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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:   How to reconcile a voucher with HAP Receivables
1) First, were you paid the actual amount that was the net amount requested on your voucher?  

a. If so, enter that amount in HAP Receivables in Manual Payment. (If your property has a mortgage deduction, enter the amount received plus the amount for the automatic mortgage deduction.)

b. If not, enter the amount that you were actually paid.  (It may be necessary to enter an adjustment both in HAP Receivables and HUDControl later on.  See steps #8 and #10.)

2) In Manual HAP payments section, hit “enter” on records with amounts that EXACTLY match the voucher amounts for payments.  That will put a “check” mark on that record, and the voucher payment amount, which matches the HAP Receivables payment amount, will be applied for that record.  

3) If the voucher amounts DO NOT match those in the Manual HAP payment screen, (regular payment amount or if you need to apply a voucher adjustment amount) hit the “F9” key and put the actual amount paid or adjusted (usually this is from the voucher, unless overridden by a CA or subsidy agency.)

4) If any records are missing, they will need to be added AFTER the Manual HAP payment is accepted (and saved by hitting the “F10” key.)  

a. Do that even though the Manual HAP payment says that it is out of balance.  

b. Any final corrections can be handled by using the Enter / Edit section of HAP Receivables.

5) Once you have saved the Manual HAP payment by hitting the “F10” key as mentioned above: 

a. It may be necessary to add records to serve as a “placeholder” to apply a regular voucher payment amount or a voucher adjustment amount. 

b. If so, go into Enter / Edit part of HAP Receivables, and hit the “insert” key when viewing the entire list of HAP Receivables records.

6) If the newly added record is for a missing payment amount, put the payment amount for the unit appearing on the voucher in the column called “regular” (which means a “regular” voucher payment amount.)

7) If the newly added record is for a missing adjustment amount:

a. First enter in the inserted record for the same unit (do not worry if the last name is not correct – the unit number is more important)

b. Type in the same date that appears on the voucher adjustment page for that adjustment.  Use the earliest date listed for the adjustment if it covers more than one month. The “HAP Period” will automatically be filled in by the program.  

c. Put the voucher adjustment amount first in the column titled “Current Month Credit on Tenant Acct”. 

d. Put that same adjustment in the column called “adjustment”, which refers to a voucher adjustment amount.  (Voucher adjustments appear at the end of the voucher after the regular voucher payment amounts are listed.)

8) Once all records have been entered and all voucher payment amounts and adjustments have been applied as mentioned before:

a. Check the ending totals on either a HAP1 or HAP2 Hap Receivables report.  

b. The total under the “assist” column should match the regular payment amount on the voucher.  (Unless overridden by a CA or subsidizing agency.)  

c. The total under the “adjustment” column should match the adjustment amount on the voucher.  (Unless overridden by a CA or subsidizing agency.)  

d. Finally, the section called “Total $ received for report”) should match the net voucher payment amount, plus any automatic mortgage deduction amount if your site has that.

9) If your voucher amount was altered by either a CA or subsidizing agency, and if you had to insert an adjustment amount to apply the CA (or subsidizing agency) voucher adjustment, make sure you enter a manual voucher adjustment in your HUD program so the actual voucher will match what appears in HAP Receivables. 
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.


