How-To Guide for Property Owners
Seabrook Island Property Owner Association
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GETTING STARTED

Home Page

By going to https.//www.citizenserve.com/sipoa, you can submit an ARC application for SIPOA
through our online dashboard. The image below will be the home page. The Home page will
consist of the “Quick Links", which will allow you to immediately apply for an application, request
an on-sight inspection, and making a payment towards your application. Underneath this
section, there will be the “Seabrook Island Development Resources” which will allow you to
submit brand-new applications, or a compliance case.
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ARCHITECTURAL REVIEW

SIPOA Announcements:
Cfi\" Welcome to Citizenserve! If you have any questions, contact SIPOA's Architectural Review Office at (843) 203-6464.
<

Quick Links
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Creating an Account

To create an account, you must click on the “Login” page. From there, click on the “Register
Now" button.
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LOGIN
SEABROOK ISLAND H s ; R : My A t Contact
Proaperty Owners Assaciation ome ervices eports 'y Accoun ontac
Home | My Account | Login
Already have an account? New to our Portal?
User Name: { ] If this is your first time using our portal you'll need to register first. Registering is
quick, click the link below to get started.
Password: [ c> J
REGISTER NOW =+
D Remember my username and password
FORGOT YOUR USERNAME =
FORGOT YOUR PASSWORD =+

LOGIN
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https://www.citizenserve.com/sipoa

REGISTER

Registering for an Online Account
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Home / My Account / Register

indicates a required field

| Registration Type: Architect

| Email:

| Confirm Email:

First Name:

Home Address:

City, State, Zip:

| Business Name:
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| Company Address:
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e Once you click on the "Register Now" button, an application form for your account will be
generated. Anything with a red vertical line on the left-hand side of it will be required
fields that must be filled out.

e Once all the required fields are filled out, scroll down to the bottom, and select the
‘Submit” button. From there, you will be redirected to the “My Account” page.



MY ACCOUNT

My Account
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SEABROOK ISLAND
A

Property Owners Association Home Services Reports My Account Contact

MY ACCOUNT

Home |/ My Account
..
IFA View my requests ANNOUNCEMENTS:
@ update my information gﬁ\j Welcome to Citizenserve! If you have any questions, contact SIPOA's Architectural Review Office at (843)

203-6464.
f" Logout
E Make a payment QUiCk LinkS
E o
i 7
View My Requests Make a Payment Request On-Sight

Inspection

Architectural Review

2% 2%

e The "My Account” page, will also have the same "Quick Links" and “Architectural Review"
links that will allow you to submit your applications as well as make any payments and
requesting on-sight inspections.

e In the left-hand tool bar, you can click on “View My Requests". This will allow you to
review all previously submitted applications within this screen.

e When you click on “Update My Information”, this will allow you to update previously
submitted information from the “Register” screen.

e The "Logout” button will log you out of your account.

e Clicking on the "“Make a Payment” button will allow you to do one large lump-sum
payment that will be applied to all your applications.
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Next, to apply for an application, scroll down to the Architectural Review", and select any of the
“Apply for.." links. You will be redirected to the "Apply for an Application” screen.



APPLYING FOR AN ARC APPROVAL

Applying for an ARC Approval

There will be a total of 5 applications that you can apply for, which consist of:

e Beach Trust Trimming

e Existing Home

e New Home

e Request for ARC Approval Extension
e Request for Vegetation Alteration

=
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p SEABROOK ISLAND Home Services Reports My Account Contact
reperty Owmers Associati
Home / Services / ARC Projects | Apply for a development project
| indicates a required field

| Project Type: Request for Vegetation Alteration vl
| Sub Type: Request for Vegetation Alteration for an Improved Lot VI
| Project Description: [ This is a request for an example application. I
| Address or Parcel #: [ 123 Example Address I [~}

City, State, Zip: [ Johns Island } [ sC } [ 29455 l
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o Fill out the "Sub Type", “Project Description”, and lastly the “Address” with where the
work is taking place and click on “Find Address".

e The "Parcel #" and “Property Owner" will display immediately underneath the "Address”.
If the "Address” is incorrect, click on “Find a Different Address’

Completing the Application

e Therest of the application will populate. You will not be able to select Step 2-3 for
Existing Homes and Steps 2-6 for New Homes without applying for the Step 1 of the
application.

e Fill out any required fields (these fields will have a red vertical line on the left-hand side
of them). Once all the fields have been filled out, click “Submit” located at the bottom of
the application.

e Once received, you will receive a confirmation email, letting you know that Seabrook
Island Property Owner Association has received your application.

If you have any questions, then please view the “Contact” page on the following page, for our
contact information.



CONTACT

Contact Page
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SEABROGE ISEAND Home  Services  Reporls  MyAccount  Contact

Property Owner pciation

CONTACT

Home [ Contact

Architectural Review Department
1002 Landfall Way, Johns Island, South Carolina 29455

& &

SIPOA ARC COMMUNITY ASSISTANT REGIME COMMUNITY COMPLIANCE ASSISTANT
CINDI BRAY KIM TURCZYN
& Email us at arc@sipoa.org & Email us at kturczyn@sipoa.org
t. Call us at 843.203.6464 %, Phone Number: 843203 6465

& Hours: 8:00 AM - 4:00 PM Mon - Fril

& 4

SINGLE FAMILY COMMUNITY COMPLIANCE ASSISTANT NEW CONSTRUCTION COMMUNITY ASSISTANT
ANA DONAHUE LAURA DEMNARD

&% Email us at adonahue@sipoa.org & Email us at Idemnard@sipoa.org

t. Phone Number: 843 974 9022 %, Call us at 843.974.9020
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COMMERCIAL ACCESS ASSISTANT
KIKI ALEXANDER
& Email us at commercialaccess@sipoa.org
t. Phone Number: 843-725-1564

E To purchase Commercial Access / Vendor (Contractor) Annual or Day Passes: Vendor Portal - SymLiv
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