faxback 071 - HUD - edit tracs file sent date.doc

Date Modified:  1/2/2004

From Client Care at IPM-Software, Inc.



To ________________________________

Phone 1-800-944-5572






Fax 1-713-944-2554





     ________________________________

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 I edit a TRACS file Sent Date in HUDControl
Solution:

This is usually necessary only if a TRACS file has been sent and has not been marked by the system as actually having been transmitted.

1. Go to TRACS > TRACS CONTROL CENTER

2. Hit B for B>rowse

3. Scroll thru the listings and select the file you wish to edit by highlighting it and hitting [ENTER]
4. Verify this is the file you wish to change (if not go back to step 2)

5. Hit E for E>dit

6. You will see a warning screen (see figure below), hit Y to proceed 
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[ENTER] thru till you get to the SENT TO TRACS date and time field (noted by the arrow in the figure below)
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Fill in only the DATE the file was actually transmitted

9. Hit F10 to save the changes (repeat as necessary)

10. Q>uit out of the TRACS CONTROL CENTER by hitting Q
11. VERIFY WHETHER THE VOUCHER MONTH HAS AUTOMATICALLY ADVANCED OR NOT

· If not, Go to VOUCHERS > CHANGE VOUCHER MONTH and follow the prompts to advance to the next voucher month

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.


