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Emailing Correspondence via CINC
Learn how to set up a template for emailing one or multiple owners and how to send
the letters using CINC email correspondence.

1 Steps 2-20 show how to generate an email using Quick Correspondence. To edit or
resend an existing letter for an individual owner, skip to step 21.

2 Make sure the template is set up to generate an email. Click Tools,
Correspondence Templates.
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3 Select the template you want to use for your email.

  • If one doesn't exist, you can use or copy an existing template and change the settings to
email as outlined below.

4 Click into the template and select "Email" as the Paper Source.
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5 Change the name of the template if necessary so you can easily locate it on the
quick correspondence page.

6 Type and format your email in the body below.
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7 Click "Save"

8 To generate your emails, go to Tools, Quick Correspondence.
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9 Click the search icon to select the homeowner you want to email. You can use the
top box to select all owners, or check off the ones you need. There are additional
filters at the top to narrow down by section, owner status, etc.

10 Hit Save to apply the selected owners.
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11 Select the template you created from the dropdown.

12 Use status "open".
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13 Click "Post" at the top to generate the email.

14 Click the queue to the left of the screen to check the status of the correspondence.
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15 The email will show as a "Quick Correspondence Report" and will show pending
while it generates. Give it a minute or so and click "refresh" until it shows as
complete. Note* larger correspondences may take longer to generate. You may
need to wait several minutes.

16 When it's done generating it will show "Completed". Click on the "Quick
Correspondence Report" to download a preview of the letter or email.

  • Note* a completed report is not automatically sent to the owner. You still need to email
it at this point.
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17 To send it, go to Homeowners, "Email Correspondence".

18 Find the job from the drop down. It will likely be towards the top and will show the
property number and "Correspondence" as the job name.



Made with Scribe - https://scribehow.com 10

19 Click the checkbox at the top to select all owners, or you can choose a select few.

20 Click "Email".
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21 To edit or create a letter and email it to an individual owner, follow the steps
below.

22 Find the unit on the homeowners listing and scroll down the unit information
page and click on the "Correspondence" tab.
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23 If the letter was already generated it will show on the correspondence listing. Click
on the date to open it.

  • If you need to create an email, click "New" at the top and create a new correspondence
note. See CINC QRG or the Generating Correspondence guide for more information.

24 Click on the Letter note and scroll down to edit the body of the letter if needed.
Any attachments can be added by clicking "manage" in the attachments field. Click
save at the top to keep your changes.
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25 Click the check box next to the letter and hit email at the top.

26 Fill in the send email box with any additional email addresses and a subject line.
Select any attachments to be included and hit "E-Mail" to send.


