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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 do I reconcile a HAP payment to the Voucher?

1. Compare the HAP amounts appearing on the AS88 Assistance reconcile report with the voucher amounts as reported on the same voucher month voucher listing

2. Note any discrepancies and the exact amounts

3. Go into Rent > Charges / Adjustments
4. Change the Status field to Assist
5. Change the Resident Name to the actual subsidy contract number (e.g. “subs-TX99L999999, Assist”)

6. Click on the parent Add button at the top of the screen

7. Click on the Charge List button in the Charges/Adjustments window

8. Click on the child Add button

9. Click on the Charge type, choose Subs – actual contract number
10. Click on the Effective Date, change to the first day of the month for the voucher you are reconciling (e.g. for the 2/2005 voucher, select 02/01/2005)

11. Hit the TAB key, should change to the same date as Effective Date in step 10 above

12. Hit the TAB key, type in the adjustment amounts as found in steps 1 and 2 above

13. Click on Resident Name and pick the correct name for the adjustment amount entered in for the previous steps.  

NOTE:  the unit number is more important than the resident name due to move-in and move-out actions that may have happened in the interim

14. Repeat steps 7 thru 13 as needed until all voucher discrepancy amounts have been entered in and the amount shown in Enter Payments for the subsidy contract match the voucher amount.  Additionally, this amount should equal the actual HAP amount paid, excluding any automatic mortgage deduction amounts.

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.


