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CLIENT APPROVAL GUIDE 

OVERVIEW 

This guide is designed to help new clients create a profile and navigate the Application Process.  

1. Navigate to the Arc Home LLC website: https://www.archomellc.com/  

 
2. Click Become a Partner 

 

3. The Sign In screen will appear, if an account has previously been created enter email and 
password  

a. If registering for the first time click Register as a new user, complete the form and 
click Register 

 
  

https://www.archomellc.com/
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4. A confirmation note will appear, open the automated email and click clicking here to 
authenticate your email address 

 

5.  Enter your email and password then click Log in 

 

6. Complete all fields marked with a red asterisk * then click Save 
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7. Once saved, at the bottom of the screen a navigation bar will appear, click Manage 
Documents  to see the specific items that must be attached to the application 

 
8. All document types will be visible, they can be filtered from the drop-down menu  

a. To add a document, click the Pencil  
b. Clicking the Trash Can will remove attached document(s) 

 

9. After clicking the Pencil a new window will appear, enter any comments for the review 
team and click Choose Files to select required document(s) then click Update to attach 

 

a. The system will verify the document, and if the document appears to not match the 
Document Type selected an error message will populate to correct the upload – All 
errors must be corrected before submitting for Arc review 
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DocuSign E-SIGN AND SUBMISSION PROCESS 
This section outlines the process to E-Sign after all supporting documents have been added.   

1.  Start the DocuSign E-Sign process by clicking the Review and Sign Icon  

 

2. The DocuSign window will appear, click Continue  

 

3. Click Start and complete all fillable fields  
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4. Click Finish to save the completed form 

 

a. A confirmation window will appear and in the portal DocuSign will appear under  
Document Uploaded By column 

 

b. Certain documents will require multiple signatures; additional Signers may be 
added by clicking on the Manage Additional Signers icon 

i.  Add additional signers’ info then click Save and they will receive an email to 
complete their required signatures  
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ii. Signers will click Review Document from the email 

 

iii. The signer will complete all required fields and signatures 
 

c. A confirmation window will appear and in the portal DocuSign will appear under  
Document Uploaded By column 

 

 

 

5. Once all required documents have been signed or attached, click Submit for Arc Review 

 

6. Upon receipt of the completed package, Arc Home Counterparty will review the package 
and reach out directly with your approval 

 

Arc Home Counterparty will review the package and reach out directly with your approval.  For 
questions about your application process, please contact your Arc Home Account Executive or 
email counterpartysubmissions@archome.com.  

mailto:counterpartysubmissions@archome.com

