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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 save an IPMS report to an EXCEL spreadsheet
In order to save a report from within IPMS (such as a rent roll report) to an Excel Spreadsheet:
1) Within IPMS, open Property Management
2) Open Resident Receivables
3) Select Reports
4) Select Single Reports
5) Choose your property by highlighting it and hitting the “Enter” key

6) Choose the desired report 

· NOTE:  to speed up looking for a report, if you know the report number, you can hit the F7 key to sort the reports by numeric report order then type the report number, such as ‘TR03’.  This will bring that report to your fingertips for your selection.

7) Hit the “Enter” key to select the desired, highlighted report.

8) When asked where to print the report to, select File and hit “Enter”
9) A default file name will be displayed, you can change the file name if desired.

10) Hit “Enter” to save the file with this name.

Note:  Repeat steps 1 thru 10 till all reports you wish to export have been saved to disk.
11) Hit the F5 key 
12) Look in the upper-left-hand corner for ‘System Directory’
· Note this location as this is where the file(s) you just created is(are) saved.

13) Close IPMS

14) Open Excel 

15) To open your exported reports, hit File > Open and browse to the location noted in step #12 above, open the TF_OUT folder, your file should be located here.
Note:  that you will have to tell Excel to look for ‘Files of type’ – “All files (*.*)”.

16) Click “OK” to clear Excel’s warning that the report that you saved to a file is not in a recognizable format to Excel.

17) Accept the defaults that Excel is using to import the file into Excel by clicking the “Next” tab.

18) Click the “Next” tab again on the next screen.

19) Click the “Finished” tab.

Note:  You may need to adjust column widths and do some other minor corrections within Excel as desired, but you should now be able to manipulate the file as any other Excel file.
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.


