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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 add new vouchers or change voucher month info in HUDControl
To change the default voucher month:

1. Go to Voucher > Change Voucher Month
2. Enter the new voucher month you want to be the default (next month fills in for you automatically), change as needed and E thru this screen
3. Hit  y to go ahead with the change voucher month function

4. The system will go thru and do the following functions for you:

a. Change the default voucher month that all new cert entries will be assigned to

b. Add a Blank voucher to the system for the new voucher month, so one is available for you to build when the time comes to do so.

c. Create an emergency backup stored on your hard drive.  

Note:  the above instructions are not a substitute for good backup practices; a backup should be taken on a daily or weekly basis to prevent data loss.  These backups should be stored in a safe, secured location

To add a new voucher:

1. Go to Voucher > Vouchers
2. Hit the a to add a new voucher

3. Enter the voucher month desired 

4. Hit @ to select the contract in question.

5. Enter on the contract in question

6. Hit ) to save the new (blank) voucher so that it can be built

To delete an existing voucher:

1. Go to Voucher > Vouchers
2. Hit b for B>row and locate the voucher you wish to delete

3. Highlight and hit E on the voucher you wish to delete

4. Hit d for D>elete

5. Hit y two (2) times to confirm the deletion

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.


