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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:       How to create TRACS files for corrected vouchers
HUDControl:

1. Go to TRACS > Create TRACS Files > Vouchers Only > Corrected voucher
2. Select the voucher you need to correct from the list and press E
3. Enter the Voucher ID received from TRACS, press E (If you do not have a voucher id, type in 9999999999 (ten “9’s”)
4. Press Y to create the Voucher Record

5. Press any key after successfully creating your corrected voucher record (MAT 30).
6. Transmit this TRACS file as normal


CornerStone:

NOTE:  (CornerStone only)
· A “corrected” voucher (using TRACS’ definition) requires that HUD or your C/A provide you with a ten-digit voucher ID number.  If you are not given this ID number, you are actually doing an “amended original” voucher

· If you are trying to send an “amended original”, and you do not have a voucher id, use the following steps and a voucher id of '9999999999' (ten "9's”), this will trick tracs into thinking this is an original voucher, causing tracs to assign a voucher id.
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1. Verify that a *Corrected* voucher exists, has been built, and contains the proper information you need to transmit

2. Go to HUD > TRACS > Create TRACS Files button 

3. Click the circle next to Individual Files
4. Check the Voucher checkbox only

5. Click the Next arrow.

6. The next screen shows your properties.  Check the boxes next to the properties you want to create TRACS files, and the subsidies associated with them will be displayed in the box to the right.

7. Check the boxes next to subsidies for which you want to create TRACS files.

8. Click the Next arrow.

9. Click the circle next to Corrected Voucher (MAT 30).

10. Click in the Voucher Month field and set the voucher month of the voucher you wish to create a corrected voucher for.

11. Click in the Voucher ID field and fill in the 10 digit voucher id provided to you if it does not pre-fill for you.  If it does pre-fill for you, please verify the voucher id.  (see NOTE above)
12. Click the Create Files button.

13. You will see a message when the mat files have been successfully created.  Click the Close button to close this screen.
14. Transmit the TRACS file as normal
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.


