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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:   Setting up a Manager or Employee rent free unit
1) The Manager or Employee must show up as occupying the unit

a) If you link to HUDControl, do the following first:

i) From the Certs menu, select Current Certs
ii) Select A>dd, and then Move-In Tenant
iii) Enter the tenant as a subsidy type 0 for market tenant

b) If you link to any other software, perform the necessary steps to Move In that person as a Market Rate (non-subsidized) Tenant
c) Only if you do not link to any certification software, Move In the tenant in IPMS

2) In IPMS, pull a TR21 (Tenant Standard Monthly Charges) and ensure the unit the person is moving in to is vacant

3) If the unit is vacant, Perform a Link to Forms to move the tenant in

a) Go to Property management > Resident Receivables > Tenant Maintenance > Link to forms
b) Pick the Property in question to link that data over

4) Now that the unit is occupied with the appropriate tenant

a) Go into Adjust Balances > Standard Charges
b) Hit ENTER until you get the question "Do you want to Enter/Edit Other Standard Monthly Charges?"

c) Answer "Y" to that question

d) Enter in a beginning date (which should be the first day of the current accounting month)

e) Leave the ending date blank (unless the manager or employee has a set time that they will live as an employee in that unit)

f) Choose the charge type for the mgr. or employee rent free unit.

i) If it does not appear: 

ii) hit the "insert" key when looking at the available charge types to add the needed charge type

iii) Give it a suitable description, such as "ADMIN FREE UNIT" or "MGR FREE UNIT", which has a default ledger account of '6331' (unless directed otherwise by your Accounting department)

g) Enter in an amount equal to the contract rent for the unit, with a minus (-) sign in front, (such as –500), so that the employee does not owe anything for the unit  (unless your company policy in this tenant’s case only allows expensing off a lower amount, in that case, enter the appropriate amount)

h) Hit the "enter" key until you return to the previous screen (the "Change Standard Monthly Charges" screen)

i) Hit the F10 key to save the change once you verify the rent and rent free amounts are correct and give an ending balance of zero

j) If the normal tenant balance screens do not show the correct tenant balance for the tenant, run a Ledger Card for the tenant in question to verify the actual tenant balance before calling for additional support.

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.


