
Welcome to TownSq
Experience Community Your Way



What is TownSq?

• Our new, all-in-one technology solution for managed 
communities

• Empowers community management teams, board members and 
residents to:

CONNECT  •  COLLABORATE  •  STAY UP-TO-DATE



• Access on any device

• Visit the website from your 
desktop: www.townsq.io

• Download the app :

How Do You Access TownSq?



Getting Started

• Login:

o From the TownSq website 

o From My Account on Associaonline.com

o Or, using the TownSq app

• Register:

o Using your Account number* 

o Zip code

*Can be found on coupon book or 
statement

Now that you’re logged in, you’re ready to:

CONNECT  •  COLLABORATE  •  STAY UP-TO-DATE



Getting Started (cont’d)



Manage Your Account 

• Link accounts

• Review 
transactions 

• Customize your 
communication 
settings

ACCOUNTS

SEE ALL 
TRANSACTIONS



Manage Your Account (cont.)
• Review your account 

balance

• Make a one-time 
payment or schedule 
recurring payments:

1. Click accounts
2. Select an account
3. Click make a 

payment
4. Add your preferred 

payment method 
(Credit Card or 
ACH) to our secure 
environment

5. Pay online instantly 
with a one-time 
payment or set up 
recurring 
payments with 
auto pay
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Opt In/Out Preferences: Homeowner

Click your profile and 
select Edit profile1



Opt In/Out Preferences: Homeowner

Click Save3

Under the PRIVACY section, toggle each 
option on or off to share or hide information2

John Doe



 

 

 

Linking Multiple Homeowner Accounts 
 
 
 

 

1. When the homeowner logs in to TownSq, on the main feed screen they will 

click on their profile.   

 

 
 

2. Once the profile drop down pops up they will need to click on Accounts. 

 

 
 

This job aid is designed to help you assist homeowners who have multiple
accounts or units to link them in TownSq.  This functionality provides a single sign in
and prevents users from having to log into each account separately.



 

 

 
 

3. Once they have reached the “accounts” screen they will be able to see all of 

the accounts that have been linked to their profile.  To add a new account, 

they will need to click on “Add Account”. 

 

 
 

4. Once the owner clicks on “Add account” they will be taken to another login 

screen, where they will need to enter the Account Number for the new 

account they would like to link and the Zip Code of the account the unit 

belongs to.  Click continue. 

 

 



 

 

 

5. The homeowner will receive a confirmation message asking them to verify 

that the account provided is actually theirs.  Click OK. 

 

 
 

6. The account has now been linked to the owners’ login and they will need to 

only log in once to access all of the linked accounts.   To verify, the owner 

will go back to their profile and click on “Accounts” to be taken to a listing 

of their accounts. 

 

 

OK 



 

 

 
 
 
 

The new account will now appear in the “accounts” screen. 

 

 



Inviting a Family Member or Tenant: Homeowner

Click your profile and 
select Occupants1

NOTE: Only homeowners 
can invite family members 

or tenants to TownSq.



Inviting a Family Member or Tenant: Homeowner

Click Create 
occupant2



Inviting a Family Member or Tenant: Homeowner

Select Family Member 
OR Tenant icon3

Enter First name, Last 
name, and E-mail4

NOTE: Phone numbers
of the new occupant 

are optional.

NOTE:     Add more is 
used for additional 
phone numbers for 

this occupant.

Click Create 
occupant5



Jane Doe

Inviting a Family Member or Tenant: Homeowner

NOTE: Once the Tenant or Family 
Member signs on and registers, 

they will appear in the Residents 
tab and be listed with No Units.

Confirmation that new 
occupant was created.



Deleting a Family Member or Tenant: Homeowner

Click your profile and 
select Occupants1

NOTE: Only homeowners 
can delete family members 

or tenants from TownSq.



Jane Doe

Deleting a Family Member or Tenant: Homeowner

Hover mouse over the individual you wish to 
delete. Click the trash can icon      which will appear.2



Jane Doe

John Doe

Jane Doe’s

Deleting a Family Member or Tenant: Homeowner

Click Yes3



Jane Doe

Deleting a Family Member or Tenant: Homeowner

Confirmation that 
occupant was deleted.



John Doe

Address 123 MAIN STREET

Service Request: Homeowner

Select Requests1 Click Open request2



Service Request: Homeowner

Select Open request4

TIP: You may include an 
attachment by clicking in the box 

and choosing a file to upload.

Enter a Title, choose a Category, 
and enter a Description3



John Doe

Address 123 MAIN STREET

Mike Smith

Address 128 MAIN STREET

Barbara Jacobs

Address 143 MAIN STREET

Service Request: Homeowner

Confirmation that 
request was created.


