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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 edit Letters in HUDControl
Solution:

Many users like to make slight changes to the standard letters that come with HUDControl.  You should not edit these letters.  If you do, your changes will be lost when you install a new update.  Instead, you should add a copy of these letters and modify the copies as desired.  If you are creating a completely new letter, it is still recommended you copy an existing letter so that you don’t have to re-add all of the mail merge fields.

Go to Reports > Letters > Maintain Letters

To edit an existing letter:

1. Use the B>row option to locate and select the letter you wish to edit.

2. Hit ENTER to pull the letter you want to modify 

3. Hit E for Edit 

4. Select Copy From This Letter 

5. Give your new letter a unique name, give it an appropriate description (usually what it is used for), and note whether it is for Tenants or for Waiting list (T or W respectively)

6. Hit F10 to save your changes and begin editing your new letter

7. Make changes to the letter on the screen, using the F3 Merge field list to add or change any mail merge fields (merge fields are wild cards that fill in default information the program gathers from either the tenant’s cert or from Property Information)

8. To save letter, hit F10 and the copy will appear anywhere where you can access the letters.

To add a completely new letter:

1. Go to Reports > Letters > Maintain Letters 
2. Hit A for Add

3. Select Add New Letter 
4. Use the same steps above, starting with step 5 

NOTE:  Only a non-standard letter should be edited.  If you edit a standard letter, you will lose your changes after you install an update.  
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.


