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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:
 How do you fix a payment made to the wrong apt. after a receipt is printed or a deposit is done?
Solution:

If the payment is in the current period:

1. Go to RESIDENT RECEIVABLES > ENTER PAYMENTS > MASTER ENTRY FORM
2. Select the tenant where the payment was erroneously made

3. Highlight the payment and press DELETE
4. The program will tell you that you cannot delete the payment, and ask if you would like to make a reversing entry

5. Hit Y for yes

6. A negative payment for that amount will appear on the Select Payment list

7. Press ESCAPE

8. Re-Enter the payment on the correct unit

If the payment was from a prior period:

1. Go to RESIDENT RECEIVABLES > ENTER PAYMENTS > MASTER ENTRY FORM
2. Select the tenant where the payment was erroneously made

3. Find the payment and note the payment particulars (e.g. date, reference info, total amount and its disposition)

4. Hit the INSERT key to insert a reversing payment (same date, same reference with “RV-“ in front to denote this is a reversal, and the same amounts with exact opposite dollar signs)

5. Re-Enter the payment on the correct unit

To re-enter the payment on the correct unit:

1. Select the tenant to whom the payment belongs

2. Press INSERT, and enter the payment for this tenant

3. Both of these payments will appear for selection on the next Bank Deposit

4. If they are both selected, they will cancel each other out, and not affect the deposit total.
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.

