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Introduction and Overview
Thank you for purchasing Investment Property Manager (IPM)
the leader in property management software for over 30 years.

Our software virtually began the property management software
industry in 1978, starting on Altos computers running C/PM.

Since then we've always listened to our customers, watched the
industry and thought outside the box. We have always tried to
enhance our software by evolution rather than revolution. Hence
IPM Classic is rooted directly in software going back to 1995. It is
familiar and easy to use, yet modern. IPM Classic is a response
to our users’ request to take the IPM 2000-IPM 2007 generation
of software to the next level, for the next decade.

IPM offers unparalleled reliability and more features and
flexibility than any other software priced up to ten times more.
IPM CLASSIC represents a fulfilment of the software that Realty
Automation originated in 1978.

Software Installation

We recommend installing from our website. The online
installation is always the latest version, and includes all updates.
Here are the steps:

Copyright 2010 © FullHouse Software, Inc. 7
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1. Open your browser and navigate to
www.fullhousesoftware.com. We recommend Internet
Explorer, but Chrome, Firefox or Mozilla will work.
Navigate to the Download page.
Click on IPM Classic: Full Installation
Click on Run. You can click on Save and place the
installation on your network if you are doing multiple
installations.

5. Follow the on-screen instructions (which generally mean

clicking ‘Next’)

If you do not have Internet access, you can install IPM Classic
from a CD. Contact FullHouse Software to request a CD.

pON

Place the program CD-ROM into the CD-ROM drive making sure
the label is up. The CD should automatically start the setup
program and follow its prompts. If it does not run, or you have
Autorun turned off on your PC, here are the steps:

1. From the desktop click on Start and then Run. In the
window type D:\Setup or E:\Setup (this depends upon
the letter of your CD-ROM drive) click OK.

2. The next screen will display where the program will be
installed on to the hard drive: C:\IPM Classic. Click
Next.

3. Your software is now installed; click on the IPM icon to
open the program.

Activating and Registering IPM

You will need to activate your software during the first 69 days
after installing. IPM always installs in ‘demonstration mode’ but is
converted to the Standard or Unlimited Edition through use of
your serial number and a code provided by FullHouse Software
(this code changes every time). If you have internet access, you
can also register the program online.

While the software is in demonstration mode, you can activate it
when you start the program. On the splash screen you will be
asked to Continue the Demo or Activate . Click Activate . You
can also activate IPM from the program’s Help menu, under
About IPM.

The Activation screen gives you two choices: activate over the

8 Copyright 2010 © FullHouse Software, Inc.
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telephone or via the internet. To activate over the internet:

1. Select the Register over the Internet radio button.

2. Fillin your name or your company name in the
Registered to box.

3. Enter your serial number in the Serial Number box. You
may have received your serial number in a welcome
email or with your CD.

4. Click Activate .

5. IPM will thank you for registering and set the additional
features according to the edition you've purchased.

To activate IPM over the telephone:

1. Select the Register by Telephone radio button.

2. Fillin your name or your company name in the
Registered to box.

3. Enter your serial number in the Serial Number box. You
may have received your serial number in a welcome
email or with your CD.

4. Call FullHouse Software at the number listed on the
screen.

5. Enter the number FullHouse staff gives you into the

Activation Code boxes.

Click Activate .

7. IPM will thank you for registering and set the additional
features according to the edition you've purchased.

o

Starting the Program

From the Windows desktop, click on Start, Programs, IPM
Classic then IPM. This will take you to the main screen of the
program. You will be asked to enter a date. For demonstration
purposes, accept the date on the screen by clicking OK.

Receiving Technical Support

FullHouse Software is dedicated to customer satisfaction. As
such, we offer unlimited technical support to all customers with
the latest version of the IPM Series Software. If you have the
latest release of the software and are unable to find a solution in
this manual, contact us at 866.864.4837 or
technical.support@fullhousesoftware.com . The website,
www.fullhousesoftware.com , has the most current support
information.

Copyright 2010 © FullHouse Software, Inc. 9
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Technical Support is available Monday through Friday10:00 am
to 6:00 pm. Eastern time, except holidays. If a technician is not
available, please leave a short message containing your name,
company, telephone number, serial number and your software
version. All calls made within business hours will be returned
within 4 business hours. Emails will be answered automatically,
and detailed replies will be sent within one business day. If
contacting us by email, please attach a backup of your database
if you're having database-related issues.

Glossary

Here is a brief glossary of the terms relating to the accounting
cycle used in this manual. For more detailed information, please
contact your CPA

Accounting Cycle : The process by which Charges are
made, Receipts are recorded and
Disbursements are made followed by
creating Charges once again.

In property management the accounting
cycle includes the following basic
elements: cash receipts, cash
disbursements, exception reports (like a
list of tenants who did not pay),
management and financial reports,
closing the books, changing the date to
the following month, and repeating the
cycle for the next month.

Active Checkbook: The Checkbook currently listed under
Current Settings on the Main Window.
All data is, by default, pulled from the
Active Checkbook.

Active Property: The Property currently listed under
Current Settings. The Active Property is
a member of the Active Checkbook and
is, by default, the Property from which

10 Copyright 2010 © FullHouse Software, Inc.
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Backup:

Billing Cycle:

Buttons:

C.AM.:

Charge:

Checkbook

Close

all data is collected.

A compressed, encrypted disk file of all
the data in a database is called a
backup. A backup can be used to
recreate a database if the primary data
becomes corrupted or lost.

The period between creating Charges.
IPM CLASSIC is set up to handle
monthly (30 day), weekly (7 day), and
biweekly (15 day) accounting cycles.

A computer term referring to a small
usually rectangular area of the screen
that can be clicked to activate part of the
program. Most buttons have either a
caption describing their function or a
picture, known as an icon.

Common Area Maintenance.

A fee of Payment — an amount due to
you. Charges are made once per Billing
Cycle for all tenants via the ‘Create
Charges’ menu option. The amount
owed is called Due.

The largest grouping within am IPM
database. The Checkbook represents a
single checkbook that is used to
manage one or more properties of a
common classification—Business,
Residential etc. It is the top of the IPM
hierarchy. There can be almost
unlimited checkbooks in a database,
and each checkbook contains properties
that contain units. Each unit can contain
tenants.

An accounting term that represents an
end to an Accounting Cycle. End of
Month Closes are very fluid in IPM

Copyright 2010 © FullHouse Software, Inc. 11
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Classic and allow for the changing of
dates back to Closed periods and
making entries. In IPM, the End of
Month “Close” only generates
charges for the next month and zeros
out ‘month to date’ counters

Common Area Maintenance These charges are user-defined

Credit Account:

Current Earnings:

Cursor:

Debit Account:

Defrag:

Due:

charges and fees, in addition to rent. For
example, Extra Parking or Pool Access
my be set up as C.A.M. charges. These
are charges to be shared among all the
Units in a Property. Up to ten C.A.M.
Charges may be set up per checkbook,
and charged per Property.

Any account to which a credit increases
its total and a debit decreases its total.
Equity Accounts, Liability Accounts and
Income Accounts are all Credit
Accounts.

Year-to-date net profits.

A blinking vertical line on a computer
screen which represents the current
focus for data entry.

Any account to which a debit increases
its total and a credit decreases its total.
Asset Accounts and Expense Accounts
are Debit Accounts.

A standard program included with
Windows that will rearrange the data on
the hard disk for optimal performance.
Defrag can be run from Start| Program|
Accessories| System Tools| Defrag.
Defrag should be performed at least 3-4
times a year.

The accumulation of Charges that are
currently owed.

12
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Disbursement:

Fiscal Year:

Icon: :

Member:

NSF:

Passthrough:

Permanent Check:

Post:

The paying out of money, such as
writing a check.

The year on which your financial
information is based. Most property
management is done on a January-to-
December or Calendar year basis, but
IPM supports any 12 month period as a
fiscal year.

An alternate name for Tenant found in
Checkbooks keyed to condominium and
home owners

An alternate name for Tenant found in
Checkbooks keyed to condominium and
home owners associations. A Member
is an owner of a property or unit while a
Tenant is usually a renter.

Non Sufficient Funds. A “bounced”
check or a checkthat was returned to
you unpaid for whatever reason.

A passthrough account is one that holds
them temporarily without affecting them
— like a water pipe from a cistern to a
faucet. Passthroughs allow you to spent
for tenants or owners collectively and
break down the charges easily. The
process of creating Charges is
composed of one or more passthroughs.

A standard check that is written each
month. For example, a mortgage
payment is paid each month.
Permanent Checks act like templates
and are used to generate checks to be
printed and/or Posted easily. Think of
them as ‘repeating’ checks.

The process by which a transaction is
recorded throughout the accounts and

Copyright 2010 © FullHouse Software, Inc. 13
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Posting Date:

Property:

Receipts:

Refund:

Repair, External:

Report:

Retained Earnings:

System Date:

system. Before an item has been
Posted it may be deleted simply by
removing the entry. Transactions that
have been Posted may only be removed
by making offsetting entries.

The date that counts for IPM—as
opposed to the computer’s system
date—that is, a date used to record all
transactions. The Posting Date may be
moved backward and forward without
changing the system date. This is
particularly important when doing batch
entry, or working after the fact in IPM —
you can set the posting date to any day
within the current fiscal year.

A subdivision of a Checkbook that
represents one or more Units that share
a common street address and/or
locality.

The receiving of money.

The opposite of a Charge. A Refund,
usually called a credit, reduces what a
Tenant or Member currently owes.

An External Repair program for the IPM
database. Go to Start | Program | IPM
| Repair IPM Database. Then click on
File | Select IPM Database to Repair .

A detailed account or summary of data
in a particular format.

The profit or loss accumulated during
the prior fiscal year(s).

The date and time of the computer.
This is usually run by a clock built into
the computer. IPM allows you to set the

14
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Tenant:

Unit:

Window:

Posting Date instead, which gives more
flexibility than the System Date.

The inhabitant and/or renter of a Unit.
The Tenant is the smallest element of
the Database starting from the
Checkbook and ending with
Tenant/Member. Each Tenant must be
assigned to a Unit.

A subdivision of a Property. Each Unit
is a separate entity like an apartment or
storefront or storage unit, which may be
rented or owned (if a home or condo).
Each Unit can contain one or more
Tenants (Members in the case of home
owner’s association or condo).

A rectangular region of your computer
screen, containing related information.
Also called a screen or page. This is the
basic organizing unit of the display.

Copyright 2010 © FullHouse Software, Inc. 15
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Chapter 1: Main Window

BEE

| PouDate_c6/10/2006
DEMD |

Demo Bar
(disappears when
IPM is activated)

Beta Edifn - 50 Days Beffaining

| o Lo [ TE T TR Ta TR ]

Tool Bar

2 | e ‘J “g M§ o = a2 = [ﬁ uuuuuuuu

mmmmmmmmmmmmmmm =TT e
IPM’s toolbar contalns the most commonly-used tools and

information. There are eleven buttons on the left that allow
access to the major functions of IPM; on the right is an area with
3 buttons that relate to the current checkbook, property and
posting date.

Buttons
Checkbooks
Selecting this button will take you to the Checkbook
Fosma] window (see Chapter 2—Checkbooks) where you

16 Copyright 2010 © FullHouse Software, Inc.
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may add, delete or alter checkbooks.

% Properties/Communties

Selecting this button will take you to the Property or
Community window (see Chapter 3—Properties)
where you may add, delete or alter properties in the
current active checkbook.
Units

Y Selecting this button will open the Unit window (see
Chapter 4—Units) where you may add, delete or
alter units for the current active property.

Tenants/Members

bl

Move In

Selecting this button will bring you to the Move In
wizard. (see Chapter 12—Move-in/Move-out) where
you may move new tenants into a unit.

&

Move Out

Selecting this button will bring you to the Move Out
Wizard (see Chapter 12—Move-in/Move-out) where
you may move out tenants.

I @

Accounts

$| Selecting this button will open the Accounts window
(see Chapter 6—Accounts) where you may add,
delete or alter the chart of accounts for the current
active property.

Vendor

Selecting this button will open the Vendor window
(see Chapter 7—Vendors) where you may add,
delete or alter the list of vendors.

(<
1

Receipts

—T’f Selecting this button will open the Tenant Receipts

.

&
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window (see Chapter 9—Receipts) where you may
enter tenant receipts.

Checks

Selecting this button will open the Checks window
(see Chapter 10—Checks) where you may write
checks.

(Y

r_ Reports

i Selecting this button will bring you to the Reports
menu (see Chapter 11—Reports) where you may
choose from over 200 different reports.

Current Settings

Current Settings

Checkbook & Post Date  06/10/2008
Froperty DEMO

There are three buttons in this area.
Checkbook: This button changes the currently active
checkbook. By default, when you change the checkbook,
you will be asked to select a property to activate.
Post Date: This button changes the post date. This has no
effect on your computer’s system date. Note: The year area
requires a four digit number.
Property : This button selects the currently active property.
You may only select properties from those in the active
checkbook.

Status Bar

‘ ngmmm&mm@m
The status bar runs across the bottom of the main screen. It
consists of three areas: a messaging bar, Function Keys and a
display of the current property.

DEA0

Messages

The messages area shows information from buttons as you float
your cursor over the main screen, or will display a progress bar
during the loading of a database, or during any other task that
takes some time. This is the primary location for IPM to give you
updates about what it's doing.

18 Copyright 2010 © FullHouse Software, Inc.
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These buttons emulate the F1 through F9 function keys on the
keyboard. Click these buttons, or press the corresponding
function key.

F1 Help
By clicking this button or pressing the F1 key on your keyboard,
the help window contents page opens.

F2 Chkb
By clicking this button or pressing the F2 key on your keyboard,
a list of checkbooks on this database is displayed.

F3 Prop
By clicking this button or pressing the F3 key on your keyboard,
a list of properties in the current checkbook is displayed.

F4 Tent
By clicking this button or pressing the F4 key on your keyboard,
a list of tenants in the current active property is displayed.

F5 Acct

By clicking this button or pressing the F5 key on your keyboard,
a list of all account and account headers for this checkbook will
be displayed.

F6 Vndr

By clicking this button or pressing the F6 key on your keyboard,
a list of vendors sorted by Vendor ID will be displayed along with
their telephone number for easy reference.

F7 Unit

By clicking this button or pressing the F7 key on your keyboard,
a list of units and their description for the current active property
will be displayed. In many instances where a unit number is
required, pressing F7 and clicking on the desired unit, will fill in
the information.

F8 Cash

By clicking this button or pressing the F8 key on your keyboard,
a list of all units and their cash balances will be listed. This is a
quick way to see how the properties are doing financially.

F9 Tick
By clicking this button or pressing the F9 key on your keyboard,
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the Tickler (also known as a memo) window will open. By
default it will bring up all ticklers using the computer’s system
date (as opposed to IPM’s Posting Date).

Ticklers can be located by date range by filling in the date fields
and clicking on Tickler Range. By default the range is pre-set to
for one month before and after the current date. Alternatively, all
memos can be displayed by clicking on All Ticklers .

A memo can be added by clicking on Add Tickler . In the display
window, enter the date applicable for the tickler, then the tickler
itself. The tickler can be cancelled by clicking Cancel or entered
by clicking Finished .

Deleting a tickler is as simple as clicking on the item and then
clicking on Delete.

Clicking on Report can generate a report of ticklers by date
range. Enter the date range and select the output format;
Screen, Printer or File.

Ticklers can also be displayed in a vertical bar on the right side
of the main screen. Check the Ticklers Option at the bottom of
the Tools menu to make this bar appear; uncheck it to make it

disappear.

Current Property
This area displays the property ID and the description of the
currently-selected property.

20 Copyright 2010 © FullHouse Software, Inc.
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Menu Bar

File Updates Reports Receipts Payable Charges Journal Closes &5tatus Tools Help

File
New IPM Database. Selecting this s
will prompt you to create a new Save as
database for the system. You will be Export
prompted to name the new database i
and give it a password. The newly EZZ:SEIITMDBE.E:JTE
created database will be opened upon

. . Compact IPM database
completion of these functions. Repair IPM catabase

Set Printer

Open IPM Database. Selecting this Exit

will cause the program to open a
preexisting IPM database that you select from an open file dialog
box.

Save as. Selecting this option will bring up a Save as dialog
box. Here you enter the name and location of a new database
containing all of the data of the current database. Creating a
new database in this manner does not automatically open the
new database, instead the original will remain open.

Export. This feature allows you to generate files for other
accounting programs, or generate of unprinted checks to be
printed at another workstation. This feature may only be
available on certain editions.

Import. This feature is only available in the Unlimited edition,
with the Lockbox add-on. It allows you to import unprinted
checks from another workstation.

Backup IPM Database. This option will bring up a backup
dialog box where you can select the location for a compressed
database.

Restore IPM Backup. Selecting this option will bring up a
restore dialog box where you can select a compressed backup
(.BKU) file and convert it back to a usable form. Restoring a
database does not make it the current active database. Instead
the database must be opened using the Open IPM Database
option.

Compact IPM Database. Selecting this option will sort through

Copyright 2010 © FullHouse Software, Inc. 21
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the database and remove any unneeded data. Use this option if
your program starts to run slow but does not have any data
errors. DO NOT do use it across a network, unless your
database is on a server.

Repair IPM Database. Select this option to rebuild corrupt
indexes on the current active database. Repairing the database
can solve 95% of all problems, but is risky across a network. DO
NOT do use it across a network, unless your database is on a
server.

Set Printer. Selecting this option will bring up a printer dialog
box where the print quality and paper size can be adjusted. Or
you can change printer preference.

Exit. Select this option to close the IPM program. This method
of closing will prevent database corruption.
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Updates
Checkbook . Selecting this will take you ChedkEaok
to the Checkbook window (see Chapter e
2—Checkbooks) where you may add, Tenant ctrl+T
delete or alter checkbooks. Vendor
Chart of Accounts  Cirl+A
Owner
Property . Selecting this option will take Work Order ctl+w

Mowve In

you to the Property window (see ot

Chapter 3—Properties) where you may
add, delete or alter properties.

Mass Maintenance

Update Form Letters 3

Unit. This option brings up the Units window (see Chapter 4—
Units) where you may add, delete or alter units.

Member. This will take you to the Tenants window (see Chapter
5—Tenants/Members) where you may add, delete or alter
members or tenants.

Vendor. Selecting this option will open the Vendor window (see
Chapter 7—Vendors) where you may add, delete or alter
vendors.

Chart of Accounts. Selecting this will take you to the Accounts
window (see Chapter 6—Accounts) where you may add, delete
or alter accounts.

Owner. Selecting this option will bring up the Owner window
(see Chapter 3—Properties) where you may add, delete or alter
owners.

" #
$ %&" #9$
# 1" #

' (

# ) *
!

# $
#
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+

$

%-.. /
These options will display a window where you may add, delete
or alter form letters. See Chapter 11—Reports, for more
information.

Reports
All the reports under this menu are also Charges
available from the Reports button on Cach Receipts
the toolbar. Disbursements
Financial 4
! Property L4
Tenants L4
Vendars b
! %% 0
| View Screens b .
0
! %% 0 !
! ! #
1 ! %% 0

! +
Operating Statement
Balance Sheet
Cash Flow Statement
General Ledger
Potential Income P and L
Trial Balance
Budgeting Analysis
Chart of Accounts
Twelve Month P and L
Ledger Budget Figures
Ledger History Figures
Consolidated Cash
List Journals
Consolidated Account Balance
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"#
! +
2 3
'3
) 2
, 3
I,
$ 3
/
$ 3
$ 2 O
$ %-.
%% 0 !
$ I
( ! +
Fee Roll
Fee Detall

Fee Summary

Member Ledger Card
Delinquent Member
Global Member Directory
Fee Recap

Member Labels

Security Deposit

Lease Expiration

Fee Increase

Billing

Billing Register

Member Form Letter
Aged Account Receivables
Unit / Member Information

More information on all of these reports can be found in Chapter
11—Reports.

%
I +
List of Vendors
Vendor Ledger Card
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Vendor 1099
Vendor Labels
Vendor Form Letters

%% 0 !
% &' 4 #
+
, 0
, 1
P 5
# |
Receipts
Enter Miscellaneous Receipts
Enter Shart Term Receipts
Enter Tenant NSFReversals
Enter Tenant Receipts Cirl+R
4
!
0 I
(
( |
.0 !
(" %
3 5 1
.0 !
($ )=
6 4 / #!
.0 !
($ (! #
# 0 !
7 ( !
0 |
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! .0
" !
!
!
8 # #
.0 !
!
.0 !
Payable
0%
#!
%- #
!
%
(1
#) %
!
(
#19
# |
# |
( I
# |
"y " 1)
%- # !

6/

Change or Void Onetime Checks
Enter Checks Ctri+p
Enter Miscellaneous Disbursements

Check Journal Maintenance
Reconcile Bank Statement:

Print Checks
Disbursement Reports

0%-
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%- # !

! %- # !

Reconcile Bank Statement . By clicking this option the bank
reconciliation window will be displayed. This is used to record
cleared checks. Bank charges and fees can also be entered
here. See Chapter 10—Checks for more information.

" #

#1 )0
#1 %- # !

1 ! %- #
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Charges
$
|
I'$
!
0 !
( $
( 4
0
0
3
! 0
!
-( .
* 4 4 !
9 <
! 0
!
) $(/ #
[ =
!
5
#
# # 0

Change or Delete One Time Charges
Enter One Time Charge or Credit
Post Charges and Credits

Create Late Charges
Create Recurring Charges (EOM)

Charge Journal Maintenance

Charges and Credits Reports
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! : 0
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Journal
(.
#
5 1
>?
|
" 5
5
17
>? |
", ( 6 5
17
5
>? I
" $
#
1 "?206)6@+ 9
19
) 2
@ A
>? |
H ( I "
5
B
%% 0 !
o (
# #l
0 1

Enter Journal Entries
Reoccurring Journal Maintenance

?33

%%
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Closes & Status Status of Charges
' 0 Status of Posting

End of Year Close ¥
! Vendor End of Year

#
1) # !
%C !
' 0"
#
L)
!
( 01 # #
1) B
?
# # 19
D 9 !
%C !
% ( 01 8
%-.. !
9 D %-..
! %C
!
Tools
+ 0 Account Defaults
System Defaults
1211 MICR. Setup
et User Field Setup
2
# #
& Select Checkbook
2 > 7 Set Posting Date
! Select Property
v Tickler Panel
# 0
# #
! %- # !
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)0 # %-
# |
( I
( I
+ * + " &
? 2 I
# ;< !
9 4
b
) < !)
9 #
? 2
!
" &
! ?
2 I #
— |
1) #
# |
2. )
#
I
3.) 2 #+
!
4, 9 #
I # !

1./

2. 2
#
# |
3. D #
|
4. 2 ' '
2 # !
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# #) # # #
| E # #
!
1 |
8 |
ot #
) # 2
! &2
!
$ " # #
F # # !
#
/7 !
Help .
Contents
1 Search for Helpon ...
Chedk For Updates
' 0 2 G User's Manual
n Support
87 B! Update History
# 7' About IPM
0 ! # 17
2 1) #
!
3
)2 !
2 # B
)2 !
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Creating a New Database

1. Click on .
File | New Lock i[9 ¢ [Local Disk] ]
o
IPM Z3IPM Source
Database D
and the
Create New
IPM
o ot include punciuation or special characters. Meaninglul names that reflect the year are recommende:
Do ot incluch fuat | characters. b ful that reflect th ded
Database Examples: MyData 05 or 1501 Main Street 2011
window will Filename. (4, Hew Database Enter aname for the new [PH detabase,
be Password | A Paszword is suggested but not required.
d |Sp|ayed- Hew [PM Database |E AIPM Source\PM Classic\Datah [PM
2 : T h € name Lreate New D atabase | LCancel ‘
and path of

the database you're creating is displayed at the bottom of
the window, next to the “New IPM Database” prompt.

3. Onthe left side is a window that displays the folder in which
the database will be created.

4. The cursor, by default, is located in the File Name field.
Enter a name for the new file. The name can be up to eight
characters long and may contain both letters and numbers.
The .MDB extension will automatically be added. We
recommend that the last two letters be the last digits of the
current year, i.e. “mydata08”.

5. Press Tab. The cursor will move to the next field, Password.
Enter a password. This will be the Administrative Password
and will allow for the complete use of the software and allow
you to set up other passwords.

6. Click on Create New Database . The system will initialize
the database and the Create New IPM Database window will
close.

7. The newly created database will be automatically opened.

8. Enter or accept the Post Date given and click on OK.

9. The first step in entering the data is to create a new
Checkbook (see Chapter 2—Checkbook).

Opening a Database
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1. ClickonFile | [~ = -moE -
Open IPM L
Database and [ e
the Open Dug.m
window will be Deskiop
displayed. )
2. Check to be My Dt
sure that the -
drive and Wy Camputer
folder where Q) e | =1 e
the database ot i 'f’:‘j::“:j:;’;'jj”’ et
is located is )

correct. Ifitis
not, change the drive and/or the folder.

3. On the left side is the File name box containing *MDB. The
box below this lists all the database files found in this drive
and folder. Locate the name of the database to be opened
and left click on it.

4. The name will be highlighted and will replace *.MDB in the
File name field.

5. Click on OK and the database will be opened.

6. When prompted, enter the password and click on OK.

7. Change the Post Date and press OK.

Export
The export screen

allows you to export
GL Transactions for

ExportDate: [05:102006

other aCCOUnting Export Palty [P SouroehPH Clasac\Bin |
B e r—

software, export ¥ Eomtaiont

pending A/P (checks) Boon

for printing on another

workstation, or export

tenant data for other
applications. To use this screen:
1. Select the Export format, either GL Transactions,
Pending A/P or Tenant Information
2. Verify the defaults on the right side of the screen,
including the path and file name. If you change the path
or filename, be sure to note where you're putting the
exported file.
3. Click Export to create the file.

36 Copyright 2010 © FullHouse Software, Inc.



FullHouse Software, Inc. User’'s Guide

Import B [x]

The import o -
funCtlon allOWS  PendinadiF H:curds. |L:| J
you to use data - Tomiiltrmaii
from other formats
or other
workstations in - o |
IPM. You can Lo
import GL
transactions from and Excel spreadsheet, import unprinted
checks, or import tenant information.
To use the Import screen:
1. Select the Import format, either GL Transactions,
Pending A/P or Tenant Information
2. Find the file to import. Click the ... button to browse to
find the correct import file. Excel Spreadsheets have to
be in a specific format worked out between you and
FullHouse software; Pending A/P requires a file created
by IPM’s Export, and has the extension of “.exp”.
Tenant information is generally a comma-separated text
file in a format established between you and FullHouse
Software.
3. Click Import to add the data from the external file to
IPM.

Backing up an IPM Database

A backup is a
Compressed, B8 ok oM Dt H=E3
encrypted co ook in | -]

f yp A py I?:I]E\ 100213-5AMPLE.BKU
of your entire e 003278 SAHPLE Bl
database. In S achis 100328 SAMPLE BKO
other words, a EOY S00PLAEHEE BR)
backup is a
copy of your
datain a Thic mall Sy b i s ot he ot solt Hot sh se a0 s en B backL

X Backup fror file [Cunent Database]
SpeC|a| format [CFM SOURCENFM CLASSICADATANSAMPLE MDE
Backup to File

that Can be ‘E \\FV: Sourced|PM Classich\Backupsh100612-SAMPLE.BKU
undone (know
.aS reStored) Backup Caricel
into a usable
format.

In the age of computer viruses, maintaining a good set of
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backups is vitally important.

We recommend creating your backup on your network, to
another drive rather that where you keep your active databases.
Your administrator can then back up the data along with the rest
of your system automatically.

If you do not have a system administrator doing daily and weekly
backups and off-site backups, we recommend you doing a
backup daily to another hard drive, memory stick or removable
hard drive then burning a CD from that information regularly. A
good practice is to keep at least one copy of the CD offsite as
part of a comprehensive disaster recovery plan.

IPM does support backups to hard drives, floppy disks and
writable CDs. The key here is to make sure you have a cycle of
backups so that if one fails, you have another one to go back to.
We recommend at keeping at least 5 daily backups and one
weekly backup. With CDs or floppy disks, this means having
separate sets of disks for each backup. If you are backing up to
a hard drive on your network, remember to back up according to
a naming strategy that works for you. If you have only one
database, “Monday”, “Tuesday”, etc. will work; if you have
several databases, a simple “M”,"T","W", “Th”,"F” will work as
party of the name: MDO6M, MDOG6Th, etc.

We recommend that you backup all databases at least once

a week and immediately prior to closing the books.

1. Click on File | Backup Database and the Backup IPM
Database window will be displayed.

2. If the backup is to be made to an external source, CD-RW or
diskette, click on the Drive field and change the drive to
reflect the output source.

3. Click on Backup . The database will be compressed and
stored onto your chosen source.

4. When the backup is complete remove the external source,
label and store in a safe place.

Restoring From a Backup

1. Click on File | Restore IPM Backup. The restore window
will be displayed. If the backup is on an external source
insert it into the drive.

2. Change drive and folder to where the backup is located.
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The name of the

backup files - AER|
located in the i J5|
folder and drive s By
. . . Z3IPM Classic
will be listed in | =5 |
the |eft box ECY2008CASHOS.BRY
Locate the name ‘ “
and click on it. s

3. Be aware that L ’m.;y;v: data from the backup into the directom below:
the backup LD —
contains an J e |
entire database. e i
For example, = =
say you have a backup named “MDMon.bku” that you made
from MD06.MDB: when you restore from this backup, it will
create a database called MD06.MDB. If you are restoring a
database to the folder where your active databases are, you
may OVERWRITE (replace) the database of the same
name. You will get a warning about overwriting a database if
that’s going to happen.

4. Click Restore .

5. The system will display a notice that Restore will not open
the database. Click on OK.

6. Follow the instructions on the window to replace external
sources if prompted.

7. When the file is restored it must be opened—even if the file
restored has the same name as the one that is currently
open. See Open IPM Database for instructions on doing
this.

Ticklers

Ticklers (also called Memos) are reminders with brief messages.
They're useful for warning about lease expirations, appointments
or follow-ups. They can be displayed on a popup screen, or on a
panel at the right side of IPM’s main screen.

The Tickler panel = e
consists of a toolbar, e [ IS Y|
a grid of existing e ——
ticklers, and a L
browser screen at
the bottom. The
toolbar allows you to o :

x|

add or delete items,
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to select which ticklers are displayed, and to print tickler reports.
Add and Delete are handled on the Tickler form. Clicking on an
item on the grid will also display the tickler form.

Here’s how to add a tickler:

1.

Press F9, click on the grid or click
the Add button and the tickler
window will be displayed. By
default, it will bring up all ticklers
using the computer’s system date
(as opposed to IPM’s Posting
Date).

To locate Ticklers by date range, fill
in the two date fields and click on
Tickler Range . By default, the
tickler range is pre-set for one
month before and after the current
month. Alternatively, all Ticklers
can be displayed by clicking on All
Tickers.

A tickler can be added by clicking
on Add Ticker . In the displayed
window, enter the date applicable

for the memo, then the memo itself.

The memo can be cancelled by
clicking on Cancel or entered by
clicking on OK.

A=
- =
Reports

Delete | Al

Add

Date|Information

1/1/2006 | happy new year

B/A13/20M0[A new event!

4 | 4

IPM Classic 0.9.30
Release Candidate

First automatic update! Fixes for interface

IFM Classic and IFM

tabases, contact
FullHouse Software for an update to IPM
2007

Report bugs te technical.suppert and well

fix "@m in the next update.

Deleting a tickler is as simple as clicking on it and then

clicking on Delete.

Clicking on Report can generate a report of ticklers by date
range. Enter the date range and select output format.

When done click on OK.

40
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Chapter 2: Checkbooks

Overview

As stated earlier, the Checkbook is the single most important
part of an IPM database. It roughly approximates your operating
account at the bank, and represents all the business that goes
on in tat account. Generally it contains one or more properties
in a common classification (business, residential, homeowner’s
assoc., et al.), representing a single owner or group of owners.
There is nothing quite as broad in IPM as the Checkbook. While
reports, checks and receipts can cross properties, nothing can
cross checkbooks. Once again, think of the hierarchy of IPM:
Checkbooks contain multiple properties that contain multiple
properties that contain multiple units that contain multiple
tenants.

The Checkbook Window
|

#H # | B8 chrecksoor aintenance; (%]
)1 CheckBaok Id | D Type [Condo/HOA =

Deescription [Condo & Home Qwners Assoc.
Accourting Year (2006 Start Date 0170172006 EndDate [12/3172008
StaitMonth [T I~ Enable LockBox

Account Information Lockbox Information
2 1 1 Name [Realy Automation LockBox Bark 1D [000
. Meme2 [Businesshocown | SubmissbnAddes
for Lockbox
Address [11365 Eastshore Diive — 1
Hayden Lake, ID 8335
| ) 2 Misc (208 772-3259
. ABANY [12.6A441  TransitNor [123456783
OnUsbr [T21265
Bank Infarmation
Mame [Big City N ational Bank
Addresss (200 Sheman Ave.
Hayden Lake, ID 83350001

Search Modiy

Find ‘((Elsviuus‘ add | Dol Cancel Save oK

# #
I
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$#
# # +
1.
2.
3.0
4,
9 *
!
'/ B F 213!
B |
# # #oH#
|
9 # # !
B
# # # !
+ 1 9 A
! DEH
1/
B E--- E- -l
' !
6 %< A !
0+ " # #
2 1)
+
1, ?
2. ? # #
3.9 ?

We strongly recommended that you use the Standard Chart of
Accounts. If that doesn’t work for you, select ‘Enter your own
Accounts’ for the first checkbook you create. Immediately create
the chart of accounts (see Chapter 6—Accounts). Only after that
chart of accounts is working properly should you add other
checkbooks. When choosing ‘Select Accounts from Another
Checkbook’, a box will be displayed and will prompt you to select
an existing checkbook whose chart of accounts is to be the
model for the new checkbook.
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Adding a Checkbook
1. # =

Ghie: nance;
| CheckBaok Id [E Type [Business E3

Desoiption

AccouningYear 270
StattMonth [7

fezount Informatian

ABA NI TransitNbr |
Onshbr [

Bank Infomation
1

Start Date [01/01/2070
I~ Enable LockBox

EndDate [12/317/2010

Chart of Accounts
@ Use Standard Chat of Accourts
 Enter your own Accounts

» her Checkbaok.

# 1)
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Switching Active Checkbooks

1.7/ " # B
I
!
2. ? # #
I # # #
# 7 # #
3. ? ?
# # I #
# 0?2 "7 B #
19 $!

Changing the Post Date

1' # i. HiPostingate) \3
Curtent Post Date [IE102008
FisoalYear Start Dats 05012005
2.9
21 4114DDDD P!
!
3 # 51
4. ) & 2
1 1)
# 5 1)
H |
5. )
# 5
2 11
6. ) 2 1
21 !

Deleting a Checkbook
1. 1 # #

2. # ! I
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! #
3. ? # #
I # # #
! # #
## |
4, # !
5. " # # 1
|
6. ? # #
#
# # # 2 # #
7. ?
# # 1 #
? !
8. " 21
$!
9. 0
# #!" # (4
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Chapter 3: Properties

Overview

The next most important element in IPM is the property.
Generally speaking a property is any building or group of
buildings that share an address. The number of units is
irrelevant to this classification. IPM supports an unlimited
number of properties available for each checkbook.

The layout of the Property window is such that many elements
are grouped together. Click on one of the buttons on right, the

relevant grouping of information is displayed.

The Property Window

n #
Froperty 1d [DErg Bilding
Propetty Name [Demonstration Apartment House: CAM.
Address 1
2 )1 s 1 [1600 Maple Ave. T
Address 2 |
Legal
Ol Jagden Lake State [ID Zip [a3835 =5
Manager [Gus Smih Phone/(208) 772-3259 Ext. ___ HManagement
Ouner
) Froperty Desc [5 unit apartment complex
Mbrlnits [§ LendSaFootage[{2000sq el
PakingSpaces[{) EldgSa Footage [5000eq Hoollne
Home Warianty
Rental Sq Footage 5200 5q
HOA Ins.
Benters Ins.
%- Tile Ins
Search Modiy
Find | <Previous | Hewss add Delete Save oK
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n #)

Property Information Buttons

Management
) Moni Name [T

Addiess [11365 Eastshore Diive
D City [Hayden Lake state [iD Zip 3835

Phone Nbr [[208) 7723253 Ex{ Mamt. Fees [1gx

8 Fieport Heading [RA| Management Company
Riepot Foaling |

Miium Cash
Balance
| This amount is sublracted from gross profit when generating wner Checks

( #)

D 8 'D

! %% 0
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! %% 0

Building Details

n # Property Desc [N s e e
Wb rits [5 Land SaFootage [12000sq 1.
Patking Spaces [l R P —
? Fental S Footage [5,200 «q ft
|
)I
"
!
'
<
!
. '
, <
9 = !
'<
" # —
1211
'/ B + %-- =
& =!
121
# |
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Legal

%

Comments

?

0o ! %% 0

Legal Desciiption

Legal Dese [Page 1322 county records. 1330 etc.

Market Value [£350 000 Propeity Cost [$200.000

Leasing Agent [Gus Smith

Phene Nbr [{208) 772-3250 x|

Mary watches everyone from her apartment. Tom on the second floor never emplies his rash.

Common Ara Maintenance - Totals to Spread
Extia Parking [4485 07

50
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Owner

-;-_v! Gymerfor Propenty EH) DBmonstaton, APACHTEn EHonse: @1
Owner [FERIEED Fole/Relationship ’m
Address 1 [525 M. Spuce Drive Title |
Address 2 |
Address 31
Cip[Sandose  StaefCa ziplsm
Telephone |(408) 5552345 Ext[2 | Cellf{ ) -
Fax l[]— Interest in PTUDEWhUU— % [i.e.. 100% for full ownership]
Email Address | Print Label
Perzon to Contact | Phil & Mary Soc Sec Nbr ,m
Search tdadify
Eind | <<Previous ‘ Meuts> | Add ] Delete | LCancel ‘ Save ] oK |

Though it is common for all properties in a checkbook to have
the same owners, it is also reasonable for every property to have
its own, unique set of owners.

&
9 8 !
+ 6 #6' 7
9 8 ! ?
!
9 8 I 2
B |
) #
8 ! /
!
"oy
L I
#) ) 2
= -
Coy
8 |

)

General Insurance
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Insurance Co. [ EmMERTE e
Insurance Co . e
Phore llb [G0g 77239 |
PoliyNbr [oozasios
Insured Yalue [$300,000
Evgivalion Dale. 0702002
|
n ) I
B |
" # )I
|
%
!

Probably the single most important of the Insurance fields,
the policy’s expiration date will be entered here. However,
the program will not automatically warn you of this deadline
unless you create a Tickler memo. See Chapter 1—Main
Window.

Homeowner’s Warranty

Insurance Co. {Home Depot Ins Inc

Phone Wbt [[ ] - Eai ]
Policy bt [they get our maney anpwayl
s ale [
EwpirationDate [
|
n )l
B |
L )I
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%

4

Probably the single most important of the Insurance fields,

the policy’s expiration date will be entered here. However,

the program will not automatically warn you of this deadline
unless you create a Tickler memo. See Chapter 1—Main

Window.

HOA Insurance

Insuance Ca. |

PhoneNbr [ - B ]

PolicpMbe [
InsuredVale [
EspiationDate [

“

")

%

4

Probably the single most important of the Insurance fields,
the policy’s expiration date will be entered here. However,
the program will not automatically warn you of this deadline
unless you create a Tickler memo. See Chapter 1—Main
Window.

Renter’s Insurance e

PhoneNbr [[ ] - Ea( ]
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")
)

oo
oo

")

%

4

Probably the single most important of the Insurance fields,
the policy’s expiration date will be entered here. However,
the program will not automatically warn you of this deadline
unless you create a Tickler memo. See Chapter 1—Main
Window.

Title Insurance

Insurance Co ||

Phone Nbr (7 - Ex( )
Palicy Ner

")

%

4

Probably the single most important of the Insurance fields,

the policy’s expiration date will be entered here. However,

the program will not automatically warn you of this deadline
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unless you create a Tickler memo. See Chapter 1—Main
Window

Adding a New Property

1.

10.

Make sure the correct checkbook is active. Under Current
Settings see the Checkbook button and click on the letter if
you wish to change the checkbook.

Click on the Property icon and the property window will
open. If there are no properties in this checkbook the
system will ask if you want to add a checkbook, click Yes.

If this is an addition property click on Add.

In the Property ID field enter the ID of the property. This can
be up to 10 letters and/or numbers in length. Once the ID is
set it cannot be changed without deleting the entire property.
Press Tab or click on the Property Name field. Enter the
property’s name.

Press Tab or click on Address, City, State and Zip to enter
the property's physical address. A second Address line has
been provided if needed.

Click on Manager and enter the on-site manager’s name. If
the property does not have an on-site manager, leave the
field blank.

Click on Phone to enter the manager’s telephone number, if
no manager leave the field blank.

The remaining fields don't need to be filled at this time,
however we recommend that they are. They are all the
Property Information buttons that were covered just before
this section.

Saving your new property is very easy, simple click on Save
and then click on OK and you are done.
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We recommend that you only add one property at a time. This
will be easier and less confusing than adding multiple properties
all at once.

Changing a Property

Properties can be changed at any time. Only the Property ID is

unchangeable. To change the Property ID you must delete the

entire property’s transactions, tenants and units.

1. Click on the Property icon and open the Property window.

2. Click on Find and a box will with all of the Active
Checkbook’s properties will be listed. Click on the property
you wish to edit. The property information will be displayed.

3. Edit and change the information. Only the Property ID must
remain the same.

4. When done click on Save. Repeat the above for all the
properties in that checkbook, if desired.

5. When completely done with all properties in the active
checkbook click on Exit. The Property window will close.
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Changlng the Active Property
Make sure the correct checkbook is active. If itis not,
change the checkbook so that your desired checkbook is
active.

2. Click on the button labeled Property under the Checkbook
button in Current Settings. It will list all properties in the
active checkbook.

3. Select the property you wish to change to and the window
will close.

Deleting a Property

Deleting a property is a big step. If done in the middle of the
accounting year, it is quite possible that the accounting will be
thrown off by a significant amount. It is highly recommended that
properties be deleted just before the end of the year close or
after all of the checks have been deleted.

If you have written checks across property lines, it is imperative
that the checks be cleared out prior to deleting a property. If this
is not done, IPM will attempt to recreate the deleted property.
This will continue until the checks are finally deleted. See
Chapter 10—Checks for more information.

1. Click on the Property icon and the Property window will
open.

2. Click on Find and a box with all properties in the active
checkbook will be displayed. Click on the property you wish
to delete. The property information be displayed.

3. Click on Delete.

4. The system will display a warning message and ask you to
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confirm the deletion. If you do not wish to delete this
property click No, if you do wish to delete this property click
Yes. The system will send a second warning to doubly
confirm that you do wish to delete this property, decide
finally and click the appropriate response.

5. The Select Property window will be opened and allow to
select the active property for the current active checkbook.

6. If you wish to delete more properties repeat steps 2-4 until
all properties are deleted in the current checkbook.

7. When completed, click on Exit and close the Property
window.

Adding an Owner

1. Make sure you are in the correct checkbook, if not change to
the appropriate checkbook by clicking on the Checkbook
button under Current Settings.

2. Click on the Property icon.

3. Click on Find, a list of properties in this checkbook will be
displayed. Click on the property to which you wish to add an
owner.

4. Click on Owner and the Owner window will open. If the
property has no recorded owner the system will ask if you
want to add an owner. If you click No the owner window will
close, if you click Yes, a new owner record will be created.
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If this is not the first owner of the property, click on Add and a

blank owner record will open.

1. Enter the owner’'s name in this field.

2. Enter the owner’s mailing address in these fields. A second
address field is supplied if needed.

3. Enter the owner’s telephone number here. A four digit
extension has been allowed.

4. It can sometimes be embarrassing when you do not know
how to address the owner (or the owner’'s manager). For
this reason, the Person to Contact field is a valuable asset.
(Example, an IPM user named Adair, whom | addressed as
‘Sir — she found it amusing!)

5. The total percentage of ownership, without the percentage
symbol (%) is entered here. The percentage is used for
writing owner checks. The total of all Interest in Property
fields for a single property must equal 100.

6. The owner’s social security number is entered here. Certain
reports, specifically government forms, require the owner’s
social security number. If the number is stored here it will be
used where needed. If owner is not an individual leave the
field blank.

7. Click on Save. If more owners are to be added for this
property click Add and repeat the process.

8. When completed click Exit and Property window will close.

Changing an Owner

1. Make sure you are in the correct checkbook. If not change
the checkbook in the Current Settings.

2. Click on the Property icon and the Property window will be
displayed.

3. Click Find and the list of properties in the active checkbook
will be displayed. Click on the property you wish to edit.

4. Click on Owner and the Owner window will open, if multiple
owners click on Next and Prior to find the proper owner.

5. Make the necessary changes and click Save.

6. When all changes have been made in the current property
owners click Exit to return to the Property window.

Deleting an Owner

1. Make sure the correct checkbook is active. If not change the
checkbook in the Current Settings on the upper right corner.

2. Click on Property icon and the Property window will open.
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3. Click Find and a list of properties will be displayed. Click on
the property from which you wish to delete an owner.

4. Click on Owner and the Owner window will open, if multiple
owners click Next or Prior to find the owner you wish to
delete.

5. Click Delete. The owner will be deleted without a
confirmation or warning.

6. Continue deleting owners or click Exit if you have completed
the task.

Generating Owner 1099s

1099s should be generated at the end of the year, just prior to
the End of Year Close. A 1099 Misc must be generated for each
Owner in each checkbook according to IRS rules (Contact the
IRS for more complete and

current information).
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Chapter 4: Units

Overview

Each property can contain one or more units. Each unit can
have one or more tenants/members. Most property
management software packages make the unit and
tenant/member synonymous, causing confusion when a unit is
unoccupied or there are multiple tenants/members. IPM allows
you to keep track of multiple tenants/members in a single unit
and keep records of a unit which is unoccupied, say for
maintenance purposes.

The Unit window is similar to the Property window, it too has the
Information buttons on the right side of the window. These are

meant to make it easier to keep track of each units individual
costs, earnings and status.

The Units Window

Because units may have letters, numbers and/or symbols, the
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sorting process is alphabetical rather than numerical. As such
each character is sorted individually. For example, units
numbered 1-15 would be ordered as 1,10,11,12,13,14,15,2,3...
In order to have the numbers sorted correctly the must all
contain the same amount of characters. So instead of
numbering 1-15 the units should be numbered 01-15. As long as
the null character is a zero the sort will be numerical.

Unit Information Buttons
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Addlng a Unit

Make sure the correct checkbook and property are active. If
not change the checkbook in the Current Settings on the
upper right corner.

2. Click on the Units icon. If there are no units in this property
the system will ask if you wish to add a new unit. Click Yes
if you do wish to add a unit, No if you do not wish to add a
unit. If yes, a new unit record will open, if no, the window will
close.

3. If there are units already in this property, click on Add, a
new, blank unit record will opened.
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Enter the Unit Nbr , up to ten letters, numbers and/or
symbols. All units should contain the same number of
characters to allow for accurate sorting. For example if your
property has 100 units you would number them 001 to 100,
using a zero in the null spaces.

Enter the square footage of the unit. If this is left blank the
unit cannot be charged C.A.M. passthroughs based on
square footage. If you choose to use an alternate form of
measure, the system will still work, so long as all units are
measured with the same system, example: meters, yards...
Enter the unit description. Usually the number of bedrooms
and bathrooms, or a brief description for reporting. Complete
the descriptive fields as necessary.

Enter a value for Potential Rent.

Click on Save. If more units are to be entered in this
property, repeat the process until complete.

When all the units for this property have been entered click
OK and the Units window will close.

Changlng a Unit

wmn

ok

No

Make sure the correct checkbook and property are active. If
not change the checkbook in the Current Settings on the
upper right corner.

Click on the Units icon.

Click Find to list all units in the current property. Click on the
unit you wish to edit.

Edit the information on the unit.

Click on Save to save the changes, or Cancel if you wish to
ignore the changes.

Click on Find if you wish to edit more units in this property.
Click Exit once you are done making changes in this

property.

Deleting a Unit

1.

wn

Make sure the correct checkbook and property are active. If
not change the checkbook in the Current Settings on the
upper right corner.

Click on the Units icon.

Click Find to list all units in the current property. Click on the
unit you wish to delete.

Click Delete and if the unit is occupied the system will
display the name of the occupant and ask to confirm the

68
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deletion. If you do not wish to delete the tenant/member and

Unit at this time,
click No. If you do
wish to finalize the
deletion, click Yes.
If there are no
tenants/members
for this unit the
confirmation
request will not be
displayed.

Click Find to delete more units if you wish.
Click OK when you have completed deleting units for this

property.
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Chapter 5: Tenants/Members

Overview

Tenants and Members are the heart and soul of any property
management system, for this reason the tenant window contains the
most information.

The Tenant/Member window is such that many elements are

grouped together. By clicking on one of the Information buttons, the
relevant grouping of information is displayed.

Tenant/Member Window
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Alternate Address

IPM has the capability of sending bills to alternate addresses.
Simply fill in these fields and make sure that the Alternate box is
checked in Tenant/Member window when you wish to use this
address. Some people like to change residence from Winter to
Summer. This feature allows them to keep up with their
payments while in a different location.

9 ( ! )
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Comments

An unlimited amount of notes may kept in the Comments field for
each tenant/member.

Charge/Due

This is perhaps the most important screen in IPM. It reflects the
amounts to be charged periodically (usually monthly), and the
amount due.
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Loan

Any tenant may have one loan active at any one time. By using
the Loan feature, the interest and principle figures are
automatically broken down and recorded by the system. In
addition, once the loan has been paid off, the charges will no
longer be accrued.
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Payments

Clicking on this button brings up a useful spreadsheet of the
Cash Receipts Journal. While it does not contain all of the
information of the printed report, this window is easily
customizable to get the totals and information you need quickly.

Charges
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Adding a Tenant
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Chapter 6: Accounts

Overview

The Chart of Accounts is the “skeleton” of the program, upon
which the rest of the system is built. A very good, simple Chart
of Accounts has been provided with the system. It can be used
for the vast majority of properties without alteration. We
recommend that this default Chart of Accounts should be
adopted in your business, at least as a starting point.

Ninety percent of all problems for new users setting up a
database, centers around creating or altering a Chart of
Accounts. Simply put, it is the single most complex task in [PM.
Nevertheless, the information found here will solve the bulk of
any problems.

Note: the Chart of Accounts for a single checkbook must be
identical. The system will maintain the consistency of the Chart
of Accounts throughout the properties of a checkbook. However
and whenever an account is altered, matching accounts in all of
the other properties will be altered.
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The Accounts Window
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Adding a New Account
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Altering the General Ledger Account Defaults
Without these defaults entered, the system will not run properly.
Be sure to fill them out before attempting to do any transactions.
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Change or Delete a Reoccurring Journal Entry

1. # # #
1) # #
|
2.) 5
5
!
3. ) # . >
) 1)
= |
4 # # )4
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7. " 5 # 5!

Posting Recurring or Ongoing Journal Entries

1. # 0 A 9
I #

!

2 # , > $ 1?2

B
!

3. ' # A 9 0 A 9

P 0 9
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Chapter 7: Vendors

Overview

Vendors are the people with whom you do business. The can be
anyone from landscapers and garbage collection to painters and
insurance carriers. Every check will be written to one of three
categories: Owners, Tenants and Vendors. Most checks will be
written to Vendors. This section covers the entry and
maintenance of Vendors.

The Vendor Window
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$4 %) |
, 8 B)L ! B

1 8

# , !
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" 3
1

# I
" 3
1

#
#
!
$#

" 31

# !

Entering a New Vendor

Vendors can either be entered through the Vendor window or
directly while writing a check. This will describe entering a
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vendor through the Vendor window.

1 , # # !
9 , # #
# #!
2. # % P
I
3. )
# , lo#
) 1 # 1
#, I
4, # + #, O !
5. 9 , )1
6. 2 $! , 61
7. 2 $! , 8 1)
? E !
# 7
!
8. 2 , 8 !
9. 2 $16 , 8 B)1
I
10. 2 $16 $# Ny
! %-.,
8
!
11. # A + /2
I # B
, ! @3?
! ) +7? @37
|
12. # 1
, 8 #T
: <!
13. # ' r, !
14. , # 21" #
5 , !

Change or Delete a Vendor
1. # : !
2. # ! #
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: ', 8
!
3. ) . # !
? B ., ) 1)
# 0 # 1)
# I
4. ) # L
|
5. ,
%-..
L # ) # # 1
, # #) :
# #
!
6.
, #
/!
7. " # 5

Writing a Check to a Vendor
%- # !

Generating Vendor 1099s

1099s should be generated at the end of the year, just prior to
the Vendor End of Year Close. A 1099 must be generated for
each Vendor in each

checkbook according

to IRS rules, generally

over $600 paid to

them, and not a

corporation (Contact

the IRS for more

complete and current

information).
1. #
# #
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Adjusting the Vendor 1099

) %-..
5 %-..
|
1 # >
> 89==
, %-.. B
!
2 # > 89== / B
I #
% 89==
4! #
5
/ B
!
3 #
%
89==
# %]
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Chapter 8: Charges

Overview

Not every charge is for rent. Sometimes irregular charges occur.
For these instances, One time charges, Refunds and Late
Charges become a necessity. This section describes, step by
step, how each of these charges are entered and, if needed,
removed.

Entering a One Time Charge/Refund

1. # # #
L) # #
!
2 # > ( $ I
$ !
3 # + B
( [
$ (
F I #
(
( ! 8
$ |
4. 9 0o !
5. 2 $!
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NHFON
T

# > ( $

Change or Delete a One Time Charge/Refund
1. ) 0
L/
B F S- & %-
#
S- & %-!)
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2 # > ( $
$ |
3 # " )4 (
|
4 #
# # ' !

5 ) # !
6. " # 5 #

I # 1 I # )

Generating Late Fees
1. # # #
L) # #

2. # >A 13
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/ 0 #
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6. ) #
1
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8. + # 1
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I # )
( !
9 2 !
10.) 0O+ " !
# #
11.) 2 3
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Charge Journal Maintenance

The number of charges can become so large that the integrity of
the database can be compromised. This can lead to software
instability, decrease in speed, and possible loss of information.
As such, a regular program of Charge Journal Maintenance may
be required. At 100 or fewer tenants/members, this maintenance
should only be needed once per year. Larger numbers of
tenants/members may require this maintenance more often
depending on the computer.

1. # # #
) # #
[
2 # > , I
A 1
3 #
19
# # # "
I
4 #
19
# #  # "
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Chapter 9: Receipts

Entering Tenant/Member Receipts:

1. # # #
) # #
[
2. # #
2 1
3. # + %6%--
0 I
4 ( B!
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( 1
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9. 2 $! !
10. 2 $! #
!
11. 2 $! [
12 # + 1)
# !

13. # ( +

0 !
14. " # 5

0 !
15. 0 # >

Entering Tenant NSF Checks and Reversals

1. # # #
1) # #
!
2. # >$ )t
? !
3. # 0 + 6/
0 # !
4 #
(
#
E
$
!
5 # # 6/ !
# !
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6 % # #
#0 !
7 #6/ # y 12 #
6/
12/ !
I #$ H!
8. # + (# !
9 6/ # #
' E $ #!
10. " # 5
11.. #
ry 1 # 1) )
6/ #

Change or Delete a Tenant Receipt
Tenant Receipts may only be changed or deleted if they have yet
to be posted. Posted receipts may only be reversed.
Miscellaneous receipts are not accessible using this method, see
Entering Miscellaneous Receipts for more information.
1. # # #

1) # #
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5 # 1
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8 # >"

Entering Miscellaneous Receipts
0

10 # . $
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12.) #

13. " # 5
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15. # " ' !
16. # "
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17. # 5 0

Change or Delete a Miscellaneous Receipt

These instructions are only valuable when dealing with a non-
posted receipt. All posted receipts may only be reversed by
entering an offsetting General Journal entry.

1. # # #
1) ##
!
2 # > (
? I
3 # 0 +
0 I
4. ) #
!
5 ) #
# ' I
6. ) # !
7. " # 5
!
8 # "
!
9. # " ' !
10. # "
!
11. # 5 0
)
# ! #
1 4 ! # )
4 I
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Chapter 10: Checks

Overview

IPM offers a wide range of check writing capabilities. Manual
(hand written) and computer generated checks are standard
features. MICR encoded checks allow for an inexpensive
option.

Setting Up or Changing Check Defaults
1. # # #
L) # #
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3. # A
! #
#
!
4. ) @ # B
$# I #
B # #
.
69 | 2
#
69 | # -
N #
/7 !
5. ) #
# ! i
" 1
1
# |
6. # * !
|
7. " # 5

Setting Up MICR Check Information (Optional)
This feature will only apply to those choosing to use MICR
computer generated checks.
1. # # #

) # #

2. # $ > 0
)0 #) !
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Setting Up Information for Management Checks
1. # # #
L) # #
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10." # 51

Entering a Regular (Vendor) One Time Check
1. # # #
L) # #

2. #
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Entering a Management Check

1. # # #
) # #
[
2. #
!
3. # ; !
1 |
4 n 2
# 1)
#
# 1
5. ) # #
# 1
6. #
#
1
#
!
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Entering an Owner Check
This type of check may only be generated if Owners have been
set up for this property and the Owner Withdraw Account default
have been entered. See Chapter 3—Properties and Chapter 6—
Accounts for information on how this is entered.
1. # # #

) # #
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Entering Percentage Checks

1. # # #
) # #

2. #

$. ! # H

10. 2 $! 2 I #

# !
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/ #
!
13. # # ( + !
# 1 1
|
14. 2 # ! #

Entering Work Order Checks
See Chapter 13—Work Order for more information.

Entering Permanent Checks

Permanent checks are checks that are written every month for a
set amount, for example, a mortgage. By creating a Permanent
Check a template is created which will be repeatedly copied.

1. # # #

) # #
!
2. #
I
3. # : !
1 I
4 " 2
# 1)
#
# 1
5. ) # #
# 1
6. # $#
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Setting up Permanent Checks for Printing/Posting
Though created in the same manner as One Time checks,
Permanent Checks differ significantly in that they must be set up
through Check Journal Maintenance to become useful.
1. # # #

) # #
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9. " # # ' !
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10. #

Change or Void a Onetime Check

This set of instructions is used to alter checks that have yet to be
posted, allowing for the re-printing of checks, and deletion of all
checks, posted or not.

1. # # #
) # #
|
2. #  "#! > %
G $ # !
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Change or Void a Permanent Check
This applies to only the Permanent Checks and not the checks
that are generated from them (see Setting up Permanent Checks
for Printing/Posting for more information on how checks are
created/setup from Permanent masters).
1. # # #

) # #
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12.) #
@a s # !
Posting Checks

Only Manual Checks and checks that were not posted after
printing need to be posted using this method.

1. # # #
) # #
!
2. # "#l>" !
3 #
2 !

Reconciling the Bank Statement

1. # # #
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!
2. #  "#l > o
#0 !
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Check Journal Maintenance
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Chapter 11: Reports

Overview

Reports are a large part of the IPM software. With over 175
separate reports with one to six options each, there is literally too
much to cover in this manual. As such, this section gives a
general overview to using the reports.

Reports are broken down into nine categories: Financial,
Tenant/Member, Vendor, Property, Disbursements, Receipts,
Charges, Work Orders and Custom Reports. All but the last two
are standard with the IPM system. Work Orders are enabled with
the work order subsystem, in the Unlimited edition. A Custom
Report Designer is available if the standard reports don't meet
your particular needs. Full[House Software can also provide
customized reports at a nominal fee.

Printing a Report
?
!
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Chapter 12: Move In and Move Out

Overview

The Move In/Move Out feature allows tenants to be moved in
and out of units and manages the hassles of prorated rent,
deposits and uncollected bills in one place. They are created for
specific business situations, so in some cases it may be easier to
add or remove tenants from the Tenant screen; not available for
HOAs/Condos.

Tenant Move In
1. # # #
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Tenant Move Out
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Chapter 13: Work Order

Overview

The Work Order feature can be assigned, generated, tracked,
invoiced and paid with minimal effort. Work Orders can be
generated for entire properties or specific units. Flexibility is
stressed in this design.

Creating a Work Order
1. # # #
L) # #
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Updating a Work Order (Receiving an Invoice)
1. # # #
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Paying for a Completed Work Order
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Generating a Work Order Status Report
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Chapter 14: Closes & Recurring Charges

Overview

The term “End-of-Month Close” is an anachronism that is left
over from the days of manual accounting. For the sanity of the
accountants and the auditors, an end-of-month close was a
convenient way to make the books indelible. Any change made
to a closed month must, by default, be made in the current, open
month. With computer technology, this limitation is no longer the
case.

Instead of end-of-month closes, IPM uses “Create Recurring
Charges.” Create Recurring Charges is not limited to only one
time a month. Though some terminology of end-of-month
closing is retained, don't let this be a problem. Simply change
the Post Date to any date within the fiscal year, and make any
entries. The records are cleaner and more accurate than ever
before.

With that being said, the End-of-Year Close is much akin to its
manual ancestor. At the end of year, totals are brought forward
to the new year, so in some sense the previous year is closed.

In addition, the end-of-year close cleans up much of the
database that becomes cluttered with the previous year’s
transactions. If the End-of-Year Close was not performed, the
database would quickly become too large and unwieldy. Data
corruption would become more common, and the speed at which
data is retrieved would decrease.

Closes are the mechanism used to create charges and instigate
a new accounting cycle. When a close is made, the system
performs many functions and procedures in rapid succession.
As such, it is highly recommended that a backup be made

prior to the end of year close, and before creating each
month'’s recurring charges at least.

IPM is extremely flexible in that it can handle not only monthly
closes, but even weekly and biweekly closes. This added
feature allows for greater flexibility than most other property
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management (or general ledger) programs.

Creating Recurring Charges

Formerly ‘the End of Month Close’

Note: This creates charges for a single checkbook. Each
checkbook must be charged separately.
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End of Year Close

NOTE: Always check for updates to IPM before run  ning
the EQY process . Updates may have end-of-year specific
enhancements or fixes. Also visit
www.fullhousesoftware.com for more EOY information.

The purpose of the End of Year Close is to give you a new
database, ready for the new fiscal year. To do that, you need to
copy (save as) your current database, clear out all the “old”
transactions, change the fiscal year, and zero out Year-to-Date
figures. As part of that process, we really, really recommend
making a backup of your old database.

The End of Year Wizard automates this process, but we also
provide an “Advanced” format for users of IPM 2006 or earlier
who have established EQY procedures.

The End of Year Close is performed once for each checkbook in

each database per year. The steps are:

1. Print reports

2. Backup your database (note: a backup backups the entire
database with all checkbooks)

3. Create a copy of the database for the newyear with a new
name, and switch to that database.

4. Charge for January in the new database for each
checkbook.

5. Runthe Year End Close processing for each checkbook to
get rid of old transactions

Fortunately, the End of Year Close Wizard will walk you through
the entire process. However, if you prefer, there is access to the
“older” EQY process, through the Advanced button on the
Wizard’s main

screen.
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On the first page, there’s a recap of the process. Once you're
familiar with the steps involved, click Next.

Step 2 allows you to print reports for every checkbook in the
database. These are the same reports you access through the
Report window, and may not meet you business needs. You can
print these reports at any time from this database. Once you've
printed a complete record for the year, click Next.
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Step Three will make a backup of your database. It
recommends a name and location, but you can change it by
typing in a new location or file name. Click Backup Database to
create the backup. Once the backup is done, Next will be
available. Click Next to continue.

Step Four makes a copy of your current database with a new
name (a Save As) to create next year’'s database. It
recommends a name and location, but you can change it by
typing in a new location or file name. Click Create New
Database to create your new database. Once the new database
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has been created, Next will be available. Click Next to continue.

Everything we've

done to this

point has been

on the database

for the old year.

Now it's time to

switch to the new year’s database we just created. As the Wizard
switches to Step Five, it will warn you that it's going to change
databases.

Step Five will generate the January charges in the new
database. Recall that this database is just a copy of the old
database so far — still set to the old year. This step starts the
process of getting ready for the new year. Click Process
EOM(Create Charges) to create the charges. If you've already
created your recurring charges, or want to do it later, you can
just click Next. Click Next to continue.
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This is the big one. Step Six will zero out the Year to Date and
Month to Date figures so you can start the new year. During this
process, the profits for the current month will also be moved to
the ‘retained earnings’ account, all the Income and Expense
accounts will be set to zero. Any accounts you set up on
Tools/Accounts to be reset during this process (like Owner
Withdrawl) well be set to zero. To check which accounts will be
zeroed out and where profit will go, click the View Ledger
Defaults button. Click Process End of Year Close to cycle
through the process for all the checkbooks in the database.

Each time a

checkbook is

processed for the

Year End, you will

receive the

following dialog,

which warns you

that you'll have to set the new posting date for that checkbook.
Since the checkbook is set for a
new year, your new posting
date should be within that
period or the last day of the
current year.

If your fiscal year is a “calendar
year”, i.e. January to
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December, the Wizard
will ask you if you
want to run the
Vendor EQY on this
checkbook. We
recommend you do
S0, as you can print
your 1099s from the
old database.

Once the wizard has completed processing all the checkbooks in
the database, you can click Finish, and you're in the new year!

The very last dialog will ask if you want to revert to your old year
— that’s up to you, but remember you can always switch from old
database to new database from the File menu (They'll be in the

list under Exit, or you can use File | Open IPM Database .

Note: Any time you need reports or information from the
previous year, go to your old year’s database

What the Wizard Won't Do

The EOY Wizard is designed to simplify and automate the
tedious end of year process, but it can’'t handle everything. In
particular, if your database contains some checkbooks with a
fiscal year that starts January 1 and others that start on any
other date, the Wizard can't help you. You need to figure out
your own process and do it yourself.

If you've got checkbooks that start on different dates in the same
database, you may want to split that database. We strongly
recommend creating more, smaller databases over one large
database.

One checkbook per database is probably the ideal. Tf you have
numerous checkbooks with little activity and the same fiscal
year, there’s nothing wrong with having them in one database.
But fewer checkbooks per database improve data integrity,
reduce loss of data loss, and make everything work faster (and
make you ready for IPM 10 and beyond).
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Advanced End of Year Close

If you have to process just one checkbook, or have some other
operational considerations that do not fit within the way the
Wizard works, there is the Advanced buttons. The Advanced
button displays the End Of Year close Dialog, familiar to long-
time users.

If you choose to use the Advanced form for the end of year

close, you do not need to run the wizard: run either the advanced

form or the wizard, but not both. To run the Advanced form:

1. Make certain that the correct checkbook is active. If you are
not in the right checkbook, change it under Current Settings.

2. Click on File | Save As . The Save As window will open.
Enter the name of the new year’s database. Note: Keeping
a different database for each year is much like keeping a
ledger as a history of each fiscal year with manual
accounting. It is recommended that the last two characters
in the database be changed to the new year’s last digits. For
example, SAMPLE.MDB might be renamed
SAMPLEOQ8.MDB for 2008. Enter the new name and click on
OK. The database will be changed to the new name.

4. @ 0 > >
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Vendor End of Year Close

Note: The Vendor End of Year Close should only be in the new
year's database, at the first of the year. If you've run the EOY
Wizard, it will give you to do this at the start of the year; if not, do
it before doing any new entries for the new year.
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Chapter 15: How Do |...

Overview

While this manual is informative and covers most of the basics of
IPM, it doesn’t cover everything, and can’t. Our website is more
dynamic, and a place to ask a question and get a practical
answer from other IPM users. This section is intended to fit
between the two: a quick reference to doing tasks you don’t want
to chase down in the index or wait for an answer on the forum.

Getting Started — Understanding the Database

Hint : the Sample.mdb is a valuable resource! If you're
unsure of a process or a function, switch to the Sa mple
database and try it there
IPM stores data in a
structured format called a IPM DATABASE
database. A database is a |_Checkbook A
special file format saved on |_Property
your harddisk that contains Units
other files, called tables. Each B L Tenants
table is like an Excel |_(more Units)
spreadsheet or a piece of Property
ledger paper — an electronic B Units
list. For example, the Tenant B | Tenants
Table contains all the (more Units)
information about your (mare properties)
tenants, including who, what, ~
where, when and how much. Checkbook B
B Property
In fact, the key to —  Units
understanding IPM’s database L Tenants
is that it's structured in a (more 'properties)
hierarchy, like the branches of (more checkbooks)
a tree coming out from the -
trunk.

At the top of the hierarchy is the database itself, the container
for all the information. You may create multiple databases if you
want to keep entirely separate records for some properties.
Otherwise, the checkbook is the way to group properties for

Copyright 2010 © FullHouse Software, Inc. 179



User’'s Guide FullHouse Software, Inc.

income, expense, vendors, tenants and reports. This often
corresponds to your physical checkbook, or a group of owners or
a corporate entity.

Each checkbook can contain any number of properties (limited to
60 in the Basic Edition). Each property is just like your physical
property, and usually defined by having a separate address
(though you can manage a complex as a single property).
Properties can have one or more owners, and that’s important
for disbursing profits.

The unit is equivalent to “what ever you're renting” — be it an
apartment, garage, storage unit, bedroom, slip or square
footage. IPM can handle any number of units per property.
Remember, tenants can only occupy or rent units!

That leads us to the reason for IPM — tenants! There can be any
number of tenants per unit. So you can rent a three bedroom
house to three tenants as one unit, or you can rent them one
bedroom each, depending on how you set up your units.

In addition to all this, IPM also maintains a full General Ledger
accounting system with the same structure, from Unit to
Checkbook. Tenants have their own ledger cards, but do not “roll
up” into the general ledger: the GL maintains records for units,
properties and checkbooks.

Setting Up a New database

Here’s the minimum information needed to set up a database.

The steps are simple: create a new database, then go across the

toolbar from left to right to set up the checkbooks, properties and

units and tenants.

1. Establish the Database (page 35). Select File/New IPM
Database from the main menu. This will display the New
Database dialog.

a. Enter a name for your new database in the Filename field. If
your current year's database is “Full06”, we recommend
“Full07” as the new name, where the last two digits represent
the year.

b. Enter a Password . This should be easy for you to remember,
but not obvious. A secure password contains numbers and
letters. We recommend writing it on a card and storing it away
from the PC.

c. Click OK and IPM will create and use the new database.
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2. Set Upthe Checkbooks (page 43). Click on the Checkbook icon
at the far left of the toolbar.

a.
b.

Answer Yes to create the new checkbook.

Enter the best Type code for your properties (i.e. R for
Residential).

Enter a brief Description (i.e. “Scottsdale apartments”) to help
identify your property.

Verify the accounting dates for correctness.

Click on the best fit from the selection in the Chart of
Accounts box. We recommend starting with the Standard
Chart of Accounts and modifying as needed.

3. Set Upthe Property (page 55). Click on the Property icon on the

toolbar.

a. Answer Yes to create a new property.

b. Enter a short Property ID. We recommend keeping this short
and sweet, but it can be up to 10 characters. This is mostly
used for database management.

c. Enter a more descriptive Property Name, such as “Morgan
Condo Association” or “Johnson St. Self Storage”.

d. Enter the full street, city, state and ZIP in the Address.

e. For more complete reporting, click the Management button

and enter the pertinent information.

4. Set Up the Units (page 67). Click on the Unit icon on the toolbar.

a.
b.

Answer Yes to create a new unit.

If the property is managed as a single unit, like a single-family
house, enter an asterix (*) in the Unit Number field.
Otherwise enter the number of units at the property set up in
Step 3. Note: Read page 67 regarding Unit Numbers!  You
need to make sure you're putting the correct units at the
correct properties.

5. Set Up Tenants or Members (page 85). Click on the Tenant icon
on the toolbar.

a.

b.

d.

Enter the Name of the tenant, in a “lastname, firstname”
format such as “Jones, Mary A.”

Hit the enter key to automatically populate the Address. You
can overwrite this for a different mailing address.

Click the Charge/Due to establish the rent. Enter the rental
amount in the Rent field on the right side of the screen, below
Charges.

This completes the basic setup!

6. Establish a Trial Balance (page 100).  Select Journal/Enter
Journal Entries from the main menu.

a.
b.

c.
d.

Click on Add.

Enter your Journal Entries creating a trial balance by following
the prompts.

Post your Entries.

Do this for each property created.
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e. Click on the Reports icon on the toolbar. Select Financial
Reports and run a Trial Balance . Check for correctness; your
reports should be in balance.

f.  After the first property has been established, you can add
more properties in the same checkbook by repeating steps 3
through 6. To create another checkbook, start with Step 2.

7. Setup Tenant Charges. This is the last step, as it needs to be
done for all properties in each checkbook.

a. Setthe date to the last day of the preceding month, i.e. to start
January 2007, set the date to December 31, 2006.

b. To set up a charge for a tenant or member, go to
Closes/Create Charges [EOM] .

c. Click on Monthly , and then Process Closes . This will return
you to the main screen when it completes.

d. Click on Date and enter a date in the following month (i.e.
January in the example).

e. Check the Tenant/Member current balances.  If they are not
correct, you may need to enter a one-time charge or credit
from the Charges menu item.

If you'd like to see an example, or want a database to practice on, we've
included a sample database. To use the sample database, select
File/Open IPM Database from the main menu, then select
Sample.mdb and click OK.

Splitting a Database

Say the time has come to hand off the accounting for several

properties to a new person. You're going to still handle

properties 1-4, but Mary will now handle properties 5-7. Whether

they're all in the same checkbook or separate checkbooks, the

process for splitting the database is conceptually the same. The

steps are:

1. Back up the database.

2. Use “Save As” to create a copy of the database under a new
name, for example “Mary07”

3. Delete Mary's properties from “MineQ7”

4. Delete my properties from Mary07.

This leaves Mary with a database that just has properties 5-7
and you with a database of just 1-4.

If the properties are maintained in separate checkbooks, you can
delete the unneeded checkbooks from each database; if they're
within the same checkbook, you can delete the properties
individually.
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Miscellaenous “Gotchas”
Here are a few compiled challenges faced by other IPM users,
put together as a brief reference.

Owner Checks

For IPM to calculate Owner checks correctly, remember to set
the “Interest in Property ” on the Owner page of the Property
screen. One hundred percent means that owner will receive the
entire profit from that property (less management fees). Note
also that the “Minimum Cash Balance " field on the
Management page of that screen will always be deducted from
the amount to be paid from the owner — so if Property A has a
$900 net profit, but you have a $400 minimum cash balance,
IPM will calculate that there’s $500 to pay for that owner.
Remember to pay all your bills for that property —including the
management fee- before you pay your owners!

Tenant Charges

If you're on the Cash Accounting basis and change the “due”
column on the tenant screen, you will update the amount that
tenant owes...but not the ledger card for that tenant. To update
the ledger card any time you change the “due” column manually,
just click on the Ledger button on that screen, then click the
“Reset” on the ledger card to generate the correct entries.

Vendor End of Year Close

After changing databases and going through the end of year
process for your general accounting, remember to do a Vendor
End of Year Close on your new year’s database! If you don’t
you'll carry forward the YTD figures from the previous year, and
make the new year that much more difficult to close NEXT year!

Backups

IPM’s backups are compressed copies of your database. In other
words, they're a copy of your file, squeezed to take less space

on your harddrive or diskette. They're reliable, secure and
transportable. IPM nags you to make a backup every time you
make changes to the database and are ready to exit. However,
this may not always be adequate: just because you've made a
backup doesn’t mean you're safe.
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1. Backups are only made when you go through the
backup process — they aren’t “automatic” or continual.
The database is continually updated every time you
make changes or “save” but the backup is not changed
until you go through the backup process.

2. The backup process was originally designed for floppy
disks, when harddrives were expensive and small and
networks were rare. Even a small database will require
2-3 floppy disks for a backup, and many computers no
longer have floppy drives. Harddrives are much more
reliable and larger now, so it makes sense to backup to
the harddrive, and occasionally make CDs or network
backups of your IPM data (and everything else on your
computer). If you have a regular nightly network
backup, it may not be necessary to do database
backups of IPM — ask your system administrator. In
any case, backing up to a network harddrive or even
your PC’s harddrive is often easier and safer than using
floppies — but remember to change the name of the
backup every day (IPM Classic does that for you
automatically).

3. When you exit IPM, it asks you to backup your
database. That's perfect if you've only been working in
one database all day, however, if you've switched
between several databases, you won't have backups of
any but the last one! Do those backups yourself!

4. Backups aren't just for disasters. Say you're about to
undertake some large task, like adding CAM charges to
a group of properties. Make a Backup (or a copy using
“save as”) before you start. That way, if something goes
wrong, or you don't like the results, or the boss changes
his mind, you can “restore” or roll back to where you
were before you did all that work!

Try It In the Sample Database First
D 8 J
8
# o< 17
)28 ; ?<
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The process of learning in another database is the safest and
most reliable approach possible. It relieves the fear of doing
something you have to explain to the IRS, and allows you to
indulge all your “what ifs”.
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