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How to log in to your account 
 
 
 

 Go to www.AssociationOnline.com 
 Click login in the upper right-hand corner. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Enter your username and password.  
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HOA Information Requests 
 
  
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
 
 
 
 
 

Click HOA Information 
Requests to view your 
current orders and 
place a new order.  

 

Click Create 
New Request to 
place a new 
order.  
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2  Enter the property information as follows. Fields marked “*” are required. Anything 
irrelevant to your order can be marked with “NA” or “0”. 

It is not necessary to 
provide the association 
or manager, just enter 
the property address and 
we will contact all related 
associations. 

Provide the buyer’s name. 
Provide their email address if 
available as the management 
company may require this for 
the processing of the 
requested documents. You 
may specify below in the 
Special Instructions field if you 
want the documents to also be 
delivered to the buyer’s email. 

Choose HOA Documents Title 
Closing Package to receive the 
entire Resale Package documents, 
to include all available governing 
documents. 

Choose the Unrecorded 
Liabilities/Municipal Lien 
Certificate to receive the MLS 
Search and Utilities Report. 

Order the Estoppel/Resale Certificate at 
the same time or in a separate order. You 
will have the ability to enter separate 
need-by dates. 
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Add additional 
professional parties, 
such as a transaction 
coordinator or listing 
agent if you would 
like them to receive 
the documents as 
well. 
 

Provide the seller’s name.  
Provide their email address if 
available as the management 
company may require this for the 
processing of the requested 
documents. You may specify below 
in the Special Instructions field if 
you want the documents to also 
be delivered to the seller’s email. 

In addition to the 
closing date, a field for 
the “need-by” date will 
be added when a 
document or the Status 
Letter/Estoppel field is 
selected. Please enter 
the date you’d like to 
receive the selected 
document. Our 
processors will 
prioritize your orders to 
meet this date. 

Describe which 
parties you would 
like to receive 
documents, who you 
would prefer we 
contact with 
questions, and any 
other process 
specifications you 
would like us to 
follow. 

Upload the CCRs, Warranty 
Deed, etc. that you’d like to 
have delivered to the 
processor.   

Click Send to submit your order. 

Select the Designated 
Payor for this order 
from the drop-down 
menu. 
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Click Invoice to download 
and view your AO invoice. 

Click Archive to remove an order from view.  
NOTE: if you wish to retrieve an order that has been 
archived, you must send an email to 
info@associationonline.com to recover this order. 
We recommend only archiving orders that you will 
not need ever again. 

Click Contact Processor 
& Actions  to send a 
note directly to the 
processor working your 
file. This is the fastest 
way to notify AO of an 
update or cancellation 
 

Check on the status of 
your order and see notes 
left by the processor 
with specific file 
information. 

Use the Legend/Actions 
at the top of your 
requests page to identify 
what items have been 
ordered and what the 
status of your order is.   

Use the filter 
box to find 
a current or 
past order. 

Click Create New Request to place a new order. 

Click Upload 
Documents (0) to 
upload additional 
documents to 
your file, such as 
CCRs, Mortgage 
deed, or 
customized 
questionnaire.   
 

Hover your 
mouse over a 
box to identify 
the document. 
Click on the 
purple check 
mark to 
download your 
documents. 
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T ip s   
 

• When your order is complete, you will receive the final invoice with a Completion Email from 
info@mail.associationonline.com After order completion, the invoice is also always available via your portal. 

 
• Download the documents from your portal by logging in, finding the completed order, and clicking  on each 

purple  check  mark       to  download  the            documents individually. 
 
• Please note, HOA Estoppels and MLC/MLS Reports may be submitted via one order. Our processors will then 

duplicate and divide the order, so you will see one order for the HOA request and a separate order for the 
MLC/MLS Report. You will also receive two separate Completion Emails, identifying the HOA or MLC order is 
complete. 

 

• When ordering the HOA Documents Title Closing Package and/or Status Letter/Estoppel/Resale Cert, you may elect to 
receive the following: 

o  A completion email from info@mail.associationonline.com with the invoice attached. 
o  An email from info@mail.associationonline.com containing a document link to all HOA documents. Sent with blind 

copy to all pertinent emails on the order, as instructed. 
 

• Quick Results 
o If your order fell, or you need to add a rush or other instructions for the delivery of your document order, the quickest 

way to contact the processor is to leave a note by using the Contact Processor & Actions option on your order. 
 

• If your company has a partnership contract with AO and you wish to pay the invoice at closing please just requestor in the drop-
down menu under designated payor.  
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Order Completion Email 
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Designated Payer Email 
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Pay As You Go 
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Pay Later 
 
 

 


