Emailing Correspondence via CINC ~IBARKAN

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.

<« C 25 barkan.cincsys.com

Tools~ System~ Setup~ Help~

Client Downloads

Homeowners @@ Vendors 1l Banking [ Accounting EJCCR B Management % Port:
Interfaces

o Data Import Frespondence Templates

Dita Expore ew 17 Delete | ?7Copy | & Refresh @ Cancel

Assoc:

Region: Assign Document

Office:
PP Prepaid/AR Balancing

*Test Training Association
FIS  Bank Daily Balances Template Type Correspondence -

CallLog: GL Research

Tasks 3 Ne Association Template

+ Add Correspondence Témplate

All Associations 1st Violation Notice

Associabgn Lettepfiead

Ei Check All Associations 30:Day Delinquency Notite
Email Templates
e All Assaciations 45 Day Notice - In Legal - DC
Allfssociations #2.D3y NoticeizIn Legal MA
Recent Reports

All Associations 4xDay Notice - IniLepal - MD and VA

Bi Association Directory e ’
All Associaticns 45 Day Notice - In Legal - RI
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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.

HlestTrainingiAssociation)

*Test Training Association

*Test Training Association
*Test Training Association Fee Increase Letter test ac

*Test Training Association New Correspondence - Test

*Test Training Association

*Test Training Association WebAxis Log In Instructions - 123
*Test Training Association }{\[gpris Log In Instructions - test
*Test Training Association Welcome Letter Template

4  Click into the template and select "Email" as the Paper Source.

enaors il BankKin, ccountin anagement = Portfolio will Reports < Lepl ai
M vend i Banking [ A ing Bccr B Manag s Portfolio il Rep 2 Cephai+

nce Template

@ Cancel i Dashboard
raining Association Template Name:* = Test Template
yondence Paper Source: ‘ Letterheald >
&

Collection Email Notices

B X x == ERE- R Ry S=s Collection Notices
;s NewRoma |~ 3(12pt) |~ |[B 1 U S| =E=E==|%-AN- thans Certified and Firstclass
Insert | =
Firstclas
er, HOA Mailers Certified
Re: Test Letter
ad.... HOA Mailers First Class -
D
1eAddress”]
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Change the name of the template if necessary so you can easily locate it on the
quick correspondence page.

®Vendors I Banking

nce Template

@ Cancel

+=

D X x =

s NewRoma - 3(12py) | ~ B

Insert

E Accounting

& Portfolio

Bccr

@ Management

i Dashboard

Template Name:* | Test Email Temblate

Paper Source: Email

G B v S

g [}
i

e

: Test Letter

]

1eAddress™]
eadoress

6

Assoc: TEST
Region:
Office:
Alerts: ® 41 Alerts waiting
®0/1875

0/0

Queue:

CallLog:

Tasks

+ Add & View S Fee

B Check Manager App Requests

Bi change payment posting from by
level to by date

Recent Reports

B Association Directory

B Website Registrations By Cor...
Bi Quick Correspondence Report
Bi Quick Correspondence Report

B Statement

Quick Links

D s6F

Cloudy

Type and format your email in the body below.

Association:
Template Type:

Template:

a—
= A=
= =

%=

XX,

2 -

Normal - Times New Roma - 3(12pt) | ~ B I

Select Tags

Template Name:* Test Email

Paper Source: Email

51
5]
2 i
i

- Ay -

Dear Homeowner,

Re: Test EmailLetter

Please be adviged....

["txtPropertyHOLRA]
["tQwnerNameAddress”]

["TodayLong”]

=N Q Search

=
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7  Click "Save"

) Barkan Management Company X y{m VIVE

X @ Invoice Search x @ CINC WebSites Administratior X =+
<« C 23 barkan.cincsys.com
File~ Tools~ System~ Setup ~ Help~
O CINC Systems # Homeowners @ Vendors 1 Banking [ Accounting (&) CCR

[E Management % Port
4

Eghi
° Annie Caldon -
7) Save & New | @ Cancel
Assoc: TEST
Region: Association:
Office:

Template Name:* = Test Email
Alerts: ® 41 Alerts waiting

Template Type:
Queue: ®0/1875

Paper Source: Email
CallLog: 0/0 Template:
iz = X x| Y = =
Tasks
Normal - Times New Roma - 3(12pt) | - B = (- A,t x
+ Add ¥ View $ Fee
Select Tags Insert | ~
B Check Manager App Requests Dear Homeowner.
B change payment posting from by Re: Test EmailLetter
level to by date Please be advised....
Recent Reports [AQEE!Q.E?,WH/QLDA]

8

To generate your emails, go to Tools, Quick Correspondence.

Client Downloads

Homeowners @@ Vendors 10 Banking [ Accounting ) CCR
Interfaces

Data Import t Correspondence Template
o Data Export

bave | [E)Save & New | @ Cancel

El Management % Por

Assoc:
ETE G leistdaly Template Name:* | Test Email
Office:
Y  Prepaid/AR Balancing
Queue: Bank Daily Balances

Paper Source: Email
CallLog: GL Research

E - X x| k= i= =

Tasks
ormal - Times New Roma - 3(12pt) | ~ B I US| E === e A/ x
+ Add Correspondence Femplate
iy lect Tags Insert  ~

Association Cetterhead
B Check Dear Homeowner,
EPRENES  Email Templates Re: Test EmailLetter

level to BP0 Please be advised....

Recent Reports [“txtPropertyHOID"]
B Association Directory ["txtOwnerNameAddress”]
Bi Website Registrations By Cor...

[“TodayLong"]
B Quick Correspondence Report

B Quick Correspondence Report
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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.

Quick Correspondence

4 Post = Refresh @ Cancel

*Test Training Association

Homeowner
Blocked Accounts
. Section  (All sections) v Status | (All except Previous and Blockec v Billing Type | (Select Billing Type: -
Fee
| . Account Homeowner Status Address Billing Type
H i
James Smith -
nby d *TEST1100SFL 2 Oowner 1100 Sunny Field Lane # 114 Coupons
Mary Smith
i *TEST11755HD  Barbara Miller Owner 1175 Sunhill Drive Coupons
NES{TZSUSFL John Johnson Oowner 1250 Sunny Field Lane Coupons
ST15755GC David Garcia Owner 1575 Sunny Glenn Court Coupons
t *TEST1630SFC Jennifer Rodriquez Oowner 1630 Sunny Field Court # 122 Coupons
t *TEST1770SHC Charles Martin Owner 1770 Sunhill Court # 124 Coupons
*TEST1850HNL  Matt Kelly Owner 1850 Hickory Nut Lane Coupons

10 Hit Save to apply the selected owners.

New  Recent Updates

#Mvendors 1 Banking = Accounting Bccr H Management & Portfolio ] Reports
ndence
@ Cancel Dashboard

*Test Training Association

Homeowner Q
ounts Close
(All Sections) - Status (All except Previous and Blockec - Billing Type = (Select Billing Type: -
lount Homeowner Status Address Billing Type

James Smith =
'ST1100SFL Mary Smith Owner 1100 Sunny Field Lane # 114 Coupons
ST1175SHD  Barbara Miller Owner 1175 Sunhill Drive Coupons
'ST1250SFL John Johnson Owner 1250 Sunny Field Lane Coupons
iST1575SGC  David Garcia Owner 1575 Sunny Glenn Court Coupons
FTArAAREE  Famife Padei— ey 2PBA s PEald et s 47 e
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11

Select the template you created from the dropdown.

# Homeowners dVendors 1 Banking  [f Accounting (3 ccR [ Management % Portfolio il Reports m

Quick Correspondence

] Post | & Refresh | @ Cancel

*Test Training Association

Homeowner Multiple Homeowners... Q
Template I (Select a Tﬁg-f‘i’fﬁ‘éfa?eﬁ -
Status

Test Lettef

Test Letter Tem;i'ate

Test Letter Template - TEST

Test photo error

Transition Letter 491

Transition Letter Template 2025

WebAxis info and login

WebAxis Log In Instructions - 123

WebAxis Log In Instructions - Monthly Fees
WebAxis Log In Instructions - Quarterly Fees

WebAxis Log In Instructions - test

WMnlmminnm | ombbme Tommmlabn
" "
12  Use status "open".
*Test Training Association
ting
Homeowner Multiple Homeowners... Q
Template Test Email Template v
Status Closed -
$ Fee Approved
N Approved - Awaiting Pinehills

uests & Approved with Conditions
1g from by Normal - Times New Roma = 3(12pt) | ~ B | Closed

Dear Homeowner, ,.wgﬁe’*mgd

More ?T'é_.formation Requested

PPlease be advised.... ]
3y Cor... [*txtPropertyHOID"]
Report ["txtOwnerNameAddress”]
Report

["“TodayLong"]

a2 = X
aE Q search L =08 a a @ [0
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13 Click "Post" at the top to generate the email.

©' Barkan Management Company X Wi VIVE X @ Invoice Search x @ CINC WebSites Administration X =+

<« C 23 barkan.cincsys.com

File~ Tools~ System~ Setup ~ Help~

CINC Systems # Homeowners @@ Vendors 1l Banking [ Accounting EJcCR B Management B Port

guiek Correspondence

2 Refresh @ Cancel

Assoc: TEST
Region:
Office: *Test Training Association
Alerts: ® 41 Alerts waiting
Queue: ®0/1875 Homeowner Multiple Homeowners... Q
Galltog UL Template Test Email Template v
el Status Open -
+ Add & View S Fee
Bi Check Manager App Requests @ |

i
3
T

B change payment posting from by Normal - Times New Roma | ~ 3(12pt) | - B I U S
level to by date

Dear Homeowner,

Re: Test EmailLetter

Recent Reports £
¥ Please be advised....

14  Click the queue to the left of the screen to check the status of the correspondence.

File~ Tools ~ System~ Setup ~ Help~

GING Eystas @ Homeowners  #¥Vendors 1 Banking [ Accounting EICCR [ Management % Portfolio il Reports (Gl

Quick Correspondence

° aniElealion
% Post | Refresh = @ Cancel

Assoc: TEST
Region:
Office: *Test Training Association
Alerts: #® 41 Alerts waitlhg
23 . Homeowner Multiple Homeowners... Q
Queue:| 80
CallLog: '@ Template Test Email Template >
ek Status Open ~
=
* tad S View $ Fee Your correspondence is currently being generated. Please check the queue for the status.

B Check Manager App Requests.

[Bi change payment posting from by &
level to by date Normal - Times New Roma |~ 3(12pt) |~

R Dear Homeowner,
ecent Reports Re: Test EmailLetter

Please be advised....
[Bi Association Directory

B Website Registrations By Cor... [*xtPropertyHOID"]
B4 Quick Correspondence Report

A A
B3 Quick Correspondence Report [*ixiOwnerNameAddress']

[ Statement ["TodayLong"]

Quick Links
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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.

am * O r &0

etup v Help~ New  Recent Updat

# Homeowners @Vendors 1l Banking [ Accounting EJccR [ Management B Portfolio 7l Reports

File Queue

£ Email = @ Publish | i Delete m 2 Cancel £22 Dashboarc

*Test Training Association Q | Al
Type (All Types) v Show Items Created Last 2 Days
Publish To Website Financial Statement
W Date Description Status Last Download
Report
04/17/2026 [ Quick Correspondence Report Pending ] Never

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.

Setup~ Help~ New  Recent Updates =
# Homeowners @ Vendors ﬂ Banking ﬁ Accounting B ccr E Management % Portfolio Al Reports 2 Cephai+
File Queue
£ Email | @Publish [ Delete = Refresh | @ Cancel £ Dashboard
*Test Training Association Q Al
Type (All Types) - Show Items Created Last 2 Days
Publish To Website Financial Statement
[l Date Description HEH Last Download
Report
AR RElcconespondensienoi | Completed Dok
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17 Tosend it, go to Homeowners, "Email Correspondence".

( 1) cinc systems # Homeowners @@ Vendors 1 Banking & Accounting EJccR [ Management % Por
Homeowners
o Annie Caldon Post Adjustments
Post Charges lete | Z Refresh | @ Cancel
AssocRTEST Pending Payments
Region: hed
Office: Mnmatched Payments *Test Training Association
Alerts: ® 41 Alerts waiting Pending Closing Checks
Queue: ®1/1875 Pending Scanned Checks (All Types) - Show Items Created
CallLog: 0/0 Batch Posting HranaalSistamant -
EmajeSTatements
b Y
Tasks i \

Er Cor'r-;—s;}%lder-ce

B Check Manager App Requests

Print Queue |

B change payment posting from by Transaction History ck Correspondence Report
level to by date
Payment Search

Resale
Recent Reports &
Generate Billing
Bi Quick Correspondence Report Generate Coupons
B Association Directory Print Statements
B Website Registrations By Cor...

B Quick Correspondence Report

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.

25 barkan.cincsys.com

Is~ System~ Setup ~ Help~

Systems # Homeowners @ Vendors 1 Banking [ Accounting E[ccR [ Management % Portfolio il Re|

Email Correspondence

Caldon

£ Email | @ Delete & Refresh | @ Cancel

Email Correspondence Jobs | (Selectjob) - Status  Unsent v Email Address St:
lerts waiting (Select Job)

876 @ Invalid Email Address [ ]
04/17/2026 [TEST] 5 Col

04/16/2026 [403] 1 Colle

n Email Address
04/16/2026 [TEST] 25 Auto-Registration
04/06/2026 [403] 1 Collection No Letters found.
04/02/2026 [600] 1 Collection
04/01/2026 [403] 1 Collection
int posting from by 04/01/2026 [600] 9 Collection
e 03/25/2026 [583] 1 Violation
03/24/2026 [439] 1 Correspondence
03/24/2026 [439] 1 Correspondence
03/23/2026 [403] 1 Collection
ondence Report 03/17/2026 [403] 4 Collection

vartans e

W  Account# Narn

View S Fee

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

File~ Tools~ System~ Setup ~ Help~

( 1) cinc systems # Homeowners @@ Vendors 1 Banking [ Accounting E)CCR [ Management & Port
Email Correspondence
Annieaklon,
£ Email @ Delete 2 Refresh =~ @ Cancel
Assoc: TEST
Region:
Office: Email Correspondence Jobs = 04/17/2026 [TEST] 5 Correspondence v Status Unsent hd
Alerts: ® 41 Alerts waiting
Queue: ®0/1876 Invalid Email Address
CallLog: 0/0
Name / Address Email Address
Tasks
Training Association
+ Add & View S Fee
ames Smith i
*TEST1100SFL James Si Ll fl bursf.lcanu@gmall.:om .
Bi Check Manager App Requests | oo Sunny Field Lane lynnsimpson81032@gmail.com
B change payment posting from by _
level to by date *TEST1250SFL Jnthohnscn hhomeowner.1250@mail.com
...................... Sunny Field Lane bfunnell035@gmail.com
Recent Reports Barbara Miller
*TEST1175SHD - L hhomeowner.1175@mail.com
------------------------ Sunhill Drive
B Quick Correspondence Report
- Y hhomeowner.1575@mail.com
Bi Association Directory *TEST15755GC DaWdGarc'a

sgregory@barkan.com

77777777777777777 Sunny _‘_-'1[9_'1'_"_ Court sgregory@barkanco.com

Bi Website Registrations By Cor...

20 Click "Email".

@ Barkan Management Company X ﬁn VIVE X @ Invoice Search X @ CINC WebSites Administration = X A=
& C 25 barkan.cincsys.com

File~ Tools~ System~ Setup ~ Help~

O CINC Systems # Homeowners @@ Vendors T Banking [ Accounting E[B1ccR [ Management % Por
orrespondence
° Annie Caldon
@ Delete & Refresh | @ Cancel
Assoc: TEST
Region:
Office: Email Correspondence Jobs = 04/17/2026 [TEST] 5 Correspondence v Status Unsent L
Alerts: ® 41 Alerts waiting
Queue: ®0/1876 @ Invalid Email Address
CallLeg: 0/0
Account # Name / Address Email Address
Tasks
*Test Training Association
+ Add ™ View S Fee
il e James Smith fbursucanu@gmail.com
B Check Manager App Requests. = Sunny Field Lane lynnsimpson81032@gmail.com
Bi change payment posting from by
level to by date ; +TEST1250SFL John Johnson hhomeowner.1250@mail.com

bfunnell035@gmail.com

Recent Reports Barbara
v *TEST1175SHD - - hhomeowner.1175@mail.com
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21 To edit or create a letter and email it to an individual owner, follow the steps
below.

Find the unit on the homeowners listing and scroll down the unit information
page and click on the "Correspondence" tab.

#Test Training Assaciation (+]
Mobile Phone Email
Robert Keith 2180 PotomacClu... & L.
Version 46.2.1.36-Y Billing Type Statements x ACH start Date
System Requirements
""""""""""""" Account Type Checking ¥ Generate Prenote '
Routing No. Account No.

Parking Space or Sticker #
Storage

Beneficial Interest
FOB/Visitor Tag/Other

CINC Manager Comment Jatiy Lag

0/4000

»"»_7:. J
e

A :dizllydoudy == Q Search L ; @ g If a @ a. ‘}" G i
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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.

e~ cols ~ yStem etup~ Help~

EINE Syxhan # Homeowners & Vendors 1l Banking [ Accounting E3CCR  [E Management = Portfolio il Reports

Correspondence Listing - Robert Keith (Owner)

° Annie Caldon
+New T[iDelete [EClose | O Refresh @ Cancel

Assoc: TEST

Region:

Office: Correspondence Type (All Types) -, Violation Type {

Alerts: ® 48 Alerts waiting

Queue: ®0/2158 For Dates =] To =] Violation #

CallLog: 0/0 View By m toiias status «
Tasks

+ add & View $ Fee ' Last Modified Next Contact Violation # / Descr / Type / Details

B Check Manager App Requests § 03/24/2026 § Open 03/24/2026 Welcome Letter

Bi change payment posting from by
level to by date

I e e ) e e K

Recent Reports

B Quick Correspondence Report
B Quick Correspondence Report
Ei Quick Correspondence Report
B3 Quick Correspondence Report

B3 Quick Correspondence Report

Quick Links

Recent Properties (-]

Robert Keith 2180 Potomac Club Par...

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.

oarkan.cincsys.com aQ % £ [R5 0 :

# Homeowners  d@Vendors 1 Banking [ Accounting EICCR  [H Management % Portfolio il Reports

Notes History - Robert Keith (Owner)

# Ne G Delete  [UPDF | [JEmail = Refresh @ Cancel £ Dashboard

Next Contact Entered By Note Type

03/24/2026 Note - Private

| 03/24/2026 < Letter > |

Fee
s Description: Welcome Letter Corr Type: Welcome Letter -
mby E
Status: Open - Attachments: Letter_03-24-2026.pdf Manage = View -
Note Date: 03/24/2026 b Note Type: Letter it
Next Contact: >
[
" Template: (Select a Template) Go | -
[
£ o XX | E Do ERE-GEYSS
= Normal (D | ~ || Calibri |30zt | - |B I U S = %A
a
March 24, 2036
n RobertKe.th
2180 Pot{mac Club Parkilay # 1
- Woodbridye
Account Nur 5712345
elcome to *Test Training Association and congratulations on the purchase of your home!
1202
On behalf of the *Test Training Association, we are pleased to introduce Barkan Management Company, Inc as the managing agent for your iation. Our firm is an i Organization (AMO®) with the Institute of Real
o Estate Management and[is the premier manager of condominiums and HOA’s throughout New England and the Mid Atlantic.
e four dedicated Barkan representative, Annie Caldon manages *Test Training Association, provides advice and counsel to the Board, and oversees the day-to-day operations of the community. Annie Caldon can be reached °
at Acaldon@barkanco.com or (404) 123-4567 and is supported by and the Corporate Team. Please feel free to contact them regarding general matters and routine service requests. v
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25  Click the check box next to the letter and hit email at the top.

@ Barkan Management Company X +

€« > C 2 barkancincsys.com

CING Systerm # Homeowners @ Vendors 10l Banking [= Accounting CCR  [ElManagement B Portfolioc il Reports
Notes History - Robert Kej er)
+New [MSave fDelete | [PPF MEITUEIMNZ Refresh | @ Cancel

Region:

Mext Codtact Entered B Note Type
Office: : o e

Alerts: ® 48 Alerts waiting
Queue: ®0/2159

CallLog: 0/0 [ 03/24/2026 N BrRats
Tasks [ 03/24/2026 Letter
+ Add & View $ Fee
B Check Manager App Requests Description: Welcome Letter Corr Type: Welcome Letter
B change payment posting from by
level to by date Status: Open < Attachments: Letter_03-24-2026.pdf
e Note Date: 03/24/2026 - Note Type: Letter
Next Contact: i
B Quick Correspondence Report
Ei Quick Correspondence Report Template: (Select a Template)

B Quick Correspondence Report

B0 U

B Quick Correspondence Report

B Quick Correspondence Report Normal (DI | ~ | Calibri

March 24. 2026

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.

erts waiting

159
. Send Email
v 03/24/2026 @ P Cancel
view $ Fee From Acaldon@barkanco.com x
r App Requests Description: Welcome Letter
nt posting from by I oo To annieejay@gmail.com x a
= g P
. L (separate with semicelon ;')
: 124/2026
cc Q
ridence Report Next Contact: (separate with semicelon %)
ondence Report Template: e emplate) BCC Q
ondence Repart (separate with semicolon
i X @
ondence Report £ Subject Welcom:
A ( i i o
i et Normal (D! Calibri B I U S
- Attachments
March 24, 2026
e ter_03-24-2026.pdf 03/24/2026 426 KB
2180 Potomac Club Parkway # 1

0 Poiarnac Elb Par: Woodbridge, VA 22191

Account Number: TEST12345
st
‘Welceme to *Test Training Association and congratulations on the purchase of your home!
tion Landing# 1202
On behalf of the *Test Training Association, we are pleased to introduce Barkan Management Company, Inc as the managing agent for your Association. Our firm is an Accredited Manage

tlosi120)S Earer: Estate Management and|is the premier manager of condominiums and HOA's throughout New England and the Mid Atlantic.

Iborough Street# 907 Your dedicated Barkan representative, Annie Caldon manages *Test Training Association, provides af:lvicg and counsel to the Board, and oversees the day-to-day operations of the comm
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