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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 set up Mass Recertifications in Cornerstone?
Per standard HUD Regulations, Annual (re)certifications are processed for households either once a year (at the anniversary date of the household's last certification) or yearly for all certifications at a specific property. Some sites, when given special permission by HUD, can choose to recertify all the tenants (or a large group by floor, wing, etc…) at the same time each year.  In those situations, the tenants Next Annual Recertification Date should be corrected to reflect the altered next recertification date information at the time of Move In.  However, if it is not changed on the original Move In certification, then the only option to get the tenant back on “schedule” is to perform an early AR, and change the Next AR date in this premature AR.  To process this type of Annual certification follows these steps.

1.
 Click the Household icon.

2.
 Click the Certification button.  This will open the Certification Action form.

3.
 From the Property drop-down list, choose the desired property.

4. From the Tenant drop-down list, choose the desired tenant.  The Unit Number for the selected tenant will prefill.  

5. Complete the Effective Date of the certification, the Voucher Date for the certification, and choose Subsidy Type (Making it reflect the same date as the rest of the tenants in the group).

6.
 From the Cert Type drop-down list, choose Annual.

7.
 Click OK to open the Certification screen.

8. Notice that there are several buttons across the top of the Certification Screen and that the button "General" is selected first.  Check the Next Recertification Date field.  Make certain that it now reflects the new AR date that you desire. If not, then edit the field appropriately.

 9.   Finish the remainder of the Certification as normal.

10.
 When you have verified the Certification for accuracy, click the Save icon.

 Note: After clicking the Save button to save a certification; if Cornerstone detects any errors in the certification, you could see a message indicating that errors have been found.  Correct them as needed.

11. Click Yes to mark this cert as completed or No to mark this cert as pending.   Completed certifications will be included on the voucher, while pending certifications must be marked as completed before they are included on the voucher.

For information on Printing recertification notices for tenants in this situation, please refer to “faxback 089 – how to print recert notices for mass recerts.doc”

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.


