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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 change over from standard GRC to phased-in GRC in CornerStone
IMPORTANT NOTICE:  This process should not be done unless SPECIFICALLY approved by your HUD Field Office or your Contract Administrator, in writing.  Proceeding without this written approval, may cause your Gross Rent Change (GRC) to be rejected and could possibly lead to additional expenses if IPMS Client Care must manually reverse the GRC for you.
NOTE:  A Phased-in Gross Rent Change is done ONLY if the GRC does NOT affect ALL the units in a contract at the same time
The process is as follows (see details in each section):

1. Create new Floorplans

2. Reassign units to their new Floorplans

3. Send data and paperwork to IPMS Client Care 
4. Process GRC, one for each phase, Verify


1. Create new Floorplans

1.1. Go to Property > Floor Plans
1.2. Hit the Search F3 button and review the existing floor plans on the left-hand panel

1.3. Determine the number of floorplans you need to add: 
1.3.1. You will need one floorplan for each unit type for each phase of the GRC 
[image: image1]
1.4. Determine a Naming Scheme for your new floorplans that makes sense 

Example:



Floorplan ID
Floorplan Description



Units:


0-Ph1

New floorplan, 0 efficiency unit, phase 1
1, 2, 9, 10


0-Ph2

New floorplan, 0 efficiency unit, phase 2
11, 12, 19, 20, 21


0-Ph3

New floorplan, 0 efficiency unit, phase 3
23, 24


1-Ph1

New floorplan, 1Br normal unit, phase 1

3, 4




1-Ph2

New floorplan, 1Br normal unit, phase 2

13, 14, 22


1-Ph3

New floorplan, 1Br normal unit, phase 3

25, 26


1L-Ph1

New floorplan, 1Br larger unit, phase 1

5, 6


1L-Ph2

New floorplan, 1Br larger unit, phase 2

15, 16


1L-Ph3

New floorplan, 1Br larger unit, phase 3

27, 28, 31, 32


2-Ph1

New floorplan, 2Br unit, phase 1

7, 8


2-Ph2

New floorplan, 2Br unit, phase 2

17, 18


2-Ph3

New floorplan, 2Br unit, phase 3

29, 30
WRITE DOWN THIS INFORMATION!

YOU WILL NEED TO SEND A COPY OF IT TO CLIENT CARE LATER

(Continue to page 2)
1.5. Add the necessary floorplans to the system:
1.5.1. Click the Add button at the top of the window (see figure below)
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Enter the Floor Plan ID with the floorplan id determined in step 1.4 above

1.5.3. Select Floor Plan Type from the drop-down list

1.5.4. Enter the Floor Plan Description with the floorplan description determined in step 1.4 above

1.5.5. Enter the number of Bedrooms and Bathrooms the unit has

1.5.6. In Details, enter any additional details about the unit you wish to note

1.5.7. Enter the average square footage of this type of unit in Square Feet 

1.5.8. Add any Special Features of the unit 

1.5.9. Hit the Save button at the top of the window to save the current information before continuing

1.5.10. Insert the last 2 (minimum) rent tables for each Contract in each Rent type (HUD, Conventional, or Gross Rent Potential):

1.5.10.1. Click the Child Add button in the Rental Rate Section to add a new rent table (see Arrow 1 in figure above) 

NOTE:  some of the fields will be grayed-out, depending on what subsidy type is selected, the system will take care of these fields for you, based on the information you enter in the other fields
1.5.10.2. Click the drop-down arrow at the end of the field Subsidy/Contract to select the contract this rental rate applies to.

1.5.10.3. Enter the Effective Date of the rental rate you’re adding

1.5.10.4. Enter the Basic/Contract rent (Section 236 only)

1.5.10.5. Enter the Market rent (all subsidy types)

1.5.10.6. Enter the Utility Allowance (only if applicable)

1.5.10.7. Click the Child Save button to save the rental rate (see Arrow 2 in figure above)

1.5.10.8. Repeat Steps 1.5.10.1 thru 1.5.10.7 until you have added all needed rent tables.

1.6. Repeat all the steps included in 1.5 above until all needed floorplans have been added to the system.

1.7. Close Floor Plans
(Continue to page 3)

2. Reassign units to their new Floorplans

2.1. Go to Property > Units
2.2. Hit the Search F3 button on the left panel

2.3. Click to select a unit that needs to have it’s Floor Plan assignment changed

2.4. Click the drop-down arrow next to Floor Plan field

2.5. Select the new floor plan determined by the Naming Scheme paper developed in step 1.4 above

2.6. Click the Save button

2.7. Repeat steps 2.1 thru 2.6 until all appropriate units have had their floorplans updated

3. Send data and paperwork to IPMS Client Care 

3.1. Take a Backup of the data.

3.2. Send the backup, along with the Naming Scheme paper developed in step 1.4 above, to IPMS Client Care
3.3. When Sending the data, note that most recent Certifications, need to have their FLOOR PLAN ASSIGNMENTS changed

NOTE to Client Care:  SQL needed to amend the records:



update hud_certs set floor_plan_sysid =XXXXXX where unit_sysid in (n,n,n);

where


XXXXXX = Floor Plan Sysid for the new floor plan that unit belongs to (see floor_plan table, filter by property_sysid)

(n,n,n) = Unit_sysid for each unit that belongs on the new floorplan
4. Process GRC, one for each phase, Verify

4.1. BACKUP YOUR DATA before EACH Gross Rent Change!

4.2. Process Gross Rent change for the first Phase of the GRC
4.3. Print each GRC and amended certification 
4.4. Verify each household has had the appropriate certifications added to the system, amend as necessary

4.5. Once the first phase of the GRC has been verified, Repeat steps 4.2 thru 4.5 until the GRC has been fully phased in.

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
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Example:	Existing floorplans:   	0, 1, 1L, 2


Phase in stages:  	10 units on 1/1/2006


12 units on 2/1/2006


10 units on 3/1/2006


	# floorplans needed:	12  (4 floorplans, 3 phases of grc)
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1.5.10.2





1.5.10.3





1.5.10.4





1.5.10.5





1.5.10.6








