
Faxback 166 – CS – Correcting a voucher or creating a corrected voucher Date Modified:  5/16/11 

NOTE:  If the solution above solves the issue you are encountering, please e-mail the Client Care Dept. at 

support@ipm-software.net.  If there is another issue please call 1-800-944-5572 or check out our Web site at 

www.IPM-Software.net for other Frequently Asked Questions 

From Client Care at IPM-Software, Inc.    To ________________________________ 

Phone 1-800-944-5572      

Fax 1-713-944-2554           ________________________________ 

Email Support@ipm-software.net 

 

Fax Back Answers to Frequently Asked Questions 

From our initial contact, we believe your situation can be resolved with a few standard directions.  As there is 

sometimes a delay speaking with a Client Care Associate, we hope this document will provide the directions you 

need to resolve your problem.  Please consider these directions as our first attempt to answer your need for 

assistance.  Once you have followed the steps listed here we trust your problem will be resolved.   
 

Subject: Correcting a Voucher or Creating a Corrected Voucher       

PROBLEM: HUD or your Contract Administrator requests a corrected voucher.  
 

SOLUTION: There are two ways to handle this situation in CornerStone. The first thing you 

would need to ask is if they want you to: 
 

A) resend the previously sent voucher reflecting the correction 

B) send a Corrected voucher?  
 

A. In most cases, the CA requests the first option. If this is what the CA needs, you need to:  
 

1) Open the HUD module and then click on the Voucher icon 

2) Click Search F3 and locate the voucher that you need to correct. 

3) Right click in the “TRACS File Sent” field, and choose to “Clear the Voucher Sent 

Date.”  

         
4) You will get a message asking “Are you sure you want to delete the voucher sent date?” 

Click Yes. 

5) You will the see a confirmation message that the “Voucher sent date has been cleared 

successfully.” Click OK. This will allow you to make changes on the voucher. 

6) Make all the requested changes or corrections. 

7) Once all necessary corrections are made and the changes saved, you will rebuild your 

voucher, print the voucher, and verify the information. 

NOTE: If you have to make corrections in the Household module, you will have to rebuild  

                   the voucher before sending.  

             If you just need to add Adjustments, Special Claims, or Miscellaneous accounting   

                   requests to the existing voucher, you will not rebuild before sending. 
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8) Look for “Corrected Vouchers” and delete if necessary. To do this: 

    a) Go to the HUD module 

    b) Click on the Search F3 bar at the top left of the module to show all your vouchers. 

    c) If there is more than one voucher for the month you are currently working on, and  

        you were asked to correct a voucher and not to create a corrected voucher, you will  

        need to delete the Corrected Vouchers for that month. Highlight each voucher for  

        that month. Look for the vouchers for that month that have **Corrected**”next to  

        the contract number at the top of the HUD window. 

    d) With the Corrected voucher you need to remove on the screen, use the Delete button   

         at the top toolbar to delete the Corrected Voucher.  

    e) Repeat these steps for other corrected vouchers that were created for that month if   

        necessary.  

9) Rebuild your voucher by clicking on the Build button on the Status screen of the voucher. 

Verify that you are on the correct Voucher month before rebuilding.  

             (See NOTE after Step 7 to see if you should rebuild)  

10) Create the new voucher/ tenant TRACS files in TRACS / Create TRACS files  

               as you would normally process for the month 

11) After creating the files, check for errors. Right Click on the file and select   

               TRACS File Options / Check TRACS files. 

12) Assuming there are no errors, you are ready to send the files using your  

               TRACS Communications Center. 

 

After your voucher has been sent successfully, CornerStone will automatically ask if you want to 

advance the HUD period to the next month. If you already advanced the month when you sent the 

original TRACS file, you will want to say no. 

 

B. If the CA has requested that you send a Corrected voucher, they need to provide you with  

     a Voucher ID number. With that voucher ID, you will follow these instructions: 

 

1) Open the HUD module and then click on the Voucher icon  

2) Click the Add button on the top toolbar and add a new voucher.  

3) Select the contract and the voucher date. The voucher date will be the same as the one 

you’re correcting. You will see the following message: 

                
4) You will want to answer “Yes” to that message.  

5) Click Save on the top toolbar. 

6) You will now see a voucher for the same contract number and effective date as the one 

previously sent, only this one will be labeled as “Corrected” at the top. At this time, build 

and make any necessary corrections to it. 
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7) Enter the sign date and click Save on the top toolbar. 

8) To create the new TRACS file, go into TRACS and click Create a TRACS File. 

9) Choose Individual Files and make sure the box next to “Voucher” is checked. Click Next. 

10)  Choose your property and contract. Click Next. 

11) Mark the circle next to “Corrected Voucher (MAT 30)”. Confirm the voucher month. 

Input the voucher ID number that you were given by your CA or HUD. 

 

12) Choose Create Files. 

 

You may now open up the TRACS Communication Center and send your voucher with 

corrections or your corrected voucher. 


