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RECERTIFICATION GUIDE 

OVERVIEW 

This guide is designed to help existing clients complete the recertification process.  

1. Navigate to the Resources pages on the Arc Home Website 
a. Correspondent  
b. Wholesale  

 
2. Click Client Dashboard  

 

3. The Sign In screen will appear, enter your SPARC Login or Registered Email Address, 
then click Continue 

 

 

4. A verification passcode will be sent to your email, locate the passcode  

 

 
  

https://correspondent.archomellc.com/page/more-resources
https://correspondent.archomellc.com/page/more-resources
https://wholesale.archomellc.com/page/more-resources
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5. Enter the Passcode on the Sign In screen  

 

6. Click Annual Recertification  

 

7. Review your Counterparty Information on the landing page and click Save to continue 
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8. Once saved, at the bottom of the screen a navigation bar will appear, click Document 
Checklist  to see the specific items that must be attached to the application 

 
a. Click the individual Blue Links to download each template or click Download 

Templates in the bottom right corner to download all at once (checklist will be 
based on selected application type) 

 

9. Once the templates and other required documents are complete, click Manage 
Documents to begin associating the documents to the appropriate document type 

 

10. All document types will be visible, they can be filtered from the drop-down menu, to add a 
document click the Pencil, clicking the Trash Can will remove attached document(s) 
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11. A new window will appear after clicking the Pencil icon, enter any comments for the 
review team and click Choose Files to select required document(s) then click Update to 
attach 

 

12. Once all required documents have been attached, click Submit for Arc Review 

 
a. An error message will populate at the top right of the Client Dashboard noting any 

and all missing documents 

 

13.  Click OK on the confirmation window to Submit for Arc Review 
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14. Once submitted for review, the Counterparty Recertification Application Submission 

screen will appear 
a. Review the Document Checklist or Manage Documents by clicking the links at the 

bottom 
b. Return to the Client Dashboard by clicking Back to Client Dashboard 

 

A confirmation email will be sent once submitted for recertification approval, Arc Home 
Counterparty will review the package and reach out directly with your approval.  For questions 
about your recertification process, please contact your Arc Home Account Executive or 
email counterpartysubmissions@archome.com.  

 

mailto:counterpartysubmissions@archome.com

