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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:       Edit Existing Cornerstone Reports
CornerStone's Report Explorer includes the capability of modifying existing reports to suit your preferences.  
PLEASE NOTE:  IPM-Software does not support non-standard (customized/modified) letters
To edit an existing report

1. From the Reports drop-down menu, select Report Explorer.

2. From the left pane of the Report Explorer main menu, double-click on the folder containing the desired report.  Reports located in the selected folder will appear in the right pane of this screen.

3. Double-click on the report to be edited.  The Design tab will be selected by default.  This tab is used to add, modify, or delete labels, system variables, and database text.  

4. Make any necessary changes to the layout and design of the report (see the help topic Adding Components to a Report's Design for more information).

5. Click the Preview tab to print the report to the screen.

6. To save the changes to the report, click on the Design tab and from the File drop-down menu choose Save As (to save the file under a different name).

7. Give the file a new name (e.g. “MyProperty Tenant Initial Notice”) and save it in the same folder as the original file.

8. If this is a Report where you get a dialog box similar to the at right, complete the following:
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Go to print the report as normal

b. When the Print Reports box appears, hit the Change Template button (see arrow)

c. Locate and Double-Click on the new report template entered in the previous steps

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.


