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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 I move a Security Deposit payment from one tenant to another?
Solution:

Sometimes a Unit Transfer causes a Move Out and a Move In.  The security paid is still in the old unit.

To apply the payment to the new unit do the following.

1. In Resident Receivables, select Enter Payments
2. Then use either Master Entry Form or Security Deposits.

3. Pick your property

4. Find the tenant and hit ENTER to select (F8 brings up archived/moved-out residents)

5. Enter a Security deposit payment as a negative amount to the old unit. (to remove the amount paid from that unit)

6. Enter a Security deposit payment as a positive amount to the new unit. (to move the amount paid to the new unit)

7. In Tenant Maintenance go to Screen 3 of the archived tenant and zero out the SD Required (rent) field

8. In Tenant Maintenance for the new unit go to Screen 3 and enter the SD Required amount into the rent field.

9. Run a bank deposit for JUST THOSE TWO PAYMENTS (amount total will be “$0.00” and be sure to code the deposit to your Security Deposit Escrow account (usually 1191)
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.


