
Owner Portal Guide

The Owner Portal is a special area of Folio Association Managements web 
site that is designed to provide you with real-time  information regarding 
your rental properties. The Owner Portal allows you to:  

• View your statements and reports online.
• Communicate with the management team.

• View alerts for unpaid bills.
• Approve or reject work orders.
• Update contact information.

• Add a payment profile for electronic debits and credits.
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 Welcome to your community! 

We congratulate you on successfully purchasing your new property and have created this 
template to assist you in setting up your access to the portal with Folio Association 
Management. Please utilize www.myfolioaccount.com for community news, to make 
payments, and even to contact us for any questions or concerns regarding your community.  

The Following steps will help you register online: 

1) To start, we’re going to register for your account by clicking the link below. You should
arrive at the landing page



2) Then, click the Blue button at the bottom of this page where it says, “Create Account”.

If you lose or forget your password, click the Forgot Your Password? link to request a 
new password. You need to provide your first and last names and email address. Enter 
the same email address that your property manager has on file for you. 

3) After clicking the link in the previous step, you will arrive at the page below where you
will enter all of the required information. Once you’ve entered in all of your information,
please click the blue register button at the bottom of the page.



4) The system will store your account information. Your account just needs to be reviewed
and authorized for portal access. Between 1-3 business days, the system will send a
password to the email registered.



Owner Portal Navigation Tabs 

The Owner Portal has navigation tabs. Click a tab to select it. The following tabs are 
available for viewing: Dashboard, Home,  For Homeowners, Make a Payment, Gates and 
Amenities, Contact Us.  

Dashboard 

Upon logging in, the My Dashboard  page will be your landing page. Use the My 
Dashboard page to view financial information and KPI’s related to your properties as of 
today’s date. At the top you will see your Previous Balance, Income, Expense, Ending 
Balance, any Management Fees collected, and your available Balance.  

Home 

This is the home page where you can receive community news to stay updated and  
know more about your neighborhood and community.  You can also view the calendar 
of events which displays activities specific to your community.  



For Homeowners 

My Profile 

My profile is the first tab under “For Homeowners”. If you have any personal 
details of your profile that you would like to update you can do that here. Your 
account number and information is found on this page.  

Account Statement 

This page provides an account information screen that displays a list of Account 
activity, Charges, Payments, and Current Balances.  

Improvement Request 

Here you can request changes to your property. Please review this page prior to 
submitting your request. There are requirements that must be met prior to 
submitting to the board. Once we have received all of the documents needed 
the committee or board will review your request and once approved, we will 
send you an approval email stating as such. The following is a list of common 
change requests and required documentation needed for each. To the bottom of 
the page, you can add your requests.  



ACC requests are submitted by clicking Add ACC Request and filling out this form. 
Once the required information is completed, please click the submit button 
below.  

My Violations 

This is the page for the violations that you have received your source to manage 
the notifications. Please review your violations and address them with us at your 
earliest convenience.  

To view further information pertaining your violation. You can click details 
to get a detailed explanation here:  

The violation detail will provide the homeowner with a breakdown of the 
violation:  



Inside of the violation detail window you can add a comment. This option is also 
available under my violations as well as the option to add an attachment as you 
can see here:  

Please allow 3-5 business days for the association to review your comments and 
attachments to make changes to your account.  

Documents 

Finding your community documents has never been easier. These documents are 
made readily available to every member of the community through the portal. 
Please 



Work Orders 

Keep track of your work orders. Every work order is to be addressed immediately 
by our offices. 

Calendar 

The calendar is where you will see our community updates including board  
meetings, inspections and more. Please review to stay up to date with upcoming 
activities throughout the year.  

Directory 

This allows our members to browse through the directory of homeowners and other 
groups of interests as the board members and such. *Note* Homeowners may have 
opted out of sharing phone numbers and/ or email addresses.  

. 



Make A Payment 

One Time Payment 

Make your payment here. In this section of the portal, you will be able to enter your 
payment information to make a payment toward your assessments with eCheck, or 
credit card. Once payment is made the system will generate a confirmation  

Setup Recurring Payment 

Here you can opt to add recurring payments on your account through the portal. To 
ensure that your monthly assessments are taken care of ahead of time. Please feel free 
to contact us to make any changes.  

Gates and Amenities 




