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CINC WebAxis 
Info Sheet and Frequently Asked Questions 

 
Cinc Systems – Homeowner ledgers, financial reports, vendor information, work orders management:  
https://barkan.cincsys.com/ - internal employee usage and specified Board access 

 

Cinc WebAxis - Owner portal: Owner payment setup, work order submission, document library, 
community calendar, amenities reservations, etc: 

•   For internal use to upload documents and manage owner registrations: 
https://barkan.cincwebaxis.com/Admin 

•   Owner access is located at https://www.barkanco.com , owner log in or 
https://barkan.cincwebaxis.com/  

 

*Be sure to check your Contact Us requests and Pending Registrations daily* 
 

Registration: “I never got the registration email” 

•   If an owner’s name and address match what’s in the system, their registration approval should 
be automatic, and the email should follow momentarily. 

• If they did not receive the email, go to “Administration, Manage Homeowners” on the left 
menu, and then choose the association in the drop down. You can then search through 
registered owners. 

 
 

• If they don’t show up as registered, they did not register correctly. You can register for them on by 
clicking on “Register” at  https://barkan.cincwebaxis.com/cinc/register/. They should get an email 
to set their password but remind them to check their spam folder. Allow them to choose their own 
directory preferences after log in. 

•   If they do show as a registered owner, you can just send them a reset password link. 

• Highlight the owner/unit and click “Re-set Password” at the bottom of the screen. Also 
reset passwords if an owner indicates their password is not recognized. 

• You can also check for pending registrations on your homepage dashboard for owners 
whose registration need manual approval.  

https://barkan.cincsys.com/
https://barkan.cincwebaxis.com/Admin
https://www.barkanco.com/
https://barkan.cincwebaxis.com/
https://barkan.cincwebaxis.com/cinc/register/
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Click on the pencil and choose the correct owner/unit to approve registration. If no unit or owner 
options appear initially, clear the search fields and input the unit number or account number. 

•   Once the pending registration is approved, the owner should get the registration email. 
Reminder to check their spam folder. 

•   If a registrant’s name does not match our unit file, we should reach out to the owner on file and 
confirm correct owner information and that access to WebAxis is appropriate. 

• If an owner registers for the wrong unit or states their unit number is incorrect you should “re 
assign” the account to the correct unit number. 

 
Recurring Payments: “how do I set up payments?” 

• Direct owners to the “Pay Assessments” tab at the top of their homepage. 

• They can choose to make a one-time payment or set up recurring payments in the lower section of 
the page. 

• If they want to set up a recurring payment to include the current month’s payment, they need to 
choose a future processing day. To start recurring payments the following month, they should 
choose a processing day prior to today’s date. (ex. If they log in on December 30th and want to start 
recurring payments for January, they need to select a day prior to the 30th. If they want to include a 
payment for December, they need to choose the 31st so that it will pull in the same month.) 

• To verify if an owner is set up for recurring payments or to view all recurring payment details, go to 
“Administration” and “Recurring Payments” then select the Association to view a list. Owners can 
also verify on their account under the “Recurring Payments section pictured above. 

• Owners can choose a flat fee to be pulled, or check the “assessment balance” box during set up to 
pull the balance due each month. The assessment balance option allows owners to “set it and 
forget it”. If they choose a flat fee, this will require annual maintenance when the fees change. 

 
Managing Owner Accounts: 

• See what an owner sees by clicking on their name under the manage homeowners page. You will be 
directed to log in with your admin credentials to “emulate” that owner.  

• Owners can edit their own names and contact info under “Account Info” then “My Profile”. 

• To view or revisit “Contact Us” messages that are no longer on your dashboard, go to 
“Administration” and “Review Contact Us Emails”. Choose the Association and change the status to 
“All” to view all messages received. 
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• You can also view all emails sent through WebAxis including registration confirmation, reset 
password, and work order notifications under “Administration”, “Review Sent Emails”. 

 
If an owner owns more than one unit/account: they can switch between accounts by going to the drop 
down menu under their name in the top righthand corner and selecting “switch account”. They will need to 
register another unit the first time. See “Registering for Multiple Units in WebAxis” document on ADP. You 
can share this with owners who need it.  
 
Uploading Documents: 
Go to “Manage Content” and then Documents. It will take you to the documents page where you can 
upload or maintain current documents. 

 
You can then hit “Create Folder” and give it a name, choose the security permissions you want to assign 
to that folder and restrict access if you have any tenants registered for an account. 
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Selecting the “Private” box allows you to restrict the folders to owners with a registered account only. 
Enabling AI allows the Barkan App to search specific documents to answer owner questions. This is an up-
and-coming feature. More details coming soon.  
 
Setting up a Directory: You can create directories for certain groups of owners such as committee members, 
owners of a particular building, board members, etc.  

• Go to “Manage Content” and then “Maintain Directories”, choose your property and then select 
“new custom directory”.  

• Give it a name (make sure it makes sense to owners if you are creating a visible directory), and 
select any restrictions if necessary. 

o If you are creating a private or non-visible directory to owners (for Management use only), 
do not select any visibility. 

o If you don’t want the owners to be able to see/use the directory on the portal, check off 
which parameters you want to make visible such as name and contact information.   

o Hit “Create Custom Directory” at the bottom.  

 
 

• You’ll then see the directory listed. Click on “List” and then “add from homeowner”.  
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• Then check off the owners you want to include and hit save to add them to the directory. 

 
Sending Email Blasts: 
To send a blast email, go to Administration, Broadcast Emails. 

 
In the email template menu you can choose the directory and CC yourself or any other employees or vendors 
to get a copy. Note that blast emails will come from a donotreply@barkanco.com address. We recommend 
that you copy your signature in the body of the email or insert the Barkan logo before sending so that owners 
know who the message is from. 
 
Broadcast Messages can be posted on the owner’s homepage under Manage Content, Broadcast Messages. 
You can put in dates and parameters for the messaging which will show when they first log in. 

mailto:donotreply@barkanco.com

