rental license 
has to be renewed annually. Please fill out this screen with your personal information.  

 
Select your business start date (put today’s date, or you can put the future lease start date if you 
have an executed lease.) 

 
Answer the questions on this screen. Managing agent: you may designate JG Real Estate as your 
managing agent if you would like JGRE to be able to interact with the Department of Licenses & 
Inspections on your behalf. Please note this step is required for owners who reside outside of 
Philadelphia.  

 
 
 
* This guide is provided as a courtesy to JGRE property management clients and should not be construed as tax or legal advice. 
Clients are encouraged to speak with their tax and legal advisors if there are any questions. 
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Use Classification: A pop-up menu will open. Please select “Residential Dwellings.”  

 
Upload all required forms. Proof of ownership can be downloaded from property.phila.gov. Once 
your forms are submitted, click “next” to submit your application and pay the application fee. 

 
 
You will receive an email within 5-10 business days asking you to pay a second fee. This means your 

license was approved. After the second payment has been made, you will automatically be 
redirected back to Eclipse to download the actual license.  

 
If you need to re-submit your application due to incomplete or missing information, you will not 

have to pay the first fee again. 
 
 
 
 
 
 
 

* This guide is provided as a courtesy to JGRE property management clients and should not be construed as tax or legal advice. 
Clients are encouraged to speak with their tax and legal advisors if there are any questions. 

 

http://property.phila.gov
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Downloading your rental license: 
From your Eclipse home screen, click on the property, and then click the gray box underneath 
“License”. 

 
This will take you to a second page. On the right side 
of the page there will be a gray box that says 
“Download License.” Click this, and a new tab should 
open where you can download a PDF copy of your 
rental license. 
 
 
Please email a copy of your rental license to 
accounts@jg-realestate.com  
 

 
 
 

 
 
 
 
 
 
 
 
 
 

 
 

* This guide is provided as a courtesy to JGRE property management clients and should not be construed as tax or legal advice. 
Clients are encouraged to speak with their tax and legal advisors if there are any questions. 
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Rental License Renewals 
https://eclipse.phila.gov/phillylmsprod/pub/lms/Login.aspx 

Rental licenses must be renewed annually.  JGRE can renew your rental license on your behalf, 
however we have provided instructions in case you’d like to handle renewals yourself. 
 
From the eCLIPSE homescreen, click the gray tab that says “My Businesses” and then click on the 
property of the rental license you’d like to renew. 
You should see a blue link that says “renew license”, please click that. 

 

 
Hit “next”

 
Answer the questions on the screen. Managing agent: you may designate JG Real Estate as your managing 
agent if you would like JGRE to be able to interact with the Department of Licenses & Inspections on your 

behalf. Please note this step is required for owners who reside outside of Philadelphia. 

 
 

* This guide is provided as a courtesy to JGRE property management clients and should not be construed as tax or legal advice. 
Clients are encouraged to speak with their tax and legal advisors if there are any questions. 

 

https://eclipse.phila.gov/phillylmsprod/pub/lms/Login.aspx
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If you are required to upload any documents, please do so on this screen using the “upload file” 
button. Then, click “next”. 

 
Click “Pay Online” to submit payment for your license renewal. 

 
Follow the instructions on the payment portal. 

It will then redirect you back to eCLIPSE, where you will see a message like this: 

 
Licenses are sometimes immediately approved after renewal. Other times, it can take a few business 

days. You will receive an email when your license renewal has been approved. 
 

Please note: If you are not compliant on your city of Philadelphia taxes, you will not be able to 
renew your license and will get an error message stating that. 

You will have to reach out to the tax compliance department at tax.clearance@phila.gov to resolve 
this. JG Real Estate does not handle tax related matters and will not be able to assist. It can take 

several weeks for the tax department to return your email, so please be patient. 
* This guide is provided as a courtesy to JGRE property management clients and should not be construed as tax or legal advice. 
Clients are encouraged to speak with their tax and legal advisors if there are any questions. 
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