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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.  

Problem:
Create TRACS files for Certs (current/ history/turnover)
Solution:

If the cert in question is Current:

· go to TRACS > CREATE TRACS FILES > TENANTS ONLY > INDIVIDUAL TENANTS
· Input the unit number(s) of the tenant(s) in question OR use the F2 Pick List

· F10 to save the list

· Y and it will create the required TRACS file

If the cert in question is in History:

· Go to CERTS > HISTORY CERTS and locate the cert in question

· With the cert on screen, go to MORE > CREATE NEW TRACS FILE FROM HISTORY
· It will ask you if this should be a REGULAR CERTIFICATION or BASELINE CERTIFICATION, pick the appropriate one (in most cases the regular will do the job) and the file will be created.

If it is a Termination or Move-Out:

· Go to CERTS > TURNOVER
· Locate the turnover in question

· Go to MORE > CREATE TRACS FILE option

Once you have created the required files you can send them by going to TRACS > SEND TRACS FILES > ALL NEW TRACS FILES

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.  Just click on Technical Support then click on TRACSMail FAQ’s or 2.0.1.B.

