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This guide walks you through how to review ARC requests as the review committee. Follow
the steps below — screenshots are included at each step for reference.
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1 Log In to the Homeowner Portal

A Open your web browser and navigate to your community's homeowner portal URL -
www.gotomyhoa.com. Or the CommunityLink Pro mobile application. (provided in your
welcome email).

B Enter your registered username and password in the login fields.

C Click the "Login Now" button to access your account dashboard.

💡 Tip: Tip: Tip: Forgot your password? Click "Forgot Password" on the login page to receive
a reset link via email.
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2 Accessing Architectural Requests to Review

A Once you are logged in, go to the Home Page and click on the “Community Activity” tab to
expand the drop-down menu.

B From the drop-down menu, select “Architectural Request or ARC's or ACC Plans.”

C See the next step for instructions on reviewing community ARC requests.
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3 Reviewing Architectural Requests

A Once you have selected “Architectural Request” from the left-side menu, you will be directed
to the Architectural Request screen.

B To review any open ARC requests/submission, simply click on any as shown below in the
example.

C See the next step for instructions on opening up ARC requests.
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4 Reviewing Architectural Requests cont.

A Once you click on a request, the information will be displayed as shown below, including the
general line items and the full description.

B ARC Committee members can click on each document uploaded by the homeowner to view
and review the supporting materials submitted with the request.

C See the next step for instructions on how to navigate, review, and vote on each plan.

121 S. Main, Farmersville, TX 75442 www.bluehawkmgmt.net



5 Action Tabs

A The ARC request includes several Action Tabs that provide access to different areas of the
review and approval process:

B Resolution – View and manage the final resolution of the ARC request.

C Similar Plans – Review similar plans or previously submitted requests for reference.

D Discussion – Communicate privately with other ARC Committee members, Board members,
and management.

E Event Log – View the complete, step-by-step history of the request and actions taken.

F Actions – View an overview of the primary workflow steps, including available documents and
completed actions.
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6 Action Tab: Resolution & Recommendation- Vote

A The ARC Committee Chair or Chairman is responsible for selecting the Final Resolution. Once
the Committee has completed its vote, the Chair will finalize the resolution by selecting the
appropriate outcome from the available options in the drop-down menu.

B Once the Final Resolution has been submitted, notifications will automatically be sent to the
appropriate parties, including the homeowner, management, and ARC Committee members.

C Each ARC Committee member is responsible for submitting their recommendation by
selecting the appropriate option from the Recommendation drop-down menu. Committee
members should review the request and select the option that best reflects their
recommendation before submitting their vote.

D Once all Committee members have submitted their recommendations, the ARC Committee
Chair or Chairman will review the votes and select the Final Resolution.

E ARC Committee members can view each member’s recommendation status, along with any
comments submitted, by reviewing the example snapshot chart below.

F A snippet of the construction contractor’s information is also provided for quick reference.
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7 Action Tabs- Discussions, Event Log, & Actions

A ARC Committee members can view the full Event Log, which provides a detailed, step-by-step
record of the workflow and all actions taken throughout the request process.

B The Actions tab provides a simplified overview of the primary steps in the workflow, with PDF
documents available to download and review when applicable.

C As each step is completed, the homeowner receives an email or letter notification. ARC
Committee members have access to the same notifications and documentation for their
reference.

D The Discussion section provides a private space for ARC Committee members, Board
members, and management to communicate and collaborate regarding an ARC request.

E Only these authorized parties can view and participate in the discussion. Homeowners and
other residents do not have access to this section.

F ARC Committee members can use the Discussion section to share comments, ask questions,
provide additional information, and communicate with the Board and management
throughout the review process.

G ARC Committee members receive email notifications when new comments are added to the
Discussion section. Members can also respond directly to the email notification, allowing
them to add comments to the discussion without having to log in to the portal.
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8 Final Resolution Reminder!

A Before completing the ARC request, the ARC Committee Chair or Chairman should review the
Committee’s recommendations and select the appropriate Final Resolution from the drop-
down menu.

B Once the Final Resolution is selected and submitted, the decision will be finalized and the
appropriate notifications will be sent to the homeowner, management, and ARC Committee
members.
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Need Help?
Our team is here to assist you with any portal questions.

📞 972.674.3791

✉️ emailus@bluehawkmgmt.net

🌐 www.bluehawkmgmt.net
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