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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:       How to Set up a tenant rent concession
A tenant rent concession is a method to lower the amount of rent required of a tenant for either a set or indefinite period.  Normally, this is only done on Conventional properties or non-subsidized residents.  The steps to perform this function are the same as normally used to enter a new recurring charge.
IPMS:

1. Go to Property Management > Resident Receivables > Adjust Balances > Standard Charges
2. Highlight the tenant you would like to establish the rent concession for, and hit ENTER
3. Enter through the Rent and Subsidy fields

4. At the “Do you want to Enter/Edit Other Standard Charges?” prompt, hit Y
5. Enter in the start date of the Concession

6. If known, enter the Stop date of the concession
· Please note, if no ending date is entered, the charge will continue to recur each month till an ending date is entered
7. Select an appropriate charge type to code this credit to, use “Rent Concession” (if available).
· Please consult with your accounting department on which charge to use or which account to code the charge type to if you must insert one
8. Enter the credit amount.  This is a Negative Number.  (for example, if you want to give the resident a $50 per month rent concession, enter -50 in this field to lower the amount the resident must pay by that amount.)
9. Hit ENTER to return to the previous screen

10. Hit F10 to save the charge

CornerStone:

1. Go to Rent > Charges/Adjustments
2. Select the resident in question from the resident drop-down list at the top of the screen

3. Click the Recurring Charges button at the bottom of this window

4. Click the Add button at the top of the screen

5. Select an appropriate rent charge type

6. Enter an appropriate description for the reason for the rent concession or just “Rent Concession”

7. Enter the Concession amount (remember, this is a negative amount)

8. Enter the Beginning date of this charge

9. Enter the Ending date of this charge (if known).  If no date is entered, the charge will recur until an ending date is entered

10. Billing Frequency:  Monthly or Seasonally
a) Monthly:  tenant is charged every month starting the beginning date, ending the ending date
b) Seasonally:  Tenant is charged only on the months selected in the following screen

11. Enter any additional notes.

12. Hit the Save button at the top of the screen
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.


