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New Feature Announcement

New Online ACC Submissions with Voting Members

*** FOR IMMEDIATE RELEASE ***
Released: June 6, 2019

For the purpose of this notice, the acronyms “ACC” and “ARC” are synonymous and this notice will use
“ACC” as a consistent reference to an Architectural Committee and/or process of submitting a request
for modifications or improvements to the property.

For the purpose of this notice, the term “Voting Members” refers to the people who serve as the voting
member body, which comprises an Architectural Committee.

After nearly a year in the works...Creek Bluff Digital Media
Services Is excited to announce the release of their newest feature
— Online ACC Submissions with Voting Members.

The list of add-ons now available to serve communities and their membership through community
websites continues to grow with the latest addition of this long-awaited and important plugin and will
allow homeowners to electronically submit ACC Request forms instead of the traditional methods of
downloading and completing a PDF, returning it along with supporting documentation via scanned email,
fax, or postal service, and awaiting a reply before contractors begin arriving to perform the work.

At Creek Bluff and as homeowners themselves, they understand well the challenges the current process
presents, not only for homeowners, but for management and voting members too, so they greatly
modernized the paper process by converting it to electronic, then added a bunch of options to make it one
of their most feature-rich add-ons yet.

As an overview to what can be highly complex: This new feature allows homeowners to
submit their ACC Request online, complete with supporting documentation and electronic signature.
Once submitted, Property Management is notified and they review and can either return to the
homeowner for more information, or forward on to a Voting Committee to chat back-and-forth online
and then vote. Once voting is complete or meets a minimum threshold (completely configurable), the
ACC Request is returned to Property Management and once notified, returns the completed request to
the homeowner; all done online.

All of the history associated with an ACC Request, voting, actions, instructions, chat, completed form

with supporting documentation, etc., that occurred during the process of submitting, reviewing, voting,
and notifying, are all stored electronically for future reference by the management company and voting
members, and the completed form with supporting documentation is stored in the Personal Forms Store
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for the homeowner, found on the Homeowner Dashboard of the community website for future
homeowner reference.

The newly released add-on provides the following features, which we know will excite managers, boards,
and ACC Committees alike:

- Complete Request Process is all Digital and Online: Whether it’s the original submission from
a homeowner through their community website, adding documentation such as plats, surveys,
contractor plans, permits, etc., management review and action, voting members casting their vote,
or management sending notice back to the homeowner, it’s all handled electronically. While you
can still download and print all documents for a variety of reasons, eliminating paper altogether is
a possibility.

- Two Distinct Workflows: The add-on offers two distinct workflow models, which either allow a
management company to handle ACC Requests without VVoting Members or allows an ACC
Request to follow a Voting Member path after making its first stop with management for their
review. Within these two workflows a number of variables can be configured to handle such
things as type of vote (popular v unanimous), vote threshold, instructions, allow expedite
requests, etc. A complete list of configuration variables can be found below.

- Electronically Stored: All content, documents, instructions, chats, notices, etc., are stored
electronically for future research and reports...and if you also bundle their Dynamic Online
Forms feature for the community, you can seamlessly connect the in-process and
completed ACC Request form and supporting documentation and make available AN
to the homeowner via the Personal Forms Store on the Homeowner Dashboard ‘;{‘L\Ub
of the community website.

—

- Highly Configurable: The online form is configurable to help match individual ACC Request
forms (with possibly minor modifications, depending on your form), so that the result is a
physical and completed PDF form that can be printed, stored, and distributed as needed.
Additional options such as back-dating requests, expedited requests, restricting number of total
supporting documents, form routing and notification, management and voting member discussion
and voting, etc. are all included.

- Auto-Fill: One of several goals in building this new feature was to make the process of
submitting an ACC Request significantly easier, and if the online form has been added to the
secured homeowner-only area (homeowner must be registered and signed-in), then information
such as their name, property address, email address, phone numbers ,etc. are automatically
populated for the homeowner.

- Supporting Documentation: As part of submitting an ACC Request online, homeowners are
prompted for [optional] supporting documentation such as plats, surveys, permits, contractor
plans, sample images, etc. The new feature allows homeowners to add (and upload) multiples of
this type of documentation as PDF or image from their personal computer or device.
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Confirmation and Electronic Signature: Similar to an online Shopping Cart and Digital
Document experience, the new feature provides a confirmation page that displays all of the
information the homeowner entered along with any and all supporting documentation that was
added, prompting an electronic signature and confirmation of Terms & Conditions before being
allowed to submit the request.

Voting Members: Voting members can see how others are voting, discuss the request online, and
view what others are saying. When ready to cast a vote, the system can either tally using
“Popular Vote Wins” or “Unanimous Vote Wins”. Have trouble getting the whole committee to
vote? Set a Voting Threshold so that the ACC Request moves forward even when some aren’t
available.

Board Member View: Board members can be granted “View Only” access to Pending,
Approved, and Denied ACC Requests. In this mode, Board of Directors members Profile is
assigned a “Board Member” Role, giving them this access to monitor what is being submitted,
how the submissions are being handled, including how Voting Members are voting, and discover
how quickly ACC Requests are being completed.

Top-Down Queue of Requests to Work: Whether you’re the management company or the
Voting Members, the tools this plugin provides gives the ability of viewing Pending, Approved,
Denied, Deleted, Returned, In Review, and Orphoned ACC Requests, sorted by Aging which
helps you to see the oldest request first, as you accommodate completing these submissions the
quickest way possible.

Forward to Voting Members or Return to Homeowner: If the ACC Request is complete,
based on your CC&Rs, great! Send it on to the Voting Members with any instructions you might
want them to consider. Otherwise, return the ACC Request to the homeowner with instructions
on additional items needed for the request such as permits, plans, images, plats, etc.

Everything is Online: Whether you’re reviewing the details of the ACC Request, communicating
with the homeowner or VVoting Members, or reviewing the completed ACC Request form as a
PDF, everything is online. Nothing to download, nothing to print...everything is available
electronically and online, ready for your review and processing.
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Overview of an Online ACC Request
Workflow: Using Voting Members

More common with homeowner-board communities, Voting Members are homeowners that comprise an
ACC Committee and regularly compare an ACC Request against the association’s CC&Rs to make sure
the project is permitted in the community.

Homeowner constructs plan for new
project to improve home

Goes to the community website and
completes the online form, attaches
plans, drawings, permits, etc.,

electronically signs and SUV

Kz) R
Property Manager is notified

The Property Manager reviews the Returned - homeo_wner
. ] for more information.
request to verify the request is

necessary and has all required
documentation.

\

Voting Members are notified

Members can review, discuss online,
enter notes, thoughts, or instructions
for the property manager to convey to
the homeowner, then cast their vote.

Property Manager is notified

The Property Manager is informed of
an Approval or Denial vote, reviews the
discussion and notes, and notifies the
homeowner.

www.creekbluff.com | 817-427-8755 | contactus@creekbluff.com
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Workflow: Using Property Management Only

More common with declarant-controlled communities, the Property Management company acts on behalf
of declarant as the ACC Committee and reviews the ACC Request against the association’s CC&Rs to
make sure the project is permitted in the community.

Homeowner constructs plan for new
project to improve home

Goes to the community website and

completes the online form, attaches
plans, drawings, permits, etc.,
electronically signs and submits.

kI) /

A
»

Property Manager is notified

The Property Manager reviews the OIS t? homeo_wner
. . for more information.
request to verify the request is

necessary and has all required
documentation.

.

Property Manager acts on request

Property Manager reviews all
submitted material, enters notes or
instructions for the homeowner, and
then moves to Approve or Deny.

/

Property Manager notifies homeowner

The Property Manager sends notice to Return decision to
the homeowner. homeowner with notice.

www.creekbluff.com | 817-427-8755 | contactus@creekbluff.com
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1. Your community website must be using the latest Content Management System platform we use
to build community websites. If you’re unsure about this, contact us and we can let you know in
minutes.

2. Your community website must be using HTTPS as this new feature asks for information that
needs to be secure. If you’re unsure about whether or not the website is using HTTPS, contact us
and we can let you know in minutes.

3. If you want homeowners to have the ability to retrieve historical Online ACC Requests via their
community website, as well as have the ability to provide online forms, such as ballots, candidacy
forms, proxies, amenity or pool access requests, etc., the community needs to also license our
Dynamic Online Forms. If you’re unsure about whether or not the website is using Dynamic
Online Forms, contact us and we can let you know in minutes.

The cost of adding this service to your community website
IS a one-time license fee of only $299.95

Once you’ve had the chance to look at all the new benefits we’ve packed into this highly-used feature of
your community website, including the ability now to add supporting images, we know you’ll be as
excited as we are to get this added to your website.

We know some folks like to “see it” before they “buy”, so contact us so we can set up a “live” demo with
you and your team before licensing. Set up your “no strings attached” demo now by sending an email to:

getstarted@creekbluff.com
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If, after reading through the Overview, you’re still not convinced how converting that old paper-process
to fully online benefits your homeowner’s association, we want to help and invite you to continue reading
through the next section, which provides an extreme amount of visual aids, complete with descriptions, in
helping make clear why your community needs this plugin!

WOrKflow: USING VOTING IMEMDEIS ...cciiiiiie ittt ceitee ettt sttt e ettt e e et ee e e e sbee e e st ee e e ssabeeeessabeeessnabeeeeesabeeeessnseeessnnsenns 8
Homeowner: Submitting an Onling ACC REQUEST .......eiieiiiieeeiiiee ettt e et e e e siaee e s e are e e e e eabae e s e eabeee e senbeaeeennrenas 8
Details about the homeowner and their ProOJECE ......c.uiiiiiciiii et e e e enaeee e 8
Homeowner can add supporting docUmMENTAtiON ........viii i e e e snaeeeeas 9
Confirmation page and agreement to Terms & CoONditioNS ......cccuviiiiiiiiiiieiiie e 10
Completion of the request with final INSTFUCLIONS ....cevviiiiiiiiie e s 11
Homeowner receives an email confirmation ...........ooeiiiiiiiiiii e 12
Property Management: Working an Onling ACC REQUEST .....cuueeeeeiieeecciiee ettt e eeitee e eette e e e evte e e e eree e e e enreeeeeeananas 13
Property Management receives @mail NOTICE .....uuiiiiiiiii i e e ebee e s e eareeas 13
Property Management can also review and Work @ QUEUE ........uueiiiiiiie i 14
Property Manager reVieWs the FEQUEST ........coicciiii ettt et e et e e e et ee e e e aba e e e eabeee e e nbaeeeenarenas 15
Choice: Request returned to homeowner for more information ..........cccocceiiiiii e, 16
Choice: Forward to Voting Members for review and VOTe.........ccuevieeiiiiiicciiee ettt et 17
Voting Members: Reviews the request and VOTES .......ccuueiiiiiiiiiiiieec ettt esee e e ee e s rabre e s e sabee e s s eaneeas 18
Property Management: ACC Request ready for completion and homeowner notification ...........ccccceeevveeennnneen. 19
Resend the complete homeowner notice as many times as you'd liKe .........ccocciieeecciieeccciiiee e, 20
Homeowner: Notice of completed ACC REQUEST rECEIVEA ........cceeuviiiiiiiiie et e e et e e et e e 21
Completed ACC Request available ONliNe ... e e e e e 22
Addendum A: Feature Configuration Variables ...ttt et e s et e e s saaa e e e e 23
Addendum B: DYNamic ONING FOIMS ......eiiiiiiiie ettt ettt e ettt e e s tte e e e sbte e e s sbteeessabaeeessstaeessssaeessnssneessnes 25

Retrieving Stored Online ACC Requests and other dOCUMENTES ....cccccveciiiiiiiiee e 25
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Workflow: Using VVoting Members

Homeowner: Submitting an Online ACC Request
Details about the homeowner and their project

Request for Modification Form

As each of us bought our property in the Association, we agraed
Dby our signatures to abide by the Declaration of Covenants,
Conditions and Restrictions (3.<a. CCRsorDaedReshetons)
The Deed Resiriclions protect our proparty values by keeping the
community a highly desirable piace to live. ACC {Architactural
COrirdComiﬂee)appmva!mtstbeob!amedprmhmesbn
of your project To avoid delay, make your request 3s complete’
as possible and type or print legibly you vall also be requirad to
supply 3 drawing of work to be done. Incomplete requests will be
returned for additional information. Incarrect information or
changes made afier approval invalidates aporoval. The goal of
the ACC is to assure that all changes to our properties conform to the sppropriate Deed Restrictions.
“Thank you for your understanding and cooperation.

Please allow 30 days for your completed request to be processed.

* uniesy cthorwize nated. nll fields ate mouired.

Sy aesovs [N T T ]

About You
Your Full Name: | ohn Sample ]
Proparty Address: | 123 City Street ]
Email: ‘ jsample@email.com ‘
Phone Number: | {214y 555.1224 {ex (817} 5551212

About Your Project
Project Nams: | name your project with  short fitle youl recognize
Type of Project E << Select One >> v
Project Details: providing as many detalls sboul your project as you

can, helps avoeld delays in the approval process
v

Start Date: B
Completion Date: b=

ol Continue >>

THIS APPLICATION WILL BE REVIEWED FOR THE LIMITED PURPOSE OF DETERMINING THE AESTHETIC
COMPATIBILITY OF DESIGN 'WITH THE VARIOUS PROVISIONS OF CREEX BLUFF DEVELOPER TEST HOA
DECLARATION OF COVENANTS, CONDITIONS ANO RESTRICTIONS. NO REVIEW HAS SEEN MADE WiTH
RESPECT TO FUNCTIONALITY, SAFETY, COMPLIANCE WITH GOVERNMENTAL REGULATION, OR OTHERWISE
AND ANY PARTY WITH RESPECT TO ANY SUCH MATTERS SHOULD MAKE KO RELIANCE ON THIS APPROVAL.
THE ABOVE SIGNED EXPRESSLY DISCLAIMS LIABILITY OF ANY KIND WITH RESPECT TO THIS REQUEST, THE
REVIEW THEREQF, OR ANY STRUCTURES BUILD PURSUANT THERETO. THE ARCHITECTURAL CONTROL
COMMITTEE MAKES NO WARRANTIES OF ANY KIND, EXPRESS OR IMPLIED, OR ANY OF ITS MEMBERS AND
NONE ARE TO BE INFERRED FROM APPROVING OR DISAPPROVING THIS APPLICATION.

1. With possible modifications

Titles, subtitles, paragraphs,
instructions, disclaimers, payment

information, Terms & Conditions,
colors, etc., are all configurable

While the Online ACC Request
form can be made public, placing
it in the secured Homeowner area
protects private information and
auto-fills homeowner information
from their registration profile,
which can be updated by the
homeowner where needed

Data collected in the new Online
ACC Request form is configured to
match and accommodate your
paper ACC Request form?, so the
transition is seamless and easier
on homeowners, voting members,
and management.

The new Online ACC Request
form uses a “Shopping Cart”
experience look and feel, which
makes adoption by homeowners
significantly improved over
something less familiar

www.creekbluff.com | 817-427-8755 | contactus@creekbluff.com
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Homeowner can add supporting documentation

Request for Modification Form
As the homeowner moves

through their experience in
providing details about their
Online ACC Request, the form
begins to build “visual content
confirmations” in support of the

Request Submission Date: /82018 7-14.58 AM

New front door
Add Supporting Documentation

Add up to three documents or images in support of your ACC Request submission. Please request. This exam p|e shows the
include a copy of the survey of your Lot showing the EXACT location, height/square-footage of )
the improvements, existing structures and property lines and a complete list of construction Request Date a nd Project Name
materials and construction drawings/plans. provided by the homeowner.
Browse xRemaove
| Bowse | xRemos

The homeowner can “browse” to
by sRemore locations on their computer
where they have stored PDF or

imagery as documentation in
support of their ACC Request

Confirm Details >>

THIS APPLICATION WILL BE REVIEWED FOR THE LIMITED PURPOSE OF DETERMINING THE AESTHETIC
COMPATIEILITY OF DESIGN WITH THE VARICUS PROVISIONS OF CREEK BLUFF DEVELOPER TEST HOA
DECLARATION OF COVENANTS, CONDITIONS AND RESTRICTIONS. MO REVIEW HAS BEEN MADE WITH
RESPECT TO FUNCTIOMNALITY, SAFETY, COMPLIANCE WITH GOVERNMEMNTAL REGULATION, OR OTHERWISE
AND ANY PARTY WITH RESPECT TO ANY SUCH MATTERS SHOULD MAKE NO RELIANMCE ON THIS APPROVAL.
THE ABOVE SIGNED EXPRESSLY DISCLAIMS LIABILITY OF ANY KIND WITH RESPECT TO THIS REQUEST, THE
REVIEW THEREOF, OR AMY STRUCTURES BUILD PURSUANT THERETO. THE ARCHITECTURAL CONTROL
COMMITTEE MAKES NO WARRANTIES OF ANY KIND, EXPRESS OR IMPLIED, OR ANY OF ITS MEMBERS AND
MOMNE ARE TO BE INFERRED FROM APPROVING OR DISAPPROVING THIS APPLICATION.

The default text configured for
the feature, which mirrors the

language used on your ACC
Request form is provided
throughout to ensure compliance

www.creekbluff.com | 817-427-8755 | contactus@creekbluff.com
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Confirmation page and agreement to Terms & Conditions

Request for Modification Form

Before you send your submission: three short pages helps the
Review the details of your request! homeowner better understand
Mow's the fime fo make any changes needed o your ACC Request. Remember that a submission JEAVAUCIIRIAGIEC (S R{e N IRV Ielol=3 {V] 13|
that contains emors or inconsitencies may delay a confirmafion on your project or result in your

request being rejested for insufficient information. If everytning looks correct, scrall to the battom 3 submitting their Online ACC
acknowledge your confirmation, then click the Submit button. That's it!

Step-by-step directions through

Request
About You
our Full Mame: John Sample : )
Property Address: 123 City Street Confirmation of all the
Email: jsample@email.com . g
Phone Numbsr: (214} 555-1234 information the homeowner
provided, with the option of going
About Your Project back to add, edit, or update as
Type of Project: Something else
Projact Details: ‘e would like to replace our front deor with a
new fiberglass door, using the same stain color
as our current door.
Start Date: B/28/2018
Completion Date: Tr2rz0e
Before supporting documentation
Supporting Documentation is accepted and added to the
e e e
58487 eA09454b4B0EI54631 35264 jpg 143465 jrg 64812019 T:58:55 AM and verified that the uploaded
Lorem ipsum dolor it amet adf saease ot 2013 TE8.57 AM material isn’t harmful to the
server or website. If anything is
Approval: suspect, it is not allowed

Homeowner cerifies that all materials submitted to the Architectural Control Committee with this
application for review are true and comect. Homeowner understands and agrees that no work
may be performed prior to or in deviation from the terms of a permit approved by the o
Architectural Control Committes. Homecowner agrees to be bound by the Architectural Control The homeowner is prompted to
Committee Rules and Standards and the Covenants, Conditions and Restrictions of the o o
Association. Signature constitutes permission for ACC members o inspect property and E|eCtr0n|C3”V Slgn and
agreement to abide by ACC's decision. Only the Owner(s) of record may sign this application.
Tenants, Viendors, or Confractors may not sign on behalf of Owner(s) acknowledge any Term’s &
Conditions set forth in the Online

Elestranic Signature: | John  Sample

Your lyped signature must malch your regisiered name in your profike ACC Request process. Not S|gn|ng
[#1 autharize the submission of this form and haneby confirm: 8
1) 1 am duly suthorized ta =ign or acknowledging prevents the
ii.) Agres to the Terms of Use

jil} | am submitting this on behalf of no other person homeowner from submitting the
request

THIS APPLICATION WILL BE REVIEWED FOR THE LIMITED PURPOSE OF DETERMINING THE AESTHETIC
COMPATIBILITY OF DESIGN WITH THE VARIOUS PROVISIONS OF CREEK BLUFF DEVELOPER TEST HOA
DECLARATION OF COVEMANTS, CONDITIONS AND RESTRICTIONS. HO REVIEW HAS BEEN MADE WITH
RESPECT TO FUNCTIONALITY, SAFETY, COMPLIAMCE WITH GOVERNMENTAL REGULATION, OR OTHERWISE
AND ANY PARTY WITH RESPECT TO ANY SUCH MATTERS SHOULD MAKE NO RELIANCE ON THIS APPROWVAL.
THE ABOVE SIGHED EXPRESSLY DISCLAIME LIABILITY OF ANY KIND WITH RESPECT TO THIE REQUEST, THE
REVIEW THEREDF, OR ANY STRUCTURES BUILD PURSUANT THERETD. THE ARCHITECTURAL CONTROL
COMMITTEE MAKES NO 'WARRANTIES OF ANY KIND, EXPRESS OR IMPLIED, OR ANY OF ITS MEMBERS AND
NONE ARE TO BE INFERRED FROM APPROVING OR DISAPPROVING THIS APPLICATION.

www.creekbluff.com | 817-427-8755 | contactus@creekbluff.com
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Completion of the request with final instructions

Request for Modification Form

Thank You!

You have successfully submitted your ACC Request Form! After submitting, the homeowner
There is no fee to submit your ACC Request, however, if you asked to Expedite Your Request, then receives a Thank You page, a|0ng
o g your rRquUest pan canfimatian f yeur peym=ntn eur efios =nd proriy of with any further instructions
THIS APPLICATION WILL BE REVIEWED FOR THE LIMITED PURPOSE OF DETERMINING THE AESTHETIC regarding their submission,
COMPATIBILITY OF DESKSN WITH THE VARIOUS PROVISIONS OF THE RESORT AT EAGLE MOUNTAIN LAKE HOA payment, fees, etc.

DECLARATION OF COVEMANTS, CONNTIONS AND RESTRICTIONS. NO REVIEW HAS BEEM MADE WITH
RESPECT TO FUNCTIONALITY, SAFETY, COMPLIANCE WITH GOVERNMENTAL REGULATION, OR OTHERWISE
AND ANY PARTY WITH RESPECT TO ANY SUCH MATTERS SHOULD MAKE NO RELIANCE OGN THIS APPROVAL.
THE ABOVE SIGNED EXPRESSLY IESCLAIME LIABILITY OF ANY KIND WITH RESFECT TO THIS REQUEST, THE
REVIEW THEREOF, OR ANY STRUCTURES BUILD PURSUANT THERETO. THE ARCHITECTURAL CONTROL
COMMITTEE MAKES NO WARRANTIES OF ANY KIND, EXPRESS OR IMPLIED, OR ANY OF ITS MEMBERS AND
NOME ARE TO BE INFERRED FROM APPROVING OR DISAPPROVING THIS APPLICATION.

www.creekbluff.com | 817-427-8755 | contactus@creekbluff.com
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Homeowner receives an email confirmation

The confirmation email
references items such as Project

Name and Start Date in the Title,
Subject, throughout the Body

e Mesage  edp O el e vt you waet 10 da
B owee v [ actee D4 mawew | 43 gl 0 meph Al =2 tuwwd | D meens = | T Mk useesd ﬂ~Fvs‘,0mn Q, zomm | ore

Online Request Confirmation: New front door

@ sy myhomwebste com A copy of their completed part of Ansiiilasdliiidusne
Ta Pera : : Tise /102010 £47 P04

= aczs = the ACC? in PDF, is attached for

ED., outervited-Fask ACC Agphcancn newall

L the homeowner’s records
Dear John
Attached 15 your submitiad ACC Roguest Form Sor a projoct you tited 'New front dooe’, and would ke to stant on 6/28/2019

Knowng e request must be reviewesd and approved, plexse take 2 mameant 10 review the attached form, then if you hiave any quashons or chianges, please contact $e proparty
manages fof your comimunity. referenceg the Sachad doounant &5 contamaton of Your SUbmEsKn

Please noto. TINS nofce Sserves onily 88 30 scknowiedgment of B recept of your progact subenission and 15 000 91 BP0V 50 Qo] wilh your progect. Dince (he govarmning body has
revizwed yoor progact plans. you will recene & second notice confinrang approval or dencs.

OfF course, il you ever have Briy QuEstions of naed 1 Contact the ASS0CAION PRABING Your SUBMBSON, You tan slways send an emal (o property management

T Acrrecuse Conva Cowatee -y
Enchind agnan by Puen #73 e Covemurmy.
i ACTw Lty ¥ Conaeinl B Towians, Ve oo e Caravn
Thern w20 A br putew e ACT Magment Acmen ¥ pow st 8 Eaaaite Pt Sammst S s o bagh sacking e CORm e s of [aee SareeT The Content In the BOdy Of the

confirmation email, makes use of

LY 2 the configurable text shown
W online for the homeowner, while
Homgowngrs Assacintion

submitting their request

Stay Connected with your Community

2. If Dynamic Online Forms is licensed, a copy of this form is made available to the Homeowner on their Homeowner Dashboard,
under a section marked Personal Forms Store.

www.creekbluff.com | 817-427-8755 | contactus@creekbluff.com
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Property Management: Working an Online ACC Request

Property Management receives email notice

A notice and copy of the Online

ACC Request is emailed to the
Property Manager o do

b mapy Ak =2 torwaed | Clmeesr - | T mekueesd BR v Fv“pm Q, zonm | oo

My HOA Website: Online Request Confirmation - New front door
@ sonatrepy @ mhamwebsts com € Reply ) Rey Ml Forwes
To

o agement.com A hyperlink is included in this Tue UTR219 147 70
e o ooy e email to allow easy access to the
request o

Dear Property Management.
Attached (s & submied AT Request Fomn, %r a Doject e homeowser 1520 "New front door’, and wouk! ke fo start on BI/2013
Fese e

Because the request may be 2 e trrissin g1 W for you fo review and ocl af yoor sarfest comvenesnce
s p— g e O e - s ne P — poseorcruy by yite ey
:-vu.—wunh.m—-—;&—;md;unmmh-&mwn— g e e Dernvy
Therw ¥ %0 S 0 tewt pour ACT Megeert. Aowwrwt ¥ ow sshes & Cowite P et Ser s off o "3 r o gty of mowhey pow v

f .’

L5 5
g § 2
Hotmsowners Aswocimion
Stay Connected with your Community

0205 Uy HOA Wetamm ROA. A Righes Rassrent

www.creekbluff.com | 817-427-8755 | contactus@creekbluff.com
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_ Property Management can also review and work a queue

Voting Member Review

As Management, you have been identified as a non-voti

Use the search feature to find
ACC Requests, even though you
may not have much to use

Please review everything in 2 Pending state for the purpose of either forwz
lMlembers, or returning it to the Homeowner.

Search for: Q

Show me:  Pending v Viewas: Property Management ¥ (2) requests to review

Submitted  Project Homeowner

Votes Aging

Review this request  07/22/2019  Chimney replacement Rena Carena

! 0 Today
456 City Street
: . Melody & Simon Franklin
Review this request  07/18/201% New Roof o 4 days
d 678 Streetview Ave =

Quick and easy-to-use display gets

ACC Requests are automatically
you working quickly and

sorted so you can easily identify

efficiently

the oldest Aging versus the newly
submitted

www.creekbluff.com | 817-427-8755 | contactus@creekbluff.com
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Property Manager reviews the request

Critical information detailing the
request is available for quick

ACC Review review

As Management, you have been identified as a non-voting = 15 2l Ele By e e

Please review everything in a Pending state for the purpose of either forward giving quick accelss toa
Members, or returning it to the Homeowner. downloadable and printable

version of the PDF

Date Submitted: 6/18/2019 5:46:48 PM

Submitted by:
New front door Jon Sample
Project Details: We would like to replace our front door with a new fiberglass door, using the 123 City Street
same stain color as our current door. (214) 555-1234

jsample@email.com
Comments:

* Comments will remain private to Voting Members only if your are moving the request forward. However, comments WILL BE publizhed
te Homeowner if you are returning their request and not moving it forward.

The property manager can enter
notes and instructions that are
either viewable by the Voting

Visual aides such as color-coding
buttons helps make work quicker

Members or, if returned for more
and easier

information, by the homeowner

Forward to Committee Members Return Request to Homeowner Add Comments

Delete Request  Cancel

Comments History:
G/3/2019 8.37:14 AM Mgmt We need to know specifically the color, make, and model of the door in order to
review. Please provide a sample picture if possible.

All comments by management Project Name: New front door

and Voting Members are #Request ID: 0d172326-936e-40c2-h538-309696528220
date/time stamped and stored FELEELE
with the request for future

reference
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Choice: Request returned to homeowner for more information

If an Online ACC Request is
returned by management, an
email is sent to the homeowner
and notice automatically appears

on their Homeowner Dashboard
on the community website after

My ACC Requests In Progress signing in

It looks like you have ACC Requests you started, but didn't submit, so here is your opportunity to
continue warking on your requestl

Click on the request to continue, or if it is no longer needed, remove it by clicking on the trashcan icon.

Project Name Date Created Last Modified Status Expires in

fif Mew front door 6/8/2019 8:11:50 AM 6/19/2019 2:08:48 PM Returned 1 day

* Note that ACC Requests that have not been completed and submitted, will automatically be deleted after 30 days

A homeowner has 30 days to

The homeowner may choose to reply with the information

either remove the Online ACC

needed before the request

Request or click into it to provide becomes void

the information necessary to
complete the request

www.creekbluff.com | 817-427-8755 | contactus@creekbluff.com
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Choice: Forward to Voting Members for review and vote
When the Property Manager forwards the ACC Request to the Voting Members, each Voting Member receives a
notice like this, with the option of clicking the link included in the email to directly access the submission.

Flu  Message  Hob Q' 7o ma what you waet to do

[ orieie v 1 Archwe T Mows | £ Reply %5 Rrpt Al —> Fornard | [ Uremat st [+ The name of the project as &
submitted with the ACC Request
My HOA Website: Online Request Confirmation - New front door is found multiple places

| 77772019 139 Pl

5}\ gor:xreawmmem throughout the email to assist in
future search and discovery

Dear Valing Member(s),
A Homeowner has submitted a request that needs your review and vote, iled 'New front door”

At your earkest convenience, please cick on the knk above, sign in 10 the commundy websse, and cast your vote, or parsapate in the onlne discussion

:fy:hmmmmmm please do not hestate 1o resch out 10 your property management contact, &5 (hars are lime consiraints assodated with the submission
5 request

Thaek you,

The message to Voting Members
is short and includes enough
The hyperlink included in the information to let them know a

email redirects the Voting g\'\ review is needed

Propeny Management
My HOA Website HOA

Member to the details page of the
ACC Request

Homeowness Assocsation

Stay Connected with your Community

OO Wy MOA Websde S04 ALDges Reserved

www.creekbluff.com | 817-427-8755 | contactus@creekbluff.com




Voting Members: Reviews the request and votes
ACC Review

Votes will be tallied using the 'Popular Vote Wins' rule as well as a "Voter

Threshold' of 3’
Voting Member is immediately

As a voting member of this body, you are required to participate in the review notified of the configured Vote
bmitted by h : :
subm y omeowners Type and a Voting Threshold

Date Submitted: 7/7/2019 11:55:23 AM

Submitted by:

Date Request Deleted: 7/10/2019 1:44:14 PM ubmitted by
N s John Sample
R 123 City Streat

(214) 555-1234

Project Details: We would like fo replace our front door with a new fiberglass door, using the

. jsample@email.com
same stain color 8§ our current door. I P

Voting Member Action: Details of the ACC Request are
David Steineman Ol Approve Denied [OTAEE easily discoverable on the page
. = . . and a hyperlink to the actual PDF
Robert Smith | Approve _ Denied - :
) - submission opens a new window
ST AT IR /I Approve ' Denied containing the ACC Request PDF
Johnson Davis | Approve ' Denied
Johnny Chicklet | Approve ' Denied
Erika Mangen 1 Approve  Denied YOtlng Member can eltht?r cast
their vote, add comments without
Comments: * &ll comments remain private to Voting Members only and will not

casting a vote, or do both.

Add Comments Without Voting == Back to Previous Page

Comments History:

B6/8/2019 8:37:14 AM Mgmt We need to know specifically the color, make, and model of the door in order to
review. Please provide a sample piciure if possible.

Project Mame: Mew front door
Voting Members also get to view #Request ID: 0d172326-936e-40c2-b533-309696528820

how each other are voting, fetve False
without the ability of altering Voting Members can read the
another vote instructions provided by Property
Management or other Voting
Members
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Please roview overything in @ Pending state for the purpose of either forwardng the request
IMembers, of returmeng it to the Homeovwner

Dates Sutwited 7/72019 1155238 AM

New front door

Progect Owtsit We woull M 10 roice our font o
AnTe 31960 (0K 82 CUT CUmBE ool

Homeowner Notice

Based on whether 1he raquest is approved or derved, this 15 the notice added to the offioal ietter
provided 1o the homeowne:, which eher stipuiates Conditians of Approval, o Reasons for Demial.

C CONDITIONS FOR APPROVAL :

= Must rot breach sny sethbeck(s) or easement(s).
Must cbtaln any/ell required permits before the project may begin
- Must rot impede, alter or affect surface drairmsge in any way; should
| drainage be affected, the homeowner is sclely r idle for any d repairs
to their Lot or any neighboring Lot{s),
Must be kept in good repair at all times.
#ust aesthetically match the home and surrourcing commumity.

TPEW'IHOFYHISP&EISLEHILW.

off

Property Management: ACC Request ready for completion and
homeowner notification

My HOA Website HOA Review

As Management, you have been identified as a non-voting member.

By completing their vote, the ACC
Request is now passed back to the
management company for their
completion in sending notice to
the homeowner

Default Conditions for Approval or

Denial auto-populate and the
Property Manager can update as
needed, either removing,

updating, or adding as
appropriate

Notes History:
m'm' M Dawd « 0000 10 APIOVE
mmmwm D _‘mmmmwmm

mwum Wy y M_—ﬂwnnmm
0 ravion. P63t BOVI0 3 SAMIIG pictirs £ positie.

e Tum
Pypmct Mg Mo Yook o
Slarm Ma et d D —

All notes made by management Femmamst 1) 001122 236m 40! RS0 0mte8 s
or Voting Members are stored
along with the completed PDF as

Compnt 1) ER 240120 At BE 0 " 20000 TS
Ao Trom

binary in the database for future
reference, if needed
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Resend the complete homeowner notice as many times as you’d like
My HOA Website HOA Review

As Management, you have been identified as a non-voting member.

Please review everything in a Pending state for the purpose of either forwarding the request to Voting
IMembers, or returning it to the Homeowner.

Date Submitted: 7/7/2019 11:55:28 AM

Date Voting Locked: 7/22/2019 3:52:51 PM Submitted by:

New front door John Sample
123 City Strest

Project Details: We would like to replace our front dodrwit (i (214) 555-1234

same stain color as our current door. jsample@email.com

Homeowner Notice

Based on whether the request is approved or denied, this is the notice added to the official letter
provided to the homeowner, which either stipulates Conditions of Approval, or Reasons for Denial.

Resend Request to Homeowner w/instructions

== Back to Previous Page

Notes History:

Ti22/2019 3:52:52 PM  David ~ voted to approve

Ti22/2019 3:52:51 PM  David ~aclion closed voting: achieved using total combined votes

B6/8/2019 8:37:14 AM Mgmt We need to know specifically the color, make, and model of the door in order

to review. Pleass provide a sample picture if possible.

Active: True

Project Name: New front door

Status: Management Review

Request ID: 0d172326-936e-40c2-b538-309696528e20
Control 10: f89ca784-a159-4aci-5825-c7 30909665239
Accepted: True
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Homeowner: Notice of completed ACC Request received

e Mesage  Hep 0 Toll e whtrt you went t5 e
) Dewte = T2 Archwve: D wave~ | € Repty %5 Reptdt % b | B Gveseet < | (1 vawtiovess B - LA O rnd | O zoem | oo

New front door: Request Review Complete! : :
' The homeowner receives notice

@ o parghagermae com via email that the review of their
1 Weners dver ol = 2-‘..-»..”»-”« . ACC Request is complete
= e = wia

Dear Homeownes

Ve Pave compiated the revarw and APPROVED 1he request y iy d 10 the: 3 Tor your progect 10 "New froen door”

NOTE THE FOLLOWING

COMMENTS OR CONDITIONS:
CONDITIONS FOR APPROVAL - Must not breach ary sefback(s) or easement(s). - Must cbtam aryall required permrts before the project may bagan - Must not impeds, aker of afisct
surface crsnage 1 oy way. should dranage be a¥ected, B homeowner i MWV demagesupars |0 Fer Lot o sy newghborng Lotis). - Must be kept in good
e o Al ined - Must aesthescally malch Bw homw ad sumoundng communty THE WROFTHSPKEOSLFTW

o your hare any QUESIONS regarding this teguest, phegse do ot Pesitate 10 fesch 0Ul 30 YOur Property management conlsct. Not only iS a copy Of the

Thank you,

1R completed and stamped ACC

oy HOA Webske HOA Request attached, but the

o e \'\ Homeowner Notice is also
If there were any Conditions g attached

provided, they are included in the Tissecimass Anfockiiion
Body of the email and Stay Connected with your Community

SRETH Wy O Vreeate MIA AFRGRI Reneret

Homeowner Notice sent to the
homeowner
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Completed ACC Request available online
If also licensing Dynamic Online Forms (additional licensing costs apply. See Addendum B), the form
automatically appears in the homeowner’s Personal Form Store found in the secured homeowner-only
area of the community website, which allows them to have a permanent location to research past ACC

Request submissions and other submitted forms.

My Personally Submitted Forms ‘

These are a list of forms that you have accessed, completed, and submitted online through the
Homeowners website. This list does naot include forms that were not critical to the process of the HOA

and weren't stored.

(1) Total Submitted Online Forms

Date Submitted Form Name File Type

7/7/2019 11:55:28 AM New front door m application/pdf

www.creekbluff.com | 817-427-8755 | contactus@creekbluff.com
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The following list serves as a list of feature variables, currently available in the add-on, which allows us
to configure the Online ACC Request to best match your ACC form and processes:

Page-level variables:

Allow Back Dating

Allow Expedite Request
Use Homeowner Library
Workflow

Maximum Uploads

Send Copy To Homeowner
Electronic Signature
Stamp Documents

Send Charge Form To
Send Form To

Manager Phone

Voting Member Page URL
Admin Page URL
Dashboard Page URL
Route Final Request To
Show Voting Members
Enabled Board Member View
Page Title

Voting Threshold

Vote Style

ACC request form PDF connectors

Homeowner Name
Property Address
Email Address
Primary Phone

Best Time to Call
Secondary Phone
Alternate Phone
Project Name

Type of Project
Project Details

Start Date

Estimated Complete Date
Current Date
Disclaimer Content
Official Community Name
Electronic Signature
Satellite Dish Content
Approver-Approved
Approver-Denied
Approver-Other
Review Signature

[True | False]
[True | False]
[True | False]

[ManagementThenVotingMembers | ManagementOnly]

[3—-6]

[True | False]

[True | False]

[True | False]

[free form field]

[free form field]

[free form field]

[free form field] [page selector]
[free form field] [page selector]
[free form field] [page selector]
[Homeowner | Management]
[True | False]

[True | False]

[free form field]

[free form field]
[PopularVoteWins | UnanimousVoteWins]

[auto-populate][editable]
[auto-populate][editable]
[auto-populate][editable]
[auto-populate][editable]
[editable]

[editable]

[editable]

[editable]

[limit to predefined dropdown or editable]
[multi-line editable]
[calendar selectable]
[calendar selectable]
[auto-populate][uneditable]
[auto-populate][uneditable]
[auto-populate][uneditable]
[editable]
[auto-populate][uneditable]
[auto-populate][uneditable]
[auto-populate][uneditable]
[auto-populate][uneditable]
[auto-populate][uneditable]
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Date Review Complete [auto-populate][uneditable]
Date Received by Management [auto-populate][uneditable]
Date Received by ACC Committee [auto-populate][uneditable]

Page instructions for homeowner

Leader Paragraph [multi-line RTF]
Satellite Dish Paragraph [multi-line RTF]
Disclaimer Paragraph [multi-line RTF]
File Upload Paragraph [multi-line RTF]
Payment Instructions [multi-line RTF]
Electronic Signature [multi-line RTF]

Homeowner notice form PDF connectors and default content

Addressed To [auto-populate]

Date and Project Name [auto-populate]

Footer [auto-populate]

Body Page 1 [auto-populate][editable]
Body Page 2 [auto-populate][editable]
Body Page 3 [auto-populate][editable]
Title [auto-populate]
Approval - Title [multi-line]

Approval - Lead Paragraph [multi-line]

Approval - Default Conditions [multi-line]

Approval - Legal Notice [multi-line]

Denied - Title [multi-line]

Denied - Lead Paragraph [multi-line]

Denied - Default Reasons [multi-line]

Denied - Legal Notice [multi-line]

Footer - Content [multi-line]

Expedite request form PDF connectors and default content

Property Address [auto-populate]
Explanation [auto-populate]
Amount [auto-populate]
Charge [auto-populate]
Current Date [auto-populate]
Owner Name [auto-populate]
Official Community Name [auto-populate]
Account Number [auto-populate]
Expedited Request Fee [auto-populate]

Expedite Paragraph [multi-line RTF]
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Addendum B: Dynamic Online Forms

Retrieving Stored Online ACC Requests and other documents

The new Online ACC Request feature instantly becomes more powerful when connected with the
Dynamic Online Forms feature (licensed separately), which allows homeowners to view historical forms
previously submitted to the association on their Homeowner Dashboard, once signed in to the community
website. Not only does this include the new Online ACC Request form, but other forms such as Pool
Access Request forms, Proxy and Candidate forms, Ballots, etc.

Licensing the Dynamic Online
Forms feature includes the
Personal Form Store add-in, which
individually displays all forms

Welcome Homeowner!

This area of the webste s st for you 3 homeownes  Here, you can contritute 1o one
of the Farums, find community canfidental documents, 'ook up a neighbors phone
number or emat address, and much more. Only registered homoowners have acoess
to this information n this area and because you're ane of those  you have access!

On this Homeowner dashboard, you'll find & quick het of ings happening m the ) :
assouton Tu.muuwzuw o s " submitted electronically through
My Personally Submitted Forms ‘ the community website by a
homeowner for as long as they

Mnahﬂd&_xﬂ\s\!ﬂlmmmsed completed, and subrmitied coline through the
sl ekttt dtisal remain registered on the website

{1) Total Submitted Online Forms

Clicking the link displays a stored

version of the submitted form,
-
OSDUBINONLL Ctek o 0oy = mppicaonid allowing the homeowner to print

or download it

Date Submitted Form Name Fila Type

New ront dooe pat

RACVEST SO ANRMPRCATNON AMROval

That b pout applicaton ot mppeuval %y e Anbiscsad Connel Cnmndin ol w saprvramsd (o you b o lese

s b pwageity (Ul il vigmed 10 b rmapdent The b ammsnd Camnd Comtiteon wil s yow
wbrmtan anl sppreee o dexy g sepent The dnbiveswnd Connad Comminne Ao 0 v (M St v repand
WA & devhnn (faling e raele of il soguess.

Mkl o Sommpin i Thaseomme r1 At B e L I e S e )
ARC Progerty Masagesas, LLC e progrves of a0 apphiniin
12045 g Chor Dubes, Suite 400
Semenhore, TX NSO
e (300 1113353
NAME M Savghe PRENARY PUONE EIEEGIEM  (Reosdd
AR ss: 133 Coy Svees bl Sall s
L NAIL parpie@wrrad s IRy

DESCRIFTION OF MEOQEESTED APFRIN ALDOARD NOTUCATION.
IETALL SATULLITE (SN P i o b s o gropmensed b, Sl dihes stghins 0 oty
i € 0 ) b it bl o e s i b o s Mt o s ol N By vy - -
el i b, Ay sl i g i s b it o Dt wy . i s b o4 |t
PR —p——

| Closa

The cost of adding this feature to your HOA website is only $189.00*

* One-time licensing fee, with no annual recurring charges whatsoever. Hosting and maintenance fees do not change by adding this
feature. If used for other online form needs, such as ballots, candidate forms, proxies, pool access requests, etc., each additional form or
form change-outs are $25 each once licensed.
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