faxback 138 - CS - Units on wrong floors.doc

Date Modified:  9/11/06

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:       Units assigned to the wrong building/floor on the RK01 in Cornerstone
1. Go to Property > Properties
2. Check the “Allow edit building / floor assignments on units” box at the bottom of the screen

3. Click the Search (F3) button on the left panel

4. Click the Building radio button

5. Add any missing Buildings and rename buildings (under Building number field) as necessary to help easily distinguish them from each other at a glance.  (for example:  Bldg 1, Bldg 2, Bldg 3….)
6. Click the Floor radio button

7. Add any missing Floors and rename the floors (under Floor number field) to help easily distinguish them from one another at a glance.  (for example:  Bldg 1 – floor 1, Bldg 1 – floor 2, Bldg 2 – floor 1 … )
8. [image: image1.jpg]


Click the Unit radio button


9. Select the Unit that needs to be reassigned.
a. To correct the Building, click the drop-down button under Building (see Arrow 1 above) and select the appropriate building from the list

b. To correct the Floor, first make sure the Building assignment is correct and then click the drop-down button under Floor (see Arrow 2 above), select the appropriate Floor from the list.

c. Click the Save button at the top of the screen. [image: image2.jpg]4 Property - Units
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10. Repeat step 9 as needed until all units are properly assigned to the right Building and Floor
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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


