
Managing DR Requests 
(As a Manager via CINC) 

 

Viewing pending requests: 

1. Go to CCR, Pending ACC Request. 
2. Enter the association in the search bar. 
3. You can view requests per owner, or to view all open requests, enter a percent symbol (%) in 

the Name Contains filter and hit refresh: 

 

4. To view the full application, click on the owner’s name to be redirected to the 
correspondence record. You can view the request and any attachments by selecting “view”, 
or you can read the request in the body of the note below: 

 

5. Review and ensure the request is ready to be sent to the DR committee. 
a. If the owner is missing pertinent documentation or details, you can request the 

missing information on this screen, via email, by selecting new at the top to create a 
new “note”.  

b. Enter the email message in the body below and select either a private (will not show 
up on the owner portal) or a public (will show on the owner’s DR in the portal) note 
type from the drop-down menu.  

c. Hit save at the top.  
d. Check off the box next to the email note you just created and then hit email at the 

top.  



 

e. You will then have the opportunity to change or add additional email addresses or 
include specific attachments before selecting Email to confirm and send.  

 

Create a request manually for unregistered users: 

1. Go to CCR, New ACC Request. 
2. Enter the association in the search bar to the right. 
3. Type in the homeowner’s name or address in the search bar on the left and click on 

the search button to select the owner. 
4. Fill in the request criteria and attach the application and any corresponding 

documents. Add any notes in the description for the committee or about the 
request.  



 

5. To send it to the Committee directly from the new request page, enter a form 
received date and a sent to ARC date as highlighted above before saving. 

Sending the request to the Committee: (skip this if DR Committee approval is not necessary) 

Once the request is ready to be sent to the committee for approval, make sure the “completed form 
received” date is set, and follow the steps below: 

 



 

 



 

5. Click post at the top. If the "Sent to ARC" has a date saved, you have sent it to the 
Committee correctly.  

Denying or approving a request: 

1. Go to CCR, Pending ACC Request and enter the name of the owner or “%” to pull up all 
open requests.  

2. Check the check box next to the request you want to approve or deny. The Committee’s 
decision will be automated for you, but you can verify or change it by selecting the 
appropriate status and template from the drop-down menus.  

 



a. Note that the message in the “response” field will be pulled into your letter so be 
sure it is clear and suitable to be included in owner correspondence. If the 
Committee was not involved in the approval process, put in your own description of 
the approval. 

3. Scroll up and enter a “New Job” name. This is not public and can be anything.  

 

4. Hit Post. The letter will generate into your recent reports which can be printed/mailed, 
attached to an email, or emailed directly out of CINC. 

Emailing the decision through CINC: 

To access the request to be emailed, you can go into the homeowner’s correspondence tab, or you 
can access it from the Pending ACC Request screen. 

1. Select the approved or denied status filter to find the request. 
2. Click on the owner’s name to pull up the request. 

 

You will be directed to the notes for the specific request.  

3. Select the “Letter-Private” and you can make additional edits to the letter on this screen 
before you send.  

4. Check the checkbox next to the letter and hit Email at the top.  



 
5. A pop-up menu will appear to allow you to modify the email addresses and add a subject 

line.  
a. Remove the owner’s email address and put in the Pinehills representative’s email to 

let them know it has been approved by the Committee. You can cc the owner if you’d 
like them to be aware of the status, but make sure it is clear in the decision letter 
that the Pinehills still need to approve.  

b. Include any attachments from the request, not including the decision letter as it will 
populate into the body of the email.  

6. Click E-mail to send for Pinehills approval. 


