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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 change the Apartment Numbering system in HUDControl and IPMS

Solution:

!!! DO NOT PROCEED UNLESS BACKUPS OF BOTH PROGRAMS HAVE BEEN DONE !!!

1. In HUDControl:

· Go to PROPERTY > APARTMENTS
· For each unit number needing to be edited:

· Select the apartment

· Hit E for E>dit

· Make the needed changes to both the APARTMENT NUMBER and STREET ADDRESS fields NOTE:  In HUDControl, Apartment #’s are RIGHT JUSTIFIED (against the right hand margin)

· Hit F10 to save the changes

· Select the next apartment, and repeat till all changes needed have been made

· You also have to change the apt #’s in current certs. To do this, go to <More> and enter on ‘Change Apartment Number’ and make the change there also.

· Verify all apartment number changes by going to REPORTS > PROPERTY > APARTMENTS
· Hit P for print and print out the report, check for discrepancies, KEEP THIS REPORT!!!
· If all changes needed are complete, EXIT HUDControl

IF YOU USE IPMS RESIDENT RECEIVABLES, PROCEED WITH STEP 2, IF NOT STOP HERE

2. !!!   DO NOT OPEN IPMS RESIDENT RECEIVABLES YET   !!!

3. Go to the DOS Prompt

· IN Windows 9x – START > PROGRAMS > MS-DOS PROMPT
· IN Windows 2000/NT/XP – START > PROGRAMS > ACCESSORIES > COMMAND PROMPT
4. Change drive/directory to the location of the IPMS Resident Receivables program (eg. CD \IPMS) 

5. Type in FIXAPART and hit ENTER
6. Select your property by highlighting on it and hitting ENTER
7. You will get a warning screen saying “You have selected the Change Apartment ID Function for XYZ. Do you want to continue?”  hit Y to select Yes and hit ENTER to proceed

8. Select an apartment number that needs to be fixed and hit ENTER
9. Type in the new apartment number EXACTLY as it appears on the Apartment printout from HUDControl – NOTE:  In IPMS, Apartment #’s are LEFT JUSTIFIED (against the left hand margin)

10. Hit ENTER to save the new apartment number 

11. Check the Warning display, if the changes listed there are what is wanted, hit Y to select Yes and hit ENTER 

12. When all changes have been entered, hit the ESCAPE key twice to return to the prompt

13. Type in EXIT and hit ENTER to leave the DOS prompt

14. Open IPMS Resident Receivables

15. Go to PROPERTY MANAGEMENT > RESIDENT RECEIVABLES > TENANT MAINTENANCE > LINK TO FORMS
16. Hit Y to continue the link

17. Select your property from the list and hit ENTER to continue

18. Verify list of tenants is correct by printing a TR21 – Tenant Standard Monthly Charges Report

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.

