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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:       Adding Tenant / Owner Sign Dates in HUDControl
First, Locate the certification in question.

· You may want to do the following to check for multiple certs with the same effective date

· Pull up ANY certification for the tenant in question

· P>rint the LIST OF CERTS FOR THIS TENANT 

· Select either Screen or Disk

· If there’s more than one cert with the same effective date as the cert with errors, it’s probably the second one with the sign date problem

NOTE:  in the list of certs, the cert in CURRENT is the one denoted with the pound sign ‘#’ after the apartment number, all others are in HISTORY certs

1. 
If it is in Current Certifications:

2. Go to Certs > Current Certifications

3. B>row, F>ind, or L>ocate and pull up the certification in question to the screen

4. Choose the E>dit menu option

5. Select Tenant/Owner Signed Dates

6. Enter the correct sign dates into the appropriate fields

7. Hit F10 or Enter off the last field to save the changes

1. If the Cert in question is in History Certifications:

2. Go to Certs > History Certifications

3. B>row, F>ind, or L>ocate and pull up the certification in question to the screen

4. Choose the E>dit menu option

5. Page Down to Screen 14 of the certification

6. Enter the missing sign dates

7. Press F10 to save the changes

If this operation is needed due to an error message received when creating TRACS files or noted when looking thru the TRACS Control Center, please complete the following steps as well:

1. Go to TRACS > TRACS Control Center

2. B>row to locate and select the TRACS file that contains the error

3. D>elete to delete the TRACS file created with errors (a file marked as such will NEVER be transmitted by the program and is therefore just taking up space)

4. Q>uit to get back to the TRACS menu

5. Create the TRACS file again, using the same steps as before and check to see that the file was created without errors
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.


