faxback 074 - HUD - Baselines in HUD.doc

Date Modified:  3/20/03

From Client Care at IPM-Software, Inc.



To ________________________________

Phone 1-800-944-5572
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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.  

Subject:  How to… Baselines in HUDControl

To create a Tenant baseline

1. Go to TRACS > Baselines > Create Baseline Files
2. Select either All Tenants or Single Subsidy/Contract
3. Designate which voucher month you need the baseline created for.  Answer the remaining 3 questions appropriately.

4. Hit F10 to save and proceed

5. The program will proceed with creating the files, check the screen for the creation process summary, if no files had errors, see the Sending Baseline Files section below

To create an Address Baseline

1. Go to TRACS > Create TRACS Files > Addresses
2. Select either Baseline File (all addresses) or Vacant Units
3. Designate which voucher month you need the baseline created for.  Hit F10 to save.

4. A file creation summary will come up, hit Y to proceed.

6. The program will proceed with creating the files, check the screen for the creation process summary, if no files had errors, see the Sending Baseline Files section below

To create a Baseline for an Individual Tenant

1. For Files in Current Certs:

a. Go to TRACS > Create TRACS Files > Tenants Only > Advanced Options

b. Select Baseline File (individual tenants)
c. Type in (or use the F2 pick list) the unit numbers for each current cert you wish to create a baseline file for.

d. Hit F10 to save the grid, hit Y to proceed with creating the files

e. The program will proceed with creating the files.  Check the screen for the creation process summary.  If no files had errors, see the Sending Baseline Files section below

2. For Files in History Certs:

a. Go to Certs > History Certifications
b. B>rowse, F>ind, or L>ocate the tenant and certification in question

c. With the certification on the screen, hit M>ore

d. Select Create New TRACS File From History
e. Select Baseline Certification
f. The program will create the file in question and place a confirmation box on the screen.  Hit the spacebar to clear the box.  See the Sending Baseline Files section below

To create a Baseline for a Single Unit

1. Go to Property > Apartments
2. B>rowse, F>ind, or L>ocate the unit in question

3. M>ore and select Create MAT15 Add/Update Address Record
4. The program will create the file in question and place a confirmation box on the screen.  Hit the spacebar to clear the box.  See the Sending Baseline Files section below

Sending Baseline Files

1. Files created via the To create a Tenant baseline section above:

a. Once Per Day (until told by the system that there are no more Baseline files to be sent) go to TRACS > Baselines
b. Select Send Baseline Files
2. Files created via any other method above:
a. Go to TRACS > Send TRACS Files > All New TRACS Files.
b. Select the property you created the baseline files for and mark it with a check by hitting the spacebar while highlighted on it.
c. Once all properties you need to send for are selected, Hit the F10 button to begin transmission.
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.


