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From Client Care at IPM-Software, Inc.



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:       Cornerstone – how to change manager name in system
1. Go to Property > Staff
2. Add in the new Staff member taking over Manager position

a. Fill in an employee ID

b. Select employee type (either Manager/property or Occupancy Manager)

c. Select property
d. Fill in the name

e. SSN, Date of Birth, Drivers License Number, Employment Start and Employment Stop dates are optional.

f. Save changes

3. Go to Property > Properties
4. Reassign Manager field to the new Manager’s name

5. Go to Tools > Customization Options > Compliance Customization
6. Hit the HUD button (left panel)

7. Under Voucher Information button, update the Signature Block (as necessary)

8. Save any changes

9. Under TRACS Information button, update the Sender Information (as necessary)

10. Save any changes
11. Under Project Information button, update the Occupancy Manager and 504 Coordinator information (as necessary)

12. Save any changes

13. Close Compliance Customization
The following steps need to be completed in order for the new manager, signature block, and sender information to be reflected on the vouchers.
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Go to HUD > Vouchers
15. Delete any unsent vouchers

16. RE-ADD vouchers deleted in (15) above

a. To do this, hit the Add button at the top of the window

b. Under Subsidy Type, select the contract you need to add the voucher for

c. Verify the Voucher Month in question, change as necessary

d. Hit Ok to add the voucher to the system

e. Hit the Save button to save this voucher to the system
f. Repeat till all vouchers have been readded to the system

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.


