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Registering On TownSq 



 
As a first-time user, you’ll need to register your TownSq account. Simply click on “Need to register” and fill in 
the information requested.  

 

Click “Continue” and confirm your name as shown in your management company’s records. 

 



 
 

 

 

Once a name has been selected, click “Continue,” verify your account details, and “Sign up”. 

 

 

The final step will require entering a valid email address, password, and clicking “Continue” to finalize everything. The 
system will then take you to the dashboard page. An email will be sent to your inbox where you can verify receipt. 



 
 

 

 

If for some reason you are already registered and/or previously signed in, you can click on “Already registered” at any 
time to go back to the main login page. From there you can click on “Forgot password” and reset using the email address 
on file. If any of your personal information is incorrect, please contact Goodwin & Company directly to update. 

You can reach Goodwin & Company’s Customer Care Team via phone, email, or live chat as follows: 

Phone Number: 855-289-6007 

Email Address: info@goodwintx.com  

Live Chat: Chat with us by going to www.goodwintx.com and clicking on the live chat button 

Hours of Operation: 8:30am-5:30pm Monday-Friday 

 

mailto:info@goodwintx.com
http://www.goodwintx.com/


 
 

 

 

 

 

 

 

Making A Payment  
&  

Setting Up Autopay 



Click Add payment7

Enter requested data 
(all fields required)6

Add a Bank Account Payment Method

Select Credit card or Bank 
account. If adding a bank 

account, proceed to step 6 
to the right. If adding a 
credit card, click here

5



Make a Bank Account Payment

Click Go to 
Account payment8

Click Manage autopays9



Click Add10

Set Up Autopay –Non-C3

Select a Start date and  
Payment type11

Click Continue12

Note: Recurring payments will 
process on the 5th of each month



Set Up Autopay –Non-C3

Specify an End date or leave 
active until you choose to cancel

Fixed amount pays 
specified amount
Open account balance
pays entire balance



Authorize payment 
and click Continue14

Choose payment method or 
create a new payment account. 

Click Continue
13

Set Up Autopay –Non-C3



Set Up Autopay  - Non-C3

Confirmation that payment 
was successfully processed

TIP: Save the Confirmation 
code for your records



 
 

 

 

 

 

 

 

 

Service Requests 



Service Request: Homeowner

Select Requests1



Service Request: Homeowner

John Doe

Address 123 MAIN STREET

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



Service Request: Homeowner

John Doe

Address 123 MAIN STREET

Mike Smith

Address 128 MAIN STREET

Barbara Jacobs

Address 143 MAIN STREET

Confirmation that 
request was created.



 
 

 

 

 

 

 

 

 

Inviting Family  
Members & Tenants  



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



Inviting a Family Member or Tenant: Homeowner

Jane Doe

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.



 
 

 

 

 

 

 

 

 

 

Linking Multiple Accounts  



Linking Multiple Homeowner Accounts from VMS

Go to
app.townsq.io/ais/sign-up1



Linking Multiple Homeowner Accounts from VMS

Click Continue3

Enter account 
information2

NOTE: 
“Account number” and “Zip/Postal code” 
must match the account information in VMS



Linking Multiple Homeowner Accounts from VMS

Confirm account 
information4

Click Continue5



Linking Multiple Homeowner Accounts from VMS

Click Link7

Select I understand 
and wish to continue6



Linking Multiple Homeowner Accounts from VMS

NOTE: 
Both accounts will be registered 
under the same TownSq login.

Click Login9

Enter email and 
password8
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