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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:       How do I refund Prepaid Rent or Unapplied Cash amounts?
1. Go to Tools > Customization Options > Rent Customization
2. Select Charge Types
3. Click on the parent Add button at the top

4. Enter Rent for the charge type

5. Enter Overpayment Refund or similar description in the Description field

6. Choose (Do not use Profile) in the Profile field

7. Choose G/L Account 2210 or whatever G/L account assigned to prepaid rent and unapplied rent (check with your accounting department for alternate account numbers)

8. Select 1 (one) for Priority 

9. Click on the parent Save button at the top

10. Close this screen

11. Go to Rent 

12. Select Charges / Adjustments 

13. Select the desired record by choosing the correct unit and/or tenant name

14. Click on the parent Add button at the top

15. Click on the Charge Type button 

16. Select the newly created Overpayment Refund charge type

17. Fill in a Description as to why this charge is being entered

18. Fill in the Effective Date for this charge

19. Fill in the Posting Date for this charge (both posting and effective dates should be in the current Rent period)

20. Fill in the charge Amount with the amount of the prepaid rent, plus any unapplied cash amount that needs to be refunded to the tenant

21. Click on the parent Save button at the top

22. Process a “Zero Payment” as per the instructions in the online help document (under Rent > Payments > Applying Credit Balances)

23. The refunded amounts will appear in the Overpayment Refund G/L account (designated previously) on the RT93 report (found in Reports > Rent – Resident folder (Navigate F5 section))

24. The refund amounts may now be processed thru your accounts payable 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.


