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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 write off tenant balances to BAD DEBT
Solution:

If an unpaid balance cannot be collected, either because the tenant moved out and owed a balance, or if the site is unable to collect an amount due to an error that they made so that they must absorb the amount, then a "write off" should be entered.

1) Go into IPMS > Property Management > Resident Receivables, Adjust Balances > Rent Adjustment. (Select "Late Fees adjustment", "Damages Adjustment", or "Other Adjustment" if that is the category that needs to be written off.)

2) Select the tenant, (use F8 if they are an archived or moved out tenant) and hit ENTER on their name.  Check to see if a "write-off" or "Bad Debt" charge already can be selected in the select charge pick list.  If not, then add it by hitting the "insert" key.  For a rent write-off, put the name as something like "write off - rent" as each category must have its own distinct name - do not simply call it "write off”!  The default account is '6370' (bad debts) but please verify this matches your chart of accounts.  If in doubt, you should contact your home office, accountant, or auditor.

3) Select the "write off" charge and put the amount to be written off as a minus (-) amount to reduce or eliminate the amount still owed.  (For example, if the unpaid rent amount to be written off is $200, then enter the write off amount as -$200.)  Enter all the way through the form and then hit the ESC key to exit the "select charge" screen.  Repeat this process as needed if there are additional categories of unpaid charges to write off.  (Note: that all types of charges will generally use the same general ledger expense account, whether it is the default account '6370' or something else, please verify with your accountant, auditor or home office first.)

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.

