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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.  

Subject:       How to Clear / Resend Tenant Recert Notices


1. Go to Certs > Current Certs.  

2. Find a person who needs to have a notice printed. 
3. Enter on their cert.  

4. Arrow down (do not page down) to screen 6.  

5. Look at the first, second and third notice sent dates.  

6. If they are already there you will need to choose EDIT > Recert Notice Response Dates.  

7. Enter to the date you need to remove and delete the date.  

8. F10 to save.

9. Repeat steps 2 thru 8 as needed until all tenants that need a notice printed have their dates cleared.  
10. Quit out of Current Certs.

11. Go to Certs > Print new 120/90/60 Day Notices.

NOTE:  Do not say yes to the question asking to update or mark the notices as sent until you have all notices out of the printer, in your hands, and verified.  You can print them over and over untill you mark them as sent.
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.


