WORK ORDERS
QUICK REFERENCE GUIDE

Drop Down Options
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Select System/Drop Down Options
o Association Address Type
o Work Order Status
o Work Order Type

Email Templates

Select Tools/Email Templates
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Common Areas
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Select Setup/Association Setup, Select association, click on Addr tab
o Add each common area to the association’s Additional Addresses

screen
o Toggle on the Common Area button

Work Order List Screen

# Homeowners  @Vendors I Banking & Accounting  BICCR M Management % Portfolio 3l Reports

Work Order List
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Select Vendors/Work Orders

o View existing work orders in a single or All Association view

(C) o Check the box next to the WO# to complete or reopen the work order
o Click on the WO# to view a work order or click New to enter

a new work order
CINC Systems




WORK ORDERS
QUICK REFERENCE GUIDE

Creating a New Word Order
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Work Order # will automatically populate after clicking Save
Description will automatically populate in the Subject line when
Emailing the work order
Work Location can be linked to a Homeowner or Common Area
The system will trigger the Unlinked Vendor flag if the Vendor
has no contact information listed
‘Work Order Notes with the Public box checked will appear on the
Work Order List report
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WORK ORDERS
QUICK REFERENCE GUIDE

Completed/Print/Email

Work Order

Elsave [ElSave & New | + Completed & Print | &4Email | £ Refresh @ Cancel

‘These are made available after clicking Save

-Clicking Print will create a pdf of the work order under Recent
Reports titled Work Order

-Click Email to email the Work Order Report and/or attachments

o The User’s email address will populate in the From field - replies
will go to your inbox

o The Work Location and Vendor email addresses will populate in
the To field

oYou must include a message and check the Generate Work Order
report and attach box

Send Email X

E-Mail @ Cancel

From training@cinesystems.com x
To ppocls@test.com X Test@emailcom X Q
cc Q
(separate with semicolon ;')
BCC Q

(separate with semicolon 1)

Subject RE: busted pipe near pasl (WO# 10)
Message Hello,

Flease see attached work order request.

47 4 7000

Attachments

Generate Work Order report and attach

06/06/2022

Fpewe 05:51:19 AM Ll
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Complete Work Order x

Status Clodied

Email | Work Location [v] vendor
Public

Mete Waork cormplel i

Vendor Rating (Optional)

Global Average Bating T e W W (7 rating) EBi
Your AverageRating LT T U IT Y 10 rating)
astmating  TT I LTITIY
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Raw Rating Rt Ny

Rating Note (Optional)

-Click Completed to close the work order

o The Email Work Location, Vendor and Public boxes default as
checked - uncheck if needed
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Link Work Order to Invoice

# Homeowners @ Vendors 1l Banking & Accounting EICCR [ Management % Portfolio @il Reports
Assign Invoice

EiSave T Refresh @ Cancel @ Help  Hi Dashboard

*Test Training Asseciation qQ
Batch: 01/18/2022 Batch # &6 (4) - Test User -
Recurring: | | a | Iwo 5 I =1 |
Invoice #: Date: 10,05/ 2023 1 [ --] I
Status: Pending Approval == Due: ==}
Pay To: o Account #:
Address:
Total: 50.00

City: State: - Zip:
Meme: &
Aceount: TestBank - OP - 1234 - Pay By: Check -

-Assign Invoice screen - Select Vendors/Assign Invoices

# Homeowners @ Vendors [T Banking [ Accounting (JCCR [0 Management % Portfolic 7l Reports
Invoice

ElSave ESave & New T Refresh @ Cancel 2 Dashboard
*Test Tralning Assaciatisn Q
Invoiced Inveice Date  10/05/2023 -]
Vendor Account # Dus Date B
Status  Pending Approval *|D wo# Q

Pay To Q

-Invoice screen - Select Vendors/Invoices then click New

©

CINC Systems




@

CINC Systems

WORK ORDERS
QUICK REFERENCE GUIDE

Work Order Report

Vendor Reports
Rebeirsh e
Association Vendor it lewedoe List Vends o b
CADE 34T Form Irvoice List (Mew) Wendor 1059 MISC ‘Wendor List By Association
A D 543 Vendar Chacks Irvsien List by Chart Assunt Wendar 1O-MILE Expart {Tax1069) Warder Lailing Line
Berevice Agpeoval List Pewecing Approwal I Wendor 10R-NEC
bwokelmages 00 Requrring breok - Vendor 1055-NEC Export (Tax1069)
Iereice Images - Paid (All Axpodiations] Verndor 100650 viendor Dnvelope
Sevesicn Imagen by GL Attount Vamsor 1006 KIC Vendor Inyrance Exps ation List

E Dashboard

Select Reports/Vendor Reports click Work Order List

o Create Date - Day Work Order entered in CINC

Due Date - Work Order with Due Date set

Nex Reminder Date - Work Order with Follow up Date set
Issued Date - Day Work Order was Printed / Emailed

o)
o)
o)
o Completed Date - Day Work Order was closed/completed




