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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:       Entering a voucher Assistance Payment

1) Go to Rent, click the Enter Payments icon.

2) From the Status drop-down list, choose Assist.

3) From the Resident Name drop-down list, choose the contract

 Subs - ** your contract number here **
4) Click the Add button on the toolbar

5) From the Payment Type drop-down list, choose Assistance Payment.

6) In the Effective Date field, type the date the payment was received.

7) [Tab] to the Ref # field and enter an appropriate reference number

8) [Tab] to the Apply Amount column of the table

a) If the amount paid is exactly equal to the amount due, this column will pre-fill for you, proceed to step 9

b) If the amount paid is NOT EXACTLY the same as the amount due:

1) check the amount of the voucher, if the amount paid is EXACTLY the same as what was requested per the voucher:

(1) find each subsidy charge referenced by the voucher

· If the amounts are the same, right click and select Max to Current

· If the amounts are NOT the same, apply the amount requested on the voucher

(2) repeat steps above till all monies have been applied

(3) proceed to step 9)

2) If the amount paid is NOT the same as what was requested per the voucher

(1) Contact your Contract Administrator or your HUD field office (as appropriate) to determine what changes were made and why

(2) Once you've determined what the differences are:

(a) (keeping the changes determined above in mind) find each subsidy charge referenced by the voucher

· If the amounts are the same, right click and select Max to Current

· If the amounts are NOT the same, apply the amount requested on the voucher

(b) repeat steps above till all monies have been applied

(3) proceed to step 9

9) Click Save.

10) Click No to print the receipt to verify the payment.

NOTE:  The first time you go to do this (after initial setup) you will need to manually enter the adjustments to the voucher into the system
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.


