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Email Support@ipm-software.net

Fax Back Answers to Frequently Asked Questions

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 you perform a Move-Out Disposition in IPMS?
Solution:

Print a ledger card first to make sure balances are correct along with Security deposit (s/d) paid amount.

1) Go to Resident Receivables > Move In/Move out > Move out disposition
2) Pick your property and ENTER on the tenant you wish to perform a move out disposition on. 

3) If you need to make any further adjustments to the tenant's balances, select YES to the questions that will ask you if you need to enter any adjustments. (it will do that for rent, late fee, damages, & other) If you don't need to make any adjustments say NO to the questions and proceed. 

4) You will see the disposition form. The top row shows current balances and the row below that has s/d info (s/d paid amount and interest earned).

IF THE TENANT IS FORFEITING S/D:

a) If all balances are correct and you enter through the screen, the program will automatically apply s/d payment to remaining balances starting with rent. 

b) Enter through the screen till you get to page 3 and then you can fill in forwarding address. 

c) Continue with Printing MO Disp. Form below.

IF THE TENANT IS GETTING A S/D REFUND:

a) If there are no outstanding balances and all you want to do is refund their S/D, then enter through the screen till you get to check #. 

b) Put in a check or reference # in field labeled check#. 

c) Enter till you get to the field labeled “comment” and replace the word “FORFEIT” with “REFUND.” 

d) Enter through the rest of the fields and fill in forwarding address info on page 3. 

e) Continue with Printing MO Disp. Form below.

PRINTING MO DISPOSITION FORM:

a) The final question on Page 3 of the MO Disposition is “Print out Disposition form?”  Answer YES.  

b) Print out the Form and review.  

c) If you wish another copy, answer YES to the next question that appears on screen.  

d) If printout of disposition is not correct say "No" to the “LAST CHANCE:” question that appears on your screen (this will abort the Disposition, allowing you to redo it)

e) If printout is correct, answer YES to the “LAST CHANCE:” question and that will save the disposition.

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.


