
Using the Heathrow Hills Resident Portal 
 
The Heathrow Hills Resident Portal is a secure online self service resource that gives 

homeowners another way to access account information, submit requests, review 

communications, and stay connected with Association resources. 

This guide provides a practical overview of the portal’s main features and how homeowners 

may use them. The portal is intended to make common homeowner tasks more convenient and 

easier to track, but it does not replace management support. 

Homeowners may continue to contact management directly for ARC questions, account 

questions, contact updates, general community questions, or help locating information. 

Please note: The screenshots and directions in this guide are shown from the desktop version of 

the Resident Portal. If you access the portal from a phone or mobile browser, the layout may 

look slightly different. Most features are the same, but some menus and tabs may be found 

under a menu icon with three horizontal lines. 

 

 

Management Contact Information    

Briana Streff 

Heathrow Hills HOA Management Agent 

info@heathrowhills.org 

(615) 609 2511 
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Getting Started 

Accessing the Resident Portal from the Website 

The Resident Portal can be accessed from the Heathrow Hills website. 

From the website, look for the Resident Portal button or link. This button will direct 

homeowners to the portal access page. 

 
 

First Time Portal Registration 

When you reach the Resident Portal login page, you will see options for returning users and 

first time users. 

If this is your first time using the Resident Portal, enter your email address in the registration 

area and select Continue. Once your account is verified, you will receive a registration link by 

email to complete your setup. 
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Resident Portal accounts are connected to individual email addresses. If more than one owner or 

household member would like portal access, each person should register using their own email 

address. 

Please use the most reliable email address when creating or accessing your Resident Portal 

account. The email address connected to your portal account may be used for HOA 

communications, account notices, and other community updates. 

 

Returning User Login 

If you have already created your Resident Portal account, enter your email address and 

password in the login area and select Log in. 

If you do not remember your password, follow the password reset option on the login page or 

contact management for assistance. 

 

If You Need Help Logging In 

If you are unable to access the Resident Portal, please contact management. Management can 

help confirm the email address associated with your property account and direct you to the 

correct access page. 

 

Account Settings, Contact Information, & Member Directory 

When homeowners register for the Resident Portal, they will be asked to provide basic account 

and contact information. After registration, much of that information can be reviewed in the 

Account Settings area under the User Settings tab. 

This section is where homeowners may review their contact information, update certain details 

when needed, manage optional profile information, and choose whether to share information in 

the Member Directory. 

Keeping this information current helps ensure that homeowners receive Association 

communications, account notices, ARC updates, billing information, and other property related 

messages. 
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Opening Account Settings 

To open Account Settings, click the profile icon in the upper right corner of the portal screen. 

A menu will appear. Select Account Settings from the menu. 

 

 

Reviewing User Settings 

From the User Settings tab, homeowners may review the contact information connected to their 

portal account. 

This may include: 

1. Homeowner name  

2. Phone number  

3. Secondary phone number, if applicable  

4. Email address  

5. Mailing address  

6. Profile image, if desired  

The email address listed in this section is especially important because HOA communications 

and important notices may be sent there. 

Homeowners may add a profile image if they wish, but this is optional. 
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If any information appears incorrect or cannot be updated directly, please contact management 

for assistance. 

 

 

Multiple Owner Contacts 

Each homeowner should use their own Resident Portal account when possible. Contact 

information is connected to the individual homeowner’s portal profile, so one homeowner may 

not be able to update another homeowner’s name, email address, phone number, or personal 

account information. 

If more than one owner should receive Association communications, each owner should make 

sure their own portal account information is current. If a homeowner is unable to update their 

information directly, or if another owner needs to be added or corrected on the property account, 

please contact management for assistance. 

Management can help update property records and contact information when needed. However, 

each homeowner is responsible for their own Member Directory sharing preferences. 

Management cannot opt a homeowner into the Member Directory or choose what personal 

information a homeowner shares with other members. 
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Member Directory Sharing 

The Member Directory is optional. If you choose to be listed in the Member Directory, you can 

select which information you want to share with other homeowners. 

You may choose to share all listed fields, or you may select only certain fields, such as your 

name, email address, phone number, mailing address, or property address. 

Only select the information you are comfortable sharing. When finished, select Save and 

Confirm. These sharing preferences can be updated later from Account Settings. 

 

 

Using the Portal on a Mobile Device 

The Resident Portal may also be accessed from a phone or mobile browser. The mobile view 

includes many of the same features as the desktop view, but the layout may look slightly 

different. 
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On a mobile device, some navigation options may be found by selecting the menu icon with 

three horizontal lines. This icon may open the main navigation menu or other menu options 

within a specific page. 

For example, from the dashboard, the menu icon opens the main navigation menu. From there, 

homeowners can access sections such as Documents, Requests, Member Directory, Account 

Settings, and other available portal features. 

Within Account Settings, there may be another menu icon. This menu allows homeowners to 

switch between account setting sections such as User Settings, Wallet, Security, Notifications, 

and Autopay. 

 

If you are using a mobile device and cannot find an option shown in this guide, look for the 

menu icon with three horizontal lines. You may also contact management for assistance. 
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Submitting ARC Requests and Project Information 

Before You Begin an ARC Request 

The Resident Portal may be used to submit ARC requests and supporting information for 

review. 

Before beginning an ARC request, homeowners are encouraged to gather as much project 

information as possible. A complete submission helps management and the reviewing party 

better understand what is being proposed. 

 

Starting a New ARC Submission 

To begin an ARC request, log in to the Resident Portal from the Heathrow Hills website and 

select “Requests”. 

 

Then select Architectural Review Request and click New Submission to open the ARC request 

form. 
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Complete the requested fields with as much detail as possible. 

 

Information to Include with an ARC Request 

A complete ARC submission should generally include enough information for the Association 

to understand the proposed project. 

Depending on the project, helpful information may include: 

1. A written description of the project  

2. Photos of the current area  

3. A marked site plan, survey, or aerial image showing the proposed location  

4. Dimensions  

5. Materials  

6. Colors  

7. Product specifications  
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8. Contractor proposal or scope of work, if available  

9. Permit information, if applicable  

10.  Any other supporting documents that help explain the request  

 

Uploading Photos and Supporting Documents 

The portal’s ARC request form allows homeowners to upload photos, drawings, plans, product 

information, or other supporting documents with the request. 

When uploading documents, please use clear file names when possible. This helps management 

and the reviewing party understand the submission more easily. 

 
 

What Happens After Submission 

After an ARC request is submitted, management may review the submission for completeness. 

If additional information is needed, management may contact the homeowner before the request 

can be fully reviewed. 

Once the submission is ready for review, the request will be provided to the appropriate 

reviewing party. Homeowners may receive updates related to the request through the portal, by 

email, or directly from management. 

The portal is a tool for submitting and organizing requests. Management remains available to 

help homeowners understand what may be needed before or during the review process. 

 

Written Approval Required Before Work Begins 

Submitting an ARC request through the portal does not authorize work to begin. Written 

approval is required before any work may start. 
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ARC Support from Management 

Homeowners are encouraged to contact management with ARC questions, especially before 

submitting larger or more detailed projects. 

Management can assist with general ARC process questions, identifying what information 

should be included, reviewing whether supporting documents may be needed, helping 

homeowners avoid incomplete submissions, and providing guidance on how to submit through 

the portal. 

Management cannot approve projects on behalf of the Association unless specifically 

authorized, but management can help homeowners prepare clearer and more complete 

submissions. 

 

Account Activity and Community Communications 

The Resident Portal includes a Communications area where homeowners may review certain 

messages connected to their property account. 

To view available communications, select the Communications tab from the property 

dashboard. 

 

The Communications area serves as an archive for emails and other communications sent 

through the portal system. This can be a helpful place to review past community 
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announcements, account related notices, ARC or request updates, payment confirmations, and 

other messages connected to the property account. 

 

Please note that the Communications area may not include every Association communication. 

Some communications may still be sent by direct email, mail, phone, or other management 

communication methods. 

Homeowners are encouraged to keep their contact information current so important Association 

communications can be delivered properly. 

If you are unable to locate a communication or have a question about a notice, payment, ARC 

request, or other property related matter, please contact management for assistance. 

 

Payments and Invoices 

Invoices are issued through the Resident Portal system. Homeowners may also receive separate 

payment instructions by mail or email when applicable. 

Separate payment instructions will explain available payment methods, billing remittance 

information, and any applicable processing fees for online payments. 

 

Making a Payment Through the Portal 

From the property dashboard, homeowners may select Make a Payment or Pay now to pay 

active invoices through the portal. Both buttons direct homeowners to the payment screen for 
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open balances. 

To manage saved payment methods, Wallet information, or Autopay settings, select the profile 

icon in the upper right corner of the portal and choose Account Settings. 

 

 
Sample screen shown for reference only. 

 

Reviewing Open Invoices and Account Activity 

The lower section of the property dashboard allows homeowners to review invoice and payment 

information. 

The Current Invoices tab shows open invoices, current balances, due dates, and invoice details. 

The Account History tab may be used to review posted charges, credits, and other account 

activity. 

The All Payments tab may be used to review posted payments. Payments made by mailed 

check or bank bill pay will also be reflected in the portal once posted by management. When 

available, check numbers or payment details may be noted in the payment record. 
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Sample screen shown for reference only. 

 

Payment Questions 

Homeowners who have questions about invoices, balances, mailed payments, online payments, 

payment posting, or payment instructions may contact management for assistance. 
 

Helpful Documents and Community Resources 

Helpful Documents and Community Resources 

The Resident Portal may include access to certain homeowner resources and community 

documents. 

To view available documents, select the Documents tab from the property dashboard. 
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Within the Documents area, homeowners may browse folders or use the search bar to look for 

specific documents. 

Documents may include governing documents, archived communications, meeting documents, 

financial reports, and other helpful community resources when available. 

 

If you are unable to locate a document, please check the Heathrow Hills website or contact 

management for assistance. 
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Requesting Help from Management 

The Resident Portal is intended to provide a convenient self service option, but homeowners are 

not expected to navigate every item on their own. Management support remains available for 

questions, assistance, and general guidance. 

Homeowners may contact management for help with portal access, contact information updates, 

ARC questions, invoice or account questions, locating documents, submitting requests, or 

general community questions. 

When contacting management, please include your name, property address, and a brief 

description of the question or request. This helps management review the correct property 

account and respond more efficiently. 

Management Contact Information 
Briana Streff 

Heathrow Hills HOA Management Agent 

info@heathrowhills.org 

(615) 609 2511 

Homeowners may also use the contact form on the Heathrow Hills website. 

 



18 | P a g e  
 

Frequently Asked Questions 

 

1. Do I have to use the Resident Portal? 

The Resident Portal is provided as a helpful self service option for homeowners. It is 

intended to make certain tasks easier to access and more organized. Homeowners may 

still contact management directly for assistance. 

2. What if I do not know how to log in? 

Please contact management. Management can help confirm the email address associated 

with your property account and direct you to the correct access page. 

3. Why does my screen look different from the screenshots in this guide? 

The screenshots in this guide are shown from the desktop version of the Resident Portal. 

If you are using a phone or mobile browser, the layout may look slightly different. Most 

features are the same, but some menus, tabs, and buttons may appear in different 

locations. On mobile, some options may be found by selecting the menu icon with three 

horizontal lines. 

4. Can more than one homeowner have portal access? 

Yes. Resident Portal accounts are connected to individual email addresses. If more than 

one owner or household member would like portal access, each person should register 

using their own email address. If another owner or household member should receive 

HOA communications, please contact management so the appropriate contact information 

can be reviewed or added to the property account. 

5. Can one homeowner update another homeowner’s contact information? 

Each homeowner’s portal profile is connected to their own account and email address. 

One homeowner may not be able to update another homeowner’s personal portal 

information. If another owner’s information needs to be added, corrected, or updated on 

the property account, please contact management for assistance. 

6. Is the Member Directory required? 

No. The Member Directory is optional. Each homeowner is responsible for choosing 

whether to be listed and which information to share. Management cannot opt a 

homeowner into the Member Directory or choose sharing preferences on a homeowner’s 

behalf. 
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7. Can I submit an ARC request without using the portal? 

The portal is intended to help organize ARC submissions and supporting documents. If 

you need assistance submitting an ARC request, please contact management. 

Management can help explain what information is needed and how to submit it. 

8. Does submitting an ARC request through the portal mean I am approved 

to begin work? 

No. Submitting an ARC request does not authorize work to begin. Written approval is 

required before any work may start. 

9. What if my contact information is wrong? 

Please update your contact information through the portal if that option is available. If 

you are unable to update it directly, please contact management for assistance. 

10. Will I still receive emails if I do not log in regularly? 

Association communications will still be sent to the email address on file for your 

property when email delivery is available. Keeping your contact information current is 

the best way to help ensure you receive important communications. 

11. Can I pay HOA dues through the portal? 

The portal may allow homeowners to view invoices, balances, payment activity, receipts, 

and secure online payment options. Information about payment options and instructions 

will be provided in a separate communication. Those instructions will include available 

payment methods, remittance information, and any applicable online payment processing 

fees. 

12. Can I still pay by mailed check or bank bill pay? 

Yes. Homeowners are not required to pay online through the portal. Payment instructions 

will include available payment methods, including mailed check or bank bill pay options 

when applicable. 

13. Who do I contact if I have questions? 

Please contact management using the contact information listed in this guide or on the 

Heathrow Hills website. 

 


