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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: Removing a HAP receivables balance from a prior month
 
Solution: If it is determined that prior month balance or credit should not carry forward, a reversing entry must be entered to correct this. 

For instance, current month is May 2003.  There is a credit balance of –75 carrying forward for unit 101 from April.  It is known that this credit has been resolved.

Note – Please have the current month’s Manual HAP payment entered before reversing the balance.

1.In HAP receivables, go to enter/edit, highlight onto the record that you want removed and press the INSERT key.

2. Fill in the HAP Receivables edit form, 

a. Be sure the contract number is correct, 

b. The type is T, 

c. Accepting the default account number, 

d. Select the unit.  (Note: When selecting the unit, the current tenant's name is displayed.  Don't worry about this if the correction is for a former tenant.)

e. Comment - You may want to say "Correction to Sep"

f. Date - 04/30/2003 Or some date prior to the current period.  The program will not allow 2 transactions for the same unit in the current period.  (Note:  It is suggested to use the date of the original entry.  If the date is prior to the current month, you will get a note about it being for a prior month, answer YES, it will let you continue through the form)

g. Period - Accept the default generated from the date.

h. Current Month Credit on Tenant Accout - Enter 75 to offset the -75 we want to get rid of.

i. Payment Reg - Leave zero

j. Payment Adjust - enter 75 to offset the charge.  

k. The Ending Balance should be zero.

l. Be sure to enter through all fields to save the form.

3. Once saved, select the other HAP Receivables record with the -75 balance.  Enter down to the Payment Adjust field.  Enter -75.  

Note – Following the above steps, the original entry and the entry you just inserted will wash each other out.  Will not affect the total of the current month’s HAP payment. 

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.


