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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:
Need to Refund a Pet or Security Deposit amount

Solution:

1. Go to PROPERTY MANAGEMENT > RESIDENT RECEIVABLES > ADJUST BALANCES
2. Select OTHER ADJUSTMENTS and then pick your property and hit enter on the tenant’s name

3. In the PICK CHARGE screen, select the appropriate charge (normally S/D DISP), usually one coded to the 2191 account (you can check this by hitting F9 when charge is highlighted)

4. Fill in the date field appropriately, and the amount field should be the amount of the refund (this should be a positive number)

5. When asked, be sure to print the invoice for your records and file appropriately

6. Go to ENTER PAYMENTS > MASTER ENTRY FORM
7. Select your property and hit ENTER on the tenant’s name

8. Hit the INSERT key to enter a new payment

· Enter the appropriate date for the payment

· Reference should be “ZERO PYMT” or “s/d refund”

· TOTAL AMOUNT OF THIS PAYMENT should be “0” (zero)

· ALL FIELDS, WITH THE EXCEPTION OF SECURITY AND OTHER SHOULD BE “0”

· Security should get negative (-) and the amount of the refund (e.g. –100)
· In both sub-forms of security, S/D should get negative and the amount of the refund
· In both sub-forms of security, all fields but S/D should get “0” (zero)
· Other should get the a positive (normal) and the amount of the refund (e.g. 100)
· After hitting enter on the amount in OTHER, a purple box saying “Now in balance, press F10 to end” should appear, hit F10 to save the payment
· Print the receipt when asked to do so, file appropriately
9. Go to ENTER PAYMENTS > BANK DEPOSIT
10. In Bank Deposit, deposit only the payment just entered, total amount of the deposit will be “0” (zero)

11. Go to TENANT MAINTENANCE > ADD/CHANGE
12. Select your property and hit ENTER on the tenant’s name

13. PAGE DOWN twice to get to page three of the TENANT FORM
14. ENTER down to the s/d required and pet required amount fields, change the numbers to the new required amounts

15. Press F10 to save the changes

16. Run a “TENANT LEDGER CARD” and/or TR15 “SECURITY DEPOSIT – LISTING” 
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 FAQs or 2.0.1.B.

